Steps for Course Enrolment / Subject Registration

The following is an overall process flow for Course Enrolment / Subject Registration.

Academic Advisement
AAV

- List of subjects for ‘

each trimester based on
Programme Structure.

- AAV setup by Faculty

My Planner Choose timetable View
section Timetable
- List of Enrolling by
subjects ‘ - Student to - Confirmation ‘ trimester
added from choose lecture / [ weekly
AAV tutorial / lab
section

—

— -

Student choose Move subjects Confirmation
subject & add to upcoming Enrolling.
to My Planner. trimester.
Steps
1. Login MMU Portal 2.  Click on button CaMSys 3. Keying Student’s ID & CaMSys’s

¥ Connecting.. xE Password

[ 1 hittpsYentincmmutdumy

Keying Student’s ID & CaMSys’s Password

MULTIMEDIA Wom UNIVERSITY*
OMMU ¢35

rﬂ"" UserID 1141123355
o S—
PASSWOIO sessesssss

Dear Staff/Student, We would Ske
Click on ‘Sign in to People Soft’

MULTIMEDIA W‘m UNIVERSITY*® Click on “Self Service”

Manu
Soarch:
u must have cockies enabled in order to signint | @
PeopleSoft application.
L My Favontes
Ret to Sign In with cookie: bled -
i your attompt fas, plamse contact your Systesn Adminiatsal 1> Self Senvice
[ I Hostel
Sign in to PeopleSoft
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4.  Click on My Planner as below 5. Later, the screen will appear as below:
CHONG KIM JEAT oo to. -
F‘% ALadermic Planaing ( Pran ( Enron '] Ny Academics ]
15/ Bud yewr scademe panaer : . 1 ‘ P [
T My Panser {5 my planner howp
I Bergingat Shooping Cast My Planner

Add courses to Plannar using: PLAN BY MY Rz::um}_uguysrl

¥ Trimester 2 - 201412015

Click “Plan By My Requirements” to view subjects for each trimester.




6.

Will appear screen below

Plan by My Requirements

!
This report last generated on  15/06/2015 9:53AM
e | ,,
& © 1n Propre Wanned

T DIPLOMA IN INFORMATION TECHKOLOGY

Mot Satisfied: DIPLOMA IN INFORMATION TECHNOLOGY

® Units: 90.00 required. 38.00 taken, 32.00 needed
Teimester 1 Yr 2014
Satisfieds Trimester t Yr 2014

b Trimester 1 Yr 2014

Trimester 2 Yr 2014
Satisfied: Trimester 2 Yr 2014

4 Trimester 2 Yr 2014

Units = total credit hours required to complete the study.
Taken = total credit hours that has been taken and passed.
Needed = total credit hours that yet to be taken.

Column ‘When’:
If Trimester appeared : the subject has been taken in that particular
trimester

If no record of Trimester: the subject is yet to be taken.

Indicator :

Satisfied = all courses in that trimester has been taken and passed.
Not Satisfied = some or all courses yet to be taken.

If there is no table of courses, students are advised to click at the
button to view all courses that are offered in every trimester.

Student may choose subject from other trimester provided that
subject is offer in this trimester

Click button ‘expand all’ to view subjects for all trimester. Please look
your coming trimester and select subjects you are going to register.

Adding Course into ‘My Planner’

a.  Toadd course into My Planner — click course to add,

Trimester 1 Yr 2015
Mot Satisfled: Trimaester L Yr 2013

¥ Yrimester 1 ¥Yr 2015

Mot Satisfied: Trimestar 1 Yr 2015

RCszeza <.00
LCsIcen <.00
XS 155 4.00

== giew mauitiols
.......... as

A1 rirac e,

b.  Then choose campus if the subject is offered for both campus.
Select Course Offering

£eturn to Slan by My Reguitements

D CS5078 - DATABASE SYSTEMS

T

A U
Academic Group | SRaessls

Select [Career |campus [orssaisation
s CENTRE FOR CENTRE FOR
] Diploma P OIoLOMA OioLOMA

PROGRAMME PROGRAMME

CENTRE FOR CENTRE FOR
€3} Rinloma Malaks Camous [DIPLOMA RISLOMA

The page also can be as the following.

