UMPSA
ADVANCED

SYSTEM USER MANUAL DOCUMENT

MYCREDENTIAL SYSTEM
(APPLY APEL.A T7)
AGENCY NAME : | UMPSA Advanced
DOCUMENT DATE : | 14 OCTOBER 2024

DOCUMENT VERSION 1.2




UMPSA Reference: Topic: Document Version:

ADVANCE"Q UMPSAA/UMS | UserManual System 1.2

i. Content

(IR o = o | (PP i

1. Module and GUIAELINE .c...iin ettt e et s et e eeene s een s e renseenenes 2
1.1. TaN{foTe [8Te3 ( o] o HO TP PPP PP 2
1.2. User Guideline for APEL.A Program ... iiiiiiiiiiie et eeetneteee e ensennsensensansanssnnns 2
First: Create an ACCOUNT ...ttt ettt et et et s et s e raa e eanes 2
SECONA: LOZ IN SYSTeIM e ittt ettt et et ettt saesassansansanssnsassassansensanesnennns 3
THird: APPLY PrOZram ...ttt ettt et et et et et e e eneeneseneensansensennans 4
o8] g g Bl =11 =T o | SO PP P PP PR PR 8
Fifith: APPlLICAtioN STAtUS....iuiiii it et ee e e e e s e e ee e sensansansansanssnasnns 10
Sixth: EMail NOtifiCation .....ceeeiiiiniiiiiiii ettt eea e 10
SeVENTN: APTITUAE TEST .. ittt et et et et s e e e eneeaeseneensensensannan 11
=71 o 14 g B adoT g n o] L] H PP PP PP 13
NINth: INTEVIEW SESSION ..eieiiiiiiii ettt et et et et et e e een e eens 20

i|Page




‘‘‘‘‘‘

UMPSA Reference: Topic:
ADVANCED UMPSAA / UMS

User Manual System

Document Version:
1.2

1. Module and Guideline

1.1. Introduction

The User Manual for the APEL.A Program serves as a guide for users when applying
for the APEL.A program. The procedures outlined in this brief description are intended
to assist and guide users through applying for a program in professional or executive
fields. This manual provides step-by-step instructions to ensure a smooth and efficient
application experience. Additional support resources and contact information are
included in the manual if users encounter any challenges.

1.2. User Guideline for APEL.A Program

First: Create an Account

The user must log in to the MyCredential system first (MyCredential) before starting the process.
If the user does not have an account, they must create one. Users can refer to this (User Manual

Create Account)

P

MYCRH}_I-N TIAL

Home  About Us

User Support

‘ Login

EDUCATION FOr

We provide quality education, up-skilling
courses and learning experiences through \
and recognised programmes. Unlock and
potential here !

No. | Field Name/Button

Mandatory
(M)

Action

Notes

1. | Signlin

The login interface
screen is displayed.
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Second: Log In System

The user needs to insert all the requirements before logging into the system.

Login =%

= Email

Enter email address

&, Password

Enter password

Forgot Password?

Don't have an account? Sign Up

Recover email? Click here to recover

X

1. | Email Address M In the Email Address
field, enter the email
address.

2. | Password M In the password field,

enter the data.

3. | LoglIn

Click
LOGIN

The user will
successfully log in to
the system if the
password matches the
username.
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Third: Apply Program

The interface will show below after the user successfully logs in to the system. Users need to go

to the Home menu.

£

MYCREDENTIAL

138 GUald) i Laasla (s 35 9)

UNIVERSITI MALAYSIA PAHANG
AL-SULTAN ABDULLAH

Professional

e Your View As : STUDENT

UMPSA
ADVANCED

UnIPSAS

takamul + tarbiah « tajdid

1 Dashboard  Profile Review Application Credit Claim  Payment EduTourism

AN

SHTSE APVANEES “ b o

No. | Field Name/Button

Mandatory
(M)

Action

Notes

=

Menu

Click Home Menu

2. | Institution

Click UMPSA

The system will display all the programs under "UMPSA Institution." To enroll in APEL, please
follow the provided instructions.

(& \
DIRECT

INTAKE

I3 N/ 3, | PART
g i’ ¥ | TIME
"4 | DEGREE

DEGREE DIRECT INTAKE DEGREE PART TIME

MICROCREDENTIAL
-NT!
Gl foced

SELF-PACED
MICROCREDENTIAL

No. | Field Name/Button

Mandatory
(M)

Action

Notes

1. | Program

Click Home Menu
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The system will display the details of the selected program on the next page. Users must select
the APEL (T7) program. Local users should navigate to the "Local" section, while international
users should proceed to the "International" section.

