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1.0. SIGN IN AS STAFF 

1. Figure 1.1 below shows User Sign In Interface. 
 

 

Figure 1.1 User Log Interface 
 

2. To log in, user is required to use User ID and Password as UITM SSO. 
3. Steps to Sign in are: 

a. URL: https://prime.uitm.edu.my/ 
b. Enter “User ID” as registered in UITM portal. 
c. Enter “Password” as registered in UITM portal.  
d. Click “Sign In” button. 
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2.0. APPLY NEW GRANT 
2.1. Dashboard 

a. On Main menu after login, click tab “Grant Management” as shown in 
Figure 2.1 below.  
 

 

Figure 2.1 Main Menu 

b. On Dashboard, user can view their application statistic and application 
status. 

 
2.2. Checking Qualification Tab 

a. Select “New Grant” for Grant Application. 
b. Select “Type of Grant” as shown in Figure 2.2 below. System will display 

qualification list of the respective researcher.  
c. Click “Save & Continue” button to save information.  

 

 

Figure 2.2 Checking Qualification 
 

d. Reference number automatically generated, and the respective application 
will be in “Draft” status.  

 

Reference number format: PY/Year/Reference Number 

Example of generated data: PY/2022/000016 
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2.3. Basic Info Tab 
a. Insert all required information as shown in Figure 2.3 below. Form may be 

different as it depends on type of grant.  
b. Click “Save & Continue” button to save information.  

 

 

Figure 2.3 Basic Info 
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2.4. Members Tab 
a. Minimum of 2 members must be added and maximum of 5 members are 

allowed 
b. Define Project Leader Role 

• Click Update button as shown in Figure 2.4 below. 
 

 

Figure 2.4 Add Members 
 

• Insert all required information as shown in Figure 2.5 below.  

• Click “Update Member” button. 
 

 

Figure 2.5 Update Project Leader Role Description and Task 
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c. To add new member, enter staff ID (for UITM Staff), Student ID (for UITM 
Student), IC No (for National Collaborator) or email address (for 
International Collaborator).  

d. Click “Search” button to view details as shown in Figure 2.6 below. 
 

 

Figure 2.5 Search Member 
 

e. For collaborator, if the detail of collaborator is not available, system will 
provide new form to add new collaborator details.  

f. Click “Add Member” button to save new member details as shown in 
Figure 2.6 below.  
 

 

Figure 2.6 Add New Member 
 

g. Click “Continue” button to proceed with History Tab.  
 
 

 
 
 
 
 



9 
 

2.5. History Tab 
a. System displays all grant and publication history of the respective 

researcher as shown in Figure 2.7 below.  
 

 

Figure 2.7 View Grant and Publication History 
 

b. Click “Continue” button to proceed with History Tab.  
 
 

2.6. Details Tab 
a. Insert all required information as shown in Figure 2.8 below.  
b. Click “Save” button to save details information.  
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Figure 2.8 Grant Details 
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c. Click “Continue” button to proceed with Equipment Tab.   
 

2.7. Equipment Tab 
a. Insert all required information as shown in Figure 2.9 below.  
b. Click “Add New Equipment” button to save equipment details. 

 

 

Figure 2.9 Equipment Details 
 

c. Click “Continue” button to proceed with Budget Tab.   
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2.8. Budget Tab 
a. Insert all required information as shown in Figure 2.10 below.  

 

 

Figure 2.10 Add Description and Budget 
 

b. Click “Continue” button to proceed with Attachment Tab.  
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2.9. Attachment Tab 
a. Click “Choose File” button as shown in Figure 2.11 below. Select document 

in your device and upload into system.  
 

 

Figure 2.11 Upload Attachment 

 
b. Click “Continue” button to proceed with Declaration Tab.  

 
2.10. Declaration Tab 

a. Tick declaration as shown in Figure 2.12 below. 
b. Click “Submit Application” button. All submitted application will be 

reviewed by Clerk and Officer.  
 

 

Figure 2.12 Applicant Declaration 
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3.0 VIEW APPLICATION FORM 
3.1. Draft Proposal 

a. Draft Proposal is application that has no been submitted yet by researcher. 
The list shows allowed researcher to update or delete application. 

b. Click “Draft Proposal” menu to view list of proposal as shown in Figure 3.1 
below. 

c. Click Update button in Action section to update proposal. 
d. Click Delete button in Action section to delete proposal.  

 

 

Figure 3.1 Draft Proposal 
 

3.2. Pending Application 
a. Pending application is application that has been submitted and in process 

of verification, evaluation, and approval by Officer. The list shows allowed 
researcher to view application form, approval timeline and evaluation 
summary. 

b. Click “Pending Application” menu to view list of pending application as 
shown in Figure 3.2 below. 

c. Click View button in Action section to view details of approval timeline and 
evaluation summary.  
 

 

Figure 3.2 Pending Application 
 

3.3. My Research Grant (PI) 
a. PI stands for Principal Investigator means for researcher’s grant as Project 

Leader. This menu specifically created for Project Leader only and shows all 
grant with all status of proposal. The list shows allowed researcher to view 
application form, approval timeline and evaluation summary. 

d. Click “My Research Grant (PI)” menu to view list of application as shown in 
Figure 3.3 below. 

b. Click reference no of the selected grant.  
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Figure 3.3 My Research Grant (PI) 
 

3.4. My Research Grant (Members) 
a. My Research Grant (Members) menu allowed member of the respective 

grant to view the grant details. This menu specifically created for members. 
The list shows allowed researcher to view application form, approval 
timeline and evaluation summary. 

b. Click “My Research Grant (Members)” menu to view list of application as 
shown in Figure 3.4 below. 

c. Click reference no of the selected grant.  
 

 

Figure 3.4 My Research Grant (Members) 
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4.0. RETURNED APPLICATION 
a. Returned Application allowed researcher to notified for any amendment needed 

for re-submitted of application. 
b. Click “Returned Application” as shown in Figure 4.1 below.  
c. List shows all Returned Application needs for amendment action by Researcher. 
d. Click View button of any selected application. 
e. Fill in and update any required information as mentioned by Officer in Approval 

Timeline. 
 

 

Figure 4.1 Returned Application 

f. For any questions or problem, please submit your inquiry to 
https://units.uitm.edu.my 

 

https://units.uitm.edu.my/
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