USER’s MANUAL
( UPDATED ON 22/4/2020)
ONLINE PROCESS IMPROVEMENT REGISTER

OPIR 2.0
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UNIVERSITI
i. TEKNOLOGI

MARA

o
institute of qualiny and knowledge advancement

SYSTEM ACCESS

1. For system access, user can browse through the internet by using the following URL:.

http://opir.uitm.edu.my.

2. Screen as shown below will appear on the screen

~_ONLINE PROCESS IMPROVEMENT
REGISTER SYSTEM:: OPIR

‘ENTER’ button

ENTER

3. Click on the ENTER button, the log-in screen will appear.
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http://opir.uitm.edu.my/
http://opir.uitm.edu.my/

Key-in staff id

Password same as
Staff Portal

Click ‘Sign in’
button

Signin ®

4. Once the account is verified, the main screen ‘My Dashboard’ will appear.

ONLINE PROCESS IMPROVEMENT REGISTER

Dashboard

*
L. 3
& Users
=

Process Register ‘ hb d’
. 2020 Onwards !

Processes List

TOTAL NUMBER OF
PROCESSES

&
& AdminOE
&

| Report
The total number of

the process registered.

Menu

Settings

N 8

Unit Registration

OE Report

v 5
Current Stage of Process for 2020 Onwards

DEPARTMENT : INSTITUT KUALITI & PENGEMBANGAN ILMU (3 PROCESSES)

@& Performance of Selected
Process

' Assessment

10 ¥ records per page

& Assessment (Admin OF) The list of the process
& Score Verification (Head of NO.* PROCESS NAME [ susmTTED | registered.
Panel ) o - g
1 TEST LAST FOR FINAL
B Department’s Report
2 TEST LAST FOR FINAL
3 TEST
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Process Registration

OPERATIONAL EXCELLENCE TRAINER (OE TRAINER

1. Toregister a new process, select_‘Process Registration’ then click on_‘Register Process’ menu. The

‘REGISTER PROCESS screen will appear.

#®

#®

ONLINE PROCESS IMPROVEMENT REGISTER

REGISTER PROCESS

My Dashboard
Dashboard

Users

[ 3 Process Register < . - R AT R
-.,lL R L OIS TRATION

all
g
=
g
o
=

&

Register Process

List Processes

Process for Improvement
Processes List

Admin OE

Report

Menu

Settings

Unit Registration

OE Report

Performance of Selected

Process

v

Assessment
Assessment (Admin OE)

Score Verification (Head of

Panel )

Department's Report

PROCESSID :

GROUP OF DEPARTMENT:

RESPONSIBLE DEPARTMENT:

PROCESS GROUF:

PROCESS NAME :

DESCRIPTION :

PB20200014

INSTITUT KUALITI & PENGEMBANGAN ILMU

INSTITUT KUALITI & PENGEMBANGAN ILMU

-- PLEASE SELECT --

Select ‘Process
Register’ then
‘Register
Process

— &

‘Register
Process’ screen
will appear.

—5

Key in all the
required fields.

Click ‘Save’.
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Edit Current Process

1. To edit the details of the process registered, select_‘Process Register’ the click on_‘List Processes’

menu. The ‘LIST OF PROCESSES ’ screen will appear.

2. Click the ‘Edit’ button under the action of the processfield.

ONLINE PROCESS IMPROVEMENT REGISTER

My Dashboard

Dashboard

& Users

N m i m

8

&

Process Register

Register Process

List Processes €

# Home | Process Registration

LIST OF PROCESSES - 2020 ONWARDS

PROCESSID:

Process for Improvement
Processes List

Admin OE

| Report

Menu

Settings

Unit Registration
OE Report

Performance of Selected

Process

v

& ScoreVerification (Head of

Assessment

Assessment (Admin OE)

Panel )

Department's Report

PROCESS GROUP:

RESPOMSIBLE OF DEPARTMENT:

TOTAL OF PROCESS: 1 PROCESSES

10 ¥ records per page

PROCESS
NO. PROCESSID NAME

a

1 PB20200007 TEST

Showing 1to 1 of 1 entries

Select ‘Process
Register’
then ‘List

Processes’.

Click ‘Edit’
button.
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3. This screen will appear.