APEL (T6) APEL (T7)

RM370 UsSD560

APEL (T7)

RM560

REGISTER NOW

No. | Field Name/Button | Mandatory Action Notes

(M)
1. | APEL (T7) Click REGISTER NOW

The form will appear as shown below after the user clicks the REGISTER NOW button.
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Personal Info

* Indicates required field

Copy of |dentification | Salinan Kad Pengenalan * :

Mo file chosen

MyKad No. | Ne. MyKad ( without "-" ) :

Full Name | Nama Penuh ™ :

Date of Birth | Tarikh Lahir :

Please upload using POF, DOCX, PG, IPEG & PNG file only: Maximum size of each file is 3MB.

Gender | Jantina:

Email | Emel :

Mailing Address | Alamat Surat-Menyurat * :

Country | Negara * :

--- Select Country --- ~

Enter your mailing address | Sila isi kan alamat surat-menyurat

State | Negeri ™ :

--- Select State ---

District | Daerah * :

--- Select District --- hd

City | Bandar™ :

--- Select City --- ~

Bidang untuk Melanjutkan Pengajian” :

Cadangan Institusi untuk Melanjutkan Pengajian® :

Ejen:

--- Please Select ---

4

Postcode | Poskod * :

--- Select Postcode ---

Academic Background | Latar Belakang Akademik”

-Press button below to add Academic Background

Academic Qualification

Select

Working Information | Maklumat Pekerjaan *
Press button below to add Working Information

Name of company Position Held

Institution/Awarding Body/School

& using PDF, DOCX, JPG, JPEG & PNG file only. Maximum size of file is less than 4MB.

Year Awarded

2024 ~

Job Description

Evidence of Learning Action

Choose Files | No file chosen n

From To Action
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Language Listening Reading Speaking Writting Action
Mame Position Organisation Mobile Email Relationship Relationship Length Action
No. | Field Name/ |Mandatory Action Notes
Button (M)

1. | Copy of M Upload the required documents | Document format must
Identification which are: only be in PDF, DOCX,
Card 1. Copy of Identification JPG, JPEG, and PNG.

The maximum allowed file
size is up to 3 MB only.

2. | Address M Insert all information in the required
form.

3. | Field to M Please enter the field of study you

Continue wish to pursue. Make sure it aligns
with  your qualifications and
interests.

4. | Suggested M Please enter the institution or
Institutions for university where you plan to study.

Further
Studies

5. | Agent Please select the name of the agent
promoted to you from the available
list. If none, please proceed to the
next field.

6. | Form Field M Insert all the required information in | The uploaded document
the form by CliCking the button copies must be verified by
and f|”|ng in a" the prOVided fle|dS the group as stated above.
In the Academic Background
section, the user is required to
upload the evidence of learning.

7. | Submit M Click .

After the user clicks the 'Submit' button, the system will display a confirmation as shown below.
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Confirmation

V)

| declare that all the information and documents above are true,
and Universiti Malaysia Pahang reserves the right to reject this
application if the information and documents are found to be
FALSE or INCOMPLETE.

Are you sure all the details correct and proceed to submit the
application form?

o L] 2

No. | Field Name/Button | Mandatory Action Notes
(M)
1. | To proceed with the If there are no issues with | The payment
process the filled information, click | notification popup
the [Emumgtton for the next
process.
2. | To review back Click the [E* button if the
applicant wants to review
the information again.

Fourth: Payment

After the user successfully registers for the program, the payment notification will pop up to inform
the applicant to proceed to make a payment as shown below.

mycredential-b.com says

You have registered! Please proceed to make payment.

The screen below displayed the payment info page.
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Payment Info

Payer's Name:

Payer's e-Mail:

Payer's Phone No.:

Pay For:

APEL - T6

Payment Currency:

Amount to Pay:

Choose a payment method:

{OFPX VISA &=
] o]

1. | Payment Method Choose the payment
method.

After the applicant successfully makes the payment, the success notification will pop up as below.

Successfully paid! You will be
redirected to your dashboard
and Kindly wait for approval
within 3-S5 working days for
admin checking. TQ.
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Fifith: Application Status

Users can view the status of their program applications following the steps outlined below.

