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" | SISTEM PENGIRAAN BEBAN AKADEMIK (SPBA) Versi : 3.0

1.0 PENGENALAN

Dokumen ini digunakan untuk menjadi panduan kepada pengguna berkaitan tatacara penggunaan
Sistem Pengiraan Beban Akademik (SPBA). Matlamat utama adalah untuk memastikan bahawa setiap
kemasukan data memenuhi standard dan keperluan seperti yang dikehendaki bagi memastikan
sistem beroperasi dengan lancar dan konsisten

2.0 KEPERLUAN MINIMA

Persekitaran pembangunan yang digunakan adalah terdiri daripada platform Intel atau AMD yang
mempunyai konfigurasi seperti berikut :

Sistem Pengoperasian Sistem pengoperasian Microsoft Windows sahaja
Pelayar Web Pelayar Web Pelayar Dicadangkan adalah Edge atau IE.
Terdapat beberapa isu pada browser lain mengikut versi
berlainan.
Jadual 2.0

3.0 TATACARA PENGGUNAAN

Pengguna di minta untuk log in TCIS melalui capaian url http://tcis.uthm.edu.my/. Id dan password
adalah sama dengan emel pengguna

BUTHM G SEESTERIAN

Universiti Tun Hussein Onn Malaysia —ir M A LAY S l A

Welcome

TCIS

Total Campus Integrated System

®!

wr [ oo

Rajah 3.0
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3.1 LOG MASUK SISTEM

Staf perlu mencapai aplikasi UIS. Staf perlu memilih menu STAF AKADEMIK dan pilih fail
Beban Akademik. Sila klik menu Pengiraan Beban Akademik.

Apn : |Jser Information System @
Peranan
Staf LTHM @

‘aj Deraut A [AA]A] A A

% MENU UTAMA
b p LIS Dashboard
- R PERKHIDMATAN
E-{oo ANUGERAH, KURSUS & LATIHAN
=@ GAII, ELAUN &O.T.

-7 KEDATANGAN & CUTI

(-4 CUTI BELAJAR

24 CV - Curriculum Vitae

-85 PENYELIDIKAN & PENERBITAN
El-gd+ STAF AKADEMIK

- p e-CLASS: Class Attendance Sy:
----- p My Courses List

lidikar

Ell’_‘l Beban Pengajaran

. ‘- p Rekod Beban Akadenfik
|’_‘| Student Assessment System
|’_‘| e-Project Online

-3 Academic & Career Advisor /P
-1 PEMILALAM PEMGAJARAN (Staf Aks

Rajah 3.1
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3.2 ANTARAMUKA SISTEM

Berikut adalah antaramuka sistem pengiraan beban akademik yang terkini.

W3 LECTURER'S ACADEMIC LOAD

Please press SAVE button then SUBMIT!

