
Importing iAttend
attendances to 

STEPS



1. Create Training / Events
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! {
! Important notes : LOs not 

accessible to edit. Please refer 
MSD for any correction 

required.

Enter once

Only captured "Training", if the 
program is subject to "Event" 
please proceed with the manually 
enter participants or you 
may change to Event after steps 
are all done!
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!

!

3. **SAVE

2. Attendance 
type [one time] 

only

1. Fill all the required part 
[blue box area]

By default

By default
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2. 
Approve 
training
/events
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2.1
Saved 

training/event 
will appear 
accordingly
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https://iattend.iium.edu.my/

Download CSV 
data from the 

attendance 
[iattend]

**[advisable] 
saved to Desktop 
for data retrieved
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3. To import 
participants from 
CSV attendance 

to STEPS
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3.1 Search 
Title or Date 
training/event 

created

To ensure 
correct 

training/event 
created  

1.

2.
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Browse CSV 
attendance 
[saved on 

Desktop] and 
Upload New 
Attendance 

** Please be mindful 
of File Format [refer 

next page before 
uploading]

3.
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A B C

3.2 Open CSV 
attendance [saved 
on Desktop] and 
reorganize format 

as required in 
STEPS

** File Format 
STEPS

** IMPORTANT NOTES next page **
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Time In format as 
required

*by default 14/3/2012 @ 
mm/dd/yyyy

*some of the system reads 
dd/mm/yyyy

** you may proceed 
with Upload New 

Attendance STEPS 
[refer page 12]
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4. Update the attendance [2 steps]

Step 1.
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Update the 
attendance 
with result 
appears.

Click process.

4.1 Search Title or Date.
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4.2 To ensure the complete status and CTD Point to 
the participants 

Step 2.
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4.2.1 Search 
Title or Date.
Select all the 
participants 

and click 
process
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4.2.2 
Screen 
after 

process

-DONE-

sf2023



Technical Support
IT Unit 

msd_it@iium.edu.my
03 – 6421 4099
03 - 6421 2408
03 – 6421 5812
03 – 6421 3984
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May Allah s.w.t ease our work and helps us to serve better 
to the University.

نیْمَِلاَعلْاَّبرَاَینُیْمِآ

#sfma2021

IT Unit, MSD 
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