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Introduction  

BERNAMA Portal Content Management System (PCMS) is an open source content 

management system (CMS) that is used to manage BERNAMA portal contents. 

General 

How to Activate Account 

Once Admin create user’s account, user shall receive email notification from PCMS 

BERNAMA and need to activate the account before proceed with Sign in. 

Step 1 Click “Activate Account” 

Step 2 Enter email address 

Step 3 Enter new created password 

Note: Password must contain at least eight characters, including uppercase, 
lowercase letters, symbols (except for ‘_’ and ‘-‘) and numbers. 

Step 4 Enter new password again 

Note: Same as the above 

Step 5 Press Enter or click Activate Account 

 

Figure 1: Activate Account 
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How to Sign in 

To sign in to PCMS, user required to have a Username and Password. Each user need to 

activate the account first before login for the first time.  

Step 1 Enter username. Eg: username123 

Step 2 Enter password. 

Step 3 Tick checkbox “Stay signed in” (optional) to save the username and password to  
web browser 

Step 4 Press Enter or click “Sign in” button 

 

 

Figure 2: Sign in 

 

How to Sign out 

For security reason, user are advice to sign out the system before closing the web browser. 

Step 1 Click    to sign out from PCMS 

Step 2 Click “Yes” 
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How to Lock and Unlock PCMS 

By default, if the PCMS page is idle for 30 minutes, the system will automatically locked. 

However user shall also lock the system manually. 

To lock:  

Step 1 Press Ctrl + L 

To unlock: 

Step 1 Enter password 

Step 2 Press Enter or click button 

 

Figure 3: Locked screen 
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How to reset password 

User shall receive email notification from PCMS BERNAMA and need to reset the password 

before proceed with Sign in. 

Step 1 Click “ Forgot Password” 

Step 2 Enter registered email address 

Step 3 Open the email and click “Reset Password” 

Step 4 Enter registered email address 

Step 5  Enter new created password 

Note: Password must contain at least eight characters, including uppercase, 
lowercase letters, symbols (except for ‘_’ and ‘-‘) and numbers. 

Step 6 Enter new password again 

Note: Same as the above 

Step 7 Press Enter or click Reset Password 

 

Figure 4: Forgot password 

 

Figure 5: Reset Password 
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Dashboard 

Dashboard is the main page for PCMS. User shall see several items in their dashboard 

according to their privileges. 

 

Figure 6: Dashboard 

My Dashboard 

What is My Events 

My Events display list of events that has been assigned to user in calendar format. 

 

What is My Tasks 

My Tasks display list of assignments and events that has been assigned to user. User shall 

click “More details” to view the task. 

 

How to make the page full screen 

PCMS provides the full screen feature to see more of the actual page and to hide all the 

other elements, including the bookmarks bar, menu buttons, any other open tabs and the 

operating system's clock, taskbar and other items. 

Step 1 Press button  

 

How to change PCMS theme/skin 

PCMS provides 7 themes to be choose from. 

Step 1 Press button  

Step 2 Select theme 
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Search 

PCMS provides global search and advanced search as searching tools. 

How to use Global Search 

Step 1 Insert query in search box provided  

Step 2 Press Enter 

 

How to user Advanced Search 

Step 1 Insert query in search box provided  

Step 2 Select module 

Step 3 Press Enter 
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User  

My Profile 

Display user’s information. User shall manage their profile here. 

