
 

MHupgrade x Agent Portal 
By Revenue Management Department (RMD) 



 

CONTENT 

1. Agency Admin 
2. MH Sales Admin 
3. Agency Executive 



 

Agency Admin – Agency Self Registration 
• Agency Admin opens the Agent Portal login page 
• Agency Admin clicks on Register here link to initiate the registration process 

https://upgrade.malaysiaairlines.com/agency/login 
 



 

Agency Admin – Agency Self Registration Details 
• Agency Admin enters the required details and clicks Register button 

 



 

Agency Admin – Agency Sign Up Confirmation 
• Sign up confirmation message appears on screen 
• Email is triggered to the Agency to verify the email ID entered during the self-registration process 
• Agency Admin clicks on Go to login button 

 



 

Agency Admin – Login Attempt Prior to Email Verification 
• Agency Admin enters email ID, password, IATA / TIDS code 
• Agency Admin clicks on Log In button prior to the email ID being verified 

 



 

Agency Admin – Login Failure for Non-Verified Email ID 
• Failure message will be displayed on screen requesting to get the Agency email ID verified first 
• Agency will not be able to login unless the email ID is verified 

 



 

Agency Admin – Email ID Verification Email 
• Email ID verification email would have triggered upon sign up confirmation (Slide 5) 
• Agency Admin logs into the email account to verify the Agency email ID 
• Agency Admin verifies the email ID by clicking on Verify Your Email button 

 



 

Agency Admin – Email ID Verification Confirmation 
• Agency email ID successfully verified message is displayed 
• Agency Admin clicks on Go To Login button 

 



 

Agency Admin – Login Prior to MH Sales Admin Approval 
 

• Agency Admin enters email ID, password, IATA / TIDS code 
• Agency Admin clicks on Log In button prior to MH Sales Admin approving the Agency registration request 

 



 

Agency Admin – Login Failure for Unregistered Agency 
 

• Failure message will be displayed on screen requesting the Agency Admin to wait for MH Sales Admin approval 
• Agency Admin will not be able to login unless the Agency is approved by MH Sales Admin 

 



 

MH Sales Admin – Agency Approval Request Email 
• MH Sales Admin receives an email requesting to approve the Agency on MHupgrade Agent Portal 
• MH Sales Admin clicks on Take Action button to be redirected to the Agency Details page 

 



 

MH Sales Admin – Agency Approval 

• MH Sales Admin reviews the Agency details on the Agency Details page 
• MH Sales Admin clicks on Approve button once the Agency details have been verified 

 
 
 



 

MH Sales Admin – Agency Approved & Listed as Active 

• Agency is approved and is listed as an Active Agency on the Agency List page 
 

 



 

Agency Admin – Agency Approved Email Notification 
• Agency Admin receives an email notification stating that the Agency has been approved along with the login credentials 
• Agency Admin clicks on Get Started button to login to Agent Portal 

 



 

Agency Admin – Agent Portal Login 
• Agency Admin enters Email, Password & IATA Code to login to Agent Portal 
• Agency Admin clicks on Log In button 
• Email containing the 6-digit verification code is triggered to the Agency Email ID 

 



 

Agency Admin – 6 Digit Verification Code Email 

• Agency Admin receives the 6-digit verification code required to log into Agent Portal 
 
 
 
 



 

Agency Admin – 6 Digit Login Code Verification 

• Agency Admin enters the 6-digit verification code 
• Agency Admin clicks on Verify button 

 



 

Agency Admin – Agency Dashboard 
• Agency Dashboard is displayed 
• Agency Admin makes note of the numbers displayed in the statistics cards (ex: Total Offers Submitted, Total Offers Forwarded, etc.) 
• Agency Admin navigates to PNR List page by clicking on PNR List icon from the side menu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click PNR List 



 

Agency Admin – Eligible PNR List 
• Eligible PNR List page is displayed 
• Agency Admin looks for PNRs with offer status “Agent to take action” and clicks Submit Offer button 

 



 

Agency Admin – MHupgrade Offer Submission 

• Agency Admin is redirected to the MHupgrade Offer Submission page 
• Agency Admin sets the offer amount and clicks on Add to Cart button 

 



 

Agency Admin – Review and Submit Offer 

• Agency Admin reviews the offer information and clicks on Proceed button 
 



 

Agency Admin – Payment Information 

• Agency Admin enters the payment information and clicks on Pay button 

 



 

Agency Admin – Offer Submission Confirmation 
• Agency Admin successfully submits the offer on behalf of the customer 

 



 

Agency Admin – Status Verification of Submitted PNR 

• Agency Admin revisits the PNR List page to verify the status of the submitted PNR 
• Status of the submitted PNR will reflect as “Offer submitted” 

 



 

Agency Admin – Verify Statistics on Agency Dashboard 
• Agency Admin revisits the Agency Dashboard to verify if the statistics have been incremented and are reflecting correctly 
• Agency Admin then clicks PNR List icon from the side menu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click PNR List 



 

Agency Admin – Forward to Customer 
• Agency Admin selects a PNR and clicks on Forward to Customer button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click Forward to Customer 



