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1.0. LOG IN AS STAFF

1. Figure 1.1 below shows User Log In Interface.

Login To Your Account

M Gicesys
7 UNVERSM TEXNOLOGI WALAYSIA Trmem—— UTMID

Password
Industry & Community Engagement System

Remember me Forget Password ?

LOGIN

2. Tologin, useris required to use UTMID and Password as my.utm.my.
3. Stepstologin are:

a. URL: https://icesys.utm.my/

b. Enter “UTMID” as used for my.utm.my

c. Enter “Password” as used for my.utm.my

d. Click “Login” button.



NEW APPLICATION
USER: UTM STAFF (ACADEMIC)



2.0. NEW APPLICATION
2.1. Dashboard
a. On Dashboard, click menu “KTP Application” as shown in Figure 2.1 below.

@ ICESYS <& (3} Industry & Community Engagement System

Main Dashboard
[ Dashboard

MODULES
CE STATUS SUMMARY IL STATUS SUMMARY Support
@ Application/Registration > ies or experie
arch Support

W  Star Rating Application @ oroftstatus 1 @ oratt status 0
@ Pending status 0 @ rending status 0

|~ kP Application RMC Portal
@ approved status 0 @) Approved status 0 R

¥ Retumed Application [B)

¥ My Evaluation

% My Approval @ -

Community Engagement List.

5 oo ]

No. T Reference No Engagement Tiie Engagement Type start Date End Date

2 Masterlist >

a  Assign Evalugtor

ADMINISTRATOR

Corporate/University Social Responsibility

1 CE[2021/00027 ssad (csn)

& waintenance 03/06/2021 08/06/2021

Showing Tto1 of 1entries n >

show 10 ¢ entries

Figure 2.1 Dashboard

b. New Application
e Click “New” button as shown in Figure 2.2 below.

(2} Industry & Community Engagement System

KTP

Please click 'New'to add new KTP application

5 o S E—

KTP Reference No. Type of Grant Core Project Name Phase Status Action

No data avaiable in table

showing 010 0 of 0 entries

Show 10 2 entries

Figure 2.2 New Registration

2.2. Check Qualification
a. Select Grant Type as shown in Figure 2.3 below.
b. System will automatically check for qualification criteria.
c. Click “Next” button to proceed with Basic Info tab.



KTP

+Researcher Info

Checking Qualification BasicInfo

Grant Type | KNOWLEDGE TRANSFER PROGRAM - RIG "l

+/  Academic staff with PhD holder.

+/  Malaysian Citizenship

Figure 2.3 Checking Qualification

2.3. Basic Info Tab
a. Add/Select any required information as shown in Figure 2.4 below.
b. Click “Save” button to save basic info.

+Researcher Info

Checking Qualification Basicinfo

Core ProjectName
)
)
Focus Area O Copacity Building
O Improving Livelihood
O Education Enhancement
Q BAck

Figure 2.4 Add Basic Info



c. Reference number automatically generated, and the respective
application will be in “Draft” status.

Reference number format is: Module Name/ Year /Reference Number
Example of generated data: KTP/2021/000016

d. The remaining tab automatically appear.
e. Click “Next” button to proceed with Details tab.

2.4. Details Tab
a. Add/Select any required information as shown in Figure 2.5 below.
b. Click ”Save” button to save details.
c. Click “Next” button to proceed with Stakeholder tab.

Checking Qualification Basic Info m Stakeholder Committee output Budget Attachment Declaration
Reference No: KTP/2021/00008 Status:  DRAFT
B @ @ G| -~ [ Source
B I US I = £ | 99 | sty Format 2
Words: 0/100

Figure 2.5 Add Details

2.5. Stakeholder Tab
a. Targeted Participant
e Click “Add Participant” button as shown in Figure 2.6 below.
e All added Category will be displayed in the list provided.

Checking Qualification Basic Info Details Stakeholder. Committee Output Budget Attachment Declaration
Reference No: KTP[2021/00008 Status: DRAFT
Targeted Participant.

+ Add Participant I

Target Participant.

showing 1to 2 of 2 entries < n

Figure 2.6 Targeted Participant




b. Collaborative Partner
e Click “Add Partner” button as shown in Figure 2.7 below.
All added Partner will be displayed in the list provided.

