[SUPERVISOR] MANUAL FOR INTENT TO SUBMIT PROPOSAL DEFENCE

BEFORE THE STUDENT FILLS INTENT TO SUBMIT

Progress Report Input Screen (Staff Portal)

1) Staff portal (supervisor) — Input Progress Report menu:

SUPERVISOR'S REPORT

Term Of Research ‘ A213 v

Level Of Research [ --Please Choose-- ¥

--Please Choose--
Attending class/pre-requisite courses

Comment

Preparing proposal defence

Notifying to submit proposal defence I
Meeting Date Collecting Data / Developing model

Analysing Data/Model/Prototype
Recommended Writing-up

Revising chapters

Notifying to submit thesis

Waiting for viva

Doing correction after viva
Completed subject to senate approval
Deferment

2)  When the supervisor selects "Notifying to submit proposal defence," in the Level of
Research section, the system will check:

i) If the student has attended the colloguium and has passed two (2)
mandatory prerequisite courses, when the supervisor clicks the "SAVE"
button, an email alert will be sent automatically from the supervisor to the
student.

From: tagn@um mtu my (et by
Sent: Tumudey, 11 October, 2027 237
Tet Saburiah Bl 1w Aig

Subject! NEALALOn 10 Subnet Progasal Defence for Evaluatarn

Dizar Rachel Dyehi Wisatun

Plaase be advised thas based on your conem fessarch progress, [ belorve that vomr proposa defeoce s toady fo be evaluated sxameed Yoo may subeut voer applecation for Tooess ro Subeut Progosal
Defesce vis your partal (% Acadernic > Ressmnch > Proposal Defeoce Checklis > fntem to Submit Proposal Dafroce
Regeels

ii) If the student has not attended the colloquium, the following message box
will be displayed:

Candidate yet to attend his/her collogium requirements. Please contact
Graduate School for updating process should the candidate has

attended as required.

Then the supervisor is not allowed to choose "Notifying to submit proposal
defence." The supervisor can inform the student to attend the colloquium or
ask the student to contact the School if the student has attended the
colloquium.
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i) If the student has not registered or failed two (2) prerequisite courses namely:

1. SCLE6014  ACADEMIC WRITING
2. SIRZ6014  RESEARCH METHODOLOGY

Then, the following message box is displayed.:

Candidate yet to fulfil pre-requisite course reguirements. Please contact
stuclent to register the course as required and must passed the course

at least with B grade.
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Verification and Nomination Of Proposal Defence Assessors Screen (Staff Portal)

Supervisor Screen (Staff Portal)

1) Staff Portal > Academic tab > Supervision > Proposal Defence.

Supervision
Postgraduate
Practicum
Proposal Defence

Intent to Submit Thesis

2)  Click the "Proposal Defence" menu. The "Student List for Submit Proposal Defence"
screen is displayed. Currently, the icon in the "Endorsement" column is visible, the
"Nomination" column is invisible, and the "Status" column = In Stage of Evaluation
(Submit Proposal Defence):

STUDENT LIST FOR SUBMIT PROPDSAL DEFENCE

PROGEAMME  NOOT OF ESUDY  AFFLAD OATT  INDORKIMENT  MOVENATION

[Wete . Praess cartast 1he Aintirs Sogribins of trmpmstive Mibaal bas saqustrn |

3) Click the icon in the Endorsement column to confirm the proposal defence
application, the Endorsement for Submit Proposal Defence screen is displayed:

TNDORSEMINT FOR SUBMIT PROPOSAL DEFTHCE

et Olct TWT bumsco %0 tompiets spdetd afeonmion. m

Ploses Chok IMEOREE lnstinn: e sadarse Ihe sanpboaban

4)  Supervisor can download the proposal abstract by clicking the icon next to the
Proposal Abstract label and the proposal document next to the Document
Proposal label.
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5)

6)

7)

8)

?)
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Supervisor enter comments in the comment section and click the save button to
save the information. The following pop-up message is displayed if the information
is successfully saved:

Successfully updated

Click the "OK" button and return to the Endorsement for Submit Proposal Defence
screen.

After saving the comment information, supervisor clicks the Endorse button to
endorse the application for the proposal defence. The following message popup
is displayed if the authentication is successful.

Successfully endorsed.

After clicking the "Ok" button, the screen will be returned to the Student List for
Submit Proposal Defence screen. Currently, the icon in the Endorsement column
is invisible, the Nomination column is visible, and the Status column reads
"Endorsed - Supervisor (ITS Proposal Defence)."

STUDENT LIST SOR SUBMIT PROPOSAL DEFINCE

PROGRAMME  MOOKEOF STUSY  APPLID DANE  ESSORIIVENT  MOMIMATION

[Rete  Pasn coneacs S Amistam Regaira of renpective Scrocd fer erautas

To nominate the proposal defence examiners, supervisor click the icon in the
Nomination column, and the Nomination for Proposal Defence screen will be

NOMINATION FOR PROPOSAL DEFENCE

Madart Nawe (Matn Ha) . Swwmsies fon

EIARCH ANMEROR
SIAROM ALIESELR

L -—-.ho.-nummm

[ e
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10) Supervisor can download the proposal abstract by clicking the icon next to the
Proposal Abstract label and the proposal document next to the Download
Proposal label.

