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1. INTRODUCTORY CHAPTER 
1.1. Order MMOG.np Licence 
 
To be able to run MMOG.np you need a licence. 
 
To obtain your licence you need to complete an order form on the Odette International website 
https://www.odette.org/mmog#mmog-licence  
 
The cost of the licence depends on the number of separate sites in your company for which you 
need to make an assessment. The MMOG.np licence is valid for 3 years. 
 
1.2. Register MMOG.np Account 

When you have paid for your licence, you will be able to register: 
 

- The name of your MMOG.np account (usually the name of your company). 
- The details of your initial Company Administrator (C-Admin) 

 
1.3. Activate the licence for your account 

After registering your account, you need to activate the licence for your account. 
 

1.4. Set up Ecosystem 

To be able to use the application you need to set up the “ecosystem” for your own company. From 
the “supplier perspective” the ecosystem is set up as described below: 

 

 

 

We have based this User Guide on a use case, where a supplier - Great Gearboxes - has three 
separate sites which send assessments to two customers - Colossal Car Company and Tremendous 
Trucks (see picture below). 

https://www.odette.org/mmog#mmog-licence
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The Great Gearboxes “ecosystem” will be set up as described below. 
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1.5. Set Up Users 
 

1.5.1. Roles and rights 

In MMOG.np you can set up 3 user Roles: Company Administrator (C-Admin), Site Administrator (S-
Admin) and Assessor. Each Role has specific rights. 

 

 

 

The C-Admin manages the whole application. The initial user with this role is created during the 
Registration process (see Registration above). The initial C-Admin can add further users with a C-
Admin role, if required. In fact, it would be wise to create at least one other C-Admin for the 
account, in case of unavailability of the initial C-Admin. 

Users with S-Admin and Assessor roles are linked to individual Sites, so you must create at least one 
Site (see Ecosystem above) before creating users with these roles. 

1.5.2. Two Factor Authentication (2FA) 

Two-factor authentication (2FA) is a specific type of multi-factor authentication that strengthens 
access security by requiring the user to verify their identity. 

In MMOG.np the two-factor authentication is applied by sending an email to the user’s email 
address with a one-time password (numeric code) which must be entered during the login process. 
This is a global setting which affects all users registered in the account. 

It is the responsibility of the Company Administrator to activate/deactivate the 2FA for the account. 

1.6. Import Catalogue and Profile 

Catalogue 

A catalogue is the list of criteria for an MMOG/LE version. The currently available versions of the 
MMOG/LE catalogue in MMOG.np are V5 and V6, V7 will become available in Q2 2026. 

You can download the MMOG/LE catalogues in different languages from the Catalogue libraries 
maintained by Odette International on its website.  

To be able to carry out assessments in MMOG.np, you must install (import) the version(s) of the 
MMOG/LE catalogue you want to use or are required to use with your customers.  
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Profile 

A profile is a filter applied on the criteria of a catalogue. The default profile for a catalogue is the 
FULL profile. All the MMOG/LE criteria are included in this profile. 

Applying an alternative profile will reduce the number of criteria to be assessed. 

Currently, the only alternative profile is the BASIC profile which includes 102 of the full 187 criteria 
for V5 and 96 of the full 176 criteria for V6. To apply the BASIC profile, you must import the 
corresponding Profile file for each version of the catalogue from the Profile libraries maintained by 
Odette International on its website. 

The assessment scoring and the associated charts are calculated and displayed according to the 
selected profile. 

1.7. Internal mailbox service 

The internal mailbox service can be used by suppliers to send Assessments to customers and by 
customers to send Feedback to suppliers. Both partners must be using MMOG.np and have their 
own MMOG.np mailbox address. 

- Your own MMOG.np mailbox address will be automatically allocated when you create  your 
account but it will not be visible to you until you have entered your company details. 

