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ITS LOG IN 
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UPLOAD PASSPORT SIZE PHOTO 

 

 

 
Figure 1.1 

 

 

Steps: 

1. Click on “ ” icon. 

2. View as Figure 1.1 will be displayed, click on “Browse” button to browse for the file and 

click on “OK” when finished. 

3. Click “Upload Photo” button to upload the photo or else click on “Cancel” to cancel the 

process. 

 

 
 

Upload photo 

Hyperlink  

Uploaded  

photo display area 

Cancel process 

 

Browse photo file 
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UPDATE EMAIL AND MOBILE NUMBER 

 

 

  

 
 

Figure 2.1 

 

Steps: 

1. Click on “ ” icon. 

2. View as Figure 2.1 will be displayed, please fill in email and mobile number. 

3. Click “Confirm” button to save or click on “Reset” button to empty all fields or click on 

“Cancel” to cancel the process. 

 

 

 

 

 

Confirm to save 

Reset all text fields 

Hyperlink   

Cancel process 
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EDIT PASSWORD 

 

 

 
 

Figure 3.1 

 

 

Steps: 

1. Click on “ ” icon. 

2. View as Figure 3.1 will be displayed, please fill in current password and new password. 

3. Click “Confirm” button to change password or click on “Reset” button to empty all fields 

or click on “Cancel” to cancel the process. 

Confirm to save 

Reset all text fields 

Hyperlink   

Cancel process 
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UPLOAD CV 

 

 

 

Figure 4.1 

Steps: 

1. Click on “ ” icon. 

2. View as Figure 4.1 will be displayed, click “Browse” to select the CV file in your hardisk 

in any of the following format:  .doc, .docx or .pdf. 

3. Click “Upload CV” button to upload the resume or click on “Reset” button to empty the 

fields. 
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LIST ALL COMPANIES TO APPLY 

 

 

Figure 5.1 

Steps: 

1. Click on “ ” icon.  Figure 5.1 will be displayed. 

2. Click “Apply” to select the suitable company.  Figure 5.2 will be displayed. 

 

Figure 5.2 

3. Check on the radio button and then click on “Apply”  to choose the selected company or 

click on “Close” to ignore the selection and return to the Company List. 

 

Radio button to 

select company 

Close the company 

details window 
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Figure 5.3 
 

4. The submission status is “Not Submitted” and the placement status is “Pending” meaning 

that the application is not ready and student can remove the Placement so that he/she to 

select other company. 

5. To confirm submission, check on the radio button and then click on “ ” icon.  

The submission status is now “Submitted”, but the placement status is “Pending” as 

shown in Figure 5.4.  This means that the company application has successfully 

submitted to the committee, but the committee has not process the application yet. 

 

Figure 5.4 

 

Radio button to confirm 

company selection 
Submit the selection to the 

committee  
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LIST ALL VACANCIES TO APPLY 

 

 

Figure 6.1 

 

Another option to select a company is through the Vacancy list (if any).  The committee may use 

this facility to list out companies with special request.  Notice that the list is from the same 

database as in “All Companies”, but with more specific details such as the number of vacancies 

and additional information.   

 

Steps: 

1. Click on “ ” icon to view all companies with special requests as shown in  

Figure 6.1. 

2. Click “Apply” to select the company.   

3. Confirm the selection as in step (4) – (5) in “LIST ALL COMPANIES TO APPLY”. 
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PLACEMENT STATUS 

 

 

Figure 7.1 

Steps: 

1. Click on “ ” icon to view the placement status as shown in  Figure 7.1.  

The status may be “Rejected” or  “Approved”, or “Accepted”.   

2. If the status is “Rejected”, the student can select another company.   

3. If the status is “Approved”, the committee has verified the application and student can 

obtain the verification letter to be sent to the  chosen company.   

4. If the status is “Accepted”, meaning the company has accepted the aplication.   
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“E-LOG BOOK” 

 Log into the system using valid matric number and password.    

 Figure 1.0 will be displayed: 

 

 

Figure 1.0 

 

 Clik at “ ” and Figure 1.1 will be displayed. 

 

Figure 1.1 

 

 

 

Click to 

view log 

book 
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SAVE DAILY ACTIVITIES/ LOG  

 Click on ” ” and Figure 1.1(a) will be displayed.  

 
Figure 1.1(a) 

 

 

 Click on the icon  ” ”  to enter log/activity information. Figure 1.1(b) will be displayed. 

 

 

Figure 1.1(b) 

 

Click here 

Paste from 

word 

A 
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 Two ways to fill in the log:  

o First way : 

a. Fill in the log information/activity in the spaces labeled by ”A”. 
b. Click ” ” button to save.  

o Second way (to copy from Word document) : 

a. Click on the icon ” ” (Paste from Word) and a dialog box as shown in Figure 1.1(c) 
will be displayed. 

b. Open/activate the Microsoft Word document, and copy the content of the log book. 

c. Activate the e-log book module of ITS, and paste the content into the spaces labeled 
by”B” as shown in Figure 1.1(c). 

d. Uncheck the checkbox with the label: ”Ignore Font Face definition” and click the 
”OK” button. 

e. The content will appear in the spaces with the label”A” in Figure 1.1(b) and click the 
“ ” button to save. 

 

 

Figure 1.1(c) 

 

 

 

 

 

 

 

B 
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VIEW THE ACTIVITY/ LOG BOOK.  

 Student is able to view the content by clicking on the” ” as shown in Figure 1.2. Figure 
1.2(a) will be displayed. 

 

Figure 1.2 

 

 Next click on the  ” ” button to close the log. 

 

Figure 1.2(a) 

 

 

EDIT THE ACTIVITY/LOG  

 Student is able to update the log/activity by clicking on the specific week icon. As shown in 
Figure 1.3. 

Read More 
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Figure 1.3 

 

 Student is able to edit the content and save the edited version by clicking on the” ” button 
in Figure 1.3 (a). 

 

 

Figure 1.3(a) 

 

 

Edit 
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EXPORT THE LOG CONTENT TO MICROSOFT WORD DOCUMENT (.DOC) 

 Student is able to convert the content of the log book into Microsoft document by clicking on 
the ” ” in Figure 1.4.   

 

 

Figure 1.4 

 

 Click on the” ” button and then click on the “Open” or “Save” button on the 
dialog box as shown in Figure 1.4 (a). 

 

Figure 1.4(a) 


