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STEP 1: Open your web browser and search for 'ucyp student portal login'. Refer to 

Figure 1.0 below. 

 

 

 

STEP 2: Click 'UCYP Student Portal' as in Figure 1.0 above. 

 

STEP 3: You will enter login page to the UCYP Student Portal. Refer to Figure 1.1 

below. 

 

  

Figure 1.0 

Figure 1.1 
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STEP 1: 'I want to register' as below Figure 2.0. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2.0 
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STEP 2: Fill in the required information, refer to Figure 2.1 below. 

 

 

a) First Box: Fill in your NRIC Number without using a dash (-). Example: 

000101061234. 

b) Second Box: Build a strong password, not less than six alphabets. Example: 

12345689 or abcdefgh or 1h23uo 

c) Box: Rewrite the password you built in the second box just now. 

 

STEP 3: Press 'Register' button to register a new account. Please refer to Figure 2.1 

above. 

 

 

 

 

 

Figure 2.1 
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NOTE: After you have done the account registration and you have problem like Figure 

2.2 below, the system issues an error message which is ‘Your status is inactive, login 

not allowed'. Please contact the Information Technology Department to report your 

registration problem.   

Figure 2.2 
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1. LOGIN TO STUDENT PORTAL 

 

STEP 1: Please fill in the information below see Figure 3.0. 

 

 

a) Username Box: Fill in the NRIC number that you have registered. 

b) Password Box: Fill in the password you built when signing up for student 

account. 

 

STEP 2: Press 'Login' button to access your student portal account. Please refer to 

Figure 3.0 above. 

 

 

 

 

 

 

Figure 3.0 
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STEP 3: If you succeed, the system will display the main page of the student portal. 

Refer to Figure 3.1 below. 

 

 

 

NOTE: After you have done the account registration and you have problem like 

Figure 3.2 below, the system issues an error message which is ‘Your status is 

inactive, login not allowed'. Please contact the Information Technology Department 

to report your registration problem. 

  

 

 

 

 

 

 

 

 

 

 

 

 

  Figure 3.2 

Figure 3.1 
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2. RESETTING A PASSWORD 

 

STEP 1: Klik ‘I forgot my password’, rujuk Figure 3.3 dibawah. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.3 
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STEP 2: Enter the NRIC number that you have registered when opening an account 

in the box provided without dashes (-). Example: 0001061234. Refer to Figure 3.4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 3: Press 'Reset Password' button, see Figure 3.4 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.4 
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STEP 4: Build a new password in the 'New Password' box and rewrite your new 

password in the 'Confirm Password' box. Refer to Figure 3.5. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 5: Click 'Save Changes' button, see Figure 3.5. 

 

STEP 6: When the system notified you with "Well done! Your password 

successfully changed", your password has been changed successfully.  

  

Figure 3.5 
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3. LOGOUT FROM STUDENT PORTAL 

 

STEP 1: Click your user profile. Refer figure 3.6. 

 

 

 

STEP 2: Click 'Logout'. Refer to Figure 3.7. 

 

 

 

 

 

 

 

 

STEP 3: You will return to the login page. Refer to Figure 3.8. 

  

Figure 3.6 

Figure 3.7 

Figure 3.8 
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a) NOTICE AND CONSENT 

STEP 1: Before you can enter student portal7 for the first time, you need to read 

and agree to the terms and conditions set by UCYP. Here Figure 4.0, 4.1, 4.2 is your 

reference to be clearer. 

 

 

 

 

 

 

Figure 4.0 

Figure 4.1 
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STEP 2: After you have read all the guidelines and conditions please scroll down 

and 'Tick' in the box that has been prepared for your agreement. 

 

STEP 3: Press 'Submit' button to enter the student portal home page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 4.2 
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b) INTRODUCTION TO THE STUDENT PORTAL  

 

 

 FUNCTION DESCRIPTION 

1 Menu Each student can access his or her 

own profile, registration and so on. 

2 Account User Students can view personal profiles 

and log out from student portals. 

3 Setting Allow students to set theme of student 

portal. 

4 Privacy Notice Notification that is important for you. 

5 Information Latest information that all students 

should know. 

6 Dashboard Each student can view every notice, 

announcement, offer letter and 

warning letter. 
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Policy Handbook is every UCYP guideline, student manual and policy (Kolej Universiti 

Yayasan Pahang). Students can download file manuals to deepen and follow the 

guidelines and manuals provided by UCYP. 

STEP 1: out the menu section and Click 'Policy Handbook'. Refer to Figure 5.0 below. 

 

 

 

 

 

 

 

 

 

 
STEP 2: Klik ‘Download’, rujuk Figure 5.0 diatas.  

 

 

STEP 3: The files below are important for your reference as a student at UCYP. Refer 

to Figure 5.1 below. 

 

 

 

STEP 4: You can download the file above by pressing 'Download' button. Refer to 

Figure 5.1 above. 
 