 

Figure 7: My profile 

 

Figure 8: Update profile 

How to view my privileges 

Step 1 Click “My Privileges” button 

 

How to update my profile picture 

Step 1 Click “Update profile” button 

Step 2 Click “choose file” button 

Step 3 Select photo and click “open” 
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How to update my information 

Step 1 Click “Update profile” button 

Step 2 Update information 

i. First name 
ii. Last name 
iii. Email 
iv. Phone 
v. Birthdate 
vi. Gender 
vii. Address 
viii. Country 
ix. State  
x. City 
xi. Postal code 
xii. Password 
xiii. Designation 

Step 3 Click “update” button 
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Roster 

Create Roster 

How to create roster 

Step 1 Enter general information 

i. Roster name 
ii. Start Date 
iii. End Date 
iv. Note/Remarks (optional) 

Step 2 Assign staff 

i. Select group 
ii. Search user in search box provided 
iii. Tick user 

Step 3 Assign legend 

i. Search legend in search box provided 
ii. Tick legend 

Step 4 Click “Save” button 
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Figure 9: Create roster 

Manage Roster 

 

Figure 10: Manage roster 

How to search roster 

Step 1 Enter query in search box. Example: Schedule September 

Step 2 Press enter 

 

How to copy list of roster 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of roster  

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 
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How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to edit roster 

Step 1 Click button or roster name 

Step 2 Update general information 

i. Roster name 
ii. Start Date 
iii. End Date 
iv. Note/Remarks (optional) 

Step 3 Update assign staff 

i. Select group 
ii. Search user in search box provided 
iii. Tick user 

Step 4 Update assign legend 

i. Search legend in search box provided 
ii. Tick legend 

Step 5 Click “Save” button 

 

Why some roster cannot be edited 

Only person who create the roster and admin can edit selected roster 

 

How to assign legend to user 

 

Figure 11: Assign legend to user 
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Step 1 Click button 

Step 2 Tick on legend 

Step 3 Click on the empty box in the table 

 

How to unassigned legend to user 

Step 1 Click button 

Step 2 Untick on legend 

Step 3 Click on selected box in the table 

Step 4 Click “yes” when confirmation message pop-up. 

 

How to print roster  

Step 1 Click button 

Step 2 Click on “print” 

 

How to delete roster 

Step 1  Tick on selected roster 

Step 1 Click button 

Step 2 Click yes when confirmation pop-up displayed 

 

Why some roster cannot be deleted 

Only person who created the roster and admin can delete selected roster 
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Manage Legend 

 

Figure 12: Manage legend 

How to search legend 

Step 1 Enter query in search box. Example: Shift 8am-5pm 

Step 2 Press enter 

 

How to copy list of legend 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of legend 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to add legend 

 

Step 1 Click button  

Step 2 Enter legend information 

i. Legend code 
ii. Legend description 
iii. Working status 
iv. Color picker 

Step 3 Click “save” button 

 

How to edit legend 

Step 1 Click button or legend name 

Step 2 Update legend information 

i. Legend code 
ii. Legend description 
iii. Working status 
iv. Color picker 

Step 3 Click “save” button 

 

How to delete legend 

Step 1 Click button 

Step 2 Click yes when confirmation pop-up displayed 

 

Why some legend cannot be deleted 

Once legend has been assigned to roster, it cannot be deleted. 
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Assignment 

Create Assignment 

How to create assignment 

Step 1 Enter general information 

i. Assignment title 
ii. Location 
iii. Priority 
iv. Start date 
v. End date 
vi. Note/Remarks  

Step 2 Assign staff 

i. Search user in search box provided 
ii. Tick selected user 

Step 3 Click “Save” button 

 

 

Figure 13: Create assignment 
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Active Assignment 

 

Figure 14: Active assignment 

How to search assignment 

Step 1 Enter query in search box. Example: Sukan Sea 2017 

Step 2 Press enter 

 

How to copy list of assignment 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of assignment 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to edit assignment 

Step 1 Click button or assignment title 

Step 2 Update general information 

i. Assignment title 
ii. Location 
iii. Priority 
iv. Start date 
v. End date 
vi. Note/Remarks  

Step 3 Assign staff 

i. Search user in search box provided 
ii. Tick selected user 

Step 4 Click “Save” button 

 

Why some assignment cannot be edited 

Only person who create the assignment and admin can edit the selected assignment 

 

How to assign user to assignment 

Step 1 Click button 

Step 2 Tick on selected user 

Step 3 Click “close”  button 

 

How to unassigned legend to user 

Step 1 Click button 

Step 2 Untick on selected user 

Step 3 Click “close”  button 

 

How to view attachment  

Step 1 Click button 
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How to delete assignment 

Step 1  Tick on selected assignment 

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 

Note: Deleted assignment will move to manage trash. 

