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1. ROLES AND RESPONSIBILITY   
 
 
 

• Review the applications 

• Approve/Decline the applications 
• Apply for confirmation letter 

• Check application status 

Student Faculty’s Admin 
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3. PROCESS FLOW 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    

• Review the applications 

• Approve/Decline the applications 

• Apply for confirmation letter 

• Check status of application 

Faculty’s Admin 

STEP
s 

Student 

1 

2 



  User Manual – Student Confirmation Letter
   

 

3 
C02 – Course Enrolment Workstream 

1.0 USER MANUAL 
 

1.1 STUDENT VIA MAYA 
 

1.1.1 Login Page  

 
This page applies to all categories of students. 
Log in to the Academic Portal MAYA via https://maya.um.edu.my 
 

 
 

2 

Click the ‘Log 
in’ button. 

2 

Key-in the username and password: 
Username: [SiswaMailID]@siswa.um.edu.my 
Password: [SiswaMail Password] 

1 
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Navigate to My Dashboard > Highlights > 
click the ‘Confirmation Letter Application’ 

option. 

3 
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1.1.2 Creating New Application 

 

 
 

Click the ‘Create New 
Application’ button. 

1 
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Complete the form by choosing the 
Programme, Purpose and 

Recipient from the list. 
Key in the recipient Address. 

2 

Choose by tick the any 
additional information to be 

displayed in the letter. 

3 

Click the ‘Preview’ 
button. 

4 
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Tick the declaration 
check box. 

5 

Click the ‘Submit’ 
button. 

6 
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Your list of applications will appear 
here. 

7 
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1.1.3 View Pending Application 

 

 
 

Click the view icon at pending status 
application. 

1 



  User Manual – Student Confirmation Letter
   

 

10 
C02 – Course Enrolment Workstream 

 
 
  

The application details will be 
displayed. 

2 

Click the ‘Back’ button to go to the 
‘List of Application’ page. 

3 
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1.1.4 View Approved Application 

 

 
 

Click the view icon at approved 
status application. 

1 
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The application details will be 
displayed. 

2 

Click the ‘Download’ button to 
download the confirmation letter. 

The file will be downloaded and please 
follow the download instructions based 

on the web browser used. 
 4a 

Click the ‘Back’ button to go to the 
‘List of Application’ page. 

3 

4 
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The confirmation letter in English 
version. 

4b 
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The confirmation letter in Malay version. 

4c 
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1.1.5 View Declined Application 

 

 
 

Click the view icon at declined status 
application. 

1 
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The application details will be 
displayed. 

2 

Click the ‘Back’ button to go to the 
‘List of Application’ page. 
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