


Registration

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

myCo-Op Portal: Employer’s Guide

STEPS

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


Job Posting

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
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Hiring Process

1) Log in from 
www.ucsiuniversity.
edu.my/mycoop

2) Go to View 
Candidates

3) View the students’ 
résumé

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
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Student Evaluation 
Process

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