1 Review Application | Credit Claim  Payment Data Verification  Finance

Home  Dashhoard

Application Status

Accepted Offer

* Your View As: STUDENT

No. | Field Name/Button | Mandatory Action Notes

(M)

Click Review
Application Menu
Click the Application
Status submenu.

1. | Menu

2. | Submenu

The system will display the application status page. Click the APEL menu to view the application
status.

Application Status
PROFESSIONAL/EXECUTIVE DIRECT INTAKE (MUST) MICROCREDENTIAL TALENT TECH APEL RESKILLING/UPSKILLING
10 items/page x
No 1 Level Apply Date Status Payment Remarks Details Dashboard
1 APEL T-7 (ljazah 15-03-2024 m All been verified 000 ¥ Click
Sarjana) 11:20:27

Sixth: Email Notification

If the application is successful, the user will receive an email and the application status will be
changed to verified.

Application Status
PROFESSIONAL/EXECUTIVE DIRECT INTAKE (MUST) MICROCREDENTIAL TALENT TECH APEL RESKILLING/UPSKILLING
10 items/page fimed X
No 1 Level Apply Date Status Payment Remarks Details Dashboard
1 APEL T-7 (ljazah 15-03-2024 m All been verified 000 v Click to View
Sarjana) 11:20:27
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Confirmation Application APEL.A 5 nbex =

APEL UMP <apelump@umpsaadvanced.edu.my> Thu, Mar 14, 3:58PM (4 daysago)
tome -

Congratulations!

Tahniah!

Your application under has been successfully approved by UMP Advanced.
Kindly inform that you can proceed to take Aptitude Test and update your portfolio.

Log In Here

Seventh: Aptitude Test

After the application succeeds, the user must sit for an aptitude test. The guidelines below outline
the steps for the user to take the aptitude test.

Application Status

PROFESSIONAL/EXECUTIVE DIRECT INTAKE (MUST) MICROCREDENTIAL TALENT 1 APEL RESKILLING/UPSKILLING

10 items/page ‘ x ‘
No 1. Level Apply Date Status Payment Remarks Details Dashboard
1 APELT-7 (ljazah  15-03-2024 E3 All been verified 000 2
Sarjana) 11:20:27
1. | Menu Click APEL Menu
Menu Klik Menu APEL
2. | Dashboard Click the Click to View
Dashboard Klik Click to View

The APEL Dashboard page is displayed as shown below. Users can view the progress bar for
the aptitude test and the notification section. To take the aptitude test, users need to go to the
LMS.
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Home Dashboard Profile Review Application Credit Claim Finance Payment Data Verification

(] 5
*  Your Vi STUDENT

Dashboard APEL.A Personal Details Details of Learning Acquired Self Declaration

Progress Aptitude Test Progress Portfolio

#= KeepitUp!
Notification

You can now proceed with Aptitude Test.

Please proceed to LMS to take the aptitude test.

No. | Field Name/Button | Mandatory Action Notes
(M)
1. | LMS Click U‘DH
LMS

The system will redirect the user to the LMS page. The screen will be displayed as below. The
users can only answer the assigned test set.

)

CRED-B UMPSA UMPSA ADVANCED + UNIPSAS Q Search [:l hd

Dashboard

1 0 0 5’319

Courses Enrolled Courses Completed Activities Completed Activities Due
My enrolled courses

™= APELT6 +

Show/Hide courses

Once the user completes the aptitude test, they can return to the APEL Dashboard page in
MyCredential to view their score and update their portfolio. Additionally, the user will receive the
result of the aptitude test through email notification.
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. APEL UMP <apelump@umpsaadvanced.edu.my> 232PM(0hoursage) % @ &

@ <o

Dear A H %

Congrats! You have PASSED the Aptitude Test for APEL.A (T7). Now, you can proceed to submission of
portfolio by clicking the button at below.
Please be informed that the last submission portfolio for assessment on (01 April 2024)

Click Here to Proceed

**Please note that this is an automatically generated email. Please DO NOT reply to this email

Regards,
APEL UMP Team

Eighth: Portfolio

Next, users need to update their portfolios. Ensure all required information is completed and in
English. Attachments must be verified by an authorized individual, like a government official or
lecturer, who should sign or stamp with their name and contact details. Follow the steps below
to complete the portfolio.

Dashboard APEL. A Personal Details Details of Learning Acquired Self Declaration

0 10
S—
Progress Aptitude Test Progress Portfolio

= Keep it Up!
Notification

You can now proceed with Aptitude Test.

