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DOCUMENT PURPOSE:

The purpose of this document is to provide a user manual of the workstream for the Research
Management to the 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 details of Submission of
Thesis/Dissertation processes.

INTENDED AUDIENCE:

a) Central Administrator
b) Faculty Administrator
c) Supervisor

d) Students

e) Business User

f) Business Analyst
g) Technical Analyst
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1. INTRODUCTION

The aim of this user manual document is to provide a quick and simple reference guide to new
users of the MAYA pertaining to the research management module.

The document has been designed to support the training session of an Introduction to MAYA for
end users. It provides an overview of the system, its basic components and information of the
systems as well as necessary steps to be followed by the users. This document also provides
information on how to perform basic tasks and functions that may prove useful within users’ role.

Users need to be aware of their responsibilities regarding the Data Protection Act to ensure that
student data is accurate and confidentially is maintained.

Finally, the Team hopes that by using this user manual users will find MAYA easier to use.

1.1 Index
AASC Academic Administration and Services Centre

Central Administrator | AASC
Faculty Administrator | Granted user at Academy / Faculty / Institute/ Centre

MAYA University of Malaya Student Information System’s web version
Student University of Malaya’s student
System Admin Centre of Information Technology (PTM)
Lecturer who supervises research candidates including Co-Supervisor
Supervisor (s) and Consultant

1.2 User Characteristics

Faculty Administrator (a) Manage research events (i.e : candidature defence outcome)
(b) Confirm thesis/dissertation submission (Hardcopy and student
graduation checklist)
) Approve examiner
) Outcome of examiner committee meeting
) Final thesis/dissertation result
) Submit thesis/dissertation
) View research events outcomes
Main Supervisor (a) Review or evaluate thesis/dissertation submission
)
)
)
)
)

Student (a

Nominate examiner

Add new examiner

Accept/Reject invitation

Examine thesis/dissertation submitted
Update Senate’s approval for new examiner
(PhD pool only)

Examiner (a

Central Administrator (a

1.3 Glossary

RDS Research Degree Student The core record for a research student
5
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and can be created at ATR.

RDE Research Degree Student Events Records all information about events or
activities in which the student is involved.

RQU Research Question Holds questions pertaining to research
degrees events.

RQA Research Question Answer Stores responses to research questions.

SCJ Student Course Joint Details of students’ academic
programme.

RDX Research student examiner/supervisor records | Holds information about supervisors

associated with research students. Can
be created at ATR.

EEX External Examiner Contains information about external
examiners. These are staff from external
organisations appointed as examiner for
a specific duration.

EXT Examiner Type Used to describe the roles that external
examiner or supervisors (RDS>PRS)
can take.

EEQ External Examiner Qualification Holds additional information about
examiner i.e. qualifications and
publications.

ETG Event Type Group Groups of events applicable for research
students.

EGL Event Group List This field will be used to populate the
RDE_VIEW field, when the Event (RDE)
record is created by the Assign Events
process (in RSH>RDS), from the Event
Type specified on the Event Group List
(ETG>EGL) record

RMJKP | The recommendation for the thesis/dissertation | There may be a few Event Groups
examination (ETG) reflecting the typical "life cycle" of
a research student (for example, thesis
submission and re-submission,
examination and minor modifications).
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2, ROLES AND RESPONSIBILITY

P
abh

Faculty Administrator m

¢ Manage research events

e Change thesis/ e Submit thesis/dissertation
dissertation title e View research events

e Appointment of examiner outcomes

e Accept Thesis/dissertation
submission

e QOutcome of examiner
committee meeting

¢ Final thesis/dissertation
recommendation

u ¢ u

m Central Administrator

dih

* Approve the e Accept/Reject invitation o Ui SENEE s
submission of o Bl :)Fzzrrgi\rl]ae'rfor new
thesis/dissertation for thesis/dissertation (PhD pool only)
examination submitted

e Nominate examiner

7

User Manual D04 — Research Management Workstream



[PrInTIS] Project: Integrated Student Information System

e Manage research
events (i.e:
candidature

Hello, I'm MAYA. defence outcome)
I'll guide you on the

process flow

3. PROCESS FLOW

e Submit
thesis/dissertation

¢ View research
events outcomes

e Accept
Thesis/Dissertation
submission
(Hardcopy and
student graduation
checklist)

e Approve the
submission of
thesis/dissertation
for examination

e Nominate Examiner

e Add New Examiner

Main Supervisor

e Approve examiner

e Outcome of
examiner committee e Accept/ Reject
meeting Invitation

e Final e Examine
Thesis/Dissertation thesis/dissertation

recommendation submitted

Faculty & Central Administrator
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3.1 MAIN SUPERVISOR VIA MAYA

