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1. Introduction to TOPAS 

 

1.1 Document Purpose 

This document serves the purpose of presenting a guideline for the system. The document will highlight the 

TOPAS manual guideline for applicants which will give them a good idea of the application process via TOPAS. 

This guideline covers the following functions: 

i. Account Registration 

ii. Account Activation 

iii. Welcome Page 

iv. General Profile Management 

v. Application Process 

vi. Application Resubmission 

vii. Accepting and Declining Offers 

viii. Password Recovery 

 

1.2 Introduction to TOPAS 

TOPAS stands for Taylor’s Online Programme Admission System. This system provides an easy portal for 

applicants to apply for a course in Taylor’s. The system offers courses ranging from Foundation all the way to 

Postgraduate programs. There are four main components or tabs in the system: 

 

I. Welcome Page 

The welcome page displays general information about TOPAS. This page contains reminder for the 

applicant throughout the process. 

 

II. Profile Management 

There are three components inside Profile Management tab.  All the information stored in the profile 

management will be auto filled in the application form. This section contains applicants’ personal 

information. The section are divided to three subsection: 

a. General Profile 

b. Application Management Profile 

c. Academic Qualification 
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III. Application Management 

This is the primary page for all application activities. Applicant can start to apply for programme 

through this section. Applicant can only have one application draft at a time. Applicant must complete 

all 10 steps of the application in order for Taylor’s to process the application. Application with pending 

submission will not be processed by the University. There are ten steps of the application including: 

a. Step 1 – Personal Details 

b. Step 2 – Academic Qualification 

c. Step 3 - Programme Preference 

d. Step 4 – Credit Transfer and Complementary Study Application 

e. Step 5 - Mode of Candidature & Module Selection 

f. Step 6 – Application Documents 

g. Step 7 – Application Summary 

h. Step 8 – Declaration 

i. Step 9 – Payment 

j. Step 10 – Submission 

 

 

IV. Settings 

Settings tab allows the applicant to manage their account password. Student may update their 

password through this section. The updated password will be working right away after the update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
________________________________________________________________________________________ 

 

 
TOPAS – Applicant Guidelines 

 

5 

1. Landing Page 

 

 

No. Steps Remarks 

1. Go to TOPAS Link http://topas.taylors.edu.my/  

2.  Click on the Start Application to start a new 

application. 

This will route you to the Login box. For first time 

users, this is where you will be creating a new 

applicant account (Steps below). 

 

 

 

 

 

 

 

 

 

 

 

2 

http://topas.taylors.edu.my/
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2. Account Registration 

2.1 Register an Account 

 

 

 

No. Steps Remarks 

1. Click on Create New Account button.  

2. Fill in the Account Creation form.  

3. Click on the CAPTCHA.  

4. Click on Submit button to register. User will receive an email to activate the account. 

 

1 

3 

2 

4 
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2.2 Activate Account 

  

 

1 

3 

2 
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No. Steps Remarks 

1. Click on Activate Account to activate the 

registered account. 

This will take you to the landing page with a 

confirmation message.  

2. Fill in the Email and Password field.  

3. Click on Login button to login to TOPAS.  

4. Applicants will land on the Student Welcome 

screen once they have logged in. Students can 

navigate to 4 menus from the side menu bar on 

the left: 

• Welcome Page 

• Profile Management 

• Application Management 

• Setting 

 

 

4 
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3. Profile Management 

3.1 General Profile Management 

 

  

 

1 

2 
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No. Steps Remarks 

1. Click on Profile Management tab followed by General 

Profile. 

 

2. Click on Edit button to update the general profile.  

3. Update the form fields for General Profile.  

4. User may upload profile photos in jpg, jpeg and png 

format. 

 

5. Click on Save button  

 

 

 

 

 

 

 

 

3 

4 

5 
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3.2 Application Management Profile 

 

 

 

No. Steps Remarks 

1. Click on Profile Management tab followed by Application 

Management Profile to update student’s detail. 

This step is optional, and you may also directly 

update this info during application form filling.  

2. Student may update the profile by: 

• Importing existing profile from Taylor’s Database 

for Taylor’s university student. 

• Manually inputting data into the form. 

 

3. If the applicant was previously enrolled in Taylor’s 

University, the applicant may click on Import Your Student 

Profile from Taylor’s Database button. 

 

4. For other applicants, the student may update the profile by 

clicking Edit button and by filling in the form. 

 

5. Click on Save button to save the information.  

3 
4 

1 



 
________________________________________________________________________________________ 

 

 
TOPAS – Applicant Guidelines 

 

12 

3.2.1 Importing Existing Student Profile from Taylor’s 

 

 

 

 

No. Steps Remarks 

1. By clicking the Import Your Student Profile from 

Taylor’s Database button, the applicant may 

import the profile by filling the Taylor’s Login 

credentials.  

 

2. Click on Submit button.  

3. The Application profile will be updated with 

existing data from Taylor’s Database. 

