C—] I

USER GUIDE
Student Portal
V6




C—] I

Purpose/Function

Allow individual students to view and access all
of his/her information such as programme &
subjects enrolled into, timetable, exam results,
financial statement, extra curriculum, create
feedback/response and upload medical
certificate (MC).
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Student Portal has 12 functional menu namely:

a) Login

b) Home Page

c) Online Course/ Subject Enroliment
d) All Announcement

e) This Week Classes

f) Print Exam Docket & Exam Result
g) Financial Statement

h) My Programme

i) My Attendance Records

j) My Complaint

k) E-Learning

|) Upload Medical Certificate

m) Extra Curriculum

n) Survey Form




a) Login
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Step

Ca

Welcome To PLUTO Student
Portal

A kumard9@gmail.com.my

1) Student can login to the student portal by using their
email address and the password.

Note: For first time login, the default password is
Abcd_1234.

2) Student can reset the password by clicking on the reset
password button as highlighted.




b) Home Page
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Step

UOA - Student Portal

Home Page

Important Alerts
° 5,200.00 Total Outstanding Payment

IMPORTANT !!!
Course Selection Opened

The course selection period is opened for your programme,
s

Click here ta start your course selection proces:

e\ W
ANNOUNCEMENT FROM LECTUREF

‘Selamat Menyambut Ramadhan Kareem!

ANSORLUMP@EDU.COMMY - 20-Apr-2022 08:44AM Edit

Announcements

List Of Options For You
[

@ All Announcements

@ This Week Classes

@ Print Exam Docket & Exam Results
print your examination docket or examination resul

fease by the exami
e Financial Statement

@ My Programme
Show the programmels) you enrolied or currently studying.

1)

2)

3)

4)

5)

Under Student Portal, we have Important Alerts,
Announcements, Announcement From Lecture and
List of Options For you menu.

Under Important Alerts is the alert regarding
outstanding payment of the student. Student can also
see the current course selection opened for their
programme.

Announcement is the announcement that published
by the institution and will be display following the
active time that has been set at Main Portal.

Announcement by Lecture is the announcement
created by lecture at Lecture Portal and it will reflect
to the student portal.

List of Option For You is the information regarding the
institution and students learning.
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c) Online Course/ Subject Enroliment

Step

Important Alerts

e 5,200.00 Total Outstanding Payment

IMPORTANT !!!

Course Selection Opened

The course selection period is opened for your

programme/ Click here fo start your course selection
process.

UOA - Student Portal

Course/Subject Selection

** Tick the course/subject you wish to study, you may add/drop the course/subject within the open date, after
verify your selection , you may press the submit for approval button

** if you are viewing this screen from a mobile device, turn your mobile screen to LANDSCAPE mode for better
viewing

1) Under Important Alerts, student can enroll to subjects

by themselves right from the dashboard on the
student portal.

2) The table shows the subject that are made available
by the academic staff to allow the students to enroll
online by themselves. Student needs to tick the box
highlighted to select the subject and proceed to click
“Submit My Selection” button to proceed to enroll.
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Step

UOA - Student Portal

= Newly Selected In This
S

BALANCE

ALLOWED

Course/subject Enrolled Information

Course/Subject T~ Credit Hours.
PSA1001 3

Credit Hours

Enrolled A

@ Filia Taylor v

Course/Subject Selected

Credit
Course/Subject Status Charges  Hours  Selected

AE1001 - Alternative Energy  Pending Selection ~ 1,200.00 3 v
1,200.00 3
Please Take Note:

After submit for approval, you are not allow to make any changes to your selection. If you have any
reason to change, you shall goto the Registrar / Faculty to seek further assistant.

B> Log Out

3) Student will be directed to the Course Selection
Confirm Page to view and check all of the information
stated and proceed to click “Confirm My Selection”
and enrollment succeed.

