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Workflow of Activities for the Postgraduate Management  

Faculty of Computer Systems and Software Engineering 

Universiti Malaysia Pahang 
 

 

Introduction 
This document presents the work flow of activities for the day-to-day management of 

postgraduate students at the Faculty of Computer Systems and Software Engineering, 

Universiti Malaysia Pahang. Specifically, this document is divided into two parts in 

line with the postgraduate program offered here at the faculty (see Figure 1). The first 

part is the coursework workflow. The coursework workflow consists of specific 

guidelines for managing the MSc Coursework at the faculty. Currently, the faculty 

offers three specializations namely MSc in Information Technology, MSc in Software 

Engineering, and MSc in Computer Networking.  The second part is the research 

workflow. The research workflow constitutes the guidelines for the management of 

MSc and PhD by Research mode. 

 

 
 

Figure 1. Postgraduate Program 

 

 

The detail workflows are summarized in Table 1 and 2. It should be noted that access 

to each individual workflow is possible through direct link. 

 

 

Table 1. Process Workflow for Coursework Study 

Workflow for Coursework Study 

1-Application Process 

Process workflow for application process 
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includes the activities on how the application is 

reviewed and how the rejection and acceptance is 

determined for MSc coursework 

2-Registration Process 

Process workflow for registration process defines 

the activities for student for registration in the 

faculty as well as course registration 

3-Project Proposal/Supervisor’s Appointment 

Process workflow for project proposal and 

supervisor’s appointment is currently tied up with 

the Research Methodology and Project Proposal 

Course (MCC 1014) 

 

4-Change Title/Change Supervisor/Add Co-

Supervisor/Field Supervisor 

No defined process workflow. Due to constraints 

on time, changing of title, supervisor/co-

supervisor/field supervisor is discouraged. 

 

5-Final Project 

Final Project workflow is currently related to the 

Final Project Course (MCC 2039). 

 

6-Change of Program 

No defined process workflow. Requests will be 

dealt with in a case-by-case basis. 

 

 

 

 
Table 1. Process Workflow for Research Mode 

Workflow for Research Mode 

1-Application Process 

Process workflow for application process 

includes the activities on how the application is 

reviewed and how the rejection and acceptance is 

determined for MSc research mode and PhD. 

 

2-Registration Process 

Process workflow for registration process defines 

the activities for student for registration in the 

faculty as well as course registration 

3-Supervisor’s Appointment 

Process workflow for supervisor’s appointment is 

currently tied up as sub-process for the 

application process. 

 

4-Change Title/Change Supervisor/Add Co-

Supervisor/Field Supervisor 

No specific process workflow is defined. Matters 
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will be dealt with in a case-by-case basis. 

 

5-Postponement/Change of Status 

Postponement/Change of status workflow defines 

the activities for postponement of studies and 

change of status from/to full time and part time. 

 

6-Progress Review/Proposal Defence 

Progress review workflow defines the activities 

and outcome of review which will be held at the 

end of every semester. 

 

7-Submission/Viva 

Submission/Viva workflow defines the activities 

for submission/viva. 

 

8-Conversion from MSc to PhD 

Conversion workflow defines the activities for 

MSc to PhD conversion. 

 

 

 

 

Document History: 

Version Changes 

Version 1.0 - 

Version 1.1 Workflow for Research 

Mode and Coursework are 

separated.  

 



 

 

 

 

 

 

 

 

 

 

 

 

PROCESS FLOW FOR POSTGRADUATE COURSE WORK 



Application 

Submit Application To 
Postgraduate Admission System IPS

General Qualification Verification 

Application Verification 
JK Pengajian Siswazah 

Fakulti

Applicant

Submit verified

application to IPS

Applicant

IPS

JK Pengajian Siswazah 

Fakulti

FORM/REMARK ACTIVITY PIC DURATION

Anytime

Anytime

Monthly

Monthly

Monthly

Online

Online

Online

Online

Online

Online

Online

Online

Accept

Accept/Reject

Reject
Modify

Modify

Notify applicant

and supervisor 

upon Senate 

approval

IPS

Monthly

Monthly

Update 

Application

END

Yes

No

BEGIN

APPLICATION1
FSKKP

RESEARCH STUDY

1-Applicant Profile

2-Program

3-Research Title/Proposal

4-Suggested Supervisor

* For MSc coursework only item1 

and 2 are specified.



