CARA MENGISI BORANG KELUAR STESYEN (BORANG OS) DI SISTEM E-CLAIM
(https://eclaims.upm.edu.my)

Borang OS ini boleh diisi mulai tarikh perjalanan bermula sahaja. Contoh:
perjalanan pada 1/3/2025, borang diisi dan dihantar pada 1/3/2025 juga (status
submitted)

1. Login ke Sistem Eclaim di url https://eclaims.upm.edu.my/upm/eclaim/login/
2. Pilih menu Outstation Form
3. Padatab Journey Details:
a. Claim Month : : tekan gambar kalendar untuk memilih bulan perjalanan
dibuat
b. Travel Period : tekan gambar kalendar untuk memilih tarikh perjalanan

UNIVERSITI PUTRA MALAYSIA Bulletin Dashboard Qutstation Form Claim Forms ~ Advance Forms ~ Advance Report
(UPM)

Reports ~

Outstation Request Form Status New Forr
() Open only one at a time © Close All Panels

= Applicant Details +

=! Journey Details o

Claim Month: 03-2025

(4

Travel Period

From 10-03-2025 =] To. 10-03-2025 =]

Travel Type: Local ~

4. Masukkan Tarikh Mula Bertolak (Travel Period From) dan Tarikh Bertolak Balik
(Travel Period To). Pilih daripada kalendar yang dipaparkan. Tarikh bertolak hanya
boleh diisi bermula dari hari mengisi borang dan ke hadapan sahaja. Tarikh
sebelum tidak dibenarkan.
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= Journey Details

Claim Month:

Travel Period

From:
Travel Type:

= Form Details

+ Open Form

Date & Time

= Journey Details

03-2025 )
10-03-2025 &
< March 2025

Mon Tue Wed Thu

g 24 25 26

io 03 04 05

14 31 o1 02

Today Clear

Fri

To:

>

Sat  Sun
01 02
08 | o0g
] o
? 23
20 | 30
05 06

10-03-2025 =

se Transport's Selec

No data.

Claim Month:

Travel Period

From:

Travel Type:

+ Open Form

03-2025

14-03-2025

Local

10-03-2025 ]

< March 2025
Mon Tue Wed Thu Fri Sat

1] 24 25 26 27 28 o1

12 17 18 19 20 21 22

10 03 04 | 05 | 06 | 07 | 08
= Form Details —
11 . 11 12 13 ‘ 14 ‘ 15

Date & Time

Travel Type & Destination

Purpo

Sun

02
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5. Pilih Travel Type samada Local atau Oversea (Luar Negara).
a. Jika pilih Local

= Journey Details =

i

Claim Month: 03-2025

Travel Period

From: 14-03-2025 =] To: 14-03-2025 =]

Travel Type: Local ~

= Form Details

Oversea

i. Tekan butang +Open Form (warna hijau) di dalam tab Form Details

= Form Details =

Date & Time Travel Type & Destination Purpose Transport's Selection Team Members

No data.

ii. Masukkan maklumat berikut pada ruangan

1. From time — masa bertolak dr rumah/pejabat

2. Totime - masa sampai ke rumah/pejabat

3. Chief name — nama pemohon

4. Teams Member’s Name — nama pemohon atau nama staf
lain yang turut serta. Ruangan ini hanya untuk tujuan rekod
sahaja. Setiap Teams Members perlu mengisi borang OS
secara berasingan sekiranya ingin membuat tuntutan.

5. Trip Purpose - tujuan perjalanan

6. Instruction Reference — no rujukan surat arahan

7. Destinations — Semenanjung atau Sabah & Sarawak
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Date From: 14-03-2025 Date To: 15-03-2025

From Time: 06 : 00 To Time: 23 1 00
Chief Name: noraini Trip Purpose: mesyuarat
Team Member's noraini Instructions 30X
ARARA
Name: aminah Reference:
Ao

Destinations: --- Select --- v
Transport's Selection: [ office Vehicles
Locations: .
[ own vehicles Peninsula

O Airplane | Sabah & Sarawak |
Descriptions:

[ public Transports
[ others

Reason’s for transport

o [ x o

8. Transport Selection — jenis kenderaan yang dijangka akan
terlibat sepanjang perjalanan. Jika memilih Own Vehicles,
pada Trip Distance, perlu pilih jarak perjalanan samada
melebihi 240km (>240km) atau kurang 240km (<240km)

