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Technical Support

Chapter 1 Introduction

This user manual will walk you through the process of logged the issue or problem into
the system by providing step-by-step instructions with illustrations to help you understand

each step.

1.1 Intended User

This user manual is targeted for:

e External User

1.2 Web Browser

Best viewed in 1024 x 768 using Google Chrome or Mozilla Firefox. This website is mobile

responsive.

1.3 Url

https://investmalaysia.mida.gov.my
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1.4 User Registration

DA

MALAYSIAN IVESTMENT GEVELOPMENT AUTHORITY

Import Duty and/or Sales Tax Exemption

28
. . . ~
and MIDA's Confirmation Letter 8
8
Apglication for import duty, sales tax and/or exemption machinery/equipment/raw /zs
materials/compenents for the following: ﬂE&
NN
* Import duty and/or sales tax exemption on machinery/equipment for selected activities Password @ é::
in Agriculture Sector l/&;- .
* Import duty and/or sales tax exemption on hinery/equip t for Sel | Remamber me Forgot password? -

Services Sectors which include Research & Development (R&D), Private Higher Education
Institution, Private Higher Training Institution (science. technical or vocational) and
Tourism Project without accommodation

* Import duty and/or sales tax exemption on raw materials/components (other than HS
Code 72 - 7316) for Manufacturing Sector

* Import duty and/or sales tax exemption on raw materials/components (Iron and Steel

Register
under HS Code 72 - 7316) for Manufacturing Sector / B
Application for MIDA's Cenfirmation Letter [Surat Pengesahan MIDA (SPM)] for the purpese of 1
claiming import duty and/or sales tax exemption from Royal Malaysian Customs Department on R R
i i = online Payment J - Incentives
machinery/equipment/spare parts/prime movers/container trailers for the following:

* Manufacturers in Principal Customs Area (PCA)

* Companies Engaged in Hotel Business I E Learn About The System
* Haulage Operators

* Aerospace Maintenance, Repair & Overhaul (MRO) Companies

om |

I ¥ Technical Support ] [

Enquiry / Feedback ]

Copyright © Malaysian Investment Development Authority (MIDA) 2020

Disclaimer: While every effort has been made to ensure that the information provided in this website is accurate and reliable, MIDA shall not be liable for any special,
incidental or consequential damages that may result from the usage of information obtained from this Website. Best viewed in 1024 x 768 using Google Chrome or
Mozilla Firefox. This website is mobile responsive.

1. Click on the ‘Register’ link. Create Account page will be displayed.
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MDA S

Create Account

12

5 |

Enter your details such as: (All fields are mandatory)
Name *

Designation *

Email *

Password *

Confirm Password *

Phone Number *

Address *

© N o 0 b~ WD
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Technical Support

9. Country *

10. State *

11.City *

12. Postcode *

13.Click ‘Register’ button.

M I l) MALAYSIAN INVESTMENT
DEVELOPMENT AUTHORITY

Registration Succesful! 14
An email notification has been sent to annyrozana@yahoo.com.
Please login to your email account and click on the verification link.

14.The system will display a success message and send an email with the verification
link.

MIDA BaG RSk

InvestMalaysia - Applicant Email Verification

Dhear Muhammad Fayyadh,

“fou hawe succesfully registered yourself to the InvestMalaysia Online Portal. Please click the link below to verify your email
address.

Confirm My Email Address

15

Thank you.

Regards,

InvestM alaysia Adminisirator

Malaysian Investment Development Authority (MIDA)
MIDA Sentral, Mo. 5, Jalan Stesen Sentral 5, Kuala Lumpur Sentral, 50470 Kuala Lummpur, Malaysia

Tel: G03-2287 28323 Fax: 803-2274 Ta70 Email: investmalaysia@mids.gov.my

InvestMalaysia Online Portal:_hitps:/finvesimalaysis.mida.gow.my

Official Website:_hitps-fwewaw mida.gov.my

Thiz iz & system genersted email. No signature required. Fieaze do not reply fo thiz email
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15. Click on the “Confirm My Email Address” link.

