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User guideline

IRIS-FINSSO

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

Submit New Request

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

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

os®
J

‘RIS2

Integrated Requisition & Interactive “ervicedesk

IRIS2 Service IRIS2 Self Service IRIS2 Service

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

Mgmt, Change Mgmt, Problem
Mgmt & Request Mgmt
(Based on ITILv3 framework)

Page 2

© Copyright 2023



https://iris2.tm.com.my/

User guideline —
IRIS-FINSSO ﬁ
via Self-Service Portal (ess.do) I M

Input Username and Password. Then click Login button.

J

% Forfirst time login —Input Username without Password then system will auto prompt to reset password.
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++++++  SERVICE MANAGER

English v

LOGIN

Change Password

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

Please enter the following password information.

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

YAl
- IR
« Bullefin

Service Catalog |

o

Subscriptions

System Bulletin 29/01/2023

Survey

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

[w]}

Miscellaneous

b IRIS Admin

Submit IT/Finance S50 Request A

View Open Requests

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

Find a Request Dear SPORATMSWIFT.CASEWSOZ and SPICE ai Users

Approval Inbox Flease be infaormed that there will be planned deployment as fallows:

Change Password
1 SPORA

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

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

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

T Ty

Select the Category Name

‘ Select Interaction Category

@ Cancel i

Name 4 Description % Active =
I Account Payable FINSSO Only-Enguiries on matters related to payment. post payment activities. bulk payment. petty cash. bank guarantes and corporate car..  true
Capital Project & Asset Accounting FINSSO Only-Enguiries on matters related to asset tagging & verification, asset retirement, asset update & maintenance, reporting, ROU &i...  true
General Ledger FINSSO Only-Enquiries on matters related to non-trade AR, journal and GL balance & compliance. Note: Request on these services may bei..  true
Other Services FINSSO Only-Enguiries related to Finance S50 Service Level Agreement and finance system support true
TM incident General IT issue-Enquiries on matters related to IT system, Netwark, Infra and Application Note: Request on these services may be initiated . true
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via Self-Service Portal (ess.do)

Input the information in Generaltab

R/

Create New Inferaction
* Back E-'-.I- Submit i Apply Template
A red asterisk (%) indicates required information..

Contact Information

«» Service Recipient, Contact Name and Service Category is auto populated in the form

Service Recipient : * | [IAZLINA BINTI JAMALUDIN-V00321

| Netify By :* [ Email

Contact Hame: * ‘ JAZLINA BINTI JAMALUDIN-VOQ321

= E-mail address: [ ieztinzjemaludingvadz.com

Telephone

General Atiachment - O file(s) attached

.
Category- | Account Paysble

El

Subcategory:* |

El

Arez* |

El

Sub-Ares: |

El

Title®

Description *

Input the information in Details tab

Create New Inferaction
4 Back B submit Apply Template
A red asterisk (7} indicates required information...

Contact Information

Service Recipient -* | JAZLINA BINTI JAMALUDIN-Y0O321

|§?| Motify By :* | E-mail

Contact Name:* | JAZLINA BINTI JAMALUDIN-VOO321

| §| E-mail addres=:

[ jezlinajemaludingvads.com

Telephone |

Generzl Derzilz[TO7] Amachment - 0 file(s) artached

Company Code {TM/TM Subsidiary) *
Vendor Name *

Vender No.*

FO Nofinvoice No/EDS Ref Mo, *

Amount *

Requestor Name *
Requestor E-mail *

Reguestor Contact No.*
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Click on Attachment tabto add attachment (if any)
Click on Add Files.. button to select attachment

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

attachment, clickon Open button

Uploaded attachment(s) will be appearedin attachment list

0’0

attachment must be notlargerthan 5MB

Create New Inferaction

%" Back El- Submit ﬁ Apply Template

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

=
A red asterisk (%) indicates required information...
Contact Information
Servicz Recipient:* | JAZLINA BINTI JAMALUDIN-VO0321 ‘§V| Notify By:* | E-mail
Contact Mame:* | JAZLINA BINTI JAMALUDIN-VOO321 ‘§V| E-mail addrass | jazlinzjamaludin@vads.com
Telephene | |
Genersl  Dersils[T07] | | Amschment - O file(s) amached
Mazimum singls atfachment size is: 51200 KB
Add Files. 51200 KB free / 51200 KB toral
[0 File Name Size (KB) Attached By Attached Date Download  Remove
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via Self-Service Portal (ess.do) l M

