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TATACARA PERMOHONAN STAF BAGI
TUNTUTAN INSURANS PERJALANAN KE
LUAR NEGARA (URUSAN PERIBADI)
MELALUI SISTEM MYUPSI PORTAL



BIL BUTIRAN KETERANGAN
________________________ .
Klik butang “HUMAN i
MyUPSI Staff RESOURCE” i
________________________ I
MyUPSI Portal>

Human Resource

e Klik butang
“HUMAN
RESOURCE”

HUMAN

FINANCE

ADMIN
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USER DIRECTORY




BIL

BUTIRAN

KETERANGAN

MyUPSI Portal>
Human
Resource>Overseas
Travel Request

e Klik butang
“Overseas
Travel Request”

Klik butang “Overseas Travel
1 Request”




BIL

BUTIRAN

KETERANGAN

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim

e Klik butang
“Personal
Insurance
Claim”

MyUPSI Staff

Klik butang “Personal
Insurance Claim”




BIL

BUTIRAN

KETERANGAN

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim

Klik butang
IlAppIy"

Personal Insurance Claim
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BIL

BUTIRAN

KETERANGAN

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim >

Apply

e Klik butang
“Lawatan
Peribadi”

Personal Insurance Claim

T o L et

PERMOHONAN TUNTUTAN BAYARAN BALIK BAS| PEMBELIAN PREMIUM INSURANS PERJALANAN KE LUAR NEGARA




BIL BUTIRAN KETERANGAN

MyUPSI Portal >
Human Resource > S \
Overseas Travel | Pilih satu (1) Perjalanan dan isi maklumat ;

1
Request > Personal ; yang diperlukan dengan lengkap.
Insurance Claim > Personal Insurance Claim
Apply

I D D )
6. e Pilihsatu (1)

Perjalanan dan
isi maklumat
yang
diperlukan
dengan
lengkap.

i
MAKLUMAT PERMOHONAN TUNTUTAN




BIL

BUTIRAN

KETERANGAN

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim >

Apply

e Setelah semua
maklumat telah
lengkap diisi,
klik butang
“Save &
Continue”

MyUPSI Staff

(20)

(21}

22)

(23)

Search for anything

DeTreCIETY T

No. Kad Pengenalan*
Beneficiary 10 Number

Hubungan dengan
Pogawal *
Relation

Alamat Rumah *
Home Address

No. Telefon *
Telephane No.

Alamat Emel *
Email Address

Klik butang “Save & Continue” !

=




BIL

BUTIRAN

KETERANGAN

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim >

Apply

e  Sila muat naik
lampiran-
lampiran yang
diperlukan di
bahagian ini.

Personal Insuronce Cloim

i Sila muat naik lampiran-lampiran yang
diperlukan di bahagian ini.

MAKLUMAT PERJALANAN FECAWAI AWAM KE LUAR NECARA ATAS URUSAN FERSENDIRIAN
INFORMATION ON PERSONAL OVERSEAS TRAVEL

Tempoh Lawetan . 02/05/2025 - 05/05/2025
Length Of Stay

Tujuan Lawatan i Berculi
Aeasun For Vst

Jeniz Lampran

—sila Pl -
Type of Attachment "

| Mama Fail

Chaosa file
| Fila Nams

Senarm Lempimn

List of Attachments

Jenis Lampiran
Type of Aftachmenis
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Tindakan
Action
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BIL

BUTIRAN

KETERANGAN

10.

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim >

Apply

e Tekan(/)pada
bahagian
perakuan dan
klik butang
“Submit”

Plenze acan your sttachment(s] first to =naure its frae from any oomputer virus.
2. You can etachup fo § sttachmenta.

3. Eamch aftechmentis limited up ta 3 Megabyte [3M3) cnly. Please the

uazing this link Compress FOF files.

flename

[+ Says talsh

4. Flesse avoid using special characters (example: \"&.7, %,/ # blank spaces] in etlachment names or sttaching documents with the same nam

g Ry gy S

Tekan (/) pada bahagian !
perakuan dan klik butang Iﬁ
1
1

“Submit”

t di atas adalah banar

is true.




BIL

BUTIRAN

KETERANGAN

11.

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim

Semak status
permohonan di
skrin utama.

Status applied
bermaksud
permohonan
staf telah
dihantar ke
Ketua Ptj untuk
disokong.

Fersonal Insarance Claim

Travelling Data Submizsion Date Cigam Amount (RM)

: 1 CT25-0000077 American Samoa /Mawasan 3 02/05/2025- DS/0S/2025 14/08/2025
1

[rosing | to 1 af 1 antrias

e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

Lagand

Status Permshonan Penielsman

Eniry Ctaf talah mengisi permahenan

Applied Staftelah menghantar permohonan yeng lenghep
HOD- Varifiad

Katua FTj telah menyokeng parmahanan

HOD. Rzjected Kezlua FTj telah menoles permohonan @
AR Rocommanded

Paimahanan di dalam prasec semakan paringkat Unit Kebaijiken Staf, 28

AR Rejected Feimohonan lefah Etolak di peringkat Unit Kebejikan 3iaf, B3m




BIL

BUTIRAN

KETERANGAN

12.

MyUPSI Portal >
Human Resource >
Overseas Travel
Request > Personal
Insurance Claim

e Apabila staf
telah
menerima
memo
makluman
perakuan dari
Ketua Jabatan,
staf hendaklah
mencetak
permohonan
dan
melampirkan
dokumen
sokongan yang
diperlukan.

e Hantar
permohonan
lengkap kepada
Unit Kebajikan
Staf, Bahagian
Sumber
Manusia.

Year 2025

0000N0Z

Showing 1101 of 1 entres

/' Persondal insiran

Travelling Date

16/08/2025-

16/08/2025

o«

Personal Insurance Claim &

Claim Amount
(RM)

20/08/2025

Wednesday, Tth of October, 2025

DD

i Cetak dokumen dan hantar ke BSM i

S p—————
Show 10 # entries

45 Approved