 

Figure 5.0 

Figure 5.1 
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Students are allowed to view their personal records such as biodata, program 

information, heirs, changing passwords, changing personal records etc. in UCYP 

Student Portal. 

 

1. BIODATA 

 

STEP 1: Look at the menu section, click 'Profile', refer to Figure 6.0 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Biodata' to view your profile, refer to Figure 6.0 above. 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.0 
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STEP 3: The system will display your student information. Refer to Figure 6.1 to 

understand it better. 

 

 

  

Figure 6.1 
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2. CHANGE PROGRAMME 

 

STEP 1: See the menu section, click 'Profile', refer to Figure 6.2 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Change Programme' to change your program, refer to Figure 6.2 

above. 

 

 

STEP 3: Click 'Apply' button see Figure 6.3 for more. 

 
 

 

 

 

 

 

 

Figure 6.2 

Figure 6.3 
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STEP 4: Select a new program of your choice in 'New Programme' and indicate why 

you want to change it. Refer to Figure 6.4.   

 

 
 

 

 

STEP 5: Click the 'Apply' button, see Figure 6.4 above. 

 

STEP 6: Your application will be updated here from time to time. Refer to Figure 

6.5. 

 
 

 

 

NOTE: Application for change programme is only allowed for the first semester 

students. Semester two and above are strictly not allowed. For your information, 

second semester students and above won't have apply buttons like Figure 6.3 

above. Please refer to Figure 6.6 below to be clear. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.4 

Figure 6.5 

Figure 6.6 
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3. PROGRAMME 

 

STEP 1: See the menu section, click 'Profile', refer to Figure 6.7 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Programme' to view your programme, refer to Figure 6.7 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.7 
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STEP 3: The system will display your current programme. Refer to Figure 6.8 below 

to be clear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.8 
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4. HEIRS 

 

STEP 1: See the menu section, click 'Profile', refer to Figure 6.9 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: 'Heirs' to view registered heirs, see Figure 6.9 above. 

 

 

STEP 3: The system will display the information of the beneficiaries that you have 

previously registered. Refer to Figure 6.10 below. 

 

Figure 6.9 

Figure 6.10 
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NOTE: If you do not register your heirs yet, please do it to make it easier for the 

university to get in touch with your family members in case of unprecedented 

harm. 

 

a) Add New Heirs 

 

STEP 1: Press 'Add New' button, see Figure 6.10 above. 

 

STEP 2: Fill in all the information the system requires, refer to Figure 6.11 below. 

 

 

 

 

STEP 3: Click 'Save' button to save the new heirs' information. Refer to Figure 

6.11 above. 

 

 

 

 

 

 

Figure 6.11 
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b) Update Heirs 

 

STEP 1: Press the 'Edit' button, see Figure 6.10 above. 

 

 

STEP 2: Edit information that needs to be updated with the latest information. 

Refer to Figure 6.12 below. 

 

 

 

STEP 3: Press 'Save Changes' button to update new information. Press 

'Remove' button to delete your inherited data. Refer to Figure 6.12 above. 

 

 

 

 

 

 

 

 

Figure 6.12 
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5. DEFERMENT 

 

STEP 1: See the menu section, click 'Profile', refer to Figure 6.13 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Deferment' to make a study deferment, refer to Figure 6.13 above. 

 

STEP 3: Click the 'Apply' button to apply, see Figure 6.14. 

 

 

 

 

 

 

 

 

 

Figure 6.13 

Figure 6.14 
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STEP 4: State the reasons to support delaying your learning at UCYP. Refer to 

Figure 6.15. 

 

 

 

STEP 5: Press 'Apply' button, refer to Figure 6.15 and you have finished applying. 

 

STEP 6: Your approval application will be updated from time to time. If your status 

changes, you managed to get a reprieve. Refer to Figure 6.16 to be clearer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.15 

Figure 6.16 
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6. CHANGE PASSWORD 

 

STEP 1: Look at the menu section, click 'Profile', see Figure 6.17 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Change Password' to build a new password, see Figure 6.17 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.17 
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STEP 3: Build a new password and place it in the 'New Password' box and copy it 

in the 'Confirm Password' also. Refer to Figure 6.18 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 4: Click 'Save Changes' button and you have successfully changed your old 

password to a new one. Refer to Figure 6.18 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.18 
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7. DOCUMENT SUPPORT 

 

STEP 1: Look at the menu section, click 'Profile', refer to Figure 6.19 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Document Support' to view your supporting documents, see Figure 

6.19 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.19 



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

39 PREPARED BY: IT UNIT, UCYP 

STEP 3: System will display a list of supporting documents that you have uploaded 

before. Refer to Figure 6.20. 

 

 

NOTE: You can add new supporting documents, upload document files, and 

remove supporting document files that are no longer relevant. 

 

 

a) Upload Supporting Documents (Format Photo) 

 

STEP 1: Press ‘Add New (Images Format - .png, .jpg, .jpeg)’ button, refer to 

Figure 6.20. 

 

STEP 2: Select the relevant document type, refer to Figure 6.21 below. 

