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I-VIVA USER MANUAL (COS KULLIYYAH ADMIN) 

 

The i-Viva user manual is intended to be a user guide to use i-Viva system. Please 

refer to the steps explained, and diagrams as shown in the following for more 

understanding regarding the system operational flows. 

 

System Specification 

No. Specification Description 

1. System platform Website 

2. System access 

Open to external network (can be accessed 
either using internal IIUM network or from 
another ISP (Internet Service Provider) such as 
mobile data)) 

3. Link to system http://iviva.iium.edu.my 

4. Responsive 
Support display on any size of screen PCs, 
Mobile Phones or Tablets. – please check for 
phone and tablet 
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STEPS 

 

1. Choose your browser to access the system. 

 

 

 

 

 

 

2. Type in the URL address, http://iviva.iium.edu.my on your browser and press 

ENTER. 

3. Choose Staff icon 

 

 

 

  

http://iviva.iium.edu.my/
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4. User will be directed to a login page as shown below. 

 

 

 

 

 

 

 

 

 

5. Enter your IIUM Staff ID as your login ID and Password and press Login. 

6. User will then be directed to the i-Viva (CoS Admin Kulliyyah) as shown in the 

diagram below. 
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7. i-Viva displays multiple menu/modules to access the functions of the system 

such as KPGC Meeting, Approval for Nomination, Approval New External 

Examiner, External Examiner, Re-Nominate Examiner, Completion Checklist 

(Admin), Appointment Letter, Thesis On-Track, Viva Voce Entry, Submission 

Final Thesis and Report. 

8. Only CoS Kulliyyah Admin will be able to access the functions in this i-viva 

system menu. 

 

 

 

 

 

 

 

 

 

 

 

 

9. KPGC Meeting - the module is for the CoS Admin to schedule the KPGC 

meeting in the system. 

9.1 Notification report to KPGC (Admin Module) *endorsed examiner from 

all CoS. 

9.2 Click on CoS Administrator 

9.3 Click KPGC Meeting 

9.4 The details of the KPGC Meeting being displayed 
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9.5 Click this symbol        to see the details of meeting. 

9.6 Click this symbol       to edit the meeting. 

9.7 Click this symbol        to delete the meeting. 

9.8 Click Add New KPGC meeting to add new meeting. 

 

 

 

 

 

 

9.9 Click this symbol        to edit the meeting 

9.10 Rename the Meeting and meeting number 

9.11 Click the calendar icon to view the date for the meeting and click save 
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10. Approval for Nomination- the module is for the CoS Admin to see the list of 

approval for nomination of the examiners from the system and approve it. 

10.1 Click on CoS Administrator 

10.2 Click on Approval New External Examiner 

 

 

 

 

 

 

 

10.3 The list of Examiner for Nomination will be displayed. 

10.4 Choose Student and Click List of Examiner for Approval 
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10.5 Choose Examiner and click  to approve or  to reject 

10.6 Click button Approve to approve. 

 

 

 

 

 

 

 

 

 

 

 

10.7 Click button Reject to reject. The following screen will appear. 
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10.8 Click at the button Examiner Sequence 

10.9 Click at the       and arrange the sequence of examiner such as Internal 

Examiner 1 
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10.10 Click button Save. 

10.11 Click button Close.  

 

 

 

 

 

 

11 Approval New External Examiner- the module is for the approval of the new 

registered examiners into the system 

11.1 Click on CoS Administrator 

11.2 Click on Approval New External Examiner 

11.3 The list of Register New External Examiner will be displayed 
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11.4 Type examiner name in the column (For Example, ELWATHIG) to 

search for current examiner. 

11.5 Click button  to approve or  to reject 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11.6 Click button Approve. 
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12 External Examiner- the module is for the editing part by CoS Admin on the 

examiner’s information and specialization. 

12.1 Click on CoS Administrator 

12.2 Click External Examiner 

12.3 The list of External Examiner will be displayed. 

 

 

 

 

 

 

 

 

 

 

12.4 Choose External Examiner and Click view details. 

 

 

 

 

 

 

 

 

 

 

 

12.5 Add or edit data and click save button. 
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12.6 Add Specialization, Academic Qualification, Working Experience, 

 Publication and Research/Consultancy/Innovation in the box provided 

and click add. 

12.7 Click button Delete to delete data. 

 

13 Re- Nominate Examiner- the module is for the CoS Admin to re-nominate the 

name of examiners in the iViva system. 

13.1 Click on CoS Administrator 

13.2 Click External Examiner 

13.3 The list of External Examiner will be displayed. 
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14 Completion Checklist- the module is for the CoS admin to check all the 

required documents for the research report examination process. Please 

ensure the research report is ready and in the right format, the Turnitin report 

to follow the similarity index set by the Kulliyyah and the publication 

requirement to be fulfilled. 