3.1.1 Login Page

@ Login to the portal X + @ - X
Q% &0 :

& maya.um.edu.my/sitsvision/wrd/siw_lgn

SSUUES Academic Portal MAYA hitps://maya.um.-edu.my

© System Message

o~
Q

u have SiswaMail account for student and Ummail account for UM Staff.

* Please make su @
regarding the account, please direct your question Online Enquiry.

* Any problem ar

Enter © Maya Academic Portal
Username and @
Password

Log in to MAYA . . .,
Click ‘Login

Username

Password

Universiti Malaya
© 2019 Pusat Teknologi Makiumat. All Rights Reserved. (Go 10 top)

0 Click ‘Forgot Password’ if forgot password.

3.1.2 Navigate to Main Page

2 Siti Norliyana Ramlee +

. Contact Us

I Click ‘Research’ to view research
main page

Review Progress Report

Thesis Submission Supervisor

| Examiner Management

View Student Gantt Chart

Add New Examiner

| External Examiners Management

|

istered External Examiners

[(e]
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3.1.3 Thesis Submission Supervisor (Nomination of examiner)

Admission  Assessments Research - Devlods~ 2 Siti Norliyana Ramlee v

. Contact Us

| Research Student Management

Research Student Search

Review Progress Report

| Thesis Submission

Thesis Submission Supervisor

| Examiner Management
View Student Gantt Chart

Add New Examiner

P —— Click ‘Thesis Submission
Supervisor’

)|

%= UNIVERSITI
v

== MALAYA Dev-Hub Home Admission Assessments Research Research (Examiner) In Development ~ Dev Tools ~ + 2 Siti Norliyana Ramlee v

. Contact Us

| Thesis Submission Supervisor

Student ID 180001008 —

Key in ‘Student ID’

Programme List

Faculty List

Click ‘Search’

#= UNIVERSITI
MALAY

A Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment v  DevTools v 2 Siti Norliyana Ramlee v

X, Contact Us

| Research Degree Student data

Matric Number Faculty Name Programme Tittle Detailed Field Date of Submission Uploaded Docume: Action

180001008/1 w Ba Research SMMWOCFTCVO1 TESTTITLE COMPUTER SCIENCE
. . . y
Key in ‘Nominate Examiner

Clez

10
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3.1.3.1 Nominate Internal Examiner

Dew-Hub Research Training ~ iti Norfiyana Ramlee v

%, Contact Us

WARNING

Click ‘Select Internal
| Examiner’

Name Date Approved Reserve Examiner? New External Examiner? Current Supervisor? Accepted

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Nominate New External Examiner

| /# Debuginfo |

Universiti Malaya
© 2020 Pusat Teknologi Maklumat. All Rights Reserved. (Go to top)

& UNIVERSITI
== MAL /

1A A Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment~  DevTools~ 4 ariiyana Ramlee ~

Nomination of Examiner Select ‘Faculty’ o

| Internal Examiner

Faculty ARTS AND SOCIAL SCIENCES v

Name of Staff's TENGKU ADELINE ADURA p SeleCt ‘Name Of Staff’

Click ‘Next’

Training ~ ti Norliyana Ramlee

‘. Contact Us

WARNING

Please DO NOT refresh the page

| Nominate Examiner

Name Role Date Approved Reserve Examiner? New External Examiner? Current Supervisor? Accepted
I TENGKU ADELINE ADURA BINTI TENGKU HAMZAH Internal Examiner I Current Awalting response
ADIBAH MUHAMMAD External Examiner Current Awaiting response

NUR HARYATI ALIA ANNATASIA MUHANIMD ALl RUSTAM External Examiner Current Awaiting response

