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ABSTRACT

Perbadabanan Perpustakaan Awam Kelantan is a one of the institution that provides
students with hands on practice which is emphasize more practical activities then
theoretical. Therefore, final year students are compulsory to undergo for industrial training
at the chosen company. The aim of industrial training is to provide the opportunity to
student in applying the theoretical knowledge that was taught in the course. Besides, it also
provides the opportunity for students to gain knowledge, skill and experience on the actual
working environment. This report is a summary of all the work experience that I have been
done during the internship for five months at Perbadanan Perpustakaan Awam Kelantan.
this report is divided into four main chapter which is chapter 1 include the introduction of
the industrial training and organization background, chapter 2 include the general
information about the organization, chapter 3 include job position, task and activities
during the internship and chapter 4 include the knowledge gained from the industrial
training, lesson learnt and the conclusion. This report summarizes the whole activities for 5
months the trainee have done in during the internship training at Perbadanan Perpustakaan
Awam Kelantan. Training has been exposed to the real working environment which is able

for the trainee to get the experiences.
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CHAPTER 1: INTRODUCTION

1.0 INTRODUCTION TO INDUSTRIAL TRAINING

Internship training is a program to expose the student into a real working environment
before they are graduating. The internship is a platform for the student to gain
experience in an actual workplace. Internship can be defined as a structured work
experience that is related to a student’s major or career goals. Furthermore, the main
objective of the internship program is to expose students in a real industrial and working
environment besides providing them with the great and vast experiences. Within the
internship, it gives opportunities to students for applying their acquired knowledge and
skill during their study in the working situation. This training will give the opportunities
for students to strengthen student’s skill and make sure student apply all the knowledge

and skill that gain from their studies.

The internship program can gain experience that can enhance their student’s academic,
career, and personal development. Thus, it actually is a good opportunity for the
students to learn, gain the experience which is get the experience in a real life how the
environment of the working. Then, with the internship program, it teaches the students
to make the preparation to be the worker and how to adapt in the actual workplace.
Internship program teach student how encounter the difficulties and obstacles and able
to understood the areas of the management of the institution, identify, explore and strive
to seize the opportunities and business space and boldly realize opportunities in the
fields of industry globally. This will provide pre-professional work experiences for

students with the specific assignment and responsibilities.

Moreover, the student also able to manage information and identify the working
environment in industry. Furthermore, students can make critical decisions, reactive and

dare to explore solutions and best communication effectively in carrying the

1



responsibility. The internship training will help the students to improve their
marketability after they are graduated. Other than that, students will experience
significant improvement in moral and professional ethic and skill after their industrial
training such as communication skills, teamwork, problem solving skills and leadership
skill. By gaining all the experiences, knowledge, skill through the internship training, it

will contribute for students in find the better jobs after they are completing their studies.

The internship training is one of the requirement for the Information management
student that are compulsory to go in the final years of study which is on the semester
seventh. Each student is required to undergo internship training at appropriate
organization which is related with the field of information system management that are
choose by the students for five month start from 1 February 2019 until 30 June 2019.
Then, student will be given the supervisor from the organization and from faculty which

is from university to supervised the students during their industrial training.
1.2 BACKGROUND OF ORGANIZATION

1.2.1 HISTORY OF PERBADANAN PERPUSTAKAAN AWAM KELANTAN

e
Ppm\
il

Figures 1.1:

Perbadanan Perpustakaan Awam Kelantan



Figures 2.2:
Building of Perbadanan Perpustakaan Awam Kelantan

Perbadanan Perpustakaan Awam Kelantan (PPAK) firstly is known as a Carmnegie
Public Library which is was established in 1938 with budget 1,000.00 pound sterling
from Carnegie Foundation in New York and RM 2500.00 from state government. The
building is located at Jalan Doktor , Kota Bharu. Beside, a committee member that has
been choosing at that time is Mrs. A.C Baker a British Advisor, Mr. Gordon Hal, Mr. C.
Crae and Yang Mulia Tengku Mahyiden. With the assistance of RM 1,000.00 per year
received from the State Government form 1939-1946, however between the year 1947
to 1949, the library received only RM 500.00 from the State Government as annual
grant, Beginning in 1963, the recovery measure has been undertaken by RM 2,500.00
annual allocation for administrative expenses and the purchase of reading materials

library. While in 1964, the allocation has been increased to RM 5,000.00.

With the effectiveness of Enactment No. 14 in 1973, the Carnegie Public Library
become known as PPAK. At that time, the library only handled by three staff members,
2 clerks and one officer. Until 1978, the contribution of the state government is RM
5,000.00 per year. However, the annual allocation increased from 1979-1982 at

RM35,000.00 per year and staff rises to six people.



In the third Malaysia plan, the Federal Government has approved an allocation of RM
1.5 million for the construction of new buildings. Three story high building with an area
of 31,000 square feet on a site area of 1.3 acre located at Jalan Mahmood, Kota Bharu,
Kelantan. The construction began in April 1981 and was completed in October 1982 at
a cost of nearly RM 4 Million. From 15™ February 1983, the library is open to the
public and officially opened by His Royal Highness the Sultan of Kelantan in 1% April

983.

PPAK is designed to manage, maintain and expand the use of books and library
materials to the community. So far PPAK has 7 branches of libraries, 1 community
library and 3 rural libraries. This development shows the improvement of PPAK, yet the
number of the branches still needs to be improved. The PPAK is divided into four types

which is headquarters, branch library, community library and rural library.

1.2.2 LOCATION

-
el
——

Figures 3.3:
Maps for Perbadanan Perpustakaan Awam Kelantan

Perbadanan Perpustakaan Awam Kelantan located at Jalan Mahmood, 15200 Kota

Bharu Kelantan. The figure above show the map of PPAK.



Table 1: PPAK detail information

Address Jalan mahmood, 15200 Kota Bharu, Kelantan

Phone +09-7412520

Fax.no +09-7487736

Website http://www.kelantanlibrary.gov.my/v3/index.php/en/
email ppak@kelantan.gov.my

1.2.3 OBJECTIVES OF THE ORGANIZATION
1.2.3.1 Direction
1.2.3.1.1 Organization leadership

Strengthening the structure, function and role of the State Public Library in the

development of the state.
1.2.3.1.1.1 Strategy and Objectives of PPAK:

Table 2: Objective and strategy of PPAK

Strategy Objectives

e Strengthening  the  structure, | % Strengthening leadership State
function and role of the State Public Library.

Public Library in the development | % Improve the performance of

of the state. management and administration of
the State Public Library.
< Improve efficiency and

effectiveness in achieving the
vision and mission of the State

Public Library.




Enhance comprehensive human
resources through comprehensive

and effective program.

d

*e

L)

Provide competency development
program for all employees.

Ensure that all of the members of
the course/exam required.
Digitization program continuously
improve member for supporting

the vision and mission of the

library.

Broaden and strengthen libraries

across the state.

Expending the range of the library
services throughout the state.

Ensuring Public Library under the
Development Project Five-Years

Malaysia is on schedule.

Enhancing information resources

management and development.

9,
R4

Develop sufficient information

resources by current standards.

State Centre of Excellence
Knowledge strengthens the state
Public Library as the center of

excellence of the state knowledge

*

..

\/

Strengthen the collection of the
state.
Improve the delivery of services

and information about the state.

resources. < Extending the development of
local digital content.
<+ Enhance heritage resources of the
state.
e Improving information and | % Maximize the application of
communication technology information and communication

infrastructure and facilitate access

technology in the management and




to information resources to reduce operation of the library.
the digital devices and knowledge. | % Ensure effective operation for the
integrated library system to ensure

the quality of library services.

e Provides library services and | % Ensure the delivery of library and
information quality. information services that meet
consumer’s satisfaction.

< Providing library and information

services environment conducive.

o,
°

e Intensify programs reading and Expand the implementation of
lifelong learning. motion read.

¢ A catalyst for lifelong learning

1.2.4 MISSION, VISION, MOTTO AND TAGLINE

1.24.1 Mission:

Provide information and information resources infrastructure for all level of the

community

1.2.4.2 Vision:

Bringing a culture of “ Cultivating Knowledgeable Society”

1.2.4.3 Motto:

Nation Read for Success

1.2.4.4 Tagline:

“Aku di Hatimu”



1..2.4.5 CLIENT CHARTER

Toward realizing the PPAK Mission, Vision and objectives library as a center of
excellence in education and in line with the motto “Nation Read for Success” we are
committed to perform the duties as contained in the client charter to give our good

services for our user.

e Processing library membership application within the 20 minutes on working
days.

e Ensuring the process of borrowing reading materials to be done in two minutes
for every customer except on the peak hours.

e Ensuring the latest reading materials are available on the shelf for customer in
Kota Bharu for references within two weeks.

e Referral services provided to help you in finding your reading materials within
one day.

¢ Giving feedback to customer’s full report within fourteen (14) working days.

1.2.5 OPERATION HOUR OF PERBADANAN PERPUSTAKAAN AWAM

KELANTAN (PPAK)

Table 3: Operation hour of PPAK

S 9.00 am — 5.15 pm

unday - Wednesday

Thursday & Saturday 9.00 am — 5.00 pm

Friday & public holiday Closed




1.2.6 ORGANIZATION CHART OF PPAK

Board of Director

Management Planning and Collection information Library and Library
Service Development Development and Technology Information Network

Division Unit Management Unit Services Division
Division

Administration Finance Collection

Literacy
Movement
Unit

and Human Acquisition Unit

Resource Unit

‘Unit

‘Documentatian Library
L and Technical Service Uriit

Management Unit

Figures 4.4:
Organization Chart for Perbadanan Perpustakaan Awam Kelantan

1.3 BUILDING OF PPAK

PPAK consist of 3 levels of a library starting from the ground floor, first level, and
second floor. Every level provided different facilities for a user according to the age and
gender. For ground level is for children under 12 years old and all of books, games, and
activities will be doing just on the ground floor without distributing other user.

Moreover, the first floor only for male user and second floor for female users.




QOutside of building

» Prayer room (Musalla)
Prayer room (Musalla) are located outside of the building and it can be user for
the user and visitor PPAK. At the Mussala, they also provide facilities such as a
toilet. Ablution place, “Telekung” for women to prayer and “Sejadah”. It is very

convenient for all and divided into man and female pray area

Figures 1.5:
Prayer room

» Vehicle parking
The library also provides a free vehicle parking for the staff and user who visit
the library. They also provide vehicle parking for the Library vehicle such as
parking for bus, van, director parking car and others vehicles. The library
provides for free the parking for Motorcycle and car for the user inside the area

of Library.



Figure 1.6 :
Parking area for library vehicle at PPAK

» Canteen

The library also provide canteen to easy the staff and user to eat and drink.

Figure 1.7 :
Canteen at PPAK

Ground Level
» Mini Gym

This area are provided by PPAK at the entrance it easy for user to see and convince
for all the user. It also can be used by the user and if the equipment damaged caused
by the user it will be under individual responsibility. All the user can use it after

study, reading or to lose some weight and is a healthy life style for PPAK.

11



Figure 1.8:
Mini Gyms area

» Rack

At the entrance door, the library also provide rack for the user to leave their beg
because the rules of this library user cannot bring their beg into the library. The rack
area provided to secure a library from theft and be monitored by a Close Circuit
Television (CCTV) and also have a security guard to ensure a uses stuff in a safe

condition.

Figure 1.9:
Mini Gyms area

» Guard table

12



Guard table is located at the entrance of the library and serves to control the safety

around the library.

Figure 1.10 :
Guard Table

» Circulation Counter Unit

A circulation counter unit is functioning as a place for users to borrowing and

returning books and get information about services that were provided by PPAK.

= =— ‘-

PERBADANAN PERPUSTAKAAN AWAM
’ KELANTAN

e

Figure 1.10 :
Circulation Counter at PPAK

» Waiting area



A waiting area is near to circulation counter unit and if a guest and patron who want

to read newspapers or magazines and waiting for someone they can sit there.

