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ABSTRACT

The academic writing report paper is based on the period from 4 February to 30 June
2015 at Skali Group. The academic writing is based on the industrial training of trainee
in completing IMC 690 (Industrial Training).The industrial training is an opportunity
where students can test their knowledge and creative thinking by relating the theoretical
knowledge gain from the studies with the applications in the industries. With duration of
22 weeks, trainee is placed in preferred companies in order to undergo the industrial
training. The trainee has been placed under SCALE department and join their training
programmer called Skali Employability Enhancement Program or shortly known as
SEEP. SEEP has provided modules and training classes for first three months to
acknowledge and gain new knowledge and experiences by Corporate Social
Responsibility by organizing outreach program, Entrepreneurial Development
Programmed, and soft skills class. The remaining of internship duration, trainee is
assigned in completing the Learning Management System (LMS) which project is
assigned by supervisor during the internship duration. The project is starting on 4
February 2015 until 30 June 2015.

Keywords: Industrial Training, SKALIL SCALE, SEEP, Corporate Social Responsibility,
Entrepreneurial Development Programmed, Outreach Program, Soft Skills, Learning
Management System (LMS)
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Chapter 1 : Introduction

This chapter is about SKALI Group as the selected organization in completing
industrial training, which is describing the background of the organization and also the

organizational structure.

1.1 Background of the Organization

Figure 1-1: Skali Group

The story of SKALI is that of a survivor; a story of a brand that has managed to
overcome many challenges and has successfully surged forward in its quest to create
and share beneficial initiatives and values with the communities it interacts and
engages with. The SKALI story began when the internet euphoria was still in its
infancy, when a group of aspiring five young guns and a lady joined forces to be part

of the excitement in the 1990s.

Four of them remained to be the core of SKALI's management is Tengku Farith
Rithauddeen, Aimi Aizal Nasharuddin, Saiful Khairi Zainuddin and Maznida Mokhtar.
Astonishingly enough, none of them were from IT background. The inaugural first
ever project for SKALI was conceived when they clinched the licensing deal to
operate the Asian based mirror website for AltaVista, a search engine that was fast
growing in popularity then. They had a difficult start with many great challenges right

from securing the deal to getting investments into the company and in realizing their

1



business plans. It did not take them long before they realized their business model was
not working as planned. Matters had gotten worst in just a few months and the

company was threatened with bankruptcy.

Their unwilling team spirit and togetherness made them stalwarts who did not
waiver and call it quits. With a revived business model, plus more sweat and tears,
and with mutual support and encouragement from each other, they have grown by
leaps and bounds. SKALI officially became a brand when http:/
altavista.skali.com.my was launched in June 1997. The brand name was deemed
appropriate as in Malay "sekali" means TOGETHER. It was the spirit of
"togetherness” that strengthened and unified them as one, that prepared them to face
and overcome their onslaught of challenges. And "togetherness" has become the

fundamental philosophy of SKALI's culture.

Now, SKALLI is more than just a portal-search engine, it is the pioneer in e-business in
Malaysia with clients spanning the ASEAN region as well as the United Kingdom

and the United States.

Some quick facts about SKALI Group:

i.  SKALI is the largest commercial open source company in South East
Asia. We deploy enterprise level open source technologies to our
customers who are affordable, scalable, and seamless to other systems.

ii.  Over 18 years of experience in the ICT industry.

iii. Implemented more than RM300 million worth of projects of various
enterprise web based solution for high profile clients.

iv.  Developed, managed and maintained a number of concurrent projects
including the award winning Managed Portal Services for the

Government of Malaysia.



v.  Produced 80% of Top 3 websites and 40% of Top 3 portals for the
Government of Malaysia.
vi.  First Public Cloud Provider in Malaysia.

vii. Trained & developed over 1,000 unemployed graduates.

1.1.1 Company profile

Table 1-1: Company Profile

Name of Company : SKALI Group/ Alam Teknorkat Sdn. Bhd

Year of Establishment : 1999

Address : Level 15, Menara Sentul, 86, Jalan Sentul, 51100 Kuala
Lumpur.

Telephone Number 1 +603 4043 9888

Fax Number 1 4603 4043 0999

Email : enquiries@skali.net

Website :  http://skali.net/web/guest/home

1.1.2 Mission and vision

“Our value gives us our "Competitive Advantage"

Together SKALI scale the height of success. The value is the essence of the SKALI
culture. The values distinguish them from the others by the work they do. The values
epitomize the mission to help their clients make distinctive, lasting and substantial
improvements to their organizations. The values exemplify their vocation to grow an

organization that attracts, develops and retain exceptional SKALIans.



1.1.3 Logo of Skali Group

SkalieGF{OUP OO

Enterprise Web /  create.value.share

Figure 1-2: The Logo of Skali Group

The cultures that SKALI Group applied in the company are:

We Create: SKALI creates innovative solutions that meet the needs of any
Organization and market place. Our diversified clients list bears testimony to
our excellent results achievements that put them on the new frontiers of e-
business.

We Value: SKALI delivers its promises by building business confidence and
efficiency to widen your market reach globally. Our solutions help lower total
cost ownership, increase competitiveness and maximize investment.

We Share: SKALI believes in the power of sharing. We openly share our
ideas, experiences, knowledge, expertise and successes, to bring you proven

technologies and business solutions that work.
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1.2.2 Senior Management

TENGKU FARITH RITHAUDDEEN

GROUP CEO AND CO-FOUNDER
OF SKALI GROUP

‘["Z‘-JI ;

MAZNIDA MOKHTAR

GROUP CFO, COMPANY
SECRETARY AND CO-FOUNDER

OF SKALU GROUP
kali
5 ‘:ﬂ‘ l SHAHIZAH SHAHARUDDIN
.2 _|SENIOR VICE PRESIDENT, GROUP AHMAD ZIKRI JOHAR
= GROUP FINANCIAL

CORPORATE AFFAIRS OF SKALIL
' GROUP

CONTROLLER OF SSKALI GROUP

~
sl
— NORAZAM ZAKARIA AHMAD KAMAL BIN HASAN BASRI
! | CEO, SKALI E-BUSINESS HEAD OF OPERATIONSOF SKALIL
SOLUTIONS WEB SERVICES SDN BHD
MOHD FAZLY MOHD YIN

