
 

 

  

 

 

 

 

 

 

 

 

ONLINE ADMISSION APPLICATION UPSI 
 

 

INSTITUTE OF GRADUATE STUDIES 

 

 

USER MANUAL 

 

FOR 

 

SYSTEM USERS 

 

 

 

 

Prepared by: 

 

Universiti Pendidikan Sultan Idris 

 

 

VERSI 1.0 

 



 

 

TABLE OF CONTENTS 

 

DOCUMENT APPROVAL ..............................ERROR! BOOKMARK NOT DEFINED. 

REVISION HISTORY .....................................ERROR! BOOKMARK NOT DEFINED. 

LIST OF EFFECTIVE PAGES .......................ERROR! BOOKMARK NOT DEFINED. 

TABLE OF CONTENTS .................................................................................................. I 

LIST INTERFACE ........................................................................................................... II 

1.0 LOGIN .......................................................................................................................... 1 

2.0 REGISTER ................................................................................................................... 3 

3.0 HOME ........................................................................................................................... 4 

4.0 PERSONAL INFORMATION ................................................................................... 5 

5.0 PROFILE PHOTO .................................................................................................... 12 

6.0 CHOOSE PROGRAMME ........................................................................................ 13 

7.0 APPLICATION HISTORY / CHECK STATUS .................................................... 14 

8.0 PASSWORD ............................................................................................................... 15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

LIST INTERFACE 

DIAGRAM 1. 1: INTERFACE ONLINE ADMISSION APPLICATION ............................................... 1 
DIAGRAM 1. 2 : INTERFACE LOGIN ........................................................................................ 1 
DIAGRAM 1. 3 : INTERFACE FORGOT PASSWORD ................................................................... 2  
DIAGRAM 2. 1 : INTERFACE REGISTER .................................................................................. 3 
DIAGRAM 2. 2 : INTERFACE AFTER REGISTER ........................................................................ 3  
DIAGRAM 3. 1 : INTERFACE HOME ........................................................................................ 4  
DIAGRAM 4. 1 : INTERFACE PROFILE ..................................................................................... 5 

DIAGRAM 4. 2 : INTERFACE CONTACT INFORMATION ........................................................... 6 
DIAGRAM 4. 3 : INTERFACE FINANCIAL INFORMATION ......................................................... 7 
DIAGRAM 4. 4 : INTERFACE SCHOOL INFORMATION .............................................................. 8 
DIAGRAM 4. 5 : INTERFACE HIGHER EDUCATION .................................................................. 9 

DIAGRAM 4. 6 : INTERFACE LANGUAGE QUALIFICATION .................................................... 10 
DIAGRAM 4. 7 : INTERFACE WORKING EXPERIENCE ........................................................... 11  
DIAGRAM 5. 1 : INTERFACE PROFILE PHOTO ....................................................................... 12  
DIAGRAM 6. 1: INTERFACE CHOOSE PROGRAMME .............................................................. 13  
DIAGRAM 7. 1 : INTERFACE APPLICATION HISTORY ............................................................ 14  
DIAGRAM 8. 1: INTERFACE PASSWORD ............................................................................... 15 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

1.0 LOGIN 

i. Type the address https://postgrad.upsi.edu.my/ agency in the url field and the 

interface as below will be displayed 

 

 

Diagram 1. 1: Interface online admission application 

 

 

ii. Please log in using the Identity Card Number and Password that have been 

registered by the previous system administrator. Then, click the Login button. 

 

 
 

Diagram 1. 2 : Interface Login 

 

 

https://postgrad.upsi.edu.my/


 

 

 

 

iii. if user forgot your password. User need to press the forgot password link. 

Display information such as IC number or passport number and email must be 

filled in before resetting.  

 

 
 

Diagram 1. 3 : Interface forgot password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

2.0 REGISTER 

i. If you still do not have a username and password and need to press the register 

button and display as below for the register screen.  

 

 
Diagram 2. 1 : Interface Register 

 

ii. Please log in using the Identity Card Number and Password that have been 

registered by the previous system administrator. Then, click the Login button.  

 

 
Diagram 2. 2 : interface after register 

 



 

 

 

3.0 HOME 

The interface below will be displayed after a successful login to the system. The screen 

displays as below. 

 

 

Diagram 3. 1 : Interface Home 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

4.0 PERSONAL INFORMATION 

The display below is the System interface. There are 7 sections, namely profile, contact 

information, financial information, school information, higher education, language 

qualification and working experience. 

 

a. Profile 

 

i.  To fill in the information, the user needs to complete in the Profile section 

as below by filling in personal information such as gender, marial status, 

race, religion, date of birth, country of birth, state of birth and place of 

birth.    

ii. This includes pressing the upload button to upload an IC or passport image  

iii. Then, click the save button to send the information. The system settings 

display is as below. 

 

 
Diagram 4. 1 : Interface Profile 

         

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

b. Contact Information 

 

i. To fill in the information, the user needs to complete in the Contact 

Information section as below by filling in personal information such as 

address, postcode, city, country, state, email, mobile No, home No, 

office No, press click parmenent address if the address is the same or no 

you can fill in the space as below 

ii. Then, click the save button to send the information. The system settings 

display is as below. 

 

 

 
 

Diagram 4. 2 : Interface Contact Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

c. Financial Information  

 

i. To fill in the information, users need to complete the financial information 

section as below by filling in their own information such as household 

income, no dependency and financial support. 

ii. Then, click the save button to send the information. The system settings 

display is as below. 

 

 

 
 

Diagram 4. 3 : Interface Financial Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

d. School Information  

 

i. To fill in the information, the user needs to complete in the school 

information section as below by filling in their own information such as 

school type, school name, spm result, malay language result and english 

language result. 
ii.  Then, click the save button to send the information. The system settings 

display is as below. 

 

 

 
 

Diagram 4. 4 : Interface School Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

e. Higher Education 

 

i. To fill in the information, the user needs to press the add qualification 

button.  

ii. Then, click the save button to send the information. The system settings 

display is as below. 

 

 
 

         Diagram 4. 5 : Interface Higher Education  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

f. Language Qualification 

 

i. To fill in the information, the user needs to press the add language button 

ii.  Then, click the save button to send the information. The system settings 

display is as below. 

 

 

 
 

Diagram 4. 6 : Interface Language Qualification 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

g. Working Experience 

 

i. To fill in the information, the user needs to press the add working 

experience button 

ii. Then, click the save button to send the information. The system settings 

display is as below. 

 

 
 

Diagram 4. 7 : Interface Working Experience 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

5.0 PROFILE PHOTO 

 

The display below is the profile photo interface. There are two breakdowns in the 

command section as well as uploads. Users need to read the instructions first to make sure 

there are no problems after uploading the picture. 

 

 
 

Diagram 5. 1 : Interface Profile Photo 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

6.0 CHOOSE PROGRAMME 

 

The display below is the Choose Program interface. There are options that allow the user 

to select the appropriate program and what is offered 

 

 
 

Diagram 6. 1: Interface Choose Programme 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

7.0 APPLICATION HISTORY / CHECK STATUS 

 

The display below is the application history interface. A list will be displayed if the user 

has made a program application and the status as a confirmation is approved or not 

approved. 

 

 
 

Diagram 7. 1 : Interface Application History 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

8.0 PASSWORD  

The display below is the password interface. Need to fill in as below. Please check the 

current password on the email if you forgot. 
 

 
 

Diagram 8. 1: Interface Password 