Click on Submit button to submit the request

R/

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

Create New Inferaction
4 Back| | By Submit | | Apply Template i

A red asterisk (%) i rma1|on,~

Contact Information

Service Recipient - | JAZLINA BINTI JAMALUDIN-VO0521 |§7| Norify By :* | E-mail
Contact Name: * | JATLINA BINTI JAMALUDIN-VOO321 |§7| Emeil sddress | jazlina jamaludin@vads com

Telephona | ‘

Genersl Details[T07] Attachment - 0 file(s) attached

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

irispreciseemail record added.

n 29/00/2023 18:32:06, irispreciseemail record added.

n 29/01/2023 18:32:05, Interaction "SD2197093" added.

N [ - .

29000,/2023 18:25:146, Your session extended successfully.
! 29000,2023 18:25:00, Your inactive session will terminate

in 10 minutes

29001,/2023 18:15:00, Your session extended successfully.
J —~ P - - -

29000/2023 18:14:55, Your inactive session will terminate
‘ in 10 minutes

i 29/01/2023 18:04:38, Your last successful login was on

OO NS T 4 L. TN T
Clear and Close Close
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View User Request: View Open Requests

Click on View Open Requests menu

IV
IRlS SERVICE MANAGER Q | O]
«

Bulletin
W Service Catalog Ok
[ subscriptions
= System Bulletin 29/01/2025
—

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

Hain Menu IRIS Admin

Submit IT/Finance SSO Request B

View Open Reguests

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

Find a Request Dear SPORATMSWIFT.CASEWS02 and SPICE ai Users

Please be informed that there will be planned deployment as follows

1.SPORA

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

Interaction
4" Back 'O Refresh §
Request ID «  Category Date Opened & Siatus & Requested For & User SLA Target Date & Title =
SD21970 Account Pay... 29/01/2023 18:32:02 New JAZLINA BINTI JAMALUDIN... Testing Purpose Only
5021971054 Account Pay.. 29/01/2023 18:48:27 New JAZLINA BINTI JAMALUDIN... Testing Purpose Only
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The incident Details(Non IT) information will be displayed

Interaction: SD2197093

4 Back Q) Update

Incident Details (Non IT}

Request Detail(Non IT)

Contact Information_

Intsraction ID:
Status:

Open Time:

User SLA Target Date:
Requested For:
Submirred By
Matify By:

Service Caregory *
SubCaregory *
Arez*

SubAres

Assignment Group

Title:

Description:

Contact Nama:

| SD2197093 | ‘ JAZLINA BINTI JAMALUDIN-VO0321 |
| New | Department: ‘ VADS Berhad/subscription |
| 29/01/2025 18:32:02 | Phane: ‘ 019-4423345 |
| | Extension: ‘ |
| JAZLINA BINTI JAMALUDIN-VO0321 | E-maik ‘ jazlinajamzludin@vads.com |
| Jazling Binti Jamaludin | Location: ‘ MEMARA TM ONE |
| E-mail | Floor: ‘ Lo |
| Account Fayate |

[ Fament |

| Invoice Srarus |

| |

| FINSSO-AF Invoicing ‘ | FINSSO-AF Invoicing

| Testing Purposs Only

Testing Purpose Only

Click on Details taband the additional information of the requests will be displayed

History Detzils[TO7] Attachment - 1 file(s) attached

Company Cods (TM/TM Subsidiary}

Vendor Name

Vendor No.

PO No.JInvoice NofEDS Ref No.