CEO, SKALI MANAGED E-

Figure 1-4: Senior Management Board




Chapter 2 : Organization Information

2.1 Departmental Structure

CEO
NORAZAM ZAKARIA

, — — 4 ——
STAKEHOLDER ‘ i FACILITIES |
ﬁ MANAGEMENT ‘ i RECRUITMENT J TRAINING | E MANAGEMENT |

MANAGER '—l—-‘
HOST UNIVERSITY SENIOR EXECUTIVE FAIZ SHAARI
COMPANIES AND MANAGER EXECUTIVE MUN'AIM MARZUKI
PLACEMENT COLLEGES §

EXECUTIVE

SYAZWAN
SUHAIYUDIN

PROGRAM CSR COORD. | \
COORD. DI TRAINERS
RAFIZAMIN

KHAIRIYAH

A
EXECUTIVE VACANT
VACANT

ROZIANA

ROSMA WANI

Figure 2-1: Departmental Structure



2.2 Department Function

SKALI Community Engagement Sdn Bhd (SCALE), SKALI Community and Learning
Engagement are the department that produces entrepreneurs and leaders through its social
entreprencurship system which supports and facilitates evolution of entrepreneurs and

enterprises.

SCALE provides human capital development training excellent that meets the industries
requirement and to prepare trainee to be viable and dynamic entrepreneurs who are able to
compete globally. Moreover, SCALE is human capital specialist dedicated in
Information, Technology and Communication (ICT) training, Business Management and

Personal Development Training and Entrepreneurship Development Training.

This department also provide high quality training program that enhance individual and
organization’s ability with strong relevant knowledge and expertise of real world practices
as well as local best practice. SCALE is a Multimedia Super Corridor (MSC) status
company since year 2004 which has been awarded the Asia Responsible Entrepreneur
Awards Program (AREA) 2010 for Community Engagement Category. SCALE is a
HRDF certified training provider by PSMB. With this certification, companies that
contribute to HRDF fund are able to claim the cost of their training provided by SCALE

from PSMB.



Chapter 3 : Industrial Training Activities
Chapter 3 is focusing on industrial training activities of trainee at Skali Group, which is
covering on the training activities and also the special projects that conducted by the trainee

during internship duration.

3.1 Training Activities

For chapter 3, is focusing on the training activities that have been provided by the
organization. For the first three month, we are attending Skali Employability Enhancement
Programmed (SEEP) which is attending three main classes, which are Corporate Social
Responsibility (CSR) classes, Entrepreneurship Development Programmed (EDP) classes
and Soft Skill classes. In this chapter also mention about the daily task given by the
supervisor. In additional, also mention about the other training activities, which is the
trainee involved into others CSR project’s group. For the special project section, is focusing
on the major projects that conducted by trainee during the practical duration, which is
outreach program, system development of e-Registration system (ERS) for Persatuan
Sindrom Down Malaysia (PSDM), web development of official website of Persatuan
Sindrom Down Malaysia (PSDM) and lastly, system development of Learning

Management System (LMS).

3.1.1 Skali Employability Enhancement Programmed (SEEP)
SKALI Employability Enhancement Program (SEEP) was launched by 1 Malaysia
Development Berhad (IMDB) to support understudies from Higher Learning Institution

(HLI) around the nation to take part in the system.

SEEP is an internship project intended for the understudies in their last year of studies



that need to experience mechanical

trainings

or modern connections. The

SEEP Program will supplant the ordinary Industrial. Training gave by the business to

an Employability Enhance Program beginning from 2014. The SEEP duration is three

month. The main objective of this program was been marked on SKALI group website

http://www skali.net/seep-internship-programme that as followed:

e To produce graduates with high interpersonal skills, self-esteem and confidence.

¢ To generate marketable and competent graduates for employment locally and

abroad.

e To produce graduates with independent values and some entrepreneurial traits.

e To provide students with Industry Recognized Certificates upon completion of the

programmed.

o1 02

Mini project Soft skills
To encourage students T train and srepore
to opply the skills and students with knowledgs
knowledge gained at and skills requirements
the university ta benafit of current and future
the ergonizations wark environments

03

EDP /CSR
case studies

T instill communication
skills which include daily
interaction with the
working envirormant
and techrical writing

Figure 3-1: SEEP Programmed Approach

O4

IRC

Ta expute students to
real working expererce
which wil improve their
marketohility after
graduation

10



3.1.1.1 Corporate Social Responsibility (CSR) Classes

Corporate social responsibility (CSR) is a management concept whereby companies
integrate social and environment concerns in their business operations and interactions with
their stakeholders. The CSR program is one of important training activities because from
CSR, the trainee can has a better motivated and more productive and build good
relationship with other organization. More than that, CSR can make trainee more

competitive and reduces the risk of sudden damage to the reputations.

Skali Group exposed the SEEP programed trainers to create a Corporate Social
Responsibility (CSR) event to help an organization that really needs some of a favor such
as money, groceries things, services and etc. The objective of this CSR event is to teach
trainee how to conduct an organization, how to work in a team, how to run a business
and how to deal with other organization without monitoring from company supervisor. The
trainee need to be attending six classes of CSR to gained any information related to

corporate social responsibility, which is to make sure the CSR Project will be successful.

3.1.1.1.1 Corporate Social Responsibility 1

For the first class of CSR, trainee is being exposed to the Introduction of Corporate Social
Responsibility by the Mr. Aidi R.Amin. As information, SCALE has been provided
RM500 has early modal that was given to the groups as lane start up for starting a
business. From RMS500, the groups must grow the money. Trainer is delivered the
information that related CSR and the issued relates to its. The trainee are asked to discuss
about the CSR project in the allocated group or company, which is be allocated in the first
day at Skali Group. As the information, the group that allocated is based on the voting.

Therefore, each group has different trainees, which is from different university and has
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different educational background. The trainees is discuss about the organization will be
help and also the mission and also the objectives of helping the organization. In additional,
they need to discuss and build the company or group with the name, organizational chart,
vision, mission and also the objective of the establishment. After the discussion, the groups
need to present the output of the discussion in front of the trainer and also the other

trainees.

