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1. System Overview
1.1. Introduction

This user manual consists of six chapters: System Overview, System Access, Using the System,
Report, FAQ & Troubleshooting and Contact Us.

Chapter 1 - Provides a general overview of the system.

Chapter 2 - Details how users can obtain access to the system.

Chapter 3 - Provides a detailed description of functions, processes or roles available.

Chapter 4 - Provides a detailed description of the usage of the report and the generation of
reports.

Chapter 5 - Lists frequently asked questions and answers to those questions and some
troubleshooting guides for common issues of the system.

Chapter 6 - Provides a complete contact information to get help and support for the system.

Page: 11
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1.2. System Requirement

The minimum system requirements are as follows:

Item

Requirements

Processor Core i5 or above
Operating System Windows 8 or higher
Minimum 4GB
Memory (RAM)
Recommended 4GB or above
Browser Mozilla Firefox 23 or above
Notes :

*  Make sure you run this SMART Enforcement system using Mozilla Firefox version 23 or

above, if you are using other Internet Browser, some error might occur .

Page: 1-2
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2. System Access

This section provides information on the following topics:

Login
Logout

User Account Management

2.1. Login

To login to the system, follow the step(s) below:

1.

Go to eLASIS website, type https://elasis.sarawak.gov.my/ on your browser.

To login to the eLASIS, enter your User ID and Password and then click Login button.

Need assistance? Contact Us or refer 1o our User Guide and FAQ

% Map Sales  Land Registry Search  Land Rent & Premium

Login 10 ELASIS

Single Sign Up [

& services ...
Forgot Password?

Need Help?

Terms and Conditions

Copyright @ 2021 Sarawak Govemment. All Rights Reserved.
This site is best viewed using latest version of Mozilla compatible Iniemet Browser and a resolution of 1280 x 720 or higher

Version 5.7.2 | Last Update: 14 January 2023

- CIIEITD

Figure : 1

Page: 2-1
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2.2. Logout

1. To logout from the system, click Logout button.

A
@ Map Sales  Land Registry Search  Land Rent & Premium -
sssss
Welcome
Order History Prepayment Product Download My Message Rent & Premium
Account
K,f, 2 =8 L 4
~ i ol P
n $ 1
My Application

Figure : 2

2.3. User Account Management
2.3.1. Unlock or Reset Password

To change or reset your password, follow the step(s) below:

1. Click Forgot Password link.

Need assisiance? Contact Us or refer (o our User Guide and FAQ

Map Sales  Land Registry Search  Land Rent & Premium Ll Cart: 0 item (RM 0.00)

rasis

Login fo eLASIS
single Sign Up D
to access all products
e OCCEEEE———
Forgot Password?

Need Help?

Terms and Conditions

Copyright @ 2021 Sarawak Govemment. All Rights Reserved.
This site is best viewed using latest version of Mozilla compatible Infernet Browser and a resolufion of 1280 x 720 or higher

Version 5.7 2 | Last Update: 14 January 2023

2. Enter your Email Address then click Submit button.

Page: 2-2
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Need assistance? Contact Us or refer to our User Guide and FAQ

Map Sales Land Registry Search Land Rent & Premium LAl Cart: 0 item (RM 0.00)

rasis

Forgot your Password?

To reset your password, type the full email address or identity card number you use for your online transaction with us.

Email Address

or

Identity Card Number

Note : If Malzysian, to provide NRIC. eg.800130-13-1111

Terms and Conditions

Copyright © 2021 Sarawak Govemnment. All Rights Reserved
This site is best viewed using latest version of Mozilla compatible Internet Browser and a resolution of 1280 x 720 or higher

Figure : 4

3. Check your email and click on link provided to reset your password.

Page: 2-3
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3. Using The System
3.1. LICENCE APPLICATION — REMOVAL OF ROCK MATERIAL (LIMITED) (LTD)
3.1.1. LTD: New Licence Application by Applicant

User can choose whether to select Individual or Company.

