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WHO CAN USE THE SYSTEM

All staffs, students and visitors of Kolej University Poly-Tech MARA, Kuala Lumpur.
This system consist of THREE (3) sub systems are :
1. e- Aduan is service to files a comments/ suggestions/ recommendations or

complaints to help us improve KUPTM KL.

2. Student e-Survei is conducting a study to find out the level of service provided by each
unit and department to its customers.

3. Staff e-Survei is a study to determine the level of work satisfaction among KUPTM KL
staff.

4. User Manual is guideline to use a system.
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Figure 1: Front Page
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HOW TO MAKE A COMPLAINT

Figure 2: e-Aduan button

1. Click “e-aduan’ button

2. Choose “Submit a complairiton your left

o Aduan @CUPTM X1

Search help: “

W nwite you Lo submit complaints
or suggestions Rere

Yeur feedbock will Refp us to serve
| you Satter
2 LIS T

Figure 3: Submit a complaint link

3. “Submit a complairitform is appear. You must use this form purposely to submit
as a support request. All the compulsory fields that marked with * MUST be filled
up. Please make sure your email is correct to avoid further problem.
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Figure 4: Submit a Complaint Form
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4. Click “Browsé€ to share document or files, else proceed with “SPAM Preventidrfield.
Only two files are allowed per complaint. “File upload limitsshowed you the size that
enable for this purpose.

Figure 5: Sharing document and upload limits

5. Last field “SPAM Preventidnneed to be filled up according to the random number
provided to recognize you as a human, not a computer
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Figure 6: SPAM prevention

6. After completing * field, click “Submit complairit

SUCCESSFUL SUBMITTED

1. “Complaint Submitteétipage appear after the previous step. This will show you “Success
Complain Submitted “View yourcgmplaint’ link allowing you to open your complaint at that
time. Make sure to save your tracking ID (example P2N-NBJ-ZUHS)
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Figure 7: Complaint submitted
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Figure 8: View your complaint

2. If you plan to check your complaint status later, just return to e-Aduan page. Click “View
existingcomplaint'.
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Figure 9: e-Aduan page

3. At “View complaint page, fill the tracking ID number and your email. Check “Forgot tracking
ID” to let the system send the tracking ID to your email.
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Figure 10: Key in tracking ID
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4. “View complaintis to let you review your past complaint
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Figure 11: View complaint
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STUDENT SURVEY

1. Purposely to find out the level of service provided by each unit and department to its

customers.
Student e-Survel

Figure 12: Student e-survei button

2. Click this button

3. You should login using your ID Number. By default, IC number for password.

Student e-Survei

I(UP 1M ‘ IR Cle) Universiti MARA

‘Welcome
Username
Password
|.Login |

Forgot Password

Kolej Universiti Poly-Tech MARA Kualza Lumpur © 2016. All Rights Reserved.
Jalan 6/91, Taman Shamelin Perkasa, Cheras, 56100 Kuala Lumpur. Tel:03-9206 9700 5600 Fax:03-9281 5764

Figure 13: Student Login

Student e-Survei

nive
Kuala'Lumpur:
® o -

> Main > Student e-Survei

SURVEY ON STUDENT'S STATISFACTION

Assalamualaikum and good day,

Please be informed that KUPTM KL is conducting a study to find out the level of service provided by each unit and department to its
customers.

Feedback and suggestions will help us in our efforts to enhance better quality services in line with the implementation of the Quality
Management System.

The cooperation s very much appreciated

Naib Canselor,
Kolej Universiti Poly-Tech MARA Kuala Lumpur

Figure 14: Student survey main page

4. Respondent MUST enter/select/mark all * required answer. Only one answer allowed for
each question.

5. The survey is completely done when you click the submit button.
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STAFF SURVEY

1. Purposely to determine the satisfaction among staff.

(st esuroer |

Figure 15: Staff e-survei button

2. Click this button

3. Respondent MUST enter/select/mark all * required answer. Only one answer allowed for
each question.

» Staff e-Survei

Assalamualaikum and good day,

Please be informed that KUPTM KL is conducting a study to determine the level of work
satisfaction among KUPTM KL staff. Feedback and suggestions will help to enhance our services
so that they are in line with the implementation of the Quality Management System. We are
satisfied for your kind cooperation

* Required

A. RESPONDEN PARTICULAR

Please tick/fill in the appropriate space provided

1. Division/Unit *

Choose

Figure 16: Staff e-survei
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2. Gender *
o Male
(O Female

3. Age

Your answer

4. Work Category *
(O Academic

o Management

O Executive

O Support
Figure 17: *Required to answer

4. Press “NexX” to go to the next question.

5. Position Gred

Your answer

6. Years of Service *
O <5

O s5-10

O 11-15

O 16-20

> 20

L] Page1of2

Figure 18: Next button
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5. Click “Qubmit” when you finish answer ALL questions.

2. Chance to apply what i have learned during the session *

1 2 3 4 5
ver O @ O o O Very Satisfied

Dissatisfied

3\Justice practiced by supervisor / head in the annual
performance appraisal and feedback to improve work

O 0] O ® (O Very satisfied

. Page 2 of 2

Never submit passwhsdg th #oogle Forms,

Figure 19: Submit button

The survey is completely done when the message “Thank you so much for giving us feedfack
displayed.

Staff e-Survei

Thanks so much for giving us feedback!

This form was created using Google Forms. Create your own

Google Forms

Figure 20: Success button