Table 3-1: List of QOURA members

NAME UNIVERSITY
Amiruddin b Mohd Nor UiTM Kelantan
Hariz b Md Annuar UiTM Kedah
Mohd Firdaus b Razali UiTM Kelantan
Muhammad Bukhari b Nor Afendi UiTM Kedah
Muhammad Husaini b Abdul Rahman UiTM Kelantan
Nor Azmah bt Mohamed Ali UiTM Kelantan
Nur Al Shifa bt Kamil UNIKL, Kuala Lumpur
Nur Najwa bt Jamil Khair UiTM Puncak Perdana
Siti Hajar bt Hassan UiTM Kelantan
Zati Syazwani bt Shaharuddin UiTM Kelantan
Nur Amalina bt Ahamad Nasarudin KPTM, Kuala Lumpur

Q#éURA

Nct for us Bul for them

Figure 3-2: Group 9 (QOURA)

The trainee group named is QOURA, which is from group 9. Trainee and the group are
choosing Persatuan Sindrom Down Malaysia (PSDM) as the organization to conducting the
CSR Project. Persatuan Sindrom Down Malaysia (PSDM) is located at No. 87 Linkungan

U-Thant, Kuala Lumpur. The main reasons of choosing PSDM as the organization that will
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be help is to cheer up those disabilities peoples and also help and realize the dream of

PSDM who are not afford them to do so.

Persatuan Sindrom Down Malaysia (PSDM) was established by a group of parents of
children with down syndrome and has been officially registed with the Pertubuhan
Pendaftaran on May 11, 2001. PSDM is a volunteer’s welfare organization that received
recognition as the Department of Social Welfare Organization at the national level that
welfare of individuals with Down syndrome and their families. In 2006, the PSDM was
accepted as full members of the Council of Welfare and Social Development Malaysia
(MAKPEM). Until now PSDM was established intelligence network with the Ministry of
Women, Family and Community Development, Ministry of Education, Ministry of Health,
Department of Social Welfare and various Government Agencies and Corporate Body. This
enables intelligent communication strategy is a win-win and has helped improved the
quality of life PSDM individuals with Down syndrome through the perspective of welfare,
health, education and careers. PDSDM uniqueness is administered by the parent of children

with Down syndrome and Down syndrome welfare groups from birth to the end of life.

The objective of establishment of PSDM is to increase the level of awareness and
understanding of those with down syndrome children to assist their absorption in the
community, to assists and provide support to be school and their family members. In
additional is to organize training course, seminars, research and activities related to the

down syndrome children.
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3.1.1.1.2 Corporate Social Responsibility 2

Corporate Social Responsibility (CSR) 2 is conducted by Mr.Aidi R.Amin as the
trainer. For this class, the trainee and the group need to present the assessment given in
the class CSR1, which is related to the organization or any Non-Government
Organization (NGO) that have same function and aim to the selected organization of
CSR Project, which is Persatuan Sindrom Down Malaysia (PSDM). For the
presentation, trainee and the group choose Kiwanis, Institute Nury, Fastura Putra and
also Persatuan Kebangsaan Autism Malaysia (NASOM) as the comparison
organization, which is have same function and aim with Persatuan Sindrom Down

Malaysia (PSDM).

After the presentation, the trainer continues the module about “Skalian Cares”. This
module is about the business with corporate social responsibility. As homework, the

trainer gives the Business Model Canvas to be finish and present it in the CSR3.

3.1.1.1.3 Corporate Social Responsibility 3

CSR 3 is conducted by Mr. Aidi R.Amin. Trainee and the group are present about the
updates of CSR Project with Persatuan Sindrom Down Malaysia (PSDM) and also the
Business Model Canvas. For the updates, trainee and the group is conducting meeting
with the secretary of PSDM, Puan Hanizan and also administration officer, Puan
Zuriana. For this first meeting, trainee and the group identify requirement that are
needed by the Persatuan Sindrom Down Malaysia (PSDM). From the meeting, trainee
and the group identify there are four needed by the PSDM, which is system for
registration, interior design (painting), playground renovation and also need volunteer

for Sindrom Down World Day event on 21 March 2015.

Business Model Canvas is a strategic management and entrepreneurial tools. It allows

describing, challenging, inventing and pivoting the business model. From the Business
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Model Canvas is to guide thinking through each of the key components or building
blocks for devising a business model. In this respect it allows a business to understand
how each aspect relates to the others, which is how to functions, activities and also the

processes interlink and interlock.

3.1.1.1.4 Corporate Social Responsibility 4

Corporate Social Responsibility 4 is with trainer, Mr Aidi R.Amin, which is teaching
about Selling Techniques and also the trainer want to the groups to update the latest
CSR Project. For the module, the trainees is inform about how to selling the product
with successful, which is to expand the modal that given by SCALE to help the selected
organization. For the update of CSR Project, the trainee and the group present about the
how the group expand the money. Trainee and the group expand the modal given by
selling the curry puff and also sausage at the office. In additional, the group plan to
conduct the fund raising program which is car wash at KPTM Kuala Lumpur and UiTM
Shah Alam called “A Wash to Help”, to expand the modal given. And the plan is in
progress in prepared the proposal and gets the permission from both KPTM and UiTM

administration.

3.1.1.1.5 Corporate Social Responsibility 5

Corporate Social Responsibility 5 is about to updated the progress of CSR Project with
Persatuan Sindrom Down Malaysia (PSDM). Based on the discussion with the members
and also the Persatuan Sindrom Down Malaysia, the group is ready to help PSDM to
develop the system and official website of PSDM and also paint the upper level of the
building Persatuan Sindrom Down Malaysia (PSDM) and as the cover of this project,
the group held a small ceremony and banquet for the children and administration of

Persatuan Sindrom Down Malaysia (PSDM). The trainee and the group are explained to
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the trainer that the group is dividing into two main groups, which are System Develop

Team and Outreach Team to achieve the goals and success of the CSR Project.