 

  

Figure 6.20 

Figure 6.21 
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STEP 3: Upload the related picture by pressing ‘Choose File’ button. Refer to 

Figure 6.22 below. 

 

 

STEP 4: only important deductions. Refer to Figure 6.23 below.  

 

 

STEP 5: Press ‘Crop & Upload Image’ button see Figure 6.23 above. Supporting 

documents are uploaded instantly. 

 

 

 

 

 

Figure 6.22 

Figure 6.23 
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b) Upload Supporting Documents (Format Documents) 

 

STEP 1: Press ‘Add New (Documents Format - .doc, .pdf)’ button, refer to Figure 

6.20. 

 

STEP 2: Select type of document to be uploaded, then press ‘Choose File’ 

button to upload the document. Refer to Figure 6.24. 

 

 

 

STEP 3: Press ‘Submit’ button when you have finished uploading the required 

documents, see Figure 6.24. Uploaded documents will be updated immediately. 

 

 

c) Downloading Existing Documents 

STEP 1: Press ‘Download’ button see Figure 6.25 to download your existing 

document. 

 

 

 

d) Removing Unrelated Documents 

 

STEP 1: Press 'Remove' button to remove documents that are no longer needed. 

Please refer to Figure 6.25 above. 

 

Figure 6.24 

Figure 6.25 
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8. ACADEMIC QUALIFICATION 

 

STEP 1: Go to the menu section, click 'Profile', see Figure 6.26 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Academic Qualification' to view your academic qualifications, refer 

to Figure 6.26 above. 

 

 

STEP 3: The system will display your Academic Qualifications. Refer to Figure 6.27 

below. 

 
 

 

 

 

 

Figure 6.26 

Figure 6.27 
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NOTE: You can add or modify your academic qualifications. 

 

 

a) Add New Academic Qualification 

 

STEP 1: Press 'Add New' button, refer to Figure 6.27 above. 

 

 

STEP 2: Fill in all the important information the system wants. Refer to Figure 

6.28.  

 
 

 

STEP 3: Press 'Save' button after you're done, refer to Figure 6.28 above. Your 

new qualification will be uploaded immediately. 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.28 
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b) Update Academic Qualification 

 

STEP 1: Press 'Edit' button, see Figure 6.27 above. 

 

 

STEP 2: Edit your old academic qualification information to the latest. Refer to 

Figure 6.29. 

 

 

STEP 3: Hit 'Save Changes' button after you've finished editing your academic 

qualification. If you want to remove your academic qualification information, 

press ‘Remove’ button. Any information you have changed or discarded will be 

updated immediately. Refer to Figure 6.29. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.29 
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9. CLEARANCE FORM  

STEP 1: Go to menu section, click 'Profile', refer to Figure 6.30 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Clearance Info' to apply for the release form, refer to Figure 6.30 

above. 

 

 

STEP 3: System will show a list of record that you have been applied before. Refer 

to Figure 6.31 below. 

  

 

STEP 4: Hit 'Apply' button to apply release form. Refer to Figure 6.31 above. 

 

Figure 6.30 

Figure 6.31 
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STEP 5: Select type and indicate a solid reason for your application. Refer to Figure 

6.32 below. 

 

 

STEP 6: Hit 'Apply' button when you finish filling out the release form, refer to 

Figure 6.32 above. Applications will be updated immediately from time to time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.32 
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10.FORM CHANGE INFO 

STEP 1: Go to menu section, click 'Profile', refer to Figure 6.33 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Form Change Info' to change your personally relevant information, 

refer to Figure 6.33 above. 

 

 

 

 

 

 

 

 

 

 

Figure 6.33 
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STEP 3: Please 'Tick' relevant box to change your personal information, refer 

Figure 6.34 below. 

 

 

STEP 4: Press 'Submit' button, refer to Figure 6.34 above and the system will give 

you permission to exchange your information. 

 

STEP 5: Fix the mistakes and hit 'Save Changes' button when you're done. Your 

information will be fixed immediately. Refer Figure 6.35 

 

 

Figure 6.34 

Figure 6.34 
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11.VIRTUAL ID CARD 

STEP 1: Go to menu section, click 'Profile', refer to Figure 6.36 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Press'Virtual ID Card' to view your virtual ID card, see Figure 6.36 above. 

 

 

STEP 3: System will display your virtual ID Card. Refer to Figure 6.37. 

 

Figure 6.36 

Figure 6.37 



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

50 PREPARED BY: IT UNIT, UCYP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

MODULE 7:  

REGISTRATION 
VERSION 3.0, FEBRUARY 2023 

 



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

51 PREPARED BY: IT UNIT, UCYP 

1. FORM 

STEP 1: Go to menu section and Click 'Registration'. Refer to Figure 7.0 below.  

 

 

 

 

 
 

STEP 2: Click 'Form' to view the record of the registration form, refer to Figure 7.0 

above. 

 

STEP 3: The system will display form for your registration. Refer to Figure 7.1 

below. 

