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DOCUMENT PURPOSE

The purpose of this document is to provide a summary of the workstream for the Placement of
Universiti Malaya. It describe the objectives and the criteria by which success in achieving those
objectives will be measured. It contains process maps and describes requirements. This
document will be completed iteratively until the designated milestone for completion of the
design phase for D05: Placement as laid out in the high level project schedule. Therefore

changes to the design will be managed under strict change control.

INTENDED AUDIENCE

This document is intended to guide the Placement team in configuring a solution to meet the
requirements identified herein. It is also intended to describe the new processes to stakeholders
and to provide the means by which advice can be delivered to the project team as to the

appropriateness and desirability of the new process.
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1. ONLINE STUDENT PLACEMENT APPLICATION

1.1 GLOSSARY

SITS Entity Description Remark
PAV Placement Availability
PLC Placement
PLP Placement Provider
PLT Placement Type
PPC Placement Provider Contact
PPD Placement Provider Description
PSA Placement Subject Area
SPA Student Placement Application
SPE Student Placement Evaluation
SPJ Student Placement Journal
SPL Student Placement Record
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2. ROLES AND RESPONSIBILITY

Faculty Admin

Allocate Coordinator

Document Management

Coordinator

Allocate Site Visit
Lecturer

Approve Student
Placement Application
Approve Placement
Withdrawal Application
View Student Currrently
on Placement

P
&b

Setup Provider Records
Approve Placement
Application

Submit Outstanding
Evaluation

View Student Currently
on Placement

Download Document
Outstanding Evaluation
View My Current Student

P
b

Create New Provider
Setup Provider Records
Identify Provider and
Placement Duplications

Student

Apply New Placement
Application

Apply New Provider
Apply Placement
Withdrawal

Submit Student
Assessment
Download Document
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3. PROCESS FLOW

Hello, I'm MAYA. I'l
guide you on the
process flow

Student

Apply New Placement
Application

Apply New Provider
Apply Placement
Withdrawal
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4. USER MANUAL

This User Manual will show and explain how the student can apply for placement
with the e: Vision Portal. Here is the screenshots of e:Vision Portal.

4.1 LOGIN PAGE AND NAVIGATE TO MAIN PAGE

4.1.1 Login page
Go to the portal Academic Portal — MAYA http://mava.um.@y
1

https://maya.um.edu.my

[% Loginto the portal x +

&« C @ nttps//maya.um.edu.my,

[#%5a| UNIVERSITY

= = OF MALAYA Academic Portal - MAYA

oy

Log in to MAYA
Enter Username

and Password.

Username

Password

Forgotten your password?

Click ‘Log in’.

Universiti Malaya

® 2019 Pusat Teknologi Maklumat. All Rights Reserved. (Go to fop)
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http://maya.um.edu.my/

Click ‘Placement
Application’ Tab’

@
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4.1.2 Navigate to Main Page

W UNIVERSITY
= = OF MALAYA

My Dashboard [—

Click ‘Student
Placements’ tab.

4.2 STUDENT PLACEMENT MAIN PAGE

W UNIVERSITY

= = OF MALAYA

Student Placements ot

4.2.1 Placement Application Selection

This is optional step, if your placement provider already exist inside system ,so you can
Submit ‘New Placement Application’ but if your provider does’t exist, then you can
submit ‘New Placement Provider’ .

e UNIVERSITY

== OF MALAYA

Placement applications \ comactu

-]
Click on ‘Submit New ] ] 3
s, Click on Submit ‘New
Placement Application : L
. == Placement Provider
Exit to
Placement
Main Page
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4.2.1.1 New Placement Application

e UNIVERSITY
=5 OF MALAYA

o Choose a Country
Student Placement Application

2(b)

Choose a Placement
Type

—— Z(C) T

Click ‘Next’

e If the user choose for International country.