Figure 1.10 :
Waiting are for users at PPAK

» Sayidatina Hafsah Resources Centre (PPSH)

This area has been inaugurated by Yang Berhormat Mulia Tengku Tan Sri Haji
Mohammad Rizam Bin Tengku Abdul Aziz D.K (Kelantan), P.S.M, SP.MK,

S.JMK, P.A.T, Tengku Mahkota Kelantan on 24 January 2018.

Figure 1.11 :
Sayidatina Hafsah Resources Centre area

» Children Reading area

A children reading area is more relax and suitable for a kids an easy for them to find
a book and seat at around seat and also have a book at every around the seat so that

it easy for the patron to take the books. PPAK staff and users that familiar with
14



PPAK and always come to PPAK call this area is a “Pool” because of the circle

shape around the seat.

Figure 1.12 :
Children reading area

» Kids Activity Room

All of the activity related with children will be held in this room. This room are
used to avoid other patrons feel comfortable without being disturbing with a noisy
sound when staff makes an activity with the children. The activity will be done
weekly which is every weekend. This activity actually is intended to attracting more
children and patrons to come and visiting to the library. The activity will be
prepared by the staff from Literacy Movement with the attractive activity that will
be attract the children interest and can enhance their creativity in creating something
news. In a school holiday, library will do activities during school; holiday from
Sunday to Saturday. The activity poster will be upload into the library website to be

notified to the patrons.



Figure 1.13 :
Children activity room

» Mini Playground

A mini playground is be provided to users under 8 years old, they can play the
playground and others games at this area such as “Congkak™ or another games that

can be borrow at the circulation counter.

Figure 1.14 :
Mini Playground area

> Toilet

Toilet are provided toilet at ground floor for the user or patron to used inside of the

building.

16



First Floor

» Lounge Area

A lounge area is for male user or patron that come to read a book or want to relax

after studies at man reading area.

Lounge Area

» Islamic Collection Room

An Islamic collection room is provided for users that need information or detail
regarding to the Islamic topic. At this area are provided Islamic reading material
such as Al-quran, Islamic book. Other than that, this area also have material about

the school reference book for PT3, SPM, STPM others.

Figure 1.16 :
Islamic collection room

» Man Reading Area

17



A man reading area is special for male user or patron only who need a comfortable
area without being disturbing with a noisy sound. This area are convenience for all

and near with shelves, carrel and lounge area.

Figure 1.17 :
Male reading area

> Book Shelf Area

A book shelf area is the books collection that was arrange according to their class

number. The user can find books at the shelf.

Figure 1.18:
Books shelf area for the user

» Carrel Area

18



A carrel area is for a student or worker that want privacy and need to focus to their
work and studies. Usually a student that will attend an examination will be seat and

studies because they need their own time to be alone to focus on their study.

Figure 1.19:
Carrel area

Second Floor
» Library Hall

A library hall is the used for the event or activity that will held in the library.

Library hall also can be rented for the outsider to conduct the activity and program.

The rent price of the library hall will be charge by the administration and human

resources unit

Figure 1.20:
Library hall



» Women Reading Area

Women reading area is for female users or patrons that need their privacy to do their
work or to read books comfortable without being disturbing with the noisy. This
place will be more comfortable for the female user to make their works, make a
group discussion and this area also are convince for all and near with shelves, carrel

and lounge area.

Figure 1.21:
Women Reading Area

» Mini Cinema

A mini cinema is provided for children under 12 years old and under monitor by
multimedia staff. If the room not been used it must be lock to avoid the damage of

the tool and equipment inside the room.
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Figure 1.22:
Mini Cinema Room for user

> Discussion Room

Discussion room was monitor by the multimedia staff. When the user or patrons
want to use this room, they need to fill the form of use discussion room and the user
need to left their identification card when the used the discussion room then take the

identification card back when they finish used the room.

Figure 1.23:
Discussion Room for user

> Discussion Area

A discussion area, the user or patron can used this area to made a discussion when
the discuss room are not available. This area can be mix male and female under staff

control.
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Figure 1.24:
Discussion area for user

» Multimedia Room

A multimedia room is managed by the staff of PPAK and the service that provide at
this area is computer services. At this area user or patron can used computer to make
their own work. The limitation used of this computer is one (1) hour per person if
there are many users need to use the computer. Beside they also provide photocopy
machine and printer for the user used to print or photocopy their work or book The
photocopy records book must be check by financial unit staff to avoid money

laundering.

Figure 1.25:
Multimedia room
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» Kelantan Collection Area

Kelantan collection area is provide services for users that need a thesis or book
related with Kelantan such as “Permainan Tradisional Kelantan”, “Kesenian
Kelantan”, “Wayang Kulit” and others. The user who are need to borrow material at
the Kelantan Collection Area need to fill the form and need to leave their

identification card.

Figure 1.26:
Kelantan Collection area

» Meeting Room

All the meeting that related to PPAK either branches, community or rural library

will make in this meeting room.

Figure 1.27:
Meeting room at PPAK

23



Basic Facilities

> Internet

PPAK provide internet connection for each floor free without any password for user
or patron to used. T they need to open official website of PPAK first before can be

connect to the internet connection.

» Photocopy and printing service

Photocopy and printing service is provided for user and their need to pay for this
services. Then charged for the printing service will be charged according to color
based on user print out. For the black and white color they need to pay for RM 0.20
per pages and RM 1.00 for color then for photocopy they need to pay for RM 0.10
per pages in black and white color. If the photocopy in coloring they need to pay for

RM 0.50 per pages.
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Figure 1.28:
Photocopy and printing machine at PPAK

> Shelves

PPAK using the Dewey Decimal Classification for organize their collection of

material according to their own identification which is:

% 000 Generalization

% 100 Philosophies

% 200 Religions

% 300 Social Science

% 400 Languages

% 500 Natural Science

%+ 600 Applied Science
% 700 Art and Recriation

«» 800 Literatures

25
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0‘0

900 History and Geography

Other than that, reading material also be classify based on part and using an alphabetical

to identify a category of a collection.

7
°ne

R — Reference for adult and teenagers

D — Borrowing book for adult and teenagers
RK — Reference for children

K — Borrowing for adult and teenagers

FK — Fiction book for children

BB - Picture book for children

F — English fiction for adult and teenagers
FM — Malay fiction for adult and teenagers

KK — Kelantan collection book
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CHAPTER 2: ORGANIZATIONAL INFORMATION
2.0 DEPARTMENTAL STRUCTURE & FUNCTION

Department structure defines how activities such as allocation, coordination and
supervision are directed toward the achievement of organizational aims. PPAK was

divided into six main departments.
2.1 MANAGEMENT SERVICE DIVISION

Management service division is a division that responsible to equip the service that have
in PPAK which is to help the operation and management activity to keep running
smoothly. The Management Service Division of PPAK has been divided into Director

Office, Administration and Human Resource Unit and Finance Unit.

| 1 1
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Figure 2.1:
Management Service Division chart

2.1.1 Planning and Development Department
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Planning and Development Unit function is to planning, implement and monitor th
development projects in state and federal library and also coordinating the developmen

of the project in the form of cooperation among the agencies and corporate body.

PLANNING & DEVELOPMENT
DEPARTMENT

HEAD OFFICER:
MOHD FAIRUZ AMIR B. SHAARI

Figure 2.1.%:
Planning and Development Department chart

2.1.2 Collection Development and Management Division

The Collection Development and Management Division is a division that is responsible

in manages and develops the collection that has in Kelantan Public Library Cooperation.

This division has been divided into Collection Acquisition Unit and Documentation and

Technical Unit.
2.1.2.1 Collection Acquisition Unit functions as:

¢ Manage the acquisition materials either through purchasing, gifts or donation.
® Acquisition is based on the PPAK policy which is towards the development of

information and knowledge among the community.

2.1.2.2 Documentation and Technical Unit function as:
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Manage and process the new materials received from the Collection Acquisition
Unit.

Classed the materials received from the Collection Acquisition Unit according to
the categories.

Insert the materials data that has been classified into the library system.
Continually organizing the data that has in library system to make sure the data
that has been inserted is qualified the international standards.

Create and print the call number in order to be posted the books that have been
classified.

Check the call number before send it to the shelf or branch library.

Marking and stamp the book with the location of the library materials before
distribution.

Distribute the library materials to the library branch.

Figure 2.1.2:
Collection Development Department
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2.1.3 Information Technology Department

The function of Information Technology Unit in PPAK is to give full support in ICT
services. The main function of Information Technology Unit divided into Technical and

Networks, Systems and Electronic Government Applications and Web and Multimedia.

INFORMATION TECHNOLOGY
DEPARTMENT

HEAD OFFICER:
MOHD HAFIZ B. YUSOFF

Figure 2.1.3:
Information Technology Department

214 Library and Information Service Department

Library and Information Services Division is a division that responsible in organizing
the library services and handle a program to improve reading in Kelantan Public Library
Corporation. This division has been divided into Literacy Movement Unit and Library

Services Unit.
Function of Library and Information Services:

e Provide the accurate information.
e Provide access to information.

e Provide effective and efficient circulation.
30



e Give advice regarding to library services.

e Provide loans and returns to users.

Figure 2.1.4:
Library & Information Service Department

2.1.5 Library Network Division

Library Network Division is a division that responsible to coordinate and monitor the
library services at all the library branches at a state. This division is divide into Mobile

Unit, Branch Library, Community Library and Rural Library.
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LIBRARY NETWORK
DEPARTMENT

!

HEAD OFFICER:
MOHAMAD KAMIL B. NAIMI

KHALISAH BT ABDULLAH

MOBILE LIBRARY UNIT

LIBRARIAN ASSISTANT:
MOHD HAFIZ BIN JOHARI

ADMINISTRATIVE ASSISTANT:

Figure 2.1.5:
Library Network Department

Mobile Unit
e Mobile Library

¢ E-pustaka

Library Public Branch

¢ Bachok Public Library

¢ Gua Musang Public Library
e Jeli Public Library

e Kuala Krai Public Library

o Pasir Mas Public Library

¢ Pasir Puteh Public Library

¢ Tumpat Public Library
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% Library Community

¢ AFEON Mall Kota Bharu Community Library

% Rural Library
e Chiku 1 Rural Library
e Dabong Rural Library

e Salor Rural Library
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CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.0 INDUSTRIAL TRAINING

The industrial training provides the trainee to get new experience, knowledge and adapt
with the real working environments. The industrial training program is to expose
trainees in the work situation and learn work ethics in the relevant fields. Besides,
trainee will capable to develop their skills and knowledge. The duration of Industrial
Training is five months froml February 2019 until 30 June 2019. This duration will
make the trainee gain new experience and knowledge with the assists from the senior
staff. The following are the tasks performed by the trainees during the Industrial

Training:
3.1 INDUSTRIAL TRAINING ACTIVITIES

3.1.1 Design Magazine
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Figure 3.1.1:
Designing magazine for “Majlah Laporan Tahunan PPAK 2018”
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The first task that has been done trainee is design template for magazine. This task was
assign by Encik Azizi Zainudin which is to design the yearly report of PPAK 2018 for
the “ Majalah Laporan Tahunan PPAK 2018”. At the first, the trainee makes the design

according to creativity using Photoshop software.

After complete design the magazines template the trainer shows the design to Encik
Mohd Azizi Zainudin in order to get the feedback comment about the design. Afier his
comment the design the trainee make the correction for the design. Then after he agree
with the design then Puan Nurulaidal Ab Ghoni has given the content of the magazine

to put in the design.

3.1.2 Design poster for activity
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Figure 3.1.2:
Designing poster for weekend activity at PPAK

The second task that was given to the trainee is to find the activity that will be do on the

weekend which is on Saturday. Then after get the ideas about the activity the trainee are
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assign to design the poster for Activity on weekend. The trainee makes a poster to
promote the activity on the website and at the circulation counter. Then the poster also

will upload on the PPAK website.

After finish design of the poster, the poster will be print out and put on the circulation
counter to show and inform the user or patron who come to the library. Usually, this
activity will be open for the children which are under 12 years old. Actually the
objectives of this activity is to attract more users to come at the library which is the

main target is the children.

