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User Manual C04 – Enrolment Maintenance Workstream 

 

DOCUMENT PURPOSE: 
 
The purpose of this document is to provide a user manual on the workstream for the Enrolment 
Maintenance to University of Malaya. This manual includes a description of the system’s 
functions and capabilities, contingencies and alternate modes of operation, and step-by-step 
procedures for system access and use.  
The workstream includes the following processes: 
1. Specialisation selection 
2. Module Withdrawal 
3. Special Module Withdrawal 
4. Semester Withdrawal 
5. Programme Withdrawal 
6. Change of Programme 
7. Special Permission: 

(a) Late Module Application 
(b) Extra Credit 
(c) Off Diet Module 
(d) Audit Module 
(e) Mobility Module 

8. Update Deceased Student Record 
9. Conversion from Master to PhD 
10. Conversion from PhD to Master 
11. Appeal: 

(a) To extend maximum duration of candidature 
(b) To continue with studies (failed and terminated from study) 

 
INTENDED AUDIENCE: 
1. Central Administrator 
2. Faculty Admin 
3. Student 
4. Business User 
5. Business Analyst 
6. Technical Analyst 
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1. INTRODUCTION 
 
The user manual is a reference and guide on the Enrolment Maintenance workstream for new 
users of the SITS and MAYA student record system. 
 
1.1 Index  
 

Term Description 
AASC Academic & Administrative Services Centre 
Academic Year Academic session for academic calendar  
Activity Type of activity for topic element 
Central 
Administrator AASC 
Faculty  Faculty’s user 
Lecturer Academic Staff 
Level Type of programme e.g. undergraduate, master, doctorate 
MAYA University of Malaya Student Information System’s web based 
Module Defines general information about each course and its activities 

Period Slot Types of time classifications used within a scheme e.g. terms, 
semesters 

Programme 
Programme of study available within a scheme e.g. a Bachelor of 
Arts 

Route 
Define major and/or minor for each programme e.g. Bachelor of Arts 
(Geography)  

Scheduling Group Defines a group each student belongs to to ensure the student is in 
the same group throughout his/her study.  

Session Available groups for each course offered  
SITS University of Malaya Student Information System client based 
Start Period Student’s starting semester for the programme enrolled  

 
1.2 User Characteristics 
 

User Responsibility / Activity 
Student • Apply for:  

o specialisation (major/minor). 
o transfer of credit (manual form). 
o semester withdrawal. 
o programme withdrawal. 
o change of programme (manual form). 
o late module application (manual form) 
o extra credit (manual form) 
o audit module (manual form). 
o appeal to extend maximum duration of candidature 

(manual form) 
o appeal to continue with studies (failed and terminated 

from study) (manual form) 
 

• Register a module: 
o off-diet (out of DIET requirement). 

 
• Withdraw from a module. 

 
Faculty • Approve: 

o specialisation (major/minor) application. 
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o transfer of credit (for modules within 5 years from date of 
Senate approval – manual paperwork). 
 

• Recommend for: 
o transfer of credit (for the first-time module submission – 

manual paperwork). 
o special module withdrawal 
o semester withdrawal application. 
o programme withdrawal application. 
o change of programme application (from manual 

application). 
o late module registration application (from manual 

application). 
o extra-credit application (from manual application). 
o audit module application (from manual application) 
o mobility module application. 
o appeal to extend maximum duration of candidature (from 

manual application). 
o appeal to continue with studies (failed and terminated 

from study). 
o conversion from Master to PhD. (manual paperwork) 
o conversion from PhD to Master. (manual paperwork) 

 
Central 
Administrator 

• Approve recommendation from Faculty: 
o special module withdrawal 
o semester withdrawal. 
o programme withdrawal. 
o change of programme. 
o late module registration. 
o extra credit. 
o audit module 
o appeal to extend maximum duration of candidature 
o appeal to continue with studies (failed and terminated 

from study) 
o conversion from Master to PhD. 
o conversion from PhD to Master. 

