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How to Access MGS

Let’s get started. You can simply click type the url link salihin.noip.me/mgs .Once
clicked, you will be directed to the main page of MGS. Click Login button that located
on the top right corner of the page.

Notes : Login ID and password same as SPS ERP.
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2.0 Dashboard

Admin are enables to view :-
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B.l Dashboard: Chart that display amount of jobs for each department.
Departments: List of every departments at corporate center and branches.
Overdue Job: Jobs that have been acknowledge but already exceed deadline.
New Job: Jobs that is newly created and not yet being acknowledge.

Current Job: Jobs that have been acknowledge.
Submitted Job: Jobs that have been submitted.
Completed Job: Jobs that have been completed.

Job Summary: List of jobs created for each departments.

DASHE

-7

New Jobs

2.0.1 Create Job
Admin are representative that have a privilege to create new jobs for each
department. There are two (2) types of jobs which is:-

2.0.1.1 Internal Jobs

If you are an Admin, you have a privilege to create job and assigned

within inter-department.

4+ £ NM Hi Norshimah Binti Moran ~

T Filter
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2.0.1.1.1 How to Create Internal Job
Click the + icon from dashboard page.

e New page named New Jobs will appear.

e Click the Internal Job.

e Select the Request From.

e Select Assigned To which department.

e Insert Deadline.

e Insert Description.

¢ Insert Remarks.

e Then, click the Save changes to save.
Now Jobs g

07-January-2020

Remarks [ Notes

2.0.1.2 External Jobs
Only Admin have a privilege to create new job and assigned to specific
deparments. Job created for External Job basically a job from external

a 4+ A NM Hi Norshimah Binti Morjan ~
A
& DASHBOARD
¢ - * . " n : - =
BlDashboard ~ Departments  Overdue e New @ Current 10 Submitted e Completed Q a

CURRENT JOBS
Lt Y Filter

Customers Departments

Select Customer Select Department
Lt
] Q
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2.0.1.2.1
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How to Create External Job

Click the + icon from dashboard page.
You will be directed to New Jobs page.
Click the External Job.

Select the Client Name.

Select Assigned To which department.
Insert Deadline.

Insert Year End Date.

Insert Description.

Insert Remarks.

Then, click the Save changes to save.

i
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3.0 How to View Job Created

Once admin has created new job for each department, the job created list will be
display in new jobs listing under new jobs.

Bl Dashboard ~ Departments  Overdue @ m Current @ Submitted o Completed e A
NEW JOBS
Y Filter
Customers Departments
Select Custome Select Department
Show 10 4 entries Search:
Year End
Customer Name Department Description Date Deadiine Status
ACCOUNTING 1-12-2019 1 week ago
ACCOUNTING T/ CORPORATE CENTER test add n delete 31-12-2019 1 week ago
17 ANUGERAH SDN BHD SHARED SERVICES 30-11-2019 [ weiting | q

4.0 How to View Details of Job Created
Admin has a privilege to view all jobs details for each department. Click (Department
Name) from dashboard page. Then, new page name (Client Name) will be shown.

Year End

Customer Name Department Description Date Deadline Status
17 ANUGERAH SDN BHD s h 30-11-2019 [ weiting |
17 ANUGERAH SDN BHD asdgdigh 31-12-2019 18-01-2020 1 week from now

RANGKAIAN BEKALAN SDN test deadline 31-12-2019 [ waiting
BHD
Showing 10 3 of 3 entries (filtered from 48 total ent n

. 17 ANUGERAH SDN BHD [31-12-20189]

Task Report / Review Conversation Fees Gantt Calendar

JOB INFORMATION

INITIAL SETUP JOBS NOT
Job D ACKNOWLEDGE

00146 Sales & Marketing  waiting
- +
Customer Name
1T Waiting
17 ANUGERAH SDN BHD v
Shared Services  waiting
Services Type of Job
--Please Select-- v --Please Select--
Description

new job for shared service department. g
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6.0

How to View Job Summary
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Admin can view all jobs created and status for each departments. Click the Job
Summary from sidebar of the page. The page will be shown as below.