Table 3-2: The Team in Qoura

SYSTEM DEVELOPER TEAM OUTREACH TEAM
Muhammad Husaini b Abdul Rahman Muhammad Bukhari b Nor Afendi
Amiruddin b Mohd Nor Hariz b Md Annuar

Noor Azmah bt Mohamed Ali Mohd Firdaus b Razali
Nur Al Shifa bt Kamil
Nur Najwa bt Jamil Khair
Siti Hajar bt Hassan

Zati Syazwani bt Shaharuddin
Nur Amalina bt Ahamad Nasarudin

The team is conducting the task related to the specify team, in which to make the CSR
Project with PSDM is success and achieve the mission. In order to expand the modal of
CSR Project, trainee and the group had get permission from KPTM Kuala Lumpur to
hold the fund raising program called “A Wash to Help” from 16 March 2015 until 18

March 2015 from 9.00pm to S5pm.

DATE: 16-18 MARCH
TIME: 9.00AM-5.00PM
VENUE: KPTM KUALA LUMPUR

Figure 3-4: The Poster of a Wash to Help

In Corporate Social Responsibility (CSR) 5, the trainer conducted discussion on

Standard Operation Procedure (SOP). SOP is procedure specific to the operation that



describes the activities necessary to complete tasks in accordance with industry
regulations, provincial laws or even just the own standards for running the business.
Any document that is a “how to’ falls into the category of produces. After the
discussion, the trainer asked to create and built the SOP based on the group of CSR

Project and presented it.

3.1.1.1.6 Corporate Social Responsibility 6

Corporate Social Responsibility (CSR) 6 is the last class of the CSR classes. Trainee as
the repetitive of the group Qoura presented about the final report of CSR Project with
Persatuan Sindrom Down Malaysia (PSDM). All the presentation materials is provided

and can be refer in appendices section. The presentation is about the:

i) Board of Director
it) CSR Program
- Development of e-Registration System
- Development of official website of PSDM)
- Paint the PSDM building
- Banquet for syndrome down children’s

iii)  Financial report

In CSR 6, the trainer conducted evaluation session with group leader. The evaluation
purpose is about to evaluate the group members and give the score of trainees task
during the corporate social responsibility project. The evaluation result of trainee in

CSR can be referring on Appendix A.

18



3.1.1.2 Entrepreneurship Development Programmed (EDP) Classes

Entrepreneurship Development Programmed (EDP) is generally composed to sustain
the ability of youth by edifying them on different parts of modern movement needed
for setting up Mses. These EDPs are for the most part led in ITs, Polytechnics and
other specialized organizations, where expertise is accessible to persuade them

towards independent work.

The course substance of the Entrepreneurship Development Programmed (EDP) are
intended to give helpful data on item or process configuration, assembling practices
included, testing and quality control, choice and use of proper hardware and supplies,
undertaking profile arrangement, advertising roads or methods, item or administration
estimating, fare opportunities, framework offices accessible, money and budgetary
organizations, money stream, also in the other term it can also know as project
profile preparation, marketing avenues or techniques, product or service pricing,
export opportunities, infrastructure facilities available, finance and financial

institutions, cash flow and others.

3.1.1.2.1 Entrepreneurship Development Programmed (EDP) 1

Entrepreneurship Development Programmed (EDP) 1 is conducted by Mr. Saiful Khairi
as the trainer. EDP 1 is exposed trainees about the introduction of entrepreneurship and
about the business world and why people doing the business. In additional, the trainer
exposed about some topics which is includes entrepreneurship mindset, creativity and
business idea and lastly business strategy or business plan. The objectives of EDP 1 are
to decide or choose what types of business that organization wants to start and how the

organization can gain the profit from the business.
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3.1.1.2.2 Entrepreneurship Development Programmed (EDP) 2

Entrepreneurship development programmed (EDP) 2 is conducted by Mr. Saiful Khairi
that delivered a lot of information about understanding the concept of product and
services in term of planning. The product of services is including product, product
planning strategies, product process, select product or services and also the key product.
While decision is includes of branding, product features and also packaging. At the end
of the class, the trainer gave the assessment to do some research about any product that
available and find the information about the company background, product, market
strategy, current issues and also the competitors. Trainee and the group had decided to

choose Ramly Sdn Bhd as the product to be presented in the next class.

3.1.1.2.3 Entrepreneurship Development Programmed (EDP) 3

Entrepreneurship Development Programmed (EDP) 3 is about financial planning and
source of funding, which is related to CSR Project. Basically, the EDP 3 is to determine
the capital requirement, capital structure and also to framing financial procedures with
regards to cash control, lending and also borrowing. Trainer gave the assessment related

to operation procedures of IKEA and makes some research of any business financing.

3.1.1.2.4 Entrepreneurship Development Programmed (EDP) 4

Entrepreneurship Development Programmed (EDP) 4 is conducted by the Mr. Khairi
Saiful. EDP 4 is about to the capital needs, types of financing and also source of funds.
EDP 4 is helping the group to complete the CSR Project. Because, from this class,
trainee and the group can identify what business would like to run to expand the modal
given and also can identify the total capital that need to run CSR Project with Persatuan
Sindrom Down Malaysia (PSDM) with successful. After that, trainee and the group is

presented the previous assessment relates to the product, Ramly Sdn. Bhd.
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3.1.1.2.5 Entrepreneurship Development Programmed (EDP) 5
Entrepreneurship Development Programmed (EDP) 5 is trained by Mr. Khairi Saiful.
For this class, the trainer asks the trainee and the groups to present of assessment related

to operation procedures of IKEA and make some research of any business financing.

3.1.1.2.6 Entrepreneurship Development Programmed (EDP) 6

Entrepreneurship Development Programmed (EDP) 6 is conducted by Mr. Khairi Saiful
as the trainer. For this EDP 6, the trainer asked to solve all presentation by the other
groups who haven’t done with the presentation. After the presentation, the trainer gives
a little advice and guidance in built and run the business to become a successful
business and can raise as much as possible in EDP so as to help the Persatuan Sindrom

Down Malaysia (PSDM).
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3.1.1.3 Soft Skill Classes

Soft skill is term that can be defined as the cluster of personality traits, social graces,
communication, language, personal habits, interpersonal skills, managing people,
leadership, etc. that characterize relationships with other people. Soft skills contrast to
hard skills, which are generally easily quantifiable and measurable, for example like
software knowledge and basic plumbing skills. For SEEP, the trainee needs to attend six

classes of soft skill classes in which to improve the soft skills.

