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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

I:EI'J

HOME  ABOUTUS CREATIVE PORTFOLIO  EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS CATALOGUE

REQUESTOR

Internal - External
Requestor Requesior

primeworks

Figure 2.1 — Register as Requestor

Click on the Iikislslisssstall 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

Internal -
Requestor

Click on the
Figure 2.2. Follow these steps;

link shown in Figure 2.1 and you will be navigated to

Personal Information

irst Name

Email

ast Name *
Contact Information

n Select Channel/Organization

Authentication Information

Save || Cancel

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

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

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

External

Requestor

Click on the E
to Figure 2.3. Follow these steps;

link shown in Figure 2.1 and you will be navigated

Personal Information

Contact Information

Authentication Information

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.

Click on the Save button to submit the form for registration

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

EEI’J

HOME  ABOUTUS CREATIWVE PORTFOLIC EXTRA NOTES IMAGE MANAGEMENT SET & PROPS

JMONTHLY

At CSD, we believe that we're in the perfect H{ ,I, A ’. C r\E
position to elevate the consciousness of ) Vv J

Malaysian TV viewers through creative work that
entertains, provokes thought and explores new
dimensions in art and design. With the successes of
our advertising work and awards garnered, CSD
extends its services to multi-national corporation \
*.J

brands as well.

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:




INTER CREATIVE EXTRANET (ICE) User Guide

I:EI'J

CLIENT/

HOME ABOUTUS CREATNVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT SET & PROP. LOGU Register as Requestor

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)

I:EI'J

HOME  ABOUTUS  CREATWE PORTFOLIO  EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS CATALOGU

Figure 3.3 — CSD Landing Page

10
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2. Click on s
(Figure 3.4) will be displayed:

== menu as shown in Figure 3.3 and Job Requisition page

HOME  ABOUTUS CREATWVE PORTFOLIO KTRA NOTES IMAGE MANAGEMENT  SET & PR

REQUEST

Job Requisition

Figure 3.4 — myPage

3. Click on d and Figure 3.5 will be shown.

Job Submission Create/Modify Job Brief Approval Project Process Acceptance

Tl R STy U T N Sl B nner SUKMA Melaka 2010
Deadline  feliilMyleMel (yyyy-MM-dd]

Requestor Saiful Saifu

0 - 5000 w [ z009-02-20

< |

RSN I
CEETT

B N

Mext List Jobs

Figure 3.5 — New Job Requisition (page 1)
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4. Fillin 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.

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.

Job Submission Create/Modify Job Brief Approval Project Process Acceptance

Language

Channel/Organization | Select || Unselect

Available Selected

L YT BET Gl <1 kma Games is 3 sporting event in Malaysia held once
every two years., Sukma is an acronym for Sukan Malaysia;
literally Malaysian Games. The first Games was held in 1936
in Kuala Lumpur.

(oI Ty ML IEH L oS E =l T nromote and higlight the Sukma Games. The Games is a
sporting event in Malaysia held once every two years. Sukma
is an acronym for Sukan Malaysia; literally Malaysian Games.
The first Games was held in 1886 in Kuala Lumpur.

Sl To creat the unigue themes for Sukan Malaysia 2010.
Gemilang always.

RENLEICIR GG L I Official SUKMA loge must be present in all material along with
station logos and network tagline.

The official SUKMA 2010 logo must be bigger than our
network tagline. Use of the mascots are optional and based
on creative decration.

Reference Materic's N (EET | Usioco

Back | |Next List Jobs

Figure 3.6 — New Job Requisition (page 2)

12
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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 | Channel/Organization which the internal requestor
(For Internal belongs to.
Requestor only)

Project committee Persons who should be notified on status of job
(For Internal brief.
Requestor only)

Activity/Campaign Activity/Campaign requirements.
Description

Communication Target audience.

Objectives

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.

13
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Job Submission Create/Modify Job Brief Approval Project Process Acceptance

Remove Selected Add

f Material
Service Required Description Duration e Tx Date
Deadline

Additional
Details

Remove Selected Add

Material
Deadline

-H
L _

Back Submit Save Delete Job List Jobs

Service Required Media Owner

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.

14
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7. Click on the button to submit the requisition form to CSD department

INTER CREATIVE EXTRANET (ICE) User Guide

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

save

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

the button will return to job listing page.

