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TOPIC 1 

JOB REQUISITION 

 

CHAPTER 1: WHAT IS ICE 

 

CSD department in Media Prima has launched a system called Inter Creative 

Extranet (ICE) which covers the whole process from submission of job requisition to 

the completion and delivery of the request.  

 

ICE is accessible by the public through the address, http://csd.mediaprima.com.my  

which provides interactive information on CSD’s department and the services they 

offer. For those who wish to contract the services of CSD, they can register as a 

requestor and upon acceptance by CSD, proceed to submit job requisition through 

this website.  

 

The online submission of the job requisition ensures timely delivery of the request to 

CSD’s traffic controller and provides proper tracking of the submitted job requisition 

through a personal Job Requisition List in the requestor’s account. Email notifications 

are sent to the requestor and traffic controller at different stages of the request to 

alert on action required or to provide notification of status. 
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CHAPTER 2: HOW TO REGISTER AS A REQUESTOR 

 

Users will have to register as a requestor before they can submit job requisition to 

CSD.  There are two (2) types of requestors, namely: 

 

1. Internal Requestor - Media Prima and group of companies 

2. External Requestor - Outside of Media Prima 

 

 

 

Figure 2.1 – Register as Requestor 

 

 

Click on the  link which is on the top right of the page to be 

navigated to the page shown in Figure 2.1 . Follow the steps below to register as 

internal or external requestors. 
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How to Register as Internal Requestor 

 

Click on the  link shown in Figure 2.1  and you will be navigated to 

Figure 2.2 . Follow these steps; 

 

 

Figure 2.2 – Internal Requestor Form  

 

1. Fill in the following fields. 

 

Field Description 

First Name * Given name 

Last Name * Family name  

Email * Requestor’s email address 

Channel/Organization The channel/organization the requestor is from 

Department The department the requestor is from 
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Unit The unit the requestor is from 

Designation Requestor’s designation 

Office Phone Requestor’s office contact 

Mobile Phone Requestor’s mobile contact 

Fax Requestor’s fax number 

Username * Your own preferred username 

Password * Your own password 

Confirm Password * Rekey own password for confirmation 

 Please note:  * at the field name means that the field cannot be left blank 

 

2. Click on the Save button to submit the form for registration. 

3. Requestors will be notified by email on the outcome of their registration – 

acceptance or rejection of registration 
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How to Register as External Requestor 

 

Click on the  link shown in Figure 2.1  and you will be navigated 

to Figure 2.3 . Follow these steps; 

 

 

Figure 2.3 – External Requestor Form  
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1. Fill in the following fields. 

 

Field Description 

First Name * Given Name 

Last Name * Family Name 

Email * Requestor’s email address 

Secondary Email Requestor’s alternate email address 

Company Name * Requestor’s company’s name 

Company Registration * Requestor’s company’s registration 

Media Sales Rep. Name * Media Prima’s Sales Rep 

Job Title * Requestor’s Job Title  

Address Requestor’s full address 

Postal Code Requestor’s postal code 

City City 

State State 

Country Country 

Office Phone Requestor’s office phone 

Mobile Phone Requestor’s mobile phone 

Fax Requestor’s fax 

Reference Materials Documents requestor might want to upload 

Username * Your own preferred username 

Password * Your own password 

Confirm Password * Rekey own password for confirmation 

 Please note:  * at the field name means that the field cannot be left blank. 

 

2. Click on the Save button to submit the form for registration 

3. Requestors will be notified by email on the outcome of their registration – 

acceptance or rejection of registration 
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CHAPTER 3: HOW TO CREATE AND SUBMIT A NEW JOB 

REQUISITION 

 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to submit Job Requisition 

 

 

Figure 3.1 – CSD Main  

Go to http://csd.mediaprima.com.my  and click on the  

menu, as shown in Figure 3.1. Login page will appear as shown in Figure 3.2 : 
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Figure 3.2 – Login Page  

 

1. Key in your registered username and password and you will be navigated to 

the landing page shown in Figure 3.3 . 