- You will need to obtain the MMOG.np mailbox addresses of your customers and add them 
to the customer records in your “ecosystem” 

Note: Not all customers will have the same requirements. You will need to check: 

- which version (and profile) of MMOG/LE is required: 
o V5 (FULL or BASIC) 
o V6 (FULL or BASIC) 

- which type of data exchange is required: 
o MMOG.np mailbox service 
o external email 
o upload to portal 

- which file format is required for external email or portal upload:  
o XML 
o PDF 
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1.8. Menu 

When you are logged in there are several menu options to access the various functionalities. 

 

 

When you are updating an assessment or using the MMOG/LE catalogues, you will get other options 
in the menu which allow you to choose the language of the current catalogue. 

 

 

 

 

 

 

 

 

 

 

 

 

Several specific options to manage assessments are displayed in the Assessments menu. For more 
details on the Assessments menu, please read the manual “MMOG_UG_Assessment_Supplier” 
which can be found in the User Manuals zip file available at: 
https://www.odette.org/mmognp/mmog.pdf   

https://www.odette.org/mmognp/mmog.pdf
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MMOG.np User Guide 

04/11/2025 Set up MMOG.np 10 
Release 3.9.0 © Odette International Ltd 

1.9. List of assessments – Advanced search for multiple sites 

Using the “Advanced search” for the list of assessments, you can select assessments for multiple 
sites. 

Select advanced search for your assessments list 

 

 

You can filter for multiple sites by entering the manufacturing site or the shipping site codes for the 
sites you want to select, using semi-colon as the separator (i.e. site1;site2;site3) 
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2. REGISTER YOUR MMOG ACCOUNT 

 

Important: 

- When you access the application for the first time, you will register the initial C-Admin role 

 

When you access the Odette MMOG.np application for the first time, you will register your MMOG 
account and the person who will be the initial Company Administrator (C-Admin). 

 

Register your account and create the initial C-Admin. 

 

You are now logged in as Company Administrator (C-Admin) 
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To go any further in the application you need to activate the licence for your account. 
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3. ACTIVATE THE LICENCE FOR YOUR ACCOUNT 

Click on Licence in the ‘My company’ menu 

 

Click on “Activate new licence” 

 

Enter the Licence Activation Key (LAK) you have received in the Licence Order Confirmation email 
from Odette and click on “Apply” 
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You have now successfully activated your licence for your account!  

 

 

When your licence reaches its expiry date, it will show as ‘Expired Licence’ in the application. 

 

When your licence has expired, you will still be able to access your account but you will not be able 
to create new assessments for the sites to which the licence has been allocated. 
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4. SET UP YOUR OWN ORGANISATION - COMPANY AND SITES 

 

4.1. Use case 

In this example, we will set up “Great Gearboxes” as our own company and “Great Gearboxes - 
Breme” as one of our sites.  
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4.2. Set-Up Your Own Company 

 

Important: 

- To set-up your own company, you must be logged in as C-Admin 
- You should set View to “Both views” 

 

Select Company in the ‘My company’ menu. 

 

Complete the fields and save. 

There are 2 Workflow policy options: Standard and Collaborative. 
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Standard: In Standard mode the supplier is not able to change the responses given by customers. 
This is the best practice to manage MMOG/LE self-assessment. By default, the workflow policy is set 
to “Standard”. 

Collaborative: In Collaborative mode the supplier is able to change the responses given by 
customers. This should be used in collaboration with a customer during a common review or audit. 
When a customer response has been updated, you must send back the updated assessment to the 
customer using the mailbox service or as an XML file (see User Guide: “Assessments_Supplier”) to 
ensure that both you and your customer have the same version of the assessment. 

You can switch the workflow policy at any time. 

Note: You can also set up the workflow policy at the level of individual customers. 

You have now created your own company record and you can view or edit it by selecting Company in 
the ‘My company’ menu 
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4.3. Add Sites 

Important: 

- To add a site, you must be logged-in as a C-Admin 
- You can add sites manually (one by one) or use the ‘Bulk imports’ option 
- The ‘Bulk imports’ option should be considered only if you have more than 10 sites otherwise 

it is probably more efficient to add them manually 

 

4.3.1. Add sites manually 

Select Sites in the ‘My company’ menu.  

 

 

Click on New site 

 

Enter the Site details, licence is allocated automatically, and Save. 

