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ABSTRACT

The Industrial Training report is based on the period from 1° February 2017 to 30" June
2017. The Industrial Training has taken place at headquarters Selayang Municipal Council
or also known as Majlis Perbandaran Selayang (MPS). The trainee has been placed in
Information Technology Department (IT Unit). In this report, it was highlighted about the
training activities, experiences, skills and challenges that the trainee has been encountered.
All training activities and special project are recorded in this Industrial Training report. The
trainee has been assigned to developed 1 system which is from manual form to system named
E-filling which demanding the ability of the trainee to developed 1 system that can be used by
MPS staff.

Keywords: E-filling, training activities, special project
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CHAPTER 1 : INTRODUCTION

1.1 BACKGROUND OF THE ORGANIZATION

Eathos Oslagssd g jas

Majlis Perbandaran Selayang

Figure 1 : Logo of MPS

Selayang Municipal Council or Majlis Perbandaran Selayang(MPS) was established on
1st January 1997. Previously, MPS also known as Majlis Daerah Gombak (MDG), which
was established under Act 171, Local Government Act 1976. The MDGs were born from
some string before the development of the Local Government Council such as Lembaga
Bandaran Gombak, Lembaga Bandaran Rawang, Lembaga Bandaran Kuala Ampang,
Kawasan PKNS Taman Keramat, and Kawasan Perindustrian Batu Caves. Started from

this development, then MDG was established and now it is known as MPS.

Petron Bandar
Baru Seloyang 3az

Mr fee otfice
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Figure 2 : Location of MPS
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Function of MPS

The function available in MPS is to provide basic municipal services in accordance with
Act 171, Act 133 and Act 172. This is the main function of the MPS and the second
function of being an agent of physical development, social and economic effectively with

the requirements of the State and the Federal Government.

Mission and Vision

In MPS also has its own mission and vision. The vision of MPS is Majlis Perbandaran

Selayang Lead Management Excellence Towards Sustainable Municipal By 2020.

The mission of MPS is Majlis Perbandaran Selayang Strengthening Glance to all Citizens

Service Through Class 5 Star Formation Communication Towards Peace.

Objective of MPS

There are several of objective that have in MPS :

i.  Providing and Improving Municipal Service
ii.  Prepare and maintain infrastructure facilities
iii.  Develop and oversee Development Through Development Orderly and Planned
iv.  Prepare and maintain facilities Parks and Recreation
v.  Creating beauty Atmosphere Area Line With Objectives To Turn Area Council as
"Area Urban Park"
vi.  Strengthening Unity Between the People's Society Alongside Creating
Responsible and Disciplined
vii.  Playing Role In The State Government Efforts To Attract Aspects of Industrial,

Low Cost Housing Planning and Programs Encourage Tourism
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1.2 ORGANIZATIONAL STRUCTURE

JABATAN PERUNDARGAN

JABATAN AUDIT DALAM
JABATAN KONTRAK &
UKUR BAHAN

JABATAN UNIT PUSAT
SETEMPAT (O5C )

JABATAM UNIT PESURUHIAYA
L] |

HEE
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&

BARAGIAN URUSETIA

JABATAN JABATAN JABATAN
JABATAN JABATAN JABATAN JABATAN
KHIDMAT PENILAIAN PERANCANG
PENGURUSAN PERBENDAHARAAN KORPORAT PRt o KEJURUTERAAN PERLESENAN
JABATAN JABATAN JABATAN JABATAN
JABATAN et LTI PEMBANGUNAN PENGUATKUASA & JABRTAN YERHOLOGH

Figure 3 : Organization Structure of MPS

MPS has 20 departments that have their own function. Each department in MPS is
carrying out their duties respectively, The departments that have in MPS is :

i.  Jabatan Perancang
ii.  Jabatan Audit Dalam
iii.  Jabatan Kontrak & Ukur Bahan
iv.  Jabatan Unit Pusat Setempat (OSC)
v.  Jabatan Unit pesuruhjaya Bangunan (COB)
vi.  Jabatan Khidmat Pengurusan
vii.  Jabatan Perbendaharaan
viii.  Jabatan Korporat
ix.  Jabatan Penilaian Pengurusan Harta
X. Jabatan Perancang Bandar
xi.  Jabatan kejuruteraan
xii.  Jabatan Perlesenan
xiii.  Jabatan Bangunan
xiv.  Jabatan Sisa Pepejal & Kesihatan
Xv. Jabatan Pembangunan Masyarakat
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xvi.  Jabatan Penguatkuasa & Keselamatan
xvii.  Jabatan Landskap
xviii.  Jabatan Teknologi Maklumat

Xix.  Unit Integriti

xx.  Bahagian Urusetia
Apart from all the departments that are present in MPS, they are led by the Yang Dipertua

Ahli Majlis. He is the leader of the MPS and all actions or decisions that are made need the
approval of the Yang Dipertua Ahli Majlis.
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CHAPTER 2 : ORGANIZATION INFORMATION

2.1 DEPARTMENTAL STRUCTURE

CARTA Oft: <
JABATAH TEKROLOO! MAKLURAT

|_2;;£;5'$.-.—“-=;'lmi [ s [ Sy S|

Figure 4 : Organization Structure of IT Department

Department of Information Technology has its own goals, namely to create a workforce that is
well trained, efficient, and highly skilled in the field of Information Technology. Every
employee who is in this position have their job to ensure that all issues can be resolved
delivered on time that has been set. Now, the total numbers of employees in this department
are 23 employees. They are divided into three parts in this department. The first part is a SIM
Application Part. In this part, they consist of 4 staff headed by an officer, an officer and 2

technicians to complete their work in the section.

The second part is the Administration and Technical. In this section there are a total of 14
employees. They are led by an officer and below there are 4 different units that have their
respective duties. The first unit is the Administrative Unit, under this unit there are 3 staff
from administrative assistants and 2 staff from the office of public employees. The second
unit is a unit of assets. This unit is available under one of the assistant chief of staff and 2
administrative assistants. While the third unit of the Portal and Training Unit is managed by a
technicians. The latter is a technical unit, the unit has 4 technicians to carry out the tasks
related to care in terms of damage to equipment or monitoring in every department in the
MPS.
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The third part is a part of WEB Applications. in this section there are 2 units Data Center Unit
consisting of an officer and a second unit is WEB Application Unit comprising one assistant

and a technician in the performance of duties in the unit.

2.2 DEPARTMENTAL FUNCTION

IT departments have their own functions to demonstrate the potential and abilities of their

own compared to other departments that are present in Selayang Municipal Council.

There are objective of Selayang Municipal Council :

e To promote the growth of ICT in the Klang Municipal Council to create a ICT
environment to all levels of management to improve productivity and performance
of the Council.

¢ To increase the level of professionalism in the use of Information Technology
services to all citizens of Council

e To meeting the needs of ICT from each department in the Assembly.

e To provide training or ICT courses to all staff of the Council for increasing the
level of efficiency in the use of ICT.

e To improving Transparency Council services through ICT.

¢ To move closer to the people through ICT Council
There are 9 main functions of the Department of Information Technology:

¢ Plan and manage computer equipment Council.
e Plan and manage the Computer Network System Council.

e Plan, design and implement application systems to support the operations of the

Council.
e Operate and maintain application systems Council.
¢ Provide and maintain ICT infrastructure for use by the Council.
¢ Plan and conduct ICT programs Klang Municipal Council.
e Plan and manage training programs ICT Council.
e Plan, design and maintenance of security systems IT Council.

e (Carry out consultation and training.

Page | 6



In the IT department, the main task which they run is to receive complaints from staff-related
staff in other departments in the existing system in the MPS that they have to monitor all the
time. In addition, they also receive complaints about any damage to hardware equipment and
staff may be necessary to take action on these problems. There are functions of the system in

IT Department :

¢ Ensure that the hardware and software of complaints received are taken within 3
working days.

e Ensure the complaint system Integration Council (SIM) take action within 1 working
day.

