start

Update your resume:
1. Knowledge (Pengetahuan)
2. Experience (Pengalaman)
3. Referee (2 person)

Register LI in SMP
during pre-registration period in
the end of Semester I.
Failure to register will deem your
LI INVALID and NOT CREDITED

Apply for placement in companies:
*Permohonan LI
1. Select session (semester)
2. Choose companies based on: State/ Industry/ Sector/ Name
3. Click on the company name and save. The selected companies will be listed in 'Senarai Syarikat yang telah dimohon
If the company is NOT in the list, email your dept LI coordinator the following details:
1. Compan: IE Number; 2. Company Name ; 3. Type
4. Address: 5. Phone/Fax

Ij

Go to 'Senarai Dokumen LI and print (or save to PDF) the following documents:
1. Surat Pengenalan Fakulti, 2. Resume, 3. Surat Akuan Perlindungan Insurans Berkelompok

and mail them MANUALLY either by email or snail mail to the respective companies that you have applied

R:(;:lvled Follow up with
ply calls/ emails
from company? No

Go to 'Kemaskini Status
Tawaran'

1. On the company that gave

you the reply that they did not

offer, click 'Ditolak'

Is it an offer
for LI placement?

Go to 'Kemaskini Status Tawaran'
1. On the company that you reject
the offer, click 'Ditawar & Ditolak;
2. Write down the reason (or accept
the predefined reason) and click

1. Print out the company's reply form .
Make sure the company replies with
signature from company representative.
2. Print out the UTeM's reply form
(itis the second page of
‘Surat Pengenalan Fakulti)

3. Bring BOTH to your dept coordinator

Company replies
with UTeM's
reply form?

Meetlemail your dept LI
coordinator with the reply form
for placement consultation

No

Does your coordinator
support your choice?

Scan and upload the document under
Yes "Kemaskini Status Tawaran'.
1. Select your session (semester)
2. 0n the company that you agreed to accept the offer,
click ‘Ditawar & Terima'
3. Upload the document. (if it is multiple page,
make sure you merge the PDF first)

!

Email/contact your dept's LI coordinator to 'Verify' your choice. Once it is
verified, the button to print out the acceptance letter will be available.

No
0 you have verification
for placement
from LI coordinator?

1. Printout (or save to PDF) 'Surat Penerimaan Pelajar’
. Email or snail-mail it to the company that you have accepted the offer
3. Print out 'Surat Akujanji dan Gantirugi' (COMPULSORY) and
get your guarantor to sign (it can be your mom, dad
or next door neighbor if he's willing to pay the liability),
then bring it to your department coordinator

No

o 1. Printout (or save to PDF)

Do you have approval yf&‘i‘gﬂiﬁ;r Do you have ofers ‘Surat Penolakan Pelajar’
i D 9
for your industrial raining €=y, :Approve' your that you rejected? | [COMPULSORY)
placement? it 2. Email or snail-mail it o the company
Pl that you have rejected the offer
Yes

Wait for LI to begin

1. Print out (or save pdf) ‘Surat Lapor Diri (Report Duty Letter)
2. Bring the letter and all the documents stated in the letter end
on your first day at the company and give them to HR