 

1 

2 
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3.3 Academic Profile 

 

 

No. Steps Remarks 

1. Click on Profile Management tab followed by 

Academic Profile to update student’s academic 

qualification. 

This step is optional, and you may also directly 

update this info during application form filling. 

2. Click on Edit button to fill in academic background.  

3. Fill in the academic qualification info, then click 

Save. 

 

1 

2 
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4.  Application Management 

 

 

No. Steps Remarks 

1. Click on Application Management tab to start an 

application. This is the primary page for all 

application activities. 

 

2. Click on Start New Application to start a new 

application. 

Alternatively, you can also directly go to this 

section by clicking on Start New Application from 

the Welcome page. 

3. Application list displays list of application started 

by an applicant. Applicant may edit draft 

application, view status of application, accept or 

reject offer and view offer later from this table. 

 

4. There are 10 steps in the application process. 

Students will need to go through each step in 

order to submit an application 

 

1 

2 3 
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4.1 Step 1- Personal Details 

 

 

No. Steps Remarks 

1. The fields in Step 1 will be auto filled from the 

Application Management Profile Page (if you 

have filled them earlier in the Profile section). 

 

2. Conversely, Applicants are still able to fill up the 

application even if they did not fill the Application 

Management Profile Page.  

 

If the profile section is not filled in, and this 

section is filled in here in the form, it will also 

automatically update the information in profile. 

3. Applicant may edit the information, then click 

Save. Student may proceed to the next step by 

clicking Next Step at the bottom of the page 
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4.2 Step 2 – Academic Qualification 

 

 

No. Steps Remarks 

1. The fields in Step 2 will be auto filled from the 

Academic Profile Page (if you have filled them 

earlier in the Profile section). 

 

2. Conversely, Applicants are still able to fill up the 

application even if they did not fill the Academic 

Profile Page.  

 

If the profile section is not filled in, and this 

section is filled in here in the form, it will also 

automatically update the information in profile. 

3. Applicant may edit the information, then click 

Save. Student may proceed to the next step by 

clicking Next Step at the bottom of the page. 
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4.3 Step 3 – Programme Preference 

  

 

 

No. Steps Remarks 

1. The fields in Step 3 are for the student to choose 

the programme and intake selection. 

 

2. Applicant may choose the programme category 

which includes: 

• Pre- U 

• Foundation 

• Diploma 

• Degree 

• Professional Studies 

• Postgraduate Studies 

• English Course 

 

3. Applicant can choose the programme from 

programme field. The list of programmes listed is 

based on category chosen by the applicant. 

 

4. Applicant needs to select the Intake month based 

on the programme selected. If the applicant 

chooses Future Intake, there will be additional 

fields for the applicant to choose intake month 

and year. 
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4.4 Step 4 – Credit Transfer Application 

  

 

 

No. Steps Remarks 

1. The fields in Step 4 are for Credit transfer 

Application. If applicant clicks “No”, the applicant 

may continue to the next step. If student clicks 

“Yes”, the student will need to fill in the Credit 

Transfer form and upload the support documents. 

Click on “Save Credit Transfer Form” to save the 

application. 

 

 

 

2. If applicant is applying for complementary studies, 

click “Yes” on the “Do you wish to apply for 
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Complementary Study?” section. When applicant 

clicks “Yes”, there will be a section for the student 

to choose complementary studies subjects: 

 

 

3. Click on Add Complementary study button to add 

the specialization, extensions, major and minor 

studies choice, and then click Save. 

A maximum of six (6) complementary studies can 

be added.  

 

 

4. If the applicant chooses “No” for Complementary 

study, the applicant may upload Credit Transfer 

Documents then proceed with next step. 
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4.5 Step 5 – Mode of Candidature & Module Selection 

  

 

 

No. Steps Remarks 

1. For certain programmes, Step 5 is where 

Applicants will be able to choose their module or 

candidature mode. If the application is not 

relevant to this, applicant may proceed with next 

step. The programmes that requires the applicant 

to fill in this step are: 
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• Postgraduate Programme 

• Postgraduate Programme with Research 

• American Degree Programme 

• Pre-U programmes 

2. If the applicant chooses American Degree 

Programme, the applicant must fill in the Module 

Selection field. The applicant needs to follow the 

guideline document (downloadable) in order 

complete the module selection field. 

 

 

 

 

3. If the applicant chooses a postgraduate 

programme, there will be mode of candidature 

field. Applicant may choose the mode of study in 

this field. This field is only applicable for 

postgraduate programmes. 
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4. If the applicant chooses Postgraduate Programme 

with Research, the applicant needs to fill in the 

Research form. The form is downloadable, and the 

applicant needs to fill the form manually. After 

completing the form, upload the research form in 

the attachment field below. 
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4.6 Step 6 – Application Documents 

  

 

No. Steps Remarks 

1. Applicant can upload supporting documents in this 

section. To do this, first, select type of file to upload 

from the dropdown list. 

 

2. Browse the file from the computer.  

3. Click on the Upload button to upload the 

document. 

 

4. Repeat the steps for any other required 

documents. 

