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USER MANUAL  
STUDENT ACTIVITY INFORMATION SYSTEM (SAIS) 

 
 
(A) FBMIS Home Page 

 
 
Please visit FBMIS website at https://fbmis.uitm.edu.my 
 
Click on SAIS menu to open SAIS Main Page. 
 
 
(B) Student Activity Information System (SAIS) 

 
 

https://fbmis.uitm.edu.my/
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There are 5 main menus at SAIS Main Page: 
 

 Garis Panduan Permohonan Aktiviti – Link to student’s activity 

submission flow chart page. (Please refer to FBM’s HEP office for any new 
application procedure). 

 
 Permohonan Aktiviti – Link to Login Page for accessing student’s activity 

application form. 

 
 Senarai Kursus FPP – Link to Faculty of Business and Management 

(FBM) webpage for retrieving FBM program list. 

 
 Muat Turun Borang – Link to FBM webpage for downloading any HEP 

related form. 

 
 Hubungi Kami – Link to HEP Contact Information Page. 

 
 
 

(C)  Login Page 
 

 
 
For new user – click on Pendaftaran hyperlink for registration as SAIS user.  
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(D)  Student Registration Page 

 
 
Please activate your account by clicking the URL link in your email 
notification. 
 
 

 
 
The indicated link will direct you to the Login Page. To log in - used your 
student ID as your username and password that you have created. (Please 
click on Lupa Kata Laluan hyperlink if you have forgotten your password). 
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(E) Student Module Page 
 

 
 
There are 7 sub-modules at Student Module Page: 
 

 Garis Panduan Permohonan Aktiviti – Link to student’s activity 

submission flow chart. (Please refer to FBM’s HEP office for any new 
application procedure).  

 
 Permohonan Aktiviti – Link to Application Category Page for submitting 

new activity application. 
 
 Muat Turun Proposal – Link to page where student can upload their 

proposal (The proposal can also be uploaded during application 
submission). 

 
 Muat Turun Surat Pelepasan Kuliah – Link to page where student can 

upload Surat Pelepasan Kuliah. (This is compulsory for activities under 
Persatuan or Akademik). 

 
 CV Penceramah – Link to page where student can upload CV 

penceramah. (This is compulsory for activities that involves external 
speaker).  

 
 Semak Permohonan – Link to page where students can view their 

application status and details. 
 

 Senarai Kemaskini Permohonan – Link to page where student can 

update application details, if the application was reverted back to them due 
to incomplete information. 

 
 Kemaskini Maklumat Diri – Link to page where students can update their 

profile. 
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(F) Permohonan Aktiviti Page 
 

 

 
 
All the necessary fields in the form are required to be filled in correctly and 
accordingly. Please discuss with your program advisor/society advisor or HEP 
coordinator before proceeding with the online submission. 
 
**IMPORTANT - Date of activity should be not less than 30 days from the 
date of application. 

 
Please empty the Maklumat Penceramah Jemputan Luar, if the program 
does not invite any external speaker. 
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Please fill in the Maklumat Perbelanjaan correctly and accordingly. Get 
advice from your program advisor/society advisor or HEP coordinator.  
 
Please refer Borang C HEP for financial implication. The form can be 

downloaded from FBM website.  
 

 
 
Please upload your program proposal using the template provided by HEP 
office. The form can be downloaded from FBM website.  
  
 
For Persatuan or Akademik program – please upload Surat Pelepasan 
Kuliah or Surat Permohonan Kebenaran Mengadakan Aktiviti Pada 
Waktu Malam atau Hujung Minggu.  
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Please upload speaker’s CV if the program has invited external speaker. You 
can choose to upload Kemudian. However, the incomplete application will 
NOT being processed until all the required documents are uploaded.  
 
 

 
 
If any incomplete application (for example, if a required document is not 
attached), the BLINKING RED notification (*1*) will appear on the related 
module.  
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Please click on Muat Naik for uploading the speaker’s CV at column CV 
Penceramah. (The indicated application without the speaker’s CV will be 

listed at the table until the CV was uploaded in the system) 
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(G)  View Permohonan 
 

 
 
Please click on Senarai Permohonan module to view your application list. 
 

 
 
You can check your application status at this module. 
 
To view your application details – click on the “activity name” at column Nama 
Aktiviti. 
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The Rujukan Aktiviti details will be your application reference number. 

 
Please keep this reference number for your claims and report process.  
 
 

 
 
Please submit any required documents to FBM’s HEP office before or after 
activity. These documents are final report, CD, evaluation form(s), claim 
form(s), sponsorship approval letter(s) and Surat Ke Luar Negara approval 

letter (if any related).   
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You will receive an email notification if your application has been approved by 
the Deputy Dean of HEP. The approval letter can be auto generated from the 
system (Click on “activity name” at Senarai Permohonan module to retrive 

your application details).  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

-Thank You- 
FBMIS TEAM 

 
 