Thank You for Registering with MIDA™ 16

Your email is succesfully verified. Please login with your email to start using InvestMalaysia.

Login to InvestMalaysia Login To i-Incentives Portal Enquiry / Feedback Technical Support

16. The system will display a success message.

MIDA

MALATSAN MYESTMENT DEVELOPMENT AUTHORITY

Import Duty and/or Sales Tax Exemption
and MIDA's Confirmation Letter

Login

Application for import duty, sales tax and/or exemption machinery/equipment/raw B4 Email
materials/components for the following:
* Import duty and/or sales tax exemption on machinery/equipment for selected activities & Password @
in Agriculture Sector
* Import duty andfor sales tax exemption on hil juip t for Sel d Remember me Forgot password?

Services Sectors which include Research & Development (R&D), Private Higher Education

Institution, Private Higher Training Institution (science, technical er vocational) and

Tourism Project without accommodation
* Import duty and/or sales tax exemption on raw materials/components (other than HS

Code 72 - 7316) for Manufacturing Sector

* Import duty and/or sales tax exemption on raw materials/components (Iron and Steel
under HS Code 72 - 7316) for Manufacturing Sector

Register

Application for MIDA’s Confirmation Letter [Surat Pengesahan MIDA (SPM)] for the purpose of
claiming import duty and/or sales tax exemption from Royal Malaysian Customs Department on R B

) ) = online Payment J i-Incentives
machinery/equipment/spare parts/prime movers/container trailers for the following:

* Manufacturers in Principal Customs Area (PCA)
* Companies Engaged in Hotel Business

0w

I [E Learn About The System

* Haulage Operators
* Aerospace Maintenance, Repair & Overhaul (MRO) Companies IQ Technical Support H Encquiry / Feedback ]

Copyright ©@ Malaysian Investment Development Authority (MIDA) 2020

Disclaimer: While every effort has been made to ensure that the information provided in this website is accurate and reliable, MIDA shall not be liable for any special,
incidental or consequential damages that may result from the usage of information obtained from this Website. Best viewed in 1024 x 768 using Google Chrome or
Moezilla Firefox. This website is mobile responsive.

Login to InvestMalaysia

17.Click on . The system will redirect to the InvestMalaysia

landing page.
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7
MALAYSIAN BESTMENT DEVELOPMENT AUTHORITY
.
Customer Service
For general question or comments regarding MIDA or our services, please contact us through our online
feedback form.
B4 Email
& Password @
Remember me Forgot password?

Register

Copyright @ Malaysian Investment Development Authority (MIDA) 2020

Disclaimer: While every effort has been made to ensure that the information provided in this website is accurate and reliable, MIDA shall not be liable for any special,
incidental or consequential damages that may result from the usage of information obtained from this Website. Best viewed in 1024 x 768 using Google Chrome or
Mozilla Firefox. This website is mobile responsive.

Technical Support

18.Click on . The system will redirect to the Customer Service

landing page.
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1.5 Forgot Password

MIDA

MALATSAN MYESTMENT DEVELOPMENT AUTHORITY

Import Duty and/or Sales Tax Exemption
and MIDA Confirmation Letter

Application for import duty, sales tax and/or exemption machinery/equipment/raw
materials/components for the following:

* Import duty and/or sales tax exemption on machinery/equipment for selected activities & Password
in Agriculture Sector

* Import duty and/or sales tax exemption on hinery/equip t for Sel d . Remamber me
Services Sectors which include Research & Development (R&D), Private Higher Education

Institution, Private Higher Training Institution (science. technical or vocational) and
Tourism Project without accommodation

Import duty and/or sales tax exemption on raw materials/components (other than HS
Code 72 - 7316) for Manufacturing Sector

Import duty and/or sales tax exemption on raw materials/components (Iron and Steel
under HS Code 72 - 7316) for Manufacturing Sector