. SHARED SERVICES

SUMMARY

UNASSIGNED JOBS

BHD

Show 10 % entries Search
Customer Name Department Description Year End Date Deadiine
17 ANUGERAH SDN BHD SHARED SERVICES 30-11-2019
CORPORATE CENTER
RANGKAIAN BEKALAN SDN SHARED SERVICES/ test deadline 31-12-2019

CORPORATE CENTER

ervices l

Summary [ERCERY o»ercluea Newa C.lr-‘:‘to Su\:‘\"\\::ec\a Completed o

Status

User Role

Admin and Supervisor have a privilege to setup role for every user that login to the
system in order to control the user access. There are three (3) types of roles which is

Admin, Supervisor and User.

Click Setting > User Role from sidebar of the page. The page will be display as shown

below.

Notes : After successfully setup user role, user need to re-login to the system.

. SETTING

LIST OF ADMINISTRATOR

NO. STAFF

1 Farouq Zakwan Bin Zulkifli
2. Farid Firdaus Bin Zukpeli

3 Mohd Aizat Bin Jamil

4. Nur Nabihah Binti Dol Rahim

Norshimah Binti Morjan

i@ i @

NAME DEPARTMENT
IT ( Corporate Center )
IT ( Corporate Center )
IT ( Corporate Center )

IT ( Corporate Center )

Shared Services ( Corporate Center)




6.0.1 How to Setup User Role
Click Setting > User Role from sidebar of the page.

New page name Setting will be display.

Click the Edit Button from the setting page.
New page name Edit Role will be pop-up.

Click the role box. Select which role to be set as.
Then, click the Save.

SA
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Edit Role

Staff name

Farid Firdaus Bin Zukpeli

Role

Administrator

7.0 My Jobs

User can view the job that have been assigned if supervisor or admin have appointed

you as person in charge.

l MY JOBS

0
2

In Progress G Submitted G Overdue o Completed Q
NEW JOBS
10 = entries Search
Customer Name Description Remark Deadline
17 ANUGERAH SDN BHD
17 ANUGERAHSDNBHD  new job for shared service department new job for shared service  18-01-2020
department.

howing 1 to 2 of 2 entries

Stat




8.0 Change Job’s Deadline
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Admin have a privilege to change the job’s deadline based on the request.

Notes : Supervisor also have a privilege to change job’s deadline. Once supervisor
change the job’s deadline, admin will receive a notification.

8.0.1 How to Change Job’s Deadline

e Open details of the job (*refer 4.0)

e C(lick the deadline box. Select new date for the job.
e Then, click the Save setup to save.

Assign Date

27-12-2019

m
w
=5
i

18-01-2020

9.0 Add New Department

Only admin have a privilege to add new department for the selected job.

17 ANUGERAH SDN BHD [31-12-2019) reieces | jon 1 14e | 2 .

JOB INFORMATION

INITIAL SETUP

JobID

00146

Customer Name

17 ANUGERAH SDN BHD

Services

--Please Select--

Description

Task Report / Review Conversation Fees Gantt Calendar ‘

ACH *

S & Marketing g

+
T ting

+
Shared Services  Waiting

Type of Job
--Please Select-- r
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9.0.1 How to Add New Department
e Click the button that located right next to the Job Flow. Click Add
New Assigned To.
e New page name Add New Assigned To will be pop-up.
e Select new department that admin want to add. Then, choose the job
sequence for the new department either as the First Job or Next To
the current department.

Add New Assigned To x
Assign To Job Flow l
Accounting / Corporate Center First Job v --Please Select-- v

Current Job Flow Next To
@ Sales & Marketing

IT

Shared Services

-
©

e If Next To is selected, admin need to decide the new department that
will be in next to which current department.
e Then, click the Save.

Add New Assigned To x
Assign To Job Flow l
Accounting / Corporate Center MNext To v --Please Select-- v

--Please Select--

Current Job Flow Sales & Marketing
IT

@ Sales & Marketing Shared Services

IT

Shared Services

°©
°




10.0 Unlink Department
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Only admin has a privilege to remove or unlink the department from the job flow.

17 ANUGERAH SDN BHD [31-12-2019)

Task Report / Review

Conversation
JOB INFORMATION

INITIAL SETUP
Job ID

00146
Customer Name

17 ANUGERAH SDN BHD
Services Type of Job
--Please Select-- v

—-Please Select--

Description

Sales & Marketing

T waiting

Shared Services

Waiting

Waiting

10.0.1 How to Unlink Department

e Click the button located right next to the Job Flow. Click Unlink

Department.

e New page name Unlink Department will be pop-up.

e Click Unlink after admin select which department to be remove from

the job flow.