2(a)

Choose a Country _a

Student Placement Application

2(b) |

Choose a Placement -
Type
L=
I

2(c
Click ‘Next’ (c)

Submission of Permission Documents to Travel

Upload the
related
document = St

X 2(e)
Click ‘Submit’

Upload your VisalDacument Relsted®

A
Exit to Placement
Main Page

i UNIVERSITY
= OF MALAYA

Submission of Permission Letter to Travel

Click ‘Exit’ to Placement
Application Page
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¢ If the student choose a ‘Malaysia’ country

2(a)
Choose a Country

Student Placement Application

Choose a Placement

Type

|
2(c)

Click ‘Next’

W UNIVERSITY
== OF MALAYA iome ot - o e Student Flacements n =

Select the placement

A
2(f)
Click ‘Exit’ to o [ e g | 2(e)
PIacer:ent Main Click ‘View Placement
age Details’

s UNIVERSITY
#% OF MALAYA

Student Placement Application

Provider Profiles Provider Description
Job Requirement

Provider Contacts

e 2(g)
Click ‘Accept and
Apply’

2(h)

Click ‘Back’ to
Placement Availability
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W UNIVERSITY

=% OF MALAYA Home

Student Placement Application . Carac s

2(i)

Upload the related
document
L

2(j)
[ e - Click ‘Submit’

2(k)
Click ‘Back’ to
Placement Details

A Home  Admission

i UNIVERSITY
S5 00 MALAY

Student Placement Application [ip——

Dacument Upload

b o

e UNIVERSITY

= = OF MALAYA Home  Admission

Student Placement Application p—

2(m)
Click ‘Exit’ to end the
T application process

End of task completion for New Placement Application
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4.2.1.2 New Placement Provider

3 MALAYA oo

[ UNIVERSITY

Insert organisation
name

3(a)
|

3(c)
Insert name of organisation or
choose the existing if related

Exit to Placement
Main Page

e UNIV
M A

ERSITI
LAYA ssion Enrolment +  Finance v Placements  Enquiries

Click ‘Next’

3(b)

& Nur Radhiy

Confirm Organisation Details

. Contact Us

Please confirm whether or not the screen details represent the organisation or company for your self identified placement opportunity. Clicking the Next button will request further details from you dependent on your response.

Organisation Details

Provider Name KAMPUS KESIHATAN UNIVERSITI SAINS MALAYSIA
Industrial Type GOVERNMENT LINKED COMPANY
Placement Type HEALTH CARE SERVICES
Country

MALAYSIA

Ne of Building

UNIVERSITI SAINS MALAYSIA, KAMPUS KESIHATAN,

Street KUBANG KERIAN
District NOT STATEE
State KELANTAN
Postcode 1615¢
Fax Number
HP Number 609767300
Web Address WIS, MYy

Confirm |dentified Organisation/Company Details

Correct Organisation® No, create another organi

@ Yes, confirm and continue

3(d)
Select the option
button
Click ‘Back’ to
search for
organisation

3(e)
Click ‘Next’
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If choose “Yes, confirm and continue”, system will display existing Placement Contact’s
Detail of the organization and user need to insert others empty field information in the
placement opportunity details.

e UNIVERSITI

SEMALAYA  Home Admission Enrolment ~ Finance ~ Placements Enquiries & Nur Radhiyah Binti Mohd Rais ~

Placement Opportunity Details . Contactus

Please input details of the placement opportunity you have self-identified. Click Update and Continue to confirm and complete your submission

Reference of Placement Contact's Detail Under The Same Provider

Placement Code Placement Contact's Name Placement Contact's Job Placement Contact's Email Placement Contact's Tel Ng Action
000000000002 DR NAJIE MAIDI BIN YAACOB PAKAR PERUBATAN KESIHATAN AWAM/PENSYARAH PERUBATAN najibmy@usm.my 0199462312

000000000001 HELIZA BINTI MUKRAM@SULAIMAN PENOLONG PENDAFTAR KANAN heliza@usm.my 097672050

Placement Opportunity Details - Click 'Copy Data' button if the Placement Contact's Name under the same provider. Else key-in new in Placement Contact's Name field.

Placement Contact's Name* DR NAJIB MAJDI BIN YAACOB

Department* 3‘f)
Placement Type* v Fill in all the
information needed

Expected Start Date* L /]

Expected End Date* =
Working Day Start Time (HH:MM)
Working Day Finish Time (HH:MM)

Job Requirements®

Placement Contact's Job* PAKAR PERUBATAN KESIHATAN AWAM/PENSYARAH PERUBATAN

Placement Contact's Email*

Placement Contact's Tel. Number* 199462312

Active?