3.1.3 Design Bunting For U-pustaka

Figure 3.1.3:
Designing Bunting for U-pustaka Online Database

The third task was given to the trainee is to design a bunting for promote U-pustaka for
the user. The bunting will be used for all the library under PPAK, all the Kelantan
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branches, community library and rural library. This will be used as the official bunting

for the library to promote the services of U-pustaka in Kelantan.

3.1.4 Design manual for Registration in U-pustaka
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Figure 3.1.4:
Design manual guideline for users registration in U-pustaka

The next task ware given to the trainee is to make a manual for user to register U-
pustaka. The trainee make the manual of the registration in U-pustaka using a Microsoft
Powerpoint which is easy for the staff to used and present in workshop program for the
used. This manual also has been uploaded on the library website so that the user can go

to the library website and refer the manual to register for U-pustaka.

3.1.5 Find and design Information about Batik

Next, the trainee was assign to find the Batik information and make poster to put on the
board at the entrance door at the library. Every moths the board will be put the
information about the Kelantan Culture or Kelantan art or the traditional Kelantan food
and other. The trainee used Microsoft PowerPoint to design the poster. Then after finish

design then the trainee print out and paste on the board at the entrance of the library
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building because the user can easily to see and read because it show at the suitable

place.

Figure 3.1.5:
Design poster information about batik in Kelantan

3.1.6 Find and design poster for Kelantan Traditional Dessert

The trainee has got task to find the information about the Kelantan Traditional desert.
After finish search the information about the Kelantan Traditional dessert , then the
trainee design the poster of Kelantan Traditional dessert using Microsoft PowerPoint

then print the poster and put on the box at entrance of the library.

38



Figure 3.1.6:
Design information poster about Kelantan Traditional Dessert

3.1.7 Involve and handle activity for “Kembara Ilmu di Pos Tohoi” program.

The trainee also gets the experience to handle and involve in big program at the library.
The trainee was involve for make a preparation for “Kembara Ilmu Di Pos Tohoi”
program which is make a preparation for the activity that will do for the villagers at Pos
Tohoi. At this program, the trainee get a new experience in handle a big program. The
trainee become a instructor and handle “Kelas Kedap” with people and teach them how

to spell a word and create a sentences with the word that are given from the instructor.
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Figure 3.1.7:
Handle activity with original people at Pos Tohoi

3.1.8 Aeon community library

Next, trainer also has assigned to work at Aeon Community Library for two (2) weeks.
At the Aeon Community Library the trainee get a task to make activity with the patrons
who come to the library which is make and handle the activity with the school student
who make a visit at this library. The activity also have been done at hallway of the

Acon mall when school holiday.

Figure 3.1.8.1:
Students in school visits to Aeon Community Library
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At the Aeon Community Library, the trainee has be given the task to choose the book
which has been long publish and not being used or infrequently used by the user to be
transfer to the PPAK. Then the trainee also have do checking out for the book that will
be transfer to PPAK. be transfer to the PPAK. The books will be transfer because it is
not enough shelves spaces to be placed the books because the new book are been

transfer.

Figure 3.1.8.2:
New arrangement of books transferred from AEON to PPAK

3.1.9 Handle visit program form school students

During the internship, trainee also learn how to handle activity and program from
school students. Before start the program, the assistant librarian will be briefs to the
trained about the flow of the program and activity that will be done. Before the
program, the staff and trainee will be discuss and brainstorming about the ideas of the
activity that will be done with the school student, then the trainee will make a

preparation for the activity that will be done with the students.
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Figure 3.1.9:
Students in school visit at PPAK

3.1.10 Kelantan Collection unit

At Kelantan Collection Unit the trainee has learn how to find or search the material of
Kelantan Collection for the user. on the first day on duty at Kelantan Collection Unit,
The Librarian Assistant that handle at the Kelantan Collection has explain to the trainer
about the variety material at the Kelantan Collection such as collection of thesis,
journal, books, and also newspaper. The trained learn how to serve the user when they
want to find the material. For borrowing the material the user need to fill the borrowing
form and give their Identification card for the staff to hold their identification number.
All the material at the Kelantan Collection Unit can not be borrowing for students, the

can borrow the material for them to make a photocopy for the materials only.
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Figure 3.1.10.1:
Kelantan Collection Division

To find the material at Kelantan Collection, the user need to used the list of the
collection book that that are listed all the material that have at Kelantan Collection unit.
The list are arrange according to the material so that easy for the user to find according

the material that they are needs.

Figure 3.1.10.2:
List of the material in Kelantan Collection Division

43



1l T _"."f'.nf"ﬂ_‘!'_{ =
1y e rd gaqlsae Brgp Pruvtoar =
Badl furr { phel paavler ity h s F Pl ngnh
(- Bapl_Turr (he Lf s A ML LT |
varipin Ealettern waalitg _J
i Ve 2 A, AT e o ——
- -

Figure 3.1.10.3:
Borrowing form for Kelantan collection

3.1.11 Preserve the old newspaper

Then at this unit, trainee also learn how to preserved the old newspaper. The trainee was
assign to cut the newspaper related with Kelantan about the politic issues, Kelantan
culture issues, sport, history issues and other. Then, combine each the newspaper

regarding to their topic using a needles and yarn.

Figure 3.1.11.1:
Cutting newspaper to be preserved



Trainer also learn how to sew the newspaper and bulletin for bind in a volume to be

preserved at Kelantan collection

Figure 3.1.11.2:
Sewing newspapers and bulletins for binding in volumes to be preserved in
Kelantan collection

3.1.13 Administrative activities

At the administration unit, the activities that have been done by the trainee is managing
the records. The trainee has learnt how to arrange the records according to their
categories. Firstly, trainee need to arrange the records according to their category such
as personal file of the staff, Finggerflex, “Sewaan Dewan” and others. Then after
finished arranged the records according to their category the records will be insert into
their files. The records will be arranged in the files according to the date of the records
are create, the date of the records that have received which is the latest date of the
records will be placed in front in the files. After finish insert the records into their files,
the trainee need to minute files which is records all the incoming and outgoing of the

records into their files.
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Figure 3.1.13.1:
Minutes file

For the classification of the records, this library classified the records according to the
category. The records will be filled into the files until the file full or cannot be closed
because of the thickness of the records in files. The records will be closed and open the

new files with the same reference number and next volume.

SUKAN PAN SEMALAVSIA
SEBUT HARGA
SASARAN KERJA TAHUNAN (SKT)

__JABATAN
SEWAAN CELCOM
SEWAAN AM

SEWAAN DEWAN

EWAAN : PT 309 TINGKAT 2 JALA
KEBUN SULTAN, KB
SEWAAN : PT 292 SEKSYEN 12, KB
(POS)

Figure 3.1.13.2:
Classification number and arrangement of the record
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3.1.14 Circulation Activities

Then, at the circulation unit, the trainee has manage circulation activities which is
borrowing and returning the books for the users. At the circulation counter, the trainee
learnt how to use KOHA system for the check in and check out the book for the user.
Beside, trainee also learn to register the new user into the KOHA system which is key in
the information of the user who want to register as a member of the library. Then the
trainee also answer call from the user who need to renew the date of the borrowing for

the book.
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Figure 3.1.14.1:
Check in and check out the books for users

Other than that, trainee also teaches the user how to find books in OPAC system. The
trainee guide the user how to find book in the OPAC system which is find the book
using keywords of the books and also give the director to them in order to find the
books on shelves. The trainee also do the shelving activities every morning before the

library are open for the user at 9.00 a.m.
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Figure 3.1.14.2;
Find material in web OPAC system

3.1.15 Collection Development activities

Collection development unit is divided into two subunit which is acquisition unit and
cataloging unit. This unit are managing the process for the acquisition for the material in
the library and make cataloging process for the books. In the acquisition unit, the trainee
are learnt about the process of acquisition for the new material. The first task that
trainee do at this unit is unboxing the new book that has been arrive at the library. Then
make a checking process for the book that has been order which is checking the books
that has arrive at the library are same with the quotation that has been order by the staff.
Then, after finish checking the books moving the books on the trolley to move for do
the next process. Next process is fill the acquisition form and list of copy numbers form

for the books. Then the books can be put on the shelves for the users.
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Figure 3.1.15.1:
Unboxing books for acquisition

Figure 3.1.15.2:
Acquisition number and form

All the books will have their own acquisition number and it will be stamp at the top of
the books. After finish fills the acquisition number form, the books will be stamp the
book with the logo of PPAK in front, inside and at the back of the books. Then the
books will be paste with barcode for each book. After finis the barcode, then the book

will be move for the cataloging process and it will give call number for each book.
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Figure 3.1.15.3:

Barcode Number and stamping tool for beoks

i'-';" L — L
":.-?‘:.-‘ J':' /M W—’hF .

Figure 3.1.15.4:
Books that have been stamp with the barcode, stamp with PPAK logo and
acquisition number
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Figure 3.1.15.5:
Books that will be place at shelves

3.1.16 Literacy Movement activities

At this unit, the trainee learns how to handle the program and activities at the library.
All the activities that will be doing are managed by this unit. At this unit, trainee has
done many activities such as joint venture with other organization or school visit
activity, seminar activities with school student and other. The trainee also involve for
outdoor activity which is “Kembara Ilmu di Pos Tohoi” which is involve 27 outside
agency. The activities that have being done with the children is teach them about the
education such as quiz games, reading program, KEDAP class with the adult people that

help the in education learning.

Figure 3.1.16.1:
Activities with original people at Pos Tohoi

Other than that, trainee also handle workshop program with school student about the
management of the school resources center. This program is explain about the

management of the school library material to the student.
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Figure 3.1.16.2:
School Visit Activities

Other than that, trainec also handles the weekend activities with the children. The
objectives of this activity actually is to attract the children interest to come to the

library.

Figure 3.1.16.3:
Weekend activities with children
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3.2 SPECIAL PROJECT
3.2.1 PROBLEM STATEMENT

During the industrial training, one of the problem that trainee acquired in the PPAK was
the used of the KOHA System. From the observation, mostly the user in the library do
not fully follow the procedure of the KOHA System. For example the fines taken when
the user are late to returning the book, the staff do not follow the procedure properly.
Then the other users such as other staff from different department also do not know how
to use the KOHA System. Other problem that are being identified is the staff have not
being sent to KOHA workshop class because of the budget limitations. Without any
exposure to KOHA system, some of the staff do not know how to used KOHA system.
Then if they has been assign to replace the circulation staff, they do not know how to
used the KOHA system. Circulation process is the main operation for the library that
play the important operation to running the business. The circulation unit are connected
with the user which is the main function for the library to communicate with the staff
for borrowing and returning the material, Then cataloging unit also main function to the
staff in provide the materials which is books for user to borrow. Then if the staff do not
know about the KOHA system, then the management of the library material will be

incorrect management. The bibliographic cataloging of the material are incorrect.
3.2.2 SOLUTION

Based on the problem stated, trainee made a decision to create a manual for KOHA
System that will explain the definition of KOHA System, and the most important thing

is the basic step using a KOHA system.

3.2.3 OBJECTIVES OF MANUAL KOHA SYSTEM
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» To provide a guideline to the PPAK staff on the process of using KOHA system
modules.
This manual will be a guidelines for the staff to do their work in KOHA system
especially for the cataloging unit and circulation counter. This manual will be
provide all the information that are describe the flow and process in KOHA
system. Other than that, this manual also as a guidelines that provide the
accurate procedure of the library management in handle their materials.
Otherwise this manual also as a guidelines for the staff to refer the procedure
and ensure that all the staff are understand and follow the proper procedure of

the system.

> To become a reference source to any other users about KOHA system module.
This manual will the main reference for the library in the library management
which is as a reference for the user especially who are not really know about the
KOHA system such as a new staff or practical student are made industrial
training at the library. Usually the practical student will be assigned at every unit
so the student will be assign at the cataloging unit and circulation counter, so
that without any workshop for usage of KOHA system the practical student
unable to carrying out the duty. The practical student will be taught by the staff,
but they do not fully teach about the KOHA system and unable to learn for one
days only. So within the manual, they can refer if they do not know or forget
how to used the KOHA system. Otherwise the staff also do not have attend the
KOHA workshop because of the budget limitation and cost at the organization
so the staff do not really fully expose for the KOHA system. Only the staff at the
cataloging unit and circulation unit have attend the class for the KOHA system

workshop. Then other unit do not have exposure to the KOHA system, but
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sometimes they need to handle the circulation counter if the staff at the
circulation counter are involve with other activity or take a medical leave. So
that within this manual, it help the staff to used the KOHA system in carry the
library operation. The circulation counter is a very important because this place
play the main operation of the library. Without the manual KOHA system the
library unable to operate.