Note: After submit for approval, student is not allowed to
make any changes to their selection. If student has any
changes to make, they need to proceed to go to Registrar/
Faculty to seek further assistant.
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c) Online Course/ Subject Enrollment (Course ADD/DROP Period Open)

Step

Important Alerts

1) Under Important Alerts, student can also Add/Drop
the subjects by themselves right from the dashboard
e 6,400.00 Total Outstanding Payment on the student portal.

IMPORTANT !!!
Course ADD/DROP Period Opened

The course selection period is opened for your
programme,|Click here|to start your Course
Add/Drop process.

| A
Cbrogramme Opened For Course Ad/Drop (- 2) Student can click on the “Proceed to ADD a course +”
e hyperlink to add the subject they want to add.
3) Student can click “Proceed to DROP a Course x”
Couse e SchelrofSecronic Enineeing ey (CompterSyten hyperlink to drop the subject.

Academic Semester 1

Study Mode Full Time
Add Drop Date From 01-MAY-2022
Add Drop Date To 31-MAY-2022

Proceed to ADD a Course +

Proceed to DROP a Course X
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Step
_ . 1) Asthe student click on the “Proceed to Add a Course
Search: All Text Columns Go Actions v Edit .
— +” button, student can proceed to choose any subject
ourse/subject | = elect ? ass Cc Semester | = rect rerec!UISI € UCLRES RS . . .
Coursefeubiect 11 eet? | CssCeSemeter T2 tours weuired? Stous listed that they want to add by simply check the tiny
EID1001 . . . . .
Electrical Installation Design : 3 box as highlighted and click “Submit My Selection”
Charges : 600 . .
oEMT001 button to proceed adding the subject.
Power Electronic Drive Machine 1 3
Charges : 600
1 rows selected Total 2
Submit My Selection +/
Course/Subject Selected
Credit
CeTEYTe Status Charges | Hours | Selacted 2) Student needs to check the information about adding
EID1001 - Electrical Installation Design  Pending Selection ~ 600.00 3 v su bject and double confirm the selection by clicking
600.00 3 on the “Confirm My Selection” button as highlighted.
Please Take Note: ) " . .
After submit for approval, you are not allow to make any changes to your selection. If you have any Note: As student click on the Conf/rm My Selection ,
reason to change, you shall goto the Regjistrar / Faculty to seek further assistant. Student need to Waitfor the approva/ from the Registrar
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Step
1) Asthe student click on the “Proceed to Drop a Course
2 Entrth emsn o sopping the emsact x” button, the student can proceed to choose any
- subject listed that they want to drop by simply check
on the tiny box as highlighted and click “Save My
coueiane s st ot S Selection” to proceed.

EID1001/Electrical Installation Design
Classification : Elective 1st Attempt
Credit Hours : 3

PSAT007/Power System Analysis
Classification : Core 1st Attempt
Credit Hours : 3

1 rows selected Total 2

»

2) Currently, their status to drop a subject is “Submitted
T — For Approval. Then, the student needs to wait until
their application status is approved to check the
subject has been successfully dropped.

Course Name T= Reason Status

EID1001/Electrical Installation Design
Classification : Elective
Credit Hours : 3

Note: As student click on the “Save My Selection”, student
needs to wait for the approval from the Registrar to
approve the Drop Subject process from the main portal.

When the user has approved the student to drop the
subject, invoice of the subject will be automatically CN
based on the percentage that has been set at Main Portal
> Study Intake Configurator.
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d) All Announcement

Step

©

All Announcements
Show all current and past announcement from the institution.

UOA - Student Portal

All Anouncement

1) Under All Announcements, it shows all current and
past announcement from the institution.

2) Once student clicked on All announcement, list of
announcement will be displayed as highlighted.




C— ] gu N oy

e) This Week Classes
Step
This Week Classes 1) Under “This Week Classes”, student can view his/her
Show all classes schedules for this week. timetable in this menu that includes holidays, classes
and exam schedule.

