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Introduction

This document is published tiescribethe step ofConvocatiorregistration. Graduates need to register
her/his convocation attendance in this website.

CONVOCATION REGISTRATION STEPS

STEP 1:
All graduates need to get the password first before they able to login into the welt3littk Register

button. Refer Figurd..0.

Clickthe Sign UgForgot Passwortiab.
Enter Student ID, IC Number/Passport Number and personal dreddr figire 1.1. Graduates will receive
the password through personal email that has been entefidtere area few reasons if graduate not able
to get the password:
. ¢tKS ad0dzRSyiQa NBO2NR y20 F@FAftlFIotS Ay [/ 2y@20!
ii. Entering wrong student id or ic number/passport number-eRéer the detailsPlease refer to
Exam Unit if your passport number is not updated.

v
J
Register
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Bulletin Board

INFORMATION ON MOE TRACER INFORMATION ON MOE TRACER YOU ARE INVITED TO GARDEN TEA CHECKLIST BEFORE ATTENDING COLLECTION OF CONVOCATION
STUDY STUDY PARTY! REHEARSAL ON 09 SEPT 2017 ITEM AT DIFFERENT CAMPUS

Read more Read more Read more Read more Read more

Figure 1.0
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Sign Up / Forgot Password

SUBMIT

Figure 1.1
Graduates also able to get tipassword if thg forgot the password after registered by using the saate

STEP 2:
After login into the system, thmessage abouMOE Tracer Study wlitke displayedRefer toFigure2.0.

.
VMMU
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MOE Tracer Study -

@® 10.108.18.182/convo/register/open_mohe:htr

Dear Graduates,

Dear Graduate, Please complete MOE Tracer Study before proceed to the
Convocation Registration. After completing the MOE Tracer Study.
you are required to print out the confirmation slip Later, you are
required to scan and upload the confirmation slip. Kindly refer to
official document - My Kad or passf|  "Upload MOE Slip" to upload the slip

Kindly email to exami@dmmu.edu.mj
You are required to complete all st

Kindly check that your name is cor fe_ Any changes must be supported with a copy of

Thank you

Thank you

Studenh,

Name: KHOO CHONG HOONG

Figure 2.0
STEP 3:
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In Home page, pdate your Mailing Addres€&mail Address, Handphone number and DisabilityftHea
status,then clickSave & Next button to proceed to the next stefRefer toFigure3.0.

Dear Graduate,

Kindly check that your name is correctly spelled. If there are any discrepancies, notify us at your earliest convenience. Any changes must be supported with a copy of
official document - My Kad or passport

Kindly email to exam(@mmu.edu.my for ourimmediate attention and action

You are required to complete all steps. Please click 'Next' to proceed

Thank you

Student Details

Name: TOH KHENG HIN

StudentId: 1071900095

Faculty: FACULTY OF ENGINEERING

Course : Master of Engineering in Microelectronics

Current Address Update

Mailing Address 25 LEBUH RAMBAI 16,PAYA
TERUBONG.GEORGETOWN,11060,PG MALA
YSIA

Email Address suriati@mmu.edum

Handphone number 0124731225

Disability/Health Status
Health Status
Please tick v at the stated column:

Accidental Injuries
Health Problem
Disable

Facility Needed
Please tick v at the stated column:

@Wheelchair (not provided to graduate's guest)
Others

Figure 3.0

STEP 4:
Please completall the steps of registration. Click St&go confirmyour Convocation AttendancdRefer to
Figure4.0.

DASHBOARD

<152 CLOSED. F1- = CLoSED S0 CLOSED:

Figure 4.0

Convocation Attendance formvill be displayed as belawleaseconfirm your attendancend clickSubmit
button to proceedto the next step.You are required to confirm your attendance 15 days befiwe
convocation dayskefer toFigure4.1.If you choose option 2 or 8r 4 from attendance option, proceed to
STEP 7.

4
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STEP 1 : Confirmation of Attendance

In order to avoid any inconvenience, you are required to confirm your attendance 15 days before the convocation day.

You are not allowed to change your attendance status once you have confirm your attendance. Any enquiries, kindly please contact

Exam Unit.