Update and Continue 3(g)
Click ‘Update and

Continue’ button.

IF not use ‘COPY DATA’ from the Existing Placement Contact’s
Details key-in new in Placement Opportunity Details form.
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e UNIVERSITI
=M A

. AYA  Home Admission Enrolment ~ Finance ~ Placements Enquiries

L Contact Us

Placement Opportunity Details

Please input details of the placement opportunity you have self-identified. Click Update and Continue to confirm and complete your subm

Reference of Placement Contact's Detail Under The Same Provider

Placement Code Placement Contact's Name Placement Contact's Job Placement Contact's Email Placement Contact's Tel No Action
000000000002 DR NAIJIB MAIDI BIN YAACOB PERUBATAN KESIHATAN AWAM/PENSYARAH PERUBATAN najibmy@usm.my 0199462312 Copy Data

ULAIMAN PENOLONG PENDAFTAR KANAN heliz

097672050

000000000001 HELIZA BINTI MUKRAM

e same provider. Else key-in new in Placement Contact's Name field.

Placement Contact's Name* Ahmad Salleh Bin Abu (f _)

Department* formation and System Fill in all the
information needed

Placement Type* JUCATION <

Expected Start Date® 2021 =

Expected End Date® 1 =
Working Day Start Time (HH:MM)
Working Day Finish Time (HH:MM,) 17:00
Job Requirements® Job Requirement:
y
V
Placement Contact's Job* EXECUTIVE OFFICER

Placement Contact's Email* PPC

Placement Contact's Tel. Number* 1333775293

Active?

3(g-i
Click ‘Update and (g )

Continue’ button
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If choose “No”, user need to insert the organization and company details.

HP Number

No of Staff

Web Address

Job Requirement (Notes]

Placement Description

If user choose the Malaysia country for placement

Organisation Details

Please input details of the organisation or company affering you the placement opportunity. Click Nes

| Organisation or Company Details:

HP Number

No of Staff

Web Address

Job Requirement {Notas)

Placement Description

—

3(h)
Fill in all the
information needed

3(i)

Click ‘Next’ button.

3(h)
Fill in all the
information needed

3(i)

Click ‘Next’ button.
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If user choose the international country for placement

Organisation Details

Please input details of the organisation or company offering you the placement oppertunit

| Organisation or Company Details

y. Click Next to input details of the placement opportunity itself.

Onganisation Name*

Placement Type*

taliano Pizza

NFORMATION TECHNOLOGY

Country* A0B AUSTRALIA
No of Building Fill in all the
information needed
Street
Postcode

Fax Number

HP Number

No of Staff

Web Address

Job Requirements (Notes)

Placement Description

Then user need to upload the permission letter for abroad placement and visa/related
document.

Submission of Permission Documents to Travel I

3(j) 3(k)
Upload your Permission Click ‘Submit” button.
Letter and Visa/Related

Document

Exit to Placement
Main Page
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Placement Opportunity Details

eass input details of the placement opportunity you have self-identifisd. Click Update and Continue to confirm and complte your submission.

| Placement Opportunity Details

Your Placement Name® Department of IT Htaliano Pizzs
Expacted Start Date” 02pui2019 =] 3(f)
Expected End Date” 31/Degi2019 = Fl” n a” the
information needed
Warking Day Start Time (HH:MM)

Warking Day Finish Time (HH:MM)

Placement Contact's Name®

Placement Contact's Job*

Placement Contact's Email 3 (g)
Click ‘Update and
r—— I

Continue’ button.
When student insert the provider details by their own, student need to upload their
confirmation letter provided by provider as a proof. This is mandatory.

Placement Contact's Tel. Number

e UNIVERSITY
= ~/OF MALAYA ome  Admission e inance +  Research  StudentPlacements  Graduation

3(|) Plesse cick the Uplaad fles' button to open the fik upload popup. Clck browse 10 sslect the documentis) that you wish to upload then click 'Upioad". Oce you have uploaded you fles,cick Next o continue 3(' n

R—— Click ‘Submit’ button.
Upload your

Confirmation Letter Click ‘Back’ to h
=== Placement Opportunity
Details

NIVERSITY
OF MALAYA

Click ‘Exit’ button.