*Licences issued from mid-January 2023, allow the use of all MMOG/LE Catalogues Version. 
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You have now added a site. You can view , edit  or delete the 
record.  

Note: At this stage you can delete the site  because you have not yet created any assessments 
for the site. Once you have created an assessment for the site, the site can no longer be deleted. 

 

 

Note: You can add sites up to the total number of sites for which you have a licence. 
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4.3.2. Add sites using the ‘Bulk imports’ option 

You can add sites for your company by using the ‘Bulk imports’ option. 

MMOG.np requires UTF-8 encoded plain text files to import data (csv files). 

There are several ways to create csv files 

- export data from other systems (e.g., CRM database or other databases) 
- export from Excel 
- manually by using a plain text editor 

Here we describe how you can create a csv file based on the Excel template provided by Odette. 

Download the Excel template (Sample site-import) provided in the User Manuals zip file 
https://www.odette.org/mmognp/mmog.pdf  

Open the template. 

 

Please note: 

- The template must include a header line as defined in the sample-files UUID*, 
catalog_version, title, address.line_1, address.line_2, address.zip_code, address.city, 
address.state, address.country (ISO 3166-1). 

*The UUID (Universally Unique ID) term is incorrect:  All that is required is a unique ID (UID) 
for the site within your own organisation. 

- The validation of fields is implemented according to the validation within MMOG.np e.g., 
mandatory fields, unique fields 

- All entries must be correct for the import to be successful but the application shows any 
import problems to be solved when importing files 

- When the same UID is used several times in a file: 

o if it is imported for the first time, a "duplicate UID error" will be triggered 
o if the UID is already in the database, the latest record in the list will be the one that 

is taken into account. 
 

https://www.odette.org/mmognp/mmog.pdf
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Populate the Excel template with data: 

 

Using Excel, we suggest to use "save as ..." and choose comma separated values (csv). 

 

Once you have your csv file, select Bulk imports in the ‘My company’ menu. 

 

Import Data.  
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You have imported new sites. 

 

 

By selecting Sites in the ‘My company’ menu, you can see that sites have been created and that the 
licence L01 has been automatically allocated. 

 

 

When you bulk import sites, you must ensure that your licence covers the number of sites you are 
importing, otherwise you will get the following error message. 
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Please note: 

- There are several csv formats but not all of them generate the correct data format. 
- csv stands for "comma separated values" but Excel exports often use semicolon as the field 

separator because in Europe the comma is often used as the decimal separator (e.g., 10,45).  
- You can choose the field separator within the application (; or ,) 
- If MMOG.np shows an error like "Unexpected text encoding error: "\xEF" from ASCII-8BIT to 

UTF-8" please choose another export in Excel. 

- If you get the following error messages “not a UTF-8 Format” or “Missing columns: UUID” 
when you try to import sites using the bulk import option, this is because UTF-8 is the only 
encoding admissible. Depending on your operating system, when converting your Excel file 
into csv, the file generated is encoded in UTF-8 BOM, not UTF-8.  

To fix this issue, once you have created the .csv format using Excel, you should save it in UTF-
8 format using a tool such as Notepad++. You can download Notepad++ from the internet 
free of charge. 

 

To save file as UTF-8 using Notepad++, open the file with Notepad++. select option 
“encoding” (Encode in UTF-8) and Save file. 
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5. SET UP CUSTOMERS 

 

Important: 

- To add a customer record, you must be logged in as a C-Admin 
- We recommend selecting ‘I am supplier’ (supplier perspective) as the default View 
- You can add customer records manually (one by one) or use the ‘Bulk imports’ option 
- The ‘Bulk imports’ option should be considered only if you have more than 10 customer 

records to add otherwise it is probably more efficient to add them manually 
 

5.1. Add customers manually 

In this example we will set up “Colossal Car Company” as a customer for “Great Gearboxes”. 

Select ‘I am supplier’ (supplier perspective) as the default View 

 

To add a customer, select Suppliers/Customers in the ‘Partners’ menu. 

 

 

Click on New customer 
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Enter the customer details and Save. 

Role: ‘Customer’ will be the default proposal. 