* Ensure complaints in support of the application system to take action within 1 working

day.
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CHAPTER 3 : INDUSTRIAL TRAINING ACTIVITIES
3.1 TRAINING ACTIVITIES

During the 5 months I was in the Selayang Municipal Council is to undertake industrial
training. The staff that is in the IT department was tasked to take care of every movement of
letters. The staff has to record every activity in and out of a letter from the IT department. My
task is to help the staff to make adjustments every existing file. The staff must follow the rules
set by the National Archives on the deposit and related files. The first thing to do is make sure
that every file is stored cannot exceed 100 pages and not exceed 4cm. The staff asks me to
help him to convert all the files from blue file to white file. White file is according to the
regulations of the National Archives. [ also need to stamp on each file that the file numbers in
the order they had done before the new convert files. After all files converted to new files, the
files must be stored in a box and put in a cabinet that has been provided. The box is in

accordance with the rules and instructions given by the national archives.

Figure S : Blue file and white file

Page | 8



Figure 6 : The box and cabinet that use to store all file

Apart from the need to change the old files to the new file, I also have to enter every letter
received in the file according to the file number that was set by each letter. Because too many
letters must be received by the staff on a daily basis, time for him to enter the letters in the
files down. This leads to too many letters have I put in the file. The figure below shows some

unfinished letter entered into the file.

Figure 7 : Unfinished letter entered into the file

Besides that, my next task is to assist my staff in a department to coordinate notebook under
his care so that all the items are in good condition. I need to check whether the notebook is
safe from any viruses and antivirus that there needed to be updated. Besides that, I have to

make sure that the software that other staff often use works on all notebooks. This will make
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it easier for them if there are any staffs who want to use the notebook. Figure 7 and 8 show
the task I have undertaken.

Figure 9 : Activities for the maintenance notebook

Next activity I did was I by some technical staff to make computer maintenance in every
department in the MPS. Any hardware used by each staff should be recorded and should be
examined in order to avoid loss and so on. This work is usually conducted once a year by the
technical department of information technology. Any hardware items should be in the record
of the serial numbers for MPS itself. For the computer, I was directed to check whether the
antivirus is used to keep the latest computer. Besides that, I have to check the software that

use the MPS staff often works well and if all geared no, I had to install it into the computer.
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Figure 10 : The printer to make maintenance

The next job I do is I help technical staff to install laptop if there are any meetings in the
meeting rooms. I need to install a laptop to be used for meetings and I also have to make sure
that Wi-Fi is provided to function properly and can be connected to a laptop. I usually have to
help the technical staff to install these items in a few different places within a day. To do that
work, I and the staff on duty had to come earlier than they would handle the meeting. This is
because the initial setup if a laptop or Wi-Fi experiencing problems. Most times I help the
technical staff, the damage and problems caused by Wi-Fi. Wi-Fi is usually not able to

connect to a laptop or system they will use during the meeting later.

Figure 11 : Setup the meeting
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Figure 12 : Setup the meeting

To ISO audit, I need to help some of staff to get the signatures from staff in other
departments. The signature is a confirmation of the complainants who complained about
damage and problems that occurred on items of hardware or system they use. After getting the
signatures, I have compiled all the letters in the files of the complaint in accordance with the

sequence and the correct categories. This is to enable the audit to check on each file.

Figure 13 : Letters to get signatures
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Figure 14 : The letter must be compiled into a file

In addition, there are also activities that [ need to do, namely to set up a birthday card to all

staff by month. I need to paste the name of each staff on a birthday card is distributed to them.

Figure 15 : Birthday card

The next activity is I help staff responsible for maintaining stocks of toner and ink to make a
calculation and check whether all toner and ink that is still usable or not. If there is every
toner and ink that has been long, it must be recorded for subsequent action taken by the higher

authorities, which are to be disposed of.
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Figure 16 : Stock of toner

I have also helped the technical staff to install the toner in the printer director in other
departments. I learned how to install and remove the toner in the printer for each printer that

there is a different way to produce toner.

Figure 17 : How to install and remove the toner in the printer
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Most of the work that I do is help the technical staff because they are some of the staff who
have committed a very big launch any event or meeting. My next task is to help the technical
staff to repackage PCs and printers that has been borrowed by other departments. I have to
open the entire PC and plug the printer and insert these items into the boxes as usual. If other
departments would like to hold a meeting, they had to seek the assistance of technical staff in
the IT department to provide the tools they need such as PC and printer. Technical staff has to
find and provide the equipment according to the request of staff in the department.

Figure 18 : Repackage PCs and printers

Next, I help the technical staff to install a PC and printer in the lobby for the use of MPS
license department. They would hold a counter for Ramadan bazaar site. Therefore, they
require a number of PC and printer for their use include information traders who want to get a
bazaar. I need help technical staff to install the PC and ensure that all PC and the printer are

functioning properly. We need to make a trial first to make sure that no problems will arise.

Figure 19 : Install a PC and printer in the lobby
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In addition, I also help staff to send a letter of complaint that has been completed to another
department. This is to prepare for the ISO audit. Each letter of complaint that has been
completed is required to obtain the signature of the complainant. This is evidence that the
technical staff had taken action. Audit for ISO in turn, their arrival to the MPS is to monitor in
every department before they approve the renewal of the contract SIRIM.

Figure 20 : Letter that need to get a signature

My next task is to help some technical staff to install Wi-Fi in departments involved with the
Audit ISO. Wi-Fi all the pairs must be functioning properly and can be connected to the
laptop that they use. Besides that, I also help them to install the PC in the meeting room
selected for the audit is put on first before they go to the next department.

Figure 21 : Install the PC in the meeting room for Audit ISO
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Figure 22 : Install Wi-Fi in departments involved with the Audit ISO

The next activity is a staff asked for my help to edit the system he had done. We must correct
every error that exists, we need to edit and try whether the system is successful or not. Besides
that, I also assist the staff in charge of stocking toner and ink to make the calculation and
revision of the stock of toner and ink that had just arrived in the IT department. we need to
make the correct calculation and carefully because the boss does not want to have any

problems that would arise later like there's more yet to submit the remaining stocks and so on.

After making counts and staff is done to record information about the items in the system that
has been provided, we have to make the distribution of toner and ink to the other staff that are
in different departments. Toner and ink need to be distributed according to the request of staff.

Page | 17



3.2 SPECIAL PROJECT

3.2.1 PROJECT OVERVIEW

E-filling was made for the use of staff in the information technology department at MPS to
record and store information related to outgoing mail in at the department in electronic form.
Previously they only store and record the letters in the form of a manual only. MPS was
located in Menara MPS Persiaran 3, Bandar Baru Selayang, 68100 Batu Caves, Selangor
Darul Ehsan.

Basically, this system is used to help the staff to ensure that every single of information is
saved and store into the record and to avoid redundancy of information. With this system, it
will facilitate and assist staff to find and check every file that is in the cabinet. Staff only need
to open the system and choose what they want and if they want a hardcopy of them just need

to cabinet to find a file,

3.2.2 PROBLEM STATEMENT

The main problem in MPS is the staff in IT department does not have the systematic and
sophisticated system to manage their daily tasks in record the letters. All the operations are
performed by manually. They need to go to the cabinet and checks the record one by one and
recording the data in printed form. They also need to keep all records in the file, and it uses a
lot of space to store all the records. In this way the risk of the occurrence of the loss of records
in the store are high. This is because there are a number of other staff will use the files
contained in the cabinet to use their service and have forgotten to return the files to their
original positions. The redundancy list of file also happened because they only have the

printed of record.
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3.2.3 OBJECTIVE AND SCOPE OF PROJECT

OBJECTIVE
The following are the objectives which have been identified:

e To reduce the time in retrieving records stored files
e To reduce paper consumption

e To help staff to find the information

SCOPE OF PROJECT

The scope of the project in this run is to focus on the record in the Department of Information
Technology. From this system, staff who are responsible for managing and maintaining files
in and out in this department can carry out tasks quickly and easily. This system can also be
helpful staff is to check or look for files that are stored in the cabinet quickly.

3.2.4 USER TARGET

IT departments are users of e-filing system are in helping them manage work-related
correspondence. This system is also a system that is user friendly and easy to use by staff in
the IT department. In addition, this system has also produced according to suitability and

requirements for staff to manage incoming and outgoing mail to the post.

