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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) 

 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Sign In 
 

 Click 
 

The login interface 

screen is displayed 

 

 

 

1
, 

https://cred-b.com/CredB/index.php
https://drive.google.com/file/d/12RwZe7LeLzcCxB9z8rU_GNSPdZVghiqY/view?usp=sharing
https://drive.google.com/file/d/12RwZe7LeLzcCxB9z8rU_GNSPdZVghiqY/view?usp=sharing
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Second: Log In System 

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

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Email Address 
 

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

 

2. Password 
 

M In the password field, 
enter the data. 

 

3. Log In 
 

 Click  
 

The user will 

successfully log in to 

the system if the 

password matches the 

username. 

 

  

1
, 

2
, 

3
, 
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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. 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. 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. 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Program  Click Home Menu  

 

1
, 

2
, 

 

1
, 
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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. 

 

  

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. APEL (T7)  Click REGISTER NOW   

 

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

1
, 
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No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Form Field. 
 

M Insert all information in 
the required form. 
Upload all the required 
documents which are: 
1. Copy of Identification 
2. Academic Evidence 

The document should be 

in PDF, DOCX, JPG, 

JPEG, or PNG format and 

must not exceed 3 MB in 

size. Additionally, it needs 

to be endorsed by an 

authorized individual, 

such as a government 

official, principal, teacher, 

or community leader, who 

should sign or stamp it 

with their name, job title, 

and contact details. 

2. Submit  Click 
 

  

 

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

  

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. To proceed with the 
process 
 

 If there are no issues with 
the filled information, click 
the             button for the  
next process.  

The payment 

notification popup  

 

2. To review back 
 

 Click the   Back button if the 
applicant wants to review 
the information again. 

  

 

1 2
, 
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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. 

 

 

The screen below displayed the payment info page. 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Payment Method 
 

 Choose the payment 
method 

  

 

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

 

 

 

 

1 
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Fifith: Application Status 

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

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Menu  Click Review 
Application Menu 

 

2. Submenu 
 

 Click the Application 
Status submenu 

 

 

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

status. 

2

, 

1
, 
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Sixth: Email Notification 

If the application is successful, the user will receive an email and the application status will be 

changed to verified. 

 

 

 

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. 
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No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Menu 
Menu 

 Click APEL Menu 
Klik Menu APEL 

 

2. Dashboard 
Dashboard 

 Click the Click to View 
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. 

 

 

 

 

 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. LMS 
 

 Click  
 

 

2

, 

1
, 

1

, 



 

Reference: 
 UMPSAA / UMS 

Topic: 
User Manual System 

Document  Version: 
1.1 

 

12 | P a g e  
 

 

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. 

 

 

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. 

 

 

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. 
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No. Field Name/Button 
Mandatory 

(M) 
Action Notes 

1. Portfolio 
 

 Click “Click here to update 
your Portfolio” to update it. 

 

 

 

  

1 
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There are several portfolio sections that applicants need to update: 
 

1. Personal Details 

 

No. Field Name/Button 
Mandatory 

(M) 
Action Notes 

1. Menu 
 

 Click the Personal Detail 
menu 

 

2. Upload Picture 
 

 Users need to upload the 
image. 

 

 

 

2. Details of Learning Acquired 

 

1 

2 

1 

2 3 
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No. Field Name/Button 
Mandatory 

(M) 
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. 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

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.  

1 

2 
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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 

You can provide a copy of your qualifications 

such as. 

• School Certificate 

• Statement of Results 

• Courses followed at work 

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

can perform. 

 

No. Field Name/Button Mandatory 

(M) 

Action Notes 

1. Action 
 

 Click             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 

iii. Delete: Users can 
remove unwanted 
or obsolete data 
from their records 

 

 

  

1 2 

3 
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3. Referees 

 

No. Field Name/Button 
Mandatory 

(M) 
Action Notes 

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. 

 

 1 

2  

3 

 1 

2   3 

 

 
4 
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No. Field Name/Button 
Mandatory 

(M) 
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 
Pasti 

 Click button button for the 
next step.  

 

 

 

No. Field Name/Button 
Mandatory 

(M) 
Action Notes 

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. 

 

1 
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After the evaluation process is completed, the user will receive the result via email notification. 

The email will be structured as follows. 

 

 

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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