Job Requisition List

E I ) T

Job 1d Programme / Event / Job Title Request Date Budget tus
J454 SUKMA Melaka 2010 18 Feb 2009 2500 - 7500 Draft

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.

15
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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

_ Create/Modify Job Brief Approval Project Process Acceptance

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.

16
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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.

E 5 d Welcome saifulx | Edit Brofile

HOME ABOUT US CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT SET & PROPS

Figure 4.1 — CSD Website, After Login

1. Login to the system and click onElEssal.

link shown in Figure 4.2.

2. Then, click on

Job Requisition Job Requisition List

O I T £

Programme / Event / Job Title Request Date Budget Status

Change Request

138 Feb 2009 Reguestor Approval

Asset & Space Request SUKMA Melaka 2010

J453 SUKMA 2010 17 Feb 2009 0 - 5000 Requestor Approval
1452 Banner SUKMA Melaka 2010 17 Feb 2009 2500 - 7500 | Project Process
1455 Majalah 3 0 - 5000 Draft

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.

17



INTER CREATIVE EXTRANET (ICE) User Guide

Job Requisition Job Requisition List

O I P

Job Id | Programme / Event / Job Title Request Date Budget Status

Change Request

Asset & Space Request Banner SUKMA Melaka 2010 17 Feb 2009 2500 - 7500 Reguestor Approval

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.

Budget Sheet

Design Unit
Drinks
Resource / Activity Name Description Rate (MYR) Days Units Amount (MYR)

Summary
Design Unit

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.

18
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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.

19
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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:

E 5 d Welcome saiful | Edit Brofile

CLIENT/VE LOGOUT

HOME  ABOUTUS CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS

Figure 5.1 — CSD Website, After Login

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

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

Change Request List

Request
Date

Change Request

. C t ShenaS Portfolio Name Description Status
nEL es

GEER L R LS Portfolio 1433 - Change Request Title 2008-06- Reguestor

Reguest Title 1 | budget testing 112131 123123 1... 23 Approval

3. Click on gl link to view all change requests.
4. Click on the Change Request Title to view change request details, in Figure
5.3.

20
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Change Request Form

Portfolio Name
Title
Description
Reguested By vit
Reguest Date

Budget Allocation

Estimated Schedule Impact 12

Estimated Delivery Date

Status R

Approve Reject Cancel

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.

21



&

INTER CREATIVE EXTRANET (ICE) User Guide

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:

E 5 d Welcome =aiful | Edit Profile

CLENT/VE

HOME ABOUT US CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT SET & PROPS CATALOGUE

Figure 6.1 — CSD Website, After Login

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

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

Change Request List

E I P £

Request
Date

Change Request
Title

Portfolio Name Description Status

Change Reguest | Portfolio 1433 - Change Request Title 2003-06- Approved
budget testing 112131 123123 1... 23

Figure 6.2 — myPage (Job Requisition List)

Click on MEEEEEERENERERES |ink to view all job requisition records.
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.

22
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Acceptance

General
Job Id
Programme [ Event / Job Title 2
Reguestor v
Assigned TC
Deadline 22 Ma

Language

Activity/Campaign Description

Communication Objectives

Taboos or Restriction

Reference Materials

Requestor Approved Date

Online / New Media

Budget 0 - 5000
Deadline
Services

Service Required Description # of Ver. | Duration | Material Deadline Tx Date

H S e --

View Schedule View Budget View Defiverables Sign Off List Jobs

Additional Details

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.

23
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View Deliverables

Back to Project Root Close

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.

Feedback Form

Creativity (Conceptual & Treatment)*

Technical Execution (Post Production, Audio & Set)*

CSD Management Transparency®

Feedback / Suggestion®

Submit | | Cancel

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.

24



INTER CREATIVE EXTRANET (ICE) User Guide

Job Requisition List

E I DT £

Job Id Programme / Event [ Job Title Request Date Budget

SUKMA Melaka 2010 18 Feb 2009

Figure 6.6 - Job Request List - status change to “Closed”

25
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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.