3.2.5 TOOLS USE FOR DEVELOPMENT

The tools that are used to develop the systems are Php & MySQL and WampServer. All the
tools are very important in developing and building a basic system. Other than that, Adobe
Photoshop, Switchmax2, Joomlaa have been utilized make sure the system will be more

attractive.
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3.2.6 SYSTEM DESCREPTION

The system that I develop is using the local area network (LAN). Local area network (LAN)
is a network that connects to the computers and devices in a limited geographical area such as
a home, school computer laboratory, office’s building, or closely positions group of buildings.
The staff in IT department will use this system especially for the person in charge that handle

an incoming and outgoing mail to the post.

The person in charge that will use this system can counts, edit, delete, update and store the
data in the systems as for the reports and references. If staff wants review or checks about the
file, he only need to check through the system. The systems will provides information based
on the criteria in the inventory files that has been create in the data stores. This will helps the

staff to update the files of letter more easy rather than the previous systems.

3.2.7 SCHEDULES AND TIME LINE

To develop this system, I chose to use the traditional method to collect the information. The
first method that I use is interviewing individual. From this method, I choose one of the staff
at IT department to do an interview session. To be an effective interview session, I need to
follow the guideline which is a plan interview, listen carefully and take notes, when process of
interviewing. In process of interviewing, I use the open-ended question and closed-ended

question to make easy for staff to answer and I also can understand easily.

In addition, I also use the brain storming and practice the communication two ways. The
advantages of using this method is to make sure all the important information is collect, more
effective use of time and can hear agreements and disagreements. I interviews the staff of IT

department in order wants to make sure that all the information are accurate complete.

To collects data about the staff’s problem, I use the methods of observing. The advantages of
use this method is I can directly view our clients do their jobs and objective measures of
employee interaction with information system and can cause people to change their normal
operating behavior like use manual form in order to make a filling system. From there, we can

view and know how complicated that staff need to use the manual system.
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3.2.8 CONTEXT DIAGRAM AND DATA FLOW DIAGRAM

CONTEXT DIAGRAM
Staff info i =
Cd
Staff status 0
YV
Login info
STAFF = E
L, Login status N
TR - e E-filling
File info
3 W
File list /
Search info
Search report
Movement info
Movementreport
Figure 24 : Context Diagram of E-filling
DATA FLOW DIAGRAM
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Figure 25 : Data Flow Diagram of E-filling
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3.2.9 INTERFACE DESIGN

Before creating a system, the main thing to do is interface design. This interface design is
very important and very useful for reference when creating a system. With this interface
design, the work done will be quick and easy. In the event of creating a system, it often loses
the idea or is unable to think of the next step, the most correct reference is the interface

design. This is an interface design that I have created for E-filling.

S
g
Nama o o}
No. I/C: nen frt)
| No.Pekeria : e )
| Kata Laiuan: o)
i1t

l Daftar
|

Figure 26 : Registration info form

Your register successful

Figure 27 : Registration status form
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No. Pekeria :
(]
Kata Laluan:
dek

Login

e}

Figure 28 : Login info form

Your login successful

Figure 29 : Login status form
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l Daftar Fail I | CzrianFail ' Pergerakanfail

Fail Baru ] l Fail Tutup & Buka ]

Figure 30 : Register file info

I{}_af;mg;ﬁa:il l Larienfail l | Pergerakanfail '

[ railBary | [FailTutun & Buis |

Perkars :uen ’ fo] |
No. Fail 1 pen I foxed |
Tarikh Buka:m»l_-. ’ (va) ]
Tarikl':;:xtun: [ ) ]

Register 31 : Register file info form
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l’,.':_af_"ga_c:.‘auil | Larianfail l | Pergerakanfail |

] FailBaru ”Fai!Tutuo&Buka|

PERKARA | NO.FAIL TARIKH BUKA | TARIKH TUTUP
L
KUTIPAN MPS/11/3-5 13/3/2016 24/9/2016
OFFLINE
TAKSIRAN MPS/11/3-6jld 25/2/2016 22/1/2017
2

KOMPAUN MP5/11/3-7 10/5/2016 28/2/2017

ADUAN MPS/11/3-8 25/2/2016 24/12/2016

Figure 32 : Register file list

I Carianfail I | PergerakanFail |

Daftar Fail

Perkara: [ |
No.Fail: | |

Figure 33 : Searching file info form
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ID;ﬁt@;Faﬂ] r CarianFail I ] PergerakanFall |

NO. FAIL NO.KOTAK | KABINET/
! ARAS
KUTIPAN MPS/11/3-5 8 1/2
OFFLINE

Figure 34 : Searching file list

Daftsrfail | | Cerianfail | |Esssszz‘911ﬁii|

No. Fail :

I
Perkara: |
Nama Peminjam: I
Tarikh Ambil : |
Tarikh Hantar : |

U 7 W b SRS B S— S_—

Figure 35 : Movement file info form
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|C>a‘£a-rra-;'. I I CarianFad I [ PergerakanFail I

'PERKARA | NAMA TARIKH TARIKH
. PEMINJAM |  AMBIL HANTAR

Figure 36 : Movement file list

In conclusion, E-filling is a very useful system for staff in IT department and also for other
departments. This system can help staff who manage outgoing and incoming mail quickly as
they record all available files and then generate reports more easily than using a manual
system. In addition, this system can help staff to store important data and information faster.
This system will not only be used by staff in IT departments only, but this system will also be
provided to staff in other departments as well as in the future. For now this system will be
used by the staff at the IT department first. The user manual for E-filling system will show on
the appendix.
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CHAPTER 4 : CONCLUSIONS
4.1 KNOWLEDGE GAINED

I was at the MPS for 5 months, a lot of experience and the lessons I have learned how to
prepare equipment such as laptops, Wi-Fi, printer and so on according to user requests. I was
able to experience the feeling of how technical staffs who have worked tirelessly to install the
equipment and make sure all the equipment they provide to function properly during the
ceremony. If equipment that they provide has a problem, they had to find a solution quickly
and if it does not work, they had to seek the assistance of other technical staff to assist them.
Usually, if a meeting involving top management as directors in all departments, the technical
staff has to prepare in advance so that there could not be any problems. This provides a very
useful knowledge to me about the importance of technical staffs is available to ensure the

success of the program.

Next knowledge so that I can be is how to make computer maintenance. If we hear computer
maintenance is a simple thing and it is not a difficult task. I felt so at first, but after I attended
technical staff make the assignment, I feel this is a task which it will test the patience of both
physically and mentally. To set up a computer will take time to get all the necessary
information such as the serial number of the computer and so on. While I help the technical
staff to perform this task, I have to go to each department and each table to check on the
computer and record the serial number for the hardware. For my computer to check the
condition of the computer like checking antiviral use was updated or not, if the antivirus is not
updated I need to take action, and if the computer does not have antivirus, do I need to install
so that the computer is safe from attack by viruses, so I need to check the software that they
use often works well or not, and I also need to check whether the computer has no problems

and can be safely used.

In addition, I also have knowledge of how to manage records such as frequent letters and
departments in IT departments. Before, I only knew when I was in class only and that was just
a theory rather than practical. When I was in this MPS, I learned how to manage letters from
start to finish. At the beginning, I need to make adjustments to the files that will be used to
store the letters like laying the label for the file and putting the file number. The next step is to
classify each letter to be stored in the file that has been prepared. When all of the letters are
filed in the file, the files must be entered into the prescribed box according to the rules that
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have been set by the National Archives. If the files are full, they need to close and open new

files with different volumes. All the steps I can do myself and it is a new experience for me.

4.2 PERSONAL THOUGHTS AND OPINION

In my opinion, during my training in the MPS industry, many things that I have learned not to
think in terms of jobs or in terms of individual attitudes. In terms of jobs, in their own IT
department has divided the tasks to employees according to their skills. However, in my
opinion, the authorities should increase the number of their employees, particularly in the
technical side. The number of staff in the technical part is not sufficient to accommodate the
number of complaints reported to them constantly. This will force some of the complaints

pending and need to take time to complete.