3.2.3 FLOWCHART TO DEVELOP MANUAL
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3.2.4 DEFINE THE PURPOSE OF THE MANUAL

After trainee have solution to the problem happened in the library which is to create a
manual of KOHA System, trainee come out with the purpose of the manual in that
library. The purpose of the manual in the library is to provide all the information
necessary to describe the materials in the library which is user can obtain the
information of the KOHA System about the user account, the due date of the borrowing,
fines, cataloging process, searching books location which mean the current location
whether in Kelantan Public Library or any of the branch, status availability and also
bibliographic information such as author, title of book or publisher. The manual also
must suitable for beginners and the most importantly is make it basic and not too

technically, so user can understand in how to use it.

3.2.5 COLLECT INFORMATION FROM THE EXPERT

The second phase, trainee was collecting and gathering information from the librarian in
the library. Trainee has interview the expert person in that that field at specific
department. Trainee has been discussed with the librarian which is Encik Md Hanif
Yusoff and Encik Mohd Azizi Zainudin about the manual of the KOHA. The librarian
also gives her opinion in order to create the manual. After that, trainee get the relevant
information on how to make the manual. Trainee breaks the technical information down

and explain it in simple words to make the manual KOHA System as basic as possible.

3.2.6 CLASSIFY AND ORGANIZE THE INFORMATION

The third phase which is the process of making the manual, trainee organized the
information content in the order of priority. Trainee also make an outline of the manual
because to prevent from getting stuck when performing the actual writing of the manual

and also to categorize main points. After that, trainee write the details for each topic.
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3.2.7 DECIDE ON THE APPRIOPRIATE DESIGN FOR THE MANUAL

The fourth phase, trainee design the manual such as choosing the fonts, color and also
background of the manual. The manual must looked professionals and easy for user to

read it.

3.2.8 WRITE THE MANUAL

After trainee finished organized data and information, trainee started writing the
manual. Trainee list down all the information needed and put all details as necessary.

The manual must be logical, simple and easy-to-read.

3.2.9 FINAL CHECKING BY THE STAFF OR LIBRARIAN

After finished writing the manual, trainee show it to any staff or librarian. Let the staff
read and check out the manual and then trainee get the feedback because feedback is a
valuable information that can make a good decision.

3.2.10 PUBLISH THE MANUAL

After trainee doing an appropriate check and revisions, trainee publish the manual in the
library. Trainee do an observation when user started to use the manual whether they can

understand the manual.
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3.3 MANUAL KOHA SYSTEM

3.3.1 PATRON MODULE

3311 Add patron

Step 1: To add new patron, go to the “Patron” module. Then click “New Patron” to add

a new patron.

T —

Akoha
Filars :

Figures 3.3.1.1.1 :
Click “New Patron” to add a new patron.

Step 2: Then choose any type of the patron category that are appear in the field.

Add patron (Belia)

. BElSavs ” % Cancel 1
Patron dentty | .
Sajutstion: | V|
Surname: Reqgusred

First name: L_:_t _._ _AI
Date of birth: L @—

Inftials: “_:]

Other name: - T “—]

Female Male o None specified]

Figures 3.3.1.1.2 :
Patron identity form
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Step 3: Fill up the information regarding the patron into the “Patron Identity” fields. The

surname are required to be fill.

Iain address
Street number;
Address:
Address 2:
City:
Stater
ZiP/Postal code:

Country:

Contact

Primary phone:

Secondary phone:
Other phone:

Primary email:

Secondary email:

Fax:

Figures 3.3.1.1.3:
Patron main address and contact

Step 4: Then, fill up the address and contact information of the new patron. For the
contact information, any notices and slip printed during circulation will be addresses

through the contact number and email of the user.
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Alternate address
Streef Number:
Address:

Address 2:

S ——
] —

ZiIP[Postel code:
Country:
Phone:

Email:

Contact note:

Alternate contacT
Sumame:

First name:
Address:
Address 2:

City:

State:

ZiP/Postat code:

L]

Country:

Phone: I_—

Figures 3.3.1.1.4:

Patron alternative address and alternative contact

Step 5: Each patron can have the alternative contact information. The alternative contact

can be parents or guardians information. This field is not required to be filled.

";Ei;mry management

Card number: - '] Required
Card number must be between | and 32 characters.
AutoMemberh msetto bied. but card ber i marked as mendatory in SofidverMandatory Fiekd: auto cek has
been disabled.
Norary: | FefSgian P M e ¥ Aoy |-
Category: ka8l Required
Soit 1:
Sort2: [— I
Figures 3.3.1.1.5:
Library management field
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Step 6: Then, for the library management section includes value that are used within the
library. Enter the Identification number of patron and it must not more than 32
characters. Choose the library and the category of the patrons by click the dropdown
sign at the right of the field. The sort 1 and sort 2 column is use for statistical purposed

within library. this box is not required to be filled.

Library set-up
Sndbuiin B

Expiry date (leave
blank for auto
calck

OPAC note:

4

Thiz tnazsage appears on this patron’s user pege in the OPAC

Circulation note:

Figures 3.3.1.1.6:

Library set-up field

Step 7: Next go to the “Library set-up” section, the registration date will be
automatically be filled with the date when the user are register as a member of the
library. Then set the date of card expired of the user a years from the date they are

register. The duration being a membership of the library is active for a year.

* OPAC note is a note for the user and it will be appear to the patron once they

open the OPAC.

* Circulation note is only used by the staff which is remark notes about the

material
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CPACIStaff login

Usemame:

Password: l h

Arimum pessword length: 2

Confirm
password:

Figures 3.3.1.1.8:
OPAC/ staff login field

Step 8: The staff or OPAC will ask for the username and password to be used by the
user to log in for OPAC and the staff will used to log in to the staff client. Only the staff
can be use the username and password to log in into the staff client if they have the
necessary permissions. For the username and password that will be used KOHA system

is their identification number of the patron.

Aloha |

Snarrk panzem

Add patron (Dawasa)

Figures 3.3.1.1.9:

Save patron detail

Step 9: Once all the information of the patron has being finished to filled, then click

“Save” button on top of the page.

Duplicate suspected
Detail Duplicate ? Yes No, itisnot |

Figures 3.3.1.1.10:

Duplication warning notification
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Step 10: If the patron’s has been register as a member of the library before, then this
notification of the duplication information will be warned. The duplication of the patron
will be detect when the first and the last name of the patron are match with the existing
record and if two patrons has matching names, but their date of birth and the others do

not match then the patron will not be suspect a duplication information.

The following fields are wrong. Please fix them.

+ Patron’s age is incorrect for their category. Ages allowed
are 5-17.

Figures 3.3.1.1.11:

Save patron detail

Step 11: If the library has set the age for each category for the patron then the date of
birth is requires to be filled in. Then KOHA system will be warn if the staff wrong

choosing the category of the patron.
33.1.2 Duplicate a patron

Sometimes when the patron want to register their family member as the library member,
then the staff no need to repeatedly type their contact information. KOHA are allowing
the staff to make duplication for the patron and change only the part that need to be

change such as the name of the patron’s.

Step 1: Open the patron that want to make a duplication of their information, and then

click the “Duplication” button on the top of the patron page detail.
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e Parons ; Setootees o akohs Rase Moo DTN £208Tan BHMGTFELT

Mohd Rose ¥oor {DI721) ) "
M, Hanafizh 601216675487 £ ity Elwpwsae flmee dhome

Clerbher  Daubresam Ve

Figures 3.3.1.2.1:

Duplication button for duplicate the patron information

Step 2:Then, the duplication patron form fill will be appear and all the information fill

expect the first name, card number, username and password have been duplicate. Then

fill in the blank box and click “Save” button.

»  Uambz o et (Lemaia)
W st il Ouplicats patron Mohd Rosa Noorin M, Hanafish (Dewssa)

R @ -

Tormam  Waw My @ Ewd

L
BRGS0 ey ata e e Tes
driun .
Ciw
L

Figures 3.3.1.2.2:
Patron detail edit
Step 3: After new patron has been created and saved, then you will see the detail of new

patron.
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Figures 3.3.1.2.3:
Patron information detail page
3.3.1.3 Edit patron

Patron in KOHA can be edited through many ways using “Edit” buttons.

Step 1: To edit the entire patron records, simply click the “Edit” button at the top of the

patron’s page.

#Edt || #Adicrid || @Change passwort || #Dupluate
i i

| 8Py | Qseannonon || Oastmesage | Ve

Figures 3.3.1.3.1:

Edit patron button

Step 2: Password of the patron cannot be recovered. The stars that show next to the

password is refer to the patron password even when the passwords are not being set.
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Figures 3.3.1.3.2:

Patron information detail page change

Step 3: To change the patron’s password, click the “Change Password” button. KOHA

Will not be display the existing password. Enter the new password at the blank box to

change the new password.

e

Figures 3.3.1.3.3:

Change username and password

Step 4: To edit the specific section of the patron, click on the “Edit” button at the left

side of the information details.
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Figures 3.3.1.3.4:

Edit Patron information

Step 5: To add a patron image, click on the “Add” button at the right side of the

“Upload patron image” at detail pages.

B U IEAF AN
mmanqm ’ -+ - b »
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Show enctruis
Upload pairor kmege - S
Phommisy
Cowmn Alrriads sirpan *
AlNnEiivd CORECL *
LY S
Figures 3.3.1.3.5:
Upload image patron

Step 6: Choose the patron image from your computer. Only image in PNG, GIF,

JPEG, XPM format are support to upload.
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3.3.14 Circulation History

Step 1: To see the circulation history of the patron, click at the “Circulation history” tab.

Ms NUR HATIKAH
(950822035624) MUHAMAD
KHIR (950822035624)

?

LOT 1254 JALAN PAUH LIMA
KG LUBUK KUIN GUNUNG
BACHOK, KELANTAN 18380
0139218304

Category: Belia (B}

Home library: Perbadanan
Perpusiakazn Awam Kelantan
Bormowarmumber: 3154
Upclaied on 02/12/2019 09:24

Check out

Details

Fines

Routing lists
Circulation history

Holds history

Figures 3.3.1.4.1:

Patron circulation history

Step 2: After click on the “Circulation history” tab, it will show the circulation history
of the patron. It will show the detail of the circulation of the patron which is the title of
the book, the author of the books, call number, barcode, the numbers of the patron make
a renewal of the book, the check-out date, where the books has been check out, the due

date of the books should need returned and the date patron returning books.
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Figures 3.1.4.2:

Patron circulation history detail

3.3.1.5 Fines

Step 1:For the fine that imposed for the patron’s that are late to returning the loan book,
the fines can be seen at the “Fines” tab. Click at the “Fines” tab to show the list of the

fines that has been imposed to the patron’s.
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Mr Muhammad Shatiby
{B153592 K9460} Mustafia
(951113146405)

[

Lot 6258, Kg. Paya Senang,
Batu 2,

Jin Kuala Krai Off Jin Telipot
Kota Bharu, Kelantan 15150
{8-7486510

Category: Belia (B)

Home library: Perbadanan
Ferpusiakaan Awam Kelantan
Borrowernumber: 8400
Updated on 0820:2018 10:41

Check out

Details

Fines

Bot fing liate

Figures 3.1.5.1:

Patron Fines history

Step 2: Then, after click the “Fines” tab the complete patron’s account history will be
appear and it will show the date of the of the charge or payment was posted, the
description of the charges which is includes the due date for the overdue item, the title
of the item that are been charge and the link of the item records where the location that
the item is available. “Home library” which is show the item that borrowed from which

branch. The total amount of the payment or charge and outstanding of the charge that
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still due on charge also will be show. Then to see the detail of the charge, click the

“Detail” button to see the detail of the charge.

