
 

 

 

  

 

User Manual-
Graduates 
CONVOCATION WEBSITE 

 



 

1 

 

 

Contents 
 

Introduction .......................................................................................................................................... 2 

CONVOCATION REGISTRATION STEPS ..................................................................................... 2 

UPLOAD MOHE SLIP ....................................................................................................................... 8 

CHECKLIST FORMS ......................................................................................................................... 9 

CHANGE PASSWORD .................................................................................................................... 10 

HELP DESK ...................................................................................................................................... 11 

 

 



 

2 

 

Introduction 

 
This document is published to describe the step of Convocation registration. 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 website. Click Register 
button.  Refer Figure 1.0. 
 
Click the Sign Up/Forgot Password tab.  
Enter Student ID, IC Number/Passport Number and personal email. Refer figure 1.1. Graduates will receive 
the password through personal email that has been entered. There are a few reasons if graduate not able 
to get the password:  

i. ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ƴƻǘ ŀǾŀƛƭŀōƭŜ ƛƴ /ƻƴǾƻŎŀǘƛƻƴ ǿŜōǎƛǘŜΦ bŜŜŘ ǘƻ ǊŜŦŜǊ ǘƻ CŀŎǳƭǘȅΩǎ ŀŘƳƛƴ 
ii. Entering wrong student id or ic number/passport number. Re-enter the details. Please refer to 

Exam Unit if your passport number is not updated. 
 

 
Figure 1.0 
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Figure 1.1 

 
Graduates also able to get the password if they forgot the password after registered by using the same tab. 
 
STEP 2: 
After login into the system, the message about MOE Tracer Study will be displayed. Refer to Figure 2.0. 
 

 
Figure 2.0 

STEP 3: 
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In Home page, update your Mailing Address, Email Address,  Handphone number and Disability/Health 
status, then click Save & Next button to proceed to the next step. Refer to Figure 3.0. 
 

 
Figure 3.0 

 
 
STEP 4: 
Please complete all the steps of registration. Click Step 1 to confirm your Convocation Attendance. Refer to 
Figure 4.0. 
 

 
Figure 4.0 

 
Convocation Attendance form will be displayed as below. Please confirm your attendance and click Submit 
button to proceed to the next step. You are required to confirm your attendance 15 days before the 
convocation days. Refer to Figure 4.1. If you choose option 2 or 3 or 4 from attendance option, proceed to 
STEP 7. 
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Figure 4.1 

 
STEP 5:  
Click Step 2 to confirm your Robe size. Select your robe size from dropdown and click Submit button to 
confirm the size. Refer to Figure 5.0. 
 

 
Figure 5.0 

STEP 6: 
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Click Step 3 to complete your Graduate Particulars. This form included upload photo, gratitude message 
and also voice over checking.  
 
Please upload your photo and message. Your photo and message will be displayed on the screen while you 
are on the stage to receive your scroll. 
 
Insert message and click Submit button. If the message still not confirm you able to edit the message by 
clicking Edit Entry button. Then click Submit button. Once the message is confirmed, you are not able to 
change the message anymore. You Ƴŀȅ ŎƭƛŎƪ ŀǘ ŀ άCŜǿ ŜȄŀƳǇƭŜǎ ƻŦ ƳŜǎǎŀƎŜǎέ link for sample of messages. 
Refer to Figure 6.0 

 
Figure 6.0 

 
To upload your photo, please click Choose File button. Browse your photo and Click Save Photo. Refer 
Figure 6.1. 

 

 
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 
ƛǘ ƛǎ ŎƻǊǊŜŎǘΣ ǇƭŜŀǎŜ ǎŜƭŜŎǘ ƻǇǘƛƻƴ Ψ¢ƘŜ ±h ƛǎ ŎƻǊǊŜŎǘΩΦ LŦ ǘƘŜ ±h ƛǎ ƴƻǘ ŎƻǊǊŜŎǘΣ ƪƛƴŘƭȅ ǎŜƭŜŎǘ ǘƘŜ ǎŜŎƻƴŘ ƻǇǘƛƻƴ 
and fill up the remark. Click Submit button to submit your confirmation. Please re-visit later if the VO is not 
yet available. Refer Figure 6.2. 

 
Figure 6.2 

 
 
Finally, please click Confirm Message and Confirm Photo button. Refer to Figure 6.3. 

 
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. Refer Figure 7.0. 
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Figure 7.0 

You have been completed all the steps.  
 
 

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 the top 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.  

 

 
 

2) On the item 4, you are required to upload the file here. The file must be in jpeg file format. 

 
 

3) Once you click the Choose File button. The following box will appear to enable you select and 
upload the slip. 
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4) You may see the status of your uploaded MOHE slip. If your slip is accepted by ALUMNI staff, you 
ǿƛƭƭ ǎŜŜ ǘƘŜ Ψ!ŎŎŜǇǘŜŘΩ ǎǘŀǘǳǎ ƛƴ ŎƻƭǳƳƴ ahI9 ¢ǊŀŎŜǊ {ƭƛǇ {ǘŀǘǳǎ ǾŜǊƛŦƛŜŘ ōȅ ![¦abLΦ 

 
 
LŦ ȅƻǳǊ ǎƭƛǇ ƴƻǘ ŀŎŎŜǇǘŜŘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ΨwŜƧŜŎǘŜŘΩ ǎǘŀǘǳǎ ŀƴŘ ŀƭǎƻ wŜƳŀǊƪ ōȅ ![¦abL ǎǘŀŦŦΦ ¸ƻǳ ǿƛƭƭ 
need to re-upload the MOHE slip. 

 

CHECKLIST FORMS 
 
Checklist forms contains 2 type of forms which are Pre-Checklist Form (for collecting Robe, Alumni Card and 
Invitation Card) and Post Checklist Form (for returning robe and  collecting Convocation Item).  
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Click on the link provided as below and print the form. 

 
 
Once you click on the link, the print box will appear as below: 

 

 

CHANGE PASSWORD 
 
DǊŀŘǳŀǘŜǎ ŀƭǎƻ ŀōƭŜ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǇŀǎǎǿƻǊŘ ōȅ ǳǎƛƴƎ ǘƘŜ Ψ/ƘŀƴƎŜ tŀǎǎǿƻǊŘΩ ƳŜƴǳΦ 
 

 
 
 
 
Enter username, old password, new password and confirm password to update the password. 
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HELP DESK 
 
Graduates able to sent their comments, suggestions ƻǊ ŎƻƳǇƭŀƛƴǘǎ ōȅ ǳǎƛƴƎ ǘƘŜ ΨIŜƭǇ 5ŜǎƪΩ ƳŜƴǳΦ 

 
 

Choose department/unit (Exam, Finance or MPU), insert your Email Address  and 
comments/suggestions/complaints. Then click Send Email button. 
 

 
 