• Update transfer of credit record 
• Update deceased student’s record 

 
 
1.3 Glossary 
 

Table Table Name  Remark 

QAS Quick Applicant Setup  To generate student record. 
CAPS Course Application Supervisor Access To update the following fields:  

• ‘Decision/Date’ as ‘U’  
• ‘Response/Date’ as ‘F’ 

ATR Applicant Transfer To create student profile from 
applicants’ record.  

SPR Student Programme Route  

SCJ Student Course Joint Detail Details of students’ academic 
programme. 

SCE Student Course Enrolment Details of student enrolment for the 
current semester. 
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2. ROLES AND RESPONSIBILITY   

• Approve recommendation from Faculty: 
o special module withdrawal 
o semester withdrawal. 
o programme withdrawal. 
o change of programme. 
o late module registration. 
o extra credit. 
o audit module 
o appeal to extend maximum duration 

of candidature 
o appeal to continue with studies 

(failed and terminated from study) 
o conversion from Master to PhD. 
o conversion from PhD to Master. 

• Update transfer of credit record 
• Update deceased student’s record 

 

• Approve: 
o specialisation (major/minor) 

application. 
o transfer of credit (for modules 

within 5 years from date of 
Senate approval 

 
• Recommend for: 

o transfer of credit (for the first-
time module submission). 

o semester withdrawal 
application. 

o programme withdrawal 
application. 

o change of programme 
application. 

o late module registration 
application. 

o extra-credit application. 
o audit module application. 
o mobility module application 
o appeal to extend maximum 

duration of candidature. 
o appeal to continue with 

studies (failed and terminated 
from study). 

o conversion from Master to 
PhD. (manual paperwork) 

o conversion from PhD to 
Master 

• Apply for:  
o specialisation selection 

(major / minor). 
o transfer of credit. 
o semester withdrawal. 
o programme withdrawal. 
o change of programme. 
o late module application. 
o extra credit 
o audit module. 
o appeal to extend 

maximum duration of 
candidature. 

o appeal to continue with 
studies (failed and 
terminated from study). 
 

• Register a module: 
o off-diet (out of DIET 

requirement). 
 

• Withdraw from a module. 

Student Faculty’s Admin 

Central Administrator 
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3. PROCESS FLOW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      
 
 

• Approve: 
o specialisation (major/minor) application. 
o transfer of credit (for modules within 5 

years from date of Senate approval) 
 

• Recommend for: 
o transfer of credit (for first time module 

submission). 
o semester withdrawal application. 
o programme withdrawal application. 
o change of programme application. 
o late module application. 
o extra-credit application. 
o audit module application 
o special module withdrawal. 
o conversion from Master to PhD 
o conversion from PhD to Master 

• Apply for: 
o specialisation (major/minor) 
o semester withdrawal 
o programme withdrawal 

 
• Register a module: 

o off-diet (out of DIET requirement). 
 

• Withdraw from a module. 

• Apply for: 
o transfer of credit 
o change of programme 
o late module application 
o extra-credit 
o audit module 
o appeal to extend max. period of study 
o appeal to continue with study (failed-out) 

Faculty’s Admin 

STEP
 

Online application 

Central Administrator 

Student 

1 

2 

3 • Approve recommendation from Faculty: 
o transfer of credit (for the first time 

module submission) 
o semester withdrawal 
o programme withdrawal 
o change of programme 
o late module registration 
o extra credit 
o audit module 
o conversion from Master to PhD 
o conversion from PhD to Master 
 

• Update deceased student’s record. 
  

Manual application 
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4. USER MANUAL 

 
4.1 STUDENT VIA MAYA 

 
4.1.1 Login Page  

 
This page applies to all categories of students. 
 
 
 

 
 

 
 
 
 
  

Log in to the Academic Portal 
MAYA. 

1 

2 

Click ‘Log in’. 

3 
Key-in username and 

password. 

2 
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4.2 MODULE WITHDRAWAL 
 
 

 
Log in to the Academic Portal MAYA as shown on page 9. 
 