3.1.1.3.1 English Placement Test
English Placement Test is conducted on the first day of trainee’s internship. The test has
been discovered for present tenses, past tense and present perfect tenses questions. The

aim of the English placement test is to evaluate the basic grammar of English language.

3.1.1.3.2 Public Speaking & English Preparation Assessment

Public speaking and English preparation assessment is conducted by Miss Sakinah as
trainer. The module is about the importance of public speaking, element and the end of
this module, the trainer held public speaking session. Public speaking is important
because to be heard, to be seen as articulate and professional, entertainers’ tend to be
well-liked and also to confident level stands out. For the basic element, the trainer asked
to be passion, wit, professionalism and also expertise. At the end of the module, the
trainer held the public speaking session involving all of trainees. The aim of public
speaking session is to build level of confident of trainee in front of peoples to deliver

the information.

3.1.1.3.3 Conflict & Stress Management Class
Conflict and stress management class is conducted by Mr. Aidi R. Amin as trainer.
Contflict is a natural part of life. Dealing with it in an effective and meaningful way is

the main difference between healthy and relationship and an unhealthy one. Without a
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conflict skill set, people want to avoid conflict, hoping it will go away or not wanting to
make a “big deal out of nothing.” Research and personal experiences show that, when
people avoid conflict, the conflict actually escalates and the thoughts and feelings
become negative. When people manage the conflicts more effectively, people used less
energy on the burdensome tasks such as systemic conflict and get to spend more of
energy on the projects at work and building the relationship. Based on this module, the
trainee can understand what is conflict, defining conflict, why do we need conflict,
types of managerial action that cause workplace conflicts, structure to minimize conflict

and also what behaviors help in managing conflict.

3.1.1.3.4 Basic Management Skill Class

Basic management skill is conducted by Madam Amilin as trainer. This course is
discussed on what is management, the different between efficiency and effectives.
Based on this course, the trainee can understand organizing is what is done and who is
doing the business while leading is process of motivating and communicating. As
information, management skill consists of interpersonal, informational and decisional.
At the end of this course, the trainer asked trainees to divided into groups to discussed
and present on case study about the company that having a financial problem and need
to terminate the worker and how the manager control the situation. After the discussion,

the trainee and the group is present in front of trainer.

3.1.1.3.5 Building Self-esteem & Self Confident Class

Building self-esteem and self-confident is conducted by Mr. Adid R.Amin. The
beginning of the module, the trainer asked to answer a few question that related to the
topic self-esteem and self-confident. In additional, the trainer asked to prepare a speech
for public speaking session. The topic is related to how to overcome the biggest fear in

your life and also the things that value most about yourself. After the public speaking
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session, the trainer asked the trainee and the group to answer the assessment given. At

the end of this module, the trainee can build confidence in oneself to take on challenge

and achieve success in tackling those.

3.1.1.3.6 Technical Writing Class

Technical writing class is conducted by Miss Sakinah. This module is about to expose

the trainee to the appropriate design and style for technical documentation that covers

several topics as follow:

ii.

iii.

iv.

vi.

vii.

viii.

Document design - Audience analysis, document purpose, document types,
needs analysis and organization of information.

Document development - Common software tools, research, storyboard and
structural elements.

Editing or reviewing work - Level of editing, level of reviews, online editing
and usability analysis.

Guidelines/ style/ techmiques - Format, mechanics, style manuals,
tone/language and visual elements.

Job overview - Roles/setting and tech writing vs other type.

Online/ hypermedia/ interactive - Audience analysis, common software tools,
hypermedia development tools, media types, interactive media, navigation,
organization of information, research, storyboard, structural elements, style
guidelines and technical evaluation.

Professionalism - Academic/OTJ Preparation, characteristics/competencies and
organizations.

Project management — Cost management and schedule management.

As information, this course is about technical writing that includes writer, audience and

subject.

24



3.1.2 Task
The task is the assessments that given by supervisor assign, Mr Mun’naim Marzuki for

trainee at Skali Group to be completed.

3.1.2.1 Task 1: Research on Evenesis Sdn Bhd

Trainee had involved on meeting with Evenesis Sdn Bhd with supervisor. Supervisor
asked to run a research with other trainees about Evenesis and make comparison with

the Liferay Portal in term of interface and function.

Evenesis is an online web application that offers a full spectrum of event management
features such as event planning, event scheduling, event invitation and event response
tracking. It also allows to design the own floor plan, manage guests seating arrangement
to suit the event theme and coordinate with the venue’s host. There is also a feature to
get evaluation and feedback from the attenders. Finally, there’s an event report that acts
the dashboard where can see summary of event’s statistic such as number of attenders
who turned up or absent in single view. From the meeting, the trainee will present the
output of comparison of Evenesis and Liferay Portal. The presentation slide can be

referring in appendices section.
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Figure 3-5: Interface of Evenesis
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3.1.2.2 Task 2: Liferay Portal

The trainer had assign task to make research about Liferay Portal which is be used as
medium to develop Learning Management System (LMS). Before applying the system
to the Liferay Portal, the trainer conducted meeting with the trainees to explained the
function and how to used Liferay. In early stage of project, the trainer assigned to use
Liferay as medium to develop Learning Management System (LMS), but the trainer

changed to use PHP based, which is e-Front in developing LMS.
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Figure 3-6: Liferay Interface

Liferay Portal is a free and open source enterprise portal project written in Java and
distributed under the GNU Lesser General Public License and optional commercial
license. The liferay project additionally support Liferay Social Office, Liferay Sync,
Liferay AlloysUI, Liferay enterprise Connectivity Apps and the Liferay Marketplace. It
is primarily used to power corporate intranet and extranet. Liferay Portal is a web
platform with features commonly required for the development of websites and portals.
Liferay includes a built-in web content management system allowing users to build
websites and portals as an assembly of themes, pages, portlets or gadgets and a common
navigation. Liferay is sometimes described as a content management framework or
aweb application framework. Liferay's support for plugins extends into multiple

programming languages, including support for PHP and Ruby portlets.