1. Fillin username and password then click Login button.

Need assistance? Contact Us or refer to our User Guide and FAQ

% Map Sales  Land Registry Search  Land Rent & Premium LAl Cart: 0 item (RM 0.00)

Login fo el A
Single Sign Up
1o access all products
& services ...

Forgot Password?

Terms and Conditions

Copyright @ 2021 Sarawak Govemment. All Rights Reserved.
This site is best viewed using latest version of Mozilla compalible Iniernel Browser and a resolulion of 1280 x 720 or higher

Version 5 6.0 | Last Update: 12 November 2021

Figure : 5

2. Under My Application, select Licence Application.

% Map Sales  Land Registry Search  Land Rent & Premium -
My Application /
Renewal of Permission to My Application Licence
Land Lease Deal Status Application
-
A L Ress
. o~ -
8-S % e
Submission of Extraction of Strata Title
Survey Jobs Survey Data Application
% | ]
i i

Figure : 6

3. Once this page appear, you may select which account you want to use.

For this manual reference, proceed with Individual account.

Page: 3-1
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& Individual

%& Company / Organisation

5. Select Licence.

Figure : 7

IL_1 elLASIS Licensee Portal Home Export Paymems°

Total Earth Licences

4

Active

4

Expired

0

Total Sand and Gravel Licences

6

Active

6

Expired

0

Licensee

Profile Location

Total Limited Licences

2

Active Expired

1 1

elasis Licensee Portal | version 1.0

6.

Figure : 8

Under Apply Licence dropdown selection, choose Limited.

_J eLASIS Licensee Portal Home
Home / Licence
Licence
Al sand and Gravel Earth Limited

2= Filters: All Status Selected

Licence Export Paymentso

.

Licensee

Profile Location

Apply License ~

sand and Gravel
SortBy Earth
Limited

Figure : 9

Page: 3-2
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L E

7. Fill in details below and click button.

3 elasisLicensee Portal  Home  Licence  Export  Payments® Licensee Profile  Location

@ z

e appiicam infarmasion

---Please Select-- -

Applicant Profile+:

lual - Public User Test Account #1
Licence Type*: APPLICATION FOR REMOVAL OF LIMITED LICENCE
Land Description*

Locality Deseription*:

Application Purpose:

Figure : 10

8. Applicant Information page will be displayed. Click on ‘ button to proceed.

IL_1 eLASIS Licensee Portal Home Licence Export Paymemso Licensee Profile Location

3 4 5

s Baciamation Infarmaton Supparing 0

Licence Type: APPLICATION FOR REMOVAL OF LIMITED LICENCE

KUCHING
Disclosure

This application must be completed clearly and accurately. All documents mentioned in Supporting Document section are required 1o be attached. Allincomplete
unclear, inaccurate and without supporting documents applications will be rejected

Land and Survey Department, Sarawak, reserves the rights and authority to accept or reject and will not be responsible for any loss that may be borme by
applicant.

Applicant Information
Name *
Applicant Type *
Identity Type *
Identity Card No*

Mobile No.* (+60) Malaysia -

Figure : 11

L1 eLASIS Licensee Portal Home  Licence  Export Paymemse Licensee Profile  Location

Email

Address*

Postcode*

City*

State*

Th

eLasis Licensee Portal | version 1.0

Page: 3-3 ]
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9.

“‘Update successfully” message will be displayed. Under Rocks Materials

Transfer/Waste Site Information, click on “ button.

, T U T

ﬂeUSISLIunsasPaml Home Licence  Export Paymems° Licensee Profile  Location

- Updated successfully.
@ = = : 0 :

Lisence Type Applicant Informaion Rock and Materials
Site Information

Licence Type: APPLICATION FOR REMOVAL OF LIMITED LICENCE Division: KUCHING

Rocks Materials Transfer/Waste Site Information

No. Land District

No Record Found

Back Next

Figure : 13

10. New Rocks Materials Transfer/Waste Site Information tab will appear. Fill in the details

required then click on button to proceed.

New Rocks Materials Transfer/Waste Site Information

‘Owner/Claimants Details
Owner/Claimants Name* ‘ |
Identity Type * ‘ WN KP = |
Identity Card No* ‘ |
Address* ‘ |
\ |
Mobile No.* ‘ (+60) - |

Site DetailsY

Reason of Transferv’

11. Click

button to proceed next page.