End of task completion for New Placement Provider
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4.2.2 Placement Details

First view of ‘My Placement Details’ section without any application records.

| My Placement Details

| Submitted Assessment

Document Name Document Size Document File Status Action

After self-identified application, need to wait for approval from coordinator.

| My Placement Details

Placement Provider Placement Mame Site Visit Lecturer Provider Contact Start Date End Date Status

18 ltaliano Pizza 01/0ct/2019 31/Dec/2019 Approved by Provider

Atfter full-online application, need to wait for approval from provider

| My Placement Details

Placement Provider Placement Mame Site Visit Lecturer Provider Contact Start Date End Date Status

327 taliano Pizza 01/0ctf2019 24/Dec/2019 Wiaiting for Provider Approval

Or either Rejected by Provider or Coordinator earlier.

| My Placement Details

Placement Provider Placement Mame Site Visit Lecturer Provider Contact Start Date End Date Status
327 taliano Pizza 01/0ctf2019 24Dec/2019 Rejected by Provider

| My Placement Details

Placement Provider Placement Name Site Visit Lecturer Provider Contact Start Date End Date Status
327 taliano Pizza 01/0ct/2019 24/Dec/2019 Rejected by Coordinator
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4.2.2.1 Approved by Coordinator (button Accept/Reject for student action displayed)

| My Placement Details

Placement Provider Placement Name Site Visit Lecturer Provider Contact Start Date End Date Status

3z7 taliano Pizza 0l/oct/2013 24/Dec/2013 Approved by Coordinater

Click ‘Accept/Reject’

Button

w5 UNIVERSITY
= = OF MALAYA Home Admission Enrolment ~ Finance v Research Student Placements Graduation In Development
=

Placement Application Approval

| Student Placement Details

Student 18001037 Placement Amad

Academic year 2019
Periodslot Sl
Flacement provider  ltaliano Pizza

Placement provider contact

Startdate  0L/Oct/2019
Enddate  24/Dec/2019

Flacement subject area

Confirmation letter  DRR_DCTC DRR=SRSDRR_ENTC DRR=SPAJDRR_PKF1 DRR=18001037JDRR_PKF2 DRR=01}DRR_PKF3 DRR=0001jWARNZERO=

| Select New Status

Current application status

Vaiting for Student approval

Accept/Reject* Accepted e

Rejected
2

S Choose ‘Accepted’ in
dropdown list

Choose ‘Rejected’

Placement application approval

| Student placement details

Student 17087298
Academicyear 2019
Periodsiot 51
Placement provider  Italiano Pizza

Placement provider contact

Startdate  01/0ct/2019

End date

Placement subject area

Confirmation letter ~ DRR_DCTC.D SIDRR_ENTC DRR=SPAIDRR_PKF 1 DRR=170872981DRR_PKF2.DRR=01|DRR_PKF3 DRR=0001{WARNZERO=

| Select new status

Current application status Approved by Coordinator/Waiting for Student approval

AcceptiRelect | Accepted o

sk

Click ‘Back’ button and Z(b)
back to Placement Main Click ‘Submit’ button
Page.

2(a)
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Placement application approval

You have successfully Accepted!Approved the student placement application(s). Click the exit button to exit this task.

2(c)

Click ‘Exit’ button.

After the approval of the placement application, you already consider to proceed
with the placement.

IMPORTANT NOTE:

Students are NOT allow to change placement once you “accept” the placement

unless there is a serious issues especially if its reagrds to the safety of the
students.

Students are only allow to withdraw after getting approval from the Faculty on
the reasons mention above.

Please refer to the steps below for the withdrawal proces:

| My Placement Details
Placement Provider Flacement Name Site Visit Lecturer Provider Contact Start Date End Date Status
327 Italiano Pizza 01/Oct/2019 24/Dec/2019 Accepted by Student Withdraw

student status has been
changed to ‘accepted by
students’

Click ‘Withdraw’
button

Submission of Termination Letter [—

2(f)
I_ Click ‘Upload files’
button.
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_ C

lick ‘Browse My
Computer’

Browse My Computer

Upload files

Browse My Computer

Termination Letter.pdf (33 kb)
File Status  Successfully Uploaded [ 100%

Auto uploading the
files

|

Click ‘Delete’
Upload files button

Browse My Computer I

2(i)

Termination Letter.pdf (33 kb) Delete

2(j)
Auto uploaa
successfully

File Status Successfully Uploaded

|

Z(k) Click ‘Close’

2(i)a

Delete file

Click ‘Accept’

Are you sure you want to delete this file?