FORM/REMARK ACTIVITY PIC DURATION

REGISTRATION2
FSKKP

BEGIN

Register at IPS

Report at Faculty

New Student & Faculty Admin

TDR

END

Day of the 

registration

RESEARCH STUDY

1-Placement/Workstation Assignment

2-Facebook Group

3-UMP Tour

4-Meet Supervisor/Head of Program/TDR

Update to Faculty 

Management
1-No of students per program

2-Student Information

Monthly

New Student & Faculty Admin

Day of the 

registration
1-Time Table

2-Program Structure

3-Faculty Map

4-Lecture Contact

5-Course Registration Form

*Only for MSc Coursework students



FORM/REMARK ACTIVITY PIC DURATION

PROJECT PROPOSAL/SUPERVISOR 

APPOINTMENT3
FSKKP

BEGIN

Student Identifies 
Research Domain/Area

Student register MCC1014 

Research Methodology & 

Project Proposal

Student

Admin & Potential 

Supervisor

List of Student/Title/

Supervisor

Week 1

COURSEWORK STUDY

-Check quota for potential 

supervisor 

-Area of research

Student Identifies/
proposes potential 

Supervisor 

Coordinator assigns 
Supervisor based on 

Expert Area

Appointment Letter to 
Supervisor

Student Week 2

Subject 

Coordinator
Week 3

Week 4

Student prepares 
Proposal 

Student & 

Supervisor

Appointment Letter

Proposal Submission 
to FSKKP Counter

3 copies of proposal Week 16Student & Admin

Coordinator assigns 
Examiner for proposal 

defend
Coordinator Week 16

Presentation Schedule/ 

Examiner List

Appointment Letter to 
ExaminersAppointment Letter

Admin & 

Examiners
Week 16

Proposal Defense 
Presentation

Admin/Coordinator

Student

Supervisor/ Examiners

Exam week

END



No defined process. Due to constraints on 
time, changing of title, supervisor/co-

supervisor/field supervisor is discouraged.

CHANGE TITLE

ADD SV/Co-SV/Field SV4
FSKKP

RESEARCH STUDY



FORM/

REMARK
ACTIVITY PIC DURATION

FINAL PROJECT
5

FSKKP

BEGIN

Coordinator updates 
student/title/
supervisor  

Student register MCC2039 

Final Project

CoordinatorList of Student/Title/

Supervisor

During 

Semester

COURSEWORK STUDY

Student
During 

Semester
Student prepares 

Proposal 

Final Report 
Submission to 
FSKKP Counter

3 copies of final report Week 16Student & Admin

Presentation Schedule/ 

Examiner List

Final Project 
Presentation

Admin/Coordinator

Student

Supervisor/ 

Examiners

Exam week

END

Coordinator assigns 
Examiner for Poster 

Presentation

Poster Presentation
Poster Presentation 

Schedule

Week 14

Project 

Showcase 

Carnival

Coordinator

AJK Carnival/Admin/

Coordinator

Student

Supervisor/ 

Examiners

Correction
Student fill-in 

correction form

Yes

Correction approved 
by Examiner & 
Supervisor

Final Report 
Submission to 
FSKKP Counter

Final Report correction 

form

Submission of binded 

and hard covered 

Report:

GRADE A- and above 

(3 copies and 2 CDs)

GRADE B+ and below 

(2 copies & 2 CDs)

Student/Supervisor

Admin/Coordinator

Student

Supervisor/ 

Examiners

1 week 

after

2 week 

after

No

Final report 
distribution

Supervisor & 
Examiners review

Admin/Coordinator/

Supervisor/ 

Examiners

Week 16

Supervisor/ 

Examiners
1 or 2 week

Evaluation form

Appointment Letter 
to ExaminersAppointment Letter Week 15

Admin & 

Examiners

Distribute hard 
covered report

Coordinator/Admin
3 week 

after



No defined process. Matters will be dealt with 
in case-by-case-basis

CHANGE OF PROGRAM
6

FSKKP
COURSEWORK STUDY



 

 

 

 

 