 

 

STEP 4: You can download the registration form for your reference by pressing 

'Print' button. Refer to Figure 7.1 above. 

  

Figure 7.0 

Figure 7.1 
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2. CONTINUING REGISTRATION 

 

STEP 1: Go to menu section and Click 'Registration'. Refer to Figure 7.2 below.  

 

 

 

 

 
 

STEP 2: Click 'Continuing registration' to continue registration, refer to Figure 7.2 

above. 

 

STEP 3: System will display your registration information current semester. Refer 

to Figure 7.3 below. 

 

 

 

STEP 4: Press 'Submit Your Registration' button to proceed seamlessly with your 

semester. Refer to Figure 7.3 above. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7.2 

Figure 7.3 
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NOTE: You are not allowed to register if you have a debt or date to be registered is 

already ended. 

 

 

EXAMPLE 1: You have outstanding balance, refer to Figure 7.4 below. 

 

 

EXAMPLE 2: Time to be registered already closed. Please contact registration 

department for help. Refer to Figure 7.5 above. 

  

Figure 7.4 

Figure 7.5 
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If you have debts, you will have outstanding balance. Please refer to Figure 8.0 and 

8.1 below 

 

EXAMPLE 1: Have ‘Outstanding Balance’ 

 

 

EXAMPLE 2: No ‘Outstanding Balance’ 

 

 

 

1. HOW TO FIGURE YOUR OUTSTANDING BALANCE 

 

STEP 1: Go to menu section, click 'Finance', refer to Figure 8.2 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Outstanding Balance' to view your outstanding payments. 

 

Figure 8.0 

Figure 8.1 

Figure 8.2 
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2. BILL STATEMENT 

 

STEP 1: Go to menu section, click 'Finance', refer to Figure 8.3 below. 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Bill Statement' to view your billing statement. Refer to Figure 8.3 

above. 

 

STEP 3: can view/print your billing statement by pressing button that have been 

provided. 

 

a) 'Print Bill Statement (All Semester) button is for the entire semester 

statement bill. Please refer to Figure 8.4 for more understanding. 

 

b) 'Bill Statement (Sem ...)' button is bill statement during that semester. Please 

refer to Figure 8.4 for clarification 
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3. PAYMENT AND RECEIPT 

 

STEP 1: Go to menu section, click 'Finance', refer to Figure 8.5 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: 'Payment & Receipt' to proof of payment of your fees. Refer to Figure 8.5 

above. 

 

 

a) Payment Upload Receipt 

 

STEP 1: Click ‘Payment (Upload Receipt)’ button,' refer to Figure 8.6 below. 

 

 

 

STEP 2: Fill in box above with accurate and true information, see Figure 8.6 

above. 

 

 

STEP 3: Click the 'Submit' button when you're done. Refer to Figure 8.6 above. 

Figure 8.5 

Figure 8.6 
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b) Upload Transaction Status 

 

STEP 1: To find out your status payment either already accepted or declined, 

click 'Upload Transaction Status' button, refer Figure 8.7 below. 

 

 

STEP 2: Look at 'Status' column whether accepted or rejected. Refer to Figure 

8.7 above. 
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c) Payment Receipt 

 

STEP 1: To view your payment receipts, click ‘Receipt/Resit Pembayaran’, refer 

Figure 8.8 below. 

 

 

STEP 2: You can download or print your payment receipt by clicking 'print icon'. 

Refer to Figure 8.8 above. 

 

 

d) Guideline 

 

STEP 1: Click 'Guide/Guidelines' button to know either your receipt that you 

have been uploaded is valid or not, refer to Figure 8.9 below. 
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4.  INFO AND GUIDE 

  

STEP 1: Go to menu section, click 'Finance', refer to Figure 8.10 below. 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: Click 'Info & Guide' to view your billing statement. Refer to Figure 8.10 

above. 

 

 

STEP 3: 'Payment Info & Guide' to learn about semester costs, payment info and 

step by step making payments. Click 'Fee Structure' to learn more about the costs 

associated with your pursuit. See Figure 8.11 For more. 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Figure 8.10 

Figure 8.11 



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

61 PREPARED BY: IT UNIT, UCYP 

  

MODULE 9:  

SPONSORSHIP 
VERSION 3.0, FEBRUARY 2023 

 



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

62 PREPARED BY: IT UNIT, UCYP 

1. APPLY SPONSORSHIP 

 

STEP 1: Go to menu section, click 'Sponsorship', refer to Figure 9.0 below. 

 

 

 

 

 

 

 

 

 

 

STEP 2: To apply for sponsorship, click 'Apply Sponsorship, refer to Figure 9.0 

above. 

 

 

STEP 3: When the application opens, we will notify you from time to time. 
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2. SPONSORSHIP STATUS 

 

STEP 1: Go to menu section, click 'Sponsorship', refer to Figure 9.1 below. 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To check your sponsorship status whether it is active or not, click 

'Sponsorship Status', refer to Figure 9.1 above. 