(Note: Please contact CSD if user cannot login. This is because the login ID is 

not activated yet) 

 

 

Figure 3.3 – CSD Landing Page  
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2. Click on  menu as shown in Figure 3.3  and Job Requisition page 

(Figure 3.4)  will be displayed: 

 

 

Figure 3.4 – myPage  

 

3. Click on  and Figure 3.5 will be shown. 

 

Figure 3.5 – New Job Requisition (page 1)  
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4. Fill in the following fields. 

Field Description 

Programme/Event/Job Title* Job Event or Title 

Deadline Job Deadline for CSD to deliver material 

Product/Brand Campaign Product or brand Campaign selection with 

individual deadline. Select the budget if any.  

 Please note:  * at the field name means that the field cannot be left blank. 

 

5. Once the information is inserted, click the  button to go to the next page 

of the requisition form (Figure 3.6 ). To cancel, click the  button to 

go back to the job requisition listing. 

 

Figure 3.6 – New Job Requisition (page 2) 
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Field Description 

Language Language Selection. Different language 

requirements for each product or brand campaign 

to be put under Additional Details in page 3. 

Channel/Organization 

(For Internal 

Requestor only)  

Channel/Organization which the internal requestor 

belongs to. 

Project committee 

(For Internal 

Requestor only)  

Persons who should be notified on status of job 

brief. 

Activity/Campaign 

Description 

Activity/Campaign requirements. 

Communication 

Objectives  

Target audience. 

Impression/Themes Look and feel. 

Mandatory Information Mandatory requirement. 

Taboos or restriction Taboos or restriction information. 

Reference Materials Browse files from PC and upload to the application 

as support documents/content. 

Please note:  * at the field name means that the field cannot be left blank. 

 

6. Click  button to go to next page of the requisition form (Figure 3.7 ). Click 

on  button will return to the Job Listing page. 
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Figure 3.7 – New Job Requisition (page 3)  

 

Field Description 

Services 
Click on  to add more services, else select the 

service and click on  to remove 

the selected service. 

Description More description about the service acquired. 

 # of Ver. Number of version needed. Details of version to be 

put under Additional Details. 

 Duration  Duration of the materials. 

Material Deadline Deadline of material. When 2 versions with different 

deadline then indicate version details under 

Additional Details. 

Tx Date Date of material to be on air/to publish. 

Additional Details Additional information input. 

 Please note:  * at the field name means that the field cannot be left blank. 
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7. Click on the  button to submit the requisition form to CSD department 

for processing. Else, click the  button will return the previous job 

requisition screen, the  button will save the job requisition as draft and 

the  button will return to job listing page. 

 

 

 

Figure 3.8 – Draft Application 

Noticed in Figure 3.8 , the application is still in draft status. Requestor is still able 

to change the information until requestor click on . 

 



INTER CREATIVE EXTRANET (ICE) User Guide           

 
 

 

   

16 

How requestor can monitor their job requisition 

Upon the submission of the job brief, requestor can monitor their job requisition 

by log in to the system, open their job listing and click on job requisition that they 

want to monitor. The job progress indicator will inform requestor on which stage is 

the job requisition is current on. Please refer to Figure 3.9 

 

 

Figure 3.9 

Progress indicator legend; 

a. Orange : Completed Process 

b. Red       : Ongoing Process 

c. Blue      : Upcoming Process 

 

During the job requisition process, statuses for the application are: 

Status Description 

Draft Draft application 

Submitted Application is already submitted to CSD 

for processing 

Create/Modify Application is approved. 

Requestor Approval Application is sent back to requestor by 

CSD for initial approval before actual 

work is done. 

Project Process Application is approved by requestor. 

Project is currently at work by CSD. 

During this Process, Traffic controller will 

be liaising with requestor via phone call 

to modify the job requisition submitted. 

Cancelled Application is cancelled by either CSD or 

Requestor. 

Rejected Application is rejected by CSD. 

Closed Application is closed. After requestor 

accepted the deliverables. 
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CHAPTER 4: HOW TO APPROVE A JOB REQUISITION 

 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to submit Job Requisition 

 

Requestor will receive an email notification to inform the requestor to review and 

approved the job requisition. Go to http://csd.mediaprima.com.my  website. 

