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System Access Security

Request to access the system:
http://inhouse.sedc.my/

PPES:I/RF-UI-IH/07/10 - User Identification Request Form (In-House Application Systems)

User Access Category:
• System Administrator
• Chairman
• Deputy General manager
• Members of MEC
• Secretariat
• Appointed Officers
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Full Access (Administrator/Secretariat)
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End User  Access (Divisional/Company)
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Create new 
meeting event

• Meeting Name, Date, 
Time & Venue

• Meeting initial status : 
Draft

• User: Secretariat

Prepare draft
Minutes of Meeting

• Key in new draft minutes 
of meeting

• Assign & notify 
responsible Division to 
take action

• User: Secretariat

Create meeting 
attendance list

• Add attendees into meeting 
event

• Invite for meeting
• Confirm attendance
• User: Secretariat & 

Members of MEC

• Meeting conducted
• Present/View Previous 

minutes of meeting, DP,IP 
& Appendix

• Secretariat records minutes 
of current meeting

MEC meeting

A

B

Minutes of Meeting

DP/IP/Appendix

Attendance Sheet

• View/ Print Attendance 
Sheet if attendees’ 
signature required during 
meeting

• User: Secretariat

• View / Print previous 
minutes of meeting

• Download/ View / Print 
previous meeting’s DP,IP, 
Appendix & others

• User: Secretariat

System Operating Process Flow
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B Secretariat 
review

Upload related 
documents 

• Upload  DP, IP, Appendix 
& others

• User: Divisional Director 
& Officer

• Review on Matter Arising 
Status updates 

• Minutes of Meeting status 
as Final

• User: Secretariat

Secretariat 
review

Review Matters 
Arising

• Divisional Director to 
review on Matters Arising 
& notify Secretariat on 
any amendments

• User: Secretariat & 
Members of MEC

Update Matters 
Arising Status

• Divisional designated 
Officer to update on 
Matters Arising Status & 
review by Director

• User: Divisional Director 
& Officer

End

• Process ended  and cycle 
back to process (A) for next 
new meeting.

System Operating Process Flow
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Add/update 
meeting events

• Create new Meeting Event
• Click New button to add 

new meeting event
• Default minute status 

will be “DRAFT” as for 
preparing the draft 
minutes of the meeting

• Once the minutes is due 
for next MEM the status 
must be update to 
“FINAL”.  

• Select & update existing 
Meeting Event
• Select Meeting Event’s 

row to update
• Click Edit button

Prepare for new MEM meeting
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Add/update 
meeting attendees

•Select Meeting Event & click 
Show Attendees button to 
display the list of attendees
•To add new attendees into 
selected meeting, click New
button.
•Add attendee’s information 
into text fields & click Save. 
(Note:Email is compulsory for QR 
Attendance System)

•To update attendee’s 
information,  click Select
button on the attendee’s 
name.
•Click Save once updating 
done.

Manage Meeting Attendance – Add/Update Attendance
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Meeting invitation

• Select Meeting Event & 
click Show Attendees
button to display the 
list of attendees

• Select attendee’s name 
to invite.

• Invited status “N” 
indicates the attendees 
haven’t invited and 
automatically change d 
to “Y” once invitation 
has been sent. 

• Edit invitation text if 
required

• Click Send Invitation
• Attendee will received 

the invitation via email

Manage Meeting Attendance – Invite Attendees
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Attendance
Confirm/Absent/
Representatives

• Select Meeting 
Event & click Show 
Attendees button to 
display the list of 
attendees

• Select attendee’s 
name to confirm.

• Select type of 
confirmation

• Click Update 
Confirmation button

Manage Meeting Attendance – Attendance confirmation by Secretariat
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Attendance
Confirm/Absent/
Representatives

• Select Meeting 
Event & click Show 
Attendees button to 
display the list of 
attendees

• Select attendee’s 
name to confirm.

• Select type of 
confirmation

• Click Update 
Confirmation button

Manage Meeting Attendance – Attendance confirmation by Attendees
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Attendance sheet

• Select Meeting 
Event & click Show 
Attendees button to 
display attendance 
sheet

• Click Save icon to 
save  and print the 
attendance sheet.

• Other attendance 
feature is via QR 
Attendance System.

• The QR code 
available at Meeting 
Agenda screen

Manage Meeting Attendance – Attendance Sheet
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Attendance sheet

Download & print 
Attendance sheets pdf 
format if required 
signature attendance in 
hard copy format.

Manage Meeting Attendance – Attendance Sheet
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Manage Meeting Attendance - Mobile QR Meeting Attendance

Record attendance via 
Mobile from QR Code

• QR Code mobile attendance 
will be available at Meeting 
Agenda page.

• All field are compulsory for 
newly invited attendee. 
(those who are not recorded 
into the system by 
Secretariat)

• Email field are compulsory 
for existing invited attendee.

• Click Attend button to 
update attendance into the 
system.

Scan for Attendance
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Meeting Agenda  & QR Meeting Attendance 

View Meeting Agenda
And Scan QR code for 
digital attendance

• Select the latest meeting 
event to view meeting 
agenda.