JOHAN External Examiner

Select Internal Examiner Select External Examiner Pool Nominate New External Examiner

Current Awaiting response

| /# Debuginfo |

Universiti Malaya
20 Pusat Teknologi Maklumat. All Rights Reserved. (¢ D)
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Name and role of examiner is displayed

0 Reserve Examiner Description

Yes Nominated as reserve examiner

New External Examiner Description
Yes Nominated as new external examiner

3.1.3.2 Nominate External Examiner

% UNIVERSITI

"= MALAYA opev-Hub Home  Admission Assessments  Research DevTools v  Training ~ A siti Norfiyana Ramlee ~

. Contact Us

WARNING
Please DO NOT refresh the page @
Click ‘Select External

Examiner Pool

Name Role Date Approved Reb f New External Examiner? Current Supervisor? Accepted

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner MNominate New External Examiner

| # Debuginfo |

Universiti Malaya

© 2020 Pusat Teknologi Maklumat. Al Rights Reserved. (Go to tog)

#2a UNIVERSITI
2= MALAYA Dev-Hub Home Admission Assessments Research Research (Examiner) In Development v Dev Tools] rliyana Ramlee v
Select ‘from pool of

Nomination of Examiner approyed examiners by —
name’ OR
| External Examiner (1)
toR Select ‘by field of
By field of specialization | 14X -POLITICAL SCIENCE AND CIVICS v Specialization, and ‘Name (0]
v Examiner’
|

Click ‘Add New Examiner’ to add new examiner record. Follow steps 3.1.3.4 to add new
examiner.

12
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Dev-Hub Research Training ~ iti Norliyana Ramlee +

‘. Contact Us

WARNING

Please DO NOT refresh the page

| Nominate Examiner

Name Role Date Approved Reserve Examiner? New External Examiner? Current Supervisor? Accepted

TENGKU ADELINE ADURA BINTI TENGKU HAMZAH Internal Examiner Current Awaiting response
ADIBAH MUHAMMAD External Examiner Current Awaiting response
NUR HARYATI ALIA ANNATASIA MUHAMAD ALI RUSTAM External Examiner Yes Current Awaiting response
JOHAN External Examiner Yes Current Awaiting response

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Norminate New External Examiner

| # Debug info \

Universiti Malaya

020 Pusat Teknologi Makiumat. Al Rights Reserved. (Go to top)

Name and role of examiner is displayed.

3.1.3.3 Nominate Reserve External Examiner

Research Dev Training

‘. Contact Us

WARNING

Please DO NOT refresh the page

Click ‘Select Reserve

External Examiner —

Name Role Date Approved Reserve Examiner? New External Exami Current Supervisor? Accepted

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Nominate New External Examiner

| # Debuginfo |

Universiti Malaya

13
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e UNIVERSITI
=MA

LAYA Dev-Huib  Home  Admission  Assessments  Research Research (Examiner) In Development v Dev Td Norliyana Ramlee +

Select ‘from pool of
approved examiners by ot
name’ OR

Nomination of Examiner

| External Examiner (2)

Select from pool of approved examiners by Name

i Select ‘by field of
i specialization’ and ‘Name o

By field of specialization H-X -ECONOMICS

Name of Examiner Please select v H )
Examiner
|
Back Next

Click ‘Add New Examiner’ to add new examiner record. Follow steps 3.1.3.4 to add new
examiner.

%5 UNIVERSITI

S MALAYA DevHub  Home  Admission Assessments  Research DevTools v Training « 2 siti Norliyana Ramlee

%, Contact Us

WARNING

Please DO NOT refresh the page

| Nominate Examiner

Name Role Date Approved Reserve Examiner? New External Examiner? Current Supervisor? Accepted
TENGKU ADELINE ADURA BINTI TENGKU HAMZAH Internal Examiner Current Awaiting response
ba test nominate External Examiner Current Awaiting response
I NUR HARYATI ALIA ANNATAS|A MUHAMAD ALI RUSTAM External Examiner Yes urrent: Awaiting response
JOHAN External Examiner Yes Current Awaiting response

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Nominate New External Examiner