Dear Sir/Madam, my details are as follows:

Name KHOO CHONG HOONG
NIC No. / Passport No. 910303105313
Student ID 1091101350

My parents and | will attend the convocation

| will not attend the convocation

| will not attend the convocation but my parents will be present as guests
| would like to extend my convocation to 2019

Reason to extend convocation -

Upload proof/supporting document -

_Choose File ! No file chosen

Figure 4.1

STEP 5:
ClickStep2 to confirm your Robe siz&elect your robe size from dropdown and clebmit button to

confirm the sizeRefer toFigure5.0.

STEP 2: Robe Size

The graduand has to confirm the size of their convocation attire.

Details of the size are as follows

Name :KHOO CHONG HOONG
Student Id:1091101350

Size: Please Select ¥

Submit

Figure 5.0
STEP 6:
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ClickStep 3to complete your Graduate Particulars. This form included upload photo, gratitude message
and also voice over checking.

Please upload your photo anaiessage. Your photo and message will be displayethe screenwhile you
are onthe stageto receiveyour scroll

Insert messagand clickSubmit button. If the message still not confirm you able to edit the message by
clickingEdit Entry button. Then &ick Submit button. Once the message is confirmed, you are not able to
change the message anymoiouY I @ Of £8P ISE I IV LI S AlinkXoF sanvifflelnfinteS&dsé

Refer toFigure6.0

Student Details

ID 3 109110

Name : KHOO CHONG HOONG

Degree 3 Bachelor of Financial Engineering (Honours)

Approval E By Student By MMU
Photo Not Confirmed
Message Not Confirmed
Voice Over Not Confirmed

Message

To:

Message:

Figure 6.0

To upload your photo, please clickhoose File button. Browse your photo andlick Save Phota Refer
Figure6.1.

Upload/Change your photo

Note:

Please disable your pop-up blocker

Compatible with browser Chrome and Firefox

Only passport photo (of graduating student) and not the childhood photo
Formal attire (strictly NO tight and sleeveless attire)

Format of photo should be of JPG/JPEG type

File size not more than 50 kb

Photo dimension is 300 X 400 pixels

Once confirmed, you can not change your photo.

y
Choose File | No file chosen

Figure 6.1
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Next step is to check and confirm the voice over of your name. Kindly listen and check the pronunciation. If
AG Aa O2NNBOGTX LX SIFIaAaS aStSO0 2LIA2y WeKS +h Aa O2N
and fill up the remark. Click Bunit button to submit your confirmatiorPleasere-visit later if the VO is not
yet availableRefer Figuré.2.

Voice Over (VO) Checking

Please check your name and the voice over, before you go to the next step

Kindly check your name and the voice over. Click on the icon to listen to the voice over. If the pronunciation is wrong, kindly tick ‘not
correct’ and enter the remark for our reference.

If the player is not supported, kindly please try login using another browser.

The VO is Correct.
The VO is Not Correct.

Remark :

Figure 6.2

Finally please clickonfirm Message and Confirm Photo button. Refer to Figur®.3.
Confirmation

Please confirm your message and photo, before you go to the next step.

| hereby confirm that my message given above is final.
| hereby confirm that my photo uploaded is final.

Figure 6.3

STEP 7:

This is the final step for Convocation registration in Convocation website. In this page, kindly confirm all the
details such as name, student ID, Faculty and Course (programme). Tick on the checkbox and click Confirm
button to confirm your details. Reféfigure?.0.
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STEP 4 : Confirm All Details

Student Details

Name: KHOO CHONG HOONG

StudentId: 1091101350

Faculty: FACULTY OF MANAGEMENT

Course: Bachelor of Financial Engineering (Honours)

| hereby certify that all information stated on this page (name and programme) is true and correct

Figure 7.0
You have been complatdell the seps.

UPLOAD MOHE SLIP

Graduates are required to upload MOHE slip (in .jpg file format) in convocation website.

1) After login into Convocation website, you will see thp menu named Upload MOHE Slip.
Graduands who extended their convocation from last year are exempted from participating MOHE
Tracer Study. They are not required to upload MOHE slip here. Please read the information
provided in this page.

Home Upload MOE Slip Checklists Form Change Password Help Desk

2) On the item4, you are required to upload the file here. The file must be in jpeg file format.

