
Simple Guidelines for 
Progress Reporting in 

MyGRANTS

Link: KPT Research Fund Governance (2022)

https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf
https://www.riec.unimas.my/images/guidelines/Tadbir_Urus_Dana_Penyelidikan_KPT_Edisi_5.pdf


1 - Editing Publication

• Researchers may add any new 
publication that has correctly 
acknowledged the DP KPT Project 
Code.

• An in-press publication may be 
added, but it may not be counted 
yet as a project output.



1 - Editing Publication

PDF file (max size 4 MB)

• Click here for Impact 
Factor in Scopus

• Click here for Impact 
Factor in WoS

Please note that the followings should be strictly
acknowledged in all publications. For example,

 Kementerian Pengajian Tinggi Malaysia [Name of funder]
 Fundamental Research Grant Scheme [Name of grant]
 FRGS/1/2019/ICT01/UNIMAS/03/1 [Reference Code]

Researchers are required to upload a screenshot from the 
indexing body as proof of publication (from Web of Science 
or SCIMAGO Journal & Country Rank for SCOPUS).

https://www.scimagojr.com/journalrank.php
https://www.scimagojr.com/journalrank.php
https://jcr.clarivate.com/JCRLandingPageAction.action?Init=Yes&SrcApp=IC2LS&SID=H4-yla7rzILJxxf9sx2Fmx2FXMrBeUAMIv2diVpu-18x2dGkMH8tRlCm0ILyGpmx2Fh9wgx3Dx3DRon27nQKJIwOx2FwLNOyk3ngx3Dx3D-qBgNuLRjcgZrPm66fhjx2Fmwx3Dx3D-h9tQNJ9Nv4eh45yLvkdX3gx3Dx3D
https://jcr.clarivate.com/JCRLandingPageAction.action?Init=Yes&SrcApp=IC2LS&SID=H4-yla7rzILJxxf9sx2Fmx2FXMrBeUAMIv2diVpu-18x2dGkMH8tRlCm0ILyGpmx2Fh9wgx3Dx3DRon27nQKJIwOx2FwLNOyk3ngx3Dx3D-qBgNuLRjcgZrPm66fhjx2Fmwx3Dx3D-h9tQNJ9Nv4eh45yLvkdX3gx3Dx3D


2 - Editing Graduate Research Assistant (GRA)

Click to add new GRA or to 
update the profile of existing GRA



2 - Editing Graduate Research Assistant (GRA)

• Refer to the duration stated in the Offer letter by CGS
• Should include the extension given by CGS if applicable

Combine the following documents into one PDF
(PDFs can be combined online at https://combinepdf.com/):
1. GRA Appointment Letter by RIEC
2. Student Online Registration Slip OR Surat Pengesahan Pelajar
3. Offer Letter by CGS
4. Notification Letter of Reference Coding for KPT Grant by RIEC & Researcher's Feedback Form (if 

applicable)
5. GRA Extension Letter by RIEC (if applicable)
6. Extension Letter by CGS (if applicable)

https://combinepdf.com/


2 - Editing Graduate Research Assistant (GRA)

Surat Pengesahan Pelajar can be 
obtained by writing to CGS via email

Student Online Registration Slip 
is obtained by student the first 
time he/she registers as PG 
Student with CGS



2 - Editing Graduate Research Assistant (GRA)

When the end of the Duration has passed, Status of 
the GRA will automatically turn to Graduated. E.g., 
when the current date is 1 November 2022.

What to do if the Status of your student suddenly change to Graduated?



2 - Editing Graduate Research Assistant (GRA)

Click this button to set a new 
date for expected end of study

What to do if the Status of your student suddenly change to Graduated?



2 - Editing Graduate Research Assistant (GRA)

[1] Click this button.

adzlan

Adzlan Karim

[2] Type a part of your 
student’s name here.

[3] Click “Search”

[4] Click “Edit”

[5] Change the “Expected Study End Date” to sometime in the future.

[6] Click “Save” and reload the page, i.e., press F5 on your keyboard

Then you need to change the GRA’s Expected Study End Date.



3 - Editing Research Activities

Click to add man hours 
and % contributions by 
researchers

For all Activities that has started, 
Description, Sub-activities and 
members involved need to be keyed-
in

Evidence of research 
activities must be 
provided, e.g., pictures, 
lab reports, etc.



4 - Editing Asset

Hak Milik Kerajaan Malaysia 
Sticker

Hak Milik Kerajaan Malaysia 
Sticker

Combine the following items into one PDF
(PDFs can be combined online at https://combinepdf.com/):
1. The KEW.PA form obtainable from your Faculty/Institute
2. Image of asset that is showing Hak Milik Kerajaan Malaysia & 

QR sticker1

1Hak Milik Kerajaan Malaysia sticker is obtainable from RIEC, QR sticker is obtainable from Pejabat Bendahari

https://combinepdf.com/


5 - Editing Finance

• Refer to the iRIS for your 
latest expenditures

• Link: Guideline to view
 research expenses in iRIS

• Refer to the Summary Report 
endorsed by Finance/RIEC

• The total “Used Budget” and total 
“Balance Budget” should reflect the 
same exact figures as endorsed in 
the summary report.

https://www.riec.unimas.my/media/attachments/2021/06/04/viewing-research-finance-in-iris-guideline.pdf
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6 - Editing Progress (%) Summary

If any specific milestone has been achieved, 
please state
• 100% in Completed Percentage
• Actual Completion Date

If any specific milestone is partially completed,
• Indicate some % in Completed Percentage
• Actual Completion Date should be left blank

Leave this 
blank

The percentage (%) of Project 
Progress will be reflected here



7 - Editing Research Achievement (Final 
Report)

• Quadruple Helix consists of (1) Society, (2) 
Academia, (3) Government, (4) Industry 
and
(5) Environment

• Refer to the next slide on how to easily convert PowerPoint slides to MP4

• Refer to the next slide on how to easily 
convert PowerPoint slides to JPEG / PNG 
format.

• Poster can be saved as Research Infographic 
in JPEG format

Click the link below to download and edit 
actual samples of Buku Profil & 
Research Infographic
https://bit.ly/30KEjcX

File format:
• Buku Profil (PDF)
• Infographic (JPEG/PNG)
• Video (MP4)
• Each file size max 31 MB

https://bit.ly/30KEjcX


8 - Saving PowerPoint as MP4 / JPEG / PNG

Simply use clideo.com to add
audio to the MP4 video online

Click to automatically 
save as MP4 video

Poster can be 
saved as 
Research 
Infographic in 
JPEG format



Disclaimer:

These guidelines are illustrative only and non-exhaustive examples.

Other sections may be relevant but not covered in these guidelines i.e., intellectual 
property (IP), award, product, collaboration, external funding, knowledge transfer program 
(KPT), commercialisation etc.

Researchers may refer 
to

KPT Research Fund Governance (2022)
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