 

Please note: Mailbox format for the internal mailbox service is odette-XXXX@mail2.mmogle.com, 
any other email format will be rejected, and the following error message will be displayed. 

 

 

You have now added a Customer. You can view, edit or delete the record. 

 

Note: At this stage you can delete a customer record   because you have not yet created any 
assessments for the customer. Once you have created an assessment for a customer, the customer 
record can no longer be deleted. 

mailto:odette-XXXX@mail2.mmogle.com
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You can create as many customers as required.  

 

 

5.2. Add customers using the ‘Bulk imports’ option 

You can add customers by using the ‘Bulk imports’ option. 

MMOG.np requires UTF-8 encoded plain text files to import data csv files). 

There are several ways to create csv files 

- export data from other systems (e.g., CRM database or other databases) 
- export from Excel 
- manually by using a plain text editor 

 
We describe here how you can create a csv file based on the Excel template provided by Odette. 

Download the Excel template ‘sample_partners_import for suppliers’ provided in the User Manuals 
zip file: https://www.odette.org/mmognp/mmog.pdf  

Open the template. 

  

Please note: 

- The template must include a header line as defined in the sample-files UUID*, title, role, 
manufacturing_site, contact_name, email, telephone, address.line_1, address.line_2, 
address.zip_code, address.city, address.state, address country(ISO 3166-1), and assessment 
mailbox. 

https://www.odette.org/mmognp/mmog.pdf
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*The UUID (Universally Unique ID) term is incorrect:  All that is required is a unique ID (UID) 
for the customer within your company. 

- The role must be customer 

- The validation of fields is implemented according to the validation within MMOG.np e.g. 
mandatory fields, unique fields 

- All entries must be correct for the import to be successful but the application shows any 
import problems to be solved when importing files 

- When the same UID is used several times in a file: 

o if the UID is not already in the database, a "duplicate UID error" will be triggered 
o if the UID is already in the database, the existing record will be updated by each 

instance of the same UID in the import and the final instance will be the one that 
counts. 

 

Populate the Excel template with data: 

  

Using Excel we suggest to use "save as ..." and choose comma separated values (csv). 

 

Once you have your csv file, select Bulk imports in the ‘Partners’ menu. 

 

Import Data. 
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You have imported new customers. 
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You can see that customers have been created, by selecting Suppliers/Customers in the ‘Partners’ 
menu  

  

Please note: 

- There are several CSV formats but not all of them generate the right data format. 
- CSV stands for "comma separated values" but Excel exports often use semicolon as the field 

separator because in Europe the comma is often used as the decimal separator (e.g., 10,45).  
- You can choose the field separator within the application (; or ,) 
- If MMOG.np shows an error like "Unexpected text encoding error: "\xEF" from ASCII-8BIT to 

UTF-8" please choose another export in Excel. 

- If you get the following error messages “not a UTF-8 Format” or “Missing columns: UUID” 
When you try to import sites using the bulk import option, this is because UTF-8 is the only 
encoding admissible. Depending on your operating system, when converting your Excel file 
into csv, the file generated is encoded in UTF-8 BOM, not UTF-8.  

To fix this issue, once you have created the .csv format using Excel, you should save it in UTF-
8 format using a tool such as Notepad++. You can download Notepad++ from the internet 
free of charge. 

 

To save file as UTF-8 using Notepad++, open the file with Notepad++. select option 
“encoding” (Encode in UTF-8) and Save file. 
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5.3. Activate/deactivate customers 

If you deactivate a customer, the customer record will not be deleted but you will no longer see it in 
the list of partners (by default only active partners are shown) and you won’t be able to select it 
when creating a new assessment. Nevertheless, assessments that have been created for this 
customer will still be available in the list of assessments. 

To deactivate a customer, select Suppliers/Customers in the ‘Partners’ menu 

 

Click on to edit the customer to be deactivated 

 

And deactivate the customer 
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You will see that the deactivated customer ‘Tremendous Trucks Ltd’ is no longer displayed 

 

 

To display inactive customers or both active and inactive customers, you can select the different 
statuses in the Advanced search option. 