U IL2712 - ISLAMIC LAW I

Course Detail

Career Undergraduate

view class sactions
Units 3.00
Grading Basis Graded ___addtoplanner |
Course Components Lecture Required
Tutorial Required
Campus Melaka Campus

Academic Group FACULTY OF LAW

Academic Organization FACULTY OF LAW
Enrollment Information

Course Attribute Academic Evaluation

By clicking button ‘add to planner’ the course will automatically
added.

Course Detail

‘ | U IL2712 has been added to your Planner.

Once completed add the subject, click Return to Plan By My
Requirement’

BRoGRAsMMp EEoGRAMME
ADOTD g’““l ] St Campus E_‘r_'n_ m PROGRAMMIN
. - CENTRE FOR  |CENTRE FOR
It \ ):(uiak- T MA D m OBJIECT ORILN
T ioaitius  |oemamimus  PAQUAAMMIN
ADD TO PLANNER I
Ratumn to Slan by My
Repeat the previous step (7a) to add another subject into ‘My Planner’
Problems
Problem Action by student Action by ERU / Faculty
No valid Students to check on Pre-Course Enrollment schedule as announced in Bulletin.

appointment date

ERU will update on the appointment

Should the date is incorrect, please report to ERU for updating the correct date. | date.

No schedule classes
for MPU’s subject

Student need to choose under Academic Organization “ LiIFE” or STAD.




8.

View courses in ‘My Planner’

Click button ‘my planner’ to view course in My Planner after adding
course.

v‘@

My Academics ]

‘ goto...

Enroll M

shopping cart |

XXXKXXKXXXT] SAZALIXXXXX

Search Plan ](

‘ my planner "

List courses in my planner.

PLax By My REQuIREMENTS

Add courses to Planner using:

Delete all courses in Planner:

Unassigned Courses
. _ Typically

Select |Course Description Uniks | NPt Req [Delets

[ |ucrze12 CRIMINAL LAW T .00 [ ] i}

O |unernz ISLAMIC LAW T 2.00 (i ] i

Move selected courses to Term | v

Delete Courses in ‘My Planner’

Delete courses in My Planner (if student has to delete the course)

My Planner

Add courses to Planner using:

PLan By My REQUIREMENTS I

Delete all courses in Planner:

DELETE ALL I

¥ Unassigned Courses

Move selected courses to Term | v

Select|Course Description Units g‘:z:::" Req |Delete
[ |TMA1111 |MATHEMATICAL TECKNIQUES 4.00 (i ] i}
[ |TMA1211 |DISCRETE MATH AMD PROBABILITY 4.00 (i ] ]
[ |TMES221 |MARKETING AND E-COMMERCE .00 [ ] i

T |

Tick the box and click button “delete all”. Later, bellow screen will appear, then click button yes.

My Planner

sill delete all the courses in your Planner. Do

ontinue?

This pr
vou wan

PN

[ wves

the “Plan By My Requirements” button.

My Planmer

No I
After completing the above steps, student is required to add course into my planner by clicking

Once student has completed the process,
student may proceed with course
enrollment process.

Add courses to Planner usings

@

courses to vour planner.

Piam Bv My REcumemenTs |

Your planner is empty. Use Plan by My Requirements or Search Catalog to add

10. Moving subjects to upcoming trimester

a.  Click button ‘My Planner’

| L ] Ererom ]|‘ By Acadernics

| ey plamnas shopping cart

My Planner

Tick the box at ‘Select’ column for subjects that student

Add courses to Plannar using:

signed Courses

PLAN 8 My RECUiREuEnTS |

would like to register.

Select trimester to move and click button ‘move’

- = Tvmically
Select |Course Description Prerea |umits [TVEST Rea |Delete
@ |ocssors DATABASE SYSTEMS <.00 o i ]
2, CRAIECT OBIENTED
¥ |ocssces e yes |<.00 o i §
¥l |ocrsoze E—":—‘—";'ﬂ'—"u <.00 (i) o
MEIWORSING
[@ |0 masoie [iMusTimsoia 2.00 o o
@ |mpu 2322 4O OF 2.00 o O
LDBSHP 15 MSIS
Move selected courses to Term =] __move
! ) | —reve | g

Tomester 1 - 2015/2516
} Frimester 2 - 2094/2015

Problems

Problem

Action by student

Action by ERU / Faculty

Able to view subject in ‘My Planner’ but
without the blue link - unable to click subject
to proceed with registration.

