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therefore not included in this General Guidelines and FAQs. 
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Part 1:  General Guidelines 
 

1. Make sure all the compulsory sections with asterisks “*” are completed. Missing information 

may result in other KPI issues later on. 

2. Make sure a valid evidence is attached (compulsory) for every item uploaded by staff for 

verification purposes. 

3. Make sure you claim at ONE category only for a particular achievement. 

4. Please email to: 

 

Issues Email 

Issues related to indexed journal academiclib@um.edu.my 

Issues related to UMExpert system helpdesk@um.edu.my 

Issues related to UMExpert application: 

Pn Sa’idah Nafisah Mohd Zahari 

Corporate Performance Centre (CPC) 

Faculty UMExpert admin 

 

snafisah@um.edu.my 

urusetia_cpo@um.edu.my 

umexpert_fkum@um.edu.my 

 

5. Department’s representative 

 

Names Department Email 

Prof. Madya Dr. Badrul Hisham 
Mohd Jan  

Chemical Engineering badrules@um.edu.my 

Prof. Madya Ir. Dr. Ahmad Khairi 
Abdul Wahab 

Biomedical Engineering khairi@um.edu.my 

Prof. Madya Ir. Dr. Jeevan a/l 
Kanesan 

Electrical Engineering jievan@um.edu.my 

Dr. Farahin Mohd Jais Civil Engineering farahin.mohdjais@um.
edu.my 

Dr. Tan Chin Joo Mechanical Engineering tancj@um.edu.my 
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6. To post a UMExpert issue at UM Helpdesk. Please visit: https://helpdesk.um.edu.my 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “New” 

Choose: 

    ICT Services 

    UMExpert 

Provide the detail of your complaint/ Inquiry here 

https://helpdesk.um.edu.my/
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7. How to identify the right MODULE for your achievement ?   

(i) Refer to UM KPI  Excel (SnT) Spreadsheet for the correct UMExpert Module, & read carefully the Operation Definition 

(Appendix 1) 

 

  



 

9 | Page 

 

(ii) Refer to UMExpert Module page note 

 

 

 

 

 

 



 

10 | Page 

 

8. Where to identify the comments for my submission that need to be revised?  
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Part 2:  Frequently Asked Questions 
 

1. Module: Academic / Professional Services  
(KPI Criteria and OD S&T: Other Research Activity - S35-S38, Services - S50-S52, S54) 

 

1Q.  What type of activities can be considered under the module of Academic and 

Professional Services? 

1A: The Academic / Professional Services activities fall under this module are as listed below: 

a) Evaluation 

b) Contribution to the external organization 

c) Contribution to event 

d) Media Appearance  

e) Mentoring 

* Please refer to Figure 1 for a complete description 

 

2Q.  Can I put my admin service under academic/professional module?  

2A: Only admin activities related to one of the 5 categories above can be considered, for 

example; admin work as a professional for an event/organization (resource person).  

Other admin duty that is not related to the 5 categories above should be placed under 

the “Administrative Duties” module.  

 

3Q. CASE 1: Where should I upload the activities related to Invited Speaker for forum/webinar 

Activity? 

3A: These activities should be placed under the module of Paper Presented – Invited 

Speaker/Professional sharing (S44). 
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4Q.  CASE 2: If I’m a panel for a seminar/forum; should I put the activity under Invited Speaker 

(S44) or under Contribution to Event under Academic/Professional services? 

4A: Only Speaker activity should be keyed in under S44. Other activities such as jury 

panelist/judge, moderator, and committee for an event, should be under 

Academic/Professional Services-Contribution to External Organisation or Event.  

 

5Q.  What type of Media Appearance that is accepted under S54 in UM KPI Excel spreadsheet? 

5A:     All media appearances through electronic media and print are accepted under S54. If 

you are the author of the printed media it should be under S23: Other Publication. 

 

6Q. Where should I key in my Editorial board activity? 

6A: For WoS/Scopus Journal, it should be under module S47: Membership.  

 

2. Module: Administrative Duties  
(KPI Excel Spreadsheet: S48-S49) 

 

1Q.     What are the appointments that can be considered as Admin Duty in UMExpert? 

1A:     Admin duties refers to an appointment in any administrative work at various level: 

● Department Level: Appointment by Head of Department/Centre. 

● Faculty Level: Appointment by the Deans, Director/Faculty Management. 