Register

Application for MIDA Confirmaticn Letter [Surat Pengesahan MIDA (SPM)] for the purpose of
claiming import duty and/or sales tax exemption from Royal Malaysian Custems Department on

i i-l ti
machinery/equipment/spare parts/prime movers/container trailers for the following: I E Online Payment ] [I I neentives ]
* Manufacturers in Principal Customs Area (PCA)
* Companies Engaged in Hotel Business E Learn About The System 9 FAQs
* Haulage Operators
* Aerospace Mai ce, Repair & Overhaul (MRO) Comy IQ Technical Support ] [ Enquiry / Feedback ]

Copyright © Malaysian Investment Development Authority (MIDA) 2020

Disclaimer: While every effort has been made to ensure that the information provided in this website is accurate and reliable, MIDA shall not be liable for any special,
incidental or consequential damages that may result from the usage of information obtained from this Website. Best viewed in 1024 x 768 using Google Chrome or
Mozilla Firefox. This website is mobile responsive.

MIDA

MALATSIAN BVESTMENT GEVELOPMENT AUTHORITY

Technical Support

LEL A

FTEEE

Provide technical assistance and support for an issue related to online application, internal application and
infrastructure.

& Password

TEFER I FRPRIREEFEFIRPEINY

TIEFEFIFEE,

Remember me

Register

Forgot password?

Copyright © Malaysian Investment Development Authority (MIDA) 2020

Disclaimer: While every effort has been made to ensure that the information provided in this website is accurate and reliable, MIDA shall not be liable for any special,
incidental or conseguential damages that may result from the usage of information obtained from this Website. Best viewed in 1024 x 768 using Google Chrome or
Mezilla Firefox. This website is mobile responsive.
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1. Click ‘Forgot Password?’ . The system will display and popup screen.

Forgot your password?

Enter your email below to receive your password reset instructions

=

2. Enter your email address (must use the email that have been registered).

3. Click ‘Send Link’ button an email notification will be sent to your email.

@ Password reset link is sent to your email

x

Page 10 0f32
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MIDA Bevilopment aotHoriy

InvestMalaysia - Request For Reset Password

Dear muhammad faris

Please click the link below to reset your password :

hitps:/finvestmalaysia.mida.gov.my/Profile/ResetPassword.aspx?UUID=521742a8-acc0-43d4-bf1d-
7i3100a71a86

Thank you.

Malaysian Investment Development Authority (MIDA)

MIDA Sentral, Mo. 5, Jalan Stesen Sentral &, Kuala Lumpur Sentral, 50470 Kuala Lumpur, Malaysia
Tel: 603-2267 3633 Fax: 603-2274 7970 Email: jnvestmalaysia@mida.gov.my
InvestMalaysia Online Portal:_hitps.Vinvestmalaysia.mida. gov.my

Official Website:_hitps v mida govmy

This is a system generated email. No signature required. Flease do not reply to this email.

4. Go to your email account. Click on the link and Reset Account Password page

will be displayed.

M I D MALAYSIAN INVESTMENT H .
DEVELOPMENT AUTHORITY ome

) Reset Account Password

New Password

Re-enter New Password

e [

5. Enter your new password; and
Re-enter new password.
Click ‘Reset Password’ button. The system will redirect to ‘InvestMalaysia’ login

page.
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1.6 How to Log In

1.6.1 Option 1 - Login From InvestMalaysia

Precondition: You have been registered with the Invest Malaysia.

&

C @ google.com

Google

Google Search I'm Feeling Lucky

Google offered in: Melayu

(=

* @O@m6C O

Gmail Images £52

1. Open a web browser. Insert URL: http://investmalaysia.mida.gov.my
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List of Online Applications

MIDA Online

Application gg

ONONORCXO,

Notes
- Submissions received after 3.00 PM on a working day will be evaluated on the following working day.
- Application with incomplete information will not be accepted and will be returned to the applicant company.