Student to report to Faculty.

Once update, students may
proceed online course enroliment.

Faculty : To check on student advisement report set up
and requirement term tagging.

ERU: Should there is wrong tagging in the requirement
term, ERU will update accordingly.

Empty Report - No subject in ‘My Planner’

Student to report to Faculty. Once

Faculty : To check on student advisement report set up




update, students may proceed
online course enrollment.

and requirement term tagging.

b.  Click button ‘Enroll’.

f Plan ]]

| my planner

I ty Academics )
%I\lj shopping cart |

My Planner

Add courses to Plannar using: PLAN BY MY RECUIREVENTS ‘

J D CSS5078, D CSS088, D CTS5038, D MASO18, MPU 2322 have been moved to
Trimester 1 - 2015/2016.

' Trimester = 2014/2015

Y Teimester 1 - 20152016

Once click button move, all subjects have been moved to that
trimester.

Then, click button ‘Enroll’

c.  Click button ‘Add’

My Academics ]
II term information ]

B-E-E

( Plan 1 tnro )

l my class schedule ..| add |] drop || swop

Add Classes

1. Select classes to add

To select dasses for another term, select the term and click Change. When you are
catisfied with your class selectons, proceed to stap 2 of 3.

Trimester 1 - 2015/2016 | Diploma | MULTIMEDIA UNIVERSITY

..‘-;-..., u Slosed A‘ T List
Add to Carts Trimester 1 - 2015/2016 Shopping Cart
| anter Your anrolimant shopping cart ks ampty.
Find Classes
%ﬂvmmv
_ search |

Y My Trimeator 1 - 2016/2016 Class Schedule

You are not registered for dasses in this term.

Click button ‘Add’

Tick the box ‘My Planner’ then click button ‘Search’

d. Choose timetable section.

( = ) ey X Sy Aeadernkcs ) Click button ‘select’ to choose the classes (timetable).
| my class schedule | add |: drop || swap “ torm information I
Add Classes B-E-5
Scarch from My Planner

Trien 2015/2016 | © MULTIMEDIA UNIVEREETY
Esturo to 1, Select dnazes 10 add

Course Units Term Status

D C3s078 4.00  |Classes avalable this term. welect

0 C33088 4.00 [Classes avalable this term. sel

D CTS038 4.00  |Classes available this term. _select|

D MASO18 3.00  |Classes avalable this term. select

MPU 2322 | @%@*&l%“ilﬂ ; 2.00 Classes avalable this term. select I

Retum to &, Select dasses to add
Problems

Problem Action by student

Action by ERU / Faculty

Student can’t proceed with enrolment
due to ‘Department Consent Required’.
report to Faculty.

‘Department Consent Required’ refers to
Faculty block / closed section. Student to

Faculty : To informed students through any form of
announcement that student can’t register for subject with
‘Department Consent Required’.

Student can’t proceed with enrolment Student to report to Faculty.

due to full capacity.

Faculty : If allowed, Faculty to open class capacity.




Subject list in Program Structure but in
system shown the subject has not been

schedule.

Student to report to Faculty.

Faculty : To check on timetable whether the subject is
offer for that trimester or not.

Trimester 1 - 2015/2016 Course Schedule

My Class Schedule

You are not ragistered for clazses in this

term.

Shopping Cart

Your shopping cart is empty.

A Van L
sections for Trimester 1 - 20152016
Section Session Status
21.cam (738 : @ select” |
Oays start End Room Dates
MAMR1013-COP 26/06/2013 -
ve 9100AM 10100AM Progeamening Lab 16/10/2015
Section Session Status
20:148 (1728) : e L metect |
Days Start £nd Room Oates
MAMR:015-COP 25/06/2015 -
L] BIO0AM Sosonum Programening Lab 15/10/2015
Saction Session Status
12:048 (3740} 1 @ o melect |
Oays Start End Rocm Dates
MAMR1015-COP 22/06/2015 -
T S0 Sr00PM Programeming Lab 13/10/2013
Section Session Status
seLkC (3 : J
I2aEC (3743) @ ™
Days Start End Room Daf Add to Cat
z MEMXI003-CLC Lecture 22/06/2015F
R L ol Hak €11 12/10/2015
MIMX002-CLC Lecture  24/06/2013 -
. 14/10/2015

Student required to choose lecture section before choose tutorial/lab
session.