Figures 3.3.1.5.2:

Patron fines history detail

Step 3: At the top of the table you can click the ‘Filter paid transaction’ to hide all

completed transaction and above that you can use the search box to find a specific

charge or payment.
Account Pay fines Create manual invoice Create manual credit
| Showwing 1 50 20 of 192 T ¥ ervies “ Pravious Ned '™ Lag #
Y Fite- caid ranssctions

Figures 3.3.1.5.2:

Filter paid transaction

71



3.3.1.6 Pay Fines

Each of the items can be paid in full or written off using “Pay fines” tab.

Step 1: Click on the “Pay fines” and it will show the list of the fines and how to pay the

fines. Each of the items can be paid the whole fines, partially paid or written off.

Py Ry

Figures 3.3.1.6.1:

List of patron pay fines

Step 2: To pay the fines in full click “Pay” next to the fine you want to pay. If you have

a note to mark about the payment, type the notes at the “Payment note” column.

WAct Hraa H‘Wﬂ'ﬂﬂl}
WA Tapalah MR 4AT) L4 - . - = M
Sube 5 paprei
Ll
Figures 3.3.1.6.2:

Patron payment fines page

Step 3: Then the full amount of the fine will be show at the “Collect from patron” box.
To proceed the payment click on the “Confirm” button. Then, the fines will be

removing from outstanding fines and display as a fully paid.
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Figures 3.3.1.6.3:

Patron confirmation payment page

Step 4: To make a partial fine, select to the item that patrons want to pay and then click

the “Pay” button at the “Fines & charges” column.
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Figures 3.3.1.6.4:
Partially pay fines

Step 5: Then the “Make a payment” page will be appear. It will show the total of the
charges that patrons need to pay. If the fines is to expensive, the staff will be reduce the
price of a fine that will take from the patron. The staff can change the fine that will take
from the patrons at the “Collect from patrons” box and can type the notes at the “Notes”

box under the “Collect from patrons”.
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Figures 3.3.1.6.5

Confirmation to pay the fines

Step 6: The to proceed the payment click on the “Confirm” button then the fine will be

update to show the current amount of the outstanding fines of the patrons.

3.1.7 Pay amount towards all fines

Step 1: To pay all the amount of fines click on the “Pay amount button”

Figures 3.3.1.7.1:

Pay amount towards all fines

Step 2: Then the total amount of the outstanding fine will be appear on the page. It will
show the total fines of the patron on the right of “Total Amount Outstanding”. The staff
can enter the amount of the fines that are collecting from the patron in the “Collect from

patron” box.
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Figures 3.3.1.7.2:

Pay amount towards all fines

Step 3: Then click “Confirm” button to proceed the payment. The fines total will be

updated with the payment applied before this.

3.3.1.8 Pay for selected fines

Step 1: Select on the fines that you wish to pay on the checkbox next to the “Fines &

charges” column. Then click on the “Pay selected” button.
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Figures 3.3.1.8.1:

Pay selected fines

Step 2: Then the total amount of the outstanding fine will be appear on the page. It will

show the total fines of the patron on the right of “Total Amount Outstanding”. The staff

can enter the amount of the fines that are collecting from the patron in the “Collect from

patron” box.
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Figures 3.3.1.8.2:

Confirmation to pay the fines

Step 3: Then click “Confirm” button to proceed the payment. The fines total will be

updated with the payment applied before this.

3.3.19

Write off the fines

Step 1: To write off the Patrons fines, click on the “Write off selected” button. Then it

will show the confirmation box with a specify total of amount to be write off,

eyl R X & 5
Pog vain
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Figures 3.3.1.9.1
Write off all the fines

Step 2: After that, the fine will be removed from outstanding fines and displayed the

fines and a written off.
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Figures 3.1.9.2
Write all the fines notification
3.3.1.10 Creating a manual receipt

Step 1: After the patron is completes pay their fines, the staff will give them a receipt of

payment.

77



CIRCULATION MODULE

3.3.2 CHECK OUT PROCESS

A book can be issued using this option. To begin the process f checkout, it will ask for
the user detail. Then, enter the user detail which is the member card, user name or user
identification number. The checkout process will be appears in two main place which is
checkout option on the top of main interface of staff client or checkout option on the

patrons record.

3.3.21 Checkout option on the top of main interface of staff client

Circulation  Patrons Search’ v ¥ Cat Morev

Akoha

Hore » Circulation » Check in

[Ssbit

Check out Ren-e«‘

Figures 3.3.2.1.1:

Check out item

Step 1: Click check out to start issues book

Step 2: Then, enter the member card number, user name or user identification number
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3.3.2.2 Checkout option on the patrons’ record

| I—Edn“ +-Ad;lchi;|i E—Cha_r—;e;asswom-ll -.'{:Dupliﬁ'te H ;‘:.;n'ntv—H €, Search o hoid ! ¢ Add message i More_v-i
SRS | S — — — — | S § S ; L

Attention:
Checking out to Mr Mohammad Ezzad Fahmi (PM4403B) Ismail
(990311035215) Messages:
e = : — + Add a new message
I | Check out
» Checkou! Setings

Figures 3.3.2.2.1:

Check out item option

Step 1: Enter the accession number or barcode number of the book that to be issued to

the user and click the check-out button. Then, the book will be issued to the user.

3.3.23 Checking the items out

To checking the item out to patron, used any option above then you will presented with

then check out screen.

| #Edt || +acdcnia || @Cnange passwora || @oupheate || @ Print~ || Q searchtotoin || ¢> Add message

More v |
Attention:
Checking out to Mr $##ohammad Ezzad Fahmi {PM44038) ismail
(890311035215) Messages:
Enter item barcode
— <+ Add a new message
u Check aut |

» Checkout settings

2 Checkout{s) 1 Hold{s} Restnchons

& Show checkouts

Always show checkouts immediatsly ™

Figures 3.3.2.3.1:

Check out item at patron page

Step 1: To see the list of the checkout item, click at the checkbox “always show

checkouts immediately” then it will shows the list of item that has been checkout.
79



Checked ot ¥ aml = ewe ¥ e 01T Due an
BEVEIHI
5 Chechiulis)
v b furengs of £ede ) SuDR o,
L =]
slt
[r— con i 0 @
e .
Kelardar
Dat 3101 E % ¢ B&o 1
287 1
-
Ly Hagssses tevmmrsks Bexe OF Purpuntas . Porpur L [}
Yermpe 't B Yot ret a2 il A : M
0412201 W BomBar C-Pemermam Fort S0t Pwtmsanw NN oon oo i
FOSMA S | | f 1 Pegusiahas Sral
Farme htoss . Aeam
t Knlarzar
o L 3 np i | P LS YT L TT -
Clorsn
Figures 3.3.2.3.2:

Check out item at patron page

Step 2: Then after the item has been check out, , At the bottom of the page there is a

summary of the patron’s current checked out items along with the due date.

Abention
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Figures 3.3.2.3.3:

Check out setting to expand the check out area

Step 3: To see more checkout option, click “checkout setting” to expend the checkout area.
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Figures 3.3.2.3.4:

Override the default due date for the item

Step 4: The blank box is the box for the barcode there may be option for the user to

override the default due date for the item.

Step 5: Then, below of the box is for the barcode that user will see a checkbox for

“Automatic renewal”.

s Atwabon
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Messpgst

Figures 3.3.2.3.5:

Notes on the patron records

Step 6: If there are notes on the patron record this message will be appear at the profile
patron. If the patron cards have expired, patron need to renew the date before they can be

loan the books.

33.24 Check out message

There are when the system will prevent the librarian form being able to check out the item
to a patron. When this happen, a warning message will be appear at the screen to notify the

librarian why the patron cannot be check item out.
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Step 1: If the patron card has expired, patrons need to renew the date before they can be
loan the books. Patron has overdue item, the patron need to clear the fees and charge for

the overdue item to able check out the new items.

Cannot check out!

Expiration: Patron's card has expired. Patron's card expired on 06/03/2019 Renew or Edit Details
Overdues: Patron has ITEMS OVERDUE. See highlighted items below

Fees & Charges: Patron has outstanding fees & charges of 1.20. | Make payment || Pay all fines

Figures 3.3.2.4.1:

Books cannot be check out message

3.3.2.5 Check out warning

Patron’s has outstanding fines.

Please Confirm Checkout
* The patron has a debt of 1.00

v~ Yes, Check Out (Y} Y No, Don't Check Out (N)

Figures 3.3.2.5.1:

Patron outstanding fines message

Books cannot be check out message of for loan. Some of the item in library cannot be loan

for the patron. This warning notification will appear on the screen.

Please Confirm Checkout
» ltem is normally not for loan. Check out anyway?

v Yes, Check Out (Y) K No, Don't Check Out (N)

Figures 3.3.2.5.2:

Reference material cannot be check out message
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Patron has too many things checked out. The limit item for the patron to be check out is
5 item only. If patron want to check the new item, they need to returning the item that

already check out before.

— w— S—
Please Confirm Checkout
» Too many checked out. 5 checked out, only 5 are allowed.

v~ Yes, Check Out (Y) XK No, Don't Check Out {N)

Figures 3.3.2.5.3:

Patron has limit checkout

The item cannot be renewal. Patron can only renew their loan once for per once loan.

« No more renewais possible

Figures 3.3.2.5.4:

Patron has limit renewing materials

Barcode cannot be detect or not found.

a The barcode was not found 2348678765343234
Fast cataloging

Figures 3.3.2.5.5:
Undetected barcode of the book
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3.3.2.6 Renewing

The renew process can be done in two option which is visit the patron’s detail page or
checkout page and review their checkout summary at the bottom or directly scan the

barcodes of the item that they would like to renew.
Step 1: Scan the barcodes of the items you would like to renew.

Step 2:  The first is to visit their details page or checkout page and review their checkout

summary at the bottom

%€ ot

»

Figures 3.3.2.6.1:

Checkout summary page

Step 3: To renew the items, in the renew column you will see the patron has been renew
the item or not. The renewable will be blocked if the patron’s has been renew the item
before. The renewals rule for the patron’s to renew their check out item only once for the
one loan. To renew the items, check the boxed of the items you would like to renew and
click the ‘Renew or Return checked items’ button, or to renew all items checked out to the

patron simply click the ‘Renew all” button.
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v Renew or check in selected items | & Renew all

Figures 3.3.2.6.2:

Button for renew

Step 4: Then second option is to visit the ‘Renew’ page found under the Circulation menu

and scan the barcodes of the items you would like to renew.

! Renew |

Enter item barcode: (| ] Submit

Figures 3.3.2.6.3:

Enter barcode field for renew

Step 5: If the item is renewed you will receive a confirmation message.

Item renewed:

Audiovisual librarianship; ( 31619000163307 ) renewed for Beau
Engard ( 9876543456 ) now due on 12/27/2013

Figures 3.3.2.6.4:

Item renewed message

Step 6: If the barcode is not found you will be presented with an error.
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Cannot renew:
No item matlches this barcode

X {gnore and continue

Figures 3.3.2.6.5:

Barcode not matched message

Step 7: If the item is not actually checked out you will also receive an error.

Cannot renew:
Handle with care : { 100004 ) is not checked cut to a patron.

2K Ignore and continue

Figures 3.3.2.6.6:

Item cannot be renewed message

3.3.2.7 Check-in process

Check in item can be performed from various options. To check-in books, it will ask for
the barcode number or accession number of books. Then enter the barcode number or

accession number of books at the Colum.

Step 1: The check in box on the top of the main staff client.

Akoha | | =

Checkout | Checkin | Search patrons  Search the catalog

Figures 3.3.2.7.1:
Check in books box
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Step 2: The check in option on the quick search bar on the Circulation page.

Akoha | ) suna

Check out | Check in | Search the catalog -

Figures 3.3.2.7.2:

Quick search bar Patrons check in book

Step 3: Check in the item from the patrons check in book and click the checkbox at the

check in Column.

+80

Figures 3.3.2.7.3:

Patrons check in summary

Step 4: Check in the item at the page under the circulation menu.
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Figures 3.3.2.7.4:
Check in book in circulation menu
3.3.28 Checking item in

Step 1: To check an item in, scan the barcode of the item into the box that is provided.

