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1.� CHARTERED ISLAMIC FINANCE PROFESSIONAL (CIFP) 
PRE-REGISTRATION / REGISTRATION 

 
The Pre-Registration / Registration module is for s tudent to register for 
papers/modules in the new semester. 

 

1.1.� PAPER PRE-REGISTRATION  /  REGISTRATION 

 
Step 1: 
The Dashboard screen will be loaded after you login. 

 

 
Figure 1-1 - Student's dashboard 

 
Step 2: 

Click  and screen show no registration for classroom, exam, 
seminars & tutorial in the classroom tab.. 

   
Step 3: 

Go to   and screen shows the list of modules available. 
 
Step 4: 
Click on selected module by clicking on individual box for PA PER. 
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*Student is able to select more than one module in one time. 

Figure 1-2 - Registration Screen – sample paper 

 
Step 5: 

Select  and  for exam centre from drop down list. 
Screen below show the selected module with selected exam centre and grand total. 

 

 
Figure 1-3 - Registration Screen 

 
Step 6: 

Click on  button and pop up screen appear as below: 
 

 
 
Click on  button and pop up screen appear as below: 
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Click on  button and screen appear below: to select Venue for Tutorial 
/PES (if student select to register for Tutorial & PES): 
 

 
Figure 1-4 - Select Venue for PES 

 
Select the Venue for Tutorial / PES for selected module from drop down list. 

Click on  button. 
 

 
 
Step 7: 
Status of module will be: 

 
Pre-registration  

(Before semester start) 

Registration  

(After semester start) 

Paid Unpaid Paid Unpaid 

Pre-registered Pre-registered Registered Provisionally 
Registered 
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Table 1-1 - Student Registration Status 

 
Step 8: 

Go to INBOX   and student will receive notification on Module 
Registration 
 

 
Figure 1-5 - Message Screen 

 
Step 9: 

Go to message details and click on   to view the invoice 
generated. 
 

 
** Notification on Registration Module will be sent to STUDENT and Admission and 
Student Affairs Department (ASAD). 
 

1.2.� STUDENT  TO  VIEW  INVOICE 

 
Step 1: 

Go to   and click on  . 
 
Step 2: 

Click on   selected module with status Provisionally 
Registered (unpaid status) 
 
Step 3: 

Click on   and select on   and Invoice in PDF 
format will pop up as below: 
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Figure 1-6 - Invoice for Paper Registration 

 

1.3.� ONLINE  PAYMENT 

 
Step 1: 

Go to   and click on  . 
 
Step 2: 

Click on   selected module with status Provisionally 
Registered (unpaid status) 
 
Step 3: 

Click on   and select on   and payment screen appear as 
below: 
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Figure 1-7 - Payment Screen 

 
Step 4: 
Choose one of the following payment methods: 
 

 
 

 
a)  Direct Bank Debit – FPX 
b) Credit Card Payment – MIGS 
c) Credit Note 
 
Payment by Credit Note 
 

Click on   to select from list of available Credit Note(s) to be used for 
payment.  Click on Submit button. 
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Figure 1-8 - Credit Note listing screen 

 
Select an Invoice to be paid by the credit note selected 
 

 
Figure 1-9 - Payment by credit card screen 

 
Payment by Other Methods 
 
For payment with methods, tick on invoice to be paid 

  and amount will be populated into field 

“Amount”   as per invoice selected. 
 

Click on   and online payment screen appear.  Proceed to make payment 
online. 

Credit Note amount 

Credit Note selected 

1 
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Step 6: 
Status of module will be: 

Pre-registration  

(Before semester start) 

Registration  

(After semester start) 

Paid Unpaid Paid Unpaid 

Pre-registered Pre-registered Registered Provisionally 
Registered 

Table 1-2 - Student status 

 
Step 7: 

Go to INBOX   and student will receive notification on Course 
Registration. 
 

 
Table 1-3 - Inbox screen 

 
Step 8: 
 

Go to message details and click on   to view the invoice 
generated. 
 
