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PROCESS OF POSTDOCTORAL AIR TICKET CLAIMS 

 

1. CONDITION OF CLAIM 

 

Provided that postdoctoral complete the full period of appointment without any 

reappointment, the University will pay the cost of return air ticket passage (Economy 

Class) from postdoctoral home airport to Kuala Lumpur. If candidate is in Malaysia 

before the issuance of the offer letter, the flight ticket will only be provided from Malaysia 

airport to postdoctoral home airport. However, the University will not provide passages 

for any accompanying spouse or child. 

 

2. FORM AND SUPPORTING DOCUMENT 

 

1) Miscellaneous Claim Form 

a. The form must be completed through UPM e-claim system 

(http://eclaims.upm.edu.my).  

(If applicant has problems logging into the system, please ask for help from 

system administrator at eclaim.bursar@upm.edu.my) 

b. Guidelines for completing this form can be referred in Appendix A. 

c. The form must be printed and signed by the applicant. 

2) Copy of offer letter 

3) Copy of report duty confirmation (Sample can be referred in Appendix B) 

4) Copy of passport (Profile page and employment pass page) 

5) Original receipt of ticket purchase 

6) Confirmation flight itinerary
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3. SENDING FORM AND SUPPORTING DOCUMENT 

 

Form and supporting document should be sent to: 

 

Head of Administration 

Office of the Deputy Vice Chancellor (Research & Innovation) 

Universiti Putra Malaysia 

(attn: Mr. Hamizan bin Wasoh @ Mohamad Isa)  

 

Tel  : +603-9769 1038 / 1242 

Emel : nohajijah@upm.edu.my | hwmi@upm.edu.my  

 

4. PAYMENT CONFIRMATION 

 

Payment will be credited to the applicant's bank account within two weeks from the date 

the complete application is received by the Bursar Office. Application status will be 

notified via email. 

 

Prepared by, 

 

Secretariat 

Selection Committee (Research) 

Office of the Deputy Vice Chancellor (Research & Innovation) 

 

Date of update: May 4th, 2020 
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 HOW TO FILL IN MISCELLANEOUS CLAIM FORM 

 

1. LOG IN TO THE SYSTEM (http://eclaims.upm.edu.my/login/) 

 

 

  

Please input your staff 
id, i.e. PD0123 

Please input your 
password, default password 
is your passport number. If 
you can’t remember your 
password, please email 
‘forgot password’ to 
eclaim.bursar@upm.edu.my 

http://eclaims.upm.edu.my/login/
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Select miscellaneous claim at 
the tab menu 

Input your mobile no 

2. SELECT MISCELLANEOUS CLAIM 

 

 

 

3. INPUT MOBILE NO AND SELECT VOT NO 

 

 

 

 

 

 
 

  

  

  

Click this icon to select vot no 
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4. SELECT VOT NO 

 

 
5. SELECT CLAIM TYPE 

 

 

 

 

 
 
  

Input 12051 in the search box and click OK 

Tick Miscellaneous Claim  
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6. INPUT DETAILS OF CLAIMS 

 

 
 

  

  

Input details of claim 
Select Project type 

Click this icon to select Project Code 
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7. INPUT PROJECT CODE 

 
 
  

Input 900100 in the search box and click 
9001000 at Project Code in the box, and then 
click OK 
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Click Save & Continue 

8. INPUT DESCRIPTION OF CLAIM 

 

 

 

 
  

Input details of; 
- Expenditure Description 
- Receipt Date 
- Receipt No 
- Amount (RM) 
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Click Save and Submit 

Go to Home Menu and select submitted claim under My Dashboard 

9. SUBMIT THE CLAIM 

 

 
 

 

10. SELECT CLAIM FORM 
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Click print icon to ready to print 

11. READY TO PRINT 

 

 

 
 
 

12. SAVE AND PRINT 

 

 

 
 

 

Signature here 

Please leave blank, this signature is under 
verification of the Deputy Vice Chancellor 
(Research & Innovation)’s Office 
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