Page: 34
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LD eLASIS Licensee Portal Home  Licence  Export Paymenlso Licensee Profile  Location

w w
Licence Type Applicant Infor Supporting Documents
Licence Type: APPLICATION FOR REMOVAL OF LIMITED LICENCE Division: KUCHING

Rocks Materials Transfer/Waste Site Information

No. Land District
B i@t
Back “ _
Copyright & 2023 | Best viewed in 1024x 768 resolutions (o higher) using Mozillz Firefax 3.0+ elasis Licensee Portal | version 1.0

Figure : 15

12. “Updated successfully” message will be displayed. Under Site Reclaimation Information

page, fill in the required details then click on “ button.

0 elASISLicensee Portal  Home  Licence  Export  Payments® Licensee Profile  Location Ao P

- Updated successfully.

@ o o @ : ‘

Lisenca Type 2zpic Rock and Matarisis Transfar/Wasts  Site Rec! o Supparting Dosuments Acknowledgement
Site Information

Licence Type: APPLICATION FOR REMOVAL OF LIMITED LICENCE Division: KUCHING

Site Reclaimation Information

Owner/Claimants Name* |
Identity Type * WN KP
Identity Card No*

Address*

Figure : 16

13. “Updated successfully” message will be displayed. Under Supporting Document page,

upload relevant documents by clicking on Drop files here or browse link to select

report document.

Page: 3-5
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I eLASIS Licensee Portal Home  Licence  Export Paymenlso Licensee Profile  Location

= Updated successfully.
o o o o o ‘

Lizencs Type Applicant Informaticn Rack 2nd Materiziz / =
St Information
Licence Type: APPLICATION FOR REMOWAL OF LIMITED LICENCE Division: KUCHING
Supporting Documents

Maximum file upload: 50 MB
Allowed file types: jpg, jpeq, png, gif, pdf

Please ensure documents pertaining APPLICANTS INFORMATION are accurate and is updated in Licencee Profile

Applicant Details

bill-20221115111016.pdf

1. Copy of MyKad

Site Details

2. Copy of site map (complete with location)*

Figure : 17

14. Click on “ button to proceed to next page.

15. “Update successfully’” message will be displayed. Under Acknowledgement page,

checked on acknowledgement checkbox then click on

1.1 eLASIS Licensee Portal Home  Licence  Export Paymentse Licensee Profile  Location

+ Updated successfully.

Licence Type ApplicantInformation  Rock and Materials Transfer/Waste St Reclamation Information Supporting Documents Acknowledgement
‘Sie Information
Licence Type: APPLICATION FOR REMOVAL OF LIMITED LICENCE Division: KUCHING
Acknowledgement

Hereby, | acknowledge the information provided in this application form, together with the supporting document are

ﬁ genuine. If any of the information provided were untrue, this application or the licence will be revoked automatically. The
Land and Surveys Department reserves the right and authority to consider this application and will net entertain any
refund of cost or loss in this application.

16. Click button to confirm submitting the application.

Page: 3-6
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oSS

.0 eLASIS Licensee Portal  Home| 172.26.80.146:8002 says lation

Are you sure ta submit application?

| e ﬁ Caneel
Licence Type: APPLICATIO KUCHING
Acknowledgement
Hereby, | acknowledge the information provided in this application form, together with the supporting document are

genuine. If any of the information provided were untrue, this application or the licence will be revoked automatically. The
Land and Surveys Department reserves the right and authority to consider this application and will not entertain any
refund of cast or loss in this application

- [EEEe—0

edin 10247 elasis Licensee Portal | version 1.0

or higher) using Mozill Firefo

Figure : 19

17. “Application submitted successfully” message will be displayed.

1 eLASISLicensee Portal Home  Licence  Export Paymentso Licensee Profile  Location

= Application submitted successfully.

