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P1: USER LOGIN & SIGN UP 
 
This initial process is very straightforward. Click the link provided below to be redirected to 
the User Portal Login Page. 
 

Step 1: Open the link: https://clinicalinvestigationcentre.com/user-portal-log-in. 

 
 
Step 2: Enter your email address and password, then click “Log In”.  

● If you have not registered, click “Register Now.” 

 
 
 
Step 3: Fill in the required information and click “Register”.  

● Once registered, click the “Sign In” button to be redirected to the “Log In” page. 
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P2: ROOM BOOKING CALENDAR 

This section allows users to check room availability for the entire month. 

 

Step 1: Access the “Room Booking Calendar” Page 

Click the "Room Booking Calendar" option from the sidebar to check room availability. 

Step 2: Check room availability. 

The system will display a monthly calendar showing all room bookings. 

● If a room, such as "Monitoring Room 1" is listed, it means the room is not 
available. 

● You may choose another available room. 
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P3: ROOM BOOKING SYSTEM 
 

This section allows users to book room reservations efficiently. 
 
Step 1: Check Room Availability 

In the Room Booking System menu, select your desired date to check the availability of 
monitoring rooms. 

● The system will prompt you to choose a room and a date for your monitoring visit. 

 

 
Step 2: Proceed with Booking 
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Step 3: Enter Required Details  

Fill in all the necessary details, including: 
● First Name 
● Last Name 
● Email 
● Valid Phone Number 
● Purpose of Visit 
● Protocol Number 
● Study Coordinator 

 

 
 
If you already have EMR access, tick  “Yes” and click on “Book now”. 

If you do not have EMR access, tick “No” and follow the provided guidelines. 
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And all is done! 
Step 4: Book More button. If you need to book another date, just click the “Book More” 
button. 
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P4: BOOKING MANAGEMENT 
 

This section allows users to manage their room reservations efficiently. Users can view their 
booked rooms, check booking details, and cancel reservations if needed. 

 

Step 1: Access the “Booking Management” Page. 

● Click on Booking Management to view your current bookings in the sidebar. 
 

Step 2: View Booking Details. 

● The system will display a table with the following details: 
○ Room Name – The booked room. 
○ Date – The reservation date. 
○ Status – The current status (e.g., Approved, Pending, Rejected). 
○ Cancel – An option to cancel an active booking. 

Step 3: Cancel a Booking 

● If a booking is eligible for cancellation, a Cancel button will be available. 
● Click the Cancel button to remove the booking. 
● A confirmation prompt will appear to prevent accidental cancellations. 
● Once confirmed, the booking status will be updated or removed from the list. 

 

Footnote 1: 

Minimum time requirement prior to booking 1 week 
Number of days available for booking 90 days 
Minimum time requirement prior to cancellation 1 days / 24 hour 
Approval process Direct approval 
Limit booking per study 4 times per month 
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P5: VISIT ATTENDANCE LOG 

This section allows users to visit their attendance log for monitoring appointments. 

Step 1: Access the “Visit Attendance Log” Page 

● Click on "Visit Attendance Log" in the sidebar to view your current visit records. 

Step 2: View Appointment Details 

The system will display a table with the following details: 

● Appointment ID – A unique identifier for the appointment. 
● Start Date – The scheduled date and time of the appointment. 
● Status – The current status (e.g., Approved). 
● Actions – An option to mark attendance if applicable. 

 

Step 3: Mark Attendance 

● If attendance can be marked, a "MARK ATTENDANCE" button will be available. 
● Click the "MARK ATTENDANCE" button to confirm your attendance.(Figure 1) 
● Once marked, the button will change to "ATTENDANCE MARKED", and an 

attendance record ID will be displayed. 

Additional Notes: 

● Attendance can only be marked for approved appointments on the visiting date and 
onwards. 

● Once marked, attendance cannot be changed. (Figure 2) 
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Figure 1. Confirm attendance once you click on ‘Mark Attendance’. 

Figure 2. ‘Mark Attendance’ button cannot be changed . 
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P6: EMAIL NOTIFICATIONS 
 

NOTIFICATION 1: LOGIN DETAILS 

This is the example if you login to the monitoring room booking system. 

 

NOTIFICATION 2: BOOKING DETAILS 

Users will receive this notification once booking has been done.
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NOTIFICATION 3: BOOKING CANCELLATION 

Users will receive this notification once the booking has been cancelled. 

 

 

NOTIFICATION 4: REJECTED BOOKING 

Users will receive this notification once the booking has been rejected. 
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NOTIFICATION 5: REMINDER 1 

Users will receive this reminder one week before the monitoring date. 

 

NOTIFICATION 6: REMINDER 2 

Users will receive this reminder one day before the monitoring date. 
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P7: FREQUENTLY ASK QUESTIONS (FAQ) 
 

IT Unit 

For any technical issues related to the booking system, including: 

● System errors or glitches 
● Issues with booking or cancellations 
● Resetting your password 

Please reach out to: 

● Ms. Hasyimah – hasyimah.s@ummc.edu.my 
● Mr. Amirul Faiz – amirulfaiz@ummc.edu.my 
● Mr. Akmal Hakimi – akmal.hakimi@ummc.edu.my 

 

Room Booking Support Team 

For inquiries related to monitoring room reservations, including: 

● Checking room availability 
● Booking a room 
● Modifying an existing booking 
● Cancelling a reservation 

Please contact: 

● Ms. Nurfarahin – nurfarahin.m@ummc.edu.my 
● Ms. Asilah – asilah.mazlan@ummc.edu.my 

For urgent matters, kindly reach out via email or call 03-7949 2351/4709 (Ext). 
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