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1 STUDENT TRAINING APPLICATION 
 

1.1 Online Training Application 

 
Online Training Application facilitates postgraduate student to view training calendar and apply 

for training or workshop through the web browser. 

 

 

Figure 1.1 – Training Summary Attended Interface 

 

1.1.1 Accessing Training Application 

 
1. The application is grouped under ACADEMIC menu. The link is located on the left of 

your screen. See Figure 1.2. 

 

Figure 1.2 – ACADEMIC Entry Hyperlink 

 

2. A single click on the hyperlink will list down all modules grouped under ACADEMIC 

menu.  

3. Select Training hyperlink to view the information and function provided. Training 

hyperlink is located on the left of your screen. See Figure 1.3. 
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Figure 1.3 – Training Link 

 

4. It will display the Training Summary Attended Interface. See Figure 1.1. 
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1.2 Viewing Training Calendar 

 
This section allows user to view training calendar. The steps are as follows. 

 

 

Figure 2.1 – Training Calendar Interface 

 
1. Referring to Figure 1.1, click on the Training Calendar button to view the list of offered 

training. It will display the Training Calendar Interface. See Figure 2.1. 

2. Select year from the drop down list labeled Year and organizer from the drop down list 

labeled Organizer. It will display the list of training applications for the selected year and 

organizer. See Figure 2.1. 

3. Click on the training date hyperlink to view details information for the selected training. It 

will navigate to the Training Details Interface. See Figure 2.2. 
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Figure 2.2 – Training Details Interface 
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1.3 Submitting Training Application 

 
The descriptions for the application process are as follows.  

 

 

Figure 3.1 – Training Application Interface 

 

1.3.1 View for Training Details 

 
1. Select Training Application from the drop down list labeled Option. It will display the 

View Training Planner interface. See Figure 3.2. 

 

 

Figure 3.2 – Training Planner Interface 
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2. Select year from the drop down list labeled Year,  month from the drop down list labeled 

Month and organizer from the drop down list labeled Organizer. It will display the list of 

training applications for the selected year, month and organizer. See Figure 3.2. 

3. Click on the Details hyperlink to view details information for the selected training. It will 

display the Training Details Interface. See Figure 3.3. 

 

 

Figure 3.3 – Training Details Interface 
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1.3.2 Apply for Training 

 
1. Select Training Application from the drop down list labeled Option. It will display the 

View Training Planner interface. See Figure 3.2. 

2. Select year from the drop down list labeled Year,  month from the drop down list labeled 

Month and organizer from the drop down list labeled Organizer. It will display the list of 

training applications for the selected year, month and organizer. See Figure 3.2. 

3. Click on the Apply hyperlink to apply for training. It will display the Training Application 

form. See Figure 3.4. 

 

 

Figure 3.4 – Training Application Form 

 

4. Enter the relevant information on the following areas as shown on Figure 3.4: 

i. Role: Select role from the drop down list labeled Role.  

ii. Training Benefit: Key-in reason for applying. 

5. Click on the Submit button to submit the application.  

6. It will display successful message of the application submission. See Figure 3.5. 

 

 

Figure 3.5 – Successful Message of the Application Submission 

 

7. Click on the Return to Training Planner hyperlink to navigate back to the View 

Training Planner interface. See Figure 3.2. 
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1.4 Viewing Application Status 

 
This screen allows user to view status of training application. The steps are as follows. 

 

 

Figure 4.1 – Training Attended Interface 

 
1. Referring to Figure 3.1, select Training Attended from the drop down list labeled 

Option. It will display the Training Summary Attended Interface. See Figure 4.1. 

2. Select month from the drop down list labeled Month and year from the drop down list 

labeled Year. It will display the list of training applications for the selected year. See 

Figure 4.1. 

3. Click on the Details hyperlink to view details information for the selected training. It will 

navigate to the Training Details Interface. See Figure 2.2. 
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1.5 Canceling Training Application  

 
The description for the canceling process will be describes as follows. 

 

 

Figure 5.1 – Training Summary Attended Interface 

 
1. Referring to Figure 5.1, click on the Cancel hyperlink to cancel the application. It will 

navigate to the Cancel Training Application Interface. See Figure 5.2. 

 

 

Figure 5.2 – Cancel Training Application Interface 

 

2. Key in reason for the cancellation on the Reason for Cancellation textarea and click on 

the Submit button. The confirmation message box will be shown as in Figure 5.3. 
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Figure 5.3 – Confirmation Message Box 

 

3. Click on the OK button. It will bring up to the page that displays successful message for 

cancelling the application. See Figure 4.5. 

 

 

Figure 4.5 – Successful Cancellation Alert Message 

 

4. Click on the OK button. Figure 5.1 above will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 