Important!

+ Add Partner.

Category

Government Agency

Collaborative Agency (Attachment) Contribution Amount Action

AKADEMI SAINS MALAYSIA Expertise

20000 = @

Showing 1to 1 of 1 entries

o

> next

Figure 2.7 Collaborative Partner

Click the selected Collaborative Agency (Attachment) link to
upload attachment as shown in Figure 2.8 below.

Important!

+ Add Partner.

category

Government Agency

Collaborative Agency (Attachment) Contribution Amount Action

AKADEMI SAINS MALAYSIA Expertise
J

20000 %

Showing 1to 1 of 1 entries

o

> next

Figure 2.8 Collaborative Agency Attachment

e Upload any selected document as shown in Figure 2.9 below.

Attachment

Attachment
Type

File

Letter of Collaboration (LOC),
Other Partner Attachment

Attachment

'DOCUMENT TEST Lpdt

Showing 1to1 of I entries

Figure 2.9 Add Collaborative Attachment

Click “Next” to proceed with Committee Tab.




2.6. Committee Tab

a. Add Member (if any)

e There are two (2) types of member category which are UTM Staff
or Collaborator.

e Click “Add Member” button as shown in Figure 2.10 below.

Reference No: KTP[2021/00008. Status: DRAFT.
Add Member
No. Member Role Member Type Nome StatfNof IC No/ Passport No Organization Type Organkzation Name Task. Action

1 LEADER

STAFF Anita E. Hester 740301010080

Showing 1to 1 of 1 entries

o

Checking Qualification

Figure 2.10 Add Member

e Search member by Staff No as shown in Figure 2.11 below and
click “Search” button.

Basic Info Details Stakeholder.

== g nsachmans eciaraton

Commitee Application

Member Category :

staffNo

ReferenceNo: KTP/2021/00008 Status: DRAFT

@ staft Ocollaborator

No. Member Role

1 LEADER

StatfNof IC Nof Passport

Member Type. Name. Organization Type Organization Name. Task Action

No

STAFF Anita E. Hester 740301010080

Showing 1to 1 of 1 entries

o

Figure 2.11 Search Member (Staff)

e User also can search member by Nationality if the member is
collaborator as shown in Figure 2.12 below and click “Search”
button.

10



KTP

— Commitee Application
Member Category : Ostait @ collaborator
Collaborator @national O international
MyKad [ iy Kad l Searct
LEZD Staff Name l
Emil X |
Sector
--Select Sector-- v
Organization Type
Role [ role l
=D [ Task |
Upload] Update CV (pd file only) Nofile chosen [ reset ]
_ - <= Y,

Figure 2.12 Search Member (Collaborator)

e However, if no collaborator found, applicant can fill in form if the
collaborator is a new collaborator.
e Click “Next” to proceed with Output Tab.

2.7. Output Tab
a. Add Output for Core Project
e Add quantity of output as shown in Figure 2.13 below.
e Click “Save” button.

Checking Qualification Basic nfo. Details. Stakeholder. Committee Output Budget Attachment Declaration

Reference No: KTP[2021/00008 Status: DRAFT

Output for core project

No. output Quantity
1 No of Final report
2 No of Edited book
3 No of Journal
4 No of Star Rating award
5 No of Product
5 No of Project Video
7 No of Community involved
8 Noof Industry involved
B No of Government agency involved
10 No of Institution involved (excluded UTM)

Showing 1t0 10 of 10 entries -

Figure 2.13 Core Project Output



b. Add Sub Project
e Search member by Staff No to add staff details as shown in Figure
2.14 below and add Sub Project details.
e Click “Save” button.

Sub Project

Staff No [ Staff No l

staffName [ taff o l

StaftNo.

StatfName

Sub Project Title

startDate [ sotctsartare & EndDate Select End Date

scope @

objective @

Target community @

Target Outcome for Beneficiery

Targetsponsor @

- ]

s

Figure 2.14 Sub Project
e Click “Next” button to proceed with Budget Tab.

2.8. Budget Tab
a. Add budget details
e Add description, budget and justification as shown in Figure 2.15
below.
e Please ensure the overall amount budget based on the value
specified in the application guidelines.
e C(lick “Update” button.