 

 

 

Figure 4.1 – CSD Website, After Login 

 

1. Login to the system and click on . 

2. Then, click on  link shown in Figure 4.2 . 

 

Figure 4.2 – Job Requisition List 

 

3. Click on Job Title with the status “Requestor Approval” . The job details 

page will appear, as shown in Figure 4.3 . 
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Figure 4.3 – Job Requisition Approval 

 

4. If there is a budget, the  button will appear. Click on it to view 

the allocated budget for the project. 

 

Figure 4.4 – Budget Details 

 

5. Click on the  button to approve job. 

6. An email notification will be send to Traffic Controller upon approval 

7. If the requestor rejects the job requisition by clicking on  button, the 

requestor is required to key in a rejection reason. The system will send an 

email notification CSD. CSD will communicate with requestor to rework the 

job requisition.  
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8. If requestor cancel the job by clicking on  button, the requestor is 

required to key in a cancellation reason. The system will send an email 

notification to CSD. 
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CHAPTER 5: HOW TO APPROVE OR REJECT A CHANGE 

REQUEST 

 

 

Change Request module will keep track of all the changes for the approved job 

details. Change Request will be created by CSD and requestor will receives an email 

notification on any new Change Request. System also allows requestor to review the 

Change Request details.  Follow these steps: 

 

 

Figure 5.1 – CSD Website, After Login 

 

1. Login as a requestor using you registered username and password. 

2. Click on  menu (Figure 5.1 ), from Figure 5.2 . 

 

 

Figure 5.2 – myPage (Change Request List)  

 

3. Click on  link to view all change requests. 

4. Click on the Change Request Title to view change request details, in Figure 

5.3. 
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Figure 5.3 – Change Request Form 

 

5. Click on the  button to approve or  button to reject the 

change request. The requestor must key in the reject reason if rejecting the 

change request. The Traffic Controller will receive a notification on the 

requestor’s decision. 
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CHAPTER 6: HOW TO SIGN OFF A COMPLETED JOB 

 

After the job is completed by CSD, requestor is required to accept the job 

deliverables, for e.g. video clips, banner images, audio clips, etc. 

Follow these steps to view completed job details and deliverables: 

 

 

Figure 6.1 – CSD Website, After Login 

 

1. Login as a requestor using you registered username and password. 

2. Click on  menu (Figure 6.1 ), from Figure 6.2 . 

 

 

Figure 6.2 – myPage (Job Requisition List)  

 

3. Click on  link to view all job requisition records. 

4. Record with the status “Approved” indicates the job is completed by CSD and 

awaiting requestor’s approval. Click on the job requisition title to view details, 

as in Figure 6.3 . 
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Figure 6.3 – Job Requisition Details 

 

5. Click on  to view the project schedule by CSD. 

6. Click on  to view the project budget. 

7. Click on  to view project deliverables/output, such as 

video ads, audio, banner images, etc. Refer to Figure 6.4 . 
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Figure 6.4 – Deliverables 

8. From the deliverables popup window, click on the links to view file details, or 

download the file. 

9. If budget, or deliverables are acceptable and contents are according to the 

requestor’s requirements, please click on  to accept the completed 

job requisition as to close the request. 

10. After that, the requestor needs to fill up the feedback form and click on 

 button when it is done. Refer to Figure 6.5 . 

 

Figure 6.5 – Job Request Feedback Form 

11. After the feedback form has been submitted, the status for the job request will 

change to “Closed”. Refer to Figure 6.6 . 
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Figure 6.6 - Job Request List - status change to “C losed” 
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TOPIC 2 

INVENTORY SYSTEM 

CHAPTER 7: HOW TO REQUEST FOR ASSET (VIEW 

CATALOGUE) 

 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to submit Inventory Request. 

 

Figure 7.1 – CSD Main  

Go to http://csd.mediaprima.com.my  and click on the  

menu, as shown in Figure 7.1. Login page will appear as shown in Figure 7.2 : 
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Figure 7.2 – Login Page  

Key in your registered username and password and you will be navigated to the 

landing page shown in Figure 7.3.  

