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Online Subject Registration Guidelines 

Below are the steps to do Online Subject Registration. 

1. Open Internet Explorer browser and type in the Online Subject Registration’s URL address. Table 

below describes way to go to the Online Subject Registration Homepage. Please ensure that you 

enter Username: student\student ID & Password: your email password. 

 

Location URL Address 

Internet http://online.uniten.edu.my/online 

 
2. When prompted, type in STUDENT\yourstudentid as User name and type in password. 

 

 
 
 
 
 
 

 
3. Below is the homepage of Online Student Records. Click on Subject List from the menu on the left 

to begin subject registration process. 

 

http://online.uniten.edu.my/online
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4. Click on the Subject List to view the list of classes offered and detailed information. Please click 

here for all subjects to be appeared in the subject list. Choose a subject from the dropdown list to 

register. Please refer to program structure in college handbook provided by College. 

 
 

 

 
5. Please click on the Subject Code to obtain more details about the class. You will then be able to 

register for the class if you find it suitable and not clashes. 
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6. The details of the class will appear. Click on the Register for This Class link to register for the 

selected class. 

 

 

 

 
7. Timetable screen for the current semester will appear. The screen will show the list of subjects 

that have been registered. If you want to drop the subject, Click Yes in the Delete column. 
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8. To switch section, click on the class section. 

 

 
9. Choose section which are not clash & full. To change section click link switch section 
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10. Repeat steps 4-6 to register for another subject. 
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Steps to apply for Online Increase Capacity: 

a) Go to Subject List Menu. Select Section and click link Apply to Increase Capacity 

 

 
b) To submit click, Apply to Increase Capacity for this Class 
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c) Once submitted, this message will be appeared. 
 

 
d) Submission application status as follows: 
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Steps for Additional Credit Maximum Request: 

1. Open Internet Explorer browser and type in the URL address as table below. 

 

Location URL Address 

Internet http://info365.uniten.edu.my/info365 

 
2. When prompted, type in STUDENT\yourstudentid as User name and type in password. 

 
3. Please fill in the required information as below. Please take note that if your current credit in 

timetable is 18 credit hours and you plan for additional 3 credit hours, please key in total of 21 

credit hours in credit requested then, click submit. 

 

 
4. You will receive notification email once your request has been approved/ rejected. 

http://info365.uniten.edu.my/info365
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FREQUENTLY ASKED QUESTIONS (FAQs) FOR SUBJECT REGISTRATION 
 

 
1. What is subject registration session? 

Subject registration week is a period where a student has to register subject for next semester 

timetable within a specific time frame. 

2. ‘Unauthorized: Access is denied’ message appears 

Please make sure you type in ‘STUDENT\’ (backslash) before your Student ID as your username 

 
3. ‘Student is not allowed to register because of pro forma payment outstanding debt’ message 

appears and timetable drop due to no pro forma payment 

 
Please contact Finance to clear pro forma (please refer to Finance Department notice for pro 

forma percentage) and any outstanding debts. Please make sure that any pro forma payment 

must be paid before the due date to avoid timetable drop. 

 
4. ‘You do not have an online ticket’ message and any other inquiries 

Please email to academicreg@uniten.edu.my for assistance. 

 
5. How to check online ticket? 

You may check your online ticket at student info https://info.uniten.edu.my/info 

6. What is time slot? What if I missed my time slot? 

Time slot is a length of time allocated for student to register subjects. Student can still register 

subject even you missed the time slot until the last day off subject registration session. No new 

time slot will be provided. 

7. What am I supposed to do if I want to drop or change my subject? 

Please refer to step 7 in Online Subject Registration Guidelines. Students are compulsory to follow 

the program structure given by college. 

8. What am I supposed to do if I want to change my class section? 

Please refer to step 8 in Online Subject Registration Guidelines 

9. Is it possible to carry more than maximum credit hours per semester? 

Student have to get approval from the respective Dean in order to carry more than maximum 

credit hours per semester. 

mailto:academicreg@uniten.edu.my
https://info.uniten.edu.my/info


12  

10. My subject is clashing. What should I do? 

Student have to arrange the timetable if there are subject clashing. You may choose any subject 

and drop it. Then try to rearrange the subject. Student may contact College HOD if the timetable 

cannot be changed. 

