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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 are able to login into the website. Click Sign Up 
button at the Registration tab. Refer Figure 1.0. 
 
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. The student’s record is not available in Convocation website. Need to refer to ERU’s admin 
ii. Entering wrong student id or ic number/passport number. Re-enter the details. 
iii.  

 
Figure 1.0 



 

3 

 

 
Figure 1.1 

 
 
Graduates are able to get the new password if they forgot the login password. Click Forgot password link at 
the Registration tab. Refer Figure 1.2. 
 
Enter Student ID, IC Number/Passport Number and personal email. Refer Figure 1.3.  
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. Entering wrong student id or ic number/passport number or email address. Re-enter the details. 
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Figure 1.2 

 

 
Figure 1.3 
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STEP 2: 
After login into the system, Home page will be displayed. At the top of the page, there are steps that need 
to be completed by Graduates.  
 
Scroll down the Home page to discover more information. Refer Figure 2.0. 

  
Figure 2.0 

 
 

STEP 3: 
Update your Mailing Address and Handphone number, then click “Save & Next” to proceed to the next step 
of Registration process. Refer Figure 3.0. 

 
Figure 3.0 
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STEP 4: 
In Registration page, complete all steps of registration.  
 
Step 1 – Comfirmation of Attendance. Please confirm your attendance and click ‘Submit Comfirmation of 
Attendance’ to proceed to the next step. Refer Figure 4.0. 

 
Figure 4.0 

 
Once submitted, you have completed all the steps. Graduates with the status of ‘Not Attend Convocation’ 
are not required to proceed to Step 2 (Graduates Particular), Step 3 (Acceptable Agreement) and Step 4 
(Declaration).  
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STEP 5: 
Step 2 – Graduates Particular. This form includes forms to upload a photo, gratitude message, robe 
booking, guest details and voice over (vo) checking .  
 
Your photo and message will be displayed on the screen while you are on the stage to receive your scroll. 
 

 
Figure 5.0 

 
To insert your MESSAGE, click button “Add Message”. Enter the preferred field input. Click ‘Save’ once 
done. Click ‘Confirm Message’ to confirm. Once confirmed, you are unable to change the message. Refer 
Figure 5.1. 
 

 
Figure 5.1 
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For PHOTO UPLOAD, click button “Add Photo”. Please upload followed by photo type, dimension,size and 
ratio. Click ‘Choose File’ and select your photo. Click ‘Save’ once done. Your photo will be displayed in the 
box. Click ‘Confirm Photo’ to confirm. Once confirmed, you are unable to change the photo. Refer Figure 
5.2. 
 

 
Figure 5.2 

 
For ROBE BOOKING, click button “Add Robe Booking”. Choose robe by click on the select robe size 
dropdown, and click button Robe Booking Confirmed once done. Once confirmed, you are unable to 
change the robe size. Refer Figure 5.3. 

 
 Figure 5.3 
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Fill in GUESTS DETAILS by clicking the button “Add Guest Details”. Once done, click Save Guest Details 
button. Refer Figure 5.4. 
 

 
Figure 5.4 

 
Seating at the convocation venue based on the seat number as indicated on your Convo App. Graduands 
are required to queue up as per seat number sequence for the Graduand's Procession into the Dewan Tun 
Canselor. MMU reserves seats with easy accessibility for graduands and graduands' guest with special 
needs. 
 
Therefore, if you require any assistance, kindly fill in the form by clicking the button as picture below. Refer 
Figure 5.5, 5.6 and 5.7. 
 

 
Figure 5.5 
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Figure 5.6 

 
 
 
 

 
Figure 5.7 
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In the VOICE OVER (vo) checking section, click play to hear your vo. Refer Figure 5.8 
Choose the confirmation option and click the 'Save' button.  
 
If the vo is not correct, enter remark in the remark field and click 'Choose File' to upload a mp3 type file. 
Click the 'Save' button. 
 
Once done, click the 'Confirm Vo' button. 

 
Figure 5.8 

 
 
Admin will approve your message and photo and approval status will appear in the table. 
 
Once confirmed for both message,photo, robe booking and guest details, click ‘Next’ to proceed to the next 
step.  
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STEP 6: 
Step 3 – Acceptable Agreement. The purpose of the procedure is to outline to be followed by graduands 
before, during and after the convocation. Please agree and tick checkboxes before proceed to next step.  
 
Once done, click ‘Next’ to proceed to the next step. Refer Figure 7.0. 
 

 
Figure 6.0 
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STEP 7: 
Step 4 – Declaration. This is the final step for the Convocation registration. In this page, kindly confirm all 
the details such as name, student ID, Faculty and Course (programme). Tick all the checkboxes and click the 
‘Confirm’ button to confirm your details. Refer Figure 7.0. 

 
Figure7.0 

 
 
 
 
You have been completed all the Convocation Registration steps.  
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GUEST DETAILS 
 
Graduates with guest, please register your guest details by clicking the ‘Guest Details’ menu on the left 
sidebar. Fill the form, then click ‘Save’ button. Refer Figure8.0. 

 
Figure 8.0 

 
 
Seating at the convocation venue based on the seat number as indicated on your Convo App. Graduands 
are required to queue up as per seat number sequence for the Graduand's Procession into the Dewan Tun 
Canselor. MMU reserves seats with easy accessibility for graduands and graduands' guest with special 
needs. 
 
Therefore, if you require any assistance, kindly fill in the form by clicking the button as picture below. Refer 
Figure 9.1, 9.2 and 9.3 
 

 
Figure 8.1 
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Figure 8.2 

 

 
Figure 8.3 
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MOHE TRACER STUDY 
 
All Graduates are required to upload their MOHE Tracer Slip. Click ‘MOHE Tracer Study’ menu on the left 
sidebar. Click button ‘Choose File’ and then click ‘Submit’ button. Refer Figure 10.0. 

 
Figure 9.0 
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ALUMNI PROFILE UPDATE 
 
To upload Alumni Slip, click ‘Alumni Profile Update’ menu on the left sidebar. Click button ‘Choose File’ and 
then click ‘Submit’ button. Refer Figure 11.0 

 
Figure 10.0 

 
 

INVITATION LETTER 
 
To download your invitation letter, kindly click ‘Invitation Letter’ menu on the left sidebar. 
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COURIER SERVICE 
 
Click 'Application Form' menu under Courier Service section on the left sidebar.  
 
Graduate with incomplete Convocation Registration status are not able to to view the Courier Service 
Form. Refer Figure 11.0. 
 
Graduates with attendance status 'Attend Convocation' are not eligible to apply for Courier Service. Refer 
Figure 11.1. 
 
Graduates with attendance status 'Not Attend Convocation'  and completed the Convocation Registration 
steps are eligible to apply for Courier Service. Click 'Application Form' under Courier Service section to view 
the form.  Refer Figure 11.2. 
 
Click 'User Manual' in the left sidebar to view user manual on Courier Service registration. Refer Figure 
11.3. 
 

 
Figure 11.0 

 

 
Figure 11.1 

https://convocation.mmu.edu.my/register/UserManual_CourierService.pdf
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Figure 11.2 

 

 
Figure 11.3 
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CHANGE PASSWORD 
 
Graduates also able to change the password by using the ‘Change Password’ menu. 
 
Enter username, old password, new password and confirm password to update the password. Click 
‘Submit’ once done. Refer Figure 12.0. 

 
Figure 12.0 

 