 

Why some assignment cannot be deleted 

Only person who create the roster and admin can delete the selected assignment 

 

Manage Trash 

 

Figure 15: Manage Trash 

How to search deleted assignment 

Step 1 Enter query in search box. Example: Sukan Sea 2017 

Step 2 Press enter 

 

How to copy list of deleted assignment 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of deleted assignment 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 
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How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to restore assignment 

Step 1  Click button 

Step 2 Select start date and end date 

Step 3 Click “Restore” button 

 

Figure 16: Restore assignment 

 

How to delete assignment permanently 

Step 1  Click button 

Step 2 Click yes when confirmation pop-up displayed 
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News 

Retrieve news (BESTv2) 

 

Figure 17: List of news from BESTv2 

How to search news 

Step 1 Enter query in search box. Example: Headline title 1 

Step 2 Press enter 

 

How to copy list of news from BESTv2 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of news from BESTv2 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to view news content 

Step 1 Click News Headline 
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How to retrieve news 

Step 1 Select news with status = “New” 

Step 2 Click button  

Step 3 Click “Retrieve” button  

 

Figure 18: Retrieve news 

Why some news cannot be retrieved 

News with status = “Done” cannot be retrieve. News can only be retrieved once. 

 

How to retrieve and edit news 

Step 1 Select news with status = “New” 

Step 2 Click button  

Step 3 Click “Retrieve & Edit” button  

Step 4 Edit news information 

i. Select assignment (optional) 
ii. Select status 
iii. Select display 
iv. Edit headline (optional) 
v. Insert keyword (optional) 
vi. Tick Exclusive (byline) 
vii. Insert notes (optional) 
viii. Embargo for transmit (optional) 

Step 5 Edit news classification  

i. Select language  
ii. Select news category 
iii. Select state news (optional) 
iv. Tick Topstory, Highlight (optional) 

Step 6 Insert news summary (optional) 

Step 7 Edit news content 

Step 8 Insert photo (optional) 
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Step 9  Insert video (optional) 

Step 10 Click “Done” button 

Note: Once click “Done”, news will be saved as per status selected. 

 

 

Figure 19: Retrieve & Edit news 
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Retrieve news (Reuters)  

 

Figure 20: Retrieve news (Reuters) 

How to search .xml files 

Step 1 Enter query in search box. Example: xmlfile1 

Step 2 Press enter 

 

How to copy list of .xml file from Reuters 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of .xml file from Reuters 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to retrieve .xml file 

Step 1 Select news with status = “New” 

Step 2 Click button  

Step 3 Click “Yes” when confirmation message pop-up 

Note: Retrieved file will move to manage news. If file contains images, the 
images will be stored in Photo Gallery 

 

Why some file cannot be retrieved 

.xml file with status = “Done” cannot be retrieve. XML file can only be retrieved once. 

 

Where to view retrieved .xml file 

User can view news in Manage News 
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Create News 

 

Figure 21: Create News 
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How to create news 

Step 1 Insert news information 

i. Select assignment (optional) 
ii. Select status 
iii. Select display 
iv. Enter news headline (optional) 
v. Enter  keyword (optional) 
vi. Tick Exclusive (byline) 
vii. Insert notes (optional) 
viii. Embargo for transmit (optional) 

Step 2 Insert news classification  

i. Select language  
ii. Select news category 
iii. Select state news (optional) 
iv. Tick Topstory, Highlight (optional) 

Step 3 Insert news summary (optional) 

Step 4 Insert news content 

Step 5 Insert photo (optional) 

Step 6 Insert video (optional) 

Step 7 Click “Done” button 

Note: Once click “Done”, news will be saved as per status selected. 