4. Kindly please upload the MOE confirmation slip. The file must be in jpeg file.

| Choose File |Na file chosen

Submit

3) Once you click th€hoose File button. The following box will appear to enable you select and
upload the slip.
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@ File Upload -— M
e —— —
@U' > lerarles + Documents » - | 3 | | Search Documents pel |
= aas —— — —
Organize * MNew folder = ~ [ I@I
4 7% Favorites — Documents library Amangeby: Folder
B Desktop =| Includes: 2locations
& Downloads MName Date modified Type |~
& Geoogle Drive
5| Recent Places | AdobeStockPhotos 6/3/2011 510 PM File folder =
- . BlackBerry 12/28/2011 1:50 PM  File folder B
(53 Libraries J Leawo 3/23/2011 5:56 PM File folder
b 3 Documents | MessageAttachments 7/4/2012 8:28 AM File folder
. J‘ Music My Data Sources 172772012 2:38 PM File folder
> (5 Pictures J; My Google Gadgets 12/28/201111:34 ... File folder
» BB Videos ; My Received Files 12/27/2012 500 PM  File folder
My Shapes 47472012 2:47 PM File folder
48 Computer i Metsparker 12/14/2012 4:06 PM  File folder
&, Local Disk (C) ~ ¢ | e L] e ¢
File name: na - | AllFiles -
[ Open ] [ Cancel ]

4) You may see the stus of your uploaded MOHE slip. If yalip is accepted by ALUMNI staff, you

gAff aS8SS GKS WwWI OOSLIISRO &Gl dGdza Ay O2fdzyy ahl 9 ¢
MOE Tracer Slip uploaded by MOE Tracer Slip status verified by Remark
graduand ALUMNI
Accepted
LT @2dzNJ 4t AL) y2G I OOSLIWISRY é&2dz gAff &aSS GKS wwSa!
need to reupload the MOHE slip.
MOE Tracer Slip uploaded by MOE Tracer Slip status verified by Remark
graduand ALUMNI
Rejected Slip to small

CHECKLIST FORMS

Checklist forms contains 2 type of forms which are®@necklist Form (for collecting Robe, Alumni Card and
Invitation Card) and Post Checklist Form (for returning robe and collecting Convocation Item).

Checklists Form Help Desk

Upload MOE Slip Change Password

Home
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Forms

= Pre Checklist Form - For collecting Robe, Alumni Card and Invitation Card.
= Post Checklist Form - For returning Robe and collecting Conveocation ltem.

Once you click on the link, the print box will appear as below:
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Should you have recerved veniicaion note for the process no 1 and no 2 you may proceed to any of the counter to collect the remaming ttems (vou do not have to

follow the sequence)

However, should there is no verification note for tem 1 and 2, you are requred to present the following ttems at the following counters before you could proceed

to other sections:

o Payment Skp of the Convocation Fees — Fmnance Counter
o Confirmation Sip of MOHE Tracer Study — ALUMNI Counter

Prnt \“ rY'
Printer
Nare TASKafa 420 - Properties_
Status Ready
Type: Kyocera TASKaFa 420 KX
Where:  WSDeb2a¥3c-83df 4654 boda 5257475042 008
‘ Commert Prrt to fie
| Frint range Copies
L Number of copes 1
Pages fom: 1 to: 1 ____ !ABILA BTE MUSTAFA KAMAL
Seect 22 23 2333
| 'LTY OF BUSINESS
S Busi A demini
ok J(omn ne

ion (H s) (Marketing M

NO.| PROCESS VERIFICATION
IISponsorshp Status
|IGraduated Date -
Financial Status Total | Payment Balance
{Pavment of Convocation Fees P A e T bar
CHANGE PASSWORD
DN} Rdz- 6Sa fa2 FtoftS G2 OKIFy3dS GKS LI aag2NR 0@
Home Upload MOE Slip Checklists Form Change Password Help Desk

Enter username, old password, new password emadfirm password to update the password.

10
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Change Password
Username:
Old Password :
New Password:
* maximum 10 characters
Confirm Password:
* maximum 10 characters
Submit Cancel
Graduates able to sent their commensuggestion2 NJ O2 YLJ | Ayia o0& dzaiy3d (KS Wi
Home Upload MOE Slip Checklists Form Change Password Help Desk

Choose department/unit (Exam, Finance or MRtBertyour Email Addressand
comments/suggestions/complaints. Then cl&nd Email button.

Details Info
SendTo* Exam Unit v
Email Address * kehfx(@yahoo.com

Comments / Suggestions / Complaints *

Send Email

11