Save Submit it | B
STAFF BIODATA
USER MANUAL SPBA GUIDELINES
Staff No. : (11837 | ciPassport No. : (810625015646 Status Akt
Name : MAZIAH BINTINAMAN @ NAAMAN
Teaching o
Position : PEGAVAI TEKNOLOGI MAKLUNAT KANAN (F)
UEerez o INSERT COMMITTEE M /SHIP  ACADEMIC AND STUDENT AFFAIRS COMMUHITY SERVICES
Faculty / Dept. : Pusat Teknelogi Maklumat / Bahagian Infostruktur Research o PART A (ii) : UG SUPERVISION PART B (i): RESEARCH  PART B (ii) : PG SUPERVISION PART C: ADMINISTRATION
Status : TETAP PG Supervison o PART B (): GRANTT
: ]
LOAD (HOURS/GRANTT)
Total A 0.00 ROLES TOTAL LOAD
HEAD 1 100 100 | 1 200 200 | 0 3.00 0.00 3.00
* In order to avoid any problem, make sure Part A is gaved before continuing to fil the subsequent part
T I I = TR [ I I I ] MEMBERS | 0 0.50 0.00 | 1 1.00 1.00 | 0 1.50 0.00
TOTAL HOURS OF GRANTT: 4.0
INSERT COMMITTEE 11/SHIP | ACADEMIC AND STUDENT AFFAIRS | COMMUNITY SERVICES
PART A(K): UG SUPERVISION PART B (1} RESEARCH PART B (%) PG SUPERVISION  PART C : ADMINISTRATION
Total:  00.00 PART B (3): POST GRADUATE SUPERVISION (umbers are based on registered students)
PC : PAID COURSE / [ Please check any paid courses fintl Total Load 1 R:[RepeatingLectures] e | aoe st D ToraL LoAD
» | PART TRE
[——JINSERT COMMITTEE M/SHIP  ACADEJIC AND STUDENT AFFATRS contuwrrv = COURSENOR | RESEARCH MDXMOCE  COURSEWCRK
a
PART A (ii) : UG SUPERVISION  PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C : ADMINISTRATION MASTER | SUPER) 1] 1@ ° 0] 0.0 °
0 [ a 0 [ 750
suPsRVIsOR
PART A (ii) : UNDER GRADUATE SUPERVISION e
sFERy ¢
PiD s
COMPONENT  LEVEL ROLE STUDENT  LOAD VALUE HOURS| «© o
SPERISR
MAIN SUPERVISOR 0 1 0
DIPLOMA
PROJECT CO SUPERVISOR 0 0.5
INSERT COMMITTEE M/SHIP  ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES
SUPERVISION oEGREE MAIN SUPERVISOR 0 1 0 PART A (ii): UG SUPERVISION PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C: ADMINISTRATION
CO SUPERVISOR [} 0.5 [}
TOTAL OF HOURS : 0 MANAGEMENT | @ COORDINATOR FOCUS GROUP
OUSTRIALTEAGATTS . o | B0 o= 1] [ Industrial /Teaching Training 1 Head of FG
. o ) i Day of Supervision * ,
TRANNG Total Supdrvision Days : HOURS : 0.00 5 hours | 14 meoks) P> | E10 oerutydemn 1] [ Oploma fDegree Master Project  [1 FG Member
NON-UTHI Total Supdrvision Hour : 1 R L]0 CoManagingDrector [T] [ Timetabie OMMITTEE MEMBERSHIP >3
STUDENT Nomba of Student . . HOURS : [}  student * hour ][] HeadofDepartment [T ] [] 1505001: 2015 /Qualiy +Losert i NEXT TAB (INSERT COMMITTEE W/SHIP)
T[] Headofpanel 1] [ OB/ Accreditation 1 Permanet Uiversity Commtes
TOTAL HOURS OF SUPERVISION : 0.00 STUDENT AFFATRS COE / COR i Adhac University Conmittze
deric Ad i coE UniForrned Bodies
7 Student/s i COE Experts (Serior Researcher) Faculy
ACADEMIC & STUDENT 1 COE Associate Researchel
AFFAIRS COMMUNITY SERVICES
PART A (ii) : UG SUPERVISION PART B (i)t RESEARCH PART B (ii) : PG SUPERVISION  PART C: ADMINISTRATION L COR M Researchel
INSERT COMMITTEE M/SHIP  ACADEMIC AND STUDENT AFFAIRS  COMMUNITY SERVICES : fcadenic | Student [T COR b : o
Appainted
Name of Comitte Aopointed [00/00/0000 v | | [ mseRT)
Positon Level | |2 DELETE
PART A (i) : UG SUPERVISION PART B (i): RESEARCH PART B (ii) : PG SUPERVISION | PART C: ADMINISTRATION
COMMUNITY SERVICES
S e — Posiion Poganicd Lovel INSERT COMIMITTEE M/SHIP | ACADEMIC AND STUDENT AFFAIRS
Name of Commurity Tnsert
Services
Appointed From |00/00/0000 - | Appointed To |00/00/0000 - | Delete
Community Services Name: From To | Totalor
Day
PART A (i) : UG SUPERVISION |PART B (i} RISEARCH | PART B (i) : PG SUPERVISION PART C : ADMINISTRATION
INSERT COMMITTEE M/SHIP ACADEMIC ANI| STUDENT AFFATRS  COMMURTTY SERVICES
Attention : 1f you are in edit mode, all action n this tab is automatic savel
i

ooooooao
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3.3 KEMASUKAN MAKLUMAT

Di dalam sistem ini, terdapat beberapa bahagian yang perlu di isi atau disemak iaitu :

a) Part A (i) - Teaching
b) Part A (ii) - Supervision
c) Part B (i) — Research / Grantt

d) Part B (ii) — Research / Post Graduate Supervision

e) Part C— Administration

f) Insert Committee Membership
g) Academic and Student Affairs
h) Community Services

Langkah pertama (1), staf perlu ‘key-in’ maklumat pada bahagian Part A (i) Teaching.

*In order to avoid any problem, make sure Part A iz saved before continuing to fill the subsequent part.

I I I |sem.|
BWA30702 1 20192020 2

MWA10903 1 20192020 2 |

Sila klik PC sekiranya baris
tersebut adalah Paid Course

I
O] o 0 0
| 0 0 0

[

Slla masukkan jumlah Lecture,
Tutorial dan Practical

I
50 0.00
3 0.00
Total: 00.00

PC : PAID COURSE [ [ Please chedk any paid courses until Total Load = 0.00] ;

Rajah 3.3.1

R : [ Repeating Lectures ]

Langkah kedua (2), staf perlu ‘key-in" maklumat pada bahagian Part A (ii) - Supervision.

INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES
PART A (ii) : UG SUPERVISION PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C: ADMINISTRATION

PART A (ii) : UNDER GRADUATE SUPERVISION

COMPONENT LEVEL ROLE STUDENT LOAD VALUE HOURS

CO SUPERVISOR

MAIN SUPERVISOR 0 1 0 . .
DIPLOMA Slla masukkan jumlah Tutorial
PROJECT €O SUPERVISOR ’ Supervision Days dan Number
SUPERVISION oecuee | MAIN SUPERVISOR 1 P y

of Students jika ada.

INDUSTRIALTEACHING

- . 0 : Day of Supervision *
TRAINING Total Supervision Days : (8 hours [ 14 weeks)
NON-UTHM Total Supervision Hour : 1 HOURS 0 . student = hour
STUDENT Mumber of Student : 0 : '
TOTAL HOURS OF SUPERVISION : 1.00

Rajah 3.3.2
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Langkah ketiga (3), staf perlu menyemak maklumat pada bahagian Part B (i) — Research /
Grantt dan Part B (ii) — Research / Post Graduate Supervision

INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES

PART A (ii) : UG SUPERVISION PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C : ADMINISTRATION

PART B (i) : GRANTT

RESEARCH LOAD (HOURS/GRANTT)
ROLES TOTAL LOAD
HEAD 1 1.00 1.00 | 1 2.00 2.00 0 3.00 0.00 3.00 ) ) ]
— — — Di ambil secara terus melalui
MEMBERS 0 050 000 | 1 1.00 1.00 0 1.50 0.00 1.00| sistem ORKED dan RMS
TOTAL HOURS OF GRANTT: 4.00 I

INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES

Rajah 3.3.3

PART A (i) : UG SUPERVISION PART B (i): RESEARCH PART B (i) : PG SUPERVISION PART C : ADMINISTRATION

PART B (ii) : POST GRADUATE SUPERVISION (Numbers are based on registered students)

MUMBER. LOAD (HOURS [ STUDENTS)
LEVEL ROLE OF ! TOTAL LOAD
STUDENT FULL TIME PART TIME
FT PT | RESEARCH MIX MODE COURSEWORK | RESEARCH MIX MODE COURSEWORK
MAIN 2| 4.00 0| 0.00 1 1.00 0| 0.00 0 0.00 i} 0.00
MASTER | SUPERVISOR IEI
ca 1] 100 0 |0.00 0| 0.0 0| ose— [0 . .
supervisor || 117 | = DI ambil secara terus melalui
MAIM 0| 0.00 o | 0.00 sistem SMP
PHD | SUPERVISOR E”EI
co 1] 1.50 0| 0.00
SUPERVISOR @ | |

Rajah 3.3.4

upaupa_man_spba_v3.docx

Page 7 of 11



g UTH M | Tas

Urvvwrins Tun Manseis O Motyaia

PUSAT TEKNOLOGI MAKLUMAT UTHM

SISTEM PENGIRAAN BEBAN AKADEMIK (SPBA)

DocType : Manual
Tarikh : 01/07/2020
Author : Maziah
Versi : 3.0

Langkah keempat (4), sekiranya staf mempunyai maklumat di bahagian pengurusan, sila
kemaskini maklumat tersebut pada bahagian Part C : Administration.

INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES

PART A (ii) : UG SUPERVISION PART B (i): RESEARCH PART B (i) : PG SUPERVISION PA

COORDINATO FOCUS GROUP
Industrial f Teaching Training 1

MANAGEMENT | @

T C:ADMINTSTRATION

Sila klik ‘checkbox’ untuk
mengaktifkan bilangan. Sekiranya

pengurusan, sila ubah bilangan

1 Dean 1 . s
- ) _ staf mempunyai 2 nilai
i |:| Deputy Dean 1 |:| Diploma / Degree f Master Project 1
1 |[] CoManaging Directsr [1 [J Timetable OMMITTEE ME tersebut
1 |[] HeadofDepartment [1 | [] 1509001 : 2015/ Quality * Insert in NEXT TAB {
1 |[] Head of Panel 1 | [ o©BE/ Accreditation 1
STUDENT AFFAIRS COE [ COR 1
1 1
7 Student/s 1 1
ACADEMIC & STUDENT 1
AFFAIRS g COMMUNITY SERVICES
1 1 1

Di ambil secara terus dari
sistem SMP.