12



Checking Qualification

Basic Info

Details

Stakeholder Committee

Attachment

Declaration

Cast Year1
(01/n/2021 - 31/10/2022)

Cast Year2
(01/n/2022 - 31/10/2023)

Justification

Total Per Itern

\

vieoo £leoo student researcher 2000 400000
Salary & Wage salary &wages
overtime
Total Per Sodo 2000.00 2000.00 4000.00
612000 l ° H ° l 000
Fixed allowances
4 4
Total Per Sodo 0.00 0.00 0.00
£13000 [ ° ] [ o ] 000
statutory contributions
to public staf
Total Per Sodo 0.00 0.00 0.00
614000 [ ° H ° ] 000
Overtime
4 4
Total Per Sodo 0.00 0.00 0.00
#5000 l ° ] [ o ] 000
Other financial benefits
4 4
staft
Total Per Sodo 0.00 0.00 0.00
‘Total Per VSeries(v11000) 2000.00 2000.00 4000.00
V21000 621000 l o H ° l 000
Traveling expenses & | Travel & subsistence
4 4
subsistence
Total Per Sodo 0.00 0.00 0.00
822000 [ ° ] [ ° ] 000
Transport of goods
Total Per Sodo 0.00 0.00 0.00
‘Total Per VSeries(v21000) 0.00 0.00 0.00
V24000 823000 lorry to carry machine l l 300 l soo00
Rentals Transportation &
4
utities
Total Per Sodo 300.00 300.00 60000
824000 ‘ l o l l o l 000
Rentals |
Total Per Sodo 0.00 0.00 0.00
Total Per VSeries(v24000) 300.00 30000 60000
V28000 £26000 l ° H o l 000
Research Materiols & | Row materials & spare
4 4
Supplies parts
Total Per Sodo 0.00 0.00 0.00
527000 supplies for machine ‘ l 3000 l l 2000 l 500000
Supplies & consumable
goods
Total Per Sodo 3000.00 2000.00 5000.00
Total Per VSeries(v26000) 3000.00 2000.00 5000.00
V28000 £28000 o ] l o 000
Maintenance & Minor | Maintenance & repairs
4 4
Repair Service
Total Per Sodo 0.00 0.00 0.00
Total Per Vseries(v28000) 0.00 0.00 0.00
V29000 620000 o l l ° 000
Professional Services | Professional services &
4 4
nospitality
Total Per Sodo 0.00 0.00 000
Total Per VSeries(v29000) 0.00 0.00 000
V25000 £35000 [ ° ] [ ° ] 000
Special quipment & | Assets & equipments
Accessories
Total Per Sodo 0.00 0.00 0.00
£36000 [ o ] [ o ] 000
Inventory & furnitures
4 4
Total Per Sodo 0.00 0.00 000
Total Per VSeries(v35000) 0.00 0.00 000
V40000 841000 [ o ] [ o ] 000
Biasiswa, Dermasiswa | Eiasiswa, Dermasiswa
dan antuan Pelajaran | dan Bantuan Peicjaran
Total Per Sodo 0.00 0.00 0.00
Total Per VSeries(v40000) 0.00 0.00 0.00
V50000 £52000 l o H o l 000
Other Charges & Other Charges &
4 4
Distribution Distribution
Total Per Sodo 0.00 0.00 0.00
859000 l o H o l 000
Tax
4 4
Total Per Sodo 0.00 0.00 0.00
Total Per VSeries(V50000) 0.00 0.00 0.00
GrantTotal 5300.00 430000 9600.00

Figure 2.15 Budget
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e Click “Next” button to proceed with Budget Tab.

2.9. Attachment Tab
a. Upload mandatory attachment
e Click “Choose File” button as shown in Figure 2.16 below. Select
pdf file from your computer file.
e Click “Upload File” button.