Besides that, I also learned how staff in the technical work, such as providing equipment for
meetings and they have to set it up perfectly. If there is a problem they need to look at solving
them. When completed they also need to keep and make sure any equipment that has been

used enough and keep in the proper place.

In addition, in terms of individual attitudes as well, I have learned many things that previously
I never saw in my years at university. While in the working world, we will always work with
various age no matter young or old. The language used by colleagues very instrumental while
working together. It does not matter whether young or older. We also should not use vulgar
words that might offend other employees, and we should think first before removing the

words.

The next lesson I got the training industry is the attitude of a leader of the workers
subordinates. If we as a leader, we have to show a good attitude and be an example to the
employees subordinate. If there are any errors or mistakes that have been done by
subordinates, should not we as chief uttered unfavorable to the employee as this will reflect
ourselves in front of the workers. Besides that, we also can not to mix personal matters with
work so employees who often become victims of our own to release anger. This is one of the
unprofessional attitudes as a leader. As a leader, we should always be respected and loved by
every employee rather than be used as an enemy by them. If the attitude is not good as it is

continuous, it is possible that employees often turn and cannot stand the attitude of our own.
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Understanding and tolerance among workers is also very important. This attitude can be seen
how each employee can tolerate their colleagues. However, not all workers have a good
attitude towards their own colleagues. In my years in this department, most of them have a
spiteful attitude and there is no understanding among them. Some of them do not like to see
their friends succeed and often liked by his superiors and there is also own superiors are not

happy with their own subordinates.

Not all of them have a bad attitude, there are also good and very respectful of others. This
attitude must be followed and emulated by all employees regardless of their superiors and
subordinates or employees. Good attitude will always be liked by other employees and they

will often be successful no matter what they do.

4.3 LESSON LEARNT

An actual experience in the working world is an experience that is very difficult when
compared with the experience while at university. If at the university, we just be friends, and
running errands with friends of the same age only. Besides that, we also do not have to think
too long to do something while at the university for the people around us are our own friends.
Similarly, if compared with other working conditions, most workers are of varying age and
older with us. Where it can be seen how the employees in any organization of their duties
work together. Team spirit should be applied in each and every employee to ensure teamwork
in performing every task entrusted successfully. Respect to any other employee must also
exist within an individual no matter in people who are older than we or even the younger

ones.

Moreover, understanding the tasks entrusted also very important in an organization. This
understanding should be on every worker regardless of whether heads or subordinates. If we
are the masters of other workers, we should understand the responsibility and the duty of
every employee who is under us. We also can not to belittle our workers if they cannot
complete the assigned tasks in accordance with a predetermined time. If employees have

personal problems or problems at work, we, as a leader should help in the right way.

In addition, the main thing that cannot be avoided no matter whether we as a student or
employee of spiteful attitude. This attitude is absolutely not separable in every human being.

In the world of work, this attitude will destroy ourselves if someone does not know how to
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care for and control those feelings. As teammates, we should not have such an attitude to our
own friends as each man certainly has its advantages and disadvantages of their own. Some of
them are willing to do anything to satisfy their own friends regardless of whether you need to
accept the consequences. In addition, there is also the head envy the success of their own

employees.

The next lesson is the language of conversation between the head of the workers. Good
communication language is to keep each other happy and feeling so each language we use
does not offend anyone. If we are the head to reprimand subordinates should use language
that is appropriate to them. If the head is often used harsh language to its employees, it is

possible any subordinates will be offended and feel less comfortable with their leader.

4.4 LIMITATIONS AND RECOMMENDATIONS

In this IT department, the weaknesses I can see are in terms of convenience. For the IT
department, the space provided is not so great if compared to the department that is next to it.
Because the space they have has to be limited to the best possible. The desk that houses all
staff is also very limited and if they want to take other staff to be in the department, they are
forced to issue an existing staff to replace the new staff. Besides, they are also unable to
provide space for practical students like me. Every practical student who goes to this
department needs to be in the meeting room only and if they wish to hold any meetings,
practical students should give space to them and be forced to search for vacant places
temporarily. These will somehow complicate and disrupt their duties. Different to other

departments, they will provide tables and PCs for their practical students.

In my opinion, this department may be able to expand existing space or they can request
another space to be the second place for them. With this, they can provide more space for the
staff and be able to further increase the number of existing staff. Besides, they are also able to

provide a space for practical learners so that meeting rooms can be used at any time.

Page | 31



REFERENCES

https://ms.wikipedia.org/wiki/Maijlis Perbandaran Selayvang

http://Iphs.selangor.gov.mvy/index.php/pages/view/16

http://www.mps.gov.mv/

Page | 32




APPENDIXES

USER MANUAL
[PRUTTT ST ;_;J II‘.' - ) e E—w
£ ¢ lecahex - T8 ¥ & e =

@ Most Vimned F Gettmg Statad | meadmnken (L coberbufy | REW2 | menl

fowdky é__ MAJLIS PERBANDARAN SELAYANG i

STEP :

1. Click at the button for the first time user.

U LAARIS PERBANIORPANISEL L

€ - toceost

W o veted | GeegSteted  madsmbam  obeindly B3 el

k. _-&_ MALILIS PERBANDARAN SELAYANG 4%

STEP :
1. Fill at all the form that given.
2. Click at the button ‘DAFTAR’.
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4 WontVsted  GetrpSumed  mademiam  obekad; B womd

a

ik A §iaiiis PERBANDARAN SELAVANG
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STEP :
1. Fill at all the form that given.
2. Click the button ‘LOGIN’.

12 Mol Perbandaran Selayang - i = PR———

€ 0 oumot - Ne oI n =
WMot Geimgloned  mufemiar bty RS9I mend

oty é MAJLIS PERBANDARAN SELAYANG w

N “ SCUNFA. CERGERMAIFAL  LOGOUT

Parkasa Ho Fail Lokasi Fail Yarlkh Buks Tarikh Totup

TIOOR HAS BN MOHD HQOR WPSI1 kotak 1 Eot  Oslets
RUZAM BT S0n0T MPSi111-2 Etax 1 Eot  Dsledr
ZURIATI BT KARIA WRSIT1300 3 kotev 1 Een Defete
HASMAVY! BT AT JUNIT P81 otk 1 Eat  Dalate
S5 HATUAH BT ARAT MPS) 11715 otan 2 Edt  Daee

STEP :

1. Click at button ‘DAFTAR FAIL’.

2. Click at images file to add the file.

3. Click at button ‘PRINT’ to make a copy.
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frrh é_ MAJLIS PERBANDARAN SELAYANG 44 1 \:\
ﬁ raz B, § 8 #ER by

bl

1t

3 '-'—--} Subrrat sy

T e
STEP :
1. Click at ‘CARIAN FAIL’ to find the file.
2. Select any required file.
3. Write the keyword that need to find.

% Vages Pesbandaran Selayang +
€ ¢ locahort - e 9 3
B Memvated < GattvgStatid  medenkem  Ghedsd, B2 o memd

. v —— 1
{shy _{1_ MAJLIS PERBANDARAN SELAYANG 2

NG. FaL I

PERKARA

NAISS PERRNLRY

TRRINHHAHTAR

STEP :

LEJT CRE RN S —s— S - e

1. Click at ‘PERGERAKAN FAIL’ to record incoming and outgoing files.

2. Click at ‘MAKLUMAT PERGERAKAN FAIL’ to staffs who wants to use

the files.
3. Fill out all required information and click at button ‘SIMPAN”.
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|
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STEP :

1. Click at ‘PERGERAKAN FAIL’ to record incoming and outgoing file.
2. Click at ‘REKOD PERGERAKAN FAIL’ to see the movement of file.
3. Click at ‘PRINT’ to make a copy.

Page | 36



LOG BOOK

UNIVERSITI TEKNOLOGI MARA
(KELANTAN)

Page | 45




SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS
FEBRUPRY
| ,7-”7‘ -fivst day prackeal in Informeden

Tuhno'.og\j Deveviment

= superyterS name'tc EN NOOR HAS

BiN MOWD Npop.

