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STEP 1
REGISTER YOUR 

MEMBERSHIP
(SKIP THIS STEP IF YOU HAVE REGISTERED AS THE 

ORGANISATION MEMBER IN ELE PORTAL)

ELE PORTAL BRIEFING FOR STUDENT ORGANISATION



Register as member



To join a student organisation

Identify the club you would like 

to join and click “JOIN NOW”



Select “Submit”

Participation level will be 

displayed here automatically

Subject selection must be 

correct, if not ELE Point will be 

credit to wrong subject



No selection of subject, email 

gohqr@ucsiuniversity.edu.my 



Approval of Membership

■ For normal member

– Request president to approve your membership after 
you submit

– Notify SAA to approve your membership

■ For Committee 

– Request SAA advisor to register your name as committee 
in the student organisation (according to office bearer 
list)

– After you submit your membership request, request SAA 
Advisor to approve



STEP 2 
SUBMIT PROPOSAL

ELE PORTAL BRIEFING FOR STUDENT ORGANISATION



Reminder

• For internal event (no external participants), proposal must be 

submitted at least 1 month before the publicity date

• For event with external participants, proposal must be submitted at 

least 2 months before the publicity date

• For event involving government/embassy’s representative, 

proposal must be submitted at least 3 months before the publicity 

date



Event proposal submission



EVENT DETAILS

Key in details accordingly

Publicity and Attendance date will 

affect registration and attendance 

taking respectively 



OBJECTIVES

Key in details accordingly

Use “+” to add, “x” to delete



Organising committee

■ Key in id, name and programme will be retrieved from the 

system automatically

■ Then key in semester, contact & email manually

KEY IN STUDENT ID AND PRESS MAGNIFIER GLASS BUTTON

NAME AND PROGRAM WILL BE KEY IN BY THE SYSTEM 

THEN ONLY KEY IN SEM, CONTACT, EMAIL



Organising Committee

Position Point Multiplier Committee

Chairperson X 1.5 Yes

Vice Chairperson X 1.4 Yes

Secretary Team X 1.3 Yes

Treasury Team X 1.3 Yes

Programme Team X 1.3 Yes

Registration Team X 1.3 Yes

Logistic Team X 1.3 Yes

Public Relations Team X 1.3 Yes

Facilitators X 1.2 No

Performers X 1.2 No

Committee can register participants and submit event review



Guest of honour

■ If there is no Guest of Honour, please put in “n/a” in the full 

name column



Programme

Use “+” to add, “x” to delete

Key in date regardless of 1 day or few day event



Budget

■ Key in source/item, quantity & unit price

■ Calculation is automated





ELE POINT



Participants – Event- University Level

Learning Outcome

1 2 3 4 ≥5

H
o

u
rs

1-3 8 10 12 14 16

4-6 11 14 17 20 23

7-9 14 18 22 26 30

10-12 17 22 27 32 37

>12 20 26 32 38 44

1

2

3

ELE Point



Position

Participants 4th

Semi Final
3rd 2nd

Final
1st

L
ev

el

Club 4 8 12 16 20
University 8 16 24 32 40

State 12 24 36 48 60
National 16 32 48 64 80

International 20 40 60 80 100

1

2

ELE Point

Competition 











Check the status



Status of Proposal

Status Meaning

Submitted In approval process

Stage 1: Conditional Approval

At this stage, organising chairperson of the event will received an 

conditional approval email, after that, please follow the instruction 

in the email to book for venue, vehicle, get SWA hours, and get 

publicity, you will have to inform SAA by replying the email, once all 

of the conditions above is completed/approved, to proceed to full 

approval

Stage 2: Full Approval

At this stage, your event is confirmed, you will receive an “Approval 

Email” from SAA and ELE Stamp (if any) for your event.

Pending 1. You haven’t submit the proposal, click “Submit”

2. Amendment needed, amend then submit again

Rejected Event had been rejected, meet your SAR advisor for more details

Approved Event approved, wait for SAR advisor approval email to continue



Status of Proposal

Reminder

• If you saw “Rejected” status, you should have received an email 

with the reason of rejection, if no, please email Mr. Hadi 

(mohdhadi@ucsiuniversity.edu.my or Mr. Roy 

gohqr@ucsiuniversity.edu.my)  

mailto:mohdhadi@ucsiuniversity.edu.my
mailto:gohqr@ucsiuniversity.edu.my


Rejected proposal

Pending

Reminder

• If you saw “Rejected” status, but there is no Amend button for you 

to edit your proposal, please also email Mr. Hadi 

(mohdhadi@ucsiuniversity.edu.my or Mr. Roy 

gohqr@ucsiuniversity.edu.my)  

mailto:mohdhadi@ucsiuniversity.edu.my
mailto:gohqr@ucsiuniversity.edu.my


Refer to the comment and edit the proposal accordingly



After amendment, click “submit” again





AFTER EVENT APPROVED

■ WAIT FOR EVENT APPROVAL EMAIL THAT CONSIST OF THE ELE 

STAMP AND ELESTAMP

■ PUBLISH BOTH ELE STAMP IN YOUR MARKETING MATERIAL



STEP 3
REGISTRATION & 

ATTENDANCE
ELE PORTAL BRIEFING FOR STUDENT ORGANISATION

You must register your participants and committee, take their attendance, in 
order for them to get their ELE point



REGISTRATION 
SYSTEM

Registration is allowed throughout the publicity date according to the proposal



Select “Event 

Registration” Button



Choose the event you 

want to register the 

participants

Reminder

• Only approved event name will appear here.

• Only Committee will be allowed to register participants.

• You must key in their student ID in your proposal so that the system will 

recognised them as committee 

• Committee are: 

• Chairperson, Vice Chairperson, Secretary Team, Treasurer Team, 

Programme Team, Logistic Team and Public Relations Team

• For facilitator and performers of the event, their name can be added later in the 

registration system after the event end.

• Please also register and take attendance for the committee member, only with 

the registration and attendance being taken, your committee are able to submit 

their report to get ELE Point



Key in the student ID for 

participants

Click “Add Participants”



Key in the amount the 

participants under “paid”

Put RM 0 if they are 

committee member

Reminder

• Register BOTH committee and participants, only student registered can 

submit ELE report.

• Always make sure 

there is a subject 

register to the 

student ID

• The name of the student will be show here, 

please check and ensure the name is key in 

correctly

You can choose to add “Facilitator” 

& “Performers” at this stage.

For other committees whose name 

is in the proposal, choose 

“participants”



Click “Submit”



Registered 

Participants name and 

ID will appear here

The committee that 

added their name will 

appear here

Reminder

• You are allowed to enter name into the registration list during your 

publicity period, the one that you have keyed in in the proposal



ATTENDANCE 
SYSTEM

Attendance can only be taken during the date of the event, make sure 

you do it immediately during or after the event



Select “Take 

Attendance” Button



Choose the event you 

want to register the 

participants

For event more than 1 

day, please select the 

attendance date

Registered 

Participants name and 

ID will appear here



Click “Save Attendance”

Tick for those who 

have attended

Reminder

• You are allowed to take attendance up to maximum 2 days after 

event day only.

• The participants and committees will not be able to submit their 

event report if you did not both register and take their attendance.



STEP 4
EVENT REVIEW
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Event review report

Click the do report button and submit, please submit within 30 days 

after the event end.



Event review report

■ All receipts and documents are to be upload online or 

submitted to student council manually after the online 

submission of event review report

Click “+” to upload image of 

receipt



THANK YOU