Checking Qualification Basicnfo Details Stakeholder Committee output Budget m Declaration
— Krel202100008 status: oarr
No. Attachment Type Uploaded Action
1 Core Project Proposal RoCUENIIES LI\ o0 o]
2 Flowchart Choose File | No file chosen | Upload File |
3 Sub Project Proposal CWooSe Fie | Mo e chosen Uploaa Fie
4 Sub Project Proposal 2 Choose File |No file chosen Upload File
5 Sub Project Proposal 3 Choose ile |No file chosen Upload file
6 Sub Project Proposal 4 Choose File | No file chosen [uptoadrie]
7 Collaboration Letter From Industry Choose File |No file chosen Upload file
8 Collaboration Letter from Government Choose File | No file chosen [uptoadrie]
s Presentation Slide Choose File |No file chosen Upload File

Showing 1to 9 of 8 entries

Attachment Type

1 Others

Choose File | No file chosen

Upload File

i escrpton [pesciion

Showing 1to1 of 1 entries

Figure 2.16 Upload Attachment

e Click “Next” to proceed with Declaration Tab.

2.10. Declaration Tab

a. Add Panel Suggestion
e Click “Add Panel” as shown in Figure 2.17 below.

Checking Qualification BasicInfo Details

Stakeholder Committee output

Budget

Attachment

Reference No':

KTP/2021/00008

status: DRAFT

+ Add Panel

No data available in table

Faculty.

Showing 0o 0 of 0 entries.

01 hereby declare and do ided are
O project under K final report
Date: 1/10/2021

st

Figure 2.17 Add Panel
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Ponel Suggestion

e Search Staff No and select staff by click Action button as shown in
Figure 2.18 below.

e Insert expertise of the respective panel.

e Applicant need to insert at least three (3) panels.
e Click “Save” button.

staffNo

ons | G 2B

Donna L Blalock

Showing Tto 1of 1 entries

Name

Faculty

Expertise

Donna L. Blalock

FAKULTI SAINS KOMPUTER & SISTEM MAKLUMAT

Expertise

P

[ =

Checking Qualification

Figure 2.18 Select Panel

b. Read and Tick Declaration

e lastly, tick declaration box and click “Agree” button as shown in
Figure 2.19 below.

e Then, click “Submit” button.

e The application that has been submitted will be reviewed by CCIN
Clerk and approved by CCIN Officer.

Basic Info Details

Stkohotdr commites ouput g P
ReferenceNo: KTP/2021/00008 Status: DRAFT
Panel Suggestion
No. StaffNo. Name. Faculty Expertise. Action
1 9089 Donna L Blalock FAKULTI SAINS KOMPUTER & SISTEM MAKLUMAT machine researcher ju}

Showing 1to 1 of 1 entries

1 hereby declare that information and documents provided are true and correct

1 submit all ended project under KTP community engagement and industrial linkages final report

Date: 11/10/2021

@ = m

Figure 2.19 Declaration

15



2.11. Print Submitted Application Form

a. Print Form.
e In Declaration Tab, click “Print” button as shown in Figure 2.20

below.

Checking Qualification BasicInfo Details Stakeholder Committee output Budget Attachment Verification
Reference No: KTP[2021/00008 Status: PENDING TO CLERK.
Panel Suggestion
staff No Nome Faculty Expertise Action.
208 William O Jones FAKULTI KEJURUTERAAN AWAM machine engineer
12074 AAFIYAH BINTI MOHAMAD PUSAT TEKNOLOGI MAKLUMAT & KOMUNIKAS! machine engineer
9089 Donna L Blalock FAKULTI SAINS KOMPUTER & SISTEM MAKLUMAT machine researcher

Showing 1o 3 of 3 entries

o

I'hereby declare that information and documents provided are true and correct

I'submit all ended project under KTP community engagement and industrial linkages final report

Date: 11/10/2021 11:67:20 AM

Figure 2.20 Print Registration Form
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3.0. EXPORT TO EXCEL

a. Click “KTP Application” as shown in Figure 3.1 below.

(2} Industry & Community Engagement System

Main Dashboard
(@ Dashboard

MODULES

CE STATUS SUMMARY IL STATUS SUMMARY support
Application/Registration > if you have any issues or experie
contact us via Research Support;
Star Rating Application @ oraftstatus 1 @ oraftstatus 0
@ ending status 0 @ Pending status 0
KTP Application RMC Portal
@ approved status 0 @ approved status 0 —

Retumed Application (B

My Evaluation

My Approval ® -

Community Engagement List

5 o e

Masterlist >

Assign Evaluator

Reference No Engagement Title Engagement Type Start Date
ADMINISTRATOR
Corporate/University Social Responsibility
@ Maintenance 1 ce/2021/00027 ssad con) 03/06/2021 08/06/2021
Showing 1to 1 of 1 entries < n >

Show 10 $ entries

Figure 3.1 Dashboard

b. Click “Export to Excel” button as shown in Figure 3.2 below.

