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IN THIS GUIDELINE

$l CSI Universisy

A Guide for New Co-Op Partner

by Co-Op Education Centre & Job Placement Centre

\ Registration
~/) Registration for new Co-Op Partner.

Uésf Iob Posting

To update the latest vacancies of esteemed

SAA SAA UniVel'Sity company.

—

Hiring Process
To screen & update the status of the applicants.

Student Evaluation Process

To provide feedback on

UCSI| Co-Operative Education Programme
and evaluation towards student’s performance.
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STEPS

1) Go to
WWW.Ucsiuniversity.
edu.my/mycoop

2) Click Register

3) Fill in your
company’s details
and click Submit

4) Co-Op Education
Centre will approve
your registration
within 3 working
days and you will be
notified via email
once it has been
approved

istratio

Co-Operative Education Management

“ PORTAL ACCESS

Use your Student No, Staff
1D or Company No to
access this portal.

UserID

Password

Login
Forgot Password

“ NEW CO-OP PARTNER

If you wish to become our

Co-Op Partner click below.

Weleome to myCo-Op

employer org
Universi

and employers eval

Co-Op Industrial Partners

Grebos
LT

GNC

Rcryocord DeGCem

o
<umalava

interisland

Nests  SHIMAND theta =
Job Listing
Company. LT Leveliature

View all jobs

job feed by JobsCentralm

News

© For first time login /
Forgotten password

birth and

email

You

Company Information

Company Address

» UCSI University

Co-Operative Education Management

Attachment

x Comp. Registration Card *
Attachment 2

Attachment 3

Please attach relevant document(s) below :

Chogse file | Mo file chosen

Chogse file | Mo file chosen

Chogse file | Mo file chosen

Co-Operative Education Management

Registration is Submitted

W
LR

Back
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ob Postin

STEPS

1) Once your
registration has
been approved, log
in from
Www.ucsiuniversity.
edu.my/mycoop

2) Click Add

3) Fill in the job details
and click Save

4) Co-Op Education
Centre will approve
your job posting
within 3 working
days and you will be
notified via email
once it has been
approved

* Students will be able to
see the job posting once
they log in into their myCo-
Op account

>§§ UCSI University

Co-Operative Education Management

News
“ Welcome to mMyCo-Op © For first time login /
PORTAL ACCESS Forgotten password
For Student:
Use your Student No, Staff
ID or Company No to
access this portal.

User D complete a co-oper:
of their degree pro

Password

Co-Op Industrial Partners

Login
Forgot Password M Qcaryocordi  DeCGem GNC
| 2 —
m <umalava jnterisland

_— clumann NN

Co-Operative Education Management

Home Job My Account Post Event/News Log Out
Job Posting
All posted job will be listed here. Please click on "Posted Job" to view the details of the job; you may edit your job posting [ add >
by clicking "Edit Job" (job posts cannot be edited anymore once it has been approved). Co-Op officer will respond to
your job request in 3 working days. Applications will be shown in the "View Candidates” column,
Posted Job Vacancy  Posted Status Edit Delete  View Candidates
None @ O
Job /Vacancy
Posting
Company
Profile

$ UCSI University

Co-Operative Education Management

Job Posting Detals
Company Testing SAA

Level required ;01 2 3 4

s

Co-Operative Education Management

Home Job

My Account Post Event/News Log Out

Job Posting

ou may edit you

Home My Account Post Event/News.

Job Posting
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Hiring Proces

STEPS

1) Login from
WWW.Ucsiuniversity.
edu.my/mycoop

2) Go to View
Candidates

3) View the students’
résumeé

4) After reviewing the
students’ résumé,
select a student
from the check box
and select a status
(e.g.: Interview
Invite, Hired, etc.)
from the drop down
menu then click
Update

* The student will be
notified of this status
update via email

QUCSI Ul’]lVCI'Sltyv Co-Operative Education Management

News
“ Welcome to mMyCo-Op © For first time login /

PORTAL ACCESS Forgotten password
For Student:

Use your Student No, Staff
ID or Company No to
access this portal
User D

dents enrolled in
dule ¢

Password

assignment and employers evaluation upon

Co-Op Industrial Partners

Login
Forgot Password M Qcaryocordi  DeCGem GNC
| 2 —
m umalava jnterisland MPH

— clumann Do » 1) Use

Home Post Event/News Log Out

Job Posting

All posted jol Add
by clickin )P officer will respond to

your job r amn

Posted Job Posted Status  Edit Delete  View Candidates
Intern (Mass Communication) 1 2302015 Approved @ @

Co-Operative Education Management
Close

Job Management

Intern (Mass Communication) Vacancy: 1 =

Test SAA 1001130065 Kelvin Choo Kai Liang 23/06/2015

ok Descontion 1001231911 Soon King Voon 23,'06/20].5
@ Prepare news release Update Selected To: | Submitted v || Update

Start Month Open End Month Open o

Co-Operative Education Management

Close

Job Management

Intern (Mass Communication) Vacancy : 1
Test SAA -y
]
£nd Month e
Term (Month)
a Working State
Close
Job Management
Intern (Mass Communication) Vacancy: 1 "
Test SAA n King Voon 23/06/2015 @
pdate Selected To: | Interview Invite v || Update
“
End M
Term (Month)
“
130065 Kelvin CF ng ! -
ubmitted v || Update



http://www.ucsiuniversity.edu.my/mycoop

myCo-Op Portal: Employer’s Guide

Student Evaluation

STEPS

1) Once a student’s
status has been
updated as ‘Hired’,
go to Job >
Student Evaluation

* Student Evaluation is to be
filled up at the end of
internship period

2) Click the dialog box
icon

3) Fill in the details
and click Submit
(Please submit only
ONE (1) form for
ONE (1) student)

4) Submission done

Process

S UCSI University

Home Job My Account Post Event/News

Job Posting Job Posting

All posted jg e click on "Posted Job" to view
| _Student Evaluation | " >

by clicking ot be edited anymore once it ha

yourjobreq gaq Applications will be shown in the "Vi

Posted Job Vacancy  Posted

Intern (Mass Communication) 1 23 Jun 2015

Co-Operative Education Management

Log Out

the job; you may edit your job posting [ add
ed). Co-Op officer will respond to
lates” column.

NOLOGO
Status  Edit Delete  View Candidates UPLOADED
approved @ @
Job /Vacancy
Posting
Company
Profile

2$ UCSI University

Home Job My Account Post Event/News
Students Evaluation

Click at Respective student to perform an Evaluation

ol

Co-Operative Education Management

Log Out

Vacancy  Hired Posted
1

23 Jun 2015

Job /Vacancy
Posting

Company
Profile

S UCSI University

Home Job My Account Post Event/News.

CO-OP Student Evaluation Form

1 Student’s Task Description

Evaluation of Student

Log Out

Co-Operative Education Management

Evaluation done by

Immediate Supervisor  [Nuru

Department

Company Name
Address

Telephone

Email

Job Title : Brecutive
Company Reg. No EEEY
Fax (12345

Home Job My Account Post Event/News
Students Evaluation

Click at Respective student to perform an Evaluation

Co-Operative Education Management

Log Out

Vacancy  Hired Posted
1 1 23 Jun 2015
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Co-Operative Education Programme

\\ > / W';J >,
SAA SAA University

For further enquiries, please contact myCo-Op@ucsiuniversity.edu.my
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