 

Agency Admin – Enter Customer Email ID 

• Agency Admin enters the customer’s email ID and clicks on Submit button 

 



 

Agency Admin – Offer Forwarded Confirmation 
• Offer Forwarded confirmation message is displayed 
• Agency Admin clicks on OK button 

 



 

Agency Admin – Adding an Agent 
• Agency Admin navigates to the Users List screen by clicking on Users icon in the left side menu 
• Agency Admin clicks on Add User button 

 



 

Agency Admin – Adding Agent Details 
• Agency Admin enters the Agent Email ID, Agent Full Name, Agent Phone No, Agency & Role details 
• Agency Admin clicks on Save button 

 

 



 

Agency Executive – Agent Added Email Notification 
• Agency Executive receives an email notification stating that he/she has been added on MHupgrade Agent Portal along with the login 

credentials 
• Agency Executive clicks on Get Started button to login to Agent Portal 

 
 



 

Agency Executive – Agent Portal Login 
• Agency Executive enters Email, Password & IATA Code to login to Agent Portal 
• Agency Executive clicks on Log In button 
• Email containing the 6-digit verification code is triggered to the Agency Executive’s Email ID 

 



 

Agency Executive – 6 Digit Login Code Verification 

• Agency Executive enters the 6-digit verification code 
• Agency Executive clicks on Verify button 

 



 

Agency Executive – Agency Dashboard 
• Agency Dashboard is displayed 
• Agency Executive makes note of the numbers displayed in the statistics cards (ex: Total Offers Submitted, Total Offers Forwarded, etc.) 
• Agency Executive navigates to PNR List page by clicking on PNR List icon from the side menu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click PNR List 



 

Agency Executive – Eligible PNR List 
• Eligible PNR List page is displayed 
• Agency Executive looks for PNRs with offer status “Agent to take action” and clicks Submit Offer button 

 



 

Agency Executive – MHupgrade Offer Submission 

• Agency Executive is redirected to the MHupgrade Offer Submission page 
• Agency Executive sets the offer amount and clicks on Add to Cart button 

 



 

Agency Executive – Payment Information 

• Agency Executive enters the payment information and clicks on Pay button 

 



 

Agency Executive – Offer Submission Confirmation 
• Agency Executive successfully submits the offer on behalf of the customer 

 



 

Agency Executive – Status Verification of Submitted PNR 

• Agency Executive revisits the PNR List page to verify the status of the submitted PNR 
• Status of the submitted PNR will reflect as “Offer submitted” 

 



 

Agency Executive – Verify Statistics on Agency Dashboard 
• Agency Executive revisits the Agency Dashboard to verify if the statistics have been incremented and are reflecting correctly 
• Agency Executive then clicks PNR List icon from the side menu 

 
 
 
 
 
 
 
 
 
 
 
 

 

Click PNR List 



 

Agency Executive – Forward to Customer 
• Agency Executive selects a PNR and clicks on Forward to Customer button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click Forward to Customer 



 

Agency Executive – Enter Customer Email ID 

• Agency Executive enters the customer’s email ID and clicks on Submit button 

 



 

Agency Executive – Offer Forwarded Confirmation 
• Offer Forwarded confirmation message is displayed 
• Agency Executive clicks on OK button 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

AGENT PORTAL – USER ROLES 



 

Agent Portal - Roles 
 
 

 

Module Sub Module Action MH Sales Admin Agency Admin Agency Executive 

Dashboard Dashboard View MH Sales Admin Dashboard Y - - 

  View Agency Dashboard - Y Y 

User Management Users List View List of Active / Inactive Users of All Agencies Y - - 

  View List of Active / Inactive Users of a Particular Agency Y Y Y 

  Add User (Agent Admin / Agent Executive) Y Y - 

  Suspend User (Agent Admin / Agent Executive) Y Y - 

  Edit Agent Admin / Agent Executive Details Y Y - 

Agency List Agency List View List of Agencies / Sub Agencies Y - Y 

  Add Agencies & Sub Agencies Y - - 

  Add Sub Agencies of a Particular Agency Y Y - 

 Agency Details Approve Request to Add Agencies / Sub Agencies Y - - 

  View General Information of an Agency / Sub Agency Y Y - 

  View Banking Information of an Agency / Sub Agency Y Y - 

  Add User (Agent Admin / Agent Executive) Y Y - 



 

Agent Portal - Roles 
 
 
 

 

Module Sub Module Action MH Sales Admin Agency Admin Agency Executive 

Agency Settings Rules – Global Settings Set Commission / Discount at a Global Level Y - - 

 Rules – Custom Settings Add / Edit Custom Rules for Commission & Discount Y - - 

  Suspend Custom Rules for Commission & Discount Y - - 

  View List of Custom Rules Y - - 

PNR List Eligible PNR List Submit / Resubmit Offer - Y Y 

  Forward to Customer - Y Y 

Settings Agency Configuration Add Agency Bank Details - Y - 

  Edit Agency Bank Details - Y - 

  Edit Contact Number of Agency / Sub Agency - Y - 

 


