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1.0 Legend 
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2.0 Login to Connect Manage 

To login into the system, perform the steps below: 
 

 

 
Figure 2.0-1 CM Login Page 

 

 
Figure 2.0-2 User Does Not Exist 

 

 
Connect Manage Login Screen 

___________________________________ 

 
The facility’s name will be displayed on the front 
menu of Connect Manage 
 
STEP 1 
Key-in username in the UserID field 
 
 
STEP 2 
Key-in password in the Password field 
 
Note 
If user does not exist, alert message will be displayed 
as shown in Figure 2.0-2. 
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Figure 2.0-3 Wrong Password entered 

 
 

 
STEP 3 

Click on the  button to log into the system 
 
Note 
Alert message as shown in Figure 2.0-3 will be 
displayed if the password entered is incorrect. 
 
Note 
If user forget password,please contact Helpdesk toll-
free to reset password 
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2.1 Connect Manage Main Screen Overview 

User will be navigated to the Connect Manage main screen upon successful login. 
 

 
 

Figure 2.1-0 Connect Manage Main Screen 
 

 
 
 

 
Connect Manage Main Screen Overview 

___________________________________ 
 

Connect Manage main screen will be displayed 
according to user role and facility 

 
Left side panel contains: 

a) Menu  
List of Menu displayed depends on the user’s 
group.  
 

Right side panel contains: 
b) Change Password 

To change password upon login to Connect 
Manage 

 

c) Logout 
To logout from Connect Manage. 
 

d) Filter By 
To filter by tickets which can be specify by 
status, log by, assigned to, project and date 
created 
 

Note 
For first time user, default password will be 
qwerty 
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2.2 Change Password  
To change user’s current password, perform steps below. 

 
 

 
 

 
 
 

Figure 2.2-1 Change Password  
 

 
Figure 2.2-2 New Password and Retype Password Mismatch 

 
 

Change Password 
_______________________________________ 

STEP 1 
Click on ‘Change Password’ on the right side panel. 
Change Password page as shown in Figure 2.2-1 
 
STEP 2 
Enter the Current Password, New Password and 
ReType Password 
 
Note 

 Password is case sensitive and minimum of 6 
alphanumeric characters has to be entered. 

 Alert message as shown in Figure 2.2-2 will be 
displayed for mismatch passwords entered. 

 
STEP 3 

Click on the  button to save the changes 

made or to cancel the changes 
 

 
 
 
 
 

 
 

 
Figure 2.1-1 Connect Manage Main Screen 

 
 

Bottom side panel contain Legends for highlighted 
Tickets: 
 

a) Burst SLA will be highlighted in red. 
b) SLA will be burst in 4 hours will be 

highlighted in yellow 
c) Not overdue SLA will be highlighted in 

green 
d) NO SLA tickets will be highlighted in grey 

 



`  

Connect Manage  
Quick Guide 

 
 

 

© 2011-2017 Pharmaniaga Logistics Sdn Bhd (PLSB) 

  PhIS_CPS_CM ConnectManage_Quick_Guide_v1.3             

                             Page 6 

3.0 Using Connect Manage 

 

3.1 Search Ticket 

To search ticket, perform the steps below: 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 3.1-1 Search Ticket Page 

 

 

Search Ticket Page 

 
This page will display searched ticket based on 
criteria selected by user 

 
STEP 1 

Click on  button at Incident Main Screen 
 

STEP 2 
To search for existing ticket(s), you may search by 
criteria as follow: 

a) Ticket No   b) Title 
c) Title         d)  FSR No 
e)   Asset ID   f)  Serial No 

   g)  Facility      h)  Main Ctegory 
i)  Category     j) Sub Category 
k) Application Module 
l) Status: 

- Oustanding 
- Resolved 
- Closed 

  m)   Date range 
 
STEP 3 

 Click on the   button after input criteria  
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Note 
The result display will be based on the entered criteria 
as shown in Figure 3.1-2. 
 