 

 

Manage News 

 

Figure 22: Manage news 
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How to search news 

Step 1 Enter query in search box. Example: newsheadline1 

Step 2 Press enter 

 

How to copy list of news 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of news 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to edit news 

Step 1 Click headline title 

Step 2 Edit news information 

ix. Select assignment (optional) 
x. Select status 
xi. Select display 
xii. Edit headline (optional) 
xiii. Insert keyword (optional) 
xiv. Tick Exclusive (byline) 
xv. Insert notes (optional) 
xvi. Embargo for transmit (optional) 

Step 3 Edit news classification  

v. Select language  
vi. Select news category 
vii. Select state news (optional) 
viii. Tick Topstory, Highlight (optional) 

Step 4 Insert news summary (optional) 

Step 5 Edit news content 
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Step 6 Insert photo (optional) 

Step 7 Insert video (optional) 

Step 8 Click “Done” button 

Note: Once click “Done”, news will be saved as per status selected. 

 

How to preview edited news 

Step 1 Select “Preview” button 

 

How to distribute news 

Step 1 Click headline title 

Step 2 Click “Distribute” button 

Step 3 Make a selection where to distribute the news 

i. Select Site Category 
ii. Select List of Site Category 
iii. Select News category 
iv. Select News-sub category 

Step 4 Preview selection 

Step 5 Click “Distribute” button 

 

Figure 23: Distribute news 

How to send news to client 

Step 1 Tick checkbox beside news headline 

Step 2 Click “Send to client” button 

Step 3 Select Company 
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Step 4 Tick the option (optional) 

Step 5 Click “Send” button 

 

Figure 24: Send news to client 

 

How to create News Brief@7 

Step 1 Click button (under column Action) 

Step 2 Insert news information 

i. Status 
ii. News Headline 

Step 3 Insert news classification 

i. Select language 
ii. News category 

Step 4 Edit news content 

Step 5 Add photo & add video (optional) 

Step 6 Click “Preview” button to preview news content 

Step 7 Click “Done” button 

Note: Once click “Done”, news will be saved as per status selected.  
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Figure 25: News Brief@7 

Why some news have  symbol under column Action 

News with  symbol represent news that already edited as News Brief@7 

 

How to change News Brief@7 status 

Step 1 Click news headline 

Step 2 Update status  

Step 3 Click “Done” button 

Note: Once click “Done”, news will be saved as per status selected.  
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Photo Gallery 

Create Photo Album 

 

Figure 26: Create photo album 

How to create photo album 

Step 1 Insert Photo Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 2 Click “Save” button  

Step 3 Click “Save Album” button 
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How to create photo album & add photo 

Step 1 Insert Photo Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 2 Click “Save” button  

Step 3 Click “Save & Add photo”  

Step 4 Click  

Step 5 Choose photo and click “open” 

Step 6 Edit image 

i. Rotate image 
ii. Mirror image 
iii. Crop image 

Step 7 Click “Watermark” to view images with watermark 

Step 8 Insert photo information (optional) 

i. Caption (Malay) 
ii. Caption (Secondary) 
iii. Photographer 
iv. Photo category 
v. Object name 
vi. Credit 
vii. Headline (Malay) 
viii. Headline (Secondary) 
ix. Byline 
x. Byline title 
xi. Caption writer 
xii. Caption string 
xiii. Photo supplemental category 
xiv. Photo category 

Step 9 Insert location (optional) 

i. Country 
ii. Country code 
iii. Province state 
iv. City 

Step 10 Insert Date & Time (optional) 

i. Created datetime 
ii. Release datetime 

Step 11 Insert Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
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iv. Status 

Step 12 Click “Save” button 

 

 

 

Figure 27: Add photo 
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Manage Photo Album 

 

Figure 28: Manage Photo Album 

How to search photo album 

Step 1 Enter query in search box. Example: photoalbum1 

Step 2 Press enter 

 