26



3.1.2.3 Task 3: Jelastic Marketplace

At Jelastic’s Marketplace, user can easily find popular applications such as content
management systems (WordPress, Joomla, Magnolia), wikis, forums, image galleries,
project management tools, mail apps and more. It’s so simple. Just select the app that
user wish to have installed and hosted (Jelastic will select a hosting provider in the
region based on IP address), enter user email address and Jelastic will

automatically create an environment and install the chosen app in just one-click.

The trainee is assigned to piloted research about MangoDB Database Replication and
Wordpress, which is to describe the software. Trainees are required to state the
product information, features and probabilities and also provided user manual for the

software.

odelasﬁc FEATURES  PRIONG ~ RESOURCES  ABGUT

One-Click Installation for Popular Applications

L] &

MariaDB Database PostgreSQL Database MongoDB Database
Repiication Replication Replication

Figure 3-7: Jelastic Marketplace
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Mango DB Database Replication

. mongo )

Figure 3-8: MangoDB Logo

MongoDB is a cross-platform document-oriented  database. Classified as
a NoSQL database, MongoDB eschews the traditional table-based relational
database structure in favor of JSON-like documents with dynamic schemas making the
integration of data in certain types of applications easier and faster. Released under a
combination of the GNU Affero General Public License and the Apache License,

MongoDB is free and open-source software.
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Figure 3-9: WordPress Dashboard
WordPress is a free and open-source tool and a content management system (CMS)
based on PHP and MySQL. Features include plugin architecture and a template system.

It was first released on May 27,2003, by its founders Matt Mullenweg and Mike Little.

28



3.1.3 Other Training Activities
Other training activities is focusing on the program that trainee involved during the

Corporate Social Responsibility (CSR) project with other groups.

3.1.3.1 Participate in CSR Project of iWant (Group10)
On 16 April 2015, trainee had involved in Opening Ceremony for Cats’ Enclosure and
Playground located at Pusat Perlindungan Kucing Putrajaya conducted by group 10,

iWant from Skali Employability Enhancement Programmed (SEEP).

Figure 3-10: iWant Logo

iWant is a group or company who are to help stray animals homeless, to help manage
animal shelters, to increase public awareness on issues related to animal and also to
instill love for animals of all ages in the community. The Opening Ceremony for Cats’
Enclosure and Playground was attended by 30 people and the ceremony was officiated
by Datuk Shukri acts as Federal Duty Officer, Secterary of UMNO, Federal Territory
and Main Manager of Pusat Perlindungan Kucing, Putrajaya. Above are the pictures

during the ceremony.
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Figure 3-12: The Opening Ceremony for Cats’ Enclosure and Playground IT
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3.1.3.1 Participate in CSR Project of Kaizen (Group13)
On 25 April 2015, trainee had involved in program “Fun for a Day Tomorrow Hope for
Rumah Penyayang Nur Iman” that organized by Group 13, Kaizen from Skali

Employability Enhancement Programmed (SEEP).

Figure 3-13: Kaizen Logo
Kaizen Group is the group who are conducted the CSR Project at Rumah Penyayang
Nur Iman whose inhabitants made up of orphaned children aged between 3 months to
18 years. The vision and mission of Kaizen is to change in a good way and also to bring
good change to people. The program is conducted at Taman Botani Negara Shah Alam
from 7.30 am until 4.00 pm. This program involves 11 people organizer, 20 volunteers,
30 orphans and 4 teachers from Rumah Penyayang Nur Iman. Trainee acts as volunteer

who are helping the organizer at Checkpoint 1 called as “Kasut Busuk”.

SOALAN “KASUT BUSUK”

» Tahniah kumpulan anda telah berjaya ke check point ini. Kumpulan anda dikehendaki
| menghantar 3 orang wakil untuk bermain permainan ini. Anda perlu memasukkan kasut
I kedalam bakul yang disediakan menggunakan kaki. Anda diberi 3 kali percubaan.jika
| gagal kumpulan anda akan didenda.

Figure 3-14: The Description of Checkpoint 1
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Figure 3-16: Fun for a Day Tomorrow Hope for Rumah Penyayang Nur Iman 11
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3.2 Special projects

The special project is focusing on the main project of trainee while in internship
duration. There are four special projects of trainee at Skali Group, which is related to
the Corporate Social Responsibility (CSR) Project and also project from the supervisor
that assigned for the trainee. The special projects of trainee is consists of outreach
program, system development of e-Registration System (ERS) for Persatuan Sindrom
Down Malaysia (PSDM), web development of official website of Persatuan Sindrom
Down Malaysia (PSDM) and lastly is system development that assigned by the
supervisor, called Learning Management System (LMS). The Gantt chart of outreach
program, system development of e-Registration System (ERS) for Persatuan Sindrom
Down Malaysia (PSDM), web development of official website of Persatuan Sindrom

Down Malaysia (PSDM) can be refer in Appendix B.

3.2.1 Outreach Program

The trainee had joined a few outreach programs, which is in completing Corporate
Social Responsibility (CSR) module. As mention in training activities section, the
trainee is from system development team, but the trainee also had joined and conducted
in the outreach program that held in OOURA group. As mention in the training
activities section, the CSR is needed to the trainees in Skali Employability Enhancement
Programmed (SEEP) to build a group or company to help the organization that needed.
Trainee id under group 9, named QOURA had chosen Persatuan Sindrom Down
Malaysia (PSDM) as the organization that be help. As mention, Skali Group is
providing the starting modal of RM500 to every group in SEEP in which to every group
can expand the money and help the organization that is ha choose. Trainee and the
group had conducted one outreach program to expand the money, which is “A Wash to

Help” at KPTM Kuala Lumpur. After trainee and the group successfully raised and
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expand the funds to assist Persatuan Sindrom Dowm Malaysia (PSDM), the group had
conducted “Painting the PSDM Building” and “Majlis Penyerahan e-registration system

and website of PSDM”

3.2.1.1 Outreach Program 1: A Wash to Help
A wash to help is one of the outreach program that be involved the trainee in the CSR
Project. This program is one of the programs to rise and expands the fund. For this

program the trainee and the group had follow the concept of before, during and after the

program concept.

