
FOR SEMESTER 7



INTRA MANAGEMENT System

THEN CLICK ON LOG IN BUTTON

NEW ACCOUNT REGISTRATION SECTION PAGE



FOR THE NEXT VISIT, STUDENTS NEED TO CLICK LOGIN.
THEN, KEY-IN USERNAME (STUDENT ID NUMBER) 
AND PASSWORD CREATED EARLIER.

IF  A NOTIFICATION APPEARS AS SHOWN KINDLY REFER 
TO INTRA OFFICE FOR FURTHER CLARIFICATION

TO



TO SOURCE NEW PLACEMENT:
GO TO IMS STUDENT PORTAL >  CLICK COVER LETTER LINK

STUDENTS ARE ABLE TO CREATE COVER LETTER AND INTRA
ACCEPTANCE FORM BY CLICKING ʻHEREʼ LINK ON THE 
COVER LETTER PAGE

TOTO

FOR PLACEMENT



STUDENTS ARE ABLE TO CREATE COVER LETTER AND INTRA
ACCEPTANCE FORM BY CLICKING ʻHEREʼ LINK ON THE 
COVER LETTER PAGE

TOTO

OR



STUDENTS NEED TO FILL-IN THE FORM WITH COMPANY 
DETAILS AND A COMPLETE ADDRESS.

ONCE DONE COMPLETING THE FORM, CLICK ON THE 
ʻSUBMITʼ BUTTON.

IF THE COMPANY ALREADY EXIST, STUDENTS CAN 
MAKE A SELECTION BY CLICKING ON ʻSELECTʼ BUTTON.

SEARCH A COMPANY NAME AND CLICK ON SELECT BUTTON

AFTER CLICKING SELECT BUTTON, POP-UP BOX WILL 
APPEAR WITH MESSAGE “REQUEST SUCCESSFULLY 
REGISTERED. PLEASE NAVIGATE TO APPLICATION 
HISTORY TO ACCESS THE LETTERS”. 

TO VIEWTO

OR



STUDENTS NEED TO FILL-IN THE FORM WITH COMPANY 
DETAILS AND A COMPLETE ADDRESS. TO VIEW THE CREATED INTRA APPLICATION.

GO TO IMS STUDENT PORTAL THEN FIND 
 APPLICATION HISTORY PAGE.

STUDENTS ARE ABLE TO VIEW COMPANY LIST THAT 
HAS BEEN SELECTED EARLIER.

EXAMPLE: THE STUDENT HAS APPLIED FOR  TWO 
DIFFERENT COMPANIES. 

TO VIEW



COVER 
ACCEPTANCE 

DOCUMENTS TO THE RESPECTIVE COMPANY BY MAIL 
OR EMAIL: COVER LETTER/ACCEPTANCE FORM/RESUME
NEXT, THE COMPANY IS REQUIRED TO COMPLETE THE 
INTRA ACCEPTANCE FORM AND REVERT IT TO THE 
INTRA OFFICE. 

THE COMPANY WILL RESPOND TO THE STUDENTSʼ 
APPLICATION BY SUBMITTING THE COMPLETED FORM 
TO INTRA OFFICE OR STUDENT.

PLEASE REFER TO NEXT PAGE ON THE 
SUBMISSION METHOD FOR INTRA OFFICE OR 
STUDENTS

THEN, STUDENTS NEED TO DOWNLOAD, PRINT AND 
SUBMIT PERSONALLY THESE THREE 



COVER LETTER/ACCEPTANCE FORM/RESUME

IF THE SUBMISSION GOES TO INTRA OFFICE, 
INTRA OFFICE WILL UPDATE THE STATUS OF 
COMPANY ACCEPTANCE IN CRM AND THIS 
STATUS WILL APPEARS ON THE STUDENT 
PORTAL. HENCE, STUDENTS NEED TO VIEW THE 
APPLICATION HISTORY PAGE TO CHECK THE 
COMPANY ACCEPTANCE STATUS. IF STUDENTS 
ARE KEEN TO PURSUE INTRA WITH THE 
COMPANY, THEY NEED TO COME TO THE INTRA 
OFFICE  TO SIGN THE ACCEPTANCE FORM 
(STUDENT ACCEPTANCE). 

SUBMISSION
METHOD  FOR
INTRA OFFICE SUBBMISSION STUDENTS SUBBMISSION 

IF THE COMPANY RESPONDED PERSONALLY 
TO THE STUDENT, THEY ARE  RESPONSIBLE TO 
INFORM AND REVERT  THE COMPLETED 
ACCEPTANCE FORM TO INTRA OFFICE.



STUDENTS SUBBMISSION 

TO VIEW

STUDENTS ARE ABLE TO VIEW WHICH COMPANIES 
HAVE RESPONDED TO THEIR APPLICATION(S) AT 
APPLICATION HISTORY PAGE.
KINDLY REFER TO THE COMPANY ACCEPTANCE 
COLUMN TO CHECK THE STATUS OF THEIR 
APPLICATION(S). THE STATUS, NAMELY ACCEPTED, 
PENDING AND REJECTED WILL  APPEAR ON THE 
SCREEN. 