Home / Licence

Licence

All Sand and Grave! Earth Limited Apply License

Figure : 20

Page: 3-7



. SMART Enforcement System
o oNalns System Version 1.0

3.1.2. LTD: Accept Offer by Licensee

User can choose whether to select Individual or Company.

1. Fillin username and password then click Login button.

Need assistance? Contact Us or refer to our User Guide and FAQ

Map Sales Land Registry Search Land Rent & Premium Al Cart: 0 item (RM 0.00)

Casis

Login fo eLASIS
Single Sign Up
to access all products
& services

Forgot Password?

Need Help?

Terms and Conditions.

Copyright © 2021 Sarawak Govemment. All Rights Reserved.
This site is best viewed using latest version of Mozilla compatible Intemet Browser and a resolution of 1280 x 720 or higher

Version $.6.0 | Last Update: 12 November 2021

Figure : 21

2. Under My Application, select Licence Application.

Map Sales  Land Registry Search  Land Rent & Premium -
tasis
My Application /
Renewal of Permission to My Application Licence
Land Lease Deal Status Application

8 e g 0

Submission of Extraction of Strata Title
Survey Jobs Survey Data Application

4 5

3. Once this page appear, you may select which account you want to use.

4. For this manual reference, proceed with Individual account.

Page: 3-8
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e ndividual %8 Company / Organisation
-

5.

Figure : 23

Select Licence. Locate licence appliation card. Statis is changed to Offer Letter Ready.

Click on dropdown and select Offer Letter Acknoledgement.

I_1 eLASIS Licensee Portal Hom Export Paymentse Licensee Profile  Location P
1 —

License ID or Applicat Search SortBy License D v

= Filters: All Status Selected v

DRAF # offer Letter Acknowledgement
Public Adg

NO PROJECT NAME FOUND

Licence Term: 0 years Offer
Licence Valid lj,' - Letter
Ready

Licence No.

LTD/1D/21/2022

Public Application Sub. Ref.: LC.2022-000130
Internal Case Ref. LG/1D/60/2022

NO PROJECT NAME FOUND

Licence Term: 1 year :
Licence Validity: 10-02-2023 -“"'”E

Licence No.

LTD/1D/22/2022

Public Application Sub. Ref.: LC.2022-000132
Internal Case Ref.: LC/1D/60/2022-1

NO PROJECT NAME FOUND

Licence Term: 1 year :
Licence Validity: 11-04-2023 -""h"E

APPLICATION FOR LICENCE
0 REM R

MATERIAL (LIMITED)

Public Application Sub. Ref.: LC.2022-000138

NO PROJECT NAME FOUND

Licence Term: O years
Licence Validity: -

6. To accept the Offer Letter, click on Yes then click on Submit button.

Page: 3-9
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L1 eLASIS Licensee Portal Home Licence Export Paymenlso Licensee Profile Location P

Nama Pemohon
No. Kad Pengenalan/
No.

Pendaftaran Syarikat ~ :

Alamat surat menyurat

Tawaran ini adalah tertakluk kepada persetujuan ke atas perkara dan bayaran seperti berikut ;
fa) Tapak lesen H |

Accept the offer letter?

ﬁ-m

o I

elasis Licensee Portal | version 1.0

Figure : 25

Proceed to make payment after accepting the Offer Letter.

. Click on Payments tab.
9. Locate payment record under Pending Payments tab and click on

button.
L1 eLASIS Licensee Portal Home  Licence  Export Paymemso Licensee Profile  Location P
Home / Payments o
Payments
Pending Payments Payment Completed
Show | 10w entries Search:
No. Licence ID Application Purpose Amount (RM) ~ Payment Status 2
Submission Ref. : LC.2023-000034 fﬁ'::f:;f’” foletcalo bt BHEd 1500 Pending Payment Make Payment

Figure : 26

10. Payment Details page will be displayed. Select any payment method.

Page: 3-10
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[_I eLAsiS Licensee Portal Home  Licence  Export Paymenlso Licensee Profile  Location

P
Payment Details
No. Code Item Total (RM)
1 219 PREF/FEE FOR LIC TO REMOVE ROCK MATERIAL
Jumlah RM