Manufacturing Licence (e-ML)

Exempted FromsManufacturing
Licence (ICA10)

A company engaging in any manufacturing
activities with shareholders’ fund of RM2.5
million and above: OR employing 75 and
above full-time empioyees is required to
apply tor a M. g Licence.

nufactur

Incentive (e-Incentive)

A company may apply for tax incentives
under the Promotion of Investments Act
1986 or Income Tax Act 1967 subject to the
fullfilment of the criteria

Domestic Sales

A company operating in Free Industrial Zones
(FIZ) or with Licensed Manufacturing
Warehouse (LMW) status may apply for
exemption to sell up to 40% of their
production in the domestic market subject to

the fullfilment of the criteria

Post Approval/Post Incentive

A company engaging in any manufacturing
activities with shareholders’ fund not
exceeding RM2.5 million: AND/OR employing
not more than 75 full-time employees may
apply for an exemption from Manufacturing

Licence.

Expatriate Post (EP)

A company may apply for expatriate post
based on requirement of applicant's business
plan subject to the fullfilment of the criteria

R&D/ IILS/ DIILS Status

- A company may apply for R&D Status to
fulfill the definition as Contract R&D
Company/R&D Company subject to the
fulifilment of the criteria.

« An integrated logistics service provider may
apply for International Integrated Logistics
Status (IILS) / Digital International Integrated
Logistics Status (DIILS) subject to the
fulitiiment of the criteria.

Additional Product for #°C/RDC

A company may apply for post approval/post
incentive application should the company
require to make any amendments on their

manufacturing license/tax
incentive/grants/expatriate post conditions
or extension on project implementation
subject to the existing guidelines.

Import Duty and/or Sales Tax

Exemption

A company undertaking International
Procurement Centres (IPC)/Regional
Distribution Centres (RDC) may apply to
include additional products subject to the
subject to the existing guidelines.

A company engaging in any activities to
refine crude petroleum. to produce
petroleum/petrochemical products and to
process natural gas is required to apply for a
Permit under the Petroleum Development

Act1974

l

* A company engaging in strategic
manufacturing or selected services activities
may apply for grants under the High Impact
Fund subject to the fullfilment of the criteria

+ An existing company with at least 60%
Malaysian equity engaging in manufacturing
or services activities may apply for grants
under the Domestic Investment Strategic
Fund (DISF) subject to the fulltilment of the

criteria

A company may apply for Regional
Office/Representative Office (RE/RO) Status
subject to the fullfilment of the criteria.

Confirmation Letter for

Exemption (SPM)

A company undertaking manufacturing and
selected services activities may apply for
MIDA Confirmation Letter [Surat Pengesahan
MIDA (SPM)] for the purpose of claiming
import duty and/or sales tax exemption from
Royal Malaysian Customs Department on
machinery/equipment/spare parts/prime
movers/container trailers subject to the
fullfilment of the criteria

Private Investment

A company undertaking manufacturing and
selected services activities may apply for
import duty and/or sales tax exemption on

machinery/ equipment,
materials/components subject to the
fullfilment of the criteria

raw

nvestment Promotion Agencies (IPAs) may

submit the incentive application including

evaluation report to be presented in the

National Committee on Investment (NCI)
Meeting

Coming Soon

Home I

MIDA Payment Channel |

1 Forms and Guidelines 1

FAQs

| TechnicalSupport |  Enquiry & Feedback

Powered by E@DTRANS
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Technical Support

2. Enter username (must use the email that has been registered);

3. Enter password; and

4. Click the [Log In] button . The system will redirect to the ‘Dashboard’ page

M | ')A #&ﬁ‘g}‘,‘f,‘gwﬁﬁ}ﬂéﬁn Dashboard ~ Tasks  Applications Meeting i-Incentives  Customer Service
Helpdesk
Welcome, Anny Rozana Binti Mohd Faizal Kim 5

Enquiry/Feedback

18 Tasks

My Applications

Anny Rozana Bm‘
Register Company

5. Onthe Customer Service menu, click Helpdesk.

M I D g&ﬁ‘g&m";wﬁﬁaﬁﬁéﬁw Dashboard Tasks Applications Meeting i-Incentives Customer Service v

Helpdesk Ticket

Y Search Filters

0 0 0

Date Reported From
Submitted n Progress Request

Additional Info

Date Reported To

No. Reference No. Category Subcategory
Referrence No.

ence No No items to show...