 

 

STEP 3: You can see your sponsorship status in the 'Sponsorship Status' column, 

refer to Figure 9.2 below. 

 

 

 

Figure 9.1 

Figure 9.2 
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3. MY SPONSORSHIP 

 

STEP 1: Go to menu section, click 'Sponsorship', refer to Figure 9.3 below. 

 

 

 

 

 

 

 

 

 

 

STEP 2: To see who your sponsors, click 'My Sponsorship', refer to Figure 9.3 

above. 

 

 

STEP 3: You can see who your sponsors in the Sponsor Code. Refer to Figure 9.4 

below. 
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1. RECORD 

 

STEP 1: Go to menu section, click 'Hostel', refer to Figure 10.0 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your hostel records, click 'Record', refer to Figure 10.0 above. 

 

STEP 3: Look at the Figure 10.1 to see an example of the record that the system will 

display. 
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2. REGISTER 

 

STEP 1: Look at the menu section, click 'Hostel', refer to Figure 10.2 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To register for a hostel, click 'Register', refer to Figure 10.2 above. 

 

STEP 3: Please read the instructions given and agree to mark 'Tick' in the box 

provided. Refer to Figure 10.3. 

 

 

STEP 4: Select 'Hostel/Room' which is a hostel or room that pleases your heart, see 

Figure 10.3 above. 

 

STEP 5: Click 'Submit' button if you are done. Refer to Figure 10.3 above. 
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3. ONLINE BOOKING 

 

 

STEP 1: Go to menu section, click 'Hostel', see Figure 10.4 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To make hostel reservation, click 'Online Booking', refer to Figure 10.4 

above. 

 

 

STEP 3: Press 'Apply Now' button to apply. Please refer to Figure 10.5. 
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STEP 4: Specify the information below that is relevant exactly then Click 'Submit' 

button when you are done. Refer to Figure 10.6 below. The results of passing your 

booking will be notified from time to time in the Hostel Reservation History. 
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4. BOOKING HISTORY 

 

STEP 1: Go to menu section, click 'Hostel', see Figure 10.7 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view the hostel reservation history, click 'Booking History', refer to 

Figure 10.7 above. 

 

 

STEP 3: You can view your status in the 'Status' column. You can also print the 

boarding form by pressing the 'Print' or 'Print (Online Registration) button. Please 

refer to Figure 10.8 below. 
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5. CHECKOUT 

 

STEP 1: Check out the menu section, click 'Hostel', see Figure 10.9 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To checkout from hostel, click 'Checkout', refer to Figure 10.9 above. 

 

 

STEP 3: can view your status in the 'Status' column. You can also print out the 

sign-out form by pressing the 'Print Checkout Form' button. Please refer to Figure 

10.10 below. 
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6. DEPOSIT 

 

STEP 1: Go to menu section, click 'Hostel', refer to Figure 10.11 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your deposit, click 'Deposit', refer to Figure 10.11 above. 

 

 

STEP 3: Read the info on deposit return conditions. You can print your deposit 

receipt by pressing 'Print' button. Refer to Figure 10.12 below. 
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7. APPLY (ELECTRICAL ITEM) 

 

STEP 1: Go to menu section, click 'Hostel', see Figure 10.13 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2:  To apply for electrical tools, click 'Apply (Electrical Item)', refer to Figure 

10.13 above. 

 

 

STEP 3: You can apply by looking in the 'Application Status' column. Press 'Status' 

button for further status on your electrical items. Refer Figure 10.14. 
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1. MY ACTIVITY 

 

STEP 1: Go to menu section, click 'Student Affairs', refer to Figure 11.0 below. 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your activity, click 'My Activity', refer to Figure 11.0 above. 

 

STEP 3: The system will display activities you have participated in during your 

semester. Please refer to Figure 11. 1 below for example. 
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2. SOFT SKILLS 

 

STEP 1: Look at the menu section, click 'Student Affairs', refer to Figure 11.2 

below. 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your soft skills activities, click 'Soft Skills', refer to Figure 11.2 

above. 

 

 

STEP 3: The system will display the activities you have visited during your 

semester. Please refer to Figure 11.3 below as an example. 
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3. PROPOSAL TEMPLATE 

 

STEP 1: Go to the menu section, click 'Student Affairs', refer to Figure 11.4 below. 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To see the suggestions template, click 'Proposal Template', see Figure 

11.4 above. 

 

 

STEP 3: The system will display suggestion templates. You can download by 

pressing the 'Download' button. Please refer to Figure 11.5 below as an example. 
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1. MY COURSES 

 

STEP 1: Look at the menu section, click 'Academic', refer to Figure 12.0 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your recent or past courses, click 'My Courses', refer to Figure 

12.0 above. 

 

 

STEP 3: The system will display your latest and past courses. Refer to Figure 12.1. 
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2. COURSE WORK 

 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.2 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your latest session coursework, click 'Course Work', refer to 

Figure 12.2 above. 