Date From: 14-03-2025 Date To: 15-03-2025

From Time: 06 1 00 To Time: 23 1 (e]s]
Chief Name: noraini Trip Purpose: mesyuarat
Team Member's noraini Instructions K
Name: m Reference:
Destinations: Sabah & Sarawak ~
Transport's Selection Office Vehicles
Trip Distance - Select -——-
Own Vehicles N ‘ g
—
Airplane --- Select ——
Locations: |
Public Transports >= 240 KM

Descriptions:

Reason’s

9. Reasons -sebab memilih jenis kenderaan
10. Locations — Lokasi yang dituju

11. Descriptions — diskripsi ringkas perjalanan
12. Tekan butang +Add
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Date From: 14-03-2025 Date To: 15-03-2025

From Time: o6 | fo)e) To Time: 23 1 00
Chief Name: noraini Trip Purpose: mesyuarat
Team Member's m Instructions HOOC
Name: aminah Reference:
Destinations: Sabah & Sarawak ~
Transport's Selection: Office Vehicles
Trip Distance — J—
Own Venhicles " Select >
Airplane
Locations: upmkb
Public Transports
O others -
Descriptions: XOOK
Reason’'s HKHK

13. Skrin berikut akan dipaparkan. Jika terdapat perjalanan lain
yangingin dimasukkan, sila input maklumat dan tekan +Add.
Jika tiada perjalanan lain, tekan butang xClose

bateFrom:  [TIOSE008 P P

From Time: o6 || oo To Time: 23 | oo
Chief Name: Trip Purpose:
Team Member's Instructions
Name Reference
Destinations: - Select ——— ~
Transport's Selection: ) office vehicles

Locations:
) own Vehicles

L] Airplane
Descriptions:
) public Transports

() others

Reason's Provide reasons for transport

selection above

14. Paparan perjalanan pada tab Form Details

Form Details =

Date & Time Travel Type & Destination Purpose Transport's Selection Team Members
Type's:
« Office Vehicles
£14-03-2025 - 06:00 Local ( Sabah & Sarawak ) D Bose ey At + Own Vehicles Chief : noraini
& M . Instructor Reference ;oo + Airplane Team Member's : noraini aminah O
£415-03-2025 - 2300 Locations : upmkb Descriptions : xxx + Public Transports '

Reason’s : xxx
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b. Jika pilih Oversea

= Applicant Details

= Journey Details

Claim Month:

Travel Period

From:

Travel Type:

= Form Details

+ Open Form

Date & Time

03-2025

14-03-2025

To: 15-03-2025 &

‘ Oversea

-— Select ---
|
QCa

Oversea

i. Tekan butang Open Form (warna hijau) di dalam tab Form Details

= Form Details =

Travel Type & Destination Purpose Transport's Selection Team Members

No data.

ii. Masukkan maklumat berikut pada ruangan

1.

2.
3.
4

From Time — masa bertolak dr rumah/pejabat

To Time — masa sampai ke rumah/pejabat

Chief Name — nama pemohon

Teams Member’s Name — nama pemohon atau nama staf
lain yang turut serta. Ruangan ini hanya untuk tujuan rekod
sahaja. Setiap Teams Members perlu mengisi borang OS
secara berasingan sekiranya ingin membuat tuntutan.

Trip Purpose —tujuan perjalanan

Instruction Reference — no rujukan surat arahan
Destinations — negara yang dituju seperti kelulusan SPLN



x & staff Applications

a
X SISTEM KEWANGAN | POABAT X _ +
Afghanistan '

n.edu.my/upm/eclaim/forms/outstation-request/ Albania \
. Algeria |
Argentina
Date From: =0 Date To:
ate From 14-03-2025 ate To Armenia ’
Australia
From Time: 06 [ oo ToTimes Austria
Azerbaijan
Chief Name: noraini Trip Purpose: Bahrain
Bangladesh
Team Member's UR@@ Instructions Barbados
Name: aminah Reference:
annang Belarus v
Destinations: - Select --- ~
Transport's Selection: Office Vehicles o
Own Vehicles [fp bistance o select— i
Airplane
Locations:
Public Transports
Others Descriptions:
Reason's Provide reasons for transport
selection above
8. Transport Selection - jenis kenderaan yang dijangka akan
terlibat sepanjang perjalanan. Jika memilih Own Vehicles,
pada Trip Distance, perlu pilih jarak perjalanan samada
melebihi 240km (>240km) atau kurang 240km (<240km)
Date From: 14-03-2025 Date To 15-03-2025
From Time: o6 [ oo To Time 23 T 00
Chief Name: noraini Trip Purpose bengkel
Team Member's mw Instructions XX
Name: m Reference:
Destinations: Bahrain ~