Check in

Oplhons

Check in item into check in box

Figures 3.3.2.8.1:

Step 2: Then after the item has been check in, the summary of the items checked in will

appear below the check in box.
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Thack in

Chncked-ir j1ems

Figures 3.3.2.8.2:

Check in item result

Step 3: If you are checking items in that were put in the book drop while the library was
closed you can check the ‘Book drop mode’ box before scanning items. This will

effectively roll back the returned date to the last date the library was open.

You can also choose to forgive all overdue charges for items you are checking in by

checking the ‘Forgive overdue charges’ box before scanning items.

3.3.29 Check in message

Patron has outstanding fines of 0.45.
Make payment.

Figures 3.3.2.9.1:

Check in message

Step 1: If you have the system showing you fines at the time of checking you will see a
message telling you about the fine and providing you a link to the payment page for that

patron.
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3.3.2.10 Circulation message

Step 1: Circulation messages are short messages that librarians can leave for their

patrons or their colleagues that will appear at the time of circulation.

CReoRshE o 00 MiRE ALLISA FDMRET) LR BEDSEE W TE)

Figures 3.3.2.10.1:

Circulation messages

Step 2: On the patron’s check out tab you will see the link “Add a new message” to the
right of the checkout box. Then, click the link “Add a new message” to add a message

to the patron’s.

LRV N 93Eage

AR B Pk R Zumt - cleTa e

Prometss aris: Bebcints

Figures 3.3.2.10.2:

Add messages

Step 3: Then, write the message at the message box and click save button to send the
message to the patron’s or click the cancel button to cancel submission message. You
also can choose the option either the message will be send for the staff library or for the

patron. The messages will also show to the staff library.
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3.3.2.11 Viewing message

Circulation messages meant for the staff and/or the patron, message will appear on the
patron’s checkout screen to the right of the checkout box. Messages in bold and red are
will readable for the library staff only, whereas messages in regular italics font are

readable for the patron and the librarian.

Chacking oul % Mess AZLINA (C085%) MUSA (B50331028218)
[ S Ll
Conck aut
Figures 3.3.2.11.1:
Add messages
Attantkan:
Messages:
OA472016 Niooke's Liboery “Yau Jekt yoar I8 s the
, copac” |t
Figures 3.3.2.11.2:

View message at patron pages

Step 1: Circulation message are readable for the patron’s. the message will be appear

when the patron are log in into the OPAC.

Messages For You
» Your umbrelia was found in the library. Please pick it

up next time you visit.
Whitter on 12/07/2009 by Fairview

Figures 3.3.2.11.3:
View message at OPAC system
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Step 2: This message will be appear on the patron’s side when they open the OPAC
system.

3.3.2.12 Transfer

If you work in a multi-branch system you can transfer items from one library to another
by using the Transfer tool.

s 1 -
. Sl S
Akoha |
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Figures 3.3.2.12.1

Transfer tool

Step 1: To transfer the item, click transfer button at the circulation page and enter the

library you would like to transfer the item to and scan ore type the barcode on the item

you would like to transfer and click submit button.

Transfer
Destination library:
_Cenlerville - ved
Enter barcode:
'887369820192012  Submit
Figures 3.3.2.12.2

Transfer destination

92




Step 2: Then, the item will now show it on the transit.

Transfer

Destination library:

_Centenville =™
Enter barcode:

“ | Submit |

Transfered ltems
Bar Code Title To

887369820192012 | Library mashups : {) l GenterviileJ

Figures 3.3.2.12.3

Enter barcode for transfer

Step 3: When the item has been arrives at the other branch the librarian must check the

item in to acknowledge that it is no longer in transit.

- : = : :
@ !LCentewille_j 020.285/4578 E In transit from Midway, to Centerville, since 12/07!200312121071200‘9 l 887369820192012
o i i

e=v_s S B

Figures 3.3.2.12.4

Transfer updated books

Step 4: Then, the item will not be permanently moved to the new. The item shows the

same ‘Home Library’ but has updated the ‘Current Location’ to note where it resides at

this time
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Barcode 887369820192012

Hem Information [Edit tems]
Home Library: Midway
item type: Books
ftem Callnumber: 020.285/4678
Replacement Price; 6.00

Statuses
Current Location: Centerville
Checkout Status: Not Checked out
Lost Status: feamain 9 setsiats |
Damaged Status: 18] st st
Withdrawn?: No  Withdraw

Figures 3.3.2.12.5
Change lost status

3.3.2.13 Transfer to receive

Step 1: The report will show all the list of item that KOHA system thinks it the item in
transit to your library. If the transfer is late in arriving to the library you will see the

message with the red color stating how late the item are.

Transfers made to your library as of 06/24/2019
Your fibrary is the destination for the ticwing transfer(s)
Transfers sre finte gher 2 deys

Coming from Perpustakaan Komunit Pusat Bell Belah AEON Kota Bharu

s

an
Date of 5 i Call
- Title 4 hold ¥4 Home Hbrary 3 L4
transfer tor no.
| 0B BR2DIE Unsur Etnosains Malayonesia Dalam Bahasa None Perbadanan 13
Melayu Sejak Abad ke & Masihi / by Shaharir Perpustakaan  499.2309
Transferis g ohamad zain (Book/Buku) Awam Kelantan | SHA
1129 days

Barcode: 100777852
late

Figures 3.3.2.13.1

Transfer overdue date message

Step 2: The item will be considered late based on the numbers of the days that the

library has set the limit day of the transfer which is after 3 days.
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3.3.2.14 Overdue

Step 1: To see the overdue report at the library, click the overdue button at the

circulation page. Then, the report will show the list of overdue at your library that have

accrued fines on them.
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Step 2: The report can be filtered using the menu option found on the left of the report.

3.3.2.15

Figures 3.3.2.14.1

Overdue list result

Overdue with fines

Step 1: To see the overdue with fines report at the library, click the overdue with fines

button at the circulation page.

Bkoha

Liralzgn
A reon ol

Arnn s

- A ey

L1 TR B

Thoma 4 g
b ameiag ey

= vk fon

Natahina
PRy

AT I AL

Dopiguan.

TR

Figures 3.3.2.15.1

Check overdue with fines report
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Step 2: If you would like to limit the report you can use the pull down menu at the top

to limit to a specific shelving location at your branch.

Circulation: Overdues at Perbadanan Perpustakaan Awan'Tl

Shelving location selested: | All shelving fecations v OK"
‘Date due All shelving locations

o — . 88-Buku Bergsmbe !
12212013 | Ketajaman f pproer o

1 D-Pinjaman i
23:59 iBarcode - 100 F.Filkiyen
TS lmyen Mansk-hansk
A | FM-Fikeyen Melsyu |
12121/2013 | Pengurusan «.g, i Kanak-kansk
23:58 ‘Barcode © 100 4 l-#zleks) Islam [0, RIKI r
Ki-Koleksi Kelantan |
- LC-Lineoln Corner {LC, BE'LC, DAC, F/LC, FW/LC., KAL, RKAC]
122172012 | Biografi ToK Mm-Mulimedie {DVD, CD} F
23:58

i Barcode - 100 puget Sumber Sayyidefine Hefssh

| R-Rujukan {R, RBL]

IS D | Ri-Rujukan Kensk-ksnak [RK, RKTBL) |
121212013 : Angkara sall T-Terkawsl

2%:58 i Barcode © 100 TE-Terbiten Berkala

T ESU TSSOSO

Figures 3.3.2.15.2

Choose specific shelving location for the books

Step 3: Then, the report will show the list of overdue at your library that have accrued

fines on them.

oo ey
- nled
Figures 3.3.2.15.3

List overdue fines report

Step 4: Then, the report will show the list of overdue at your library that have accrued

fines on them.
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3.3.3 CATALOGING MODULE

In KOHA the bibliographic record contains the main information related to the material.
This includes things like the title, author, ISBN, etc. Once this information is

saved, item records can be attached.

33341 Adding Records

Step 1: Records can be added to KOHA via original or copy cataloging. You can also

choose to use the basic or advanced cataloging interface for all of your work.

3.3.3.2 Catalog record using blank template

Akoha

s alakapig bk

Figures 3.3.3.2.1:

Create blank template cataloging

Step 1: To add the new records, click at the “New record” button and choose “Default

framework™ .

Bkoha

L AVEkOg Gl

Figures 3.3.3.2.2:
Create blank template cataloging for Z39.50/SRU
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Step 2: If you want to catalog a record based on an existing record at another library in

the editor you last used click “New from Z39.50/SRU” and choose “Default

framework”™,

f Z30.5008RU seaich
i Bearch Larpsts
o [ 38

Eabint bening: #
Kyt dorwy(
LE ra minme:
CONBL B!
Peniy:
Stansian it

Figures 3.3.3.2.3:

Search window for existing records at another library

Step 3: Then, search for the item that would like to catalog. If there is no results are

found, try searching for fewer fields, not all Z39.50 targets can search all of the fields

above.

Results
You epptiwd by S
Surve Tt Sty © Daim ¢ Edilom 1506 LLCN Axtions
LigsLaly (F st |1 12 e Sy JOO0 D | RN 20T O] 3
CONGEL 8 g © SRS RNy
£
J [SSmeer———=]
Figures 3.3.3.2.4:

Result for search window for existing records at another library
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Step 4: Then, the result show the list of the existing records from another library. From
the result click “Action” button, then you can view the MARC or Card view for the

record or choose to import it into KOHA.

Page 1/1
Goto page ;| 1 Go

Try another search

Figures 3.3.3.2.4;

Another search button

If you don’t find the title you need in your Z39.50 search results you can click the “Try

Another Search” button at the bottom left of your results.
3333 Basic editor cataloging

Step 1: To do a basic editor cataloging click “New record” button and click “Default

framework”,

Bkoha

B b spies b

Figures 3.3.3.3.1:

Add new template for basic editor cataloguing

Step 2: In the basic editor once you have opened a blank framework or imported a

record via Z39.50 you will be presented with the form to continue cataloging.
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Figures 3.3.3.3.1:

Add new template for basic editor cataloguing

Step 3: If you would rather not see the MARC tag numbers you can change it by check

or uncheck the checkbox next to ‘Show tags’ found under ‘Settings’.

Add MARC record

Figures 3.3.3.3.2:

New template for basic editor cataloguing
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Step 4: To get help from the Library of Congress on a MARC tag, click the question
mark (?) at the right of each field number. Then, if the question mark (?) no need to
show at the page of cataloguing. The staff can uncheck the box next to the “Show

MARC tag documentation links” note under the “Setting” button.

1007 [ || |- MAIN ENTRY-PERSONAL NAME =
Ay Relator code T -

= 2
g Personal name (& o O

Figures 3.3.3.3.3:

Add new template for basic editor cataloguing

Step 4: If the icon appears beside the blank box of the “Personal name”, click on the

icon to search for the existing authority.

T{!w-wnmm-hﬁpm e N

Authority search
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Figures 3.3.3.3.4;

Autherity search window
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Step 5: Then the “Authority search” page will be appear. Staff can fill any of the
information about the book at the field such as the main heading of the books. Then

click “Search” button to search the result.
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Figures 3.3.3.3.5:

Result for authority search

Step 6: The result will show under the “Authority search” box. To duplicate the field

click “Edit authority” button at the “Other action” column.

Figures 3.3.3.3.6:
Duplicate field
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Step 7: To duplicate the field click on the “Clone this subfield” icon at the right of the

field name.

Add MARGC recevd

Figures 3.3.3.3.7:

Remove duplicate field

Step 8: To remove the sub fields click on the “Delete this subfield” icon at the right of

the field name.

BB

Figures 3.3.3.3.8:

Result for authority search
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Step 9: To move subfields in to the right order, click the up arrow at the left of the field.