 

STEP 3: The system will display the latest coursework you need to go through 

during the semester. Refer to Figure 12.3 below. 
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3. COURSE REGISTRATION BY STUDENT 

 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.4 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view or register for a course, click 'Course Registration by Student', 

refer to Figure 12.4 above. 
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STEP 3: The system will display your latest semester records. Refer to Figure 12.5 

below. 

 

 

a. Step to Register Course 

 

STEP 1: Press 'Register Course' button, see Figure 12.5 above. 

 

STEP 2: Select and fill courses related to your semester. Make sure not to 

exceed more than 20 credits for your current semester. Click the Save button 

when you're done. Refer to Figure 12.6 below. 
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b. Print Out Course Registration Form 

 

STEP 1: Press 'Print Registration Form' button, see Figure 12.5 above. 

 

 

c. Deleting Unrelated Courses. 

 

STEP 1: Press 'Delete' button, see Figure 12.5 above. 
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4. PRE COURSE REGISTRATION 

 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.7 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view or register for a pre-course, click 'Pre Course Registration', refer 

to Figure 12.7 above. 

 

STEP 3: The system will notify you from time to time when the pre-registration of 

will be opened. 
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5. COURSE REGISTRATION (APPROVAL BY LECTURER) 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.8 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view courses that have been endorsed by a lecturer, click 'Course 

Registration (Approval by Lecturer)', refer to Figure 12.8 above. 
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STEP 3: The system will display records that have been verified by the lecturer for 

your latest and past semesters. Refer to Figure 12.9 below 

 

 

 

STEP 4: Press 'Print Form' button to print your course registration form according 

to your desired semester. Refer to Figure 12.9 above. 
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6. ATTENDANCE 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.10 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your percentage of attendance, click 'Attendance', refer to Figure 

12.10 above. 

 

 

STEP 3: The system will display your attendance records for your latest semester. 

Refer to Figure 12.11 below. 
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7. RESULT SLIP 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.12 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your results slip, click 'Result Slip', refer to Figure 12.12 above. 

 

NOTE: If you have outstanding balance, you need to settle your debt before getting 

permission to view your results slip. Please contact Finance Division for further 

details. Figure 12.13 below indicates an error message when you have 

'Outstanding Balance'. 
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8. COURSE EVALUATION 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.14 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To open course evaluations, click 'Course Evaluation', refer to Figure 12.14 

above. 

 

STEP 3: The system will display an assessment of your course. Please complete 

your course evaluation before entering exam hall. Refer to Figure 12.15 below. 
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9. CONSULTATION 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.16 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To view your consultation, click 'Consultation', refer to Figure 12.16 above. 

 

STEP 3: The system will display your consulting records throughout the semester. 

Please refer to Figure 12.17 below. 
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10. EXAMINATION SLIP 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.18 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: For examination slip click 'Examination Slip', refer to Figure 12.18 above. 

 

 

STEP 3: When the Examination Slip system is opened, please print it to sit for your 

exam. If the error below occurs, your exam slip has not yet been generated. Refer 

to Figure 12.19 below. 
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11. PAST YEAR EXAM PAPER 

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.20 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To find previous exam paper, click 'Past Year Exam Paper', refer to Figure 

12.20 above. 
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STEP 3: Select 'Course Code' that is related to your subject and click ‘Submit’ 

button. Refer to Figure 12.21 below. 

 

 

STEP 4: The system will display the exam paper records first. You can print by 

pressing the 'Download' button. Refer to Figure 12.21 above. 
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12. REFERRAL 

STEP 1: See the menu section, click 'Academic', refer to Figure 12.22 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: For reference, click 'Referral', refer to Figure 12.22 above. 

 

STEP 3: The system will display your reference record. Refer to Figure 12.23. 
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13. TRANSCRIPT REQUEST FORM  

STEP 1: Go to menu section, click 'Academic', refer to Figure 12.24 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To apply for a transcript form, click 'Transcript Request Form', refer to 

Figure 12.24 above. 

 

STEP 3: Click ‘Request Form’ button to print the transcript form, refer to Figure 

12.25 below.  
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14. CREDIT TRANSFER 

STEP 1: Go to the menu section, click 'Academic', refer to Figure 12.26 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2: To apply for credit transfer, click 'Credit Transfer', refer to Figure 12.26 

above. 

 

STEP 3: When the application is opened, click 'Apply' button to apply credit 

transfer. Fill in all the desired information and send it. The system will process your 

application from time to time. Refer to Figure 12.27 below. 
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1. WIFI 

STEP 1: Go to Menu and click ‘ICT & Services’, refer to figure 13.0 below. 

 

 

 

 

 

 
STEP 2: Click 'Wifi' for wifi related matters, refer to Figure 13.0 above. 

 

 

STEP 3: You can check your own campus WIFI name and password as Figure 13.1 

below. 
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2. NEW IDENTITY CARD 

STEP 1: Go to menu and click “ICT & SERVICES”, refer to figure 1.3 below.  

