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I-VIVA USER MANUAL (SUPERVISOR) 
 

The i-Viva User Manual is intended to be user guide to use i-Viva system. Please 

refer to the steps and diagram shown for more understanding regarding the system 

process flows. 

 

*Notes: i-Viva works best in browser like Mozilla Firefox and Google Chrome. User 

might also access the system through mobile internet browser. 

 

System Specification 

 

No. Specification Description 

1. System platform Website 

2. System access 

Open to external network (can be accessed 

either by using internal IIUM network or from 

another ISP (Internet Service Provider) such as 

mobile data) 

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

4. Responsive 
Support display on any size of screen PCs, 

Mobile Phones and Tablets. 

 

  

https://iviva.iium.edu.my/
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STEPS 

 
1. Choose your browser to access the system. 

 

 
 

2. i-Viva is accessible through IIUM Staff Portal or direct URL. 

3. For direct URL, type in the address, https://iviva.iium.edu.my on your 

browser and press Enter. 

4. User will be directed to a login page as shown below. 

5. Click at Login button under Staff. 

 

 
  

https://iviva.iium.edu.my/
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6. Enter your Email ID as your login ID (without iium.edu.my) as your login id and 

Password and click Login 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. User will be directed to the i-Viva User’s (Supervisor’s) homepage such as 

follows, 
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8. i-Viva displays multiple menu/modules to access the different functions of the 

system such as Intention to Submit Research Work, Abstract Submission, 

Completion Checklist, Recommendation Extension of Date Correction, register 

External Examiner, Examiner Nomination, Acceptance Nomination Status and 

Copyright Declaration. 
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9. Intention to Submit Research Work. 

Supervisor receive email notification to recommend/not recommend the 

intention to submit research work from student under his/her Supervision.   

 

9.1 Supervisor can approve by click on notification on the right-hand side (in 

red) and click at Intention Submission button. 

9.2 Supervisor also can click on the left menu under Intention Submission. 

 
 
 
 
 
 
 

 
 
 
 
 
 

 

9.3 Supervisor can recommend / not recommend the Intention. 

9.4 Supervisor choose student and click at the View Intention button icon. 
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9.5 Give comment (if any) at the box provided. 

9.6 Click Agree/Disagree at the button icon. 

9.7 Click Ok to proceed 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
*Note: If the supervisor rejects the intention to submit research work request, the student will 

be notified and should re-submit the intention to submit research work request again. 
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10 Abstract Submission. 

Supervisor receive email notification to recommend/not recommend the    

abstract from student under his/her Supervision.   

 

10.1 Supervisor can approve by click on notification on the right-hand side 

(in red) and click at Abstract Submission button. 

10.2 Supervisor also can click on the left menu under Abstract Submission 

 

 

 

 

 

 

 

 

 

 

10.3 Supervisor can recommend / not recommend the Abstract. 

10.4 Supervisor choose student and click at the View Abstract button icon. 

 

 

 

 

 

10.5 Give comment (if any) at the box provided. 

10.6 Click the abstract title if you want to view the abstract. 

10.7 Click Agree/Disagree at the button icon. 
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*Note: If the supervisor rejects the abstract, the student will be notified and should re-

submit the abstract again. 
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11 Completion Checklist 

Supervisor receive email notification to recommend/not recommend the 

completion checklist from student under his/her Supervision.   

 

11.1 Supervisor can approve by click on notification on the right-hand side 

(in red) and click at Completion Checklist button. 

11.2 Supervisor also can click on the left menu under Completion Checklist. 

 

 

 

 

 

 

 

 

 

 

 

11.3 Supervisor can recommend / not recommend the Completion 

Checklist. 

11.4 Supervisor choose student and click at the View Checklist button icon. 
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11.5 The following screen will appear 

 

 

 

 

 

 

 

 

 

 

 

 

11.6 The status of the student will appear as the above. Supervisor can 

proceed to give comment and tick accordingly. If the Supervisor did 

not tick at the box provided, the button Recommend will be dimmed. 

11.7 Click at Recommend button icon to recommend the completion 

checklist. 

 
 
 
 
 
 
 
 
 
 
 
 
 

*Note: If the supervisor chooses not to recommend the completion checklist, the student will 

be notified and should re-submit the documents for completion checklist again. 
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12 Register External Examiner 
 
12.1 Click on Register External Examiner to register the External Examiner 

as follows, 

 

 

 

 

 

 

 

 

 

12.2 Supervisor can search the existing examiner by staff id, name, phone 

no or email address. 
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12.3 Click at the Register External Examiner and key in the details below. 

The fields with * is a mandatory field and must be key in by the 

Supervisor. Press Save button icon. 

 

 

 

 

 

 

 

 

 

 

 

12.4 There are five tabs for the Supervisor to insert as follows, 

12.5 Type Specialization at the column provided and click Add button icon. 

12.6 Only five columns can be added at each tab. 
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13. Examiner Nomination 

The Supervisor can start nominating examiners after approved intent to 

submit research work. 

 

13.1 Click at the Examiner Nomination to nominate as follows 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.2 The name of students will appear as follows, 
 

 
 
13.1  Maybe more than one student in the list. 
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13.3   Choose student and click at Examiner Nomination button icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.4 Examiner will appear as follows, 
 

 
 

13.5   Supervisor can search examiner by Staff id, Name, Kulliyyah,   
Expertise or email address. 
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13.6   Press View Details and Nominate button.  

 

 
 

13.7  Press Nominate button icon. The list of what you nominate will    

appear as follow, Click preview and invite button icon to send submit 

this nomination to the selected examiners. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.8 The examiners will get email notification on the nomination of 

him/her as examiner. 
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14. Acceptance Nomination Status. 

      Supervisor can view the acceptance status of the examiner after nomination 

processes.  

 

14.1 Click at the Acceptance Nomination Status. 

14.2 Choose Student from the list and Press button View Details. 
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14.3 The list of examiners with status of nomination will appear as follows, 

 

 
 

14.4 Supervisor can search for other internal or external examiners when 

see the status of acceptance is rejected or need to find more examiners. 

14.5 Just click at the search button and do the same processes as before. 

14.6 Press Preview and Invite button icon to invite the examiner. 
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14.7 Press Invite button icon to send email notification to the examiner. 

14.8 The examiner will receive email notification and can accept or reject 

the nomination. 
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15. Copyright Declaration. 

Supervisor will get an email notification to certify or uncertified the copyright 

declaration from student. 

 
15.1 Click on Copyright Declaration to certify/uncertified copyright of student. 

 

 
 

15.2  The screen will appear as follows, 

 

 
 
15.3  Supervisor to write remarks (if any). 

15.4  Press Uncertify or Certify and Press button Ok 
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