0 records
ﬂ

Anny Rozana Moh.., —=

Create New Helpdesk Log

0 0

Cancelled Resolved

Reported Date

Export to Excel

Log Status

1.6.2 Option 2 = Login From Customer Landing Page

Pre-condition: You have been registered with the InvestMalaysia.

Page 140f32
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&« C & google.com * @ 5 aCl@:

Gmail Images iz

Google

-

Google Search I'm Feeling Lucky

Google offered in- Melayu

1. Open a web browser. Insert URL: http://investmalaysia.mida.gov.my
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List of Online Applications

MIDA Online
Application

portal to

motion

Login

applications, compa

SUIWAOUNOUTY

Notes
- Submissions received after 3.00 PM on a working day will be evaluated on the following working day.
- Application with incomplete information will not be accepted and will be returned to the applicant company.

Exempted Frorm-Manufacturing

Manufacturing Licence (e-ML) Licence (ICA10)

A company engaging in any manufacturing
activities with shareholders’ fund of RM2.5
million and above: OR employing 75 and
above full-time empioyees is required to

apply tor a M.

A company engaging in any manufacturing
activities with shareholders’ fund not
exceeding RM2.5 million: AND/OR employing
not more than 75 full-time employees may

nutactur apply for an exemption from Manufacturing

hg Licence.

Licence.

incentive (e-Incentive) Expatriate Post (EP)

A company may apply for expatriate post
based on requirement of applicant's business
plan subject to the fullfilment of the criteria

A company may apply for tax incentives
under the Promotion of Investments Act
1986 or Income Tax Act 1967 subject to the
fullfilment of the criteria

R&D/ IILS/ DIILS Status

A company operating in Free Industrial Zones
(FIZ) or with Licensed Manufacturing

Warehouse (LMW) status may apply for
exemption to sell up to 40% of their

production in the domestic market subject

the fullfilment of the criteria

- A company may apply for R&D Status to
fulfill the definition a5 Contract R&D
Company/R&D Company subject to the
fullfilment of the criteria.
© « An integrated logistics service provider may
apply for International Integrated Logistics
Status (IILS) / Digital International Integrated
Logistics Status (DIILS) subject to the
tulltiiment of the criteria.

Additional Product for #°C/RDC

Post Approval/Post Incen

A company undertaking International
Procurement Centres (IPC)/Regional
Distribution Centres (RDC) may apply to
include additional products subject to the
subject to the existing guidelines.

A company may apply for post approval/post
incentive application should the company
require to make any amendments on their

manufacturing license/tax
incentive/grants/expatriate post conditions
or extension on project implementation
subject to the existing guidelines.

Import Duty and/or Sales Tax
Exemption

Corridor Application

Permit (PDA 2)

A company engaging in any activities to
refine crude petroleum. to produce
petroleum/petrochemical products and to
process natural gas is required to apply for a

Permit under the Pe

roleum Development
Act1974

_

* A company engaging in strategic
manufacturing or selected services activities
may apply for grants under the High Impact
Fund subject to the fullfilment of the criteria

+ An existing company with at least 60%
Malaysian equity engaging in manufacturing
or services activities may apply for grants
under the Domestic Investment Strategic
Fund (DISF) subject to the fulltilment of the

criteria

A company may apply for Regional
Office/Representative Office (RE/RO) Status
subject to the fullfilment of the criteria.