Please click 'New’ to add new KTP application

Type of Grant Core ProjectName

EXAMINING POST COVID SYMPTOM
1 K1P/2021/00008 KNOWLEDGE TRANSFER PROGRAM - RIG KTP-RIG 2021/1 PENDING TO CLERK
USING HIINN TECH PROCEDURE

show 10 & entries

Figure 3.2 Export to Excel

17



4.0. VIEW VERIFICATION TIMELINE
a. Click “KTP Application” as shown in Figure 4.1 below.

(a Dashboard

MODULES
@ Application/Registration >
W StorRating Application

KIP Application

Retumed Application (B

My Evaluation
My Approval @ >
Masterlist

Assign Evaluator

ADMINISTRATOR

£ Maintenance

(2} Industry & Community Engagement Systern

Main Dashboard

CE STATUS SUMMARY

@ oraftstatus
@ rending status

@ Approved status

IL STATUS SUMMARY

support
or experie
et us via Research Support
1 @ oraftstatus 0
0 Pending Status 0
® RMC Portal
0 @ Approved status 0 e portal

Community Engagement List

ReferenceNo

1 CE[2021/00027

Engagement Title. Engagement Type. start Date

Corporate/University Social Responsibility

ssad 03/06/2021 08/06/2021

Showing 1to 1 of 1 entries

Show 10 $ entries

o

Figure 4.1 Dashboard

b. Click any selected Reference No as shown in Figure 4.2 below.

Please click 'New’ to add new KTP application

Type of Grant

Core ProjectName

EXAMINING POST COVID SYMPTOM

KNOWLEDGE TRANSFER PROGRAM - RIG KTP-RIG 2021/1 PENDING TO CLERK

USING HIINN TECH PROCEDURE

Showing 1to 1 of 1 entries

show 10 & entries

<-/

Checking Qualification

Figure 4.2 KTP Application List

c. Click “Verification” tab as shown in Figure 4.3 below.
d. All verification levels, clerk and officer details are provided.

Basic Info Details

Stakeholder Committee output Budget Attachment Declaration

Reference No:

Verification By

Anita E. Hester

KTP/2021/00008 Status: PENDING TO CLERK

Position Remark Telephone No.

PROFESOR (VKO07) PENDING TO CLERK -

Figure 4.3 Verification Timeline
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5.0. RETURNED APPLICATION

a. Re-submit returned application (if any)
e Returned application only applied if any amendments of
application needed as requested by CCIN Clerk/CCIN Officer.
e Click “Returned Application” as shown in Figure 5.1 below.

Icesys « () industry & Community Engagement System

Main Dashboard
( Dashboard

MODULES
CE STATUS SUMMARY IL STATUS SUMMARY support
@ Application/Registration > f you have any is e arl
contact us via Research Support Helpd|
& starRating Application @ oroftstatus 1 @ oraftstatus [
Pending Status 0 Pending Status [
|z TP Application @ @ RMC Portal
@ Approved status 0 @ Approvedstatus o RMC Portal

%) Retumed Application (i)
¥ My Evaluation

B wapoa @ >

S e e B

[ Reference No Engagement Title Engagement Type Start Date. End Date

B Mosterlist >

a  Assign Evaluator

ADMINISTRATOR

1 CE/2021/00027 ssad Corporate/university SocialResponsiblty 03/06/2021 08/06/2021

£ Maintenance

show 10 $ entries

Figure 5.1 Returned Application

b. List shows all Returned Application. Click the selected Reference No
with Module Name - KTP ICESYS as shown in Figure 5.2 below.

c. Fillin and update any required information.

d. Click “Submit” to re-submit the application.

Returned Application

search:

NO REFERENCE NO MODULE NAME STATUS NAME DESCRIPTION DATE

EXAMINING POST COVID SYMPTOM USING HI INN TECH
1 KTP/2021/00008 KTP ICESYS AMENDMENT BY CLERK PROCEDURE 1/10/202112:24:38 PM

showing 1to1of 1 entries n
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