I:EI'J

CLIENT/VE

HOME ABOUTUS  CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS CATALOGUE

At CSD, we believe that we're in the perfect
position to elevate the consciousness of
Malaysian TV viewers through creative work that
entertains, provokes thought and explores new
dimensions in art and design. With the successes of
our advertising work and awards garnered, CSD
extends its services to multi-national corporation
brands as well.

Figure 7.1 — CSD Main

Go to http:/csd.mediaprima.com.my and click on the EESEMIAINSISH LOGIN‘
menu, as shown in Figure 7.1. Login page will appear as shown in Figure 7.2:

26
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I:EI'J

HOME ABOUTUS  CREATIVE PORTFOLIO  EXTRA NOTES  IMAGE MANAGEMENT  SET & PRI ATALOGUE

Login

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)

E 5 d Welcome saiful | Edit Profile

CLIEN LOGOUT
er | s

HOME  ABOUTUS CREATNVE PORTFOLIC  EXTRA NOTES — IMAGE MANAGEMENT  SET & PROPS CATALOGUE

Figure 7.3 — CSD Landing Page

27
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8. Click on KlMEsSE menu as shown in Figure 7.3 and requestor’s page (Figure
7.4) will be displayed:

HOME  ABOUTUS CREATWVE PORTFOLIO KTRA NOTES IMAGE MANAGEMENT  SET & PR

REQUEST

Job Requisition

Figure 7.4 — myPage

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

24 and Figure 7.5 will be shown. (The menu also
can be seen before login.)

View Catalogue

— Filter by Location |+ § Filter by Category ~

o Asset
Description : i Photo

I 2' width x 3' | Grey-white colour, Furniture - | NTV7 -
long x 3' plastic-wooden Cabinets Glenmarie
height

Z Cabinet Cubus-shaped, blue Furniture - | Sri Pentas

color, with lid Cabinets &

3 1' width x 3' Brown, wooden, stand Furniture - | NTV7 -
long x &' Cabinets Glenmarie
height

Figure 7.5 — View Catalogue

28
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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.
st Form

LYENELIE Selected
Furniture - Cabinets
Furniture - Chair
Furniture - Shelves
Furniture - Sofas
Furniture - Tables
Frops - Artificial Plants
Props - Dacor Lights
Props - Drapery
Props - Hand props
Props - Hospital

Requirement and Obje

set up Location |

Date Required From* MM-dd})

Date Required To*
Regquested By

Attached Document{s)

Sulbmit 3 Back to List

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.

29
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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.

st Form

Program / Event Title* [QEVEIENRER N EER Y]

Available Selected
Furniture - Shelves C
Furniture - Sofas
Furniture - Tables
Frops - Artificial Flants

Categories Frops - Décor Lights
Frops - Drapery
Props - Hand props
Props - Hospital
Praps - Office
- Utensil

Requirement and Gb

Set Up Location
Date Required From*  [EilERTEE

Subrmit Save Back to List

Figure 7.7 — Attach Document, Upon Saved

13. Click on the button and the document upload screen will
appear (Figure 7.8).

Attach Document Form

attach Document(s) |GG

Upload Close

Figure 7.8 - Attach Document

14. Click on the _Bowse.. | putton to select a file from requestor's computer
(Figure 7.9).

30
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Choose file

Lok, if: | ) My Documents ﬂ Q ¥ = M-
i @My Iusic ns3
‘Ab @My Pictures Ll'j sains4
My Recent ICTiMy Recsived Files ‘_tﬂ 53ins5
Documents iEMy shapes skakus
m‘— iEMy Yideos E’j submitked
[ Mew Folder @J Template_for_Guide_w0.7
Desktop T %-Lite @._]Trainee Attendance Form

- Li'j Add Project Files

e

!:-—.) IEl]cnmpilation of portal error_231008
: (#1100 request HY

Do ||E|_.]LO Request HQ(Requester)

e ElMy Sharing Folders
.j)l‘g R epart an Matrade Admin Training
. 0]
Py Computer _;]Req Io:Han
Llﬂ 5ains2

Py Metwork File name: |Sain$3 j Open |
Flaces
Files of type: | Files %) ] Cancel

Figure 7.9 — Browsing File from Requestor’s Computer

15. Select the file and click __22=1__I™ button. The file wil appear in the text box.

Attach Document Form

Attach Document(s) (oISt Rl R =t

Upload Close

Figure 7.10 — Attach Document

Upload

16. When done, click on the button.
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Asset Rental Request Form

Program / Event Title* [UEIEIEECSsI=RGELN=EWE]