 

 

Note: you can also use the ‘Bulk import’ function to deactivate customers. See § 5.2  
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6. SET UP USERS 
 
6.1. Creating another Company Administrator (C-Admin) 

 

Important: 

- The initial C-Admin was created when your account was registered (see above) 
- If you want to create another C-Admin, you must be logged in as the initial C-Admin 
- A C-Admin record cannot be deleted by another C-Admin. 
- A C-Admin record can be deactivated/reactivated by another C-Admin 
- If you have more than one C-Admin it is important to set up an internal process to be able to 

update the C-Admin profiles if necessary. 

 

To create another C-Admin, select Users in the ‘My company’ menu  

 

 

Click on New user. 
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Enter the details for the additional C-Admin. You will need to create an initial password for this user. 

 

 

Click ‘Save’ 

 

You have now created another C-Admin (stewart Copeland) 
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6.2. User management – Login and password reset 

When you create a new user, the user will receive an email giving 2 options: 

 

Option A: ”Click here to log in” : The new user can log in using the Login ID and Password assigned 
(and communicated to him) by the initial C-Admin.. 
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Option B: ”Click here to reset your password” : The user can reset the password allocated by the 
initial C-Admin. 

 

Then the user is logged in with a confirmation that the password has been changed. 

 

If the reset link is not used within 2 hours, an error message will appear because the link has expired 

 

In this case, the user has to reset the password at the log in page. 
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6.3. Company Administrator update 

A Company Administrator has the possibility to update the profiles of other Company Administrators 
within the account. 

Important: 

- You must be logged in as a Company Administrator 

 

Select Users in the ‘My company’ menu 

 

 

Select and Edit any Company Admin profile 
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User details can be edited and the user can be deactivated, if necessary. 

 

 

 

You can display users according to their status: Active or Inactive 
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Select Yes or No and click on search 
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6.4. Creating a Site Administrator (S-Admin) 

 

Important: 

- Prior to creating an S-Admin, you must have set up your site(s) (see above). 
- You must be logged in as C-Admin 

 

To create a user with an S-Admin role, select Users in the ‘My company’ menu. 

 

 

Click on New user 

 

Enter the S-Admin details, create a password, select Site and Role from the dropdown boxes. 
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You have now created an S-Admin. 

 

 

The S-Admin will receive an email to manage his log in and to reset his password. See “§6.2 -User 
management – Login and password reset” to check the process. 

You can create as many S-Admin users per site as required. You can use the Search boxes to find users 
with specific roles. 
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6.5. Creating Assessors 

 

Important: 

- Prior to creating Assessors, you must set up your site(s) (see above). 
- If you are logged in as C-Admin, you will be able to create Assessors for all sites. 
- If you are logged in as S-Admin, you will be able to create Assessors for your site only. 

 

The process to create an Assessor is the same as the process to create an S-Admin. You just need to 
ensure that you have selected the correct Role. 

 

6.6. Activate/deactivate 2 Factor Authentication (2FA) for your account 

 

Important: 

- By default, 2FA is not activated. 
- To activate 2FA you must be logged in as a C-Admin. 
- If you activate 2FA for your account this will apply for all users 
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6.6.1.  Activate 2FA 

To activate the 2FA for your account, select Users in the ‘My company’ menu. 

 

 

Click on Activate 2FA 

 

And confirm  
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You have activated 2FA for your account 

 

 

6.6.2.  User log in with 2FA activated 

User logs in using their Login and Password 

 

User is asked to enter a one-time password 
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The one-time password is sent to the email address registered in the user profile details. 

 

Please note: the subject of the email is one-time password, and the email address of the sender is 
noreply@www.mmog-np.com. If you do not receive the email with the one-time password, check 
your spam folder or contact your IT dept, the email may have been blocked because of your security 
policy. 