UOA - Student Portal

Note: Student can view using navigation tools and
hovering over a specific day’s plan show additional
information about the plan which includes time as
highlighted.

Timetable for this Week Back To Home Page

(<) > o May 2022 (omen | week | aay | |1

Class Cade : BTS1001 PSA 202202
Session Name : Lab & Tuto
:LRS

Class Code : BTS1001_PSA_202202
ion Name : Lect

Resource Code : R5

15 16 17 May 11, 2022 10:00 AM - 12:00 Ph 19 20 21

Class Code: BTS1001 PSA 202202

Session Name : Lect L

ode : PSAT001




f) Exam Docket & Exam Results
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Step

Print Exam Docket & Exam Results

@

To print your examination docket or examination results upon the release by the examination department.

UOA - Student Portal @) r v g Out

Print Exam Docket & Exam Result

**1f you see FINANCE BARRED, this means you have outstanding payment due. Please proceed to the Exam Or Finance department for more information.

UOA - Student Portal Y fila 1 Log Out

Exam Result

Exam Result

GPA  CGPA

400

1) Student can print their examination docket and
examination results upon the release by the
examination department.

For Exam Result, student can clicked on the “View”
hyperlink to view exam result and “Print” hyperlink to
print the exam result. Student can also print the exam
docket (slip) by clicking on the “Print” hyperlink as
highlighted.

Note: Student can only see the print button if they don’t
have any finance bar.

3) Once student clicked on the “View” hyperlink, their
exam result will be displayed as shown.
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Step

Course Work Result

4) Student can also view his/her course work result on
S E— — — p—" this page by clicking on the “View” hyperlink.

BTs 202202 PSAT001 Povrer System Analysis 15t Attampt

his/her course work result separated by the
Ef;‘;f;‘;me ;’T“:P assessment type with the percentage and actual

Study Intake 202202 marks.
Course PSA1001

Assesment Type Assesment Percentage Actual Marks
Test 30% 29.7
Assignment 30 % 234
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g) Financial Statement

Step

e Financial Statement
View your financial statement, get the details of your programme fees and payment.

UOA - Student Portal

Financial Statement

1) Student can view their financial statement, get details
of their programme fees and payment.

2) Student can print the “Invoice”, “Receipt” and “CN” in
this menu which includes paid an outstanding
payments under “Pay Outstanding Invoice”. Student
will be directed to payment gateway if they want to
make a payment under “Pay Outstanding Invoice”
button. The “Remark” tab shows some details about
the individual financial statement.

Note : There are 2 type of student financial statement in
student portal. User can setup the type in Main Portal >
Student Portal > Portal Finance Setting.
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h) My Programme

Step

©

My Programme
Show the programme(s) you enrolled or currently studying.

UOA - Student Portal

Programme Enrolled

Programme Code Programme Name Dual Award / Mobility Status More..
TS Bachelor of Flectronics Engineering Technology (Computer System) Activel View Details

UOA - Student Portal

List of Enrolled

For Above Progra

Semesters
mme

Academic Physical

o
Y StudyMode %

Dual Award / Mobility Type

Full Time 1 1 Active 14-APR-2022

List Of Enrolled

Courses

B

K;o_
-

Enrolled Date

14-APR-2022

Study Intake Study Mode ‘;::’:.’1':: Subject Code Classification Cradit Hours Subject Status

202202 Full Time 1 PSA1001

1) This screen allows students to view information
pertaining his/her enrolled programme currently
studying.

Student can view details about their programme
information inside.

Under list of semester enrolled, student can print
their course enrollment slip for every semester that
they have taken by clicking on the button highlighted.
Student can also see the list of Enrolled Course at the
bottom of the page.
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Step

i) My Attendance Records

1) Under My Attendance Records, student is able to see
My Attendance Records .
Show your attendance records for past and current thelr attendance records for paSt and current.

