USER MANUAL
STUDENT ACTIVITY INFORMATION SYSTEM (SAIS)

(A) FBMIS Home Page
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FBM|Slsan system, which ped to the most of the problems occurring in the facuity manual system by computerizing the existing system.

FBMIS will heip users of the system to finish their work in the least amount of time and efforts. The computerized systems have many gains and efforts, which the manual
system cannot give, manylyp-ofsmnbons It is necessary for the faculty to keep track of its day-to-day activities and records of staff training, student activities, strategic

planning and among others that keep the faculty running smoothly and successfully. Keeping track of all the activities and their records on paper is very cumbersome and
efror prone. Ildscnsvuy and time- process. Y tasks by user was aiso not easy on a manual system. Thus,
FBMIS was P i to support and student activities in FBM.

FBMIS was divided into few modules: Student Activity Information System (SAIS), Industry, System (RIIS), and Human

System (HRIS). The main features of these modules are maintaining related data for FBM and perform analytical tasks
required by the user of the system. The analytical result will heip the user to sirategize faculty future planning. A part of record management, FBMIS aim to provide
a paperiess up to 90%. It also aims at providing low cost and rg\ able automation of the usung systems. The system aiso provides excellent security data at
every level of y and aiso p! robust and reliable storage and backup facilities.

Please visit FBMIS website at https://fomis.uitm.edu.my

Click on SAIS menu to open SAIS Main Page.

(B) Student Activity Information System (SAIS)
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https://fbmis.uitm.edu.my/

There are 5 main menus at SAIS Main Page:

e 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).

e Permohonan Aktiviti — Link to Login Page for accessing student’s activity
application form.

e Senarai Kursus FPP - Link to Faculty of Business and Management
(FBM) webpage for retrieving FBM program list.

e Muat Turun Borang - Link to FBM webpage for downloading any HEP
related form.

e Hubungi Kami — Link to HEP Contact Information Page.

(C) Login Page

B MIS

Faculty of Business & Management Integrated System

LOG MASUK PELAJAR

ey

UNIVERSITI TEKNOLOGI MARA

Log Masuk

percstasn wps s322 ae?

For new user — click on Pendaftaran hyperlink for registration as SAIS user.



(D) Student Registration Page

S.A.LI.S

Student Activity Information System

PENDAFTARAN BARU

NO MATRIK

NAMA

NO TELEFON

EMAIL

NO KAD PENGENALAN

KOD PROGRAM BA25D [=]

NAMA PROGRAM Bachelor of Business Administration (Business Economic

KATALALUAN

ULANG KATALALUAN

DAFTAR

Please activate
notification.

¢« 00 n

your account by clicking the URL link in

= 06 b e

Pendaftaran akaun Sistem FBMIS

SAS yia uitm.edu.my

Wiome v

A Malay »

> English » Translate message

Assalamualaikum & Selamat sejahtera
Sukacita ingin diberitahu bahawa akaun anda telah dibuat. Anda perlu mengaktifkan akaun
Sila klik link di bawah

http://fomis.uitm.edu

) my/active_stud?id=2a750f36c525412c23{74b2da16794538952296a

your email

Turn off for: Malay

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).




(E) Student Module Page

S.A.I.S

Student Activity Information System
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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.



(F) Permohonan Aktiviti Page

S.A.I.S

Student Activity Information System

4

Makiumat Permohonan Keterangan Pemonon Maiiumat Perbeianzan Muat Nak Proposal Must Nak Surat Peiepasan Must Nak CV Penceramsh Peniaan Altve
Kutan
PERMOHONAN AKTIVITI PELAJAR
Tarsn Permononan 083072018

Rupukan Akt

Nama Akivi

Jents Aktvib WANE

Perngkat Axtiviti ANTARABANGSA v

Kategon Aktivit KOMUNITI -
Anwran PUSAT PENGAJIAN [»

Tempat Axtvm

Dan

Tarsn Akt Dgatankan (Note Tarih satre boah bokeh barang S399cs ) har Ganoeds tanh permchonsn )

PENYERTAAN (Bilangan Peserta)

Pelajar

Lelaki 0

Perempuan 0
Stal UITM Lelaki 0

Perempuan 0
Jemputan Luar 0

MAKLUMAT JEMPUTAN LUAR
1 1

Nama Pencaramah Jawatan
Jawatan - B

SETERUSNYA

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.




MAKANAN DAN PENGINAPAN

Pelajar: Makanan Pagi-Tengahari= 30 * RM

taff: Makanan Pagi-Tengahari= 50 ¢ RM10 : ‘

|KEPERLUAN PROGRAM

HONORARIUM

RM200 4 Ja=

HADIAH PROGRAM/PERTANDINGAN

Cender X Pencer

LAWATAN LUAR NEGARA

[PENYERTAAN PERTANDINGAN, BENGKEL, DAN SEMINAR AKADEMIK SERTA YURAN-YURAN PENYERTAAN

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.

B M I

Faculty of

Mablumat Permononan Ketorangan Pemonon Makumat Perbelanaar Muat Nam Proposa Muat Nak Surat Pekepasan Muat Naik Laporan Akhe Pencasn Atvt
Kuhah

Sila muat naik proposal aktiviti

RUJUKAN AKTIVITI 5645

PROPOSAL Browse

UPLOAD UPLOAD KEMUDAN

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.



Faculty of Business & Management Integrated System

S.A.I.S

Student Activity Information System

Makiumat Permohonan Keterangan Pemohon 13 0D0S: = Muat Nak CV Penceramat Peniaian Ayl
Sila muat naik CV Penceramah:
RUJUKAN AKTIVITI 5545
CV PENCERAMAH Browse
A P
Univiersi BUSINESS s
- —. TEKNOLOGI asassamcassas B

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.