Please proceed to LMS to take the aptitude test.

You can proceed to complete the i
Click here to update your Portfolio

1. | Portfolio Click “Click here to update
your Portfolio” to update it.
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There are several portfolio sections that applicants need to update:

1. Personal Details

Dashboard APEL.A Personal Details 1 ails of Learning Acquired Self Declaration

Portfolio for Bachelor's Level APEL.A > Personal Details

[# Please upload image

Personal Details

Level : APEL T-6 (ljazah Sarjana
Muda)

Reference Number : APELO6/110

Full Name : SYIKIN

MyKad Number/Passport : 000214061010

Intended Field of Study/Programme

1. | Menu Click the Personal Detail
menu

2. | Upload Picture Users need to upload the
image.

2. Details of Learning Acquired

Dashboard APEL.A Personal Details Details of Learning Acquired K Self Declaration

Portfolio for Bachelor's Level APEL.A

A\ Please complete your portfolio in English only.

A\ A certified copy of the document shall be authenticated by a Group A Government Officer/Principal/School Principal/Assistant Senior
Teacher/Representative of the People/Chief/Headman/Village Head/Chairperson of the Village Progress and Safety Committee (JKKK)/Tribal Chief/Head of
State/Commissioner for Oaths. The official stamp or witness shall bear the name and position of the officer, as well as the department or address where the
officer is stationed.

Certificated Learning Experiential Learning Training Language Competency Self Assessment 3
Certificated Learning / Formal Learning
: + Add
Please start with the most recent.

Title of Level Awarding Duration Year Attach Attach
Certification =~ Award Body Component Grade of Study Awarded Competencies Transcript Evidence Action
Test Certificate Taylor 3years 2019 v Generic: View View

University Social,

Entrepreneurship
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No. | Field Name/Button Marzﬁl/le;tory Action Notes
1. | Menu Click the Detail of Learning
Acquired menu
2. | Learning Section Users can choose which section
they want to update.
3. | Add Click the “Add” button to add
details in the academy section.

When the user clicks the "Add" button, a form will pop up as shown below.

Certificated Learning

Year Awarded * 2024

Title of Certification *

Level of The Award * Select Level
Awarding Body *

Competencies* OGeneric Skills

(ONumerical Skills
(JCommunication Skills
Oinformation Management Skills
OKnowledge

OPractical Skills
(DSelf-Reflection

* Please refer Appendix for a description of competencies.

Attachment of Evidence * Choose File | No file chosen

* Re-uploading will replace existing attachment.
* Please make sure your attachment below than 2MB.

*JPG, JPEG, PNG & PDF files are allowed to upload

Bz

No. | Field Name/Button | Mandatory Action Notes
(M)

1. | Certificate Form Insert all information in
the required form.

2. | Add Click

If users are unsure or do not know which section to add regarding formal learning, informal
learning, or non-formal learning, they can refer below.

Learning Details

a. Formal Learning - (Certification)

b. Informal Learning - Career Experience - Other activities; hobbies, sports, community
service, etc.
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c. Non-Formal Learning - training, seminars, workshops, conferences, etc

LIST OF EVIDENCE

Evidence that can be provided by the applicant

Direct Evidence

Indirect Evidence

Certificate
Certificate

such as.
+ School Certificate
- Statement of Results
- Courses followed at work

You can provide a copy of your qualifications

Written records

You may provide a copy.
« Diary
« Records
«Journal
« Articles

Examples of Work
You can provide example tasks/
work like.

« Drawings or pictures

+ Reports

- Written materials

« Projects

- Objects

« Artwork

Email
You can provide copies of email
communications that can confirm your claim
such as.

« Customer feedback

+ Work activities.

« Written skills

Record of activities at work
You can provide documents that can verify
your activities at work.

- Notes

« Email

- Complete paperwork

- Employment agreement
- Contract

Letter of support

You can provide a copy of a supporting letter
that can verify the claim from.

- Employer

- Community groups

- Clients you have worked with
(paid or voluntary work)

Documents
You can provide copies of evidence that
show what you have achieved in your life.

- Media articles
- Awarding of honors

16|Page



UMPSA Reference: Topic: Document Version:

ADVANCED UMPSAA/UMS | UserManual System 1.2

For existing data, users can view and update it. The steps below show the actions that users
can perform.

Certificated Learning Experiential Learning Training Language Competency Self Assessment

Certificated Learning / Formal Learning

+ Add
Please start with the most recent.