Transport's Selection:

Reason's

Office Vehicles

Own Vehicles

Trip Distance

Airplane
Public Transports
Others

Provide reasons for transport

selection above

»
—

Locations:

Descriptions:

--- Select —--

L <240 KM J

719



9. Reasons -sebab memilih jenis kenderaan
10. Locations — Lokasi yang dituju

11. Descriptions — diskripsi ringkas perjalanan
12. Tekan butang +Add

Date From:
From Time:

Chief Name:

Team Member's
Name:

Transport's Selection:

Reason's

Date From:
From Time:

Chief Name:

Team Member's
Name:

Transport's Selection:

Reason's

Date & Time

£#414-03-2025 - 00:00
& ¥
£415-03-2025 - 00:00

14-03-2025

o6 oo

noraini

noraini
aminah

Office Vehicles
Own Vehicles
Airplane

Public Transports
Others

XX

Date To:

To Time:

Trip Purpose:

Instructions
Reference:

Destinations:

Trip Distance

Locations:

Descriptions:

15-03-2025

23 | oo

bengkel

XX

Bahrain

< 240 KM

XX

XX

13. Skrin berikut akan dipaparkan. Jika jika terdapat perjalanan
lain yang ingin dimasukkan, sila input maklumat dan tekan
+Add. Jika tiada perjalanan lain, tekan butang xClose

11-03-2025

o6 1 oo

[ office Vehicles
) own Vehicles

[J Airplane

[J public Transports
) others

Provide reasons for
selection aboy

transport

Date To

To Time

Trip Purpose:

Instructions
Reference

Destinations:

Locations.

Descriptions

<o

11-03-2025

-— Select —

14. Paparan perjalanan pada tab Form Details

= Form Details -

Travel Type & Destination

Oversea ( Bahrain )

Locations : xx

Purpose

Trip Purpose : bengkel
Instructor Reference : xx
Descriptions : xx

Transport's Selection

Type's:

= Office Vehicles
= Own Vehicles

= Airplane

+ Public Transports
+ Others

Trip Distance : < 240 KM
Reason’s : xx

Team Members

Chief : noraini
Team Member's : noraini aminah
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6. Pilih Assignee yang berada di PTJ pemohon. Jika tiada Assignee berkenaan, sila
emel ke eclaim.bursar@upm.edu.my untuk mendapatkan bantuan

Will be sent to the following people:
* (NA7088) Nurhidayah Binti Md Yasin - 10032

* (NAB014) Nurul Nazaton Binti Abd Aziz - 10032

Or select an assignee:

I

(NA7088) Nurhidayah Binti Md Yasin - 10032 @ Save Draft  Submit @ Close
(NAB014) Nurul Nazaton Binti Abd Aziz - 10032,

7. Tekan butang Save Draft dan butang Submit untuk menghantar pada Assighee

yang telah dipilih. Assignee yang dipilih boleh daripada PTJ asal pemohon atau
daripada PTJ yang ingin dicaj.

8. Jika menggunakan 2 vot berasingan di dalam satu tugasan rasmi, borang OS perlu
diisi sebanyak 2 borang mengikut tarikh perjalanan setiap vot. Ini kerana 1 borang
OS hanya boleh dilampirkan pada 1 tuntutan sahaja. Tuntutan bagi vot berasingan
perlu diisi di dalam tuntutan yang berasingan.

9. Pemohon boleh lampirkan beberapa borang OS di dalam tuntutan yang sama
sekiranya perlu membuat tuntutan bagi beberapa perjalananan bagi bulan yang
sama di dalam 1 tuntutan sahaja. Contoh: jika staf menggunakan peruntukan
mengurus untuk beberapa perjalanan di dalam bulan 4, staf boleh melampirkan
beberapa borang OS di dalam 1 borang tuntutan perjalanan sahaja
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