How to copy list of photo album 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of photo album 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to edit photo album 

Step 1 Click  button 

Step 2 Edit Photo Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 3 Click “Update” button  

Step 4 Click “Update Album” button 

 

How to delete photo album 

Step 1 Click  button 

Step 2 Click “yes” when confirmation message pop-up 

 

Why some photo album cannot be deleted 

Once photo album contains photo(s), it cannot be deleted. User must delete all photo inside 

photo album before proceed with delete photo album 

 

How to view photo in photo album 

Step 1 Click  button or album title 

Step 2 Click on selected photo 

 

Figure 29: View photo in photo album 
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How to add photo in photo album 

Step 1 Click  button or album title 

Step 2 Click “Add Photo” button 

Step 3 Click  

Step 4 Choose photo and click “open” 

Step 5 Edit image 

i. Rotate image 
ii. Mirror image 
iii. Crop image 

Step 6 Click “Watermark” to view images with watermark 

Step 7 Insert photo information (optional) 

i. Caption (Malay) 
ii. Caption (Secondary) 
iii. Photographer 
iv. Photo category 
v. Object name 
vi. Credit 
vii. Headline (Malay) 
viii. Headline (Secondary) 
ix. Byline 
x. Byline title 
xi. Caption writer 
xii. Caption string 
xiii. Photo supplemental category 
xiv. Photo category 

Step 8 Insert location (optional) 

i. Country 
ii. Country code 
iii. Province state 
iv. City 

Step 9 Insert Date & Time (optional) 

i. Created datetime 
ii. Release datetime 

Step 10 Insert Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. Status 

Step 11 Click “Save” button 
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How to edit photo in photo album 

Step 1 Click  button or album title 

Step 2 Click “Edit Photo” button 

Step 3 Click  

Step 4 Choose photo and click “open” 

Step 5 Edit image 

i. Rotate image 
ii. Mirror image 
iii. Crop image 

Step 6 Click “Watermark” to view images with watermark 

Step 7 Edit photo information (optional) 

i. Caption (Malay) 
ii. Caption (Secondary) 
iii. Photographer 
iv. Photo category 
v. Object name 
vi. Credit 
vii. Headline (Malay) 
viii. Headline (Secondary) 
ix. Byline 
x. Byline title 
xi. Caption writer 
xii. Caption string 
xiii. Photo supplemental category 
xiv. Photo category 

Step 8 Edit location (optional) 

i. Country 
ii. Country code 
iii. Province state 
iv. City 

Step 9 Edit Date & Time (optional) 

i. Created datetime 
ii. Release datetime 

Step 10 Edit Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. Status 

Step 11 Click “Save” button 
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How to delete photo 

Step 1 Click  button or album title 

Step 2 Click on selected photo 

Step 3 Click “Delete” button 

 

Video and WebTV 

Create Video Album 

 

Figure 30: Create video album 

How to create video album 

Step 1 Insert Video Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 2 Click “Save” button  

Step 3 Click “Save Album” button 
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How to create video album & add video 

Step 1 Insert Video Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 2 Click “Save” button  

Step 3 Click “Save & Add video”  

Step 4 Insert video information (Youtube) 

i. Title 
ii. Description 
iii. Tags 
iv. Choose file to upload 
v. Videographer 
vi. Company 

Step 5 Insert video metadata 

i. Video category 
ii. Channel 
iii. Video category (youtube) 
iv. Status view 

Step 6 Insert location (optional) 

i. Country 
ii. Country code 
iii. Province state 

Step 7 Insert Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. Status 

Step 8 Click “Upload video” button 
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Figure 31: Add video 

Manage Video Album 

 

Figure 32: Manage Video Album 
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How to search video album 

Step 1 Enter query in search box. Example: videoalbum1 

Step 2 Press enter 

 

How to copy list of video album 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of video album 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to edit video album 

Step 1 Click  button 

Step 2 Edit Video Album information 

i. Album title 
ii. Album Description 
iii. Location 

Step 3 Click “Update” button  

Step 4 Click “Update Album” button 

 

How to delete video album 

Step 1 Click  button 

Step 2 Click “yes” when confirmation message pop-up 
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Why some video album cannot be deleted 

Once video album contains video(s), it cannot be deleted. User must delete all video inside 

video album before proceed with delete video album. Note that deleted video in PCMS will 

not affected video in Youtube. User must manually delete video in Youtube. 