Before A Wash to Help

Before this program, trainee and the group had conducted discussion on this program to
be as the way expand the modal that given by SEEP. The group made a call and deal
with the person in charge at KPTM Kuala Lumpur, Mr.Suhaimi. KPTM asked to
prepare a complete proposal before the granted approval. The trainee had prepared the
proposal for a wash to help with helping from the group. The proposal of this program
can be refer in Appendix C. After the proposal is complete, the trainee and the group
had meeting with Mr.Suhaimi. In the meeting, the trainee had conducted the
presentation and present to the Mr.Suhaimi about the program and the objective of the
program. After the presentation, Mr.Suhaimi satisfied with the presentation and agreed
to carry out a program “A Wash to Help” at KPTM as a sign of support for this
charitable program. Mr.Suhaimi has explained about the procedure and terms of safety
when undertaking the program. As the preparation of conducting the program, the
trainee had helping the group with carry out the sale by making a curry puff and
sausage. The sale is to find funds to carry out the program “A Wash to Help”. Afier the
modal is successfully be collected through the sale, the trainec and group make a

preparation on the program “A Wash to Help” by buy essentials for running that
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program, like buying buckets, washing materials and the others. The “A Wash to Help”
is conducted on 16 March 2015 until 18 March 2015. Before the program is happen, the
trainee and the group are conducted the briefing for preparation on the outreach
program. The briefing is involving on to make marketing at KPTM, identify the group
that will be involved, check the equipment that had buy and also identify the flowchart
of the program and divide the work by group. After the briefing, trainee and the group
are preparing the flyers, coupon and thank you tag that will be used during the program.
The group also had assigned the price for the A Wash to Help. For motorcycle the price

is RM3 while for car is RMS5. After completed, trainee and the group is ready to run the

program.
— P = —
I AWASH TO HE p Yo A i o Sy
Help The Dowin Syndrome

Name: L SRR

Phone: - A,

Type: Car/ Motor __ Y B

Plate No : - = 019-3919187 (Hariz)
3 2 - (7 Persstuan 013.7729647 (Azmah)

QeURA skali it s s el

Figure 3-17: Coupon of a Wash to Help
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Thank You for Your Support !

a Wwasu
TO6 HeLe!

QéURA

(7 Persatuan

kali
7 Sindrom Down SKa l B
Mataysio i

Figure 3-18: Thankyon Tag of a Wash to Help

VENUE:

_ CAR Wa S
AWASH To

4
N2,

DATE: 17-18 MARCH
TIME: 9.00AM-5.00PM

KPTM KUALA LUMPUR

FUN FUNDRAISING FOR DOWN SYNDROME CHILDREN

Vot skali© QeURA

Figure 3-19: Flyer of a Wash to Help
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During A Wash to Help

A Wash to Help is conducted on 16 March 2015 until 18 March 2015. For the first day
of program, trainee and the group is conducted marketing and promotion session. This
session is involving 3 group that consist 3 to 4 people of each group. Trainee is pairing
with Husaini and Siti Hajar had marketing and promotion in level 3, which is lectures
room level. In this level, the trainees managed to gather some cars to be washed the next
day and also collected donations from staffs and lectures from KPTM. At the end of the
session, the trainee is collect the information and make proper list to make sure all the
cars that will be wash is listed and also to prevent dropouts of cars to wash. On 17 and
18 March 2015, trainee and the group is washed the cars based on the list that be

prepared by the trainee.

Figure 3-20: Second Day of A Wash to Help

37



Figure 3-21: Third Day of A Wash to Help

After the group washes the car, the group will attach the thank you as symbolic for the
car or motorcycle is done be wash. The thank you tag also as a token of thanks for

supporting this program and help Persatuan Sindrom Down Malaysia (PSDM).

Thank You for Your Support !
N e asp
8 To HELe'

Figure 3-22: The Feedback for Customer
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After A Wash to Help

After A Wash to Help is completed, trainee and the group is conducted the post mortem.
The aim of post mortem is to identify the shortage of this program and discuss ways to
improve the program’s future. In the discussion also, trainee is present the financial
report of A Wash to Help at KPTM. Trainee is person who is responsible to calculate
the profit and loss of the program. For the program, the group is successful collected
RM500 from the car wash and also the donation. As conclusion, this outreach program
for raised the fund is successful achieve the objective, which is to help the Persatuan

Sindrom Down Malaysia (PSDM).
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3.2.1.2 Outreach Program 2: Painting the PSDM Building

Painting the PSDM Building is one of the outreach program that be held for Persatuan
Sindrom Down Malaysia (PSDM). This outreach program is planning by trainee and the
group in the early of CSR project, which in helping the Persatuan Sindrom Down
Malaysia (PSDM) in enliven the building with paint the classroom and also the
stairway. This program is run after the fund is collected from the program A Wash to

Help and also from selling curry puff and sausage.

Before Painting the PSDM Building

Before the program, trainee is preparing the proposal for this outreach program that be
help by the group. The proposal of Painting the PSDM Building can be refer at
Appendix D. The group is helping on choosing the suitable color and designs the
classroom and the stairways. After completing the proposal, the trainee is setting the
date to meeting and presents the proposal. On 8 April 2015, trainee is conducted the
presentation with administration officer, Puan Zuriana. After the presentation, Puan
Zuriana is satisfied with the presentation and agreed to carry out a program “Painting
the PSDM Building”. The program is held on 10 April 2015 until 13 April 2015 and
trainee and the group is paint upper level of PSDM building, which are 2 classes and the
stairways. Before the program, trainee and group are bought the needed for coating such
as paint and tools for painting. For this outreach program, trainee is responsible to

manage the money and list down the things to buy based on the proposal prepared.