 

 

 

 

 

 
STEP 2: Click 'Card ID (New)' to apply for a new identity card, see Figure 13.2 

above. 

 

 

STEP 3: Please read the notice carefully and follow the passport photo guidelines. 

a. Background: White/Blue  

b. Format Gambar: Rujuk gambar  

c. Check your status to determine your application whether it is success or 

rejected  

d. Please make sure your information is correct before submitting your 

application 

 

NOTE: For further enquiries, please contact Mr Wan Azrul 013 972 4346. 

 

STEP 4: Click the 'Apply Now' button to apply for a new ID Card. Refer to Figure 

13.3 below. 
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STEP 5: Tap "Choose File" to upload your passport photo and select the picture 

that meets the conditions above. Refer to Figure 13.4 below. 

 

 

 

 

 

 

 

 

 

 

 

a. Application Processed 

b. Application Successful 
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1. MENTOR PROFILE 

STEP 1: Look at the menu section and Click 'Mentor Mentee'. Refer to Figure 14.0 

below. 

 

 

 

 

 
 

STEP 2: Click 'Mentor Profile' to view your mentor profile, see Figure 14.0 above. 

 

 

STEP 3: System will display your mentor profile. Refer to Figure 14.1 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14.0 

Figure 14.1 
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1. MY TIMETABLE 

STEP 1: Look at the menu section and Click 'Timetable'. Refer to Figure 15.0 below.  

 

 

 

 
 

 

STEP 2: Click 'My Timetable' to view your schedule, see Figure 15.0 above. 

 

 

STEP 3: Press 'My Personal Timetable' button to view or print your class schedule. 

Refer to Figure 15.1 below 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Figure 15.0 

Figure 15.1 
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2. EXAM TIMETABLE 

STEP 1: Look at the menu section and Click 'Timetable'. Refer to Figure 15.2 below. 

 

 

 

 
 

 

STEP 2: Click 'Exam Timetable' to view your exam schedule, refer to Figure 15.2 

above. 

 

 

STEP 3: You can view your exam schedule when it's available. Examples of 

available exam schedules are as below, see Figure 15.3. 

 

 

 

 

 

 

 

 

Figure 15.2 

Figure 15.3 
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1. NEW E VOC 

STEP 1: Go to menu section and Click 'E VOC'. Refer to Figure 16.0 below. 

 

 

 

 
 

 

STEP 2: Click 'New EVOC' to make a new complaint, refer to Figure 16.0 above. 

 

STEP 3: Update your email and phone number. Then, click 'Save Changes' button, 

refer to Figure 16.1. If you've already done this step before, you can skip to the next 

step. 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 4: Select Voice Category, refer Figure 16.2 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 5: Select Category of Problem, refer Figure 16.3 below. 

 

 

 

 

 

 

Figure 16.0 

Figure 16.1 

Figure 16.2 

Figure 16.3 
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STEP 6: Complete Problem About, Location of Problem, Details of Location, 

Subject and related Details. Refer to Figure 16.4 below. 

 

 

 

 

STEP 7: Press 'Submit VOC' button when you are finished, see Figure 16.4 above. 

Your complaint will be updated from time to time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 16.4 
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2. E VOC STATUS 

 

STEP 1: Go to menu section and Click 'E VOC'. Refer to Figure 16.5 below. 

 

 

 

 
 

 

STEP 2: Click 'EVOC Status' to view your status, refer to Figure 16.5 above. 

 

STEP 3: The system will display the record and status of your complaint. Please 

refer to Figure 16.6 below. 

 

 

 

  

Figure 16.5 

Figure 16.6 
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1. APPLICATION FORM 

STEP 1: View the menu section and Click 'Industrial Training'. Refer to Figure 17.0 

below. 

 

 

 

 
 

 

 

 

 

 

 

 

 

STEP 2: Click 'Application Form' to apply for the application form, refer to Figure 

17.0 above.  

 

 

STEP 4: Please complete the application form.  

 

 

STEP 5: Click 'Submit' button to upload your application form. 

  

 

STEP 6: After the form is submitted, you can view or edit status  

application form by clicking 'View Status / Edit Application'.  

 

 

STEP 7: You can edit Application Form that you have submitted by clicking on 

'Edit' button.  

 

 

STEP 8: You can print out the Industrial Training Placement Form that you have 

submitted by clicking on 'Print' button.  

 

 

NOTE: Please apply after application has been opened. Refer to the error message 

below, Figure 17.1. 

 

Figure 17.0 

Figure 17.1 
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2. APPLICATION STATUS 

 

STEP 1: View the menu section and Click 'Industrial Training'. Refer to Figure 17.2 

below. 

 

 

 

 
 

 

 

 

 

 

 

 

 

STEP 2: Click 'Application Status' to follow your application status, refer to Figure 

17.2 above.  

 

 

STEP 3: You can edit the Application Form that you have submitted by clicking on 

'Edit' button. 