11. What is full capacity? 

Full capacity is a situation whereby there is not enough capacity in a section and no additional 

student is allowed to enter the section. 

12. How to apply for increase capacity? 

You may apply to add capacity via online within specific time frame and result for application 

will be displayed in your timetable (please check your timetable via student info from time to 

time) 

13. What is subject withdrawal? 

i. Student may apply to withdraw from the subject after the first 14 days for long 

semester and after 3 days for short semester. The grade for the withdrawn subject will be 

recorded as ‘TD’ (Withdraw) in the academic transcript. Withdrawal subject is only applicable to 

Degree & Diploma students only. 

ii. Subject withdrawal starting from the final examination week is not allowed. Students 

discontinuing study for subjects beyond the subject withdrawal period are graded according to 

their achievement to that date. 

iii. No refund for subject withdrawal. 

iv. A student is not allowed to retract his previous subject withdrawal 

v. Students are not allowed to withdraw all the subjects that have been registered in the 

semester. Students are required to apply for Deferment to withdraw all subjects. This deferment is not 

included in determining the number of semesters used. Please fill in deferment form which can be 

obtained from UNITEN website and email to enrol@uniten.edu.my. 

14. If you have any inquiries regarding subject registration, please email us at 

Academicreg@uniten.edu.my 

mailto:enrol@uniten.edu.my
mailto:Academicreg@uniten.edu.my
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15. You may also contact your College Head of Department (HOD) pertaining subject registration & 

credit transfer as below: 

 
Contact Info COE CCI UBS – Putrajaya 

COBA - KSHAS 
CCEd 

General & 
College 
Handbook 

Engineering@uniten.edu.my 
COE Manager: Mrs. Norma 
Bt. Hassan 
Tel: +603-89287200 
Email: 
normah@uniten.edu.my 

CCIHelpdesk@uniten.edu.my 
CCI Manager: Mrs. Norashikin 
Bte. Mohamed Aznan 
Tel: +603-89212020 Ext.2301 
Email: 
MNorashikin@uniten.edu.my 

ubs@uniten.edu.my  

Putrajaya -  
UBS Manager: Safidah Jun binti 
Hj Mohamad 
Tel: +609-4552020 Ext. 2127 
   Email: Safidah@uniten.edu.my 
 
   KSHAS – 
   UBS Officer: Wan Nurul Huda       
   Binti Mohd Yusoff 
   Tel: +609-455 2020 Ext. 2127 
   Email: WNurul@uniten.edu.my 
 

Helpdeskces@uniten.ed 
u.my 
CCEd Officer: Mrs. Fajrul 
Mona Bte. Jamal Ariffin 
Tel: +603-89287524 
Email: 
FMona@uniten.edu.my 

Head of 
Department 

HOD List HOD List HOD List HOD List 

Credit 
Transfer 

ME – Mrs. Norhazwani Binti 

Abd Malek 

Norhazwani@uniten.edu.my 
CE – Dr. Nur'atiah Binti Zaini 
Nur_Atiah@uniten.edu.my  
EE – Puan Ayuniza Bte 
Ahmad 
Ayuniza@uniten.edu.my  
EP - Mr. Sarveswaren A/L 
Karunanithi 
Sarveswaren@uniten.edu.my 
 

Ts. Rina Bte. Md. Anwar 
MRina@uniten.edu.my 

Mrs. Ida Irdawaty Binti 
Ibrahim  
(UBS, Putrajaya Campus) 
Irdawaty@uniten.edu.m y 
 

  Mrs. Masdiah Bt. Abdul Hami 
  (COBA- KSHAS) 
  Masdiah@uniten.edu.my 

  

Finance Tel: +603-8928 7425; +603-8928 7426; +603-8928 7430; Whatsapp: +60 16-255 7425 (current student), +60 14-330 0314 (new 
student) http://bit.ly/FINANCEENQUIRIES 

Academic 
Unit 

academicreg@uniten.edu.my 
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