Select class with indicator Open
.D:mn Ef' ozad &'.'.‘.1 t List

Then click button ‘select’

1. Select classes to add - Related Class Sections

D CSS078 - DATABASE S
Lacture selected: s

Select Laboratory section (Required):
Class Wby Schadule

Section

Room
MAMR3015-COP
Programming Lab ®
MBMRI02:-COP
Computing Lab
MBMR3023-COP Y
Computing Lab

1738 21 Fr B100AM - 10:100AM

1742 I23 We 10:00AM - 12:00PM

- 31743 I27  Tu 12:00PM - 2:00PM

View All Sections | B s

(Options::
Schedule
Tea TBA

Room Status

No Selection

View Al Suctions | 50 Fiewt

The first circle is lecture section that student choose before.

The second circle is tutorial / lab session that student need to choose
under lecture section.

Then click button ‘Next’

532062 M 1ane
cances ]
D CS5078 - DATABASE SYSTEMS Student can see the lecture & tutorial / lab session that you
Class Preferences choose.
D  Cs3078-T21 Lecture @ Open Cradiag Graded
D CS3078-727 taboratory @) Open Unets 4.00

Sensmn Reguiar Academic Session

Career Diploma

Enroliment Information

® 121-29

_ cance |
Start/End -

sflton

Componeat Oays & Times Room
; MSMXI003-CLC 22/06/2015 -
721 [Lecture Mo 3:00PM - Si00em | FEIRRORRICRS e l

MSMX3002-CLC
Lacture Hall C10
MBEMR3I02:1-COP
Computing Lab

We 4:00PM - 3.00PM

24/06/201S -
14/10/2015

Tu 12:0098 - 2;009M

Then click button ‘Next’ to repeat the previous process (10d) to
add all the subjects into shopping cart.




Add to Carts [ Timester 1 - 2013/2016 Shopping Cart | ® o
Delete Days/ T o
s e Class. Description | Days/Tines Koom | Unses | status
—m Mo 3:009M - Lacture Hall Mo 3.00PM MEMXI003-CLC
Tond Clussan o 1 3:000m c1 ‘ e © cs3078-T21 DaTABASE |s:00Pm tectura matic11 | o0l @
S e We 4:00PM - Msmx3zoo2-cte | %0 (1743) SYSTEMS (Lacture) |We 41009M - MSMX3002-CLC 2
e 5:000M Lacture Hall 3:00PM Lecture Hall C10
c1o 5 =
CATABASE [
ssarch ~53078-727 Tu 12:000M - MAMR3021-COP
—= T T R T ° o cxzore-ra. vaTDe T 13:0 puaunz031-cox * e
(1743) 2.000m Comput (Laboratory) P
3 - SMX2007-CL
Th 10:00aM - | MSMX2 < osreCT ORIErTED |TP 10:00AM MSMX2007-CLC
L i a0e0e Lactore Hall C7 © cs3os8-T21 N o 12.008M e rat s | o | o
o oo . Msmx3003-CLC | 4.00 @ (2633) (Lacture) < {Fr 12007 - MSMX3003-CLC
aaig Lacture Hall (ractire 10098 Locture Hall 11|
c11 i T
= [oasecT ortenTED | = = = i
We GI00AM - MBMR3021-COP © cs3oee-T27 [PROGRAMMING | We 8:004M e el e
bkt hon Coempoting Lab L (2637)  13pirtnetmnols | 10:00aM Camputing Lab
Tu BIOOAM - MSMX2006-CLC ) [7u si00am - MSMX2008-CLC |
o 1 10:00aM S © cT303s-T21 DATA CoNIA |10:00am tecurmratics | Lol @
Fr 10:004M - (2643) ety Fr 10.00AM - MSMX2007-CLC
11.00aM (Lachuen) 11:00AM Lacture Hall C7
D CTS038-T27 We 10:00AM - MBMR2022-COP onm I
= % [ ] © CT3038-T27 a1 |we 10:00am - MBMR2022-COP
(2643) 12.008M Appication Lab FEhs RETWORKING l12 Application Lab ®
S (Laboratory) s
n Mo 12:000M - MSMX2007-CLC | 5 o0 @ ey
21001 Lacture Mali C7 | % O MASO1e-1T2L el B8 Mo 120009 - usmczoor-ce | o | o
S (2708) R {2:000m Lecture Hall C7
s : Cacture:
61000% ® T I
e potTieeDn L oo [wewnzoz1-cos =
3 Th 1:008M (4237) |6:00p8 Moltimedia Lab
o 31000 Lecture Hall 200 @ (Laboratory) |
: cio FUND OF ISLAMIC
ISLAMIC Ly, 11000m -
LoRsH w msia |10 3100 o
(Lecture) i
ANCEL