[T

Add MARC record

s —()

Figures 3.3.3.3.9:

Remove subfield

Step10: To use a plugin, click on the icon at the right of the field

- - —
1.3 Koha s Cataioging » 000 - Leader builder - Goagle Chrome kg &

| ® Not secure | catalog.kelantanlibrary.gov.my:8000/cgi-tin/«onha/cataloguing plugin_tauncher.pi plugn_

000 - | eader
|0-4 Record size _

(autofled)
| . & Record status

6 fype of record Lang;.-;g;.;{aﬁﬁaj v

l 7- Bibliographic level

l 8- Type of contro! o_sag—ufig_tyggj
{9- Cﬁ-aracte‘r coding scheme ‘a- UVCSIUnicodeA (auto-filled)
10-16 indicator/subfields/size ' (auto-fited)

{ 17- Encoding leve!
b At
' 1B - Descriptive cataloging form

r19 - Muﬁiég}t N-E;O_l;l'cs reéord lave! ;i Not spe;:%ed or not applicaE'I;;'l

20-24 entry map & lengité (auto»ﬂléd)

| Cancef

Figures 3.3.3.3.10:

Result for authority search

Step 11: Some fixed fields have editors that will change based on the material type

you’re cataloging.
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Figures 3.3.3.3.11:

Save the cataloging records

Step 12: Once you’ve finished, click the ‘Save’ button at the top and choose whether
you want to save and view the bib record you have created or continue on to add/edit
items attached to the record. To save the record that you just catalog choose “Save and
view record. To bring the add/edit item form after saving the bib record so that can be
attach in to the holding choose “Save and edit items” and if want to save the work so far

and keep it in the editor to continue working choose “Save and continue editing”

Duplicate Record suspected
Is this a duplicate of Embracing insanity :?

g’ Yes: Edit existing items Ne: Save as New Record

Figures 3.3.3.3.12:

Duplicate records message

Step 13: If want to add a duplicate record, KOHA will warned before saving the record.

3.3.34 Editing records

Step 1: To edit the records, it can be done by click on the “Edit” button on the

bibliographic records and choosing “Edit Record”.
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Figures 3.3.3.4.1:

Edit bibliographic records

Step 2: Then, the MARC editor will be open for the records that will be edit.

Editing Tokofr-tokol agama dan kemerdekaan di alamt Melayy / Tajeddin Saman, And Mane! Ahmad
{Record number 149746)
- a .

]

"

"

e 3

¢

¢ =il
am

Figures 3.3.3.4.2:
MARUC editor of the records

Step 3: Another way to search a full record from another library is search via
“Z39.50/SRU”, so you can go to “Edit” button and click At “Replace records via

7Z39.50SRU”.
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Figures 3.3.3.4.3:

Replace the existing records

Step 4: Once you choose that, the “Z39.50/SRU” search window will be appear.

Z30.50/9RU semrch
_— ! Search Inrgfts
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|
by
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|
Figures 3.3.3.4.4:

Search window for existing records at another library

Step 5: Then, search the records by used their ISBN, ISSN, Title of the records, subject
heading and other keywords in the Z39.50/SRU search window. Once you finish edit

the records click the “Save” button on the top of the page.
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Add MARC record

Figures 3.3.3.4.5:

Result from search will be replace to the template
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3.3.3.5 Duplicated record

Step 1: To duplicate the existing records, click “Edit” button and choose “Edit as new

(duplicate)”.
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TN | fatawne ) Trjuimn Ragnatt Abel Masat dhonag
Gerivhns |
Fitrelbulsiy) L)
[ o I
1 i
]
[T
ST
o
Habitsga |3y
v o [l
B
'
h
Puigneistr ‘ i LT o9 " Wig P
Peyeinistomn | " e
Relarie) g ‘A
Figures 3.3.3.5.1:

Duplicate the existing records

Step 2: Then, it will open a new MARC record with the fields filled in the values from

the original bibliographic record.

Add MARC record

D56 Ingrv AZ200353 0 1500

[311]

Figures 3.3.3.5.2:

Search window for existing records at another library
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3.3.3.6 Delete record

Step 1: To delete the bibliographic records click on the “Edit” button then choose

“Delete record”

| + New v | fEditv_}_.‘IaSavev || Ad

The 1965  Eoi record

encyclop Edit items

Type: ﬁ Book Edit items in batch

Publisher: Chicage  Delete items in a batch 5
Description: 628 . Attach item

Medium: [efectran®

Subject(s): Encych Link to host item

Online Resources:  Upload image L |
HPBE View: Sy Edit as new {duplicate)
MARC Preview: St

Replace record via 239.50

No physical Delete all items

Figures 3.3.3.6.1:

Delete the records

Step 2: To delete all item choose “Delete all items”. The bibliographic records can only
be deleted once all the items have been deleted. If you try to delete a bibliographic

record with items still attached you will see that the delete option is grayed out.
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Figures 3.3.3.6.2:

Delete all item

Step 1: To add the new item, click on the “New” ” on the bibliographic record button

and select “New item”
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Figures 3.3.3.7.1
Add item
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Step 2: Or click the “Action” button from the cataloging search result and select

“Add/Edit items”.

Home » Cataloging

| +New record ~ | | @ New from Z39.50/SRU_! - !

1 2 3 258 > >»>>

Title

IAbduIIah bin Mohamed (Nakutia) :

{Aziz Deraman. - Bahagian Kebudayaan
Kementerian Kebudayaan Belia gan Sukan. -
1978 ; Kuala Lumpur : - iii, 113ms. ; ; 32¢m.

500 resuit(s) found in cataleg, 19 result(s) found in reservoir |

» Merge selected ! ® MARC preview ‘

@ Card preview ,
# Edit biblio
+ Add/Edit items

Locatf _ sl
1 Perbadanan Perpustakaan Awam | acjons o
Kelantan R-Rujukan [R, R/BL] i
922.9709595 ABD

1 Pamrmaﬁa“ ﬁwam‘ aﬁnnaﬁ edaag 5

Figures 3.3.3.7.2

Select add item at cataloguing search result

Step 3: Then, edit form will appear, fill up the field information of the record.

Ay imon

T ]

[

Figures 3.3.3.7.3
Edit field for the item
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Step 4: After finish filled the form, then save the records by click the button at bottom

of the page. Click “Add item” for add one item, click “Add & duplicate” to add the item

and fill in a new form with the same value that will be alter and click “Add multiple

item” that will ask how many items and will then add that number of items adding with

add sign +1 to the barcode to be a unique number of barcode.

|4 item| [Add & dupiicate| | Add mutiiple copies of this item|

Figures 3.3.3.7.4
Add item button

Step 5: After the records has been add, the item will be appear in list of table.

v
o ucr o T wam e

Figures 3.3.3.7.5
List of result for added records

3.3.3.8 Editing items

To edit item, it can be done in several ways.

Step 1: Clicking on “Edit” button and select “Edit items” from the bibliographic record.
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Figures 3.3.3.8.1

To edit item in batch

Step 2: After select “Edit items” the list of the item will display then click on the

“Action” button and select “Edit” to edit the items.

Itmen for Abekiflal hin Mohamsd [Nakits) ; gy A1 Darsean (Recoed #1308}

Agdd lig=

Figures 3.3.3.8.2

Action button to edit

Step 3: Click the “Item” tab and the click at the “Edit Items” beside the “Item

information”
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Home Rbary: Perbadenan Perpustakasn Awam Kelantan
Htem callnumber: {22 DT0E%05 ABD
Copy number: 420858

Figures 3.3.3.8.3
Edit Items

Step 4: After click on the “Edit item” it will display the item that would like to edit.

Hame fon Bbgullal bin Moheened (Nakuls) : by Agii Barnman, (Wecort #1900}

TR R PRI s B e e U000 S MR e Tl W =
Figures 3.3.3.8.4
Display the item that would like to edit.
3.3.3.9 Edit item in batch

Step 1: To edit item in batch, click “Edit” button and select “Edit items in batch”
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To edit item in batch

Step 2: Then the list of the items will be display. Check off the items that would like to

edit and click
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Figures 3.3.3.9.1

The list of the items display

Step 3: Or click on the “Edit” at the right of each item in the “Holding” tab.

116




Figures 3.3.3.9.2

Edit item at edit button

Step 4: There is also a button to edit the item from the search result in the staff client.

Click at “Edit” button at the right of the item to edit the item information.

Figures 3.3.3.9.3

Edit item at edit button
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3.3.3.10 Item status update

Step 1: To check the item summary click the “Item” tab at the left of the bibliographic

detail page.

TeHoRpkoh agams dan kemerdekzan 4| atam Malayw
asmal
2wwihe
skl It

- Bl L St M
«i"ms Bave M

Jnshwry

faernda TOMYE]
N wnderraes e o

n.-.!i.- as s e eyt .1*:;

Figures 3.3.3.10.1

Item status update

Step 2: To update the status of the item to mark as a lost item, select the status of the

item at the dropdown symbol at the right of the “Lost status”.
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Statuses

Current Iocation:  [Terjziss banjir} Perpusiskesn Dass Debong

Checkout status:
Current renewals:
Lost status: Choose ¥ |[set st
Damaged status: g Overdue (Lost)
. Lost
History Lest end Feid For

Accession date: Missing _
Total checkouds: [ (View ftem's checkout history)

Last seen: 10/10172012
Last borrowed:
Publfic note:
]
Figures 3.3.3.10.2

Change lost status item

Step 3: To mark the item as a damaged item choose the damage status by clicking the

dropdown symbol at the right of the “Damage Status”.

Currend looation:  [Tesjejes banii Perpustakezn Dess Datong
Cheshout status:

Oamaged status: [ Crocse ¥ It puns]

History Samegec
Ascession date: 0T2012
Total checkouts:  © {View fler
Last seen: 102012
Last borrowad:
Public note:
Non-pubiic note:
Figures 3.3.3.10.3

Change damage status item

Step 4: After complete change the lost status and damaged status
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CHAPTER 4: INDUSTRIAL TRAINING REFLECTION
4.0 INDUSTRIAL TRAINING REFLECTION

During the whole time of industrial training, the traince was able to gain a lot of
experiences and knowledge suitable with the information management fields and it was
useful for the trainee in the future. The trainee was able to implement the knowledge
gained from Information management fields in order to improve the organization
services, management and so on. During five month in industrial training, trainee also

able to improve both hard and soft skills during the industrial training in five month.

4.1 APPLICATION OF KNOWLEDGE, SKILL AND EXPERIENCE IN

UNDERTAKING THE TASK (KNOWLEDGE GAINED)

Through five months industrial training at Kelantan Public Library Corporation, trainee
have gained a lot of knowledge about library management. Aligned with the objective
of industrial training which students are able to apply knowledge from their study to the
working environment. Basically, there is a lot of knowledge, skills and experienced that

trainee has gained during industrial training, which is:
4.1.1 Communication Skill

Form the internship training the trainee able to improve the communication skills via
communicating with the supervisors, library’s staff and the users within Kelantan Public
Library Corporation. The trainee has applies the communication skill for information
professional (IMD121) course during communicate with all the staff and the user of the
LIBRARY. trainee gets the chance to improve the communication skills in the real
working environments. As individual who comes for seeking training in the real
working environments, trainee needs to communicate with other in order In addition,

trainee also gets the chance to sharpen the communications skill because trainee also
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needs to meet and deal with the users of the library. Interacting with others in working
environment during the industria]l training will facilitate trainee to become better
communicator and making friends since communication express how people respects
others in the professional. Trainee also able to enhance this skill by trying to purposes
any idea for the better improvement of the library management with the supervisors.
Trainee can share the problem during the training session and can improve in
communication skills when speak with different people and different level of the

position.

4.1.2 Designing Skill

The trainee has applies Electronic Publishing (IMD214) course during the industrial
training which is design poster, bunting and magazines and others. In the industrial
training the trainee has learn hoe to design the poster, bunting and magazines using
Adobe Photoshop and Adobe InDesign to make text editing. During the study, the
trainee has lean the Electronic Publishing subject which is learnt how to used the Adobe
Photoshop and Adobe InDesign to make the assessment. From that, the trainee can used

the skill for design the poster for the industrial training.

