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1.0 Introduction

1.1 Objective

1.1.1 Enables students to view and update biodata and academic information.

1.1.2 Allows the lecturer to view the student list, fill in the examination information

form and fill in the candidate progress report form.

2.0 Purpose

The purpose of this guide is to explain how to use SMPE and thus make it easier for users to

use the system.

3.0 System Access

3.1 Starting the System

The system can be accessed using any internet browser application. However, for the

best display the user is encouraged to use the Internet Explorer 5.5 browser with a screen

resolution of 1024 x 768 pixels.

3.2 URL address

This system is accessible by visiting http://smp.ukm.my/smpe
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4.0 Login page

Figure 4.1 Login Page

4.1 System Login (a)- First Time Login

1. Enter your username (student registration/matric number)

2. Enter your password (NRIC or passport number for new students who first log in)

3. Click the 'Sign in' button

4.2 Forgot Password (b)

Figure 4.1.2.1

(b)
(a)
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Figure 4.1.2.2

Figure 4.1.2.3

1. Click the 'Forgot your Password' link. It will display figure 4.1.2.1

2. Enter the matric number and click the Capai/Enter button. Page like Figure 4.1.2.2
will be displayed.

3. Enter NRIC / Passport and email, then click the Send button.

4. A pop-up message (Refer figure 4.1.2.3) will be displayed. Click the OK button.
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5.0 Main page

Figure 4.2.1 Main page

5.1 Screen Design

(a) – Menu list
(b) – Information display space
(c) – Link to exit system

(a)

(b)
(c)
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5.2 Photo upload

Function : Allows users to upload photo
User : Student
Criteria : The student’s photo will be displayed upon verification

Rajah 4.3.1 Upload Photo Guideline

Figure 4.3.2 Photo Upload page
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5.3 Personal Details
5.3.1 Personal

Function : Displays the student's personal information.

User : Student
Criteria : Students can view information only. Students should contact

UKMShape if the information is incorrect/not updated.

Figure 4.4.1.1 Personal Information
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5.3.2 Academic Details

Function : Displays student academic information
User : Student
Criteria : Students can view information only. Students should contact

UKMShape if the information is incorrect.

Figure 4.4.2.1 Academic Details
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5.3.3 Address Information

Function : Allows students to view and update current and permanent
address

User : Student
Criteria : Student is required to fill in the marked space *

Figure 4.4.3.1 Student Address Information

1. Enter the address information

2. Click the Update address button
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5.3.4 Next of Kin’s Information

Function : Allows students to view and update Next of Kin’s information
User : Student
Criteria : Students are required to fill in the marked space *

Figure 4.4.4.1 Next of Kin’s Information

1. Enter the Next of Kin’s address information

2. Click the Update Next of Kin’s address button
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5.3.5 Employment Details

Function : Allows students to view and update job information
User : Student
Criteria : -

Figure 4.4.5.1 Employment Details

1. Enter the employment details
2. Click the update employment button
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5.3.6 Parents/ Guardian Details

Function : Allows students to view and update parent / guardian information
User : Student
Criteria : -
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Figure 4.4.6.1 Parents/ Guardians Details

1. Enter the Parents/ Guardians Details
2. Click the Update Guardian Details button
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5.3.7 Sponsorship Details

Function : Allows students to view sponsors
User : Student
Criteria : Students can view information only. Students should contact the

UKMShape if the information is inaccurate.

Figure 4.4.7.1 Sponsorship details
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5.4 Registration
5.4.1 Course Pre-Registration

Function : -Allows student to pre-register courses
-All the enrolled courses
-Print list of the courses registered

User : Student
Criteria : Pre Registration is allowed on the designated date

Figure 4.5.1.1 Course Pre Registration

 Course List Links (a)
Click the link to the course listing information page on the UKMShape website
• Faculty List (b)
Click on the faculty to view the list of courses offered
• List of courses offered (c)
Click on the selected course line. Then click the 'Sign Up' button to sign up for the course.
• List of courses registered (d)
Displays a list of courses that have been registered. Click the 'Drop' button to drop course registration.
• Print the list of courses that are registered
Click the 'Print' button to print the list of courses.