Confirmation Letter for

Exemption (SPM)

A company undertaking manufacturing and
selected services activities may apply for
MIDA Confirmation Letter [Surat Pengesahan
MIDA (SPM)] for the purpose of claiming
import duty and/or sales tax exemption from
Royal Malaysian Customs Department on

machinery/equipment/spare parts/prime

movers/container trailers subject to the
fullfilment of the criteria

Private Investment

ONONORCXO,

Investment Promotion Agencies (IPAs) may
submit the incentive application including
evaluation report to be presented in the
National Committee on Investment (NCI)
Meeting

A company undertaking manufacturing and
selected services activities may apply for
import duty and/or sales tax exemption on

machinery/ equipment,
materials/components subject to the
fullfilment of the criteria

raw

Coming Soon

MIDA Payment Channel | e-Services 1 Forms and Guidelines 1

Home I

ity (MIDA) 2021

ation provided

Technical Support |

Engquiry & Feedback

Powered by E@DTRANS
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Technical Support

. Technical S rt . : . :
2. Click on eehnical Suppo link. The system will redirect to the ‘Technical

Support’ login page.

T

Technical Support

i Sqin g
> Logi £
g
B
2
3 @
Password @ C
2
4 Remember me Forgot password? .‘:b
2
T
|
5 Register
y &
MIDA Head Office is located at
MIDA Sentral
No.5, Ja
my
ur Worldwide Network or Regional Offices near you.
Home 1 MIDA Payment Channel 1 e-Services 1 Forms and Guidelines 1 FAQs | Enquiry & Feedback
sowered by BPTRANS

3. Enter username (must use the email that has been registered);
Enter password; and
5. Click the [Log In] button. The system will redirect to the ‘Helpdesk Search’

page.
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MI D E&?L‘g,!‘,‘d"gw,fﬂwg"ﬁfw Dashboard Tasks Applications i-Incentives Customer Service ¥ Faridah n

Helpdesk Ticket

Y Search Filters
0 0 0 0

Date Reported From
All In Progress Resolved Cancelled

Search by Date

Export to Excel
Date Reported To

Search by Date
arch by Ha No. Reference No. Category Subcategory Reported Date Log Status

Referrence No. No items to show...

Search by Reference No.

0 records

Q

1.7 Change Password

Precondition: Logged in to the system. Refer Section 1.6 (How to Log in).

MI DA @&%‘S&%’tk"?‘ﬁﬂ?}.’é’é}’w Dashboard Tasks i-Incentives Customer Service v muhammad fM

1

Helpdesk Ticket

muhammad faris

0 0 0 | ) J}pdateploﬂle.‘

n Progress

Y Search Filters

Date Reported From

Search by Date

Export to Excel
Date Reported To

Search by Date
arch by La No. Reference No. Category Subcategory Reported Date Log Status

Referrence No. No items to show...

Search by Reference No.

m ‘ fost |

0 records

Page 18 0of 32
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1. Ontop menu bar, click on the name.

2. Click Update Profile.

M I DA MALAYSIAN INVESTMENT Dash
DEVELOPMENT AUTHORITY i

muhammad faris

publicusermida@gmail.com

Name

Mr. N muhammad faris

Identity Card/Passport No

- Select Identification Type - \/

Phone No. *

Designation 5] Ema
Executive publicusermida@gmail.com 0133709088
Address ~

b1-10 sri subang apartment jalan pjs 10/24

taman sri subang

as
Region * Country

Asia Malaysia
State C

Pulau Pinang Nibong Tebal

Postcode *

46000

@
muhammad faris §

3. Click button.

Page 19 of 32
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) Insert Your Password

Password

Confirm Password

| Ok H Cancel ‘
7 | J |

. The system will prompt pop up screen to enter password.

. Enter the new password.

. Re-enter the new password.

Ok |
. Click ‘ ! button to continue.

8 @ Password successfully changed

. The system will display a success message.

Page 20 of 32
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Chapter 2 Technical Support

2.1 Create Log

Pre-condition:
i.  You have been registered with the InvestMalaysia. Refer to the Section 1.4 (User
Registration).

ii. Logged in to the system. Refer to the Section 1.6 (How to Log In).

