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مِیْحَِّرلانِمٰحَّْرلاِاللهمِسِْب

How To Register 
Training / Event in 

STEPS
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1. Create Training / Events
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!{

! Important 
notes: 

Invariant 
column. Please 
contact MSD 

for any 
corrections 
required. 

Enter once
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!

!

3. **SAVE

2. Attendance type 
[one time] 

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

By default

By default

EVENT type – won’t capture 
in the APAR system
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2. Add 
Participants 

[participants list]
and change the 

status to 
approve status

2.2

2.1 Insert Record [+] 
/ Remove Record 
[x] to add/remove 

participants.
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3. 
Approve 
training
/events
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3.1
Saved 

training/event 
will appear 
accordingly
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4. Update the attendance [manual entry]

Step 1.
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- Search either Title or From To date
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4.1 Update the 
attendance

[attended/absent with 
reason/absent
/incomplete]

Click process.
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4.1.1 Update the 
attendance.

Result appears 
accordingly.
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4.2 To 
ensure the 
“complete” 
status and 

CTD Point 
to be 

awarded to 
the selected 
participants 

Step 2.
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4.2.1 Select 
all the 

participants 
and click 
process

**completion info must 
be appearing “Passed 

Evaluation”
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4.2.2 
Screen 
after 

process
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5. To reject approved 
participants.

Learning Information 
> Participants List > 

Tick and Reject.
Status appears.

2.

1.
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6. To 
generate 

CTD report
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1. 2.

6.1 Report 
can be 

sorted and 
downloaded 
by Staff No 
individually

Full report generated by MSD. 
Please email to us; 

msd_admindev@iium.edu.my/
sitifatie@iium.edu.my for 

further information.
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STEPS USER MANUAL
DONE
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Microsoft 
Evaluation 

Form 

xxx
QR CODE

[via link or QR] 
Attendance
Morning & 

Afternoon or by 
session according to 
Training/Program

exa
mple

exa
mple

IMPORTANT INFORMATION
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“Sesiapa yang melepaskan satu kesusahan seorang mukmin, pasti Allah akan melepaskan daripadanya satu
kesusahan pada hari kiamat. Sesiapa yang menjadikan urusan orang lain mudah, pasti Allah akan memudahkan

urusannya di dunia dan di akhirat.” (Hadis riwayat Muslim)

ATTENDING IIUM INTERNAL TRAINING
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PROCESS FLOW OF MSD CENTRALIZED TRAINING

PIC : Sr. Siti Fatimah Mohd Amin
sitifatie@iium.edu.my

Ext 3971
msd_admindev@iium.edu.my
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Technical Support
IT Unit 

msd_it@iium.edu.my
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May Allah s.w.t ease our work and helps us to 
serve better to the University.

نیْمَِلاَعلْاَّبرَاَینُیْمِآ
#sfma2023


