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1.0  Log In e-INFORMM 

          The system can be accessed through URL https://einformm.usm.my  
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1. For internal users Staff and USM students can log in by clicking on the button [Login with Identity USM 

ID]. 

2.  For external users, enter the registered identity card number or passport number and password. 

3. For new registration, click on the link [Register?] 

4. Click on the link [Forgot Password?] if you unable to remember the password 

- A new password will be provided via email by Administrator. 

 

2.0 New User Registration for External User Category 

1. 

 

2.  

After clicking on the [Register?] Link on the login page, fill in the registration information as  requested 

and click the Submit button. 

After registration, the confirmation screen will be displayed as below 

 

 



5 

 

   

  3.0  Internal User Application 

   List of Applications as Internal Users Categories 
    - Academic Staff, Administration, Laboratory 

    - Student  

    - Research Officer / Research Assistant and Project Staff. 

 

 

    

 

 

1  1.  Click on the Internal Users menu. 

    2.  To view application information, click on the research title or the lens icon on the action column. 

    3. To create a new application, click on the [New Application] button 
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 Add New Application as Internal User 
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1   1. Fill in all the required information in the form. 

    2. Upload the Application Letter and Appointment Letter in their respective sections. 

   3. Tick at the declaration box as an agreement to all terms and regulations stated. 

   4. Review all information entered, if satisfied click on the [Submit] button.  

   5.  Notification email will be sent to confirm the submission has been accepted for further process by 

    Administrator. 
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  4.0 External User Application 
 

   List of External Users Categories: 

  
- Industrial Training Student 

 
- Collaboration Category (from other PTJ) 

 
- Final Year Project  Student  

 
- Final Year Project Student (INFORMM Associate Lecturer) 

 
- Other User (without INFORMM research collaboration) 

    

  List of Applications as External Users 

 

 

 

 

1 1. Click on the External Users menu. 

   2. To view application information, click on the research title or the lens icon on the action column. 

  3. To create a new application, click on the [Add Application] button 
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 Add New Application as an External User 
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1   1.  Fill in all information required.  

     2. Upload the Application Letter and Appointment Letter in their respective sections. 

     3. Tick at the declaration box as an agreement to all terms and regulations stated 

     4. Review all information entered, if satisfied click on the [Save] button. Notification email will be  

     sent to confirm  the submission has been accepted for further process by Administrator.
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 5.0 Facilities : Shared / Rental Facilities Application  

       (INFORMM Main Campus) 

              

              Create a New Application 

              To apply new application facilities INFORMM Main Campus Space click facilities menu 
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    1. Enter all information required. 

    2. Select the required equipment. 

    3. Select the required INFORMM Space. 

    4. Select the required teleconferencing room (if any). 

    5. Review the information entered and click the [Submit] button. 
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I  INFORMM Space Application List 

1.  1. To create a new application, click on the [Add Application] button at the top right. 

     2. To view application information, click on the title or lens icon in the Actions column. 

     3. To update the application information, click on the Pencil icon. The application cannot be edited /  

     updated once it has been approved by the Administrator/Deputy Director. 

     4. To delete an application, click on the Trash can icon. Applications cannot be deleted after approval  

     by the Administrator / Deputy Director. 
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 6.0  Vehicle & ICT Booking Application (INFORMM Staff) 

 

 

 

  Applying for a New Booking 
 

1  1. Enter all information required.  

     2. Select the required ICT equipment or vehicle. 

     3. Enter the quantity/number of item(s) required. 

     4. If more than one item is needed, click on the [Add] button. 

    5. Review all the information entered then click on the [Submit] button 
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  List of Vehicle & ICT Booking Application  

 

 
 

  1. Click on the [Vehicle & ICT Booking] menu to view the INFORMM Vehicle and ICT Booking List. 

  2. To apply for a new application, click on the [Add Loan] button. 

  3. To view more loan information, click on the title or icon of the lens. 

  4. To update the application information, click on the pencil icon. The application cannot be  

     edited / updated once it has been approved. 

  5. To delete an application, click on the trash can icon. Applications cannot be deleted after  

     approval has been made. 
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 7.0  CCTV Recording Application - INFORMM Main Campus 

 (INFORMM Staff) 

 

 
 

   1. Click on the [CCTV Recording] menu to see the list of applications that have been made. 

    2. To create a new application, click on the [Add Application] button. 

    3. To view more information of the application, click on the title or on the Lens icon. 

    4. To update the application, click on the Pencil icon. The application cannot be edited/updated  

     once it has been approved by Administrator/Deputy Director. 

    5. To delete an application, click on the trash icon. Applications cannot be deleted after approval  

     has been made. 
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  1.  Fill in all required information on the form. 

  2.  Review the information entered then click on the [Submit] button. 

  3. The application will be sent to the Administrator/Deputy Director for approval. 
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 8.0  Application to Work in Laboratory After Office Hours  

(Student) 
  

 

 

 

 

 

 

1 1. Click on the [After Office Hour Application] menu to see the list of applications that have been made. 

   2. To create a new application, click on the [New Application] button. 

   3. To view more information of the application, click on the title or on the Lens icon. 

   4. To update the application, click on the pencil icon. Applications can only be updated before being       

       approved by the Supervisor. 

  5. To delete an application, click on the trash icon. Applications cannot be deleted after approval  

     has been made. 
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     1. Fill in all information required. 

     2. Review the information entered then click on the [Submit] button. 

     3. The application will be sent to the Supervisor for approval. 
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 9.0  Supervisor Confirmation for Application to Work in  

 Laboratory / Workshop After Office Hours & Prints 
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1 After approval, supervisor need to print THREE copies and pass to student.  

 

2 Student need to keep ONE copy and submit another TWO copies to Science Officer in charge for further 
process. 
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 10.0  Daily Clock-In and Clock-Out Records After Office Hour 

  - MONDAY TO FRIDAY (WEEKDAYS) : from 5.10 PM to 8.10 AM 

       - WEEKEND AND PUBLIC HOLIDAY : ALL DAY 

 

 

 

   1. Click on the [Clock In & Clock Out] menu. 

   2.  Click on the daily Clock In button to record entry time after office hours. 

   3. Click on the daily Clock Out button to record exit time. 

     (**Please ensure to clock in & clock out on the same day. Failure to clock out will cause you to 

     be considered still in the building and you are not allowed to record new clock in time on 

      the following day**) 

    4. The System will automatically display lists of daily entry and exit time for a period of 7 days for user  

     reference 

 

 

END 