Unlink Department

Department MNo. of Tasks

Sales & Marketing No tasks created yet

Person In Charge

Department MNo. of Tasks

IT No tasks created yet

Person In Charge

Department MNo. of Tasks

Shared Services No tasks created yet

Person In Charge

* Norshimah Binti Morjan

This action will remove selected department from the job flow of job "17 ANUGERAH SDN BHD".

Job Status

Job not acknowledge

Job Status

Job not acknowledge

Job Status

Job not acknowledge

Notes : Only related job are able to be remove. This action only remove the
department from the job flow. It will not delete the job from the system.



11.0 Remove Department

i
&

IT CURATION SDN BHO

MGS V2.0 — USER GUIDE VER1.0

Only admin has a privilege to remove or delete the job for the selected department

from the system.

17 ANUGERAH SDN BHD [31-12-2019)

o

Report / Review Conversation Fees

JOB INFORMATION

INITIAL SETUP
JobID
00146
Customer Name
17 ANUGERAH SDN BHD
Services Type of Job

--Please Select-- v --Please Select--

Description

projects / job / 146 / 2 .

Gantt Calendar

=+ Add New Assigned to

Sales & Marketing ~ waiting

IT  waiting

Shared Services  waiting

11.0.1 How to Remove Department

e C(lick the button located right next to the Job Flow. Click Remove

Department.

e New page name Remove Department will be pop-up.

e Click Remove to delete.

Remove Department

This action will delete job "17 ANUGERAH SDN BHD" from the system.

Department No. of Tasks

Sales & Marketing Ne tasks created yet

Person In Charge
(e D

Department No. of Tasks

IT No tasks created yet

Person In Charge

Department No. of Tasks

Shared Services No tasks created yet

Dorcon ln Chaes

Job Status

lob not acknowledge

Job Status

Job not acknowledge

Job Status

lob not acknowledge
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Job Task

Only admin have a privilege to create and view new tasks for all departments.
He/She (Person in Charge) who have been assigned to the task will get notification.
In this part it will show the work in progress task status until meet the deadline date.

I 17 ANUGERAH SDN BHD [30-11-2019) 16412 I

'
JOB TASK

12.0.1 How to Create Job Task
e Open details of the job (*refer 4.0)
e Click the Task tab from menu.
e C(lick the Option button, click the + Add New.
e Insert the Task Name.
e Select the person in charge for the task at Assign To.
e Insert the Remarks.
e Insert the Due Date.
e Insert Status — In Progress, Pending , Completed
e Click Save button to saved data.

Add New Task *

Task Name

Invoice Checking

Assign To

Nor Azlinda Binti Shahrul Zaman(SA007)

Remarks

Please check the client invoice dated 27 April 2017.

Pending
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12.0.1 View Job Task
Admin can view list of task that have been created for each job of every

JOB TASK +Option
10 & ent
Assigned Assign Due Completed
Task Name To Date Remark date Status date Action

D )7-Jan To getd 10-Jan t i t

020 nt pl 20
refer checklis
ect Data 07-Jan- o get details 10-lan- Not allowed to edit

2020 from client 2020

+ ) )8-Jan 10-Jan t 1t

Note : Admin can only view all tasks created but not allowed to make any
changes.

13.0 Report/Review

13.0.1 How to Add New Report/Review
Admin have a privilege to add new draft of report to be reviewed by the
department’s HOD or Supervisor.

Open details of the job (*refer 4.0)

Click Report/Review tab from the menu.
Click Option button, click the + Add New.
Insert Report Name.

Select Reviewer from the list.

Insert Description of the report submitted.
Insert Remark.

Select Submission Date.

Insert Status.

Click Save button to save.
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GLOBAL COMBINED TECHNOLOGY SDN BHD [31-08-2020])

Report/Review [le
REPORT / REVIEW

Submission Date Action

Report Submitted By Reviewer Status Description Remark

Add New Report
Report Name

Client Financial Report

Submitted by

Nershimah Binti Marjan

Review By

Mor Azlinda Binti Shahrul Zaman

Description

This is the requested report last week. Please review and read carefully

Submission Date

29-02-2020

Status

Pending

13.0.2 How to View Report
Admin can view draft of report created from the list as shown below.

e Click Report/Review tab from the menu.

