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1.0. LOG IN AS STAFF 

1. Figure 1.1 below shows User Log In Interface. 
 

 

Figure 1.1 User Log Interface 
 

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

a. URL: https://prime.uitm.edu.my/ 
b. Enter “UserID” as registered in UITM portal. 
c. Enter “Password” as registered in UITM portal.  
d. Click “Login” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
  
 
 
 
 



5 
 

 
 
  
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

NEW PUBLICATION 

USER: UITM STAFF (ACADEMIC/NON-ACADEMIC) 
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2.0. NEW PUBLICATION 
 

2.1. Dashboard 
a. On Main menu after login, click tab “Publication” as shown in Figure 2.1 

below.  
 

 
Figure 2.1 Main Menu 

 

b. Dashboard page will be displayed where user can view their publication 
statistic, personal details and publication status. 
 

2.2. New Publication 
a. Then, click menu “New Publication”.  
b. User can choose either “Indexed Publication” or “Other Publication”. 

c.  

Figure 2.2 Dashboard 
 

c. Similarity Check: Publication 

• Enter New Publication Title as shown in Figure 2.3 below.  

• Click “Check Similarity” button to check with other publications. 

• Only publication title that has less than 90% similarity can proceed. 
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• Click “Proceed” button to proceed. 
 

 
Figure 2.3 Similarity Check 

 
d. Indexed Publication 

• Choose Indexed Type as shown in Figure 2.4.  

• Select and fill in the required information. 

• Click “Save” button to save the information. 
 

 
Figure 2.4 Indexed Publication 

 
e. Other Publication 

• Choose Category of Publication as shown in Figure 2.5.  

• Select and fill in the required information. 

• Click “Save” button to save the information and the publication 
details form will be appeared as shown in Figure 2.6. 
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Figure 2.5 Other Publication 

 
 

 
Figure 2.6 Publication Details Form 

 
 
 

f. Fill the publication details and click “Save” button as shown in Figure 2.6. 
g. Reference number will be automatically generated, and the respective 

application will be in “Draft” status. The publication details then can be 
updated if needed or scroll down to add Related Project Code (if related) 
and Author. 

 

Reference number format: Module Name/ Year /Reference Number 

Example of generated data: PB/2022/000016 

 
2.3. Publication Details Update, Related Project Code and Author 

a. Update Publication Details 
Button for publication details will be shown after the publication 
details was successfully saved as ‘Draft’ as shown in Figure 2.7. To 
update publication details: 

• Update any relevant information. 

• Click “Update” button to update the information.  
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Figure 2.7 Publication Details Update 
 
 

b. Add Related Project Code 

• Select related project code as shown in Figure 2.7 below.  

• Click “Add” button to add the project code to the list. 
 

 
Figure 2.7 Project Code 

 
c. Add Author 

• Select category of author as shown in Figure 2.8.  

• Search their information by ID or name. 

• Fill the author information. 

• Click “Add” button to add the author to the list. 

• After adding all authors, click “Assign Author Level” button to 
assign author level as shown in Figure 2.8. 
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Figure 2.8 Publication Author 

 
2.4. Attachment 

Add Attachment: 

• Click “Attachment Tab” as shown in Figure 2.9. 

• Drag and drop or click the attachment field as shown in Figure 
2.10. 

• Browse and select an attachment file.  

• Fill the file description (optional). 

• Click “Upload” button to save the attachment. 
 

 
Figure 2.9 Attachment Tab 
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Figure 2.10 Attachment Upload 

 
 

2.5. Submission 
a. Application Submission 

• Click “Declaration Tab” as shown in Figure 2.11 

• Tick the declaration box and click “Submit” button as shown in 
Figure 2.11.  

• The application status will be changed to “Pending” and will be 
reviewed by PTAR for verification. 

• The Verification Tab also will be appeared and user can view the 
approval timeline in this tab as shown in figure 2.12. 
 

 
 

Figure 2.11 Submit New Publication 
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Figure 2.12 Verification Tab 

 
 

3.0. MY PUBLICATION 
 

a. View all registered publications (All status) 

• To view all your registered publication, click menu “My Publication” on 
the left menu as shown in Figure 3.1 below and your publication list will 
be shown. 

• Click “Ref. No” link as shown in Figure 3.2 to view the application details.  
 

 

Figure 3.1 Dashboard 
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Figure 3.2 Publication List 
 

b. Change Publication Type 

• On Publication List, click “ ” button to change publication type. 

• Change the relevant information and enter remark, then click 
“Change” button to change publication type as shown in Figure 3.3 
below.  

• Click “Go to Publication List” button to view publication details. 

• Click “Back” button to go back to publication list.  
 
 

 
 

Figure 3.3 Change Publication Type Form 
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c. Revert Publication Status 

On Publication List, click “ ” button as shown in Figure 3.2 to revert the 
application’s status to ‘Draft’. 
 

d. Export to Excel 

• Click “Export to Excel” button as shown in Figure 3.4 below. 
 

  

Figure 3.4 Export to Excel 
 

• System will automatically download the excel file into your 
computer 
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4.0. RETURNED APPLICATION 
 

• Click “Returned Application” Menu as shown in Figure 4.1 below.  

• Click any selected publication Reference No as shown in Figure 4.2 below.  

• Fill in or update any required information based on comment given by 
PTAR Coordinator. 

• Click “Declaration” Tab as shown in Figure 4.3. 

• Tick the declaration box and click “Submit” button as shown in Figure 4.3 to 
re-submit the application. 
 
 

 

 
Figure 4.1 Dashboard 

 

 
Figure 4.2 List of Returned Application 
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Figure 4.3 Resubmit Application 

 
 