 
 

 
 
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 

 
 

 

Click ‘Enrolment’ 

1 

Select ‘Module (Subject) 
Registration’ 

2 

Click ‘View Modules’  
3 

Click ‘Withdraw’  to 
withdraw module 

4 
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Click ‘Yes’ to 
withdraw 

5 

Click ‘Finish’  

6 
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4.3 SEMESTER WITHDRAWAL  

  
 

Log in to the Academic Portal MAYA as shown on page 9. 
 
 
 
 
 
 

 
 
 
        
 

  
 
 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click ‘Enrolment’ 
1 

Select ‘Requests 
Enrolment’ 2 

Click ‘Semester 
Withdrawal’ 

3 

Click ‘Apply for 
Semester Withdrawal’ 

4 
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Click ‘Number of 
Period Slot*’: 

 

5 

Click ‘Period Slot*’ and 
select a year and a 
period to withdraw from 
semester 

 
 

6 

Click ‘Category*’: 

 
Note: Semester Leave 
(Personal) will be applicable 
until Week 7 if a student 
applies in the same semester 

7 
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Click ‘Submit’  

8 

Click ‘File Uploader’  

 

Click ‘Browse My 
Computer’ and select 
related document(s) 

6a 

Click ‘Close’ to 
complete the upload 

process 

6c 

Click ‘Upload’ to 
upload document(s) 

6b 

 
6 

Key-in ‘Reason for 
Withdrawal*’ 

7 
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Click ‘Finish’  

9 

Your application will appear here 10 
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4.4 PROGRAMME WITHDRAWAL 
 

 
Log in to the Academic Portal MAYA as shown on page 9.  

 
 
 
 

 
 
 

 
 
 
 

 
 
 
 
 
 
 

 
 
 

 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

Click ‘Programme 
Withdrawal’ 

3 

Click ‘Enrolment’ 

1 

Select ‘Requests 
Enrolment’ 2 

Click ‘Apply for Programme 
Withdrawal’ 

4 
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Indicate the reason for 
withdrawal 

5 

Click ‘Finish’  

8 

Click ‘Submit’  
7 

Click ‘File Uploader’ (if applicable) 

 

Click ‘Upload’ to 
upload document(s) 

6b 

Click ‘Close’ to 
complete the upload 

process 

6c 

6 

Click ‘Browse My 
Computer’ and 
select related 
document(s)  

6a 
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Your application status will be displayed 
 9 
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4.5 SPECIALISATION SELECTION 
 
 

Log in to the Academic Portal MAYA as shown on page 9. 
 

 
 

 

 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

Click ‘Select Specialisation’ 
3 

Click ‘Enrolment’ 
1 

Select ‘Module 
(Subject) Registration’ 

2 

Click ‘View’ to apply 
4 
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The specialisation selection 
status has changed to ‘Done’ 

 

9 

Click ‘Submit’ to 
proceed 

7 

Click ‘Requested Route*’. 
Example: 

 

5 

Tick the checkbox 

Initial specialisation will be displayed 
based on student’s application record 

Click ‘Finish’  

8 

6 
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4.6 APPLICATION FOR SPECIAL PERMISSION 
 
 

Log in to the Academic Portal MAYA as shown on page 9. 
 
 
 
 

 

 
 

 
 

 
 

This page will apply to all categories of students for special permission. 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
  

Click ‘Enrolment’ 
1 

Select ‘Request 
Enrolment’ 2 

Click ‘Special 
Permission’ 

3 

Click ‘Register for Special 
Permission’ 

4 
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i. Off Diet Module Registration (Register a module out of the programme structure) 
Please refer to Step 1 until Step 4 on Page 23. 
 

 

 
 

           
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
         
                    
 
 

2 

Click ‘Next’ to proceed 
6 

Choose ‘Category*’: 

 

5 

Click ‘Next’ to proceed 

8 

Key-in Module Code  
(at least 3 characters): 

 

7 
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Tick a button to choose the right 
module occurrence 

 

9 
10 

Click ‘Submit’ to proceed 

Click ‘Next’ to proceed 

11 
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a) If the total of current credits registered is not more than 25 credits per semester: 
 

 

 
 

 
 

 
b) If the total of current credits registered is more than 22 credits per semester: 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Click ‘Quit’  
12b 

Click ‘Finish’  
12a 
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