‘ P Debug info ‘

Universiti Malaya

© 2020 Pusat Teknologi Maklumat. All Rights Reserved. (Go to top)

Name and role of examiner is displayed = ‘Yes’

14
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3.1.3.4 Nominate New External Examiner

(== L'INI\‘I"RSI'I'I
) M A £

A siti Norliyana Ramlee +

ALAY

A DevHub  Home  Admission  Assessments  Research  DevTools  Training ~

. Contact Us

WARNING

Please DO NOT refresh the page
Click ‘Nominate New @

| Nominate Examiner . )
i External Examiner

e FevepteT

Name Role Date Approved Reserve Examiner? New External Examiner? T

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Nominate New External Examiner

| / Debuginfo |

Universiti Malaya

% UNIVERSITI
‘—: MALAYA Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment~  DevTools v = LSUNorc
13 H ’
Select ‘Honorary Title’ from

Add New Examiner list et us

| Add New Examiner

v [ | Fill up ‘Full Name’, @

‘Surname’, ‘First Name’,
‘Email’, “Telephone (Office)’,
‘Telephone (Mobile),
‘Correspondence Address
Toushoreoffc) | 03 70508768 line 1°, ‘Correspondence
STV e m— 2 Address line 2’, ‘State’ and
‘Postcode’.

Surname Maisarah

Correspondence Address line 1 1239 Jalan 12
Correspondance Address line 2 Taman Indah
) ,
Select ‘External Examiner
t
Pool'.

External Examiner Pool Masters =4
Institution AALTO UNIVERSITY, FINLAND LI @

Select ‘Institution’.

Download form click: Examiners' Nomination
Format for Senate Approval
(Doctoral)

. Download ‘Examiners’
Fom o g Nomination Format for
Senate Approval (Doctoral /
Master)'.

15
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o [ ]
i What do you want to do with DOCTOR.docx (55.9 KB)?

A
From: printis-dev.um.edu.my Open gve Sl X

Select ‘Save’ to save
downloaded form.

Field of Specialization |-X -PSYCHOLOGY x SeleCt ‘ Fleld Of '

Specialization’.

Document Upload Uploadfiles @) '

{3 Declaration : | hereby declared tha CIle ‘Uploaded f||eS,

information is found to be fraud of
to deny this progress report and t4

Upload files

Click ‘Browse My Computer’
File types allowed:PDF,DOCX. Maximum size allowed for e and upload Completed form'
Only PDF or DOCX file types
with maximum size 25 MB

Test upload.pdf (174 kb) allowed. Delete

File Status l Successfully Uploaded IOUH

Browse My Computer

Click ‘Clos
0 File Status shows the status of uploaded form.
Tick
‘Declaration’. et o o oo 4 o0 v st oty o 0
to deny this progress report and take subsequent action*® C I i Ck € N ext!

16
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Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment~  DevTools~  + A siti Norliyana Ramlee +

. Contact Us

& Back button.

Please make sure yi u y of the answers below, you can do o by pressing th

| Summary
Title: Miss
Name: Marsya
Surmame: Maisarah
First Name: MarsyaMaisarah
Email:

printis_test_mail@um.edu.my

Telephone (office) 03-78908766

Telephone (Mobile): 011-44567893

Correspondance address: 1239 Jalan 12

External Examiner Pool

et gt Click ‘Next’ to
submit.

Back I Next

Check all the information is correct.

Click ‘Back’ if the information at is incorrect.

Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment~  DevTools ~ 2 Siti Norliyana Ramlee ~

X, Contact Us

| Completed

External examiner has been nominated and and request forwarded

Click ‘Done’.

Nomination list of examiners
'E TI

'A  Dev-Hub Home Admission Assessments Research Dev Toals Training = A siti Norliyana Ramlee +

X, Contact Us

WARNING

Please DO NOT refresh the page

| Nominate Examiner

Name Role Date Approved Reserve Examiner? New External Exami Current Supervisor? Accepted

I TENGKU ADELINE ADURA BINTI TENGKU HAMZAH Internal Examiner rrent Awaiting response
ba test nominate External Examiner Current Awaiting response
NUR HARYATI ALIA ANNATASIA MUHAMAD ALI RUSTAM External Examiner Yes Current Awaiting response
JOHAN External Examiner Yes Current Awaiting response

Select Internal Examiner Select External Examiner Pool Select Reserve External Examiner Nominate New External Examiner

| # Debuginfo |

Universiti Malaya
20 Pusat Teknologi Maklumat. All Rights Reserved. D)
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0 Name and role of examiner is displayed.