~ My Teimester 4 - 2015/2016 Class Schedule

Once all the subjects are successfully added into shopping cart, click

button ‘Proceed to Step 2 of 3’

Encoll in Classes

Then click button ‘Finish Enrolling’

Add Classes

O-E=-8
3. View results
View the following status regort for enroliment confirmations and errors.
x

Class Tatus

o Css078 ed to your schadule. <~

O CsSscss Success: This class has been added to your schedule. v 4

O CTsoss Success: This class has been sdded to your schedu'e. 4

O masois Success: This class has bean added to your schadule. v

MPU 2322 v 4

Wy Ciass

Succass: This ciass has baan addad to your schadule. \

Student can see the status of registering of subjects.

Click button ‘My Class Schedule’ to view timetable.

11. Swapping Section / Subject

Favgites Mainvl\-'lenu 3 SeIfS_er\rice 3 Enroument > Enrollment: Swap Classes

300000 X |gn to ... v |®
( Plan W Enrall ]( My Academics ]
| my class schedule || add || drop || swap || term information |

Swap a Class

The “Select a class to swap” page is displayed.
 Select the class section which you want to replace.
¢ Search for a new class section in which student will be enrolled now.

e Click “Enter” button.
e Click “Next” button.

* The “Confirm your selection” page is displayed.

e Click “Finish Swapping” button.

* The existing class section is replaced with new class section.

Problems

Problem

Action by student

Action by ERU / Faculty

Students can’t drop / swap class due to min credit

hours.

Student to report to Faculty.

As per rules :
Long Trimester : Min 12 CH
Short Trimester : Min 6 CH

Exceed credit hours if FYP is registered. FYP is
considered as registering 8 CHR rather than 4 CHR.

Student to report to Faculty.

ERU : To register by block enrollment.

Students failed to register subject due to clashing

/ pre-requisite subject.

ERU for manual registration.

Students to fill up SR manual form and get
approval from the Faculty before submit to

ERU : Will register the subject manually.




Student cannot register subject via online due to
less than minimum CH limit.

Students to fill up SR manual form and get
approval from the Faculty before submit to
ERU for manual registration.

ERU : Will register the subject manually.

e. View timetable for whole trimester or by weekly

Seclect Display Option ) Ust View w

Trimester 1 - 2015/2016 | Diploma | MULTIMEDIA UNIVERSITY

T Class Schedule Filter Options

(¥ show Enrolled Classes m“o-mddm

Units Grading
Encolled 4.00 Graded
ﬂ:: Section Component Days & Times
1742 133 Lecture Mo 3:000M -
5:009M
We 4:00PM™ ~
5.000M
1743 322 Laboratory Tu 12:000M -

Deasdlines

Room Start/Tod Date
WO#'M 2?.;00’2089 =
Lacture Hall C13 12/10/201%
MSMX3002-CLC 24/06/2013 -
Lecture Hall C10 14/10/2015
MBMR3021-COP 23/06/2018 -
Computing Lab 13/10/2013

Cluse Days & Tenes Roem Start/Tnd Date
2633 21 Lecture Th 10:00AM - MSMX2007-CLC 25/06/2015 -
12:1009M Lacture Mall ©7 15/:10/20:8
Fr 12:000M - MSMX3003-CLC 26/06/201S -
11000M Lacture Mall C313 16/10/20:5
2637 Iz2 Laboratory We 3:00AM - MBMR3021-C0P 24/06/2015 -
10:100AM Computing Lab 14/10/2013
Nbe Sectian  Camponent Days & Tines Room Start/Cnd Dste

This is the viewing timetable for whole trimester.

Click ‘Weekly Calendar View’ to view weekly
timetable.

Timetable by weekly.




end