Untuk COE, COR dan Focus Group,
maklumat tersebut di ambil secara
terus dari sistem SMSTAF

Rajah 3.3.5

Langkah kelima (6), untuk meneruskan pengisian maklumat, sila tekan butang save seperti

rajah di bawah.

Please press SAVE button then SUBMIT!

Save Submit Print i]¢
USER P JAL SPEA GUIDELTMES

Klik butang Save untuk mengaktifkan tab
Insert Committee Membership,
Academic and Student Affairs dan
Community Services

Rajah 3.3.6
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Langkah ketujuh (7), staf perlu ‘key-in’ maklumat pada bahagian Insert Committee

Membership.

PART A (ii) : UG SUPERVISION PART B (i): RESEARCH PART B (i) : PG SUPERVISION PART C: ADMINISTRATION

INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES

Appointed [g0/00/0000 j (5] msErT

Mame of Committe Date
Position Lewvel fuer | DELE{E

/
MNo. Name of Committee Position Apgl:Tted Lewel
7
[ } b) Klik butang INSERT
a) Isi maklumat yang
diperlukan

¢) Untuk menghapuskan maklumat,
klik baris yang tidak dikehendaki dan
klik butang DELETE

Rajah 3.3.7
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Langkah kelapan (8), staf perlu klik dan ‘key-in" maklumat pada bahagian Academic and
Student Affairs. PENTING: PENYELARAS SAHAJA PERLU MENGISI RUANGAN INI

PART A (ii) : UG SUPERVISION | PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C: ADMINISTRATION
INSERT COMMITTEE M/SHIP ACADEMIC AND STUDENT AFFAIRS COMMUNITY SERVICES

Attention : If you are in edit mode, all action in this tab is automatic savel

i Course [ Laboratory [ 18 1 |[J] committe of Industrial Training and Industrial Relations / 3:
1 Post-Graduate Program | 2€ 1 |[] cCommittee of Academic Advisors [ 3:
1 Mixed Mode Program [ 23 1 |[[] students Development Program / 3+

PESISIR (Offshore Programmes) / 28 1 |[J mou/3s

Lab Timetable / 2¢
Sila klik ‘checkbox’ untuk mengaktifkan

bilangan. Sekiranya staf mempunyai 2 nilai

1 Mobility P /3 . .
w pengurusan, sila ubah bilangan tersebut.
Maklumat di simpan secara Automatik.

Committe of Students Project and Skills Program | 3

ooooood

Rajah 3.3.8
Langkah kesembilan (9), staf perlu ‘key-in" maklumat pada bahagian Community Services.

PART A (ii) : UG SUPERVISION PART B (i): RESEARCH PART B (ii) : PG SUPERVISION PART C: ADMINISTRATION
INSERT COMMITTEE M/SHIP |ACADEI‘-1IC AND STUDENT AFFAIRS COMMUNITY SERVICES

Name of Community Insert
Services
Appointed Frofh |00/00/0000 ;' Appointed To |00/00/0000 ;' Delete \

ﬂ Community Services Name m To Total of
Day

a) Isi maklumat yang

diperlukan b) Klik butang INSERT

/

c¢) Untuk menghapuskan maklumat,
klik baris yang tidak dikehendaki dan
klik butang DELETE

Rajah 3.3.9
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Langkah seterusnya, sekiranya staf ada membuat sebarang perubahan terhadap data, sila
tekan butang SAVE. Untuk menghantar maklumat beban akademik, staf perlu klik butang

SUBMIT.

Save Submit Print il¢

SEBA CLUILEL INES

b) Klik butang SUBMIT untuk
a) Klik butang SAVE
menghantar

Rajah 3.3.10

3.4 CETAKAN

httam Hher S

Flease press SAY to

Save Submit Print il¢

. I
USER MAMUAL SPEA/GUIDELIMNES

Staf boleh mencetak maklumat Beban
Akademik sekiranya maklumat tersebut telah
disahkan oleh pelulus.

Rajah 3.4

4.0 RUMUSAN

Sistem Pengiraan Beban Akademik (SPBA) dibangunkan khusus secara fleksibel bagi membolehkan
staf akademik memasukkan maklumat beban akademik dan sistem akan membuat pengiraan beban
tersebut. Walaubagaimanapun, pengguna diminta agar mengisi kesemua maklumat yang diperlukan
dengan betul, bersistematik dan mengikut prosedur bagi melicinkan operasi SPBA. Sebarang
tindakan yang tidak beretika seperti penipuan dan sebagainya amatlah ditegah sama sekali.
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