** Notification on Registration Module will be sent to STUDE NT and Admission and 
Student Affairs Department (ASAD). 
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2.� GRADUATE STUDIES (PHD / MIF) PRE-REGISTRATION / 
REGISTRATION 
 
The Pre-Registration / Registration module is for s tudent to register for 
papers/modules in the new semester. 

 

2.1.� PAPER PRE-REGISTRATION  /  REGISTRATION  – COMPULSORY COURSE 

 
Step 1: 
The Dashboard screen will be loaded after you login. 
 

 
Figure 2-10 - Dashboard 

 
Step 2: 

Select   option on Dashboard. 
 

 
Figure 2-11 - My Courses Option 

 

Click on “My Courses” 
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Step 3: 
Under “My Courses” tab, select   tab to register new course. 
 

 
Figure 2-12 - My Courses screen 

 
Step 4: 
Course Registration screen shows the list of courses available.  Tick on individual box 
for available compulsory course. 
 
* Note:  Student only able to select one course per registration 

 

 
Figure 2-13 - Course Registration screen 

 
Step 5: 
Click on   button and a pop up screen appear for confirmation. 
 

 
Figure 2-14 - Registration confirmation message 

 

Click on   button 
 
 
 

1 

2 

3 

1 

Registration must select a 
“Compulsory” module with 
“Open” status. 
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Step 6: 
In the pop-up window, student can select from the l ist of venues where he/she prefer 
to attend the course/class.   The venue selected still editable by ASAD. 
 

Click on   button.. 
 

 
Figure 2-15 - Venue for Course selection screen 

 
Step 7: 
Once course is successfully registered, a confirmation message will be prompted. 
 

 
Figure 2-16 - Confirmation message 

 
Step 8: 
Successfully registered course(s) will be listed under “Course” section as below with 
the status of “Pre Registered”. 
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Figure 2-17 - New Registered Courses 

 
 

 

2.2.� PAPER PRE-REGISTRATION  /  REGISTRATION  – ELECTIVE  COURSE 

 
Step 1: 
The Dashboard screen will be loaded after you login. 
 

Newly registered course will be 
listed under “Course” section 
with “Pre Registered” status. 
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Figure 2-18 - Dashboard 

 
Step 2: 

Select   option on Dashboard. 
 

 
Figure 2-19 - My Courses Option 

 
Step 3: 
Under “My Courses” tab, select   tab to register new course. 
 

 
Figure 2-20 - My Courses screen 

 
Step 4: 

Click on “My Courses” 

1 

2 

3 
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Course Registration screen shows the list of courses available.  Tick on individual box 
for available elective course. 
 
* Note:  Student only able to select one course per registration 

 

 
Figure 2-21 - Course Registration screen 

 
Step 5: 
Click on   button and a pop up screen appear for confirmation. 
 

 
Figure 2-22 - Registration confirmation message 

 

Click on   button 
 

Step 6: 
For the first time when student register for an elective course, the following screen will 
be prompted to select a field course.  This action will only be prompted once; the 
subsequent registration on elective course will automatically categorize it under the 
field course selected previously. 
 
* Note:  This only applicable for “PhD in Islamic Finance” students. 
 

Registration must select an 
“Elective” module with “Open”  
status. 
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Figure 2-23 - Field Course Selection screen 

 

Select a field course and click on  button 
 

Step 7 (optional): 
 

Click on   button.. 
 

 
Figure 2-24 - Venue for Course selection screen 

 
Step 8 (optional): 
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Once course is successfully registered, a confirmation message will be prompted. 
 

 
Figure 2-25 - Confirmation message 

 
Step 9: 
Successfully registered course(s) will be listed under “Course” section as below with 
the status of “Pre Registered”. 
 

 
Figure 2-26 - New Registered Courses 

 
 

 
 
 

Newly registered course will be 
listed under “Course” section 
with “Pre Registered” status. 
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2.3.� STUDENT  TO  VIEW  INVOICE  RSE 

 
Step 1: 

Select   option on dashboard. 
 
Step 2: 
Under “My Courses” tab, select   tab. 
 