(Note: Please contact CSD if user cannot login. This is because the login ID is not 

activated yet) 

 

 

Figure 7.3 – CSD Landing Page  
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8. Click on  menu as shown in Figure 7.3  and requestor’s page (Figure 

7.4) will be displayed: 

 

 

Figure 7.4 – myPage  

9. User can view the entire catalogue of the items for rent by clicking on tab 

menu  and Figure 7.5 will be shown. (The menu also 

can be seen before login.) 

 

 

Figure 7.5 – View Catalogue  
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10. If requestor wants to rent the items. Click on the  link (via 

Figure 7.4 ). Request form will then be displayed, as shown in Figure 7.6 . 

 

Figure 7.6 – Inventory Request Form 

 

11. Fill in the following fields: 

Field Description 

Program / Event Title* Inventory used by which event. 

Categories Categories for the event 

Requirement and Objective* Requirement and objective of the event. 

Set Up Location Place where the item will be set up. 

Date Required From* When will the item be needed, start from… 

Date Required To* When will the item be needed, until … 

Attach Document(s) Any documents 

 Please note:  * at the field name means that the field cannot be left blank. 
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12. In order to attach documents, requestor must first  the request. Figure 

7.7 showing the ‘Attach Document(s)’ button become active after requestor 

saved the request. 

 

Figure 7.7 – Attach Document, Upon Saved 

13. Click on the  button and the document upload screen will 

appear (Figure 7.8 ). 

 

Figure 7.8 - Attach Document 

14. Click on the  button to select a file from requestor’s computer 

(Figure 7.9 ). 
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Figure 7.9 – Browsing File from Requestor’s Compute r 

 

15. Select the file and click  button. The file will appear in the text box. 

 

Figure 7.10 – Attach Document 

16. When done, click on the  button. 
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Figure 7.11 – Completed Request Form 

 

17. To attach another attachment or removing the previous attachment, click on 

 button. Click on the [ Delete ] button to remove or browse 

another file and upload for another attachment as depict in Figure 7.12 

 

 

Figure 7.12 – Attach/Removing Attachments 
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18. When completed, click on the  button to submit the request to CSD 

department for processing. Else, click on the  button to save the request 

as draft. Click on the  button to return to the inventory request 

listing (Figure 7.13 ) 

 

Figure 7.13 – Draft Application, in Asset Request L ist 

 

Noticed, in Figure 7.13 , the application is still in draft status. Requestor is still 

able to change the information until requestor click on the  button. Refer 

back to Figure 7.11 . 
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CHAPTER 8: HOW TO REQUEST FOR SPACE 

 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to submit Space Request 

 

 

Figure 8.3 – CSD Landing Page  

 

1. Upon login, click on  menu as shown in Figure 8.3  and requestor’s 

page (Figure 8.4)  will be displayed: 

 

 

Figure 8.4 – myPage  
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2. If requestor wants a space. Click on the  link (via Figure 

8.4). Request form will then be displayed, as shown in Figure 8.5 . 

 

Figure 8.5 – Space Request Form 

 

3. Fill in the following fields: 

 

Field Description 

Reason to Rent* Selection of reason to rent 

Request Title* Title of the request 

Description* Description of the event. 

Dimension Size of the space requested, for e.g. 34m x 

23m 

Date Required From* When will the space be needed, start from… 

Date Required To* When will the space be needed, until … 

Please note:  * at the field name means that the field cannot be left blank. 

 

4. When completed, click on the  button to submit the request to CSD 

department for processing. Else, click on the  button to save 



INTER CREATIVE EXTRANET (ICE) User Guide           

 
 

 

   

36 

the request as draft. Click on the  button to return to the space 

request listing (Figure 8.6 ) 

 

 

Figure 8.6 – Draft Application, in Space Request Li st 

 

Noticed, in Figure 8.6 , the application is still in draft status. Requestor is still able 

to change the information until requestor click on the  button. Refer back 

to Figure 8.5 . 
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CHAPTER 9: HOW TO VIEW AND PRINT THE QUOTATION 
(FROM ASSET RENTAL) 
 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to access Inventory System 

 

Requestor will receive an email notification to inform the requestor to review and 

accept the quotation. Go to http://csd.mediaprima.com.my  website. 

