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1. PRELIMINARY 
Change Service Management is a web-based feature that can be accessed in the Selfcare Portal. 

This feature can be use by ISP (Internet Service Provider) to Create New Request for Change Service, 

Change Service & Add Equipment, Change Service & Dismantle Equipment, Add Equipment and 

Dismantle Equipment and also monitoring their Request Progress using Change Service Management 

on Selfcare Portal. 

We can access Selfcare Portal using browser open the link https://selfcare.fiberstar.co.id/. When 

using a network outside the office internet, make sure that you connect with VPN office. 

Recommended browsers for accessing the SMS websites are: 

      

1.1. Login 
Login into website Selfcare Portal. Input your Username and Password first before login. 

 Username: selfcare.myrep 

 Password: ******* 

 

After Login Success you will directed to Dashboard Menu. 

 

https://selfcare.fiberstar.co.id/
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1.2. Logout 
Step for Logout from Selfcare Portal: 

1. Click Logout button on top right corner 

2. You will automatically logout from Selfcare Portal 

  

2. Selfcare Portal Menu 

2.1.  Change Service Request 
Change Service Request Menu can be used by ISP’s to create new request for change service to 

Fiberstar. 

 

The following is a detailed explanation for each type of request in the change service request menu. 

No Type Request Request Detail 

1 Change service Request Upgrade & Downgrade layanan 

2 Change Service and Add Equipment 
Request Upgrade & Downgrade layanan + pemasangan 
additional perangkat (ex: STB) 

3 Change Service and Dismantle Equipment 
Request Upgrade & Downgrade layanan + dismantle 
perangkat (partial, ex: STB) 

4 Add Equipment Request Pemasangan additional perangkat (ex: STB) 

5 Dismantle Equipment Request Dismantle perangkat (partial, ex: STB) 
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2.1.1 Create Change Service Request 
1. Login into Selfcare Portal, input username and password to login 

 
2. Access Change Request Menu 

 
3. Click New Change Request Button to create new request 
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4. Input CRT ID 

5. Choose Request Type: Change Service 

6. Customer Detail will appear 

 

On Tab Menu Change Service 

7. Choose New Service 

8. Choose Effective Date (you can input effective date on the same day, if it past 16.00 

WIB it will be a request on the next day) 

9. Input Notes 

10. Input Submitter 

 
11. Click submit button to save and submit 
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2.1.2 View Detail Change Service 
1. Login into Selfcare Portal, input username and password to login 

 
2. Access Change Request Menu 

 

3. Choose One of Change Request on the list 

4. Click View Detail button 

 



7 
 

 

5. The details of Change Service Request will be appear 

 

 

 

 

2.1.3 Create Change Service & Add Equipment Request 
1. Login into Selfcare Portal, input username and password to login 
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2. Access Change Request Menu 

 

3. Click button New Change Request to create new request 

 
4. Input CRT ID 

5. Choose Request Type: Change Service and Add Equipment 

6. Customer Detail will appear 
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On Tab Menu Change Service & Add Equipment 

7. Choose New Service 

8. Choose Effective Date 

9. Choose Effective Time (you can input effective date on the same day, if it past 16.00 

WIB it will be a request on the next day) 

10. Input Device (Name, Serial Number and QTY) then Click ADD (You can input blank on 

Serial Number but not Qty) 

 

 
11. Click Submit to save and update 

 

 

2.1.4 View Detail Change Service & Add Equipment 
1. Login into Selfcare Portal, input username and password to login 

 
2. Access Change Request Menu 
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3. Choose One of Change Request on the list 

4. Click View Detail button 

 

 
 

5. The details of Change Service & Add Equipment Request will appear 
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2.1.5 Create Change Service & Dismantle Equipment Request 
1. Login into Selfcare Portal, input username and password to login 

 

2. Access Change Request Menu 

 

3. Click button New Change Request to create new request 

 
4. Input CRT ID 

5. Choose Request Type: Change Service & Dismantle Equipment 

6. Customer Detail will appear 
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On Tab Menu Change Service & Dismantle Equipment 

7. Choose New Service 

 

8. Choose Effective Date 

9. Choose Input Time (you can input effective date on the same day, if it past 16.00 WIB 

it will be a request on the next day) 

12. Input Device (Name, SN, Qty) then Click ADD (You can input blank on Serial Number 

but not Qty) 

10. Input Notes 

11. Input Submitter 

12. Click Submit to save 
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2.1.6 View Detail Change Service & Dismantle Equipment 
1. Login into Selfcare Portal, input username and password to login 

 
 

2. Access Change Request Menu 

 

3. Choose One of Change Request on the list 

4. Click View Detail button 
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5. The details of Change Service & Dismantle Equipment will appear 

 

 

 

 

2.1.7 Create Dismantle Equipment Request 
1. Login into Selfcare Portal, input username and password to login 
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2. Access Change Request Menu 

 

3. Click button New Change Request to create new request 

 
4. Input CRT ID 

5. Choose Request Type: Dismantle Equipment 

6. Customer Detail will appear 
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On Tab Menu Dismantle Equipment 

7. Choose Effective Date 

8. Choose Effective Time 

9. Input Devices (Name, SN, QTY) then Click ADD (You can input blank on Serial Number 

but not Qty) 

10. Input Notes 

11. Input Submitter 

12. Click Submit 

 

 

2.1.8 View Detail Dismantle Equipment 
1. Login into Selfcare Portal, input username and password to login 
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2. Access Change Request Menu 

 

3. Choose One of Change Request on the list 

4. Click View Detail button 

 

5. Then the details will appear 
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2.1.9 Create Add Equipment Request 
1. Login into Selfcare Portal, input username and password to login 

 

2. Access Change Request Menu 

 

3. Click button New Change Request to create new request 

 
4. Input CRT ID 

5. Choose Request Type: Add Equipment 

6. Customer Detail will appear 
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On Tab Menu Add Equipment 

7. Input Devices (Name, SN, QTY) ADD (You can input blank on Serial Number but not 

Qty) 

 

8. Choose Installation Date 

9. Choose Installation Time 

10. Input Notes 

11. Input Submitter 

12. Click Submit 

2.1.10 View Detail Add Equipment 
1. Login into Selfcare Portal, input username and password to login 
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2. Access Change Request Menu 

 

3. Choose One of Change Request on the list 

4. Click View Detail button 

 

5. Then the details of Add Equipment will appear 

 