 STEP 4 
Double click on the selected record details listed down 
as per Figure 3.1-3  
 
 
Note 
The details of the Ticket screen will be displayed as 
per figure 3.1-4 
 
 

Incident Ticket Information 

User will find all the logged details inside Incident 
ticket Information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3.1-2 Search Criteria 

Figure 3.1-3 Search Result 

Figure 3.1-4 Ticket Detail 

Figure 3.1-3 Search Result 
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3.2 File Upload 

To upload a file, perform the steps below: 
 

 
 
 
 
 

 
Figure 3.2-1 File Upload 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 3.2-2 Upload New File 
 
 
 

 
Figure 3.2-3 File Upload Notification 

 

File Upload 
 

 
 
STEP 1 
Inside Incident Ticket Information, user may view 
existing File Upload. User also able to add attachment 

by clicking button . Figure 3.2-2 will be 
displayed 

 
STEP 2 
To view existing attachment, click link preview or 
download as per figure 3.2-1 
 
Note 
User will find the file upload notification alert in Incident 
ticket information as shown in Figure 3.2-3 
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3.3    Print Form 
                  To print form, perform the steps below: 
 

  
 
 

 
 

Figure 3.3-1 Print Form screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Print Form 
___________________________________ 
 
STEP 1 

Click on the button to view the Print 
Form in pdf version. 
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       Figure 3.3-2  Print Form 

Print Form  
___________________________________ 
 
Note 

 The Print Form will be displayed as per Figure 
3.3-2. 
 

 Information displayed in Print Form inherit from 
Incident Ticket Information 
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4.0 List of MOH Reports 

 
 
 
         List Of MOH-Reports 
 

1) Weekly Report 
a. Helpdesk weekly report 
b. Incident Ticket – Weekly listing report 
c. Request – Weekly listing report 

 
2) Monthly Report 

a. Helpdesk monthly report 
b. Incident Ticket – Monthly listing report 
c. Request – Monthly listing report 

 
3) AD-HOC 

a. Helpdesk Report by Category 
b. Helpdesk Report by Status 
c. Incident Report by Category 
d. Asset Management Report – Summary 
e. Asset Management Report – Detail 
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5.0 MOH Reports 

Example of Reports that can be Generated by facility: 
 
5.1 – Helpdesk Weekly Report 

 

               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 5.1-1 MOH Report Module 
 

 
MOH Reports 

_______________________________________ 

 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.1-1 
 
STEP 2 
Select the search criteria. 
For example ; MOH – Helpdesk Weekly Report 

a) Show SLA Only > Show All or Yes 
b) Select other search criteria if any (mandatory 

field in yellow) 
c) Date Range > example : 01/02/2015 to 

08/05/2015 
 

STEP 3 

Click on the  button to show the report 
in pdf format 
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Figure 5.1-2 MOH Report Outcome 
 

 

 
MOH Reports 

_______________________________________ 

 
Note 
Report outcome as shown in Figure 5.1-2. Report 
format is in pdf. For Helpdesk Weekly, Monthly, 
Incident Weekly and Monthly are able to generate in 
excel format 
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5.2 - Helpdesk Report By Category   

 
 

 
 

Figure 5.2-1 MOH Report Module 
 

 

 
MOH Reports 

_______________________________________ 
 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.2-1 
 
STEP 2 
Select the search criteria. 
For example ; MOH – Helpdesk Report by Category 

a) Show SLA Only > Show All 
b) Select other search criteria if any 
c) Date Range > example : 01/02/2015 to 

08/05/2015 
 

STEP 3 

Click on the  button to show the report 
in pdf format 
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Figure 5.2-2 MOH Report Outcome 

 
 

 
MOH Reports 

_______________________________________ 

 
Note 
Report outcome as shown in Figure 5.2-2. Report 
format is in pdf.  