 

1 2 3 
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5. Applicants will also be able to upload Other 

Documents that falls outside the categories of 

the previous slide’s documents. First, fill in the 

file name and description. 

 

6. Browse the file from the computer.  

7. Click on the Upload button to upload the 

document. 

 

8. Repeat the steps for any other required 

documents. 

 

 

 

 

 

 

 

 

 

 

5 

6 7 
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4.7 Step 7 – Application Summary 

  

  

 

3 
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No. Steps Remarks 

1. The Application Summary shows all the 

information the Applicant has input. 

 

2. Applicants are able to review their information. If 

they are any changes, they are able to go back to 

the previous stages and make those changes. 

 

3. Applicants have the option of printing their 

Application Summary. 
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4.8 Step 8 – Declaration 

  
  

 

No. Steps Remarks 

1. For Applicants who are age 18 and below, their 

parents or guardians will need to fill up the 

Guardian Declaration Form. For applicants that 

has reached age above 18, they will not need to fill 

this form. 

 

3 
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2. The applicants will also need to read the Personal 

Data Protection Act by clicking the PDPA button. 

 

3. Once read, Applicants will need to check both 

boxes in order to move forward. 
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4.9 Step 9 – Payment 

  
  

 

No. Steps Remarks 

1. There are several payment options for the 
applicant based on nationality:  

• Local Applicants 
o Via iPay88 
o Manual payment and uploading Payment 

Proof 

• International Applicants 
o Via Flywire 
o Manual payment and uploading Payment 

Proof 
 

 

3 
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Local Applicant 

 

2. If applicant chooses to pay via iPay88, click on Pay 

Now button then the system will redirect to 

iPay88 Gateway. 

 

 

3. If the applicant chooses to pay via other manual 

means, the applicant needs to pay at the Taylor’s 

University Payment Counter and upload the 

receipt once the payment has been done. 
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International Applicant 

 

4. International applicants may pay via Flywire. Click 

on Pay Now button then the system will redirect 

to Flywire Payment Gateway. 

 

 

5. Applicants may choose to pay via other manual 

means to Taylor’s University account and then 

upload the payment receipt as proof. 
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6. If the student chooses a certain programme or has a 

special condition that requires additional checks by 

Admission team, the applicant can skip the payment 

and proceed with the final step.  

Below are the conditions that require additional 

checks by the Admission team: 

• Applicant with special medical condition 

• Programme with additional 

requirements such as research 

programmes and programmes that 

require interview. 

• Applicant who is under 16 years of age 

 

4.10 Step 10 – Submission 

  
  

 

No. Steps Remarks 

1. Click on the Submit Application button to 

complete the application. Once the application 

has been submitted, user can view the status of 

the application in the Application List table 

under Application Management tab. 
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5. Resubmitting Incomplete Applications 

 

 
  

 

No. Steps Remarks 

1. If the application submitted has been labelled as 

Application Incomplete, Applicant will receive an 

email regarding the status and will be able to 

resubmit the application. 
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2. Applicant may click on the Counsellor button to 

view any notes from counsellor regarding the 

incomplete application. 

 

3. For incomplete applications, student is able to 

edit the application and resubmit the application 

again. 
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6. Accepting and Declining Offer 

 

 
  

 

No. Steps Remarks 

1. If an Application is accepted by the university, 

applicants will receive an email regarding the 

status. Applicant may login to TOPAS to see the 

offer letter 

 

 

 

2. Click on the Offer letter icon to view the offer 

letter then accept or reject the offer. 

 

The Offer icon looks like this:  
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3. If the student did not complete the payment, the 

system will prompt a message for the applicant to 

complete the payment first when the icon is 

clicked. 

 

 

4. To complete the payment, follow the instructions 

as given earlier in the guideline: 

Step 9 – Payment 
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5. Click on the Download button to download and 

view the offer letter and other attached 

documents.  

 

 

6. Click on the Offer Decision tab to make the 

decision. Applicant may select Accept or Decline 

and click on Submit, to finalize their decision on 

the offer granted.  
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7. Change Password 

 

 
  

 

No. Steps Remarks 

1. The applicant may change their password through 

settings tab. 

 

2. Enter new password and confirm the new 

password in the following fields. 

 

3. Click on Update to update the password.  

4. The new password will be applied on the next 

login. 
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8. Password Recovery 

 

 
  

 

No. Steps Remarks 

1. A lost/forgotten password can be recovered from 

the landing page. In the login box, click on Forgot 

Password. 

 

 

 

2. Enter your email address and complete the 

CAPTCHA, then click on Reset Password. This will 

send a password reset email in your inbox.  
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3. Click on the Reset Password button in the email. 

The applicant will then be directed to password 

reset page. 

 

 

 

4. Fill in the email and password fields then click on 

the Reset New Password button. This will reset 

the password and the applicant may now login to 

TOPAS with the new password. 

 

 

 

------------------------------------------------------------ END OF GUIDELINES ----------------------------------------------------------- 