To access your account, enter the one-time password (numeric code) received by email 

 

 

6.6.3.  Deactivate 2FA 

To deactivate 2FA for your account, log in and select Users in the ‘My company’ menu 

 

 

mailto:noreply@www.mmog-np.com
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Click on Deactivate 2FA 

 

 

 

 

Confirm 

 

The 2FA for your account is deactivated. 
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7. SET UP CATALOGUES AND PROFILES  

 

Important: 

- To import Catalogues (and Profiles) you must be logged in as a C-Admin. 
- MMOG licence covers the use of all available Catalogues 
- When you import a Catalogue, the default profile for the Catalogue is the FULL profile 

 
7.1. Catalogues 

To import catalogues, select Catalogues and profiles in the ‘Assessments’ menu. 

 

To Import Catalogue, click on  ,select the Catalogue Version and Language from the 
list and import it. 

You should import the English language (en) catalogue by default. You can import as many languages 
as needed for each Version. 

 

 

 

Language abbreviations for MMOG/LE catalogues : 
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Catalogue has been successfully imported 

 

For each catalogue, you can upload as many of the available languages as you need. 

 

 

  



MMOG.np User Guide 

04/11/2025 Set up MMOG.np 49 
Release 3.9.0 © Odette International Ltd 

To open a catalogue, click on the catalogue name 

 

 

To display catalogue in a different language, select the appropriate language in the ‘Language’ menu. 
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7.2. Profiles 

Important: 

- Catalogue default profile is “FULL” 

 

To import an alternative profile, select Catalogues and profiles in the ‘Assessments’ menu. 

 

Click on , Select the BASIC profile for the catalogue you have already imported and 
import it 

 

 

 

Profile has been successfully imported. 
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When you open the Catalogue, you can now see the alternative Profile 
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8. SIMPLE EXPORT – EXPORT OF ALL DASHBOARDS AS CSV FILES 

It is possible to export all dashboard data as csv files according to your selection.  

8.1. Sites 

To export your results as a csv file, click on the icon      

 

This will create a csv file which should arrive in your usual downloads folder. 

 

8.2.  Users 

To export your results as a csv file, click on the icon      
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This will create a csv file which should arrive in your usual downloads folder. 

 

 

8.3. My partner companies 

To export your results as a csv file, click on the icon      
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This will create a csv file which should arrive in your usual downloads folder. 

 

 

8.4. Assessments 

To export your results as a csv file, click on the icon      
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This will create a csv file which should arrive in your usual downloads folder. 

 

 


	1. INTRODUCTORY CHAPTER
	1.1. Order MMOG.np Licence
	1.2. Register MMOG.np Account
	1.3. Activate the licence for your account
	1.4. Set up Ecosystem
	1.5. Set Up Users
	1.5.1. Roles and rights
	1.5.2. Two Factor Authentication (2FA)
	1.6. Import Catalogue and Profile
	1.7. Internal mailbox service
	1.8. Menu
	1.9. List of assessments – Advanced search for multiple sites

	2. REGISTER YOUR MMOG ACCOUNT
	3. ACTIVATE THE LICENCE FOR YOUR ACCOUNT
	4. SET UP YOUR OWN ORGANISATION - COMPANY AND SITES
	4.1. Use case
	4.2. Set-Up Your Own Company
	4.3. Add Sites
	4.3.1. Add sites manually
	4.3.2. Add sites using the ‘Bulk imports’ option

	5. SET UP CUSTOMERS
	5.1. Add customers manually
	5.2. Add customers using the ‘Bulk imports’ option
	5.3. Activate/deactivate customers

	6. SET UP USERS
	6.1. Creating another Company Administrator (C-Admin)
	6.2. User management – Login and password reset
	6.3. Company Administrator update
	6.4. Creating a Site Administrator (S-Admin)
	6.5. Creating Assessors
	6.6. Activate/deactivate 2 Factor Authentication (2FA) for your account
	6.6.1.  Activate 2FA
	6.6.2.  User log in with 2FA activated
	6.6.3.  Deactivate 2FA

	7. SET UP CATALOGUES AND PROFILES
	7.1. Catalogues
	7.2. Profiles

	8. SIMPLE EXPORT – EXPORT OF ALL DASHBOARDS AS CSV FILES
	8.1. Sites
	8.2.  Users
	8.3. My partner companies
	8.4. Assessments