14.1 Click on CoS Administrator. 

14.2 Click Completion Checklist. 

14.3 The list of students will be displayed. 
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14.4 Click on the View Checklist button. 

14.5 The details of completion checklist will appear for notification CoS 

Administrator. Below the displayed interface 
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14.6 The history checklist will appear as a log below the detail’s information. 

 

 

 

 

 

 

 

 

 

 

 

15 Appointment Letter- the module is for CoS Admin to key in information and 

generate the appointment letter for the appointed examiners for the student. 

15.1 Click on CPS Administrator 

15.2 Click Appointment Letter 

15.3 Choose student and click View Details 
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15.4 The list of examiners to generate appointment letters are being 

displayed 

 

 

 

 

 

 

 

 

 

15.5 Choose examiner and Click button Generate Appointment Letter 
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15.6 Click button Send Notification to Examiner.  (Repeat the process 4, 5 

and 6 until all the examiners appointment letters are generated and 

notified) 
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15.7 Below the appointment letter view, there will be uploaded documents 

attached for the examiners such as, 

 

 

 

 

 

 

 

 

15.8 You can click other files too to see the details of the documents. 
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15.9 Click the button Appointment Letter to see the appointment letter. 

Example as displayed below. 
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16 Thesis On-Track - The main function of Ontrack thesis is to monitor examiners 

progress by putting the deadline for the thesis submission and to approve the 

extension to submit the thesis report by the examiners. 

16.1 Click on CoS Administrator 

16.2 Click Thesis On-Track 

16.3 Choose student and click view details 
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16.4 The details of the Examiners being displayed 

16.5 Click on the tab to see the details of examiners. 
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16.6 For the approval of the extension to submit thesis report, the 

examiners will request to the CPS Admin for the extension. CPS Admin 

will update the new date at “New Extension Actual Deadline” 

16.7 Click the calendar new date. Click save for the changes made. 
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17. Viva Voce Entry - the module is for CoS Admin to key in the information for 

the invitation letter for the PTEM and the information entry for the post PTEM 

result. The system also can produce the PTEM result report for the particular 

candidate. 

17.1 Click on CoS Administrator 

17.2 Click Viva-Voce Entry 

17.3 Choose student and click button View Details 
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17.4 The details of the Viva Entry being displayed. 
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17.5 For invitation viva and arrangement date of the viva session, click the 

tab for “Viva Info”. 

17.6 Click on Search button to find another Chairperson, Academic 

Secretariat and CoS Representative. 

17.7 Click the date viva, venue and Online Link of the viva session. 

17.8 Click save button. 

17.9 Click button Preview and Generate Letter 
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17.10 The details of the letter will be displayed. 

17.11 Click the button Invite to email to the relevant parties for Viva Voce 

Examination. 
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17.12 Click on the tab Post Viva and the following screen will be displayed 

17.13 You can add and edit the fields and click button save 

17.14 Click button Preview and Generate Letter for Post Viva Supervisor and 

Official Viva Report. 
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Preview: 
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17.15 Viva entry for the Resubmission case, the process of the viva will be 

repeated from step no 5 until 14. Only the different is the data will be 

key in in the “Viva Info (Resubmission)”. 

17.16 Click the tab for “Viva Info (Resubmission)” and “Post Viva 

(Resubmission)” 
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18 Submission Final Thesis - the module is for CoS Admin to check and verify the 

submission of final thesis by the student. 

18.1 Click on Cos Administrator. 

18.2 Click Submission Final Thesis. 

 

 

18.3 Click View Submission to see the details 
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18.4 Click at the tab ‘Final Thesis’. 

18.5 Tick if Ok and give comments at the box provided (if any). 

 

 

 

 

 

 

18.6 Go to tab ‘Correction Details’ 

18.7 Tick if Ok and give comments at the box provided (if any). 

 

 

 

 

18.8 Go to tab ‘Review Form for Thesis Binding’ 

18.9 Tick if the item is Ok and give comment (if any). 
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18.10 Go to tab ‘Turn-it-in Report’. 

18.11 Tick if the item is Ok and give comment (if any). 

 

 

 

 

 

18.12 Go to tab ‘Arabic and English Abstract’ 

18.13 Tick if ok and give comment (if any) in the box provided. 
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18.14 Go to tab ‘Finalized Checking’ 

18.15 Click Verify/Not Verify 

 

 

 

 

 

 

18.16 The final view will be as displayed below, 
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19 Report- This menu will provide the CoS Admin with the list of reports that 

relevant to the Viva Unit. 

19.1 Click on CoS Administrator 

19.2 Click Report 

19.3 Choose the report needed from the list and click list link to View Details 
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