4.1.3 Records Management (Classification and Filing System)

On the internship training the trainee has applied The Foundation Record Management
(IMD123) subject in doing the classification records. The trainee has been learnt about
the classification of the records on the study then trainee can apply on doing their job at
the organization which is PPAK. The trainee has know the difference of the
classification number of the organization. The trainee also has arrange the records into
their shelves according to the classification number. Then the trainee also learn about
the closed the file and open a new file on the study then applied it on the internship

training. The file are been closed when already full and open a new file . When open a
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new file, the need to follow the reference number and only change of the volume of the

file.
4.1.4 Management Skill

The management skill is very important in every things especially in doing any task and
work. Trainee also put the time management in the first place for each the given tasks. It
is because a good time management will show what kind of we are. Trainee also learned
how to manage the time and give prioritize the important tasks when trainee need to
complete all of them in one time. Trainee always put the dateline for each given tasks
by the supervisors or other library staff because trainee needs to be prepared if the
supervisors or other staffs could just for asking the given task at any time. Time
management make trainee learn to be more responsible and punctual in each given
tasks. Trainee also learns how to manage events or programs in small group of
members. It is very challenging because it lack of member and needed to do everything
on its own. Before industrial training, trainee have learn the subject of promotion of
information product and services (IMD). This subject requires the student to manage
event with a large of the members. So, trainee was apply the knowledge and experience
that trainee have before for managing the events. Managing the events or program make
trainee learn how to manage the events or program and give experience to trainee during

the industrial training.
4.1.5 Technical Skill

The technical skill that has been learn from the industrial training is about the KOHA
system. This system is used at the cataloging unit and circulation counter. The trainee
learn how to key-in the data about the material into the system. Then the trainee also
need to communicate with the user and dealing with the user through called and walk in

at PPAK, check in and check out the materials for user, collect the registration and
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fines. Within this task the trainee can learn how to develop the technical skill in order to
manage the circulation counter. Beside the technical skill also can be develop through
user which is when the user need information about the materials in library, the trainee

try to help the user to search the material using OPAC System.
4.1.6 Accept challenge

Industrial trainee realized this excellent experience and gather a lot of knowledge in the
classroom, but personal approaches are invaluable. This internship has given many
improvements in industrial trainee formal education especially when learn to accept
challenges. The best way to learn is do it and accept any kind of challenges as new
knowledge. Trainee are accept the task that given by the supervisor and complete the
task on a time even though the trainee feel stress from the staff but the trainee able to
accept the challenge and able to finish the task. Industrial trainee feel very grateful for
this challenges and think being in this industrial training is very valuable to a student, it
is a little sense in the real world, it helps to strengthen the knowledge of responsibility,
focus, drive and ideals that have to be responsible for people's money, work timely,
completed all the tasks that had set up, industrial trainee learned to focus on certain
goal. Getting experience, and moving into the world of work is a very meaningful
memory that industrial trainee will not forget. Being in this learning journey needs to be

guided, focused and require someone who will never give up
4.2 PERSONAL THOUGHT AND OPINION

Having five months of industrial training at PPAK allowed trainee to grow in many
aspects. So many experiences and knowledge have trainee gained over the industrial
training period. In this section, trainee would discuss about personal taught and opinions

that trainee felt during doing industrial training:

4.2.1 The Environment of Workplace for The Trainee
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All the library staffs at PPAK are friendly and very helpful. They have the corporate
manner in handling things with the students and any staff of PPAK which are from
other units. For example, when trainee was on duty at the circulation counters, trainee is
received a call from the academic staff for renewing the books that have been borrowed.
Before this, trainee was never been received a call from the users. One of the library’s
staff was teach trainee how to manage the process of circulation by using a call. Trainee
also notices that the library staff also user friendly while dealing with the users. The
users do not felt stress or scare to ask help from the library’s staff because they always
try harder to help the users. They also provide all services with smile and due to this,

there were no complaints about the library staff attitude.

The library staff also treat the trainee as their own family which they ready to give
guidance to any work field and unrelated with the work. They always were always
reprove when the trainee did something wrong and willing to share their opinion and
ideas in developing the services and facilities in the library. They also encouraged the
trainee to give opinions and sharing knowledge to them. They also were sharing their
experience to the trainee which can give inspiration to do the better one during

industrial training.
4.2.2 Leadership

Leadership is important because it could help some people to do the right things. For
example, they set direction, build an inspiring vision, and create something new.
Leadership is about mapping out where you need to go to "win" as a team or an
organization and it is dynamic, exciting, and inspiring. It has a close relation with
leaders. Yet, while leaders set the direction, they must also use management skills to
guide their people and work well as a team to the right destination, in a smooth and

efficient way. Industrial trainee feel by work well as a team could lead a better quality
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of work. Because many of ideas, new practice that can receive from library staff,
without help and guide given in this learning process, industrial trainee would not be
able to successful complete the task that has been given in a timely manner. For
example, the trainee involve to handle big event with the others agency from outside,
the trainee see that to work as a team that lead by a good leader than the program are
successful to manage. When performing task with different people who has more
experience, industrial traince learned the various method and techniques shared through
the people who taught industrial trainee. Here industrial trainee learn to accept the
opinions of others without depend on industrial trainee way only. Although it took the
time to feel comfortable allowing others to share the task but eventually industrial

trainee knew it was ok and this is called process of learning.
4.3 LESSONS LEARNT

During the internship training, the trainee has learn the ways of communication with the
staff. The industrial training is a good platform for trainee to been exposed for the
experience and get ready to the real working environment especially for the person who
does not have working experience in the fields of information management. Before this,
trainee has never had any basic experience in working in library fields, so this industrial
training which has been held for five month gave trainee so many lessons learnt at
Kelantan Public Library Corporation. Trainee is able to learn something new and able to

adapt the working environment during the industrial training.

During the industrial training at Kelantan Public Library Corporation, trainee should
face with different people at all the level units in library especially when trainee was
dealing with the users at the circulation counter. When dealing the users, the
communication skills is very important to make sure the user are understand what the

trainee trying to deliver the information to them. Dealing with other people does not we
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know is challenging the trainee for adapting the new environments. In addition, when
traince able to adapt the new working environment, trainee able to think creatively,
ready to make changing action and improving the skills and knowledge. As the result,
trainee able to build the interpersonal skills as well as give the good effects on the
productivity of the work or the tasks given. The trainee also learns to receive
instructions from the supervisor and execute the instructions properly at the early of
industrial training. After a few weeks, traince already knows what they need to do in

each process of operation services.

The lesson that trainee learn during the industrial training is, the trainee learn about to
wear the formal attire, dressed in polite, wearing a covered and dark-color shoe and
others. Personal appearance is very important and it a first impression against that

person and it able to change someone perception towards other people.

Then, the trainee also learn to be punctual person and appreciate the time during the
industrial training. The trainee learn to be a punctual person the trainee will able to
manage time very well. When the staff give a task, then the trainee are able to complete
the task according to the time that has given. Other than that, the trainee also able to
learn and being exposes for the real working environments especially for the person
who has none of working experience in the fields of information management. Before
this, trainee has never had any basic experience in working in library fields, so this
industrial training which has been held for five month gave trainee so many lessons
learnt at Kelantan Public Library Corporation. Trainee is able to learn something new

and able to adapt the working environment during the industrial training.

Being involved in the library gives the opportunity to develop the responsible value
especially when organized and management information about the PPAK library. When

industrial trainee act responsibly, or do the things it will lead to responsible for any task
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and to have a positive consequence. A consequence is what happens as a result of
actions. When making any task given with responsible, it will spread a positive
outcome and get the positive consequence for a task well done. However, if making
with irresponsible, it will lead to feel the pain of a negative consequence for a task done
poorly or not at all. Being responsible leads to more trust and freedom because people
know they can count on trainee to do the things that are expected to do. Being
responsible can also be a big part of keeping safe. Trainee believe if someone
responsible in any task that has been given it will help in enhance the quality of task due

we put the best action on it

4.4 LIMITATIONS AND RECOMMENDATIONS

During industrial training at Kelantan Public Library Corporation, trainee was observe
several of problem that occurred in the department for the staff to conduct their job
daily and various deficiencies that require particular actions that should be taken to
enable the staff in the department to perform their daily tasks by proving optimum level

of performances.

> Lack of security in the library
From the trainee observation, the security that serves in the library is not well
secure. It is because some parts of the library do not have CCTV. This limitation
can cause the missing of collection such as user stuff and the books. The absent
of CCTV cannot detect any of the user that doing it.
Recommendation:
The library needs to expedite the process of replacing new safety equipment
to prevent the loss of reference material continuously. This is because there are
barriers for library staff that is on duty at the circulation counter to control every

movement of the users of the library. Library should install more CCTV on each
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unit especially around the shelves to control the movement of the user. Next, the
library should have install the latest Radio Frequency Identification (RFID)
which uses clectromagnetic fields to automatically tracking the security strip
that attached in the books. The security strips contain electronically stored
information and it’s capable to prevent the books form being stolen or bring out
from the library without borrowings status. RFID Detection Gate System one of
the latest technology security system that able to detect the items that have not
been properly checked-out. The audible and visible alarms are automatically
triggered when improperly checked-out materials are passed through the gate
system.

Lack of equipment and facilities

Based on the observation from the training, trainee identify the the library do not
have provide enough equipment for the user in term of providing a services to
their customer. For example the facilities that library provide is a computer
services in a multimedia room. The computer that provide in the library is not
enough for the users and cannot fulfill the user need at PPAK.. For example, on
the weekend, the are a lot of the student comes to the library to use a computer
to find information or to do their assessment. The number of the computer that
provide for the user now is not able to accommodate the number of requests
from the users. When trainee was on duty at the Multimedia Room, a few of user
want to use computer but the computer was not available on that time. So those
user need to wait for using the computers.

Recommendation:

The library needs to provide enough computerized room facilities. This can be

seen through monthly statistics, the amount of computer usage contributing to
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4.5

the increase in user attendance to the library. The total of computer facilities
need to be added and each computer always need to make regular maintenance.
Collection on the shelf

The arrangement of the books on the shelves is not very efficient. It because
there are many books are being place at the wrong place. The impact of this
situation is the users can have the problem to find the book and cannot get the
book that they want. The major problem is because of the misplaced or the book
is not at the right shelf. Sometimes the user are complaint to the staff about the
this problem. This is happen because of the late in shelving the books on the
shelves an do not put the books on the right shelf. Then, the library has a
dumping of the old books that are not being disposing. Because of that, there is
lack of space to place the new books on the shelves.

Recommendation:

In order to avoid the dumping book in the library, the librarian should make
appraisal process in order to choose the books to be saved and provide to the
user. However, this also can save the space for the books that will be shelved in
to the shelf. To ensure that the correct arrangement in shelving the books,
librarian must make a routine every day to check the arrangement of books on

the shelf according the call number given.

CONCLUSION

Furthermore, the main objective of the internship program is to expose students in a real

industrial and working environment besides providing them with the great and vast

experiences. Within the internship, it gives opportunities to students for applying their

acquired knowledge and skill during their study in the working situation. This training

will give the opportunities for students to strengthen student’s skill and make sure
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student apply all the knowledge and skill that gain from their studies. The internship is a

platform for the student to gain experience in an actual workplace.

However, from the industrial training it gives beneficial exposure for the student in ta
way they managed to apply the theoretical knowledge from the university into practice
through the assessment, task that have given by the organization that intern was

instructed to do.

For the past five months industrial trainee have undergone industrial training at PPAK
library, a lot of experience, skill and lessons that have acquired and through which
definitely worthwhile. Despite going through various challenges during the practical
period of PPAK library, it was a valuable experience become better employee of
organization in the future. With this, industrial trainee aware of the importance to have a
good management aspects in the organization and to become as one of the best library

will be refer by other libraries in the future.

Industrial trainee agreed if the industrial training program should be continue to provide
for last semester student because this is one of platform that new comers can learn and
gain opportunity by dealing and assigning several of task that will be given by their
supervisor. New industrial trainee able to increase a lot of new knowledge and develop

many skill which can help them in the future when deal with the real working life.

It is hoped that the opportunity given to undergo industrial training at PPAK library is a
valuable experience that industrial trainee cannot be obtained elsewhere and this
internship has given many benefits and experiences as future professional as well as an
individual, in which it will makes more disciplined and more focused on the goals what

to be achieved in life either professionally or personally
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