 
 

 
 



`  

Connect Manage  
Quick Guide 

 
 

 

© 2011-2017 Pharmaniaga Logistics Sdn Bhd (PLSB) 

  PhIS_CPS_CM ConnectManage_Quick_Guide_v1.3             

                             Page 16 

5.3 – Helpdesk Report By Status 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

Figure 5.3-1 MOH Report Module 
 

 
 
 
 
 
 

 
MOH Reports 

_______________________________________ 
 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.3-1 
 
STEP 2 
Select the search criteria. 
For example ; MOH – Helpdesk Report by Status 

a) Select Facility 
b) Category > select all, sub category > 

select all  
c) Date Range > example : 01/02/2015 to 

08/05/2015 
 

STEP 3 

Click on the  button to show the report 
in pdf format 
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Figure 5.3-2 MOH Report Outcome 
 

 
 
 
 
 
 

 
MOH Reports 

_______________________________________ 

 
Note 
Report outcome as shown in Figure 5.3-2. Report 
format is in pdf. 
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5.4 – Incident Report By Category 

   
Incident Report by Category 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 5.4-1 MOH Report Module 
 

 

 
MOH Reports 

_______________________________________ 
 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.4-1 
 
STEP 2 
Select the search criteria. 
For example ; MOH – Incident Report by Category 

a) Select Facility  
b) Category > select all, sub category > select 

all  
c) Date Range > example : 01/02/2015 to 

08/05/2015 
 

STEP 3 

Click on the  button to show the report 
in pdf format 
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Figure 5.4-2 MOH Report Outcome 
 
 

 
MOH Reports 

_______________________________________ 

 
Note 
Report outcome as shown in Figure 5.4-2. Report 
format is in pdf. 
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5.5 – Asset Management Report - Summary 

 

 

 

 

 

 

 

 

          

 

 

 
      
 
 
 
 
 
 
 
 
 
 
 
                                     
 
                              

Figure 5.5-1 MOH Report Module     

 
MOH Report 

_______________________________________ 

 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.5-1 
 
STEP 2 
Select the search criteria. 
For example ; Asset Management Report - Summary 

a) Select Facility 
b) Select category if only need to check summary for 

certain hardware, if need to view all, just leave the 
field as ‘please select’ 

c) Report format in PDF or Excel 
 

STEP 3 

Click on the  button to show the report  
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Figure 5.5-2 MOH Report Outcome 
 
 
 
 
 
 
 
 
 

                                                                                            

 
MOH Reports 
_______________________________________ 
 
Note 
 
Report outcome as shown in Figure 5.5-2. Report format is 
in pdf.                                                   
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5.6 – Asset Management Report - Details 

 
 
 
 
 
 
 
          
 
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  
 

       Figure 5.6-1 MOH Report Module 
  
 
 

 
MOH Report 

_______________________________________ 

 
STEP 1 
Click on ‘MOH Report” from left menu. 
Reports Module page as shown in Figure 5.6-1 
 
STEP 2 
Select the search criteria. 
For example ; Asset Management Report - Detail 

a) Select Facility 
b) Select category if only need to check detail for 

certain hardware, if need to view all, just leave the 
field as ‘please select’ 

c) Report format in PDF or Excel 
 

STEP 3 

Click on the  button to show the report  
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Figure 5.6-2 MOH Report Outcome 

 
MOH Reports 

_______________________________________ 
 
Note 
Report outcome as shown in Figure 5.6-2. Report format is 
in pdf. 