REPORT / REVIEW

Sho 10 & entrie Search:
Submitted Submission
Report By Reviewer Status Description Remark Date Action
Draft 1:IT Auditon Dear Supervisor, Please review my draft for 17-Jan-2020 Not allowed to edit
Financial System financial system.
24-Jan-2020 Not allowed to edit

Draft 2: Transfer Transfer pricing report for your review and

Pricing action

Client Financial Report This is the requested report last week 29-Feb-2020
Pending
Please review and read carefully

Showing 1 to 3 of 3 entries

Note : Admin can only make a changes on the draft of report created by
themselves. Otherwise, admin can only view the draft and not allowed to

make any changes.
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13.0.3 How to Edit List of Draft/Reporting
Admin is allow to edit their added report. You can simply drag the description
and remarks field.
e Click Report/Review tab from the menu.
e Select report from the list.
e Click Edit button that located in the same row of report name.
e Once click, new page name Draft/Reporting will be pop-up.
e Update the required information.
e Once completed, click Save changes button to saved.

REPORT / REVIEW «Option
10 & enfr arch
Submitted Submission
Report By Reviewer Status Description Remark Date Action
Draft 1: T Audit on Please review my draft for 17-1an-2020 Not aliowed to edit

Financial System

Draft 2 Transfe Transfer pricing report for your review and 24-Jan-2020 Not allowed to edit

Pricing action.

Client Financial Report This is the requested report last we
fent Finencalt @ Pending !

Please review and re: Jl
Showing 1 ta 3 of 3 entries

Draft / Reporting X
port Na
ent Financial
Reviewer
Azling hrul Zaman v
Description
T d ek c
Fd
mark
p
mission Dats
29-F
stat
nding v
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13.0.4 How to Delete Draft/Reporting
Admin is allow to edit their added report. You can simply drag the description
and remarks field.

Notes : Please read report name carefully before you wish to click delete
button.

e Click Report/Review tab from the menu.

e Select report from the list.

e Click Delete button that located in the same row of report name.
e Once click, prompt message box will appear.

e Click OK button.

Info Task Report / Review Conversation Fees Gantt Calendar

REPORT / REVIEW «Option
Show 10 & entries Search:
Submitted Submission
Report By Reviewer Status Description Remark Date Action
Draft 1: IT Audit on @ @ Dear Supervisor, Please review my draft for 17-4an-2020 Not allowed to edit
Financial System financial system.

Pricing action.

Draft 2 Transfer @ @ Transfer pricing repart for your review and 24-Jan-2020 Not alloieml

Client Financial Report

©
e

This is the requested report last week. 29-Feb-2020 m

Please review and read carefully.

Pending -

Showing 1 to 3 of 3 entries Previous Next

v

Successfully remove Client Financial Report from report list




14.0 Conversation
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In this part there is two part of conversation which are Daily Updates and Job
Discussion. Admin can view all conversation created and can give respond if needed.

14.0.1 Daily Updates

Each staffs are required to update their daily progress everyday start from 5.30 pm.
Daily updates will be monitored by their HODs/Supervisor and teammate.

Open details of the job (*refer 4.0)

Click Conversation from tab menu

Insert your details in Daily Updates box
Click Post button to insert daily updates
Your daily message will be shown as below

o Task  Report/Review Fees  Gantt  Calends
DAILY UPDATES JOBS DISCUSSION
I U E=E x x EE Normal s B I U E=Z= xx* &=E Normal :
A %  SansSeit ¥ = % A g SansSeif § = I

Please update your daily task here

Any document you need in order to complete this job, kindly ask here

Thank you|
=
DAILY UPDATES
B I U == %X T E Nma *
A @ Sansseit * = Ik
‘ou are required to update d ass every 5.30 P

@ Norshimah Binti Mojan » 08-Jan-2020 12:20:39

+ Please update your daily task here,

Nor Azlinda Binti Shahru! Zaman » 08-lan-2020 09:39:08

Already done to submit report.

