INTERNATIONAL ISLAMIC
UNIVERSITY MALAYSIA

VERSION NO :03

REVISION NO : 01

ADMISSION INTO IIUM POSTGRADUATE

EFFECTIVE DATE : 02/01/2019

DOCUMENT NO. : IIUM/TNL/PG/07

PAGE :7/3

NEW STUDENTS ENROLLMENT

Prepared By :- Approved By :-
Signature : M Signature : /ﬂm
=

Name : Maswa Mokhti

Name : Prof. Dr. Ida Madieha Abdul Ghani Azmi

Position : Senior Administrative Officer

Position : Dean

Date : 02/01/2019

——

Date : 02/01/2019




CPS CHECK THE DATE OF
ENROLLMENT AS
DETERMINE BY THE
UNIVERSITY IN ACADEMIC
CALENDAR FOR COMING
SEMESTER

CPS BOOK APPLICABLE
VENUE FOR THE
ENROLLMENT EXERCISE (4
MONTHS EARLIER)

N4
CPS CALL FOR
COORDINATION MEETING
WITH RELEVANT OFFICES
1. FINANCE
2. RESIDENTIAL
3, AMAD
4.05EM
5. FOOD
6. ITD (SYSTEM/TECHNICAL)
7. SMARTCARD (IlUM
COOPERATIVE)

8. INTERNATIONAL OFFICE
9. UM CLINIC
10. DBSB
11. STUDENTS COMMITTEE

A 4

CPS HAVE MEETING WITH
ALL STAFF INVOLVE WITH
ENROLLMENT DAY
BRIEF ON DUTIES BEFORE
AND DURING THE
ENROLLMENT DAY

STAFF PREPARE RELEVANT |
DOCUMENT / MATERIAL |
AND BOOK SERVICES AS

NECESSARY

STAFF PREPARE THE HALL
FOR THE ENROLLMENT DAY |
A DAY BEFORE

DUTIES ON THE
ENROLLMENT DAY
ACCORDING TO
ASSIGNMENT




! STANDARD OPERATING PROCEDURE

START
,/J NEW STUDENTS ONLINE ENROLLMENT
(MALAYSIAN)
STUDENT CHECK THEIR
STATUS OF APPLICATION
VIA
http://

eadmission.iium.edu.my/
index.php/student/
eas_login

END
] e
REJECT T

e
——— ACCEPTANCE OF OFFER =

e
ACCEPT

|

|

STUDENT MAKE PAYMENT |
OF TUITION FEE AS STATED ‘
%1 IN OFFER LETTER AND SCAN |
THE PAYMENT RECEIPT/ |

BANK-IN SLIP

Y

STUDENT UPLOAD THE
PAYMENT RECEIPT / BANK-
IN SLIP AT THE PAYMENT
SECTION

/

FINANCE DIVISION VERIFY
THE PAYMENT RECEIPT /
BANK-IN SLIP AND NOTIFY

cPs
NOT
APPROVE VERIFICATION OF PAYMENT _
//
et

y APPROVE

CPS REMOVE STUDENT’S
STATUS (MATRICULATE)
REMOTELY

A4

STUDENT COLLECT THEIR KIT

AND VERIFY THE ORIGINAL
DOCUMENTS WITHIN ONE | STUDENT HAVE TO REFER - STUDENT HAV_E TO REFER
MONTH OF THE ENROLLED | i s TO THE IIUM COOPERATION
| ACCOMMODATION oneULS6RY
(IF APPLICABLE) |
\ 4 ; 7y |
: [ |
STUDENT ATTEND THE | ; |
BRIEFING SESSIONAS — — — — — — — v
R STUDENT HAVE TO REFER
; TO THE IUM HEALTH & STUDENT REFER TO
~ WELNESS CENTRE FOR | KULLIYYAH FOR THE
MEDICAL CHECK-UP KULLIYYAH BRIEFING
(FOR FULL TIME ONLY)
END )




STANDARD OPERATING PROCEDURE

START |
NEW STUDENTS ENROLLMENT
(MANUAL)
STUDENT CHECK THEIR |
STATUS OF APPLICATION |
VIA
http:// i
eadmission.iium.edu.my/ |
index.php/student/
eas_login
o= - . o f_,/ \
H——/ ACCEPTANCE OF OFFER /
REJECT el
ACCEPT
— |
STUDENT MAKE PAYMENT |
> OF TUITION FEE AS STATED l
IN OFFER LETTER ,
|
|
STUDENT COME FOR
ENROLLMENT ON —
STIPULATED DATE
z
5
STUDENT VERIFY THEIR VISA &
(INTERNATIONAL STUDENTS z
ONLY) 2
c
o
m
=
=1
wy
A 4
\
FINANCE DIVISION VERIFY |
THE PAYMENT RECEIPT / ¢
BANK-IN SLIP |
| STUDENT ATTEND THE
KULLIYYAH BRIEFING AS | END
SCHEDULED BY COS
A
QENHCATION OF PAYMENT =
"\____7- .
NOT =
APPROVE STUDENT ATTEND THE
APPROVE BRIEFING SESSION AS
SCHEDULE BY CPS
CPS VERIFY THE ORIGINAL
CERTIFICATES AND REMOVE
STUDENT’S STATUS A
(MATRICULATE)
1
Y i
STUDENT REFER TO THE | SIMDENT-COMEET
RESIDENTIAL & SERVICES STUDENT:S KIT
DIVISION FOR
ACCOMMODATION
(IF APPLICABLE) | A
'L ; STUDENT REFER TO THE
STUDENT REFER TO THE | UM HEALTH & WELNESS
IIUM COOPERATION FOR - »  CENTRE FOR MEDICAL
STUDENT CARD ; CHECK-UP
| (FOR FULL TIME ONLY)