`  

Connect Manage  
Quick Guide 

 
 

 

© 2011-2017 Pharmaniaga Logistics Sdn Bhd (PLSB) 

  PhIS_CPS_CM ConnectManage_Quick_Guide_v1.3             

                             Page 24 

6.0 – Online SLA Verification 
 

 
 
 

SLA and SLG Reports 
 

 

  
Figure 6.0-1 SLA Report Module 

 

 
SLA Verification Report 

_________________________________________ 
 
STEP 1 
Click on ‘SLA & SLG Reports” from left menu. 
Reports Module page as shown in Figure 6.0-1 
 
STEP 2 
Select the search criteria. 
For example ; 

a) Reports Type > SLA, SLG or NON SLA 
b) Facility State  
c) Facility (depending on selected state)  
d) Month > example : April 2017 
 

STEP 3 

Click on the  button to show the available report in 
PDF format 
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Figure 6.0-2 SLA Report Search Result 
 
 
 
 
 
 
 
 
 
 
 

 
SLA Verification Report 

_________________________________________ 
 

Note 
The result display will be based on the entered criteria as 
shown in Figure 6.0-2 
 
STEP 4 
 

Click  button under Action field to start 
download the report 
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Figure 6.0-3 SLA Report Outcome 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

SLA Verification Report 
_____________________________________________ 

 
Note: 
Report outcome as shown in figure 6.0-3 is in PDF 
format. 
 
Once SLA Monthly Report downloaded, for onsite cases, 
verify the Reported, Appointment, Arrival and Resolved 
date and time. For remote access cases, verify the 
Reported and Resolved date and time. 
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Figure 6.0-4 Search Report Result 

 

 
Figure 6.0-4(1) 

 

 
SLA Verification Report 

_______________________________________ 

 
STEP 5 
 

Click on  button, another screen will prompt 
out and user can choose to print out “Borang 
Pertikaian” or to save the document. 
 
 
STEP 6 
 

Click  buton and another screen will prompt out 
as shown in Figure 6.0.5(1) and 6.0.5(2) 
 
Note: 
User will need to print out ‘Borang Pertikaian”and fill 
in all the information needed. Once done, user will 
stamp company chop and sign. 
Scan a copy of the complete “Borang Pertikaian” and 
save in the computer.  
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Figure 6.0-5(1) Borang Pengesahan SLA 
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Figure 6.0-5(2) Borang Pertikaian 
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Figure 6.0-6 Report Search Result 

     
 
 
 
 
 
 
 
 
 
 
 

 

 

SLA Verification Report 
_____________________________________ 

 
Repeat STEP 1 to STEP 3  
 
STEP 7 
 

Click  button to do the SLA online verification 
as shown in Figure 6.0-6 
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Figure 6.0-7 SLA Verification    

 
 

   
Figure 6.0-8 Information Alert Message 

 

 
 

SLA Verification Report 
________________________________________ 
 
STEP 8 
 
Click the radio button after the SLA Monthly Report 
verified either agreed to proceed with OR without 
dispute. 
 
STEP 9 
 

Click  button to choose  “Borang 
Pengesahan” and proof (for dispute) such as 
screenshot from Incident ticket or FSR form. 
 
STEP 10 

 

Click  to upload the file choosen  
 
STEP 11 
Fill in the information accordingly 
The details are: 

a) Nama : 
b) No Kad Pengenalan : 
c) Jawatan : 

 
If user missed any of these field, system will show 
message as in Figure 6.0-8 
 
STEP 12 
After all the information filled in and doc uploaded, click 

 to proceed. 
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Figure 6.0-9 SLA Verification Screen 

 

   
 

Figure 6.0-10 Information Alert Message 

 

 
SLA Verification Report 

 
 

Note: 

Click  to add document to attach or click 

 if there is no more amendment or changes to 
be make. 
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Figure 6.0-11 Final Verification Form 

 
 
 

 
SLA Verification Report 

_______________________________________ 
 
Once user has click OK, system will generate Final 
Verification Form for user reference as shown in Figure 
6.0-11 Form report in pdf format. Once user has 
submitted and confirmed on the verification, it is final 
and unable to be amended anymore. 
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Figure 6.0-12  Search Report Result 

 
 
 
 
 
 
 
 
 
 

 
SLA Verification Report 

_______________________________________ 
 
Once the verification completed, the 'Verify' button will 
change to 'Verified' as shown in figure 6.0-12 

 