Student is able to see their attendance details like the

List Of Student Attendance Details

percentage of attendance with the summary attend
T e T class table and other information as highlighted.
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Step

j) My Complaint

My Complaint 1) Under My Complaint, student can view and submit
Submit or view your complaint(s), you may submit complaint to the respective department. complaint to the respective depa rtment.

[T | 0)  Previous complaint can be edited and or viewed by
RO DY D clicking the “Pencil” icon or create new complaint by
clicking on the “Create A New Complaint” button.
L e Once the “Create” button is pressed, a complaint
By comeli management form will appear to select and insert

necessary information and/or image of documents.

Reference Id

**1f your complain are related to a ument, please erence, ex Invoice number, receipt number, Hostel Unit Number and

i ' - Submit My Complaint once everything has been filled
- up.

** Provide details about your complain.

Upload Picture 1

Choose File

Upload Picture 2

Choose File

Upload Picture 3
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k) E-Learning

Step

E-Learning
Goto the e-learning module for download or study material and home works.

©

Online syllabus
M, aterial type Material remar mload stud: View link

1) Under E-Learning, student can download the study
material/notes and home works. Student can also
answer quiz that published by the lecture.

2) Student can download the material listed in the table
by clicking on the download button as highlighted.
Student can click on the “Open Link” hyperlink and
student will be directed to the page of the link
address.

3) Under Online Quiz, student can answer the quiz that
has been published by lecture by clicking on the
“Open Quiz” hyperlink and start answering the
guestions. Once student has taken the quiz, their
point will be reflected inside the table.

Note: If the date of the quiz that has been set by lecture
has passed, the hyperlink “Open Quiz” will not appear
inside the Table.
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I) Upload Medical Certificate

Step

@ Upload Medical Certificate

Submit or view your medical certificate/letter

UOA - Student Portal

List of Uploaded Medical Certificate / Letters of Absence

Class Code Attendance Date  Document Description Document Type Document t Date

BTS1001_PSA 202202 09-MAR-2022 MC - Attendance Date : 09-MAR-2022 Medical Certificate / Letter 15-APR-2022

BTS1001_PSA 202202 02-MAR-2022 MC - Attendance Date : 02-MAR-2022 Medical Certificate / Letter 14-APR-2022

Last Updated By
FILA@GMAILCOMMY

FILIAGGMAILCOMMY

@ Filia Taylor v B Log Out

1)

Under Upload Medical Certificate, student can submit
their medical certificate/letter.

Student can view their list of uploaded medical
certificate here. Student can also upload the medical
certificates or letter of absence to exempt them from
attendance for the specific day or days. To add a
record, students must click on the “Upload” button.
Once the record has been uploaded, the document
can be downloaded by clicking the “Download”
hyperlink. Previous uploaded records can be edited by
clicking the “Pencil” icon as highlighted.
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m) Extra Curriculum

Step

@ Extra Curriculum
View your participated club activities

Extra Curriculum Records

Description Activity Start Date Activity End Date

PETAKOM PETAKOM UMP 01-JUL-2022 03-JUL-2022

Back To Home Page

1) Student is able to view their participated club
activities.

2) Listed is the curriculum records of the student.
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n) Extra Curriculum

Step

Survey Form
Survey Form that Open for Student

UOA - Student Portal

Survey Open For You to Fill

Study Intake  Subject Code Lecturer Name Date From

Student Satisfactory Survey Student Satisfactory Survey 202202 11-APR-2022

Date To

31-MAY-2022

Pending

1) Under Survey Form, student is able answer the survey
that Open for Student.

2) Student can start filling the survey by clicking on the
“Fill Now” hyperlink and answer.




Frequently Asked Question (FAQ)

1. Q: Why are students not able to view their timetable?
A: This is because the student was not assigned to a class. Class assignment can be done in
Main Portal under Attendance Module > Assign Class Code to student.

2. Q: Why are students not able to view their exam results?
A: This is because the results were not released yet. Exam results can be released in Main

Portal under Exam Module > Exam Mark Lock Setting.