THE STUDENTS ARE ADVISED TO CHOOSE ONLY ONE 
(1) COMPANY. PLEASE CHECK THE COMPANY 
BACKGROUND AND IT IS ADVISABLE FOR THE STUDENT 
TO SECURE PLACEMENT RELATED TO THEIR PROGRAM 
FIELD. 



STUDENT
TO UPDATE

KINDLY SUBMIT THE INTRA ACCEPTANCE FORM TO 
INTRA OFFICE AND COMMUNICATE ACCORDINGLY 
WITH THE COMPANY ON THE CONFIRMED PLACEMENT. 

AFTER THE INTRA HAS COMMENCED, STUDENTS ARE 
PROHIBITED TO CHANGE PLACEMENT WITHOUT ANY 
CONCRETE REASON. PLEASE LIAISE WITH THE INTRA 
OFFICE FOR THE ACTUAL PROCEDURE.

NEXT, THE STATUS OF STUDENT ACCEPTANCE WILL 
CHANGE TO ACCEPTED AND THE STATUS OF HARD 
COPY SIGNED BY STUDENTS WILL CHANGE TO YES.

THEN, THE HYPERLINK OF CONFIRMATION LETTER AND 
REPORT DUTY FORM WILL BE ENABLED.



REPORT
DUTY
TO DOWNLOAD

CONFIRMATION 
&

REPORT DUTY FORM

CONFIRMATION LETTER

STUDENTS ARE ABLE TO DOWNLOAD, PRINT AND 
SUBMIT THIS DOCUMENT TO THE COMPANY ON THE 
FIRST DAY OF INTRA:

REPORT DUTY FORM. CLICK ON THE REPORT DUTY 
LINK TO DOWNLOAD THE FORM.



FOR SEMESTER 8

CLICK CHOOSE FILE TO UPLOAD THE COMPLETED REPORT DUTY FORM. 
THEN CLICK SUBMIT WHEN DONE.



INTRA
TO UPDATE

ONCE INTRA COMMENCES,  STUDENTS NEED TO DO 
THE FOLLOWING PROCEDURE BELOW:

INTRA UPDATES
CLICK ON INTRA UPDATES LINK TO UPDATE SITE 
ADDRESS, UPDATE COMPANY SUPERVISOR DETAILS 
AND UPLOAD REPORT DUTY FORM. 

UPDATE SITE ADDRESS
ALL STUDENTS ARE COMPULSORY TO UPDATE THEIR 
SITE ADDRESS.IF STUDENTS ARE ASSIGNED  TO A NEW 
LOCATION DURING INTRA, PLEASE UPDATE THE 
ADDRESS ACCORDINGLY. 

SUBMIT COMPLETED REPORT DUTY FORM 

COMPANY SUPERVISOR DETAILS
STUDENTS NEED TO KEY-IN THE CORRECT COMPANY 
SUPERVISORʼS EMAIL ADDRESS. SYSTEM WILL
ACTIVATE THE COMPANY SUPERVISOR PORTAL AND 
PROMPT THE COMPANY SUPERVISOR WITH THE EMAIL 
ADDRESS PROVIDED IN INTRA UPDATES. PLEASE 
COMMUNICATE WITH YOUR COMPANY SUPERVISOR TO 
ENSURE THAT THEY ARE ABLE TO ACCESS THE PORTAL.

CLICK CHOOSE FILE TO UPLOAD THE COMPLETED REPORT DUTY FORM. 
THEN CLICK SUBMIT WHEN DONE.



TO VIEW

LOGBOOK
CLICK ON THE LOGBOOK HYPERLINK. 

PLEASE SELECT THE MONTH ACCORDINGLY.

TO START YOUR DAILY LOG BOOK ENTRY, CLICK THE 
EDIT BUTTON ON THE SELECTED DATE.

KINDLY UPDATE ANY TASK GIVEN BY THE COMPANY 
SUPERVISOR IN THE SPACE PROVIDED IN TASK 
DESCRIPTION AND CLICK BUTTON UPDATE TO SAVE 
YOUR ENTRY. FEEL FREE TO ATTACH ANY DOCUMENT 
THAT IN PDF OR MS WORD FORMAT (.JPG, .BMP, .PNG 
ARE ALSO ALLOWED). 



STUDENTS

MONTHLY
ANALYSIS STUDENTS MUST ALSO  COMPLETE THE STUDENTʼS 

MONTHLY ANALYSIS AND PLEASE CLICK SUBMIT 
WHEN DONE.

KINDLY TAKE NOTE THAT THE  CONTENT OF LOGBOOK 
MUST BE COMPLETED BEFORE THE END OF INTRA 
DURATION. 

STUDENTS ARE ADVISED TO REMIND THE COMPANY 
SUPERVISOR TO ACKNOWLEDGE THE DAILY ENTRIES 
AND SUBMIT THE COMPANY SUPERVISORʼS MONTHLY 
ANALYSIS. 

PLEASE TAKE NOTE THAT LOGBOOK 
CONTRIBUTES 10% OF THE OVERALL INTRA 
ASSESSMENT COMPONENT.



HOW TO

CLICK RESET PASSWORD. KEY-IN USERNAME
(STUDENTʼS ID NO) AND CLICK RESET BUTTON.

THE SYSTEM WILL SEND A NOTIFICATION TO THE 
USERʼS EMAIL ADDRESS.