11) To nominate an examiner, click the Search Assessor button, the Assessor Search
screen will be displayed:

ASSESSOR SEARCH

| (&) (Cwn ) (o)

ra— - R

a) Examiners can be searched by number of staff, staff name, or study center.

b)  Click the lens icon or the List button to display the search results. The search
results display information such as No., Name (Staff No.), School, Area of
Expertise, No. of Nomination, No. of Assessor Record, and the box in the
Choose column:

ASSESSON SEANCH

Teewe
I Ca) (o) (o)

ARZA OF DXPERFST WO, OF NOMINATION | WO OF EXAMINES MICORD  CHOOSE

c) Theinformation on Area of Expertise is linked to the UUM Experts website.

d) The number of nominations is calculated from the staff concerned, who
have been selected as assessors in the current year and have been
approved by the School.

e) Number of Assessor Records is calculated from the staff concerned having
been appointed and receiving appointments as assessors for the current
year.

f) Check the box in the "Choose" column on the staff name line to select an
assessor. You will return to the Nomination for Proposal Defence screen to
make the next nomination.

g) Click the Reset button to clear all examiners search data.
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h)  Click the "Cancel" button to return to the Nomination for Proposal Defence
screen.

i) To add assessor candidates, the supervisor clicks the "Search Assessor" button
on the next line. The steps are the same as in steps 11a) to 11h).

12) Supervisor will nominate a minimum of two (2) and a maximum of three (3)
assessors for nomination. Supervisors are advised to nominate three (3) assessors.

13) After completing the nomination of the proposal defence assessor, click the Save
button to save the nomination data. If successful, the following pop-up message
is displayed:

Successfully Updated,

14) Supervisor click the OK button, the screen will return to the Nomination for Proposal
Defence screen.

15) Check the confirmation box and click the Submit button to send the nomination
data. The Submit button will only work if the box is checked. After clicking Submit,
a pop-up message will show if the data is successfully submitted:

Momination successfully submitted and email successfully sent.

An email is automatically sent from the supervisor to the School:

Denr Sic Madam

Plecse be sfoerned Bant | have soaunated the assessons of propoeal defence Soe
Studers Name  Inge Gunawan
Matie No_ - 904819
Programme  Dactor of Philossphy (Estrepresearship)

Thess Tale - Effectuation Versus Causation in Entreprvasarial Decs Muking: Differwnc B Expert Enlrepressurs aod Corpecate Managers in the Hotel Industry During the
Corauavirus Crisis

Please logn 1o portal sum sdumy 30 approve the nominanon UMIS Portal > GAZS > Pertaban Cadangom - Proses

Thank You
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16)
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Supervisor click the Ok button, the screen will return to the Student List for Submit
Proposal Defence screen. At the moment, the icon in Endorsement and

Nomination is invisible and the Status column = Submitted — Supervisor (ITS Proposal
Defence):

STUDENT LIST FOR SUBMIT PROPOSAL DEFENCY

PROGRAMME | NOOE OF ETUSY  APFURR DATE  BNOCKIAMINT  NOWVINATION

PR T Ce—
vane

| Wt |0} b4 Lemnd Inarae
Bettes s

Hate Paais Saetait D Auniiet Aogaitin of Bepeithe S0l 131 saqubing

- THE END -
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Examiner Appointment Screen (Staff Portal)

1)

2)

3)

4)

Staff Portal > Academic tab > Thesis Examination Board > Proposal Defence’s

Assessor

Thesis Examination Board

Proposal Defence’s Assessor
Internal Examiner

When clicking the Proposal Defence Assessor's menu, the Student List screen s
displayed. Currently, the icon in the Accept/Reject column is visible but the icons

in the Appointment Letter and Research Document columns are invisible:

STUDENT LIST

Ricem Puwe coremct Arvwnaet Pagatras o) rupecnor 3oanoh e wema e

ACCIPT / BAMGT  APPCONTMEMT LITTIR  ERBARCH PRORCRAL

Click on the icon in the Accept/Reject column to choose whether to accept or
reject the appointment as an assessor. The Appointment as Proposal Defence's

Assessor screen will be displayed.

APPOINTMENT AS PROPOSAL DEFENCE S ASSESSOR

Thadtes Nama (Viatric Ma) - Semnanee e,
Faperviem 1 Co. St v

Fasearch Sropoast Ttk
Rarveanih Propmne| Ebsiveit

B I

The assessor will click the "Accept" button if they choose to accept the
appointment or click the "Reject" button if they choose to reject the appointment.

Click the "Cancel" button to return to the Student List screen.

After clicking the Accept/Reject button, pop-up message is displayed:

Successfully Updated.