 

How to view video in video album 

Step 1 Click  button or album title 

Step 2 Click on video thumbnail 

  

Figure 33: View video in video album 

How to upload video in video album 

Step 1 Click  button or album title 

Step 2 Click “Upload Video” button 

Step 3 Insert video information (Youtube) 

i. Title 
ii. Description 
iii. Tags 
iv. Choose file to upload 
v. Videographer 
vi. Company 

Step 4 Insert video metadata 

i. Video category 
ii. Channel 
iii. Video category (youtube) 
iv. Status view 

Step 5 Insert location (optional) 

i. Country 
ii. Country code 
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iii. Province state 

Step 6 Insert Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. Status 

Step 7 Click “Upload video” button 

 

How to edit video in video album 

Step 1 Click  button or album title 

Step 2 Click “Video Title” 

Step 3 Edit video information (Youtube) 

i. Title 
ii. Description 
iii. Tags 
iv. Choose file to upload 
v. Videographer 
vi. Company 

Step 4 Edit video metadata 

i. Video category 
ii. Channel 
iii. Video category (youtube) 
iv. Status view 

Step 5 Edit location (optional) 

i. Country 
ii. Country code 
iii. Province state 

Step 6 Edit Site category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. Status 

Step 7 Click “Save” button 
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How to delete video 

Step 1 Click  button or album title 

Step 2 Tick on selected video 

Step 3 Click “Delete” button 

Step 4 Click “Yes” when confirmation message pop-up 

 

Event Calendar 

Add Event 

 

Figure 34: Add Event Calendar 
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How to add event 

Step 1 Insert event information 

i. Event title 
ii. Event Description 
iii. Start Date 
iv. End Date 
v. Notes/Remark 

Step 2 Insert event category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. News category 
v. Upload file 

Step 3 Assign attendees (optional) 

Step 4 Click “Save” button 

 

Manage Event 

 

Figure 35: Manage Event 

How to search event 

Step 1 Enter query in search box. Example: event1 

Step 2 Press enter 
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How to copy list of event 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of event 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to edit event 

Step 1 Click on Event title 

Step 2 Edit event information 

i. Event title 
ii. Event Description 
iii. Start Date 
iv. End Date 
v. Notes/Remark 

Step 3 Edit event category (optional) 

i. Site category 
ii. List of site category 
iii. Language 
iv. News category 
v. Upload file 

Step 4 Assign attendees (optional) 

Step 5 Click “Save” button 

 

How to delete event  

Step 1  Tick on selected event 

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 
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How to view event 

Step 1  Click button on selected event 

Or 

Step 1  Click “View Calendar” button to view event in calendar form 

 

Malaysian eBiz 

Market Outlook 

 

Figure 36: Edition 

How to search edition 

Step 1 Enter query in search box. Example: 110 

Step 2 Press enter 

 

How to copy list of edition 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of edition 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 
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How to control showing entries 

Step 1 Select number of entries provided 

 

 

How to add edition 

Step 1 Click “Add Edition” button 

Step 2 Insert Edition information 

i. Edition 
ii. Description 

Step 3 Click “Save” button 

 

How to edit edition 

Step 1 Click button 

Step 2 Edit Edition information 

i. Edition 
ii. Description 

Step 3 Click “Save” button 

 

How to delete edition 

Step 1  Tick on selected edition 

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 
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How to add market outlook in edition 

 