-'heh; Staff in (T Depard ment tc deing

5?\\\nc\ s\js&em.oq oranaal
o

bi .
=drancfer {5 from ‘y:;u files 4 the

whie fie .

=there ¢ no guperviser because he had

o _prepaye fov field wovk m conjunciien

wh the tenpulom.

3+2f 13

-\’1€.\1: oné of g S‘}_QH‘ 4o ovgan»g <

\eter¢

-Mak e an update of Jies accovding

t the MPC perdey by yeavr,

=uc Yv ancthey depariment for the retun

of av incomplete form for dhoiv

SA gnouve

UNIVERSITI

PRACTICAL TRAINING é PR
@

LOG

BOOK

TEKNOLOGI
MARA

Ry m—— ————————

Page | 46




DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

3/>/13

—contnug go 1o the other depariment

for vetuvn of an _incomplere foem

oy Hheir ’r-ic‘:.nm»{"c

—\welp one of the claff fo dloing_a 4’71;

SuSHem onf Manyal- Example of L’le

Yhat En:u usee s *Open File'. Fhee

Che Chqnc}e all_the K¢ baged on

redulakon of Nakonal ArChivec

nelp staff 4o cend a \etter bo

other depavim ent . /V\OSt of Hre \oHey

thar need 4o cend s Prom V(lv/

assoCiaren -

4 f3/\}

ek

o

=
L

(TT

=1 7 1D
A \/L/

]

PRACTICAL TRAINING H L\l\ msm

LOG

BOOK ' i

Page | 47




SUPERVISORS :

DATE EXTRACT NATURE OF WORK DONE REMARKS

6/>/\3 |- contnue do Velp stoff 4o doing @ |
Rhing . The fivet step Ahoy heed fo |
Ao (¢ pyese=tz CCO file tumbey on .
evevy Wwide £de ‘oefore transier all r
\etrer from blue fle Yo wiide fde. —
..‘ne,\-.? taff ko send o \edley 1o

oYney  depavitnent
|

o[ \3|=copktue ‘o help syaff tv dang o
-Y'\\\nq (onkoue ¥o Cop Hle numbey
on every wihie fe oefore transfer
ol \etey from blue fle & Wnde fle.
\wele stoff X Send o \etder fo othev

SHepav ket

Q>\x |=\oely staff do Seup o \ookop for
‘Bengrel \So’ on she Bty floor

_ conknue o help steff o doing filling.
Conbinue do Cop {le numoer on every
winde fde oefre fvansfer al \etier
from Wlue filg fv whie fle.

PRACTICAL TRAINING Sl
LINIVERSITI

LO G B 0 O K Uzi T&*}'{-\;«'\OI.OGI

Page | 48




SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

a (213 - (onknue 4o \‘\P,ID taff b do-nq
-M\ma Need b (ud and paste
tho lclgel on {des

-help staff b cend o ieter
other depariment .

10 (M1} = contane 4 el staff b o(o‘.na
Lmirﬁ.CoﬂL'nue b cut and paste
the \dbel on fdes.

= help staff 4o send o 1e++eg/r(

ofher desarfment <
| =7
A

|

OR
at

ang

B O

=

X

n>sl \,JE ¢
>3 Wisae

Cler

\’_T

A |
N,

PRACTICAL TRAINING F"{ L\:\tRslT!

LOG BOOK ' i

Page | 49




DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

3213

_Conlnug ie \netp seff h deing {(lsw_f_
Cantnye 4o cur and paste the {cbel

oq fnes. e lavel on fdes s to

sgpewate cateopry of each {fe.

..\ne,\;? ctaff 4o send o leder b
other depaviment.

w13

-Conknye Yo help stedf fo o(o‘.ntj ﬁﬂhr\?.
Conbnue 4 Cut end poste the lobel

on fdes.

- \edp stob{ Yo send g \eter 1t Other

depewiment

\S/>/ 13

- fivgt discustion wah Hag Supecvifoy

deteywnne e idle of speGial projecs
The dile of special projett dhat

chgsen by Supevvilor 1§ * £ - fWing

Sustem' .

_hely some of stoff 40 wake e work

of mointenance in Svevy depavitment.

E\'tvq PC in each depr:\w}menf need

k w'fke ety P address dotcin

Name and otherk.

- ccnknye 10 he‘p roff 4o deng

fiking
-

L\l\ Euqm

PRACTICAL TRAINING F i
'Q'

LOG BOOK = i

Page | 50




SUPERVISORS

DATE EXTRACT NATURE OF WORK DONE REMTSRIS
16(3[\3]. coninue heln some of staff
wnake e work of mawntemnce 0
every desarkment -
- (onknue o ‘ﬂ?_h;. coff +o domg
Iina
|
\H>[13 |- conkuue belp Some staff o make

| Hie work of mcintenonce in every

desartment.

hely Stofd b Send o leHer B

othey  deparitvent

v$ (5] 1}

\a /213

PRACTICAL TRAINING ﬂ L\an

LOG BOOK %= sy

Page | 51




DATE

EXTRACT NATURE OF WORK DONE SUPERVISORS

REMARKS
2»0(>[\3

_belp staff b prepave a “Fail M
B RAudd Neqara

-help Stoff fo sendl o letter o
oHner depaviment.

?\l-}(\';_

—*oe\? S*GW o Make a prépew alon

fovr Moo Cevenony olood donaton

Com?a‘ﬁh-
. conkaye 0 elp staff ko doing o
k\\'\nc}.
i v
-
i3\
il 7 ’
"5 =25 a .c:
AW |5

AT

—

arre STV
bak AN A

/213

~Stavt b Create a Cpecial profech
of e-f{dfiva § in o Compater
a&avd\mg o Yhe usey wneecl(.
-\welp sholf i» send a leder to
oty O\QPQHMQM--

PRACTICAL TRAINING

LOG BOOK

[N
P> UNIVERSITI
=l TEKNOLOGH
>y MARA

Page | 52




SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

23[>13 - skak 1o Hhink dbowr the desgn Hmt
will be el in S’rov5board.MqL¢
o skedch ef the shorybeard on paper.
- conknue to helps staff to dcing
g[f\\in(i ;

24 [>{13]- Stavt do create a Sf\)\rg\oeowd for
e-?{\\mc}

~help stadf o send a \etter ho
other depavimeny.

- Contnue 1o help staff 4o dein;y/'- )
fiving. _
v {,.n-""r
NOO ?
J
= Jaba b
I, - Majlig 1
& =
E=taall 3

bl \ J s mp g
26/>/1} W LEANTIVL

PRACTICAL TRAINING = L\»“msm

LOG BOOK & figeiee

Page | 53



DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

2113

—show o Storyboard fhaxr has been

mode ¥ suserVior and Staff who

wowny W Use . Ask dheir opinion

whethey Kae S’qu__’\boavd A0 Comcwm‘ﬂr:j
wilh whar fhey wow.

ey Stabf & send o letter o

othey  Aepariment.

pss | >3

Sekostw o Shrybard Ceording 4 the

Y\ee.ds aad Sw’%qbﬂaj of staff who
wont o use 1Y

PRACTICAL TRAINING

LOG BOOK

Page | 54




DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

MARCH

- skart making Codling for spedial
pofect thod were selected wiing

pnp:

~Lind the necestfary matenals such

as _pitiures and informakon 4o put
i Cheudl pra'!‘ec’f

l-help Stodf b Send o letder fo

ctoey depavim eat-

¥

—weate the batie Codihﬁ foy

Q- Cﬂ\'\'h%

|- Lonknve Jo helb syaff o dom&

i{\\mg'ChG\ﬂ%e all \&tyer from

|

vlge e b whie fde

=help stofl ® send o \etter o

| other depavtments

PRACTI

-y

LOG

? UNIVIRSITI
BOOK H‘k\OIDLI
S MARA

Page | 55



SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

3(3 - cofthvye 300\'?.0&% a todin% &r

P — ——— — ——— e A i e e

g - filng L/’
“help staff b send o \eder B i
]
other devartment.
Jab t
Maj 3
: |
wiz | \LTEl/ EL N |
/3 VWE-LWL IV
PRACTICAL TRAINING = -3

LOG BOOK

TEKNQLOGI
MARA

Page | 56




SUPERVISORS

DATE EXTRACT NATURE OF WORK DONE REMARKS

63 |-conknue 4 create a coding for
g -£flng » The coding that will be
(reate iy coding for the head
thot veed ko aarusfed-

“help ctoff o deing {Tlling - Change
all letter Popn blue e b

whnte fle

33 |-show the Coding that have been
created for e - fdling o saperws
¢ uper ViSor -

-help stodf o send o letfer h
othey department.