 
Figure 2-27 - My Courses Screen 

 
Step 3: 

Click on   selected module with status 
Provisionally Registered (unpaid status). 
 
Step 4: 

Click on   and select on   and Invoice in PDF 
format will pop up as below: 
 

1 

2 

3 
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Figure 2-28 - Course Registration Invoice 

 

2.4.� ONLINE  PAYMENT 

 
Step 1: 

Go to   and click on  . 
 
Step 2: 

Click on   selected module with status 
Provisionally Registered (unpaid status) 
 
Step 3: 

Click on   and select on   and payment screen appear as 
below: 
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Figure 2-29 - Payment Screen 

 
Step 4: 
Choose one of the following payment methods: 
 

 
 

 
a)  Direct Bank Debit – FPX 
b) Credit Card Payment – MIGS 
c) Credit Note 
 
Payment by Credit Note 
 

Click on   to select from list of available Credit Note(s) to be used for 
payment.  Click on Submit button. 
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Figure 2-30 - Credit Note listing screen 

 
Select an Invoice to be paid by the credit note selected 
 

 
Figure 2-31 - Payment by credit card screen 

 
Payment by Other Methods 
 
For payment with methods, tick on invoice to be paid 

  and amount will be populated into field 

“Amount”   as per invoice selected. 
 

Click on   and online payment screen appear.  Proceed to make payment 
online. 

Credit Note amount 

Credit Note selected 

1 



 

USER MANUAL  

INCEIF e-UNIVERSITY  

 

 

File Ref.: Student_Manual_v1_0_(2)_9411475.doc 
Date: 21-Jun-10 

Page 28 of 47 

 

 
 
Step 6: 
Status of module will be: 

Pre-registration  

(Before semester start) 

Registration  

(After semester start) 

Paid Unpaid Paid Unpaid 

Pre-registered Pre-registered Provisionally 
Registered 

Registered 

Table 2-4 - Student status 

 
Step 7: 

Go to INBOX   and student will receive notification on Course 
Registration. 
 

 
Table 2-5 - Inbox screen 

 
Step 8: 
 

Go to message details and click on   to view the invoice 
generated. 
 
** Notification on Registration Module will be sent to STUDE NT and Admission and 
Student Affairs Department (ASAD).. 
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3.� COURSE / PAPER WITHDRAWAL 
 

This module is for student to withdraw the register ed courses (applies to both 
Chartered Islamic Finance Professional & Graduate Studies). 

 
Step 1: 
The Dashboard screen will be loaded after you login. 
 

 
Figure 3-32 - Student Dashboard 

 
Step 2: 

Click   and screen loaded as below. 
 

 
Figure 3-33 - My Courses Tab 
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Step 3: 

Go to   and click on   tab. 
 

 
Figure 3-34 - Course Tab 

 
Step 4: 
Tick on selected course with status REGISTERED. 
 

 
 

Step 5: 

Click on   button and pop up window to apply for withdrawal as below. 
 

 
Figure 3-35 - Withdrawal sub-screen 

 
Step 6: 

Select   from drop down list. If student select for MEDICA L/HEALTH 
CONDITION, student are required to upload the evide nce to prove that student are 
on MEDICAL/HEALTH CONDITION problem. 
 
Step 7: 
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Click on   button and pop up window appear below: 
 

 
 
Step 8: 

Click on   button and status of course change to APPLIED FOR 
WITHDRAWAL. 
 

 
Figure 3-36 - Withdrawn Status 

 
AFTER ASAD APPROVED 
Course will be removed from Gradebook and status of  that particular will be 
WITHDRAWN 
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4.� COURSE / PAPER DEFERMENT 
 

This module is for student to defer the registered courses (applies to both Chartered 
Islamic Finance Professional & Graduate Studies). 

 
Step 1: 
The Dashboard screen will be loaded after you login. 
 

 
Figure 4-37 – Dashboard 

 
Step 2: 

Go to   and click on . 
 
Step 3: 
Tick on box for selected module with status REGISTERED (after semester start) or 
PRE-REGISTERED (Before semester start and payment made). 