Payment Medium

Please select a channel to make your payment

Internet Banking & Credit/Debit Card e pay-‘\:()“{

Individual Prepayment Account

LEU ) SARAWAK PAY

Back Cetak Bil untuk Bayaran di Kaunter LSD

2023 | Best viewed in 1024x

+ higher) using Mozilla Firefox 3.0+

elasis Licensee Portal | version 1.0

Figure : 27

11. Once you have successfully made payment, page as below will be displayed.

L_1 eLASIS Licensee Portal Home Licence Export Paymenlso Licensee Profile  Location P
s You have made payment successfully.
) Congratulations! You have made payment successfully via Prepayment Account.
Payment Details
Total Payment (RM) RM
Balance Amount RM
No. Code Item Total (RM)
1 219 PREP/FEE FOR LIC|
Ok, Terima Kasih
RM

Payment Completed

Payment Receipt Back

2023 | Bestviewsdin 1024 %

elasis Licensee Portal | version 1.0

Figure : 28

Page: 3-11
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3.1.3. LTD : Accept Licence by Licensee

User can choose whether to select Individual or Company.

1. Fillin username and password then click Login button.

Map Sales

Casis

Land Registry Search

This site is best viewed using latest version of Mozilla compatible Iniemet Browser and a resoluiion of 1280 x 720 or higher

Land Rent & Premium

Login o eLASIS

Single Sign Up

to access all products

& services ...

Forgot Password?

Need Heip?

Terms and Conditions.

Need assistance? Contact Us or refer o our User Guide and FAQ

Copyright © 2021 Sarawak Govemment All Righis Reserved.

Version 5.6.0 | Last Update: 12 November 2021

* CINIEIEED

Figure : 29

2. Under My Application, select Licence Application.

Map Sales

Lasis

Land Registry Search

Renewal of

Land Lease

s

Submission of
Survey Jobs

Li%

Land Rent & Premium

Permission to
Deal Status

Extraction of
Survey Data

My Application

My Application

Strata Title
Application

Licence
Application

LR o 0 e v 000)

-

3. Once this page appear, you may select which account you want to use.

Figure : 30

4. For this manual reference, proceed with Individual account.
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& incividua 48 Company / Organisation

Public User Company #4

Figure : 31

5. eLASIS Licensee Portal page will be displayed. Select Licence.

L) eLASIS Licensee Portal  Home Export Paymemso Licensee Profile  Location P

Total Earth Licences Total Sand and Gravel Licences Total Limited Licences

Active Expired Active Expired Active Expired

3 1 6 0 0 2

Figure : 32

6. Locate licence application card. Status has change to Active. Click on and select

Download Licence.

E_1 eLASIS Licensee Portal Home Export F’aymemse Licensee Profile  Location F

earch by License ID or Application Purpose [ searcn | SortBy | License D -

= Filters: Al Status Selected v

——

Licence No. Licence No.
LTD/ID/1/2023 , | i iconce LTD/1D/21/2022 LTD/1D/22/2022
Public Application SublL2 Public Application Sub. Ref.: LC.2022-000130 Public Application Sub. Ref.: LC.2022-000132
Internal Case Ref.:Lc/1p © EXtend Licence Internal Case Ref.: LG/1D/60/2022 Internal Case Ref.: LC/10/60/2022-1
NO PROJECT NAME FOUND NO PROJECT NAME FOUND NO PROJECT NAME FOUND

Licence Term: 1 year Licence Term: 1 year Licen
Licence Validity: 25062024 Licence Validity: 10-02-2023 Licen

erm: 1 year E
alidity: 11-04-2023

APPLICATION FOR LICENCE
TO REMOVE ROCK
MATERIAL (LIMITED)

Public Application Sub. Ref.. L€ 2022-000138
NO PROJECT NAME FOUND

Licence Term: 0 years
Licence Validity: - -

Figure : 33
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4. Report
Not applicable.
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5. FAQ & Troubleshooting
FAQ and Troubleshooting section will answer some basic technical questions and explain frequently

misunderstood topics, features and concepts.
This section provides the following frequently asked questions and troubleshooting information:

FAQ

* How to take a screen capture?