PRACTICAL TRAINING = R

LOG BOOK Y TERNaLuGH

Page | 57



DATE

EXTRACT NATURE OF WORK DONE REMARKS

SUPERVISORS

&3

g - fdling .

—Conknue Creade o Coding for dhe

otaey dﬁpaw‘r e nd.

=hely Shaff to cend a \ettey b

4/3

- Conkauie Créecde o u:d‘\nﬁ fov the

g ~ ;;(\\\ﬂ(ﬁ

~weln Staff b serd o leter b

other depowkment.

— Conyaue b hely svaff b deing

ff\\mﬁ-C\r\c\n%e c:t\l \etter fmbﬂ/[

W\we u[r'\‘\z o _whie fe.

P
nooss

Jayatar
Majlis P

0 {3

BACK. TO UGM AND MELT

UNIVERSITY SUPERVISOR

W3

\>{3

PRACTICAL TRAINING

LOG BOOK

-. s Fane
;v UNIVERSITI
Siad TEKNOLOGH
LE> MARA

Page | 58




SUPERVISORS

DATE EXTRACT NATURE OF WORK DONE REMARKS
133 (BpLK To UiTM AND MEET

OVWERSITY SUpPERVISOR
W (3

= Conkinue Create o coding for the

¢ ~ filing .

~help haff b Send @ ledter b

oty deperivient.

e B

PRACTICAL TRAINING | iafismct

LOG BOOK = s

Page | 59



SUPERVISORS

DATE EXTRACT NATURE OF WORK DONE REMARKS

15(3 - show the FVGQYESS abbour (.Gd‘ﬂg
that have been Creoted for e-filliny
- vepavy Yne wrong coch ingthay
hove Yeen created for e - fdling i
~hedp Saff Yo send @ ledey b
oty depGriment.

16/3 |- conknue o create o Codunq for
Q“F(\\\Y\q

-hely statf ko Sefun a notebook
fov W\Q'&Lng in g% floor .

“help staff "o send « \edte, i

other depaviment.

\H3 |- onkpue o Creake o Coding Lor
_I{\\/\\\ﬂo‘

~\e\p daff 40 send o \etter Ao ,
ck\\av Agpavimen .

- onkave to Welp ol b O‘{a/nq
‘Fﬂ\\f\%_ Nooﬁ;

J
Jabatal

Majlis ¥

1¢(3 \ 1
\4/2 V§ L

ol A
AL

g
>
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DATE EXTRACT NATURE OF WORK DONE REMARKS

20[3 [~conkave to creade a Coding for
¢~ fbing . Start coding for the
body of Q-ff\\\‘ngr.

—conkaue b help staff 4o cloing
Jdling. Change all letrer Hrom
blue fe b whde {fe

21 (3 |- contnue b create a Coding for

# g~ ‘P’“\ﬁﬂ R Coqu Foy —H)Q
boduj ot e ~ Pﬂ\mc}

“help Staff kb Send o ledter fo
othey deparimeny.

— (onknw e 4o \ne\r HAf o domq
ftina. Change all letter from
Wlue e 4o whie fe.

¥ 3 - Lonknue fo Crecde a Codling for
-P\\mq m Coqu for the
| \ody of e - fdhng.

| conkvue 4o help SM[ +o domq
filling - Clenge all | leter fom
blue fle o whie £l
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

»3(3

- Conkaue 4o Create a C,oqu for

e -fdling M Coding Lov H\e

\Ood\hl 0@ g - -{(\\\nq

he\b Stadf b Sehd o \ettey

fo otper depeviwent.

- onknue 4y Create o codmg for

e - r’l\‘\\’\q (ﬁm! Loct\n% fov bhe

\’:Odvul °’c € — 'F’\\\ﬁf

_c_onM\ue e \\Q\D S*GW Yo doing,

‘Q\\ma C‘ﬂcmq? o\\\ \ ethev M/‘

z
\o\-ue fae o wide e.
"

—dabat

Maljlis
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>33 |~ conkaue b Crecte a toding for
E—Jfl\mcj .Cm CodMa fur 4;(
ooy of e —fdling.

“help sfoff b Send o leder b
other depariment.

—covvnve ho helpn taff b domq
fding . Chonge all \etter from
Ve §de to white fde.

|

21813 |_ conkaue b crecte o Coding for
, €~¥x1lin%-m Cocling for Z‘%f’

body_of 2~¥f§\m3

~help staff b Send o leter fo

othey depaviment.

193 - condnue to Create o Cod‘nq for
e-filling Zong Codling for g
body of ¢ - filling

_heip stafl to Send a leter bo
otnor depaytment -

PRACTICAL TRAINING F‘{ CRivererm
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30(3 |-copknue o create o Cochng for
— Fihag  Corpaue Coci‘nq fov Jr\fm
\‘)od\{ UfQ Lavog
-\ne\\; sroff o Send a leter 4
oter depaviment.
- coaknue 4o help Shalf do doing
filing . Change all letler fom blue
fe x whie Ke.

3 [3 |- conkaue fo Create o Codling for

Q - W‘\nq Coanknue Coding for the
Qd\l of E—H\mc\ i

~ conknue o he\o sigff to chong
{ating. Chomge al letter from k el
Sll\\'i b W\'\Q? I\

Ju
Jabat
Majlis
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EXTRACT NATURE OF WORK DONE

SUPERVISORS J

REMARKS

APRIL

\ eI/ AN

=
WA G YL

3y

- copinue ‘o create & Coding Ror

@ - ;ﬂ“hlﬁ -Cc'q’:;:.,ze @dma 100\' H’)Q

body_of e - filing

- help staff 4o send o leHer b

other depavkment .

—confnue 4o help steaff v o(o’ncj

Ec\\w\c} Change all Vedter fiom

blue e to white e,

¢y

~Conknue 1 Create o Cocling ’fbr

e -{ﬂhn@ . Covdinue Codmg ﬁ:v %e

body of e ~frijing

- onkaue o el Stedf s domg

g(\\iﬂ'ﬁ-(,homﬁre all leter fom

blue fne Jo whie fie

—-tonfnunt do Create g wd?"”c} for
¢ _.,fﬂhnO\_’ Leghnug Coolinoj for_dhe

bodu of € ~Liling

bhelp stodf % send a letfer fo

athey depariment.
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

1

61y

—coaknde o create o Coding for

Lonk
Q-fﬂ\mc\ ﬁég- wd‘n% fix Ane

\oodu of "¢ - Eiling

_welp chokl do send o lefter do

other depcwtment

—Conkaue 40 help staff 4o Olo‘m%

-?ﬂ\ma Chonge all letter homn

biue e do white e

iy

- Conknye R eate & Cocling for

Q- 1(“\1'\61 Ly O(mc‘, £ov ‘ﬂie
Yodly o{ 4 {ri\ma\

- conknue 4o \ma\h sratf ke dw\/\

fanng. Chenge o0 \ester hom

bwe e o whie Hie. NOBR

Japata

%[y

\

aly

| ol VA S WA
VWCLTR TN
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DATE EXTRACT NATURE OF WORK DONE REMARKS

10 /¢ |- show the vext progeess about
Codian thot have been created
for e -frling 4o 5 upervifoy.

- ¥epeuir Change An @vroy of Codfhg
after veview loy (upervifor.

- conhnue A0 Welp Staf F o dqu
?-’umo.l.(,*oan@e a\l Vetter from
plue {de 40 whire {de-

Wiy [ Contnye 1V Creade (_odmc, for
—‘{'ﬂ'n\nca GJ"(@\’ C,\’)ana,g (OV\A\W\\,\Q
coding for_the body of e ~friling
—\nelp ol to send o letler b
othey depaviment.
- onkauve to help shaff o doma
filiog . Q\ncmq,_ﬁ all \eddey from
Wde [ 4o whde fle.