● University Level: Appointment by the VC, DVC/AVC/ Registrar/Bursar. 

● Task force Member refers to a special committee to address a specific task. 

● Coordinator refers to the admin work including the program coordinator/ timetable 

coordinator. 
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3. Module: Memberships  
(KPI Excel Spreadsheet: S45-S47) 

 

1Q.     What are the appointments that can be considered as Membership in UMExpert? 

1A:  Memberships under UMExpert are for any activities including normal 

participation/appointed elected executive/committee member in Professional bodies & 

learned society, government, and private agencies. 

  

2Q.     What are the criteria for Membership? 

2A:     Criteria for Membership: 

● Academic/ Professional/ Society and NGO at the National and International Level 

only. 

● Has membership number for Professional/Executive/Normal in Learned Society 

(Learned Society are organizations that promote a scholarly discipline or field of 

research.  

● Membership can be from paid membership or by appointment/ recognition/ 

fellowship. 

● Appointed membership as an executive committee (EXCO) must be National and 

International level only. 

● Auto-elected Membership such as Alumni university and “Majlis Profesor Negara” for 

Professor position is not accepted.   

● Graduate Membership (BEM) is considered a Lifetime membership, and accepted 

for this module, but needs to be keyed in for every year manually.  
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3Q.     Why my Membership achievement uploaded in UMExpert is always rejected by the PTj? 

3A:      All asterisk (*) parts must be filled out before submission for verification.  Any empty parts 

in this module will be rejected or sent back to the user for correction.  

 Evidence must have validity in membership renewal if it’s not a lifetime membership.  

 

4Q.    CASE 1: What if I have been involved as a panel/technical judge for an event organized 

by Society, but I am not a member of that Society? 

4A:  This activity should be placed under Academic/Professional services/Contribution to the 

External organization/Event). The best is to refer to your appointment letter to choose 

which Academic/Professional services suit the activity. 

 

5Q.  CASE 2: I am a member of a learned society and involved as secretary. Can I submit 

multiple applications under Membership module? 

5A:      Yes. This activity can be submitted as:  

a) S45 – Executive of learned society 

b) S46 - Member of learned society  

* Valid evidence for each category above should be provided 

  

6Q.     What type of supporting letter is accepted for Memberships? 

6A:      Acceptable evidences for Membership are as follows: - 

● Certificate of membership 

● Membership card number 

● Receipt of Renewal 

● Screenshot and website link/address 
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●  If the staff is being appointed as EXCO (executive members), please include, the 

term of appointment, letter of appointment, and role of appointment.    

*  The evidence provided must show the validity/ renewal of your membership  

 

4. Module: Award & Stewardship  
 (KPI Excel Spreadsheet: S39-S40) 

 

1Q.     What are the achievements that can be considered as Award & Stewardship in 

UMExpert? 

1A:    Award/Fellowship/Stewardship offered by National and International academic and 

professional bodies/agencies towards research excellence including research exhibition 

award (Gold Medal/Special Award only). APC and SPC are not counted. 

      Example: 

1. Special Award: Merdeka award, Top Research Scientist, Top Young Scientist 

Malaysians, Outstanding Scientist Award, NSF Diamond Achievement Award, 

Malaysia Toray Science Foundation Award, etc. 

2. Stewardship: Tokoh Kraf Negara, Piala Seri Endon, Royal Institute of British Architect 

Award, Anugerah Tokoh Silat, Anugerah Buku Negara, etc. 

Category in UMExpert:  

 
Source: Adapted from Azrin, 2024  
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5. Module: External Supervision  
(KPI Excel Spreadsheet: S72-S74) 

 

1Q. What are the criteria for external supervision? 

1A: External Supervision includes external undergraduate/postgraduate supervision. 

 

6. Module: Social Responsibility Activities 
  (KPI Excel Spreadsheet: S53) 

 

1Q. What are the criteria of social responsibility activity? 

1A: Any activity under Professional Volunteerism and social volunteer activity other than listed 

in the Academic/Professional services. The activity must be related to the expertise of the 

staff.  

Source: Adapted from Azrin, 2024  
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2Q. Can events such as ‘Gotong Royong’ or ‘Family Day’ be considered under social 

responsibility activities? 

2A:  General participation is not eligible under this criteria. However it can be counted if the 

staff is voluntarily participate under their expertise capacity: e.g giving an awareness talk 

or knowledge sharing during the event.  