* How to update my browser?

Troubleshooting

* System Access

*  Printing Problem

* System Performance

e User Account Problem

5.1. FAQ

5.1.1. How to take a screen capture?

How to take a screen capture of the entire screen?

Method 1: Using “Print Screen”

Open the window screen you want to capture.

Press PrtSc on your keyboard. This will capture an image of your entire screen and copy it
to clipboard. The “Print Screen” button may be labelled as “PrtScn”, “Prnt Scrn”, “Print Scr”,
or something similar. On a laptop keyboard, you may have to press the “Fn” or “Function”

key to access “Print Screen”.

) 000
QF][Q"I
B e
S0

|:|: llra Hlowl

Open Paint by clicking the Start button ﬁr, clicking All Programs, clicking Accessories

and then clicking Paint.
In Paint, on the Home tab, in the Clipboard group and then click Paste.

Click the Paint button IEI, and then click Save.

Page: 5-1
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© |
2l Save As @
A esktop  » - Search Desktap
\ )| ™ Desktop + P
Organize « Mew folder B (7]
X Favorites 1 MName Size Item type e
B Desktop o . Libraries
& Downloads #d, Homegroup E|
| Recent Places A JESSWILL
18 Computer
.l Libraries € Network
3 Documents J Application File folder
J’-‘ Music , DeCrown File folder
= Pictures ELASIS File folder o
E Videos | =l 4] n b
File name: M e ¥
Save astype: |IPEG (*jpg;"jpeg;” jpe il 0 -
“ Hide Folders [ Save ] [ Cancel ]

6. You may save it on your desktop by clicking (1) Desktop icon and (2) select “JPG” or

“‘PNG” file type.
7. Write down your (3) file name and click (4) Save button.

Method 2: Using Snipping Tools
1. Open the window screen you want to capture.

2. Go to Start >> All Programs >> Accessories >> Snipping Tools.

( c__»‘g Snipping Tool l == | |_ihj1
C% New = Options

Select a snip type from the menu (7]
or click the New button.

L ~

3. Click the “New” icon and then drag your cursor on the area you want to capture.
4. Go to File and click “Save As” to save the file as PNG or JPG file type format.

5. Name your file, browse to the desired folder and then click Save.

Page: 5-2
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5.1.2. How to update my browser?

It is recommended that you update your browser regularly to minimize any security risk posed
by the internet criminals. Security vulnerabilities of your computer may be exploited to gain your
personal information ( including emails, banking details, online sales, photos and other sensitive
information) which could be stolen or destroyed. The following are the steps to update Mozilla

Firefox and Chrome browsers.

A. Update Mozilla Firefox to the latest version.
By default, Firefox is set to automatically update itself but you can also do a manual update.
1. To do a manual update, click the menu El button, click help and select “About Firefox”.

2. The About Firefox window will open and Firefox will begin checking for updates and
downloading them automatically.

3. When the updates are ready to be installed, click “Restart to Update”.

B. Update Google Chrome to the latest version.

1. Click the Chrome menu = on the browser toolbar and select About Google Chrome.

2. The current version number is the series of numbers beneath the "Google Chrome"
heading.

3. Chrome will check for updates when you're on this page. Click Relaunch to apply any
available update.

5.2. Troubleshooting
5.2.1. System Access
Q: Why | cannot access the system?
A: Please read the following to find out the actual cause of the problem.
Q: Can your colleagues access the system using their PC?
A: If yes, the problem is could be your PC.
If no, could be your area network connection is down.
Can you access your email on Sarawaknet?
If no, most likely your network is down, contact SAINS Contact Centre.

Are you granted access to the system?

2 0 2 0

If no, apply to the relevant party to get your access.

If yes, can you try using your colleague's PC?

If you can access the system using other PC, then likely the problem is with your PC.
Q: Can other people access the system using your PC?

If yes, then most likely the problem is related to your account.
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If no, it is confirmed that your PC is having the problem.

5.2.2. Printing Problem

Q

>

: Why | cannot print?
A: Please read the following to find out the actual cause of the problem.
Q: Can you print before?