(a)
(b)

(c)

(d)
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5.4.2 Course Registration / Add and Drop Courses

Function : -Let students enroll in courses
-All the enrolled courses
-Print list of the courses registered

User : Student
Criteria : - Registration is allowed on the designated date

- Dates differ from initial course registration
- The screen function is the same as the original course registration
screen

Figure 4.5.2.1 Course Registration/ Add and Drop Course
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5.4.3 Drop Courses

Function : -Let students drop courses
User : Student
Criteria : - Student is not allowed to drop all courses

- Must be at least one course registered
- Drop courses are allowed on the designated date

Figure 4.5.3.1 Drop Courses
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5.4.4 Confirmation of course registration/ Entrance examination
application

Function : Allows students to confirm course registration before entering the
examination

User : Student
Criteria : Will be allowed on the designated date

Figure 4.5.4.1 display before authentication

Figure 4.5.4.2 Verification message to confirm course registration

Figure 4.5.4.3 Message to change course enrollment
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Figure 4.5.4.4 Form to fill in amendment information

Figure 4.5.4.5 Display after confirmation (Valid)

Fogure 4.5.4.6 Display after confirmation (Amendment)
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Figure 4.5.4.7 Example Print Form

• Click the 'Valid' button if the course list is correct. Click the 'Amendment' button for any corrections.
(Figure 4.5.4.1)

• A confirmation message will be displayed. Click the Yes button (Figures 4.5.4.2 and 4.5.4.3) • Display
as in Figure 4.5.4.5 if valid.

• Forms like figure 4.5.4.4 are displayed in the event of an amendment. Fill out the amendment
information and click the Submit button.

 A display like figure 4.5.4.6 is displayed. Click the Print button to print the confirmation form as figure
4.5.4.7.
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5.4.5 Review of course registration records

Function : - Allows students to review course registration records (current,
semester and overall)
- Enables reviewing Exempted courses (DK courses)

User : Student
Criteria : Display Information

Figure 4.5.5.1 Example of course registration records
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5.5 Examination
5.5.1 Examination Results

Function : - Allows student to view exam results (current, semester and overall)
- Allows student to print exam results slip (latest only)

User : Student
Criteria : - Exam results cannot be checked and printed if students are still in

debt
- Unlimited prints

Figure 4.6.1.1 Examination Results
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Academic Report

Function : Allows student to view and review academic reports
User : Student
Criteria : The report will not be displayed if the student is in debt

Figure 4.6.2.1 Example Academic report
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5.5.2 Appeal Review for Examination Result

Function : Allows student to apply for review of examination results
User : Student
Criteria : Enable within 4 weeks after the result of the examination

Figure 4.6.3.1 List of courses for review appeal

Figure 4.6.3.2 application form for review of examination result

• Check (√) in the SELECT section and enter a reason. Click the APPLY button. (Figure
4.6.3.1) • Appeal form for review of appeal decision is displayed. (fig. 4.6.3.2)
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5.5.3 Replacement Examination

Function : Allows students to apply for a replacement examination and to
view the status of the application

User : Student
Criteria : Enable only during examination week

Application

Figure 4.6.4.1 List of courses for replacement exams

Figure 4.6.4.2 Replacement examination application form

• Check (√) in the SELECT section and enter a reason. Click the APPLY button. (Figure 4.6.4.1)

• Replacement examination application form will be displayed. (Figure 4.6.4.2)
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Application Status

Figure 4.6.4.2 Replacement examination application form
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5.6 Examination Schedule

5.6.1 Exam Entrance Card (KMJP)

Function : Allows student to print KMJP
User : Student
Criteria : Enable on certain dates

Figure 4.7.1.1 Examination Entrance Card
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5.6.2 Letter of Relinquishment Examination

Function : Allows student to print Exam Release Letter
User : Student
Criteria : Enable on certain dates

Figure 4.7.2.1 Letter of Relinquishment



SMPE USER MANUAL Year 2024

29

5.7 Application Document

Function : Allows students to apply for documents
User : Student
Criteria : Certificate of completion is only available to students who have

completed their studies

Application Form

Figure 4.8.1 Application Form Documents



SMPE USER MANUAL Year 2024

30

Fill in the application form and click the Submit button

Application Review

Figure 4.8.2 List of Application Document

Withdrawal from studies

Figure 4.8.3 Withdrawal from studies