1[4 |- Conkaue to Create @ codling for
¢ —{lling abter chanae . Conkaue
Coding_foy the oo dy of e- filling

- help statl b send a ledter T
oxhey deparinnent.

PRACTICAL TRAINING 5
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EXTRACT NATURE OF WORK DONE

SUPERVISORS |
REMARKS

\3 (¢

- Comdué o Creakl G Coding -Fw

¢ - 0ling . (onkave codling oy

the bodu, o} e-flling.

=~conmue Ao h@\n satl b doing

\\\06. CkO«\C\p q\\ \exter QYOM

blwe e Y white [de.

\Y /¢

- (paknue 4t Create o Cod:r@ for
€- J}'ﬂ\‘mg (bv’\-\:‘ﬂue Lodmg ﬁ:r

¥ne bcd\-{ OG € -§\'“\f\:

=help staff to send o letter b,
NOQ

ok’n?,v devariment.
Jabe

e

\S [y
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\€ [u
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

\}(Lf.

~show the next progress goout

coding that have been creared

for e ~filling 4o fupervisor
—change an error of Coding after

reuvigw \o\j SUPLrViioy .

—help stoff Yo send o letfer 4o other

depaviment

1% [y

—conknue Yo create o codin?} for
€~§m’mc} . Conknue codina For the

odly of €-$ﬂhrz}

—he\;? staff 40 sedup & \C(p‘rbb Fov

mQéJﬁﬁg on the R Hoor and
- othey \ou(\d‘m%

=vetp staff Yo send a \etter do

oty depariment

14y

—follew stoff b sending PC and

pvnter 1o ctaff i oer department.

- Conkaue Yo Croate o COdiﬂf} -fur

- gﬂ\inc‘,}

—help stoff o send o letler 4o

othey depariment
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

20 [y

—conknue 40 create A Eodi"mJ foy
_?_—{(“'\Wol

~Whelp raff kb Send a letley, Bedh

o¥ney _depow fent

— Conkave 4o help Shaff % dc‘m%
c(\\'\(\cz_

Ny

—show e bexy progresy aboud Ceding

ar hove oeen creared for © ~¥rt\mc}

v Supevviser.and shaff who want

Yo ug Mg SySem . /\

—chonge oy eyvoy of Ceding afier
. S NO
Yevigw ¥y SupevVisey . Ju

Jabataf

Majlis P

32 (¢

»

23 [y
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DATE EXTRACT NATURE OF WORK DONE S EAone
244 | PERTABALAN AGONG
25 /4 |- conkaue 4o Create o codling for
R -filing .
—bhelp ¢taff 4o send a letter b
other clepariment.
- conknue to help staff do domg
;‘s’\\mci
>6(f |-help stoff b0 sekup o \aphp for

MQGA‘V}% on Hoe SH flooy I q;f\n Hoor

and othey buﬂd‘mﬁ-

= conknug 4o reate « (,Odmzj for

e - filing

=\elp S*%‘Bf o send o leter b

otagy depavtment.
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DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

2y

~help stoffl to sefup o lephp for

teekng oo Yo &4 floor.

-ged ® make SUve the \cip’rou

Comneh with will.

-Se#gnq heiv \ap*hp for Mrcelnr

- (onknue '\% Create o (,oqu for

€ ~ -Y\\\mg

~help Yalf o Cend o ledter 4o

other degaviments.

PRACTICAL TRAINING L
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L\I\ERSxTI
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SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS
2} ¢ |- conbnue 4o cvecte o cading for
3 —-Fo’“inq
-help sioff 10 make maintencn ce
of notebook Jor 1end.-n3 staff n
other depariments.
- thedh  whether nobebook have
an _ ankvirus
~ delere all dotumegnts ihal are
not retevamt o the notebook.
=SCain Hae vivus fv wmake
Sure  Hhe notebock. 1§ Sewuve .
—help steff to send o leHer b
other depaviments
L ; . ajlls Perbandararj Selayang
S5
| &L o
iy 1:,%_;’\
29 /¢ W EEI/EAD
230 4 \ \ L-INEINTJ
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DATE EXTRACT NATURE OF WORK DONE REMARKS
MAY
\[5 HAR| PEKERIA
2/5 L help staff h setup o \aplen fuv

fwekng o0 Yo At fleer ong other

buileh ng -

~ eemepet need 4o Moke Sure *he

\oaplop Conpech with wifr.
-svf};ng Aneir \O\?‘h‘:n L open Hho

System of mestheir meedng

- Conknue o Crecde o cocling Ly
g - Hing

-\nup choff Yo Send o \etey b

obhey deparitent

- helo Sl b ooolke dhe coftent of

de \estey in the e
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SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

3(5 | helo stafl Yo prepare fov the 160
cud.

-g:fm\')qu e files assocated with the
s‘-\tstcm . Level in ovder 4o et out
and go e relevant departments
W Select Yhe siopatuves of the siaff
whe _medp g complanty .
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

45

=help staff h send o ietey fo

other deparitment -

-~ ‘1‘/‘9 staff h ablach o eme on g

Vivihday cwd b a shaff that

delighxg

—(onkfiue 4o crecte o codmﬁ For

e - ﬁ\\?ﬂg

A T
e W, 4
: ;Y“_ﬂ“ __h ! Ihw
4 ("‘_-_"'-:_ ”__'I}f’.‘\:h
> :’_ 4.?_
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DATE EXTRACT NATURE OF WORK DONE REMARKS

5/ |-conkaue b Create @ Codling Ao
e ~filling

- hels c4aff o send a letfer b
ether deparbment

3
Jah t
X
- — —_— : _Mﬁ.li RN |
. = —_—
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-
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TEE
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AN bmie 1 <D W B [ n;l
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DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

8 /s

—conknig 4p Cveate o toding for

e-fﬂ\mg
~help stafl ¥ send o letler 4o

ofher depaviment

-\ne\-.? staff b Calculare Hae S ink

ond_foner Supplies are available g

Stove . Find ink and toney Supplies

Yt \'\a\Ie expred 4o difpo&t’.
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LOG BOOK
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SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

4[5 | contnue 4 Create a coding for

& filling

— help si;;a#’ 10 @alcuate ink and Joney
supblieg owe Guailable in Shre ,
Find Wk _and Pner Supplies that
hawve expired tv G(?Spogg.

= tollow ke Staff 90 b Yhe othey
deporivent to Chqnee Jonev 4o
the divector of the deparimeny
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SUPERVISORS

DATE EXTRACT NATURE OF WORK DONE REMARKS
\0/s WESAK DAY
N /5 | HoLinpy( RECAUSE OF FAMILY
PROBLEMS
V38 |_conbnue 40 Create o Cocling for
?.—-%l\'\nq -CC'A\K\!\\‘LQ Cod:ng ‘FD\/ ‘“’\? !
detj Oﬁ e—fﬂ“ﬁ%
help sl b _sead a \elter o other
depa&mer\'} NOOR
Jur
Jabgtar
13/ \  JE /NN
W/ \VAVA= R W AVAD;
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LOG BOOK =

.

3 L \1\ LRblTl
Trk\m 0G1

Page | 82




DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

\$ /5

_\ﬂdp skaff 4o Sefup o \G:bep for

Mee!ma on the GH# floov and

othey buﬂdmcj

—-need kb wncre Suve the lc«p’rtap
Connect with wifi.