A.

If yes, check your printer, make sure it is turn on and check your PC network or cable
connection to the printer.

If you cannot ping the printer IP address, most likely the network cable/wireless connection
is down.

If your computer or printer is new, install printer driver in your PC or inform the relevant
people to install for you and configure the printer to be used in your application if applicable.
Can you view the document that you want to print?

If no, check your Acrobat Reader if it is required for viewing and printing the document.
Install Acrobat Reader with the latest version required by your application.

If yes, check the printer whether it is available under the General tab or Printer name drop-

down list. If the printer is not found, install the printer driver.

5.2.3. System Performance

Q: Why my computer is very slow?

A: The most likely causes of your computer slowness are listed below.

If your computer has not been rebooted recently, make sure to reboot it before following any
of the steps below.

Remove or disable any background and startup programs that automatically start each
time the computer boots.

Delete temporary files using the Windows Disk Cleanup utility or other similar utility. You
may delete manually all the files inside the “temp” folder.

Make sure your computer hard drive has at least 200 - 500 MB of free space available for
swap and temporary files.

Run ScanDisk, chkdsk, or something equivalent to check the condition of the computer's
hard drive.

Run Defrag to help ensure that data is arranged in the best possible order.

Scan for spyware and malware using a free version of Malwarebytes.

Scan for viruses using an antivirus program installed on your computer. You can run Trend
Micro's free Housecall online utility to check for viruses on your computer and to remove

them.
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*  Check for any hardware conflicts from the Device Manager.

» Update your windows security and browser plugins regularly to get all the latest updates.

* Update your computer with the latest drivers, especially the video drivers.

* If you have done any of the above steps but your computer is still slow try rebooting the
computer again at this point.

* Upgrade your computer memory. Minimum of 1GB of memory for 32-bit system and 2GB
for a 64-bit system.

* Run registry cleaner on your computer.

* If none of the above solutions resolve your issues, another option is to reinstall Windows
or erase everything on your computer and then start over. Caution: Make sure you backup
your data!

 If your computer continues to be slower than normal after doing all the above
recommendations, it is possible that your computer has a hardware failure such as bad
hard drive, CPU, RAM, motherboard or other component.

* Automatic map drive connection can cause slowness in boot up.

*  Multiple anti-virus programs are installed in your computer.

*  Close all other applications that you are not using.

*  Check your network connection, make sure it is not down. If you cannot open or read your
email, most likely your network is down.

* Uninstall unused software.

+  Empty your Recycle Bin regularly.

* The "high end" computer purchased as new 5 years ago may run the latest version of
Windows, but that doesn't mean that it will do it very well.

* Make sure your computer fan is functioning as an overheating computer can slower its
performance.

» Delete cookies, cache and internet history from web browsers.

5.2.4. User Account Problem
Q: How do | request for an account to access the system?
A: Fill in the Account Request Form and submit to your Section Head for approval. Once it is

approved notify the relevant personnel to create your account.

Q: My account is locked, what should | do?
A: Go to the application login page, click the “Forgot Password” link and follow the required

steps to unlock your account or inform the relevant party to unlock if applicable.
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6. Contact Us
SAINS Contact Centre

SAINS Contact Centre is a customer friendly (24x7) one-stop centre whereby you contact us via

6.1.

various channels listed below for system faults on hardware, software applications, network and

on other required services especially the ones covered in our Service Level Agreements (SLA).

With SAINS Contact Centre, we will be able to respond to your service request more

systematically, quickly and effectively as all the service requests are recorded, tracked and
monitored using d'CROWN.

If you have any service requests and need help or support, please contact us via various channels

listed below.

callcentre@sains.com.my

Online Submission

http://callcentre.sains.com.my

C

Telephone

SAINS Contact Centre
Operational Hours:
(24 hours x 7 days)

Tel: 1-300-88-SAINS
1-300-88-7246

Sabah Support Centre
Operational Hours:
(8.00 am — 5.30 pm; Mon - Fri)

Tel: (60) 88-734550
(60) 88-734560

Fax: (60) 82-442522

Fax: (60) 88-734580
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6.2. Application Improvement Feedback
To help us to improve our system, we provide online feedback form for you to raise your
comments, suggestions or feedbacks related to applications. As a token of our appreciation, we
will give away a fantastic mystery gift every 6 months in June and December to our selected lucky

customer who contributed the most innovative and constructive comments on our application(s).

