
CREDIT TRANSFER APPLICATION
STUDENT USER MANUAL

A comprehensive, step-by-step procedural guide for Bachelor Fulltime, Master and PhD students applying for 

credit transfers via the Student Portal.
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Portal Access & Login Verification
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Log In to the MyUTM Portal

Provide your valid UTMID and account Password, then click the Login button.

Click Student Portal
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Student Portal Dashboard
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Upon successful login, verify your student bio-data including student name, 

matric number, degree program, faculty, and current academic session.

View Student Dashboard

From the left-hand navigation sidebar, click on the Credit Transfer parent menu 

item, then select the Application submenu.

Click Credit Transfer – Application

Application Window Guidelines

Bachelor Fulltime Students: Permitted to apply only within the stipulated 

academic window during Weeks 1 and 2 at the beginning of each semester.

Master and PhD Students: Open at any time throughout the academic calendar 

with no restricted application window.
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Credit Transfer Application
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To initiate a new credit transfer application, click the + Add button located at the 

upper-right corner above the application table.

Click the "+ Add" Button

Click directly on the status indicator badge (e.g. APPROVED, DRAFT, or 

RECOMMENDED) in the table to display the detailed transaction log.

Click on the Status Badge

Click the list action icon under the Action column to open and display full credit 

transfer application details and attachments.

Click on the Action Button
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Entering Course Details
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Click Save to store your record. A confirmation modal will appear: "Your Record has 

been Saved Successfully. Please Submit Your Application for Approval." Click OK.

3. Click the SAVE Button

Click + Add Course for New Application Form

➢ Complete all mandatory fields: Course Code Obtained, Course Title Obtained, 

Credit Hour Obtained, Grade Obtained, Year Obtained, and University 

Obtained from your previous institution.

1. Fill In Required Fields

➢ Select the corresponding equivalent course offered at UTM from the Course 

Offer by UTM dropdown list. Credit hours will auto-populate.
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Uploading Supporting Documents
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In the Attachment section below the course details, click the blue Upload button to 

launch the upload dialog popup.

Click the Upload Button

Select category, browse your file (.pdf format only, max 10MB), and 

click the Save button to confirm. Click Close to dismiss the popup 

once completed.

Save Upload File

Master and PhD students are strictly required to upload at least one document 

category for each course: either the official Transcript or Course Information

(syllabus).

Mandatory Document

Bachelor students are strictly required to upload at least two (2) documents: 

the official Transcript and Course Information (syllabus).
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Reviewing, Updating, or Deleting Drafts
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Important: Ensure that the Attachment column displays Yes (1) or more before 

submitting. Courses without uploaded attachments cannot be submitted.

Click the blue pencil / document icon under the Action column to open and view the 

detailed course application information or update entries.

Action Button (Edit / View Details)

Click the red trash can icon to permanently delete an unsubmitted draft record from 

the system.

Delete Button (Remove Record)
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Submitting Applications (Single or Batch)
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Check the checkbox next to) completed draft records (with attachments), then click 

the blue Submit Selected button.

Select Complete Applications

A modal appears: "Confirm Submission? Are you sure you want to submit selected 

application(s)?" Verify whether you are submitting individually or by batch.

Confirmation Pop-up

Click Yes, submit to send for approval (or Cancel to abort). The prompt displays: 

"Batch Submitted Successfully." Click OK to finish.

Dispatch & Success Notice
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THANK YOU
This document serves as the official operational guide for credit transfer applications. For inquiries regarding course equivalence 

evaluations or system access assistance, please refer to the relevant academic channels below.
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Respective Faculty Academic Office support.utm.my

AMD OFFICIAL WEBSITE FACULTY SYSTEM SUPPORT

amd.utm.my
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