ONLINE PROCESS IMPROVEMENT REGISTER

# My Dashboard o=
#& Dashboard EDIT PROCESS
& Users
v R W
& Process Register ]

STEP 1:PROCESSEDIT

aill Process for Improvement

& Processes List PROCESSID: PB20200007
& Admin OE GROUP OF DEPARTMENT: INSTITUT KUALITI & PENGEMBANGAN ILMUJ v
& Report
RESPONSIBLE DEPARTMENT: INSTITUT KUALITI & PENGEMBANGAN ILMUJ M
= Menu
o Settings PROCESS GROUP: ACADEMIC PROCESS H"
=

Edit the
required
field

¥ Unit Registration PROCESS NANE - TEST

B OE Report
DESCRIPTION : DESCRIPTION DESCRIPTION 2020

& Performance of Selected
Process

+  Assessment
& Assessment (Admin OE)

& Score Verification (Head of
Panel )

B Department's Report

n Click ‘EDIT

button.
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Process for Improvement

After the processes have been registered by the OE trainer, the next step is to update the current process

for improvement. There are 6 steps required for this section which are:

o

Step 1 - Process Registration (update)
b. Step 2 - Excellence Team Registration
c. Step 3 - Planning and Initiative

d. Step 4 - OE Outcomes

e. Step5-Impact

f. Step 6 - Process Excellence and Unity

1. Step 1: Process Registration

i.  Select ‘Process for Improvement, then click on_‘Update improve Process’ menu. The ‘LIST OF UPDATE

IMPROVED PROCESS INFORMATION’ menu will be displayed.

ii. For searching, choose the Process ID, Year, Process Group or Responsible Department and hit the ‘search’.

NLINE PROCESS IMPROVEMENT REGISTER

1. Select ‘Process

#& My Dashboard & Home
for Improvement’
S RUsshea UPDATE IMPROVED PROCESS INFORMATION . .
2. Click ‘Update Improved
& Users
,
B Process Register b Process
PROCESSIQ
.all Process for Improvement
Update Improved Process YEAR: 2020 v
& Processes List
PROCESS GROUP: ne —
& AdminOF -- PLEASE SELECT -- v
& Report RESPONSIBLE OF DEPARTMENT: | _ o\ exee cryper ChOOSE the FIE|dS then
= Menu Click ‘Search’.
& Unit Registration
X —

R TOTAL OF PROCESS: 3 PROCESSES
@ Performance of Selected 10 |recordsperpage
Process ——
« Assessment . PROCESS REGISTERED

NO. ID PROCESS NAME BY STATUS ACTION
& Assessment (Admin OE}

1 PB20200012 TEST LASTFOR FAUZILAH PROCESS FOR
& Score Verification (Head of FINA BINTI IDRIS MPROVEMENT m The SeIeCted
Penet] o process will be

—

B Department's Report .

2 PB20200010 TEST LASTFOR FAUZILAH CARRY FOWARD FOR dlsplayed'

INSTIT

FINAL BINTIIDRIS MPROVEMENT [ & petete | Bview ]

3 PB20200007 FAUZILAH REGISTERED PROCESS

BINTIIDRIS

Showing 1 to 3 of 3 entries

Click ‘Update’
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iii. Click the ‘Update’ button under the ‘Action’ table field. The ‘Current Process Performance’ screen will

appear.

iv. Then fill the entire necessary fields. Click radio button ‘YES’ or ‘NO’ to select Process for Improvement

and hit ‘Next’ button.

i m W

8

&

&

NLINE PROCESS IMPROVEMENT REGISTER

My Dashboard
Dashboard

Users

Process Register

Process for Improvement
Processes List

Admin OF

Report

Menu

Settings

Unit Registration

OF Report

Performance of Selected

Process

-1

&

Assessment
Assessment (Admin OE)

Score Verification (Head of

Panel)

Department's Report

# Home

EDIT CURRENT PROCESS

Excellence Team Registration

Planning and Intiative | OF Outcomes | Impact | Process Excellence and Unity

STEP 1: PROCESS REGISTRATION

PROCESSID :

GROUP OF DEPARTMENT:

RESPONSIBLE DEPARTMENT:

PROCESS GROUP:

PROCESS NAME :

DESCRIPTION :

PB20200012

4

INSTITUT KUALITI & PENGEMBANGAN ILMU

INSTITUT KUALITI & PENGEMBANGAN ILMU v

ADMINISTRATION PROCESS v

TEST LAST FOR FINAL

Edit the necessary

fields

TEST LAST FOR FINAL

IS THIS SELECTED PROCESS FOR
IMPROVEMENT : « YES NO  ———)

lick button ‘NEXT’

2. Step 2: Excellence Team Registration

lick radio button
‘YES’ or ‘NO’
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i Continue filling the necessary fields at step 2 ‘Excellence Team Registration’.Click ‘ADD TEAM MEMBER’
button. The following screen will appear.