2(i)b I

Click ‘Cancel’ button
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Submission of Termination Letter

Please upload yeur documents here

2(1)

| Upload Your Termination Letter

Upload Your Termination Letter* Click ‘Submit’

2(m) I
Click ‘Back’ button and g
back to Placement Main

Paga

Submission of Termination Letter [R—

2(n)
Click ‘Exit’ button

Once Student successfully withdrawn (button withdrawal pending approval displayed)

| My Placement Details

Placement Provider Placement Name Site Visit Lecturer Provider Contact Start Date End Date Status
18 Italiano Pizza 01/Octf2012 31/Dec/2019 Accepted by Student

Displayed ‘Withdrawal
pending approval’
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Student Rejected

| Student Placement Details

Student

Academic year

Period slot

Placement provider

Placement provider contact

Start date

End date

Placement subject area

Confirmation letter

| Salect New Status

3(a)

Placement Application Approval

18001037 Placement Amad
2019
sl

Italiano Pizza

0L/0ct/2019

24/Dec/2019

DRR_DCTC.DRR=SRSJDRR_ENTC DRR=SPAJDRR_PKF1.DRR=18001037JDRR_PKF2.DRR=01JDRR_PKF3.DRR=0001|WARNZERO=

Current application status Approved by Coordinator/Waiting for Student approval
Accept/Reject* Rejected -
Reason for rejection | bls bls bisa | 3

Choose ‘Rejected’

i = |

Insert ‘Reason for
rejection’ button

Click ‘Back’ button 3(c)
Click ‘Submit’ button

Placement application approval

You have successfully Rejected the student placement applicatian(s). Click the exit button to exit this task.

3(d)

Click ‘Exit’ button
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4.2.3 Update CV & Cover Letter

UNIVERSITY

T
=5 OF MALAYA Home  Admission  Enolment =

Student Placements s

Pracement Name ‘Site Visit Lecturer Provider Contact StrtDate Ena Date Status

Click ‘Update Your CV
& Cover Letter Ta b' Document Hame Gocument Size Document File Status Action

2

Student Placement Application

Please upload any supporting application documents or upload your CV here.

| Upload Application Documents

Existing Documents B Covering Letter: COVER LETTER DOCUMENT TEST.pdf B Curriculum Vitae: Cv DOCUMENT TEST.pdf

Please Note: Any previously uploaded CVs or C

o open the file upload popup. Click browse to select the document(s) that you wish to upload then click 'Upload'. Once you have uploaded your files, click 'Next' to continue

Click “Upload files’ 3
your Cover Letter & Upload Your Covering Letter* Cllck

i« HY)
cV Upload Your Cv* Submit’Button

Click ‘Back’ and back to

Placement Main Page

Upload files
5

Click ‘Browse My

J

Browse My Computer

Computer
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6
Auto uploading

the files

Click ‘Delete’

{11 kb Delete I

File Status

Auto upload
successfully

k - Click ‘Close’

8(a)

Delete file Click ‘Accept’

Are you sure you want to delete this file?

Click ‘Cancel’ button | I

| Upload Application Documents

Existing Documents I Covering Letter: COVER LETTER DOCUMENT TEST.pdf B Curriculum Vitae: Cv DOCUMENT TEST.docx

Please Note: Any previously uploaded CVs or Covering Letters will be removed if you upload a new one

Please click the "Upload files' button to open the file upload popup. Click browse to select the documentis) that you

Upload Your Covering Letter® Click ‘Submit’
Upload Yaur Cv*
H

Click ‘Back’ and back to
Placement Main Page

sh to upload then click 'Upload’. Once you have uploaded your files, click Mext' to continue.

10

Student Placement Application  Cantat s

]
Click ‘Exit’

STpet | I Comiculum Vitae
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