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1.0. LOG IN AS STAFF 

1. Figure 1.1 below shows User Log In Interface. 
 

 

 
2. To log in, user is required to use UTMID and Password as my.utm.my. 
3. Steps to log in 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. 
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2.0. NEW APPLICATION 
2.1. Dashboard 

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

 

Figure 2.1 Dashboard 
 

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

 

 

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. 

 



7 
 

 

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. 

 

 

Figure 2.4 Add Basic Info 
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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.  

 

 

Figure 2.5 Add Details 
 

2.5. Stakeholder Tab 
a. Targeted Participant 

• Click “Add Participant” button as shown in Figure 2.6 below.  
• All added Category will be displayed in the list provided.  
 

 

Figure 2.6 Targeted Participant 
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b. Collaborative Partner 
• Click “Add Partner” button as shown in Figure 2.7 below. 
• All added Partner will be displayed in the list provided.  

 

 

Figure 2.7 Collaborative Partner 
 

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

 

 

Figure 2.8 Collaborative Agency Attachment 
 

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

 

Figure 2.9 Add Collaborative Attachment 
 

• Click “Next” to proceed with Committee Tab. 
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2.6. Committee Tab 
a. Add Member (if any) 

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

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

 

Figure 2.10 Add Member 
 

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

 

 

Figure 2.11 Search Member (Staff) 
 

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

• However, if no collaborator found, applicant can fill in form if the 
collaborator is a new collaborator.  

• Click “Next” to proceed with Output Tab. 
 

2.7. Output Tab 
a. Add Output for Core Project 

• Add quantity of output as shown in Figure 2.13 below. 
• Click “Save” button.  

 

 

Figure 2.13 Core Project Output 
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b. Add Sub Project 
• Search member by Staff No to add staff details as shown in Figure 

2.14 below and add Sub Project details.  
• Click “Save” button.  

 

 

Figure 2.14 Sub Project 
 

• Click “Next” button to proceed with Budget Tab. 
 

2.8. Budget Tab 
a. Add budget details 

• Add description, budget and justification as shown in Figure 2.15 
below.  

• Please ensure the overall amount budget based on the value 
specified in the application guidelines. 

• Click “Update” button. 
 
 
 
 
 



13 
 

 

 

Figure 2.15 Budget 
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• Click “Next” button to proceed with Budget Tab. 
 
2.9. Attachment Tab 

a. Upload mandatory attachment 
• Click “Choose File” button as shown in Figure 2.16 below. Select 

pdf file from your computer file. 
• Click “Upload File” button.  

 

 

Figure 2.16 Upload Attachment 
 

• Click “Next” to proceed with Declaration Tab. 
 

2.10. Declaration Tab 
a. Add Panel Suggestion 

• Click “Add Panel” as shown in Figure 2.17 below.  
 

 

Figure 2.17 Add Panel 
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• Search Staff No and select staff by click Action button as shown in 
Figure 2.18 below.  

• Insert expertise of the respective panel.  
• Applicant need to insert at least three (3) panels.  
• Click “Save” button.  

 

 

Figure 2.18 Select Panel 
 

b. Read and Tick Declaration 
• Lastly, tick declaration box and click “Agree” button as shown in 

Figure 2.19 below.  
• Then, click “Submit” button.  
• The application that has been submitted will be reviewed by CCIN 

Clerk and approved by CCIN Officer.  
 

 

Figure 2.19 Declaration  
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2.11. Print Submitted Application Form 
a. Print Form. 

• In Declaration Tab, click “Print” button as shown in Figure 2.20 
below.  

 

 

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.  

 

 

Figure 3.1 Dashboard 
 

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

 

Figure 3.2 Export to Excel 
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4.0. VIEW VERIFICATION TIMELINE 
a. Click “KTP Application” as shown in Figure 4.1 below.  

 

 

Figure 4.1 Dashboard 
 

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

 

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.  

 

Figure 4.3 Verification Timeline 
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5.0. RETURNED APPLICATION 
a. Re-submit returned application (if any) 

• Returned application only applied if any amendments of 
application needed as requested by CCIN Clerk/CCIN Officer. 

• Click “Returned Application” as shown in Figure 5.1 below.  
 

 

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. Fill in and update any required information. 
d. Click “Submit” to re-submit the application.  
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