Figure 37: Market Outlook 

 

Figure 38: Create market outlook 

Step 1 Click “Edition title” 

Step 2 Click “Add Market Outlook” button 

Step 3 Insert market outlook information 

i. Headline 
ii. Description 
iii. Category 
iv. Date 
v. Status 

Step 4 Insert news content 

Step 5 Click “Save” button 
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How to edit market outlook 

Step 1 Click market outlook headline 

Step 2 Edit market outlook information 

i. Headline 
ii. Description 
iii. Category 
iv. Date 
v. Status 

Step 3 Edit news content 

Step 4 Click “Save” button 

 

How to view market outlook content 

Step 1 Click button 

  

How to delete market outlook 

Step 1  Tick on selected market outlook 

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 
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Document Management 

Add Document 

 

Figure 39: Add document 

How to add document 

Step 1 Insert document’s information 

i. Document title 
ii. Upload file 
iii. Tick “Download attachment” (optional) 
iv. Insert document description 
v. Document category 
vi. Language 
vii. Status 
viii. Start date 
ix. End date 
x. Notes 

Step 2 Insert site category (optional) 

i. Site category 
ii. List of site category 
iii. language 

Step 3 Click “Save” button 
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Manage document 

 

Figure 40: Manage Document 

How to search document 

Step 1 Enter query in search box. Example: Speech01 

Step 2 Press enter 

 

How to copy list of document 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of document 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to edit document 

Step 1 Click on document title 

Step 2 Edit document’s information 

i. Document title 
ii. Upload file 
iii. Tick “Download attachment” (optional) 
iv. Insert document description 
v. Document category 
vi. Language 
vii. Status 
viii. Start date 
ix. End date 
x. Notes 

Step 3 Edit site category (optional) 

i. Site category 
ii. List of site category 
iii. language 

Step 4 Click “Save” button 

 

How to view document 

Step 1 Click button 

 

How to delete document 

Step 1  Tick on selected document  

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 
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Poll/ Vote 

Create Poll/Vote  

 

Figure 41: Create poll/vote 

 

How to create poll/vote 

Step 1  Insert poll information 

i. Poll title 
ii. Poll description 
iii. Language 
iv. Type of answer 
v. Site category 
vi. List of site category 
vii. Start date 
viii. End date 
ix. Question 

Step 2 Add answer(s) 

i. Text 
ii. Image 

Step 3 Click “save” button 
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Manage poll/vote 

 

Figure 42: Manage poll/vote 

How to search poll/vote 

Step 1 Enter query in search box. Example: Poll01 

Step 2 Press enter 

 

How to copy list of poll 

Step 1 Click “Copy” button 

Step 2 Paste (ctrl + v) preferred place. 

 

How to download list of poll 

Step 1 Click “Excel” button 

Step 2 Open downloaded .excel file. 

 

How to control showing entries 

Step 1 Select number of entries provided 
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How to edit poll 

Step 1 Click on Poll title 

Step 2  Edit poll information 

i. Poll title 
ii. Poll description 
iii. Language 
iv. Type of answer 
v. Site category 
vi. List of site category 
vii. Start date 
viii. End date 
ix. Question 

Step 2 Edit answer(s) 

i. Text 
ii. Image 

Step 3 Click “save” button 

 

How to view poll 

Step 1 Click button 

 

How to delete poll 

Step 1  Tick on selected poll 

Step 2 Click button 

Step 3 Click yes when confirmation pop-up displayed 

 

How to copy embedded link 

Step 1 Click button 

Step 2 Copy embedded link 

 

Audit Trail 

View Activity 

What is Audit trail 

Audit trail is a record of the changes that have been made to a PCMS database. 
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How to view audit trail 

Step 1 Click one of sub module 

Step 2 View activity log 

 

Instant Messaging 

 

Figure 43: Chat 

How to chat 

Step 1 Click button 

Step 2 Select group 

Step 3 Start chatting 

 