Title of Level Awarding Duration Year Attach Attach

Certification ~ Award Body Component Grade of Study Awarded Competenc “ranscript Evidence Actior

2

Test Certificate Taylor 3years 2019
University Social,

v Generic:

=+ Component

# Edit
W Delete

Entrepreneurship
& Ethics Skills

+ ICT and
Lifelong
Learning Skills

1. | Action Click ssc « to view the
list of action

2. | View Click View to view the
attachment

3. | List Action Choose the action that
the user wants to
perform.

i. Component:

Users can add new
components or
subjects to their
certification,
customizing their
details to meet their
specific needs.

ii. Edit: Users can
modify and update
existing data

ii. Delete: Users can
remove unwanted
or obsolete data
from their records
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3. Referees

Dashboard APEL.A Personal Details Details of Learning Acquired Referees 1 Declaration

Portfolio for Bachelor's Level APEL.A > Referee

Referee

List of Referees (relevant to work situation)

Referee 1

Name:

Vanithaa Ponaiah

Position :

Manager IT

Office No. :

haa@gmail.com

| [ Edit | W Delete

Organization :
Pipeline Network

Mobile No. :
0109135675

Relationship :

Supervisor

:

1. | Menu Click Referee menu

2. | Add Click the “Add” button to
add a referee.

3. | Edit Click @ to update
the referee details

4. Self-Declaration

The last step for the portfolio is the self-declaration. Users need to complete the aptitude test first
before answering the self-declaration. If not, the portfolio will not be submitted for evaluation.

Dashboard APEL.A Personal Details Details of Learning Acquired Self Declaration 1

Portfolio for Bachelor's Level APEL.A > Self Declaration

Self Declaration

| accept the|Terms and Conditions.
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No. | Field Name/Button Marzlc\j/lz;tory Action Notes
1. | Menu Click the Self

Declaration menu
2. | Acceptance Tix the box
3. | Term & Condition Click Term & Condition

to read the condition
4. | Confirm Click [Z31IH button for the

Pasti next step.
X

Self Declaration

<

I hereby declare that all of the information/documents provided to support this
application are authentic, true and accurate. | fully understand the Terms and Conditions
of the application and agree that my application will be rejected if | have falsified any

-,

Action Notes

information in any way.

No. | Field Name/Button MarEdMa;tory

1. | Yes Click

After the user clicks the "Yes' button on the Self Declaration, the portfolio will be submitted to the
assessor for evaluation, and the user will receive an email notification informing them that the
evaluation process will take place within 14 working days.

Portfolio for Bachelor's Level APEL.A > Self Declaration

Self Declaration

Thank you! You have successfully accepted the declaration based on this Terms and Conditions.

ved by UMPSA Advanced Education Sdn Bhd ©
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Portfolio APEL.A (T7) Inbox -

tome v

I.» APEL UMP <spelump@umpsaadvanced.edu.my> Sat, Mar 16,1242PM (3caysage) %y @ €

Dear A i

We have received your portfolio! Kindly wait for assessor evaluation within 14 working days. Thank you.
Click Here
*Please note that this is an automatically generated email. Please DO NOT reply to this email

Regards,
APEL UMP Team

After the evaluation process is completed, the user will receive the result via email notification.
The email will be structured as follows.

Portfolio APEL.A insexx

(@ APELUMP Mon, 1BMar, 1146 (23hourssge) ¢ @ @
@ v

Congrats! You have PASSED the Portfolio and Interview for APEL.A (). For certification, MQA will be

given to you personally.
Click Here to Proceed
**Please note that this is an automatically generated email. Please DO NOT reply to this email

Regards,
APEL UMP Team

Ninth: Interview Session
For the interview session, the user will receive an email with their scheduled interview details,

allowing them to access the necessary information. When the interview date arrives, the user can
click the link to proceed.
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APEL.A (T7) Interview Evaluation b

[ APEL UMP -=pelump@umpsasdvanced edu my=
! tomew

You have an upcoming APEL.A interview scheduled for:
Interview Date: Wed, 3 April 2024

Please take note that you must complete and pass your portfolic before the interview date. Make sure
to prepare thoroughly for the interview. Good luck!

Assessor Information

Assessor 1:
Assessor 2: li

Google Meet Link: Click Here

*“Please note that this is an automatically generated email. Please DO NOT reply to this email

Sat, Mar 16, 1245PM (3dsysage) ¢ @ H
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