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STEP 1 – Log-in to UM Globe 

https://sso.um.edu.my/cas/loginAllType?service=https://umglobe.um.edu.my/login


STEP 2 – Go to “New Application”

YOUR NAME



STEP 2 – If “Error”

What to do:
1. Check your status in MAYA if it is “ACTIVE”
2. If “ACTIVE”, go here
3. Click “New”
4. Category: ICT Services
5. Product: UM Globe
6. Receiver: Pejabat Ketua Pegawai Digital (CDO) / 

Pusat Penyelesaian dan Pembangunan Digital / ISIS
7. Click “Complaint”
8. Add in the “Detail” box
9. Contact No.
10. Location: 
11. Attachment: Include a screenshot of your page
12. Click “Submit”

https://helpdesk.um.edu.my/


STEP 3 – APPLICATION TYPE (Individual 
Application) 

Please choose Application Type* → Faculty
Please select number of participants* → 1 person (For individual application)



STEP 3 – APPLICATION TYPE (Group 
Application) 

- Please choose Application Type* → Faculty
- Please select number of participants* → More than 1 person
- Key-in their Student Matric ID and click Add Participants if applicable

Student MATRIC ID



STEP 4 – SUPERVISOR

Supervisors are according to faculty. Kindly refer here for the list of mobility coordinators.

https://drive.google.com/file/d/1OXv47PE4C9lEBMWLqLq2jk_uz9Wh-cBm/view?usp=drive_link


STEP 5 – Travel Information

Choose Travel Type: Overseas
Title of Activity/Event: Name of Program (i.e.: Sophia Summer Session)
Venue: Name of University (i.e.: Sophia University)
State/Province: Depending on the location of the host university (i.e.: Tokyo)
Country: Country of host university (i.e.: Japan)
Choose Event Type: Competition / Conference / Conventions / Exhibitions / Fairs / Networking Events / Seminars / 
Symposium / Workshop / Internship / Long Term Exchange Program / Short Term Exchange Program / Elective Posting / Non 
Graduating Research / Clinical Attachment
Event Mode: Physical Event / Virtual Event 
*If the program is hybrid, only apply for the Physical Event



STEP 6 – Date Selection

Travelling Period:
Start Date (i.e.: 01/03/2025) – End Date (i.e.: 15/03/2025)

Event Period
Start Date: (i.e.: 03/03/2025) – End Date (i.e.: 14/03/2025)

*Start Date for Travelling Period must be 1 or 2 days before Start Date of Event Period.
*End Date of Travelling Period must be 1 or 2 days after End Date of Event Period.
*Application of UM Globe must be made 21 days or more before the Travelling Period.
*Upload your Offer Letter at Event Attachments.



STEP 7 – Date Selection (Within 21 Days)

If application of UM Globe is made within 21 Days, you must provide the justification

Cases of late application includes:
1. Late application of submission due to Offer Letter was produced late by the host university.
2. Students deliberately applying late. 



STEP 8 – Financial Aid

SOURCES OF FINANCIAL ASSISTANCE FOR THE VISIT: University / Faculty / Research Grant / Sponsorship / Not 
Applicable / Others

*If students are participating in programs promoted by ISC, choose University.
*If students are going to programs under their own faculty, choose Faculty.

DETAILS: Depending on financial aid (i.e.: Faculty code / Short-Term Outbound Financial Assistance if you choose 
University (Programs under ISC))



STEP 9 - Declaration

*Click the checkbox
*Download the Application_Form_Permission_to_Travel_Oversea
*Upload the Letter of Undertaking and Indemnity due to 
uncertainties of the Covid-19 Pandemic
*Click Save & Submit



STEP 10 – Reviewing your application

YOUR NAME

This is your application page, where it shows your status: Pending Approval, Recommended by Supervisor, 
Submitted to Supervisor, Pending DD Approval or Approved

Kindly refer to your mobility coordinator if your application has yet to be approved.



Step 11 – Application Page (Applicant Details)



Step 11 – Application Page (Event/Travel 
Information)



Step 11 – Application Page (Financial Aid)

i.e.: Getting financial aid through faculty

Refer to faculty for 
financial code



Step 11 – Application Page (Participants List)



Step 11 – Application Page (Attachments and 
Declaration)

Offer Letter

Application_Form_Permission_to_Travel_Oversea



Step 11 – Approval Letter

Application Number

Date

Student Name (Matric ID)

Faculty

Application type

Application Number

Student Name (Matric ID)

Event Date

Event Venue
Title of Event

Faculty Information

TNC A&A

You must 
submit this 
Approval Letter 
for the financial 
assistance 
application



https://studyabroad.um.edu.my/

THANK YOU
International Student and Mobility Center

50603 Kuala Lumpur, MALAYSIA
https://studyabroad.um.edu.my/

studyabroad@um.edu.my 03-7967 7712
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