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User guideline

IRIS-GP =

via Self-Service Portal (ess.do) I M

Submit New Request

Open browser. Log to https://iris2.tm.com.my/
Then choose IRIS2 Self Service (SS)

& C A iris2tm.commy e % 0O o‘:ru'f‘”’e ’

os®
J

‘RIS2

Integrated Requisition & Interactive “ervicedesk

IRIS2 Service IRIS2 Self Service IRIS2 Service

Portal (SP) (Ss) Manager (SM)
Service Request Incident/Complaint & issue Servicedesk Operation, Incident

Mgmt, Change Mgmt, Problem
Mgmt & Request Mgmt
(Based on ITILv3 framework)
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User guideline —
IRIS-GP ﬁ
via Self-Service Portal (ess.do) I M

Input Username and Password. Then click Login button.

J

% Forfirst time login —Input Username without Password then system will auto prompt to reset password.
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MANAGEMENT ‘

English v

LOGIN

Change Password

n Your last successful login was on 27/02/201% 14:51:32

Please enter the following password information.

User Mame: | tjsssbi@gmail.com | v
Mew password: | |
x
Confirm new password: | |
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Click Submit IT/Finance SSORequest menu
IS SERVICE MANAGER

YAl
- IR
« Bullefin

Service Catalog |

o

Subscriptions

System Bulletin 29/01/2023

Survey

Please be informed that currently Sefi-care for Unifi Portal & Myunifi Apps i having bill info functionality issue since 09-45am 29/01/2023. GITD Team is in the midst of identifying & rectifying the issue. &
= 2pol for amy i i seeur pdzte will be izzued soon. TG

[w]}

Miscellaneous

b IRIS Admin

Submit IT/Finance S50 Request A

View Open Requests

View Closed Requests SYSTEM PLANNED MAINTENANCE ACTIVITIES - 30th Jan 2023

Find a Request Dear SPORATMSWIFT.CASEWSOZ and SPICE ai Users
Approval Inbox Flease be infaormed that there will be planned deployment as fallows:

Change Password
1 SPORA

Delegate Approval Dare & Time : 30th Jan 2023 (12:00 AM - 06:00 AM)
Impacted Arszs are 25 follows-Order Caprurs insccessile
Logout
Kindly contact the following persannsl if you encounter any difficulties
a.Nor Hazipah Hasim a1 norhazipsh@mm.com.my or 0172927698

b. Kwan Kok Chong at alan Jovan@webe.com.my or 01110001029

2. TM SWIFT
Date & Time : 30th Jan 2025 (12:00 AM - 5:00 AM)

T Ty

Select the Category Name

‘ Select Interaction Category |

@ Cancel ﬁ
Name 2 Description 2 Active 3
I Account Payable FINSSO Only-Enquiries on matters related to payment, post payment activities, bulk payment, petty cash, bank guarantee and corporate card manageme...  true
Capifal Project & Asset Accounti..  FINSSC Only-Enquiries on matters related to asset tagging & verification, asset retirement, asset update & maintenance, reporting, ROU & intangible asse...  true
General Ledger FINSSC Only-Enquiries on matters related to non-trade AR, journal and GL balance & compliance. Note: Request on these services may be initiated viarel.  true
Other Services FINSSO Only-Enquiries related to Finance S50 Service Level Agreement and finance system support true
IMGP GP Only-Categories for TM Group Procurement Incident Logging true
TM incident General IT issue-Enguiries on matters related to IT system, Network, Infra and Application Note: Request on these services may be initiated via relevant G true
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Input the information in Generaltab
«»+ Service Recipient, Contact Name and Service Category is auto populated in the form

Create New Interaction

4 Back E—'-.i- Submit i Apply Template q
A red asterisk (%) indicates required information..
Contact Information
Service Recipient:* | JAZLINA BINTI JAMALUDIN-VOO321 |§7| Merify By - | E-mail
Contaer Mame:* | JAZLINA BINTI JAMALUDIN-VOO321 |§7| E-mail address: | jazlinz jamzludin@vads.com
Telephone |
Genersl || Defails[GP]  Aftachment - 0 file(s) att=ched
Category:* | TMER ‘g|
Subcategory:* | ‘@'|
Arzz* | ‘g|
Sub-Ares: | ‘g|
Title *
Description *
Input the information in Details[GP] tab
Create New Inferacfion
" Back E.l- Submit E Apply Template ]
A red asterisk (%) indicates requirad information...
Contact Information
Service Recipient :* [ JAZLINA BINTI JAMALUDINv00321 El Notify By :* [ Email
Contact Name:* ‘ JAZLINA BINTI JAMALUDIN-VOO321 |E“| E-mail address: | jazlinajameludin@vads.com
Telephone ‘
Generel | DeteisiGP] || Artachment -0 files) attached
WVendor Name | | Vendor Company ‘ |
Vendar Email | | Vendar No ‘ |
Wendor Contact No | | FO Number ‘ |
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Click on Attachment tabto add attachment (if any)
Click on Add Files.. button to select attachment

Browse and select the valid format of the attachmentstoupload to the ticket. After select the

attachment, clickon Open button

Uploaded attachment(s) will be appearedin attachment list

0’0

attachment must be notlargerthan 5MB

Create New Inferaction

€ Back B Submit il Apply Template
A red asterisk (%) indicates required infermation..