Home | Proses Registration Planni

andintiative | OF Qutcomes | Impact | Pracess Excellence and Unity

EDIT CURRENT PROCESS

STEP 2 : EXCELLENCE TEAM REGISTRATION
PROCESS ID : PB20200012
PROCESS NAME : TEST LAST FOR FINAL

3 .
GROUP OF DEPARTMENT :  INSTITUT KUALITI & PENGEMBANGAN ILMU Detalled proses
RESPONSIBLE INSTITUT KUALITI & PENGEMBANGAN ILMU information
DEPARTMENT :
PROCESS GROUP: ADMINISTRATION PROCESS will be dlsplayed-
PROCESS NAME : TEST LAST FOR FINAL
DESCRIPTION : TEST LAST FOR FINAL

& LIST OF TEAM MEMBERS

‘©ADD TEAM MEMBER

10 ¥ records per page

NO. “ STAFFID NAME ROLE TRAINING ATTENDANCE TRAINING DATE

Click ‘Add Team
Member’

No data available in table

Showing 0 to 0 of 0 entries

oo | o~

ONLINE PROCESS IMPROVEMENT REGISTER

# My Dashboard # Home | CurrentProcess Performance | Excellence Team Registration
# Dashboard D TEAM MEMBER
& Users

& Process Register STAFFID: m

.all Process for Improvement
Please insert staffid.

ey in ‘Staff Id’
2. Hit ‘Search’

2016 © Powered by Institute of Quality & Knowledze Advancement (InQKA). 3] button.

& ProcessesList

4% AdminOE

& Report

Menu

3 Settings

¥ Unit Registration
I OF Report

@ Performance of Selected
Process

+ Assessment
& Assessment (Admin OE)

& Score Verification (Head of
Panel)

B Department's Report
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Key in the ‘Staff ID’ and click ‘SEARCH’ button. All the detailed information will be displayed. Update the
required field.

ONLINE PROCESS IMPROVEMENT REGISTER

# My Dashboard # Home | Current Process Performance | Excellence Team Registration

# Dashboard ADD TEAM MEMBER

& Users

IS Process Register STAFFID: 199416 m

Process for Improvement
Please insert staff id.

& Processes List
MAME : FAUZILAH BINTI IDRIS
4= Admin OE
4. Detailed information
& Report GROUP OF DEPARTMENT: INSTITUT KUALITI & PENGEMBANGAN ILMU v H H
will be displayed.
= Menu
DEPARTMENT : INSTITUT KUALITI & PENGEMBANGAN ILMU = 5 Update the
o5 Setti q .
e information.
& Unit Registration EMAILADDRESS : fauzilah416@salam.uitm.edu.my
I OEReport
ROLE: -- PLEASE CHOOSE -- A

& Performance of Selected

Process ATTENDTRAINING? @ YES © NO
+ Assessment 3
TRAINING DATE :
& Assessment (Admin OE)
& Score Verification (Head of -

Panel)

B Department's Report

3. Click ‘Submit’
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My Dashboard
Dashboard

Users

v e 32 3

Process Register

Process for Improvement
& Processes List
& Admin OF
a8

Report

Menu

o Settings

# Unit Registration
B OFReport

Performance of Selected
Process

' Assessment

EDIT CURRENT PROCESS

ndintiative | OF Qutcomes

Impact | Process Excellence and Unity

STEP 2: EXCELLENCE TEAM RE

PROCESSID: PB20200012

PROCESS NAME : TEST LAST FOR FINAL
GROUP OF DEPARTMENT : INSTITUT KUALITI & PENGEMBANGAN ILMU

RESPONSIBLE
DEPARTMENT :

INSTITUT KUALITI & PENGEMBANGAN ILMU

PROCESS GROUP: ADMINISTRATION PROCESS

PROCESS NAME : TEST LAST FOR FINAL

DESCRIPTION = TEST LAST FOR FINAL

& LIST OF TEAM MEMBERS

‘Team Member List’

‘QADD TEAM MEMBER

Click ‘Next’

& Assessment (Admin OF) 1o 7 | records per page
& Score Verification (Head of
Panel) . TRAINING
NO.  STAFFID NAME ROLE ATTENDANCE  TRAINING DATE ACTION
B Department's Report
1 199416 FAUZILAH BINT! IDRIS HEAD  YES 16/04/2020
Showing 1 to 1 of L entries -
,
3 o~
iv. To register more than one (1) excellence members, continue step (i).