 

7. Module: Publications > WOS/Scopus Index 
(KPI Excel Spreadsheet: S1-S10) 

UMExpert is linked to Web of Science (WOS) and SCOPUS. Therefore, the system will fetch 

journal and article information from the Web of Science (WOS) and SCOPUS via 

Application Programming Interface (API). Bear in mind, there is an expected delay from 

the date of publication and the indexing phase. 

 

 

1Q. What should I do if my indexed publication does not appear in this section? 

1A:  You can inform the library staff (academiclib@um.edu.my) and provide necessary 

information for their assistance.  

 

2Q.   My article has been accepted for publication as early-access/in-press but has yet to 

be indexed? What can I do?  

Source: Adapted from Azrin, 2024  
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2A: Early Access or Article in Press will be accepted only for WoS publication. For Scopus 

publication, early access or article in press is not accepted until the status is changed to 

published. Once published, you can inform the library staff (academiclib@um.edu.my) 

and provide necessary information for their assistance. 

 

8. Module: Publications > Articles in Journal 
  (KPI Excel Spreadsheet: S11, S24) 

1Q. What kind of articles can be added in this section? 

1A:  This module is for Published articles indexed in MyCite, ERA and other non-indexed 

publications ONLY. 

Search for Mycite Journals: https://mycite.mohe.gov.my/ 

ERA journal (2023): http://era.upm.edu.my/images/ERA2023SubmissionJournalList.pdf  

List of ERA journals (searchable):  https://online.library.uitm.edu.my/era/ 

 

  

 

 

 

 

 

 

    

 

 

 

    

For indexed by MyCite, ERA and 
other non-indexed journals 

Click to add new article 

Choose journal indexing details  

Source: Adapted from Azrin, 2024   

https://mycite.mohe.gov.my/
http://era.upm.edu.my/images/ERA2023SubmissionJournalList.pdf
https://online.library.uitm.edu.my/era/


 

20 | Page 

 

 

 

IMPORTANT Notes : Kindly please enter/complete the details of the journals for the Volume, 

Issue & Page numbers in the Article Information Section.  

For Indexed Journal, if the Journal Name is not listed, please email to 

(academiclib@um.edu.my) for it to be added to the list. 

 

2Q. Which types of evidence are needed for a published journal article? 

2A:  Firstpage of published article or pages showing the info of author’s names, abstract, 

year published, name of journal, volume no, issue no (if any) and article page no.  

Example of Accepted proof:  

 

Source: Adapted from Azrin, 2024   

Source: Adapted from Azrin, 2024   
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Example of Incomplete/Incorrect Evidence: 

 

 

In such cases, the staff will receive a revision request.  

 

9. Module: Publications > Articles in Proceedings 
   

1Q.  What kind of paper can be added in this section? 

1A: Only articles in non-indexed proceedings are accepted. Proceedings indexed by WOS 

or SCOPUS are automatically added by UM Library. UMExpert will fetch indexed 

proceedings and article information from the Web of Science (WOS) and SCOPUS via 

Application Programming Interface (API). 

 

2Q.   What type of evidence is needed for published proceedings? 

2A:  Any document that can indicate that your paper has been published in a proceeding in 

the current year such as a digital copy of the published proceeding or table of content 

of the proceeding. 

 

Source: Adapted from Azrin, 2024  
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10. Module: Publication > Book / Chapter in book  
  (KPI Excel Spreadsheet: S12-S20) 

 

1Q. What type of evidence is needed for a book / chapter in a book? (all listed below are 

required by MyRA) 

1A: Make sure all required information has been provided. Copies of the following pages are 

required by MyRA as evidence (all are needed): 

(1) Front & Back cover 

(2) Copyright 

(3) Table of content 

(4) Preface / acknowledgement page 

(5) 1-3 pages of book/chapter content 

(6) Index (if applicable) 

 

 

INFORMATION PAGE 

Source: Adapted from Azrin, 2022  
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Example of evidence for Book/ Chapter in Book modules ACCEPTED by MyRA: 

(1) Front & Back cover 

  

INFORMATION PAGE 

Source: Adapted from Azrin, 2022   

Source: Adapted from Azrin, 2022  
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(2) Copyright 

 
 

Source: Adapted from Azrin, 2022  

Source: Adapted from Azrin, 2022  
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(3) Table of content 

 

Source: Adapted from Azrin, 2022  
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(4) Preface / Acknowledgement page 

 

 
  

Source: Adapted from Azrin, 2022  
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(5) 1-3 pages of book/chapter content 

 

(6) Index (if applicable) 

 

 

 

Source: Adapted from Azrin, 2022  
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2Q. Which module can a Book Editor submit to? 