Student Activity Information System

) (©

Garis Panduan Permohonan Permohonan Aktiviti Muat Naik Proposal
Alktiviti

Muat Naik Surat Pelepasan CV Penceramah Semak Permohonan
Kuliah

/T

If any incomplete application (for example, if a required document is not
attached), the BLINKING RED notification (*1*) will appear on the related
module.



FBM

Faculty of Business & Management Integrated System

S.A.1.S

Student Activity Information System

3 » Senaral CV Penceramah

BIL NAMA PEMOHON Rukan  TARKHAKT NAMA AKTIVITI JENIS STATUS PENCERAMAH CVPENCERAMAH
1 Amanz bini Amani KA 5645 2018-10-30 - 2018-10-30  Trial WAJB PERMOHONAN Aby B Hassan [MUAT NAIK]
KEMBALI

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)

S.A.LS

Student Activity Information System

tamz » Senarai CV Penceramah

SENARAI CV PENCERAMAH
BL  NAMAPEMOHON R TASKHACRT NAMA AKTIVITI JENIS STATUS PENCERAMAH CVPENCERAMAH
KENBALI




(G) View Permohonan

S.A.I.S

Student Activity Information System

Selamat datang, Amana binti Aman /‘\ /\ /\‘
No Matrk 2018123456 f

Koo Kursus BA2R2

Nama Kursus Bacheior of Office Systerm Management

Gars Panduan Permononan Permononan Axiwvit Mual Nax Proposa
Aruvt

Muat Na# Surat Pelepasan CV Penceraman Semas Fermoronan
Kushah

Kemaskin Makdumat On

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

Faculty of Business & Management Integrated System

S.A.L.S

Student Activity Information System

» Senaral Permohonan

Sila dapatkan surat pelepasan kuliah dan pensyarah dan sia Muat nAIk ke caiam sistem daiam tampoh SeMIRQQU Selepas Menghantar permohonan
Pelajar bidak perty memuat nak Surat pelepasan kuliah ika permohonan akIVIL MErupakan program wapb
*$da pastkan dokumen sokongan (jika berkartan) dihantar ke pejabat HEP fakult sebelum aktiviti bermuia
*Sila pastikan laporan akhir dan CD. borang pelarasan tuntutan dihantar ke pejabat HEP fakuiti dalam masa 2 MINGGU selepas aktiviti tamat
SENARAI PERMOHONAN AKTIVITI PELAJAR
BiL NAMA PEMOHON TARIKH MOHON RUJUKAN NAMA AKTIVITI JENIS STATUS

1 Amana binfi Amani 2018-08-30 KA 5645 WANE

You can check your application status at this module.

To view your application details — click on the “activity name” at column Nama
Aktiviti.



aral F 4 an » Makiumat Permohonan

TRl ]

UNIVERSITI

4 TEKNOLOGI
@ MARA

BORANG PERMOMHONAN AKTIVITI PELAJAR
BAHAGIAN HAL EHWAL PELAJAR
UNIVERSITI TEKNOLOG! MARA

KA 5645

Kaeputusan Permohonan - DILULUSKAN OLEH TIMBALAN DEKAN HEP

RINGKASAN PERMOHONAN AKTIVITI PELAJAR

KOD PERSATUANFPROGRAM: BA232

TARIKH TERIMA PERMOHONAN 2018-08-30
NAMA PERSATUANPROGRAM Bacheior of Ofice System Management
NAMA AKTVITI Trial
JENIS AKTIVITI wase
PERINGKAT AKTIVITI FAKULT
KATEGORI AKTIVITI KOMUNTI
ANJURAN HEP
TEMPAT AKTIVITI | Trial
TARIKH AKTIVIT DARI - 2018-10-30 HINGGA. 2018-10-30

HASIL AKTVITI

The Rujukan Aktiviti details will be your application reference number.

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

[ KEPERLUAN PROGRAM R
[ HONORARIUM o
RM200 * 4 jam

| HADIAH PROGRAMPERTANDINGAN N
Cenderahati untuk Penceramah = Sijil dan Frame

LAWATAN LUAR NEGARA 0

PENYERTAAN PERTANDINGAN, BENGKEL DAN SEMINAR AKADEMIK SERTA YURAN-YURAN PENYERTAAN o

MAJLIS MAJLIS KERAIAN o

LAIN-LAIN o

Jumiah Keseluruhan

Jumiah Digunakan

selepas aktviti Dokumen sok
r Surat tmaan

Borang untutan/pelarasan

Laporan akhir aktivil Surat luar negara

Laporan peniaan akivil

cD

[LE=LEERR L = LR Il Diluluskan dengan budget pndaan. Penceramah hanya layak
dibayar RM100 per jam.

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).

10



Facuity of Business & Management Integrated System

Student Activity Information System

» Senarai Permohonan

*Silz dapatkan surat pelepasan kuiizh dan pensyarzh dan sila muat naik ke daiam sistem dalam tempoh seminggu selepas menghantar permohonan

san kuliah jka pe n 2ktvih merupakan program wajib

Sila pastkan dokumen sokongan (jika berkaitan) dihantar ke pejabat HEP fakuiti sebelum akuviti bermula

*Sila pastikan laporan akhir dan CD, borang pelarasantuntutan dihantar ke pejabat HEP fakult dalam masa 2 MINGGU selepas aktvii tamat

BIL  NAMAPEMOHON TARIKH MOHON RUSUKAN NAMA AKTVITI sENis STATUS
1 Amana bins Aman 20180830 KA 5545 Tra WAJE SRS
KEMBALI

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
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