Amount

Requestor Name
Requestor E-mail

Requestor Contact Mo

[ 2000-Telekom Malaysie Berhad

‘ Testing Testing

1234

‘ 1.00

[ saziina

[ ietlina jomaludingtm.com my

‘ 194473544
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View User Request: View Close Requests

Click on View Closed Requests menu

-Tﬁls SERVICE MANAGER Q 0| Q
«

Bulletin
W Service Catalog ok
[&] subscriptions
m System Bulletin
Survey

29/01/2023

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

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

Miscellaneous

Rian e IRIS Admin
Submit IT/Finance SSO Request EAED
I

e Emmia=s SYSTEM PLANNED MAINTENANCE ACTIVITIES - 30th Jan 2023
Find a Request Dear SPORATMSWIFT.CASEWSOZ and SPICE ai Users

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

1 SPORA

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

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

Interaction
4 Back 'O Refresh

Request ID 4 Date Closed

| SD1155694 14/07/2021 08:45:38
1 25/08/2021 15:29:35
10/09/2021 11:33:56
19/11/2021 08:54:08
09/01/2022 15:19:31
12/01/2022 14:27:02
02/08/2019 16:49:06
06/01/2023 11:29:07
16/01/2023 14:58:11
12/01/2023 14:50:19
29/08/2019 13:58:11
14/01/2020 16:38:28
07/04/2020 10:59:38

Description

Testing Only - please ignare (ITSC)
Problem: System and reserve file used more f...

Register DNS for IRIS SP Server | *"Title from
cannot access

Request fo install | 1. Fortinet client VPN and _.

Request to install | 1, Fortinet client VPN and ...
TM CONE Box Registration | *Title from relate...

HP ProBook 440 G& | SCD141G9PT | EUC-H...

UAT - Testing Only | **Title from related Requ_..
AT - Testing Only | *~Title from related Regu...
DLCM/PLCM Issue Form (Please assign ticket
DLCM/PLCM lssue Form (Please open ticket ..

received error message | *"Title from related I..
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The incident details information will be displayed

Interaction- 502197104

Service Segment.

4 Back  Bp Resubmit

Conracr Mame: ‘ JAZLINA BINTI JAMALUDIN-VO0321 ‘
Request 1D ‘ SD2197104 ‘

Department: ‘ WADS Berhad/subscription ‘
Urgency: ‘ ‘

Phone ‘ 019-8423344 ‘
Status: ‘ Closed ‘

Extension: ‘ ‘
Requested For: ‘ JAZLINA BINTI JAMALUDIN-V00321 ‘

E-maik ‘ jazlinajsmaludin@vads.com ‘
Open Time: ‘ 29/01/2023 18:48:27 ‘

Location: ‘ MENARA TM ONE ‘
Submitted By: ‘ JAZLINA BINTI JAMALUDIN-V00321 ‘

Floor LT |
Notfy: [ E-mei |
Service: ‘ ‘ Order/SR/TT/Ref: | ‘ Q
. [Py \ | |
Subarea: ‘ Invoice Status ‘ | ‘
Problem Type ‘

Title:

Descriprion:

‘ Testing Purpose Only

Testing Purpo:

=& Only

Click on Resolution tabandthe solution of the requests will be displayed

Title:

Drescription:

Testing Purpose Only

Testing Purpose Cnly

History | Resolution | Attachment - 1 file{s) attached

Dear Vendor,
The invoice has been posted.

Thank you.
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Update Requests: Update Tickets

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

Inferaction: 502199439

4 Back | O Update

Incident Details (Non IT

Request Detail(Mon IT) Contact Information...

Interaction ID | SD2100439 | Contact Name: | JAZLINA EINTI JAMALUDIN-VO0321 |
Status: | New | Department: | VADS Berhad/subscription |
Open Time: | 30/01/2025 22:14:32 | Phene: | 019-5425348 |
User SLA Target Date | | Extension | |
Requested For: | LAZLING BINTI JAMALUDIN-ADO3 22 | E-mail: | jazlinajamaluding@vads.com |
Submirred By- | Jazlina Binti Jamaludin | Location | MENARA TM ONE |
Notify By: [Emai | Flees [wee |
Service Category * | Account Payshle |