 

 

Figure 9.1 – CSD Website, After Login 

 

1. Login to the system and click on  . 

2. Then, click on  link shown in Figure 9.2 . 

 

Figure 9.2 – Asset Request List 
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3. Click on Event Title with the status “Approved” . The request details page will 

appear, as shown in Figure 9.3. 

 

Figure 9.3 – Request Detail 

 

4. If there is a quotation, the  button will appear. Click on it to 

view the rental for the asset renting. 

 

Figure 9.4 – Quotation Details 
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5. In quotation details screen (Figure 9.4 ), click on  button to 

print the quotation (Refer to  Figure 9.5) or  button to reject the 

quotation. Rejecting a quotation will require a reason. Insert the reason into 

the General Remarks field and system will notify Store Administrator via email 

upon rejection. 

 

Figure 9.5 – Asset Quotation 
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CHAPTER 10: HOW TO SIGN OFF COMPLETED ASSET 
REQUEST 
 

 
After the request is completed by Unit Head, requestor is required to sign off the 

asset request. 

Follow these steps to view completed asset details: 

 

1. Login as a requestor using your registered username and password. 

2. Click on  menu from Figure 10.1 . 

 

 

Figure 10.1 – myPage (My Asset Request List)  

 

3. Click on  link to view all asset request records. 

4. Record with the status “Completed” indicates the asset request is completed 

by Unit Head and awaiting requestor’s approval. Click on the program/event 

title to view details, as in Figure 10.2 . 
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Figure 10.2 – Asset Rental Request Details 

 

5. If everything is acceptable according to the requestor’s requirements, please 

click on  to accept the completed asset request. 

6. After that, the requestor needs to fill up the feedback form and click on 

 button when it is done. Refer to Figure 10.3 . 
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Figure 10.3 – Asset Request Feedback Form 

 

7. After the feedback form has been submitted, the status for the asset request 

will change to “Closed”. Refer to Figure 10.4.  

 

 

Figure 10.4 - Asset Request List - status change to  “Closed” 
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CHAPTER 11: HOW TO PRINT THE QUOTATION (FROM 
SPACE RENTAL) 
 

Permission: Requestor must be a registered requestor (internal or external) and 

logged in to ICE system to access Inventory System 

 

Requestor will receive an email notification to inform the requestor to review the 

quotation. Go to http://csd.mediaprima.com.my  website. 

 

 

Figure 11.1 – CSD Website, After Login 

 

1. Login to the system and click on  . 

2. Then, click on  link shown in Figure 11.2 . 

 

Figure 11.2 – Space Request List 
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3. Click on Request Title with the status “Approved” . The request details page 

will appear, as shown in Figure 11.3. 

 

Figure 11.3 – Request Detail 

4. In request details screen (Figure 11.3 ), click on  button to 

print the quotation (Refer to  Figure 11.4) or  button to reject the 

quotation. Rejecting a quotation will require a reason. Insert the reason into 

the General Remarks field and system will notify Store Administrator via email 

upon rejection. 
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Figure 11.4 – Space Quotation 
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CHAPTER 12: HOW TO SIGN OFF A COMPLETED SPACE 
REQUEST 

 
 
After the request is completed by Unit Head, requestor is required to sign off the 

space request. 

Follow these steps to view completed space details: 

 

1. Login as a requestor using your registered username and password. 

2. Click on  menu from Figure 12.1 . 

 

 

Figure 12.1 – myPage (My Space Request List)  

 

3. Click on  link to view all space request records. 

4. Record with the status “Completed” indicates the space request is completed 

by Unit Head and awaiting requestor’s approval. Click on the Request Title to 

view details, as in Figure 12.2 . 
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Figure 12.2 – Space Rental Request Details 

 

5. To print the request form, click on  button.  

6. Click on  to accept the completed asset request as to close the 

request. 

7. After that, the requestor needs to fill up the feedback form and click on 

 button when it is done. Refer to Figure 12.3 . 

 

Figure 12.3 – Space Request Feedback Form 



INTER CREATIVE EXTRANET (ICE) User Guide           

 
 

 

   

48 

8. After the feedback form has been submitted, the status for the space request 

will change to “Closed”. Refer to Figure 12.4 . 

 

Figure 12.4 - Space Request List - status change to  “Closed” 
 

 