MIDA B e TMENT Dashboard ~ Tasks  Applications Meeting  i-lncentives  Customer Service v Anny Rozana Mah,., —a=

Helpdesk Ticket

Y Search Filters

0 0 0 0 0

Date Reported From
Submitted n Progress Request Cancelled Resclved

Search by Date Additional Info

Date Reported T
Gl U D Export to Excel

Search by Date
No. Reference No. Category Subcategory Reported Date Log Status
Referrence No.
Search by Reference No. No items to show...

0 records
Reset

. Create New Helpdesk Log
1. Click button to create helpdesk log.

Page 21 of 32




Technical Support

M I DA MALAYSIAN INVESTMENT
DEVELOPMENT AUTHORITY

Back to Ticket List

Create New Ticket

Reference No. Service Type

Progress
@ Personal Details

B | Ticket Details

Dashboard Tasks Applications

Category

) Personal Details
Name

Anny Rozana Binti Mohd Faizal Kim

Meeting i-Incentives Customer Service

Subcategory

Designation

Board of Director

Contact No
anny@mesiniaga.com.my 01122334455
Company *
Felcra Berhad
Registration Type Registration No.
Registration Of Company (ROC) 432483-U
Address
Jalan Permaisuri 3/4, Taman Permaisuri, Seksyen Permaisuri Pelabuhan Klang
ostcode State
42920 Selangor
Country
Malaysia

Anny Rozana Bm‘

s |

more than one company.

4. Click m button.

The system will redirect to the Personal Details page. The Personal Details

information will be displayed based on the registered user profile.

Please select Company from the dropdown list if the user id associated with

Page 22 of 32



Technical Support

MDA B N v Dashboard  Tasks  Applications Meeting  i-Incentives  Customer Service Anny Rozana Bm,‘

Back to Ticket List

Create New Ticket

Reference No.

Progress

Service Type Category Subcategory

) Ticket Details

Category Subcategory

- Select Category - - Select Subcategory -

Personal Details * *
Ticket Details 5 6

Problem Description *

Attachment

No items to show... 9

10

0.

Select the Category from the dropdown list.
Select the Subcategory from the dropdown list.
Enter the problem encountered at the Problem Description field.

Click on the ‘browse to upload’ link to search files from your local directory.

Click “ button to upload the file.

10. Click m button.

Page 23 of 32
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Are you sure to proceed?

12

- JEEN

13

11

11. The system will prompt confirmation message

12. Click ﬂ button to proceed with the submission.

No

13. Click ‘ ! button to discard the action.

14

x
@ Ticket number OAP2020700150 has been submitted

14. The system will display a success message and reference no. will be generated.

Page 24 of 32




Technical Support

2.2 Cancel Log

Pre-condition:
i. Logged in to the system. Refer to the Section 1.6 (How to Log In).
ii. You can cancel the log reported if the Support Officer or Internal Vendor has yet

process the log.

MI DA B"E‘?,'g“,_‘é,s;’mﬁ'%‘fﬁ}ﬂ&ﬁfw Dashboard Tasks i-Incentives Customer Service v Nurul Huda bint.. " ——

Helpdesk Ticket

Y Search Filters
1 1 0

patelieponedImon All In Progress Resolved Cancelled

Search by Date

Export to Excel
Date Reported To

Search by Date

Vo. Reference No. Category Subcategory Reported Date Log Status
Referrence No. 5 - ~
1. INT2020700123 HR System Perubatan 08/07/2020
Search by Reference No.
‘ 1

1 record

1. Click on the Reference No. link. The system will redirect to the ticket detail

page.
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MIDA BAGRN RENry

< Back to Ticket List

Ticket

Reference No. Service Type
INT2020700123 Internal Application
Progress

Personal Details

Ticket Details

Dashboard Tasks

i-Incentives Customer Service

Category
HR System

Subcategory
Perubatan

) Ticket Details

Category *

HR System

Problem Description *

Cannot submit medical claim

Attachment

attachment.png

View | Download

Nurul Huda bint... ¥ —

Subcategory *

Perubatan

2. Click

button.