2A: Book editors can submit their evidence under the Publication Module under Edited 

Research Book (S16-17). 

 
11. Module: Paper Presented  
  (KPI Excel Spreadsheet: S41-S44) 

 

1Q. What type of evidence is needed for a paper presented? 

1A: Only the actual presenter is counted. Paper presented by students and/or collaborators 

will not be accepted. Please provide proof that supports your role as the actual presenter 

such as email, certificate, etc. 

Example of evidence for Paper Presented: 

(1) Invitation letter/ email 

 
 

 

 

 

 

Source: Adapted from Azrin, 2022  
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(2) Certificate 

 
 

 

Event website

 

 

 

Source: Adapted from Azrin, 2022  

Source: Adapted from Azrin, 2022  
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(3) Program book/ flyer/ etc.  

 

 

2Q: What type of evidence is needed for a poster presenter (S43)? 

2A: Please provide proof that can show your involvement in the event such as a poster, email, 

certificate, etc.   

  

Source: Adapted from Azrin, 2022  

Source: Adapted from Azrin, 2022  
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Example of evidence for Paper Presented for Poster Presenter (S43): 

 

 

12. Module: Other publications 
  (KPI Excel Spreadsheet: A1-5, S21-S25) 

 

1Q. What are the evidences to be submitted? (S21-25) 

 

Source: Adapted from Azrin, 2022  
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1A:  Any of the following: 

a) Evidence of communication (email, acknowledgement letters) with the relevant 

agency mentioning that the proposal/work has been received 

b) Website links of work or documents with author’s name as contributor 

c) Cover and copyright page (with contributor’s detail) 

d) Screenshot of article from digital media page 

 

2Q. Can TV or Radio interviews/appearances be submitted as Other publications? 

2A: It is better to submit under Academic/Professional Services >Activity> Media Appearance 

(S51) 
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Supporting Documents for Other Publications 

Example 1. Case studies/technical report/Standards 

 

 

 

 

 

 

 

 

 

 

 

 

Source: Adapted from Azrin, 2024 
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Example 2. Case Studies/Technical report/Standard 
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Example 3. Policy papers  

 

 

 

 

 

 

Source: Adapted from Azrin, 2022  
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Unaccepted submission (example): 

Reason : Still in DRAFT stage/status 

 

Example 4. Newspaper Article 

 
Source: Adapted from Azrin, 2022  
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Example 4.Article in Digital Media 

 

Other accepted publications 

  

Source: Adapted from Azrin, 2022  
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Example of Not Accepted Evidence under OTHER PUBLICATIONS 

● Document in MS Word Format (prefer in non-edited format e.g. PDF) 

● Document only have a link of the article (no full article) 

● Mentioned or being Interviewed for news articles. 

● Newspaper, TV, Radio and Online Media interviews should be submitted under 

ACADEMIC/PROFESSIONAL SERVICES>MEDIA APPEARANCE (S54) 
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13. Module: External Grant Proposal  
(KPI Excel Spreadsheet: S37) 

● Under the module of research project, sub-module: external grant proposal  

● Activity is counted when submitted to funder (if rejected at UM level, cannot claim) 

● for external grant only 

● Can claim under this section even do application is not successful 

● Valid evidence is needed (screenshot from MyGrants system, proof of submission 

from funder) 

Example of evidence 

 

 

14. Module: External Research Collaborator 
(KPI Excel Spreadsheet: S33) 

● Under the module of research project, sub-module: external collaborator 

● Grant that not capture in RGMS 

● Co-researcher for that lead by other university/ agency

The proposals submitted will 
be listed here 
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15. Module: Teaching & Supervision 
(KPI Excel Spreadsheet: S60-S77) 

 

Q1: What is the evidence needed for supervision of FYP and IDP Basic Degree? 
 
A1: It is recommended to get the list of students, lecturers and courses from the Department 
and the list needs to be verified by the HoDs of each department. 
 
Q2: How the mark calculated for the supervision of FYP and IDP courses? 
 
A2: The mark will be calculated if the list of undergraduate students are verified. 
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