11| Page




3. Step 3: Planning and Intiative

i.  Click ‘Next’ button, the screen shown below will be appear. The steps required are as follows:

ONLINE PROCESS IMPROVEMENT REGISTER

% Process Register

STEP 3: PLANNING AND INITIATIVE

Process for Improvement

& ProcessesList PROCESSID: PB20200012
PROCESS NAME : TEST LAST FOR FINAL

& AdminOF
GROUP OF INSTITUT KUALITI & PENGEMBANGAN ILMU

& Report DEPARTMENT :

= ik RESPONSIBLE INSTITUT KUALITI & PENGEMBANGAN ILMU
DEPARTMENT :

o Settings
PROCESS GROUP: ADMINISTRATION PROCESS

& UnitRegistration PROCESS NAME : TEST LAST FOR FINAL

W OE Report DESCRIPTION : TEST LAST FOR FINAL

@& Performance of Selected

Process
DETAILED INFORMATION

+ Assessment

& Assessment (Admin OF)
NO. CRITERIA REPORT EVIDENCE

& Score Verification [Head of —
Panel )
PDF
B Department's Report
1 a) Information / Report on Upload file

cust

omer sfeedback thioueh Update all required criteria

Analysis Report.

1. Update Report
- 2. Upload the file.

"

b)Team involvement Upload file
contribution and benchmarking
activities that are carried out at

other departments/units

3 ¢) Methods of identifying the Uploadfile
cause and problem solving
(reports, meeting, discussion

[ v |

Click ‘Next’
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4. Step 4: OE Outcomes (50%)

i.  The screen ‘OE Outcomes (50%)’ will appear.

. Fill all required fields, then click ‘Next’.

ONLINE PROCESS IMPROVEMENT REGISTER

& MyDashboard A Home ce Team Registration ing and intitiv mpact | Pre unity
o ez EDIT CURRENT PROCESS
& Users
B Process Register e -
STEP4: OEOUTCOM
.all Process for Improvement
& Processes List PROCESSID: PB20200012
PROCESS NAME : TEST LAST FOR FINAL
& AdminOE
GROUP OF DEPARTMENT : INSTITUT KUALITI & PENGEMBANGAN ILMU
& Report
RESPONSIBLE DEPARTMENT INSTITUT KUALITI & PENGEMBANGAN ILMU
= Menu :
o Setti PROCESS GROUP: ADMINISTRATION PROCESS
g Settings
PROCESS NAME : TEST LAST FOR FINAL
[ Unit Registration
DESCRIPTION : TEST LAST FOR FINAL
W OEReport
& Performance of Selected
o DETAILED INFORMATION
+ Assessment
& Assessment (Admin OF) NO. CRITERIA REPORT MEASUREMENT EVIDENCE
& Score Verification (Head of N
Panel] BEFORE CURRENT AFTER FDF
—
B Department's Report. 1 a) Customer o o o Upload fil
Satisfaction: L
Customer ° ° °
Satisfaction
(type of
measurement: 4
2 b) Happiness Index 0 0 0 Upload
: Analysis of . S .
Hoppiness ndex * " " 17

performed based
on the registered

P Update all required
¥ fields:

measurement: % )

3 ¢} Cost Saving: RM RM RM Upload
Total costsaving , , , 1. Report
after process

proven by —
Upload
(type of

improvement 2. Measurement
Fong;\;s\Ans\ysus- 3
messurement 4 evidence

RM)

4 d) Manpower 0 0 0 Upload
Saving : Total no of
No of manpower No of manpower No of manpower
manpower saving
after process
improvement
proven by
Financial Analysis -
00004
(type of
measurement : No
of manpower)

5 €) Time Saving ] o o Upload ff= C ic IN EXT'

Total of time

saving to complete

the process cycle-

00005

(type of —_—

measurement:

Day, Hour, Minute)

13| Page




5. Step 5: Impact (20%)

i.  Continue filling the necessary fields at step 5 ‘Impact (20%)’ and hit ‘Next’ button.

NLINE PROCESS IMPROVEMENT REGISTER

# My Dashboard # Home ning and intiative OE Outcomes Process Excelles ty
# Dashboard EDIT CURRENT PROCESS
& Users
B Process Register U
¢ MPACT (20%)
il Process for Improvement
& ProcessesList PROCESS ID : PB20200015
PROCESS NAME:  TEST LAST FOR FINAL
& Admin O
GROUP OF INSTITUT KUALITI & PENGEMBANGAN ILMU
& Report DEPARTMENT :
= e RESPONSIBLE INSTITUT KUALITI & PENGEMBANGAN ILMU
DEPARTMENT :
o Settings ~ R
PROCESS GROUP:  ACADEMIC PROCESS
[ Unit Registration PROCESS NAME:  TEST LAST FOR FINAL
W O Report DESCRIPTION : TEST LAST FOR FINAL