Available Selected
Panels Panels
Entertainment (&)

Categories

Majalah 3 Edisi Khas Raya

Requirement and Objective®

Date Required From* EHERERE]
Date Required To* |ENERERE

Requested By =a

Attached Document(s;
Attach/Remove

Submit Save Back to List

Figure 7.11 — Completed Request Form

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

Attach/Remove

button. Click on the [ Delete ] button to remove or browse
another file and upload for another attachment as depict in Figure 7.12

Attach Document Form

Attach Document(s]

I T

Upload Clo=se

Figure 7.12 — Attach/Removing Attachments
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Submit

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)

My Asset Request List

20 ~]  Jacivestaus v show]

Program / Ewvent Requirement and Date Required | Date Submitted —
Title Objective From Required To | Date =S
1 | Majalah 3 Edisi Majalah 3 Edisi 19 Feb 2009 22 Feb 2009 Draft
Khas Rava Khas Raya
Page

Figure 7.13 — Draft Application, in Asset Request List

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

. . . . Submit
able to change the information until requestor click on the miedl| [),tton. 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

I:EI'J

HOME ABOUTUS CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT SET & PRO

At CSD, we believe that we're in the perfect
position to elevate the consciousness of
Malaysian TV viewers through creative work that
entertains, provokes thought and explores new
dimensions in art and design. With the succeszes of
our advertising work and awards garnered, C5D
extends its services to multi-national corporation
brands as well.

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:

HOME  ABOUTUS CREATWVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT

REQUEST

Job Requisition

Change Request

Asset & Space Request

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.

Reason to Rent™®

Request Title*

Diescription®

Dimension

Date Required From™®

Date Reguired To*

Subrmit Save Az Draft Back to List

Figure 8.5 — Space Request Form

3. Fillin 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
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the request as draft. Click on the button to return to the space
request listing (Figure 8.6)

My Space Request List

20 v JaciveStaws v how|

Request Title Reason To Rent Date Required Date Required | Request
From To Date
1 | Majalah 3 Edisi Merchandise 19 Feb 2009 20 Feb 2009 Draft
Khas Storage
Page

Figure 8.6 — Draft Application, in Space Request List

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 Il 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.

I:EI'J

CLIENT/VENDOR LOGIN
HOME ABOUTUS  CREATIVEPORTFOLIO  EX IMAGE MANAGEMENT  SET & PROPS

At CSD, we believe that we're in the perfect
position to elevate the consciousness of
Malaysian TV viewers through creative work that
entertains, provokes thought and explores new
dimensions in art and design. With the successes of
our advertising work and awards garnered, CSD
extends its services to multi-national corporation
brands as well.

Job Requisition My Asset Request List

EO [ P BT

: = Date Date .
Program / Requirement and R: TJirP:I p: TJirP:l Submitted Statu
; B lequirec lequire 5 s
Ewent Title Objective < : =

From To Dieds

Change Request

Peter Chin s Request to use the Approved
Cameras for video ads
shooting s

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.

Asset Rental Request Form

Request Id ARS
Statu:

Program / Event Title

Date Required From

Date Reguired To

Attached Documel
General Remarks

View Quotation Back to List

Asset Name Asset Category Asset Location Quantity

HTC TyTn II Entertainment (A) Kuala Lumput 1

Page

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.

Amaunt (RM}

‘Kuih Kapit' maulder

Sets - Flatform 1 sets platform of background

Discount
Sub-Total (RM)

Other Cost

Quotation Total

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.

Attention: Mr Hafiz Karim
Sri Pentas 2

Quotation Mo.:

Date:

11222
22.05.2009

TER“S & CONDITHONS

ald for 30 days from the cate slsted 300
0% mu

+ Salance % be pald In A pric RemE Chack-In of slorags space Wiilzation

Confirmation:

Late refumn charges fee:

Damage or loss of items):
+ Client to bear Al cost of repair of tomake good =ach renid e,

Rental period | Expected Return Date:

» A non-rElungabie depasit of S0°% mUst be made upon accaplance of e quotaon.