Notes:

Please use this online feedback function/form to send comments/suggestions for the application
or service only. If you wish to feedback on any technical problems encountered while using the
system, please contact our SAINS Contact Centre.

Send us your comment/suggestion by completing the Online Application Improvement Feedback

Form or by emailing to us using the following email address : feedback@sains.com.my

L
Gy,

The Online Application Improvement Feedback Form is normally found at the System Main Page
for web-based application.

Below are the details on how you can submit your feedback to us:
*  Via WAW Feedback Form

* Via Web-based Feedback Form

* Via Sarawaknet Feedback Form

*  Via Email

6.2.1. Via WAW Feedback Form

Click f at the toolbar. Click Save = once you had completed filling in the form. An email will

be automatically sent to us for our further action.
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": Feedback

6.2.2. Via Web-based Feedback Form

Click Feedback link normally available at the mainpage of the system and click _ button

once you had completed filling in the Application Feedback Form. An email will be automatically
sent to us for our further action.
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Do you have any comments/suggestions for improvement on the SarawakNet Services?

We are very keen to hear any comments / suggestions you may have about our applications. We would be grateful if you could take a few
minutes to fill in this feedback form. We hope through your comments / suggestions, we would be able to enhance our applications to serve
you better. Every six months in June and December, the best comment/suggestion for our applications will be awarded a surprise gift.

Please contact our Call Center if you wish to make a complaint on any problems encountered while using the system. Please use this form to send
comments / suggestions regarding our applications only.

Please note that fields marked with an asterisk (*) must be filled in.

* Feedback Category: | Select One Only ~

* Application Name:

Enter your feedback here.

* Detailed Description:

Your Details
User ID:

* Name: |

* Agency: | Select One Only v

* Station: Select One Only

* Telephone No.: | |

Fax No.: | |

Email Address: |

*VerificationCode: ™ == | e e

Please enter the verification code as shown.

Privacy Statement
We will treat your feedback with utmost confidentiality and will contact you if necessary.

We thank you for your valuable feedback.

' Submit || Save | Print | Cancel

Figure : 35

6.2.3. Via Sarawaknet Application Feedback Form
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Click Feedback link in mySCS after you login at Sarawaknet mainpage. Click «=umt | button
once you had completed filling in the form. An email will be automatically sent to us for our
further action.

Please refer to Figure 59 above for details.

6.2.4. Via Email

You may also submit your feedback via our email address feedback@sains.com.my or contact

our SAINS Contact Centre as listed above.
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SARAWAK INFORMATION SYSTEMS SDN BHD

Head Office:

Tel: (06) 82-444199

Fax: (06) 82-444211

Level 3, Wisma Bapa Malaysia,

Petra Jaya, 93502 Kuching, Sarawak, Malaysia

Business Enquiries:
Tel: (06) 82-266499
Fax: (06) 82-360522
Email : salesenquiry@sains.com.my

SAINS Contact Centre

Tel : 1300-88-7246

Fax: (60)-82-442522

Email: callcentre@sains.com.my
Website: http://callcentre.sains.com.my

SAINS PPKS Training Centre

Tel : (60) 82-668668

Fax: (60) 82-668669

Email: training@sains.com.my

Pusat Pembangunan Kemahiran Sarawak (PPKS)
New Admin Block PPKS, Level 1

Jalan Canna, off Jalan Wan Alwi, Tabuan Jaya,
93350 Kuching, Sarawak, Malaysia

Copyright © 2023 SAINS. All Rights reserved
All parts of this manual are the property of SAINS. No parts of this manual may be reproduced in any manner whatsoever
including mechanical or electronic media such as disk or tape. No part of this manual may be transmitted in any form by any
means without the written permission of SAINS.
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