 
 
Step 4: 

Click on    and a pop up window appear as below. 
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Figure 4-38 - Deferment sub-screen 

 
Step 5: 

Select   from drop down list. If student select for MEDICA L/HEALTH 
CONDITION, student are required to upload the evide nce to prove that student are 
on MEDICAL/HEALTH CONDITION problem.. 
 
Step 6: 

Click on   button and a pop up window appear as below. 
 

 
 

Click on   button status of that particular module/course sta tus change to 
‘Waiting for deferment Confirmation’ 
 

 
 
AFTER ASAD APPROVED 
Module/Course will be removed from Gradebook and st atus of that particular will be 
DEFERRED. 
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5.� EXEMPTION AND TRANSFER OF CREDIT 
 

Thie purpose of this module is to allow student to apply for an exemption & transfer 
of credit for subjects that was taken in other institution.  
 

5.1.� STUDENT  APPLY FOR EXEMPTION 
 

Step 1: 
The Dashboard screen will be loaded after you login 
 

 
Figure 5-39 - Dashboard 

 
Step 2: 
 

Go to   and click on  . 
 
Step 3: 
To apply for exemption, select Course. 
 

 
   

Step 4: 

Click on   and pop up screen appear as below 
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Figure 5-40 - Exemption Sub-Screen 

 

*Note: The   button is enabled. This button remains enable only for 
those courses which exemption courses are defined by ASAD. 
 
Step 4: 
Fill up the form for apply for exemption 
 

Fiel Description R/O Comments 

Class Name Free text but user is advice to 
use a standard naming 
convention. 

R  

Exemption Course Select exemption course 
from drop down list. 

R ASAD will maintain the 
mapping of the 
exemption course. 

Comment Free Text O  

Course Code For Example: FN5013  Course code for 

Credit Hours 3 Credit Hours   

University Name Universiti Kebangsaan 
Malaysia 

  

Transcripts Upload Transcripts R  
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Course Syllabus Upload Course Syllabus 
Syllabus 

R  

 
 
Step 5: 
Click on   and Invoice screen will be populated for Exemptio n application 
processing fee. 
 

 
Figure 5-41 - Generate Invoice Screen 

 
Step 6: 

Click on   button and Invoice for exemption processing fee created 
successfully. Invoice will be generate and notify student.  
 
Step 7: 

To print invoice, go to   tab. Click on course with status “Waiting for 
exemption processing fee”. 
 
Step 8: 
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Click on   and select for . Invoice successfully 
loaded in PDF format. 

 
 

5.2.� STUDENT  MAKE  PAYMENT  FOR EXEMPTION  PROCESSING FE 
 

Step 1: 
Log in to e-university as STUDENT. 
 
Step 2: 

Go to   and click on  tab. 
 
Step 3: 
At Course sub-screen, tick on course 

  with status Waiting for 
exemption processing fee. 
 
Step 4: 

Click on   and select for   and pop up screen 
appear as below: 
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Figure 5-42 - Payment Sub-Screen 

 
Step 5: 

Click on   button and Payment successfully done. Status change to Waiting for 
Confirmation. 
 
 
ASAD CONFIRM 
After ASAD confirm, the status will be change to ACCEPT PAYMENT  and invoice 
will be generated per module / course. 
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6.� CHANGE MODE OF STUDY 
 

This module allows student to change mode of study from Full Time to Online and 
vice-versa for CIFP programme and allow Graduate Studies student to change from 
Full Time to Part Time vice versa. 
 

6.1.� STUDENT  APPLY FOR CHANGE  IN  MODE  OF PROGRAMME 

 
Step 1: 
User to access “My Courses” and click on “Course Registration” tab. 
 
Step 2: 
Tick any course to apply and click on <Apply for On line> button. System will pop up 
window to reconfirm your decision. Click on <Yes>. 
 

 
Figure 6-43 - Course Registration tab 

  
ASAD will process the application.  The result will  be notified to the student via 
Student’s personal message (Inbox). 
 