- Guataton must be signad and confrmed prior 3ssigning Hemig) to the orter request

- Giient to pay ful cost amount or curment maret value whichewsr is nigher to replacs eac loss iem

s FE14G SL00S arly. Ay 33cIHCra) K 1o 5% Keptor X3 strage faquiremens wll be chagea Bocorrgy

Mo.| Category Mame Description Quantity | Unit Cost [(RM) Amount (RM)
1 |Props - Utensil 'Fuih Kapit’ moulder 1 50 50.00
2 |Sets - Platform 1 sets platform of background 1 165 165.00
Discount 0%
Sub Total 215.00
Other Costs
MNo. Description Amount {RM)
1 |Transportation 100.00
2 |Insurance 25.00
3 |Manpower 2 persons From 02.05.2009 To 04.06.2009 35.00
4 [Miscellaneous 150.00
Motes:-
Halagah
Total 525.00
5.00% GST 26.25
GRAND TOTAL

« A penary fee of RM 50.00 per Rem shall be Included in the final invalce for every late retum exceedng 7 days from the expeciad date of refum

« &1 llerns 3re onfoan basis and shal be refumed In good order upan complelicn of usage or winin fourtesn (14) days from daie of chack-out whichaver Is earler

Forand on behalf of
Primeworks Studios Sdn. Bhd.

Confirmed by:

{Signature & Company stamp)

Name:
Date:

ormewarks sludios sdn. b

=i Pentas, No. 3 Perslaran

Tel +603 - TT28 £333 Fax 4603

50 Warenouse: Lot 148, No. 2A Jalan Jury Uk
TediFax +603 - 5569 3827 i

..rner, anown 3z Grand Srilisnoe Son. hd |
00 et 2

it5d medla|

WV BTN, Com. Ty
lzom Glermarie Incusiial Fark, 40150 Snah Alam, Setangor
rima.oom. my

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 ksissssd menu from Figure 10.1.

HOME  ABOUTUS CREATIVE PORTFOLIO NOTES.  IMAGE MANAGEMENT  SET & PRO

REQUEST

Job Requisition My Asset Request List

7 = Date =
Program /f Requirement and e Date Submitted

> zoin Reguired :
Event Title Objective S Required To | Date
From

Change Request

Asset & Space Request
Volvo Attribute | Volvo Attribute 22 Oct 2008 23 Oct 2008 | 21 Oct 2008 | Cancelled

Vitagen Vitagen 22 Oct 2008 25 Oct 2008 | 22 Oct 2008 | Completed

Halagah di Meed a stage for the | 18 Feb 2009 19 Feb 2009 | 11 Feb 2009 | Completed
Tve programs.

Click on
Record with the status “Completed” indicates the asset request is completed

link to view all asset request records.

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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HOME  ABOUTUS CREATWVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS

REQUEST

Asset Rental Request Form

Reguest Id

Requirement and Objecti
Set Up Location
Date Required From 1
Date Required To
Requested By =
Attached Document(s)

General Remarks

View Quotation Sign Off Back to List

Asset Name Asset Category Asset Location Quantity

Sguare Table Entertainment (A) Petaling Jaya (B) Returned

Page

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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Feedback Form

Request Tit

Time & Client Service Management *

Project source Management *

CSD Management Transparency *

Suggestion *

Submit | | Cancel

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.

My Asset Request List

| inactive Status

Program [ Requirement and Date Required | Date Submitted Status

Event Title Objective From Required To | Date =HEE

Halagah di TwS | Need a stage for the 18 Feb 2009 19 Feb 2009 | 11 Feb 2009 | Closed
programs.

Page

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.

I:EI'J

CLIENT/VENDOR LOGIN

Career | Ask U

HOME  ABOUTUS CREATWVE PORTFOLIO  EXTRA NOTES MAGE MANAGEMENT  SET & PROP! Reg 5 R

! At CSD, we believe that we're in the perfect F‘M"O'wdl.EH LXE
'} )

position to elevate the consciousness of
Malaysian TV viewers through creative work that
entertains, provokes thought and explores new
dimensions in art and design. With the successes of
our advertising work and awards garnered, CSD
extends its services to multi-national corporation
brands as well.

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.