Remark *

3. The system will display pop up message.

4. Enter any Remark.
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5. Click ﬂ button to proceed.

Cancel ‘

6. Click ‘ ! button to discard action.

x
7 @ Ticket INT2020700123 has been cancelled

7. The system will display a success message.
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2.3 Submit Additional Info

Pre-condition:

I.  You have received an email notification requesting for additional information.
ii. Logged in to the system. Refer to the Section 1.6 (How to Log In).

Nurul Huda bint... t —

2
a
2

g

2.

2
3

M I DA MALAYSIAN INVESTMENT Dashb: d
DEVELOPMENT AUTHORITY ashboar

Welcome, Nurul Huda binti Ab Razak @ Mamat

1. At the Dashboard, click on the Tasks to view the task details.

MIDA NASIANINVESTMENT Dashboard ~ Tasks  i-Incentives  Customer Service Nurul Huda bint... | —

Task List

Helpdesk (1)

Reference No Task Details Status Reported Date  Reported By Last Updated
Date
INT2020700124 = Service Type Internal Application; Category: HR System Subcategory: Additional Information 08/07/2020  Nurul Huda binti Ab Razak @ 08/07/2020
Perubatan Requested 20:29:23  Mamat

2. The system will redirect to the Task List page. The log status display as

Additional Information Requested.

3. Click on the Task Details link to view the details.
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M I DA ﬁ'&-‘ﬂ‘},’,‘,‘}}‘dﬁ“ﬁﬁ}%‘é’,ﬂw Dashboard Tasks i-Incentives Customer Service Nurul Huda bint... ©=—

Ticket

Reference No. Service Type Category Subcategory m Response Due Date :
INT2020700124 Internal Application HR System Perubatan 08/07/2020
PT’OQ ress ) Ticket Details Comment p

4

Personal Details Category ~ Subcategory

Ticket Details o

Problem Description ©

5 Cannot submit medical claim

Attachment

Prop a fle hers orbrowse to upload “

i} employee.png 7

View | Download

Please upload

Note : the size

4. Click on Comment to view remarks from the Helpdesk Officer.
5. Add additional info as requested at the Problem Description field.

6. Click on the ‘browse to upload’ to search files from your local directory.

7. Click “ button to upload the file.
8. Click m button to submit the log.
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x|

Are you sure to proceed?

B -
n ' '

10

9. The system will display pop up message

10. Click ﬂ button to proceed.

No ‘
! button to discard action.

11. Click ‘

12

x
® Ticket INT2020700122 additional info has been submitted

12. The system will display a success message.

Page 30 of 32




Technical Support

24 Search Log

Pre-condition:
i. Logged in to the system. Refer to the Section 1.6 (How to Log In).

MI DA Q‘g,ﬁ‘},’,&‘,},’,“[}{“}‘,iﬁ}'ﬂéﬁfw Dashboard Tasks i-Incentives Customer Service v Nurul Huda bint... t —

Helpdesk Ticket
1

Y Search Filters

Date Reported From
2 n Progress Resolved Cancelled
Search by Date
Export to Excel

Date Reported To b

Search by Date

! : No. Reference No. Category Subcategory Reported Date Log Status

R 1. INT2020700124 HR System Perubatan 08/07/2020

Search by Reference No

2. INT2020700123 HR System Perubatan 08/07/2020 Cancelled

@ feset
L |

3

m @

1. By default, the system will show total individual logs submitted for the current

year. The user shall monitor the log status from here.
2. The search the logs by entering the following search criteria:-
i. Date Reported From
ii. Date Reported To

iii. Reference No.

3. Click m button to search log based on filter criteria that has been
entered. A list of matched records will be displayed.
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4. Click button to clear all filter criteria.
Export to Excel
5. Click button to export all records into excel format.
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