~S€H\'r‘6§ their \C\pf\l_p Y opep +he

Qgs’rer\:) of MPS for Hheiy

e ehng .
~Lopkuue v Greate @ C°dm61 1%1
e —Lling

—-%eip Stafl b Sead o lede, o

athey d&pav'!-m ent-
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LOG BOOK &= figoros
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DATE EXTRACT NATURE OF WORK DONE REMARIG
/5 |_\elo staff to take the PC and
pavder iy \Breowed from T
chepoviment -
—conknue b Create G Cecling for
2 - fling
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

135

-Selup the PC and pripter in  lobby

MPS By use of license depaviment

Y0 open Ramadhan bgaoar Counter

fo cm oudieler whe 35 nterested

o sel

~conknue o create o C"dmf} for

e - filing
"]

PRACTICAL TRAINING H L\n ensm

LOG BOOK &7

| (I — = — =

Page | 85




DATE EXTRACT NATURE OF WORK DONE SURP EEI\,?X;SESSRS_]
1$/S |-send a Completed complaint ledfer
b tae stafl atr  ancther departten
b get thew Signature .
~Thig 3¢ b make the Audi of
S0 _Jo venew e Sigim
Covary fov Yhe Mpe
=1k i necegSany v Compd e all Hae |
Compl\eted \etter of the Com ploing
bk e fre in dhe erder \n
which F ¢ avadagble.
II[
|
— e
& = A— e
5
1
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SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS

4/5 |- contnue B Cend a ompleted
Complaint \etter do the staff ay
another depariment o ge4 Heir
Hanhajure -

"_Th;s ¢ b wake the Aud? of
IS0 Yo renew Yhe SiRIM cowvat
foy MpS

-} ic hecess ary b omplle all the
completed \etter of the comploant
inte Yot fde in Yhe order iy
whith Y K quallable. N B

I g

20ls | \LJEEVT NI
u/s VL
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DATE EXTRACT NATURE OF WORK DONE REMARKS

22/5 |.bely ctaff do S€hyp a laplop for
meé%mg on the St Floor -
-meed b moake Sure Hhe Vephep
Cenneck withy wif
-SEAkncs Yoeir \Gulﬁbb o opey the
qusteny of MpQ fiv their
MQQ"*WQ‘
| _conknue h send @ Completed
| (om?\o{;m \ebter do the stoff o
anckher depaytment b gei' Heiv
S';%V\C(’fu\/e.
~This is s make e Budd of
150 b renew g SikiM
oot v MPS
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DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

235

~conbude B cend o completed

Complaant Ve Her 4 the Sloff at

another _department Jo ged their

&‘gnQ#uYQ-

-This 16 b make the AudiF of

1$0 40 renew +the SiBiM confreret

for MpS$

1[5

— conknue P Send o completed

compleivty letder b Hhe stoff af

cnothey depariment v get theiv

Senafure -

- This is 4o moke the Budd of

180 %o vevew the SIRAM Coplract

Lor Mpg

“help Skaff b Sehup o leaphp Fov

Meelng .

—pneed I tmglke Suve the

\aphp connect wity wif

—S?.Hxna Yoey \O\DHP o open

the SqS’tEm of Mps B Pheir

Meekm

——h@;\p staff ’t\: sefup +he w‘.& at Jhe

depactment wiiclh is velated 4o

\SO0 audd .

—in oxder b0 venew the SIRIM covitnid

an 150 audl pevson wil oe fo

check ouwd vefore approving that
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DATE EXTRACT NATURE OF WORK DONE N arey
2515 |-help staff b setup dhe Wik at
Yoe depariment whith ic velated
i \S0 audy
_inw ovoler 4w venew the Sipim
(entroch an ‘S0 audn pevion
will ome b check our bedre
Ap Proving Yagr (onkof.
“elp ctaff ko setys o loplor 4oy
Mmeeting
—vneed  make Sure that
Yhe \optop comnect with wik
—sekbng Yheir Vaplp Yo open
the system of MpS fov Paeiy
W\Q.Ui\ncl
NOOI
i
Jabat
26(5 |[LERVE For UiS(T TO THE UITM
SUPERVIIOR
215 \EE [/ZEAIN
Ny WL LOUWULTVUY
14/5 | LERVE FOR VST Tp THE LiTM
Svpeekvuifop
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LOG BOOK %
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?70{5 -\elp Saff b edit their S%Si-elh

—need o bnd and the evvor

and iy 0 vefolve 1}
— ¥oetr ggs’fem i¢ aoeut an

1evenioy | Q\iS\'Qm.

AV _ne\p deff Yo echl Yheir SuStem

—need 1 find the ervor _and

dy b vesolwe &
- their tystem i€ about An

iY\\IQYﬂmvu‘ S\jgi‘(’,m
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

une

—show the wvext progress about

coding that have been created

Rov aig(\\i\'\q ) §q;>e,vvi§<>v.

~-change an evvoy of toding
afley veview by fupevVifor

_hels staff h send a leder b

o¥hey department

2/¢

~edd Me Coding of the e ~filling

systenn and aCId what 3§ ih(ﬂl’;)p'(’j-e

according Yo ¥ne user's guitebd
- Wwake the veport of Drackeal.

4
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EXTRACT NATURE OF WORK DONE

SUPERVISCORS
REMARKS

- conknve P make o repovt of

p‘/mC\'\'(ﬁ\ .
—\en Sk Qo\ﬁinﬁ Hhe wdmg— of

e ~{aw ng s%g{—em-

6|6

~Conknue B tmakg o veperd of

?vaw el

Jhelp Staff Yo setup a \aphp for

Mz ekn g

-need v tvghe {uve the

\aphp connect with wif.

- cebbng theiv \apkp b open

e s;d';’cem of NpS fov Yoewr
M e efing

— conkinue 1o tgke a veport of

prack cal.

“help aff do send a ledter b

ofer depaviment.
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— Conknu@ ™ mgke a report of

bvaCl cal-

—hels Seff o calculate he new

shhck of hner and ink

—affer completng +ho calculadons
it is necessary to help e staff b

arvange all the shcks in the

Space pyovided.

aA{¢

- conkaue 4o make a report of

pvad\' )l

~help stoff to send a leHer b

othey depariment.

NOOR HA
Jurute

Jabatan Tt
MajlisPesh
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

12.(6

NAZUL AL - QURAN HOLIDAY

13/6

=hely stafl 4 dishioured a toaer 4o
each deparivient acr,orotng Jo_the

tchiedulp Yot eStavlished bj (7
department.

6

aconbve ko help choff fo istibuted

a Joney o _each depariment

auovcking te e schedule that
eSieiolished b\é \y dePQvWQN-

1S/6

—\f\e\p Yechnica) staff 40 veSolue

compleints in othey AAepartmenis
ct Lrd Huov-

_Me pc for one of the steff

cantndt be Ganected b the

pantey

~noed ko inchal fhe pinter back

ke e PC
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DATE EXTRACT NATURE OF WORK DONE suggs;zggsizs
16 [6 |-conbnuwe I \ﬂeip-s:b%chn?%) steff
b vesolve Cowploants in other
o\tpa\rweﬂt at v Floor.
-the PC ok one of the Staff
Comnet e connected 45 +he ro-
_?V\\'H’QV
-aged t inttall the panter bk
inle twe PC NOOR.
Jur
Mallis P
-
e “ - =
-
'a_ : - .‘
¥ E -
— |
S 1
N T
e | N\ JEELI/E0 [P
i%/e VUL N
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EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

19./¢

_help staff b setup o lapbp hor

mm’lém on the Oh Fflvor

~nzed o pake sure the laphp

connech with wilt.

- SRhkng hew ‘olPhab +h open the

9q8’rem of MP§ fw Hoeir

™ Qef

—(onkaue s bnish the veport of

gmd:u\\
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DATE EXTRACT NATURE OF WORK DONE REWABMS
30 /6 |- conkinue 4o finish dne vepord of
by A Cen|
—\'\t\p ot 1€chn cal sioff to resolve
wplennrs in othey depart ment
U6 |_conbinde 1o finich *he repord of
prackcal
—conbnue b \Ae\P Soff § send g |
lether ~ other deparimen
2276 |- conknue ¥ fmish Yoo V&?od’ of
praghca .
2306 | Eid Holidays
{6 lime | 4 4 . c
le ey 1] e . o NO :
»He | 10 ONMGgUY)] Jat l
Maj ] 9
|
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SUPERVISORS
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33/ € |_conkave A finish the vepoys of

by ockeal

2906 | _conknue 4o Frush the vepert of

pracheal.

20(6 |- conbnug b fimish the veport of

onud: cal.

NOOI

J
Jabal

Mallis
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