 

 

 

 

 

 

 

PROCESS FLOW FOR POSTGRADUATE BY RESEARCH 



Application 

Submit Application To 
Postgraduate Admission System IPS

General Qualification Verification 

Application Verification 
JK Pengajian Siswazah 

Fakulti

Applicant

Submit verified

application to IPS

Applicant

IPS

JK Pengajian Siswazah 

Fakulti

FORM/REMARK ACTIVITY PIC DURATION

Anytime

Anytime

Monthly

Monthly

Monthly

Online

Online

Online

Online

Online

Online

Online

Online

Accept

Accept/Reject

Reject
Modify

Modify

Notify applicant

and supervisor 

upon Senate 

approval

IPS

Monthly

Monthly

Update 

Application

END

Yes

No

BEGIN

APPLICATION1
FSKKP

RESEARCH STUDY

1-Applicant Profile

2-Program

3-Research Title/Proposal

4-Suggested Supervisor

* For MSc coursework only item1 

and 2 are specified.



FORM/REMARK ACTIVITY PIC DURATION

REGISTRATION2
FSKKP

BEGIN

Register at IPS

Report at Faculty

New Student & Faculty Admin

TDR

END

Day of the 

registration

RESEARCH STUDY

1-Placement/Workstation Assignment

2-Facebook Group

3-UMP Tour

4-Meet Supervisor/Head of Program/TDR

Update to Faculty 

Management
1-No of students per program

2-Student Information

Monthly

New Student & Faculty Admin

Day of the 

registration
1-Time Table

2-Program Structure

3-Faculty Map

4-Lecture Contact

5-Course Registration Form

*Only for MSc Coursework students



FORM/REMARK ACTIVITY PIC DURATION

SUPERVISOR APPOINTMENT
3

FSKKP

END

BEGIN

Assign supervisor and 

update in CGS Online 

System upon Senate 

approval

Student may propose 

potential supervisor

Reject

Meeting

JKTS (Pengajian Siswazah) 

UMP meeting

Recommend

Student Apply for 
Admission

Meeting

JK Pengajian Siswazah 

Fakulti

Accept

Proposed potential 

supervisor 

Get acceptance from 

potential supervisor

Informed all 

lecturers for the 

application

Communication 

with applicant  

IPS inform the 

applicant about 

the application is 

rejected

From student admission 

process

Faculty 

Admin

Jawatankuasa Pengajian 

Siswazah

Potential Supervisor/

Applicant

Potential 

Supervisor & 

Applicant

JK Pengajian 

Siswazah 

Fakulti

JKTS

(Pengajian 

Siswazah) 

UMP meeting

IPS

IPS

Applicant

Suggest co-supervisor 

in this meeting

Application form may also 

include suggestion 

potential co-supervisor

During 

meeting

3 days

1 day

2 weeks

Monthly

Monthly

Monthly

Monthly

Accept

Accept

Reject

Reject

Reject

Yes

No

RESEARCH STUDY

1-Check quota for potential 

supervisor based on IPS 

guidelines

2-Area of research



No defined process. Matters will be dealt with 
in case-by-case-basis

CHANGE TITLE/CV

ADD Co-SV/Field SV4
FSKKP

RESEARCH STUDY



FORM/REMARK ACTIVITY PIC DURATION

POSTPONEMENT/EXTENSION/ CHANGE OF STATUS/5
FSKKP

RESEARCH STUDY

END

BEGIN

Student Apply for Postponement of Candidature /  
Extension of Candidature / Change of Status/ Change Field 

and Title

Decision by 

JK Pengajian Siswazah 

FSKKP

RejectReason of 
Rejection/
Suggestion

Accept

1. Application for 

Postponement of 

Candidature /  

Extension of 

Candidature / 

Change of 

Status / Change 

of field /Change 

of Title Form

2. New Proposal 

(require for 

change field and 

title)

Faculty updates 

information

Student

1 day

JK Pengajian 

Siswazah FSKKP 2 weeks

IPS 

Faculty Admin 2 days

Faculty admin  

record letter in 

Student 

Personal File, 

Faculty File, 

Letter

1-Supervisor’s consent

2-Head of Program Consent

*Item 2 is applicable only for 

MSc Coursework

Send to IPS for processing



Start

Publish yearly

calendar with 

guidelines

TDR 

Progress report template, rules and 

guidelines

Proposal defence – 9 till 12 months (full 

time) and 9-15 months (part time)

Progress review – Once or twice every 

semester (i.e Midterm, Endterm)

- Once – midterm only for good progress. 