• Individually attendee are 
required to Scan QR 
code to record their 
attendance. *Note that 
the QR only link to 
current meeting event.
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View / Print 
Minutes of Meeting

• Select Meeting 
Event & click Show 
Minute of Meeting 
button

• Click navigation 
button to view 
minutes of meeting 
on each pages.

• Click Save icon to 
save the minutes 
into PDF, Excel or 
Words format.

• Click Print icon to 
print minutes direct 
to printer

View & Print Minutes of Previous Meeting
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Update Matters 
Arising Status

• Select previous Meeting 
Event and click Show 
Minutes to view Matters 
Arising

View Matters Arising of Previous Meeting

View Matters Arising of 
previous meeting
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View / Print 
Decision Paper/ 
Information Paper/ 
Appendix

• This viewing mode vailable
in Meeting Agenda page

• Select Meeting Event & 
click Show List button

• Select the file name in each 
paper type.

• Click the link at File Name 
to download and view the 
papers.

View & Download Decision Papers/ 
Information Papers and Other types of papers
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Add & Update 
Minutes of Meeting

• Create new Minutes of 
Meeting
• Select Meeting 

Event and click 
show Minutes

• Click New button to 
add new minutes of 
meeting

• To update existing 
Minutes of Meeting
• Select Meeting 

Event and click 
show Minutes

• Select minutes row 
to update

• Click Update button

Continue next page..

Add & Update Minutes of Meeting

21

electronic MANAGEMENT EXECUTIVE COMMITTEE system



Add & Update 
Minutes of Meeting

• Fill in the text field 
accordingly

• To upload any related 
photo, click Choose File 
to browse for photo

• To remove or replace 
the photo, click Delete 
image.

• Fill in Action Division to 
assign division to update 
the matters arising 
status later 

• Click Save button to save 
the minutes.

Add & Update Minutes of Meeting
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Add & Update 
Minutes of Meeting

• Click Import button at 
Minutes Of Meeting 
screen and it will guide 
to Import screen.

• Select Previous meeting 
event to copy from

• Select New meeting 
event to copy to.

• Click Verify button to 
ensure the Minutes are 
applicable to import

• Click Import button to 
start import the 
minutes.

Import Previous Minutes of Meeting
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Update Matters 
Arising Status

• Select Meeting Event 
and click show Minutes

• Select minutes row to 
update

• Click Update button

Continue next page…

Update Matters Arising
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Update Matters 
Arising Status

• Fill in Status field to 
update the status of 
Matters Arising

• To add any related 
photo, click Choose File 
to browse for photo.

• To remove or replace 
the photo, click Delete 
image.

• Click Save button to save 
the Matters Arising 
Status.

Update Matters Arising
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Upload Decision Paper/
Information Paper/
Appendix

• Select Meeting Event and 
click Show List

• Select the paper type
• Click New button to add 

new paper
• Select the Division who 

submitted the paper.
• Paper Name field will 

automatically filled 
according to sequence 
numbers of paper 
submitted. (may able to 
edit if required)

• Click Choose file to browse 
for documents

• Default status is “Pending”
• Click Save button

Upload/Download Decision Papers/ Information Papers and Other 
types of papers - by Secretariat
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Upload Decision Paper/
Information Paper/
Appendix

• For Divisional screen they  
only allowed to view, 
upload and download 
their own divisional papers 
only,

• The uploading process are 
same as Secretariat 
screen.

Upload/Download Decision Papers/ Information Papers and Other 
types of papers - by Divisional
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User 
password update

Setup User Profile
• Setup changes on system 

user’s password. 
• Click Edit button to 

change user password
• Key in password into New 

Password and Confirm 
New Password fields.

• Click Save button to save 
new changes password.

Individual User Security Update
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System security access

Setup User Profile
• Setup changes on system 

user’s password. 
• Click New button to 

create New User access.
• Fill all relevant fields 

accordingly
• Click Save button to save 

new user access.
• Click Select button on 

selected user to edit 
existing user access

• Click Update button 
enable editing

• Click Save button to save 
new changes.

System Security Access

29

electronic MANAGEMENT EXECUTIVE COMMITTEE system



System 
configurations

Setup cut-off date
• Setup due date of 

submitting the updates 
for the matter arising 
status

• Click Edit button to 
change the Cut off date.

Setup Attendance invitation 
sender (for assigned 
secretariat)
• Setup email configuration 

for sending email 
notification to meeting 
attendees

System Configurations
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System logs

System activity logs
• Track on system usage 

activies.
• Key in date into Date 

From and Date To fields
• Click View Logs button to 

list down the activity logs 
within the date range.

System Activity Logs
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System logs

System Version : 2023 V1.0

System Developed by: Petrus Puni
Information & Communications Technology Division

Development Tools: Microsoft Visual Studio Professional 2013
Database: Microsoft SQL Server Express Edition 2012

Documentation Prepared By: Petrus Puni
Information & Communications Technology Division

Documentation Verified By:

#END

32

electronic MANAGEMENT EXECUTIVE COMMITTEE system


