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1. Introduction 

Welcome to PalmGHG web application user guide. This document helps Users to navigate 

PalmGHG web application. 

 

Following are the functions and features 

2. Secretariat 

Secretariat gets a full view of all Mills, assessments and their status. They will be able to add 

Users to Company and Mills directly. 

2.1. Add Managers 

To add a new Manager, follow the steps below 

1) Click on the “Users” tab. 

2) Click the “+” symbol at the bottom of the page. 

3) Fill in the required information and click on “Create” 

 

2.2. Add Additional Users to a Mill 

Apart from Managers, Users can be added to a Mill. These Users will be able to input data for 

assessments. To create a new User, follow the steps below 

1) Click on the “Mills” tab to show all the Mills tied to your Manager account. 

2) Click on a Mill that you wish to add users to. Information about the mill will now be 

displayed. 

3) Click on the “Users” tab. 

4) Click on the “+” button located on the bottom of the page. 

5) Fill out the required fields and click on save. 

6) A popup will appear to indicate a successful save of a new Mill User. 

2.3. View All Companies, Mills, assessments and their status 

1) To view all companies, click on the “Company” tab. This will show all the sub companies 

2) To view all mills, click on the “Mills” tab. 
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3) To view each mill’s assessments, you may click on the mill name on the list of mills in 

the “Mills” tab. 

 

3. User 

3.1. View Company, Mills, assessments and their status 

1) To view your company, click on the “Company” tab. 

2) To view all mills, click on the “Mills” tab. 

3) To view each mill’s assessments, you may click on the mill name on the list of mills in 

the “Mills” tab.  

4) To input data, go to Mills, choose a Mill you want to add inputs to. Choose appropriate 

assessment year and feed data.  

5) Each assessment shows status 

 

4. Manager 

4.1. Submit Annual Assessment (To Auditor) 

 

1) Click on the “Company” tab to show the list of companies tied to your Manager account. 

2) Choose any one of the companies. The mills tied to that company will now show on the 

page. 

3) Choose the mill to then view the list of yearly assessments of that particular mill. 

4) Click on the “view” button which would be located on the year of assessment you would 

wish to review. 

5) Click on the “edit” button on “Data Input” which will bring you to the Summary of that 

year. 

6) Click on the “Summary (Mill)” tab. 

7) On this page you are able to review the summary emissions of that mill. 

8) The “Action” column will allow you as the Manager to leave comments for the Mill Users. 

9) The checkbox on each row allows you to tick/untick to show your approval. 

10) Once you are done, you may click on the “Submit” button which will automatically send 

your report to RSPO Secretariat. 

4.2. Add Users  

1) Click on the “Mills” tab to show all the Mills tied to your Manager account. 

2) Click on a Mill that you wish to add users to. Information about the mill will now be 

displayed. 

3) Click on the “Users” tab. 
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4) Click on the “+” button located on the bottom of the page. 

5) Fill out the required fields and click on “Save”. 

4.3. Create a New Mill 

1) Click on the “Mills” tab. 

2) Click on the “+” button at the bottom of the page. 

3) Fill in the required fields and click on “Submit” 

 

4.4. View Company, Mills, assessments and their status 

1) To view your company, click on the “Company” tab. 

2) To view all mills, click on the “Mills” tab. 

3) To view each mill’s assessments, you may click on the mill name on the list of mills in 

the “Mills” tab. 

5. Auditors 

5.1. Login 

1) Once Manager submits for Audit, you would get an email with the username and 

password for login 

2) Use the credentials and login to the web application 

5.2. Review, Comment and Accept/Reject Mill Raw Data 

 

1) Go to Mills menu. 

2) From the “Mills” page, click on a mill. 

3) Click on the “View” button on the Data Input. 

4) Click on the “Summary (Mill)” tab. 

5) Click on any icons on the “Actions” column to leave a comment on the data. 

6) Click on the “Checkbox” against each row once verified.  

7) Click on Approve/disapprove buttons to save your response. 

5.3. Reset password 

1) To reset password, go to Home page and click on your account (username) on the right 

top of screen  

2) From the dropdown menu, choose Profile 

3) In Profile, please follow the link to ‘’Reset Password’’ and proceed with the change 
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5.4. Choose language 

6. Web application is available in four languages; Bahasa Indonesia, Thai, Spanish and 

French 

7. Go to Home page and click on your account (username) on the right top of screen  

8. From the dropdown menu, choose Profile 

9. Choose from the language options and save your preference. 

10. General 

10.1. Download the RSPO Desktop Application 

 

Follow the link below to download desktop application 

[Link to RSPO website from where desktop app can be downloaded will be attached here] 

 

10.2. Desktop application usage 

 

1) Once downloaded, ensure you have internet connection. 

