SOP SUMMARY (POSTGRADUATE STUDY)

D

UMT PUSAT PENGURUSAN SISWAZAH |

\){fEcher
OO POSTGRADUATE MANAGEMENT CENTRE
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1. PROGRAM CHANGES (TAUGHT COURSE)/FIELD OF STUDY

APPROVAL LETTER
STUDENT APPLICATION APPROVAL OF APPROVAL CHECKING /UPDATE
STUDENT'S RECORD

(online) APPLICATION

2. RESEARCH TITLE/SPECILAIZATION CHANGES

APPROVAL LETTER
APPROVAL CHECKING/UPDATE

STUDENT APPLICATION APPROVAL OF
((WELITEL)] APPLICATION STUDENT'S RECORD

3. FACULTY/INSTITUTE/CENTRE (PTj) CHANGES

APPROVAL OF
STUDENT APPLICATION APPLICATION FROM APPROVAL OF APPROVAL LETTER APPROVAL CHECKING
; ORIGINAL PTj & APPLICATION FROM /UPDATE STUDENT'S
(online) FORWARDING THE NEW PT) RECORD
APPROVAL TO NEW

nT:

4. DEFERMENT OF STUDY/ STUDY MODE CHANGES

STUDENT APPLICATION
(by APPROVAL OF APPROVAL CHECKING /UPDATE
APPROVAL LETTER
STUDENT RECORD

(online)
APPLICATION

Week- 4 for full fee
exemption)

5. RENOMINATION OF SUPERVISORY COMMITTEE

SUPERVISORY
APPROVAL OF APPROVAL LETTER COMMITTEE APPROVAL CHECKING
APPOINTMENT /UPDATE STUDENT
RECORD

STUDENT APPLICATION
APPLICATION
LETTER

(online)

6.WITHDRAWAL APPLICATION /APPEAL OF TERMINATION

CHECKING & APPROVAL OF APPROVAL LETTER UPDA;E:(';:EENT S

STUDENT APPLICATION
DISTRIBUTION TO PTj APPLICATION

(letter/email to PTj)

6. CONVERSION (MASTER TO PhD)

SHECKING OF INTERNAL EVALUATION APPROVAL LETTER
REQUIREMENTS & BY PTi & UMT SENATE UPDATE STUDENT'S
APPLICATION i\PPROVAL RECORD
DOCUMENT

STUDENT APPLICATION
(manual) (latest by
Week-4 2nd semester
of study)

| STUDENT " PTj(Faculty/Institute/Centre)
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1. FINAL EXAMINATION (TAUGHT COURSE)

NOTICE & INSTRUCTION FINAL
FOR FINAL mmmnd EXAMINATION [RBe
EXAMINATION TIMETABLE

QUESTION,
VETTING &

EXTERNAL MODERATION &
PROCESSING OF APPROVAL AT UMT
EVALUATION VERIFICATION OF
MARKS SENATE
MARKS

FINAL
EXAMINATION

SUBMISSION OF
MARKS

2. EVALUATION OF PROGRESS REPORT (RESEARCH)

NOTICE & INSTRUCTICN SYARIATIONIOF NERIEICATIONIOR PRI:)E(:EJSLS'I!IS\JEI?F APPROVAL BY UMT
FOR PROGESS REPC)II:'II"I FROSRESSREFORTEN FROSHRESSIREFORT PROGRESS REPORT SENATE
MAIN SUPERVISOR RESULTS RESULTS

2 m3moo>»2>»<

3. APPEAL OF GRADE REVIEW /PROGRESS REPORT / REPLACEMENT EXAMINATION (PG) / RESIT EXAMINATION (ULR)

m O

CHECKING OF
GRADE/PROGRESS
STUDENT APPLICATION CHECKING & REPORT/EXAMINATIO PROCESSING OF APPROVAL BY UMT
(manual) SEEEEEY DISTRIBUTION TO PTj N MATTERS & MARKS SENATE
VERIFICATION OF
MARKS

4. PENGHANTARAN NOTIS

MAIN SUPERVISOR APPROVAL OF THESIS SRR AT CHECKING/UPDATE
—
STUDENTAFPLICATION NOMINATE EXAMINATION IEORMATORE STUDENT'S STATUS - AKTIF
(online) EXAMINERS COMMITTEE ULy HANTAR NOTIS
APPLICATION

5.PENGHANTARAN TESIS
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APPOINTME NT OF
UPDATE APPROVAL
STUDENT APPLICATION MAIN SUPERVISOR THESIS EXAMINATION INFORMATION IN CHECKING/UPDATE
E— ENDORSE THE COMMITTEE

(online) STUDENT
! HANTAR TESI.
APPLICATION APPLICATION >e

6. VIVA VOCE

VIVA INVITATION VIVA RESULTS

— > UPDATE STUDENT'S

E
VIVA VOC STATUS - AKTIF VIVA

B sTUDENT

_ PTj (Faculty/Institute/Centre)
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1. ADMISSION APPLICATION (GSEA)