 

 

STEP 4: You can print out your Industrial Training Placement Form that you have 

submitted by clicking on 'Print' button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17.2 
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3. MY RESUME 

 

STEP 1: View the menu section and Click 'Industrial Training'. Refer to Figure 17.3 

below. 

 

 

 

 
 

 

 

 

 

 

 

 

 

STEP 2: Click 'My Resume' to view or edit your profile, see Figure 17.3 above. 

 

 

 

STEP 3: If you haven't yet applied for industrial training, click ‘Mohon Sekarang’ 

button, refer to Figure 17.4 or else you can skip this step. 

 
 

 

 

 

Figure 17.3 

Figure 17.4 
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STEP 4: To view or print your Resume, Click the 'View My Resume' button, refer to 

Figure 17.4. If you don't want to see it, you can skip this step. 

 

 

STEP 5: If there is information that is not true or you would like to update your 

personal information in 'Personal Particular, Education Background, Working 

Experience and others related', please click the 'Update Info' button. Refer to 

Figure 17.4 above to know where the button located. 

  



UCYP STUDENT PORTAL, VERSION 3.0, FEBRUARY 2023 

 

115 PREPARED BY: IT UNIT, UCYP 

4. LIST OF STUDENT NAMES 

STEP 1: View menu section and Click 'Industrial Training'. Refer to Figure 17.5 

below. 

 

 

 

 
 

 

 

 

 

 

 

 

STEP 2: Click 'List of Student(s)' to find your name whether you are eligible or not 

for industrial training, see Figure 17.5 above. 

 

 

STEP 3: You can find your name in the student list whether you are listed or not to 

conduct industrial training during the semester. Refer to Figure 17.6 below. 

 

 

 

 

 

Figure 17.5 

Figure 17.6 
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5. CONFIRMATION OF PLACEMENT 

STEP 1: Check out menu section and Click 'Industrial Training'. Refer Figure 17.7 

below. 

 

 

 

 
 

 

 

 

 

 

 

 

 

STEP 2: Click 'Confirmation of Placement' to view the confirmation letter by the 

industry company, refer Figure 17.7 above. 

 

 

 

STEP 3: You can see confirmation of your placement after the application has been 

verified by the company. 

 

  

Figure 17.7 
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STEP 1: View menu section and Click 'Resource Center'. Refer to Figure 18.0 below. 

 

 

 

 
 

STEP 2: Click 'Membership Form' to become a member of the resource center, refer to 

Figure 18.0 above.  

 

 

STEP 3: Press 'Apply Now' button, see Figure 18.1 below. 

 
 

 

 

STEP 4: Fill in the desired information and submit it. The system will prostrot your 

information from time to time.  

Figure 18.0 

Figure 18.1 
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STEP 1: View menu section and click 'Progress Report'. Refer to Figure 19.0 below. 

 

 

 

 
STEP 2: Click 'Submission' to submit your progress report, refer to Figure 19.0 above.  

 

 

STEP 3: Click 'New Progress Report' button, refer to Figure 19.1 below. 

 
 

 

 

STEP 4: After that, you can upload your progress report file (.pdf only). Next, click 

'Submit' button when you're done. Your submission will be successfully uploaded. 

Refer Figure 19.2 below. 

 

 
 

 

Note: You only can upload the progress report once your supervisor registers you in the subject. 

Figure 19.0 

Figure 19.1 

Figure 19.2 
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STEP 1: Check out the menu section and Click 'Vaccination'. Refer to Figure 20.0 

below. 

 

 

 

 
STEP 2: Click 'Vaccine' to fill your vaccinations, see Figure 20.0 above.  
 

STEP 3: Complete the information below and click the 'Submit' button when you are 

done. Refer to Figure 20.1 below. 

 
  

  

Figure 20.0 

Figure 20.1 
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STEP 1: View the menu section and Click 'KIBA'. Refer to Figure 21.0 below.  

 

 

 

 
STEP 2: Click 'Result KIBA' to see your KIBA results, refer to Figure 21.0 above.  

 

 

STEP 3: Click the 'View Result' button, refer to Figure 21.1 below. The system will 

display your KIBA results.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 21.0 

Figure 21.1 
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STEP 1: Login into your student portal. You can directly see a referral alert as shown 

in figure 22.0 below 

STEP 2: Click 'View My Referral’ button 

 

 

 

 

 

STEP 3: The referral list will be displayed as shown in Figure 22.1 

STEP 4: Click at the ‘ACTION’ button to process your pending referral 

 

 
  

  

Figure 22.0 

Figure 22.1 
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STEP 5: The system will pop-up a student acceptance for referral exam form as 

shown in Figure 22.1 

STEP 6: You can choose either to take referral exam with charge RM100, Not to take 

referral exam with charge RM100 or Take referral exam with valid reason/appeal for 

charge reduction. If you choose to TAKE REFERRAL EXAM WITH VALID 

REASON/APPEAL FOR CHARGE REDUCTION, you need to make the SECOND 

APPROVAL with the latest charge or no charge after your course lecturer approved 

your appeal. 

 

 
  

 

 

Figure 22.1 