- Twice – midterm & endterm for poor 

progress

Upon recommendation 

from JK Pengajian 

Siswazah based on 

progress report 

evaluation

}

Student submits 

progress report/

proposal

Student

Appoint three 

examiners

*same examiners + 

1 new examiner

TDR

Distribute 

progress report   

to examiner

Admin

Presentation & 

Evaluation 

Session

Student, 

Examiners

Collect 

evaluation form

Proposal evaluation 

form

Admin

JK Pengajian 

Siswazah FSKKP

JK Pengajian Siswazah 

FSKKP

Meeting

Satisfactory

Unsatisfactory

END

Student termination

Recommendation } Forward to IPS

If there are any 

conflicting / negative 

reports -> involve 

supervisor in the 

meeting

{

Two week reminder 

before the session

Within 2 days

Schedule will be set-up by 

admin and 

chaired by one of the 

examiner

For the  endterm 

review, one of the 

evaluators must be a 

Prof or Assoc Prof

FORM/REMARK ACTIVITY PIC DURATION

PROGRESS REVIEW & PROPOSAL DEFENCE6
FSKKP

RESEARCH STUDY

Week 7 

/Week 15

Week 8

(midterm)/

Week 17 

(endterm

-For proposal defence, student has to submit 

Chapter 1 till 3.

For progress defence, student has to submit 

at least 15 ppt slides

For unsatisfactory cases, students will need 

to submit new progress report within 2 

months (second progress review, endterm)

For satisfactory cases, students need not 

submit new progress. The mid term progress 

will be used.

2 subsequent 

unsatisfactory 

status?

Yes

No



Apply intention to 

submit and submit 

draft thesis

Suggest examiners

Supervisor 

Approval?

Yes

Continue with 

research

START

No

Submit second draft thesis

FORM/REMARK ACTIVITY PIC DURATION

SUBMISSION & VIVA7 FSKKP
RESEARCH STUDY

Supervisor

- Approval pre-viva form

-3 suggested internal examiners

-3 suggested externals

Guideline untuk thesis submission 

requirements

Eg:bilangan publication dalam ISI 

proceeding, ISI journal, Impact factor 

journal, peer-reviewed journal, etc

Mode pengajian-tempoh 

PhD

FT – min 2 tahun

PT – min 4 tahun

MSc

FT – min 1 tahun 

PT – min 2 tahun

END

Approval JK 

Pengajian 

Siswazah?

Yes

No

Approval 

JKTS 

Pengajian 

Siswazah?

No

Arrange Pre-viva

Yes

Approval Pre-

viva?

Do correction

Approval 

Supervisor?

Yes

No

Submit thesis for viva

Admin

-Set appointment

-Distribute thesis

Student

- 3 copies online

Yes

No

Student

-Submit thesis to TDR

-Online forms



FORM/REMARK ACTIVITY PIC DURATION

CONVERSION MASTER TO PHD8
FSKKP

RESEARCH STUDY

START

Application for Conversion From Master to Doctorate 

Programme

Appoint 3 panels for conversion defense

Verification by Faculty Postgraduate 

Committee 

APPROVED

Conversion defense meeting

Submit evaluation form and report to faculty after 

meeting

Conversion Status Letter approved by Dean/Deputy 

Dean

Send Conversion Status Letter with evaluation form to 

IPS

Confirmation by JKTS Pengajian Siswazah Meeting

Letter of Conversion Status (Successful/Unsuccessful)

END

REJECTED

Student

JK Pengajian Siswazah

JK Pengajian Siswazah

Chairman, Secretary, Panels, 

Student

Panels

Dean/Deputy Dean, Faculty Admin

Faculty Admin

JKTS Pengajian Siswazah

Institut Pengajian Siswazah

Application Form

Appointment Letter

Evaluation form, Report

Evaluation form, Report

Status Letter

Status Letter

Within 1 year
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