@& Performance of Selected

Process
DETAILED INFORMATION

+  Assessment

& Assessment (Admin OF)

& Score Verification (Head of NO. | CRITERIA REPORT EVIDENCE
Panel )
PDF
B Department's Report A
1 a)improvementon Upload file Update all I’eqUII’ed

department

achievement fields:

(Currei

e 4 1.Report
2.Upload evidence

b) The ability of the

Upload file
process to be
implemented
across UiTM
(Implementation 4
Report)
—

=]

Click ‘NEXT’
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6. Step 6: Process Excellence and Unity

i. The screen shown as below will appear. Key-in all related field and click ‘Next’.

ii. Once finished, the process status will be updated to ‘CARRY FORWARD FOR IMPROVEMENT .

LINE PROCESS IMPROVEMENT REGISTER

# MyDashboard Home | ProsesRegistration | Excellence Team Reg OE Outcomes | Impact
# Dashboard EDIT CURRENT PROCESS

& Users

B Process Register STEP 6: PROCESS EXCELLENCE AND UNITY (BONUS 10%)

il Process for Improvement

8 Processes Lis PROCESS ID : PB20200015
PROCESSNAME:  TEST LAST FOR FINAL
& Admin OF
GROUP OF INSTITUT KUALITI & PENGEMBANGAN ILMU
& Report DEPARTMENT :
= M RESPONSIBLE INSTITUT KUALITI & PENGEMBANGAN ILMU
DEPARTMENT :
=f S PROCESS GROUP:  ACADEMIC PROCESS
& Unit Registration PROCESSNAME:  TEST LAST FOR FINAL
M OEReport DESCRIPTION TEST LAST FOR FINAL

@ Performance of Selected

Process.
DETAILED INFORMATION

+  Assessment

& Assessment (Admin OF)

NO. CRITERIA REPORT MEASUREMENT EVIDENCE
& Score Verification (Head of : —
Panel) (PDF)
B Department's Report 1 a) Internal ® Local ) Upload file
and external International
recognition -
Certificates,
Award
Credits, Cups,
Invitations
P
2 b) Upload file

Collaboration
with

outsiders

{Faculty, Update all required
University .
and Iﬂdu::ry_\ fleldS

- Minutes of

Meeting,

Letter of »

Appointment

3 c}IP Certificate No.: Upload file
Registration -
IP Certificate

4 d) Income RM: Upload file
Generation

=3 Click ‘SAVE
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List of Update Improved Process Information

v

LI ]

The detail information saved will be listed in the ‘Update Improved process

information’.

The process status will be updated to:

a) ‘CARRY FORWARD FOR IMPROVEMENT

b) ‘PROSES FOR IMPROVEMENT’ - Selection for Current Process

- Selection for Past Year Process

The Head of Quality Unit (KUK) can updated the process untill INnQKA’s team do the

assessment.

ONLINE PROCESS IMPROVEMENT REGISTER

My Dashboard
Dashboard

Users

Process Register
Process for Improvement
Processes List

Admin OE

Report

Menu

Settings

Unit Registration

OF Report

Assessment (Panel)
Assessment (Admin OE)

Score Verification (Head of

Panel)

Department's Report

# Home

UPDATE IMPROVED PROCESS INFORMATION

PROCESSID :

YEAR:

PROCESS GROUP:

RESPONSIBLE OF DEPARTMENT:

TOTAL OF PROCESS: 5 PROCESSES

10 ¥ records per page

NO. PROCESSID PROCESS NAME

1 PB20200017 TEST LAST FOR
FINAL

INSTITUT KUALITI &
PENGEMBEANGAN ILMU
2 PB20200015 TEST LAST FOR
FINAL

INSTITUT KUALITI &
PENGEMBANGAN ILMU
3 PB20200012 TEST LAST FOR
FINAL

INSTITUT KUALITI &
PENGEMBANGAN ILMU
4 PB20200010 TEST LAST FOR
FINAL

INSTITUT KUALITI &
PENGEMBANGAN ILMU

2020
- PLEASE SELECT -~

- PLEASE SELECT -~

REGISTERED
BY

FAUZILAH

STATUS

CARRY FOWARD FOR

BINTIIDRIS

FAUZILAH
BINTIIDRIS

FAUZILAH
BINTIIDRIS

e

CARRY FOWARD FOR
MPROVEMENT

PROCESS FOR
MPROVEMENT

FAUZILAH
BINTIIDRIS

CARRY FOWARD FOR
MPROVEMENT

v

4

Select the fields

oLp
PROCESS ID
PB20150818
PB20180918
PB2019081

ACTION

e E
i
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