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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 

 
3. Click on the ENTER button, the log-in screen will appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

‘ENTER’ button 

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


3 | P a g e  

 
 

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

 
 
 
 
 
 
 

Key-in staff id 

Password same as 
Staff Portal 

Click ‘Sign in’ 
button 

3 

2 

1 

The list of the process 
registered. 

The total number of 
the process registered. 

‘My Dashboard’ 
screen. 
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OPERATIONAL EXCELLENCE TRAINER (OE TRAINER  
 

Process Registration 
 

1. To register a new process, select ‘Process Registration’ then click on ‘Register Process’ menu. The 

 ‘REGISTER PROCESS screen will appear. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
Select ‘Process 
Register’ then 

‘Register 
Process 

 

2 
‘Register 
Process’ screen 

will appear. 

3 
Key in all the 

required fields. 

4 
Click ‘Save’. 



5 | P a g e  

 
 
 

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 process field. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

1 
Select ‘Process 

hen ‘List 
Processes’. 

Click ‘Edit’ 
button. 

2 

1 
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3. This screen will appear. 

 
3 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 
 

Click ‘EDIT 
button. 

4 

 
Edit the 
required 

field 

3 

 

4 4 
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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: 

a. Step 1 - Process Registration (update) 

b. Step 2 - Excellence Team Registration 

c. Step 3 - Planning and Initiative 

d. Step 4 - OE Outcomes  

e. Step 5 - 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’. 
  

 
 
  

Select ‘Process 
for Improvement’ 
Click ‘Update Improved 
Process’ 

 

1 

2 
Choose the Fields then 
Click ‘Search’. 

 

2 

2 
      The selected 

        process will be     
displayed. 

 

3 

 
Click ‘Update’ 

4 
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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. 

 

   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Step 2: Excellence Team Registration  

 
    Edit the necessary 

fields 
 

5 

 
Click radio button 

‘YES’ or ‘NO’ 
 

6 

 
Click button ‘NEXT’ 

7 
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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. 
 

 
Detailed proses 
information 
will be displayed. 

 

8 

 
      Click ‘Add Team       
       Member’ 

 

9 

 
Key in ‘Staff Id’ 
Hit ‘Search’ 
button. 

 

10 
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ii. Key in the ‘Staff ID’ and click ‘SEARCH’ button. All the detailed information will be displayed. Update the 
required field. 
 

 
 
 
 
 
 
 
 

Detailed information 
will be displayed. 
Update the 

 

3. Click ‘Submit’ 
12 

11 
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iii. Click ‘Submit’ button. The member registered will be displayed in the ‘TEAM MEMBER LIST’ table. 
 

 
 
 

iv. To register more than one (1) excellence members, continue step (i). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 ‘Team Member List’ 

13 

 
Click ‘Next’ 

14 



12 | P a g e  

3. Step 3: Planning and Intiative 
 

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

 

 

 

 

 

 

 

 

 

 

 

     

 

 

 

 

 

 

 

 

 

 

 

 
Update all required criteria  

1. Update Report 
2. Upload the file. 

 

15 

 
Click ‘Next’ 

16 
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4. Step 4: OE Outcomes (50%) 

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

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Update all required 
fields: 

1. Report 
2. Measurement 
3. Upload 

evidence 
 

17 

 
Click ‘NEXT’ 

 

18 
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5. Step 5: Impact (20%) 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Update all required 
fields: 
1.Report 
2.Upload evidence 

 

19 

 
Click ‘NEXT’ 

 

20 
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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’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Update all required 
fields 

 

21 

 
Click ‘SAVE 

 

22 
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 List of Update Improved Process Information 
 

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

information’. 

ii. The process status will be updated to: 

a) ‘CARRY FORWARD FOR IMPROVEMENT’   -  Selection for Past Year Process 

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

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

assessment. 

               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 
Select the fields 
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