Contact Information

Service Recipient:* | JAZLINA BINTI JAMALUDIN-¥DO321 Norify By :

=]

Contact Mame:* | JAZLINA BINTI JAMALUDIN-Y00321

Telephone | |

Details[GF] Attachment - O file(s) attached

Generzl

E-mail address:

e Attachment formatthat can be uploaded is defined in system whitelist and maximum size for single

[ Email

[ iezlinajemaludingvads.com

Maximum single attachment size is: 51200 KB
51200 KB free / 51200 KE roral
D File Name Size (KB) Attached By Attached Date Download  Remave
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Click on Submit button to submit the request

R/

% User will receive email notification with subject “GP Interaction SD[Ticket No] has been created”

Create New Inferaction

4 Back E'-.I- Submit ﬁ Apply Template

A red asterisk (%) indicates required infermation..

Contact Information

Service Recipient :* | JAZLINA BINTI JAMALUDIN-V00321 |5’| Netify By:* | E-mall
Contact Mame - * | JAZUINA BINTI JAMALUDIN-V00321 |E’| E-mail addrese: | jezlina jamaludin@vads com

Telephone | |

Genzrzl Derails[GF] Artzchment - 0 file(s) arrached

To find the ticket number that successfully submitted, click on the ==licon at the top right of the page

n 30/01/2023 13:12:55, irispreciseemail record added.

n A00L/2023 13:12:55, Interaction *5D2198220"° added.
3000172023 13:11:02, Your session extendead successfully.

3000172023 13:10:58, Your inactive session will terminate
in 10 minutes

0f0L/2023 13:00:57. Cannot find related information in
problemtype using query: active=true and
category=category in $File and subcategory=subcategory
in SFile and area=product type in SFile

0012023 12:51:58. Your session extended successfully.

Clear and Close | Close
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View User Request: View Open Requests

Click on View Open Requests menu

W
IRlS SERVICE MANAGER Q | O]

W Service Catalog
[& subscriptions
[ survey

Miscellaneous

Main Menu

Submit IT/Finance S50 Request

View Open Reguests

View Closed Requests

Find a Request

ICE M.,
«

Bulletin

¥ ok

System Bulletin 29/01/2023

Please be informed that currently Seff-care for Unifi Porral & Myunifi Apps is having billinfo funcrionality issus since 09:45am 29/01/2023. GITD Team is in the midst of identifying & rectifying the issus.
We apologize for any inconveniences occur. Further updare will be issued soon. TG

IRIS Admin
20/1/23

SYSTEM PLANNED MAINTEMANCE ACTIVITIES - 30th Jan 2023
Dear SPORATMSWIFT.CASEWS02 and SPICE ai Users

Please be informed that there will be planned deployment as follows

1.SPORA

Lists of all open request ticket is displayed. Click the SD[Ticket No] to view the ticket

Interaction
4 Back 'O Refresh

Request ID «  Category
sD2198220 TMGP
S02192381 TMGP

Date Opened 4 Status % Requested For 4  User SLA Target Date & Title
30/01/2023 13:12:53 New JAZLINA BINTI JAMALUDI Testing Purpose Only
30/01/2023 13:19:01 New JAZLINA BINTI JAMALUDI... Testing Purpose Only

L1
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The incident Details(Non IT) information will be displayed

Interaction: SD21%8220

4 Back ) Update ®
Incident Details {Non IT}
Request Detail(Mon IT) Contact Information...
Interacrion 1D | SD2198220 ‘ Conract Name: | JAZLINA EINTI JAMALUDIN-VOO03Z21 |
Status: | New ‘ Department: | VADS Berhzd/subscriprion |
Open Time: | 30/01/2025 15:12:53 ‘ Fhane: | 019-5423344 |
User SLA Target Date: | ‘ Extension: | |
Requested For: | JAZLINA BINTI JAMALUDIN-00321 ‘ E-mail | jazlina jamaludin@vads.com |
Submitted By: | Jazlina Binti Jamaludin ‘ Location: | MENARA TH ONE |
Marify By | E-mail ‘ Floor: | VL9 |
Service Category * | e ‘
SubCategory * | supplier self servies 70 |
Area* | PO status ‘
SubArea | |
Assignment Group | GP - SRM Helpdesk Level 1 | |
Title: | Testing Purposs Only |
Description: Testing Purpose Only |
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View User Request: View Close Requests