DISTRIBUTION OF SCREENING &

4 APPPLICATION APPROVAL OF
DOCUMENTS TO APPLICATION

. *For international candidate that

APPLICATION FROM CHECKING OF
POTENTIAL STUDENT [ummmmd APPLICATION GENERATE OFFER LETTER

(online) DOCUMENTS

2. APPLICATION OF DEFERMENT OF ADMISSION

APPLICATION FROM

POTENTIAL STUDENT

(online via response
from offer letter)

GENERATE OFFER LETTER

2 0 —-—u»vwunu-<0>

1. REGISTRATION OF COURSES (Online for student performing online registration untlL Week-4; Manual for manual registration by PPS or registration

after Week-4)

STUDENT REGISTER STUDENTIS APP?I!:':L'\JAREE'\:(T =
REGISTERED

INTENDED RSE
COURSES WITH THE

CHECKING OF
A RDING T
£€O S T0 COURSE

COURSE
INTENDED REGISTRATION FOR
COURSE REGISTRATION EACH STUDENT
(LECTURER & MARK

DEPENDING ON
COORDINATOR)
THE COURSE

OFFERING

2. SEMESTER REGISTRATION - Until Week 10 (New Research Student); Until Week 13 (Current Research Student); Until Week-1 (Taught Course)

STUDENT IS KEEPING
STUDENT SHOW PROOF OF TUITION FEE REGISTERED REGISTRATION SLIP KEEPING REGISTRATION
PAYMENT/ SPONSORSHIP & CLEARANCE > REGISTRATION 'SLIP IN STUDENT'S SLIP IN STUDENT'S
FORM (*International Students) REGISTRATION FILE
ISSUED PERSONAL FILE

3. COURSES ADD/DROP - ADD- Until Week-4 of semester; DROP - Until Week-5 of semester

CHECKING OF

—
STUDENT APPLICATION INFORMATION & ADD/DROP COURSES

(UMT/B/PG-03 FORM) APPROVAL OF
APPLICATION

4. DROPPING OF (LOSING) STUDENT STATUS - Student fail to reglster is given GUGUR NAMA (GN) status

DISTRIBUTE Sl FEEDBACK ON

FOLLLOW UP ACTION
CHECKING FOR STUDENTS LIST T
(INFORM THE s @l LATEST STUDENT
REGISTE
STATUS

UNREGISTERED STUDENTS TO PTj FOR
! STUDENT)
VERIFICATION R LATE

B stubent [ PTj (Faculty/Institute/Centre) B Prs
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1. GRADUATION( TAUGHT COURSE)

CHECKING THAT

TUDENT ENATE APPROVAL
VERIFICATION OF >1U > 0 mmmmmmd SENATE APPROVAL LETTER

GRADUATING STUDENT FULFILLING
GRADUATION

REQUIREMENTS

2. GRADUATION (RESEARCH)

CHECKING THE

STUDENT SUBMIT O\FIZRRI:ISSLI'I?I:G INFORMATION FOR
GRADUATING SENATE APPROVAL

CORRECTED THESIS STUDENT SENATE APPROVAL LETTER

STUDENTS &
AFTER VIVA (PG-16 [ DOCUMENTS
FORM)

REGARDING
GRADUATION
REQUIREMENTS

SUBMISSION OF STUDENT
TUDENT SUBMIT E E RESUL
FINAL THESIS STU >y INFORMSENATERESHEL INFORM SENATE RESULT TO PTj
FINAL THESIS (PG- TO THE RESPECTIVE

17b FORM) STUDENT

3. COLLECTION OF ACADEMIC TRANSCRIPT BEFORE CONVOCATION CEREMONY (3 MONTHS BEFORE CONVOCATION CEREMONY)

STUDENT APPLICATION (PG- ISSUE ACADEMIC
17c FORM) PRINTING OF TRANSCIPT
ACADEMIC
TRANSCRIPT

4. COLLECTION OF DEGREE SCROLL BEFORE CONVOCATION CEREMONY (INTERNATIONAL STUDENT ONLY)

STUDENT APPLICATION CHECKING
PROOF OF
FINAL THESIS

EEEN PRINTING OF DEGREE — > HAND OVER DEGREE SCROLL
SCROLL *Check representative letter (if any)

5. COLLECTION OF ACADEMIC TRANSCRIPT AFTER CONVOCATION CEREMONY

HAND OVER ACADEMIC
TRANSCIPT

STUDENT SUBMIT PROOF OF PAYMENT PRINTING OF
FOR GRADUATION FEE AND —> ACADEMIC
OUTSTANDING FEE (IF ANY) TRANSCRIPT

6. COLLECTION OF DEGREE SCROLL BEFORE CONVOCATION CEREMONY (INTERNATIONAL STUDENT ONLY)

CHECKING PROOF
T
STUDENT SUBMIT PROOF OF PAYMENT OF FINAL THESIS SRINTING OF DEGREE HAND OVER DEGREE SCROLL
FOR GRADUATION FEE AND SUBMISSION (PG- SCROLL
OUTSTANDING FEE (IF ANY) (manual) 17)

I sTUDENT

- PTj (Faculty/Institute/Centre) - PPS