©

6/1/2020 - Get information from client. Client will submit all
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14.0.1.1 How to Edit Daily Updates
Staff are allow to edit their daily updates.

e Click Conversation tab from menu.
e Click button on top of right corner of the page.
e Click Edit button. New page name Edit Discussion will be pop-up.
e Re-edit the required information.
e Then, click Save changes to save.
Norshimah Binti Morjan » 08-lan-202( g
@ ' ’ Edit h
¥ Please update your daily task | _ o
@ Nor Azlinda Binti Shahrul Zaman « 08-1an-2020 09:39:08
+ Already done to submit report.
@ Nur Adilah binti Yahya » 07-lan-2020 14:07:53
6/1/2020 - Get information from client. Client will submit all
related document by Monday.
7112020 - To compile all the document files as per requested.
Edit Discussion X
B I U E= x x* &= &= Normal $ A % SansSenf 3 = T

Please update your daily task here.
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14.0.1.2 How to Remove Daily Updates
Staff are allow to delete their daily updates.
e Click Conversation tab from menu.
e Click button on top of right corner of the page.
e Click Remove button. Then, and prompt message box will be
appear.
e Then, click OK.

@ Naorshimah Binti Morjan = 08-lan-202( H
Edit

+ Please update your daily task | _
W Remove -

@ Nor Azlinda Binti Shahru! Zaman « 08-Jan-2020 09:39:08

+ Already done to submit report.

@ Nur Aditah binti Yahya « 07-lan-2020 14:07:53

6/1/2020 - Get information from client. Client will submit all

related document by Monday.

7/1/2020 - To compile zll the document files as per requested.

v/

Successfully remove daily summary
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14.0.2 Jobs Discussion
Each staffs are allow to use jobs discussion as a “chat forum” to update, to

ask or informs their HODs, Supervisor and among teammates.

Open details of the job (*refer 4.0)

[ ]
e Click Conversation tab from menu.
e Insert your details in Job Discussion box.
e Click Post button to insert job discussion.
e Your job discussion message will be shown as below.
Info Task Report / Review Fees Gantt Calenda
DAILY UPDATES JOBS DISCUSSION
B I U == Xy X* = = Normal s U EE X X =B Normal :
A % Sansseit ¥ = K A g samssert * = K

Please update your daily task here

Any document you need in order to complete this job. kindly ask here

Thank you |

JOBS DISCUSSION

[l
I

B I U &= x % = Nomal @ *

\’-.|

A @ SansSeif ¥ =

Any document you need in order to complete this job, kindly ask here

Thank you
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Staffs are enable to insert the details of invoice. Admin have a privilege to view all

job fees and create new job fees if needed.
e Open details of the job (*refer 4.0)
e Click Fees from the tab menu.
e Click Option and click + Add New Invoice.
e New page name Add Invoice will be pop-up.

e Insert Date, Invoice Number, Representative Name and Amount.

e Click Save changes to save.

GLOBAL COMBINED TECHNOLOGY SDN BHD [31-08-2020]

JOB FEES

Add Invoice
Date

01-12-2019
Invoice Number

INV2019500
Reprasentative

Ahmad Syahazan bin Yaacob (SA201)
Amount

12,000

15.0.1 View List of Job Fees
All invoices will be listed as below.

JOB FEES
Show 10 % entries
Date Invoice number Representative
23-12-2019 SCG7672 Nur Adilah binti Yahya(SA220)
29-01-2020 SCG7677 Abdul Aziz Ashraf Bin Mohamad Oden(TR186)
01-12-2019 NV2019500 Ahmad Syahazan bin Yaacob(SA201)
Total
Showing 1o 3 of 3 entries

Search:

Amount

12,000.00

25,300.00
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JOB GANTT AND TIMELINE
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Admin are enable to monitor all job task timeline in job gantt format.

B GANTT AND TIMELINE

SLOBAL COMBINED TECHNOLOGY SDN BHD (31-08-2020)

17.0 CALENDAR

Admin also are to monitor all job task timeline in calendar format. It can be view as

month, week, day and list.

JOB CALENDAR

Sun

Mon

January 2020

Tue Wed Thu Fri Sat

Draft 1 : [T Audit on Fir

20 21 22 23 24

Draft 2 - Transfer Pricin

27 28 29 30 31

25