2) Login to the RSPO Desktop Application using your account. 

3) Once logged in you may wait patiently till the data from the server is synced into your 

computer. A sync icon will appear to indicate the sync process and another icon to tell 

you the syncing is done. 

4) Once done, you may go offline to then open the desktop application and key in your 

data. 

5) Once you have regained access to the internet, your data keyed in previously would be 

automatically synced to the RSPO webpage. 
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11. FAQ 

11.1. Web application 

11.1.1. How to login web application? 

If you are a registered user of the application, you would have received 

an email with login credentials. Please check your email.  

11.1.2. How to create a new Mill? 

 Go to Mills menu and click on the ‘Add Mill’ button. Fill in the needed 

information to create a new Mill. 

11.1.3. How to add Users to Mill? 

Go to Users menu and then to Users tab, click on ‘Add User’ button. Fill in 

the needed information to create a new Mill.   

11.1.4. Can I add a Manager to Mill? 

No. Manager can be added to a Company, not a Mill. You can add Users 

to Mill.  

11.1.5. How many Managers can i add for a Company? 

A company can have two active managers at a time.  

11.1.6. Can a Manager input data? 

Yes. Manager can add data. 

11.1.7. How can I submit for audit? 

Go to Mills menu, choose the Mill and then assessment year. Click on the 

‘Submit Audit’ button and enter Auditor’s information and proceed to 

submit for audit.  

‘Submit Audit’ button will be enabled only if all data is filled up and 

Summary is generated.  

11.1.8. Can a Mill User submit for Audit? 

No. Mill Users will not be able to submit for audit. Only Managers will be 

able to submit. 

11.1.9. How can I create a Mill assessment? 

Go to Mills menu and choose a Mill. An assessment for the current year 

will already be created in the system. Click on ‘Add assessment’ button to 

add another assessment. 

11.1.10. Can I sync data with desktop application? 

All data will be auto synced with desktop application.  

11.1.11. Can I reset password? 

Go to Profile in the right top corner of the Home page. Click on ‘Reset 

Password’ button to reset your password.  

11.1.12. User forgot his password. Can i reset his password? 

Yes. Go to ‘Users’ menu and choose the User. Hit the ‘Reset Password’ 

button to reset User’s password. User will receive an email with the new 

credentials.   
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11.2. Desktop application 

11.2.1. How to login web application? 

● If you are a registered user of the application, you would have 

received an email with login credentials.  

● Credentials are the same for web and desktop application. 

● Choose appropriate role Mill/Auditor/Guest and proceed.  

● Note that you need to have internet connection when you login for 

the first time. All data from the web application will be synced. You 

can continue to work offline after that.  

11.2.2. I am unable to install the app. What to do? 

Please contact your system administrator and check if you have any 

access restrictions  

11.2.3. What do I do when app crashes? 

Please reopen the app again and continue using. If you encounter any loss of 

data, you may find a backup file in the following path in your computer 

 

C:\Program Files (x86)\RSPO\RSPO Calculator\RSPOVersion4Backup.accdb 

Rename RSPOVersion4Backup file to RSPOVersion4 and overwrite the file.  

Alternatively, If it occurs repeatedly, please check if you have NET version 4.5. 

Else please follow the link below and update your system.  

https://www.microsoft.com/en-my/download/details.aspx?id=30653 

 

11.2.4. How can I sync data with Web application? 

When your login for the first time, all data will be synced automatically. 

You can go offline and continue to add data. When you connect to 

internet, data will be automatically synced with web application. 

Alternatively, you can click on the refresh icon   in Home page.  

 

11.2.5. Can I submit for audit? 

No. You can only submit for audit from Web application.  

11.2.6. I clicked on Data input, why no data? 

Please choose a Mill from the Home page and then proceed to Data Input 

menu.  

 

11.2.7. I am unable to upload a file. What to do? 

Try to save upload file in in another drive and try again. You can try to 

upload from a flash drive too.  

11.2.8. Can I create a Mill? 

https://www.microsoft.com/en-my/download/details.aspx?id=30653
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No. You cannot create a new Mill from desktop application. You can use 

Guest login and create a new Mill and use the application. But this data 

will not be synced anywhere.  