SubCategory * | Payment |

Area* | Payment Status |

Subfirea | |

Assignment Group | FINSSO-Helpdesk | ‘ FINSSO-Helpdesk

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

R

Interaction: S0D2199439

4 Back E-.r Save & Exit E} Cloze Reguest

Put Your Update Here... Derails[TOS] Attachment - 1 file(s) attached

% User will receive email notification with subject “FINSSO Interaction SD[Ticket No] is updated”

Testing Te5ting_|
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Update Requests: View Update Tickets

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

Interaction

%' Back O Refresh
Request ID = Category Date Opened & Status 2 Requested For &  User SLA Target Date & | Title =
TMGP 30/01/2023 13:12:533 MNew JAZLINA BINTI JAMALUDI.. Testing Purpose Only
TMGP 30/01/2023 15:34:50 New JAZLINA BINTI JAMALUDL.. Testing Purpose Only
Account Payable 30/01/2023 22:14:32 User Responded JAZLINA BINTI JAMALUDI... Testing Purpose Only
. . . “ ") . . . N
Click the request ticket (with “User Responded” status) to view the details. Click on History taband the
. e . . . “ ” . .
Activity Log of the requests will be displayed. Click the “Update from customer” to view the details.
o . .
% Click OKor Cancel button to go back to previous page
Hisrary Details[TOF] Attachment - 1 file(s) attached
Date/Time ¥ | Type ¥ | Operator ¥ | Description - Q
50/01/2023 22:35:40 | Update from customer Jazlinz Binti Jamaludin Testing Testing..
Status Change Jazlinz Binti Jamaludin Status changed to "User Responded”
Open Jazlinz Binti Jamaludin Testing Purpose Cnly
Artachment Added Jazlinz Binti Jamaludin Attachment *Calendar - 2022 TM Leave Planpdf® added.
Activity
ok [%]cCancel | + Add B Save X Delete i
Activity Log - Service Desk
Interaction 1D SD2199439
Date of Activiry: I 30/01/2023 22:25:40 | Activity Type: | Update from customer |
Recording Operator: | Jazlina Binti Jamaludin ‘ Activity Number: | 00LA18286082 |
igible to Customer?
Description of the Activity Performad:
Testing Testing_
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Close Requests Tickets

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

information

Interaction: 3D2197093

4 Back | &9 Update
Incident Details {Nen IT)

Request Detail(Non IT)

Contact Information...

Interaction ID:

Status:

Open Time:

User SLA Target Date:

Requested For:

Submitred By:

Motify By:

Service Category *

SubCategory *

Arza

Subhrea

Assignment Group

| SD21970903

[

| 29/01/2023 18:32:02

| JAZLINA BINTI JAMALUDIN-VOQ321

| 12zine inti J2maludin

[email

[ ccount Payble

| Invoice Status

Contact Mame:

Department:

Phone:

Extension:

E-mail:

Location:

Floor:

| JAZLINA BINTI JAMALUDIN-VO0321

[ veos erhedizubscription

| 019-44235544

[ iezlina jmaludingradzcom

| MEMARA TM OME

| L9

| FINS50-AP Inveicing

| FINSSO-AP Invoicing
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Click the Close Request buttonto close the ticket

Interaction: SD2197093

% Back [ savesExit C} Close Request

Incident Derails

Request Detail

Request ID: | SD2197093 | Service Category * | Account Payable

Status: | Newr | Sub Category * | Payment

Requested For: | JAZLINA BINTI JAMALUDIN-VOD5Z1 | Ares® | Invoice Status

Open Time: | 29/01/2023 18:32:02 | Subares |

Submirted By- | JAZLINA BINTI JAMALUDIN-VOD5Z1 | Assignment Group | FINSS0-4F Invoicing |

Norify: | E-mail |

Telephone | |
Title: | Testing Purpose Only | Payme |
Description: Testing Purpase Only Imvoice

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

R

Requests lists once the ticket closed

SD2197093

4 Back E""+ Submit

A red asterisk () indicates required information.

Select the reason for closing this request

i

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

@ Mo lenger having the problem

O Other
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