An email is sent to School after the assessor clicks the Accept button or the Reject

button:
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5)

[SUPERVISOR] MANUAL FOR INTENT TO SUBMIT PROPOSAL DEFENCE

Accepted email:

From: asmahany.ramely@uum.edu.my [mailto:asmahany.ramely @uum.edu. my]
Sent: Tuesday, 11 October, 2022 10:17 AM

To: Sabariah Binti Ismail <ess01@uum.edu.my>

Subject: Appointment as Proposal Defence's Assessor

Please be informed that [ have accept the appointment as Proposal Defence's Assessor for:

Student Name - Rachel Dyah Wiastuti

Matric No. : 904072

Programme : Doctor of Philosophy (Touvrism and Hospitality Management)

Thesis Title - Indonesian Generation Z Behavior in Hospitality and Tourism Industry

Thank vou.

Rejected email:

From: marini@uum.edu.my [mailto:marini@uum.edu.my]
Sent: Tuesday, 11 October, 2022 10:20 AM

To: Sabariah Binti Ismail <ess0l @uum.edu.my>=

Subject: Appointment as Proposal Defence's Assessor

Please be informed that I have reject the appointment as Proposal Defence's Assessor for:

Student Name - Rachel Dyah Wiastuti

Matric No. - 904072

Programme : Doctor of Philosophy (Tourism and Hospitality Management)

Thesis Title : Indonesian Generation Z Behavior in Hospitality and Tourism Industry

Thank vou.

After clicking the OK button, if the assessor clicks the Accept button, it will return
to the Student List screen with the following display. In the Accept/Reject column,
the word "Accepted" will be displayed, and the icon in the Appointment Letter
and Research Document columns will be visible. Click the icon in the Appointment
column to display the appointment letter as an assessor, and click the icon in the
Proposal Document column to download the student's proposal document:

STUDENT UST

LT Mas LT ACEANT / MLAET  APPORTMINT LITTIE  RESLARCH PROPOM

g -

Nrn Fwase cavact Apairiert Fageerer f reasect e 300! for srameirs
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6)  After clicking the OK button, if the assessor clicks the Reject button, it will return to
the Student List screen with the following display. In the Accept/Reject column,
the word "Rejected" will be displayed and the icons in the Appointment Letter and
Research Document columns are still invisible.

STUDENT UST

[Peoen Plesee rocesct Aavanent Bag it 31 st ey e pevaes bee sega rien

- THE END -
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Student Proposal Document Download Screen For Chairman (Staff Portal)

1) Staff Portal > Task tab > Postgraduate > Proposal Defence — Chairperson

2)  When clicking the Proposal Defence — Chairperson menu, the Student List screen

is displayed. Click on the icon in the Proposal Document column to download the
student's proposal document:

STUDENT UST

a0 Peres VAT ALLLIEA Pg e 01 00 I micTd B00a1 Aur wrgae b

- THE END -
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Proposal Redefence Verifiation Screen (Staff Portal)

1) Staff Portal > Tab Academic > Supervision > Proposal Defence

Supervision
Postgraduate
Practicum
Proposal Defence

Imtent to Submit Thesis

2)  When clicking the Proposal Defence menu, the Student List for Submit Proposal
Defence screen is displayed. For confirmation of the proposal redefence
application, click on the Student List for Submit Proposal Redefence menu:

STUDEMT LIST FOR SUSMT PROPOSAL REDEFENCE

MO MATEK RO NA PROGSAMVE MO0 OF STUDY  ASSUD OATE  ENDORMMINT STATUS

TAS Flees L3 e Adadtaot ba g aas of oS e b N magatimt

3) Click the icon in the Endorsement column to confirm the proposal redefence
application. The Endorsement for Subbmit Proposal Redefence screen is displayed:

ENDORSEMENT FOR SUBMIT PROPOSAL REDIFENCE

Stasnais M Nats - S P
Deamt 1124 LR (i b
Twhamve

S (ol e [RCTIREr =)
Tewra

L Lant Than

: e =
(Hte SRR BIUT b b e plete wpeeted wfarmaties m

Plaase Ol EMIORSE mmon 13 #e20008 1he 223 RIS

4)  Supervisors can download the student's Proposal Abstract by clicking the icon
next to the Proposal Abstract label, and the proposal document next to the
Document Proposal label

5)  Supervisor key in comments in the Comment section and click the Save button to
save the information. The following message pop-up is displayed if the information
is successfully saved:

Successfully updated
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6)

7)

8)
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Click the "OK" button and return to the Endorsement for Submit Proposal
Redefence screen.

Supervisor click on the “Endorse” button to confirm the application for re-
maintenance of the proposal. The following message pop-up is displayed if the
authentication is successful:

Successfully endorsed.

Supervisor click the “Ok” button, the screen will return to the Student List for the
Submit Proposal Redefence screen. Currently, the icon in the Endorsement
columnisinvisible and the Status column shows 'Endorsed — Supervisor (ITS Proposal
Redefence)

STUDENT LIST FOR SUBMIT PFROPOSAL RIDEFENCE

- THE END -
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