HOME ABOUT US CREATIVE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT SET & PROPS CATALOGUE

REQUEST

Job Requisition My Space Request List

Change Regquest

Date Required Date Required Request

Status

To Date

Asset & Space Request Set & Prop 12 Feb 2009 14 Feb 2009 Approved

Storage

Jio0i 23 Oct 2008 25 Oct 2008 Approved

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.

HOME ABOUT US CRi PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT

REQUEST

Space Rental Request Form

Request Id
Reasaon To Rent
Status

Reguest Titl
Description
Dimension
Diate Required From
Date Required To

Duration Details

Print Guotation Reject Pririt Back

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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QUOTATION
Attention: Hayati Sulaiman Cluotation No.: SRS
Primeworks Studios Date: 02.06.2009
Creative Services Department PWS
creative services
Request Title: test test 1234
Storage Order Request
Space Name Dimension Period Amount (RM)
RACK B8 - RACK B& | X | 2s0s09-270s08 | 100
Motes:-
Total 1.00
5.00% GST 0.05
GRAND TOTAL 1.05
TERMS & CONDITIONS
Validity:
* Tnls ot i vald far 30 days fram e date atated stave
« This appiles to kems lsted herslr only. Any adaltior il be charged dngly
Payment terms:

= A non-refundable cepoalt of 50% must be made upon accapiance of the quotation.
+ Balance to be pald In Tl prior lesuance of the reguestza lemis)

Confirmation:

= Quotation must be signad and confimiad prior allacation of space slorags

Item to be kept [ limited storage purpose:

= Limited to production sst & props Hems alowed. Primeworks Studos nave full ights 1o cancel of refect requests
Damage or loss of itemis):

= Primewarks Stuglos Sdn. Snd. & CSO0 warehouse shal not be Sable for &y thet or 1085 of ungeciared kems. Client 15 required to t34e own INSUIENCe coverage.
Any dalms made shall not be entertaned

Rental period | Expected Collection Date:
= Al kzpt Iteme are on ghort ferm B3sls and shall be chackeg-out on or before the axply date. Standard rale cand charges shal be appliad for evary exiended pariod

For and on behalf of Confirmed by:
Primeworks Studios Sdn. Bhd. {Signature & Company stamp)
Name:
Date:
primews 0N, L. (2 v (formenty knoun 3 Grand Erfllance San. Snd.)

11 Pentas, Mo 3 Persiaran Bandar Ltams, Bancar Utams, 47600 Feiaing Jaya. Ssiangar.
Tl +503 - 7726 6333 Fax 2603 7723 2371 / 7725 2015 hefp: e BrIMERans. com.my
S0 Warehouse: Lot 145 N, 2A Jalan Juru Ukur U118, Sek U1 Hicam Slenmartz Industrial Park, 40150 Snah Alam, Ssiangor

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 ksissssd menu from Figure 12.1.

HOME  ABOUTUS  CREATIVE PORTFOLIO  EXTRANOTES  IMAGE MANAGEMENT  SET & PROPS CATALOGUE

REQUEST

Job Requisition My Space Request List

Request Date Required Date Required | Reguest
. Reason To Rent
Title s From To Date

Change Request

Status

Asset & Space Request Set & Prop 12 Feb 2009 14 Feb 2009 Completed

Storage

Jioi 23 Oct 2008 25 Oct 2008

Click on
Record with the status “Completed” indicates the space request is completed

link to view all space request records.

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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HOME  ABOUTUS CREATNE PORTFOLIO EXTRA NOTES IMAGE MANAGEMENT  SET & PROPS CATALOGUE MY PAGE

REQUEST

Space Rental Request Form

ription |
Dimension
Drate Required From

Diate Required To

Sign Off Print

Figure 12.2 — Space Rental Request Details

Print

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.

Feedback Form

Time & Client Service Management *
Project & Resource Management *

CSD Management Transparency *

Feedback / Suggestion *

Submit | | Cancel

Figure 12.3 — Space Request Feedback Form
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8. After the feedback form has been submitted, the status for the space request
will change to “Closed”. Refer to Figure 12.4.

My Space Request List

L Jinactive Status v

R_-EqIJEE.t Reason To Rent Date Required From | Date Required Request Status
Title To Date

Set & Prop 12 Feb 2009 14 Feb 2009 11 Feb 2009
Storage

Jioi 22 Oct 2008 | Closed

Fage

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