Click on View Closed Requests menu

-Tﬁls SERVICE MANAGER Q 0| Q
«

FE x

Service Catalog
Subscriptions
Survey

Miscellaneous

Main Menu

Submit IT/Finance S50 Request

View Open Req

View Closed Requests

Find a Request

Bulletin

[ ok

System Bulletin

29/01/2023

IRIS Admin
28/1/23

1 SPORA

Please be informed that currently Self-c:
We apologize for any inconvenien

SYSTEM PLANNED MAINTENANCE ACTIVITIES - 30th Jan 2023
Dear SPORATMSWIFT.CASEWSOZ and SPICE ai Users

Flease be informed that there will be planned deployment as follows:

for Unifi Portal & Myunifi Apps is having bill info functionslity issus
r Further update will be izsuzd soon. TG

09:45am 29/01/2023. GITD Team is in the midst of identifying & rectifying the issue

Lists of all close request ticket is displayed. Click the SD[Ticket No] to view the ticket

%' Back

Interaction

S Refresh

Request ID =

S0101/2025 155251

Date Closed

29/01/2023 19:34:13
29/01/2023 19:14:31
16/01/2023 14:58:11
12/01/2023 14:50:19
06/01/2023 11:29:07
12/01/2022 14:27:02
09/01/2022 15:19:31
19/11/2021 08:34:08
10/09/2021 11:33:56
25/08/2021 15:29:35

-

Description
Testing Purpose Only
Testing Purpose Only

Testing Purpose Only

UAT - Testing Only | **Title from related Request record RF156203: | UAT - Testing Only
UAT - Testing Cnly | **Title from related Request record RF156317: | UAT - Testing Cnly
HP ProBook 440 G& | SCD1A1GYPT | EUC-HP-NB-10812 | 0194423344, Lyl 29 TM Annexe 2 | Kindly Assign th...

Reguest to install | 1. Fertinet client VPN and | 2. SQL management studic tools. | | Please assist..

Request to install | 1, Fertinet client VPN and | 2. SGQL management studic tools. | | Please assist..

cannaot access

Register DNS for IRIS SP Server | **Title from related Request record RF114839: | Register DNS for I...
Problem: Svstem and reserve file used more than 283GB out of total 315GB | | NB Taaaing: DELL-NB4-.
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The incident details information will be displayed

Interaction- 502198381

4 Bsck Eb Resubmit L4
Request Detail . Contact Information
Contact Mame: | JAZLINA BINTI JAMALUDIN-VO0321 |
Request ID: [ 502108381 |
Depzrtment: [ vaDs serhadiubecription |
Urgeney: | |
Phans | 019-5423345 |
Sranus [ clos=d |
Extension: | |
Requesred For: | JATLINA BINTI JAMALUDIN-VOO321 |
E-maik [ ieziinajemeludin@veds.com |
Open Time: | 30/01/2023 13:19:01 |
Lacation [ MEnaRaTMONE |
Submitred By: | JAZLIMA BINTI JAMALUDIN-VOO321 |
Flaar | WL e |
Motify: [ Emai |
Service: | | Order/SR(TT/Ref: |
arex [ supplier self service PO | |
Subarea: | FO status | |
Eroblem Type: | |
Service Segment: | |
Title: | Testing Purpose Only
Click on Resolution tabandthe solution of the requests will be displayed
Interaction: 5302193381
4 Back B Resubmit
Problem Type: |
Service Segment: |
Title: | Testing Purpose Only
Description: Testing Purpose Only
History Resalution Attachment - 1 file{s) attached
| Mo longer having the problem
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Update Requests: Update Tickets

Click any Open Requests toview. Click the Update buttonto update the ticket information

Interaction- 502198220

4 Back | &Y Update =

Incident Derails {Non IT)

Request Detail(Non IT) Contact Information...