Q Click ‘Back’ to Research homepage.

e Approve the submission of thesis/dissertation for examination

e UNIVERSITI
== MALAYA Dev-Hu Home Admission  Assessments Research (Examiner) InDevelopment v+ DevTools ~ 4 A siti Norliyana Ramlee +

Research Click ‘Research’ tab CComacte

| Research Student Management

(4
Research Student Search
Review Progress Report
Click ‘Thesis Submission

Thesis Submission Supervisor Supeleor’

| Examiner Management

View Student Gantt Chart

Add New Examiner

| External Examiners Management

View Registered External Examiners

e UNIVERSITI
o A Siti Norliyana Ramlee v

““MALAYA Dev-Hib  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopmentv  DevToolsv 4

X, Contact Us

| Thesis Submission Supervisor °
Student ID 180001008 List A RESEARCH

Key in ‘Student ID,
Programme and Faculty’

Faculty List

- = ]

Click ‘Search’

‘Clear’ button to clear data from all of the fields.

‘Exit’ button to go back to Research main page.
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Dev-Hub  Home  Admission  Assessments  Research  Research (Examiner)  InDevelopment~  DevTools v i Norliyana Ramlee +

‘. Contact Us

| Research Degree Student data

Matric Number Faculty Name Programme Tittle Detailed Field of Submission Uploaded Documents Action

180001008/1 w Ba Research SMMWOCFTCV01 TESTTITLE COMPUTER SCIENCE
Click ‘A ’
ick ‘Approve

Clear

e UNIVERSITI

" MALAYA opevHub Home  Admission  Assessments  Research DevTools v Training ~ A siti Norlivana Ramlee +

Research Management -

| Candidate's Details

Student ID 072899289 Semester of Studies o4
Name  NUR ALYA SAFINA Registration Date 14 Feb 2020
Level of Study Postgraduate Doctorate Research Semester /[ Session Semester 1 - Research Program / Session 2019/2020
Program  Doctor Of Philosaphy Maximum Candidature 12 semester
Faculty  Business And Accountancy Extension of Maximum Candidature Mot Applicable

| Supervisor Approval

No Description Completion Date Status Note
1 Completed Research Methodology Course 17/Feb/2019 Y =

2. Fulfilment of language requirements. 27/Feb/2019 Y -

3 Presented Proposal Defence 17March/2019 Y -

4 Thesis Plan/Outline of Thesis 17/Aprf2019 Y -

5! Submission of Publication 1 17/lulf2019 Y >

6. Completed Candidature Defence 18/Aug/2019 Y -

7. Submissien of Publication 2 17/Sept/2020 Y =

8. Completed drafts of three chapters 17/0ct/2019 Y -

9. Completed thesis draft 19/Nov/2020 Y =

1o, Presented Thesis Seminar 17/Dec/2019 Y -

11 Submission of thesis 17/Febf2020 Y =

12, Outcome of Commitee of Examiners Meeting 18/Feb/2020 Y Meeting room 1
13. Faculty approves thesis submission 17/Feb/2020 N -

14 Submissicn of Thesis 17/Febf2020 ¥ -

1s. Faculty approves thesis submission 19/Feb/2020 Y -

16. Main Supervisor Review Submission of thesis 20/Feb/2020 Y -

Uploaded Documentation:

test-img.JPG -

Select confirm ‘Yes’ o
Confirm ® Yes ‘NO’

QO No

Click link
‘Uploaded e
Documentation’ to
view document

uploaded Click ‘Next’

=

View student milestone progress

19
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= UNIVERSITI
=M

ALAYA Dev-Hub Home Admission Assessments Research Research (Examiner) In Development v Dev Tools ~ + 2 Siti Norliyana Ramlee v

X, Contact Us

| Complete

Your response has been and request forwarded

Click ‘Exit’

20
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