6.2.� STUDENT  CHECK  STATUS OF APPLICATION  ON  CHANGE  MODE  OF 
PROGRAMME 

 
Step 1: 
User to access “Inbox”. 
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Step 2: 
Read the notification titled “Change Request.” From ASAD. 
 

 
Figure 6-44 - Personal Message tab 

 
Step 3: 
Click on “My Courses” and then click on “Course Reg istration” tab. The <Apply for 
Online> button now changed to <Apply for Full Time>. Student  can change mode. 
. 
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Figure 6-45 - Course Registration tab



 

USER MANUAL  

INCEIF e-UNIVERSITY  

 

 

File Ref.: Student_Manual_v1_0_(2)_9411475.doc 
Date: 21-Jun-10 

Page 42 of 47 

 

7.� WITHDRAWAL FROM PROGRAMME 
 

This module is for student to withdraw from the pro gramme.  This module will enable 
INCEIF to check the student status before approving the with drawal. 

 
Step 1: 
User to access “My Courses” and click on “Course Registration” tab. 
 
Step 2: 
Click on <Program Withdrawal> button. This will enc ounter pop up window to 
reconfirm your decision and click on <Yes>. 
 

 
Figure 7-46 - Course Registration tab   

 
System informs “Status Updated Successfully”. <Program Withdrawal> button 
becomes dimmed & inaccessible.  Student will have to wait for approval by KMC, 
ASAD and Bursary. 
 
Once approved, student is formally withdrawn from the pro gramme and will no longer 
able to access the e-University system. 
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8.� APPLICATION FOR SCHOLARSHIP PLAN (BY STUDENT) 
 

The purpose of this module is to enable student to apply for Scholarship. 
 
Step 1: 
After student login, select “Application For Scholarship”  option on Dashboard. 
 

 
Figure 8-47 - Application for Scholarship option 

 
Step 2: 
Select one of the available scholarship by selecting the checkbox. 
 

 
Figure 8-48 - Listing of scholarships screen 

 
 
Step 3: 
Click on  button and a message will be prompted for confirmation. 

Click on “Application For Scholarship” 
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Figure 8-49 - Apply scholarship option 

 

 
Figure 8-50 - Confirmation message 

 
Step 4: 

Click on  button and the screen will be refreshed with the l atest status 
updated. 
 

 
Figure 8-51 - Scholarship application status 
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9.� APPLICATION FOR FISABILILLAH/INCEIF FINANCIAL 
ASSISTANCE PLAN 

 
 

The purpose of this module is to enable student to apply for Fisabilillah scholarship or 
INCEIF Financial Assistance.  Fisabilillah scholarship and INCEIF Financial 
Assistance is a scholarship by paper/course basis.  

 
Step 1: 
After student login, select “My Courses” option on Dashboar d. 
 

 
Figure 9-52 - My Courses option 

 
Step 2: 
Select one or multiple modules by selecting the checkbox. 

 
 

 
 
 

Figure 9-53 - Listing of modules screen 

 
Note:- 
· � Only paper(s) that student registered are able to apply for Fisabilillah / INCEIF 

Financial Assistance.  
· � Muslim/Non-Muslim student can click on “Apply for Fisabili llah/INCEIF 

Financial Assistance” button.  ASAD will determine which sc holarship to be 
approved or assigned based on their religion upon the actual issuing of the 
scholarship to student. 

4 

Select a module to 
apply fisabilillah 

1 

3 

2 
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· � Student who has failed in a paper in previous semester are not entitled to apply for 
this scholarship of the same paper until that particular fai led paper is retake and 
having a passing marks. 

 
 

Step 3: 
Click on   button and a pop-up window will be 
prompted for data entry.  All fields are mandatory for student to enter and the 
information will be used by ASAD while approving th eir application for Fisabilillah / 
INCEIF Financial Assistance. 
 

 
Figure 9-54 - Application of Fisabilillah screen 

 

 
Figure 9-55 - Confirmation message 
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Figure 9-56 - Fisabilillah/INCEIF Financial Assistance application status 

 
 
 
 
 
 

Status for application of Fisabilillah/INCEIF 
Financial Assistance Scholarship 
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