Interaction ID: | 5D2198220 ‘ Contact Name: | JAZLINA BINTI JAMALUDIN-VO0321 |
Status: | Newr ‘ Department. | VADS Berhad/subscription |
Open Time: | 30/01/2025 15:12:53 ‘ Fhone | 019-4573554 |
User SLA Target Date | ‘ Extension: | |
Requested For: | JAZLINA BINTI JAMALUDIN-VOO321 ‘ E-mail | jazlina jamzludin@vads.com |
Submitted By | Jezling Binti Jamaludin ‘ Lozcation: | MEMARA TM ONE |
Notify By [ Emei | Floes [wes |
Service Category * | ™aGP ‘

SubCategory * | supplier 52If Service -PO ‘

Arez® | PO status ‘

Subkrea | |

Assignment Group | GF - SRM Helpdack Lavel 1 | |

Tirle:

| Testing Purpose Only |

Description: Testing Purpose Only

Input the information in Put Your Update Here... tab. Click on Save & Exit button to update information.

R/

«» User will receive email notification with subject “GP Interaction SD[Ticket No] is updated”

Interaction: 302198220

4" Back B Save & Exit q Cloze Reguest

Put Your Update Here... Attachment - 1 file(s) attached
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Update Requests: View Update Tickets

In View Open Requests, lists of open request tickets will show Status “User Responded”

Interaction

4 Back 'O Refresh

Request ID & Category Date Opened 4  Status 2 Requested For 2  User SLA Target Date 4 Title
2198 T™M GP 30/01/2023 13:12:53

New
30/01/2023 13:19-01

L1

JAZLINA BINTI JAMALUDI..
JAZLINA BINTI JAMALUDI..

™ GP

Testing Purpose Only
User Responded

Testing Purpose Only

Click the request ticket (with “User Responded” status) to view the details. Click on History taband the

Activity Log of the requests will be displayed. Click the “Update from customer” to view the details.
% Click OK or Cancel button to go back to previous page

Histary Attachment - 1 file(s) attached
. - - - L - @
Date/Time ~ | Type ¥ | Operator ~ | Description =
|30 [01/2023 14:54:535 | Update from customer Jazlinz Binti Jamzludin
3 Status Change Jazlina Binti Jamaludin Status changed to "User Responded”
Open Jazlina Binti Jamaludin Testing Purpose Cnly
Artachment Added Jazlina Binti Jamaludin Artachment “*Calendar - 2022 TM Leave Planpd™ added.
Activity
0Kk [%]Cancel | + add B save X Delete
Activity Log - Service Desk
Interaction ID: SD2198381
Date of Activity: | 30/01/2023 14:54:53 | Activity Type: | Updste from customar ‘
Recording Operator:

[ tasling Binti Jemaludin |

Activity Number:

| 001A18280431 ‘
Wicible to Customar?

Description of the Activity Performed:

Testing Purpase Only
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Close Requests Tickets

Click any Open Requests and open the ticket to view. Click the Update buttonto view the ticket

information

Interaction: SD21%98220

4 Back | () Update =
Incident Details (Non IT}
Request Detail(Non IT) Contact Information...
Interaction ID: | SD2192220 ‘ Conract Name: | JAZLINA BINTI JAMALUDIN-VOO3 21 |
Status: | . ‘ Department: | VADS Berhad/subscription |
Open Time: | 30/01/2023 15:12:53 ‘ Phene: | 010-4425554 |
User SLA Target Date: | ‘ Extension: | |
Requested For: | JATLINA BINTI JAMALUDINA0O0324 ‘ E-mail | jazlina jamaludin@vads com |
Submirred By | Jazlina Binti Jamaludin ‘ Location: | MENARA TM ONE |
Motify By: | E-mail ‘ Floer: | e |
Service Category * | ™GP ‘
SubCategory * | Supplier Self Service -F0 ‘
Area* | PO status ‘
SubAres | |
Assignment Group | GF - SRM Hzlpdesk Lavel 1 | |
Title: | Testing Purpose Only |
Description: | Testing Purpose Only |
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Click the Close Request buttonto close the ticket

Interaction: SD2198381

4 Back [ Save & Exit E} Close Request

Incident Details

Request Detail

Request ID: | sp210e3e1 | SenvieeCategory* [ TGP |
Status: | User Responded | Sub Category * | Supplier Self Service -PO |
Requested For: | JAZLINA BINTI JAMALUDIN-VO0321 | Area® | PO status |
Open Time: | 30/01/2023 13:19:01 | SubAres | |
Submitted By: | JAZLINA BINTI JAMALUDIN-VOO321 | Aszignment Group | GF - SRM Helpdeck Lavel 1 |

HNotify: | E-mail |

Telephone | |

Title: | Testing Purpoze Only | ‘ Supplit |
Drescription: Testing Purpose Only

o[

Select the reason to close the request. Click the Submit button to close the ticket

R

< Theticket will be disappeared from View Open Requests lists. The ticket will be move to View Closed
Requests lists once the ticket closed

502198381

4 Back E'."-l- Submit

A red asterisk (7) indicates required information.

Select the reason for closing this request

@ Mo longer having the problem

O Other
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