Sunny Side Yellow Spring Vigor

Figure 3-23: Color for Tulip Class
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Pink Overlay

Figure 3-24: Color for Orkid Class

During Painting the PSDM Building

This outreach program is conducted on 10 April 2015 until 13 April 2015. Before
trainees start painting, the trainees is cleaning the classroom and cleaning the walls.
Since the wall is used to display children’s art, teachers stick their artwork using Tack-It
rubber. The rubber eventually became very hard to peel after being stick for too long.
Trainees have to use scrapper to take out the rubber. There’s also stickers used to
decorate room. When peeled, it left a mark that makes the wall uneven. Some of the
paint on the wall was plucked out when members pull the stickers. It leaves hole in the
wall. Trainees need to use wall filler to patch the hole. After done with cleaning,
trainees design on the wall as what has been planned. To make the design, wall has
to be measured to create a straight line at the middle of the wall. When line was
marked, other trainees will put on a paper tape on the wall to make sure the paint will
not smudge on the wall with different color. After the trainees measured and marked the
classrooms the painting session is started. After finished with paint the classes, trainees
start painting the stairway. It is decided that the stairway wall will be striped. Trainees
combine four colors from the classroom and paint it for stairway. The stairway is a little
bit more difficult than the classroom because of the height of the wall that required
members to use ladder and chair. It is a little bit dangerous for trainees to use
ladder on the staircase. This includes measuring and putting tape to make a straight

line on the wall.
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Figure 3-26: Measurement Process
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Figure 3-28: Measure and Paint the Stairways
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After Painting the PSDM Building

After finished the painting program, trainee and the group corporate to clean and tidy
the classroom by placing goods to the place of origin and then wash effect paint spilled
on the floor of classroom. Trainee and the group make classroom in comfortable, clean
and beautiful as the class will use again the next day for classes. Before the program
ends, trainee and the group a short post mortem, which is to identify any problem
happen during the program, run for three days. In additional, this program gets good
feedback from administration of Persatuan Sindrom Down Malaysia (PSDM) and

PSDM satisfied with the work from trainee and the group.

Figure 3-29: Before and After of Painting



3.2.1.3 Outreach Program 3: “Majlis Penyerahan e-registration system & website
PSDM”

The third outreach program is conducted when all the CSR project successful run and
system and website is completed. Majlis Penyerahan e-registration system (ERS) &
website Persatuan Sindrom Down Malaysia (PSDM). This outreach program is the
symbolic and sign of ending and the completion of a Corporate Social Responsibility
(CSR) Project with Persatuan Sindrom Down Malaysia (PSDM). This program is held

on 21 May 2015.

Before “ Maijlis Penverahan e-registration system & website PSDM”

After completing the ERS and official website of PSDM, trainee and the group agreed
to held “Majlis Penyerahan e-registration system & website PSDM” on 21 May 2015,
Thursday. After decide the date, the trainee is the person who responsible deal with the
administration officer, Puan Zuriana to deal about the ceremony. Trainee had short
conversation with Puan Zuriana for approval about the date, VIP guest that will attend
the ceremony and decide the suitable food for the Down syndrome children’s’. After get
the approval, the trainee held a meeting with the group to decide and discussed a few
important things for preparation of the ceremony. This include about the VIP guest, En
Aidi R.Amin as representative from SKALI Group. The group also decide the food that
be buy, print all the user manuals, flyers and also burn the ERS in compact disc (CD).
The other trainees is working on the design the flyers and backdrop of the ceremony. In
additional, trainee and team system development had prepared for training session after
the ceremony. A day before the outreach program, the group had go to the Central
Market to buy the souvenirs, which is glass plague as symbolic of ending and the

completion of a Corporate Social Responsibility (CSR) Project with PSDM

45



MAJLIS PENVERAHAN

E - REGISTRATION SYSTEM (ERS)
&

WEBSITE
PERSATUAN SINDROM DOWN
MALAYSIA (PSDM)

21 MEI 2015

1k hlas daripada
QaURA

Dengan Kerjasama
SEKEEP

Tentatif Program

70-00 Ucapan Pembukaan
70-7T0 Bacaan Doa
70-75 Ucapan dari;

- CEC Qoura

- En-Aidi

- Penasihat PSDM
70-30 Majlis Penyerahan
70-45 Jamuan Minum Pagi
77-15 Majlis Bersurai

F

Figure 3-31: The Tentative Program




During “ Maijlis Penyerahan e-registration system & website PSDM”

On 21 May 2015, the QOURA had held “Majlis Penyerahan e-registration system &
website PSDM?” that be attended by En Aidi R.Amin, the QOURA team, administration
officer and also the children’s. The program is based on the tentative that created by the
trainees. Program started with an opening address and then prayer from Amiruddin.
The program followed by a speech from leader of QOURA, representative from SKAL
Group, En Aidi and administration officer, Puan Zuriana. After the speech, the
ceremony continued with the presentation of the system and website by delivering disc
containing system, user manual, as well as glass plague to the Persatuan Sindrom Down
Malaysia. The ceremony concluded with small breakfast that is prepared from trainee
and the group. After the ceremony, the leader of group took En. Aidi a tour to show
around the building and showed the room that the group had painted. Afier the
ceremony end, the system development team conducted the training session with
administration officer. The training covered on ERS and official website of Persatuan

Sindrom Down Malaysia (PSDM).
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Figure 3-32: Majlis Penyerah ERS & Website PSDM

After “ Maijlis Penverahan e-registration system & website PSDM”

The post mortem is conducted after the program run to identify the shortage of this
program and discuss ways to improve the program’s future. In additional, trainee and
system development team still keep in touch with the administration officer of
Persatuan Sindrom Down Malaysia to make sure the system and website in good
condition and conducting the officers if there is any problem with the system and the

official website.
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3.2.2 System Development: e-Registration System (ERS) for Persatuan Sindrom
Down Malaysia (PSDM)

E-Registration system (ERS) is developed for administration department of Persatuan
Sindrom Down Malaysia (PSDM). ERS is one of the CSR project from the group,
QOURA, in which was built to help PSDM to facilitate registered users and students
that stored and controlled by the administration officer. ERS is developing along three
month of CSR duration, which is start on February until May. This system is built based
on system development life cycle (SDLC) for make sure it organized the thoughts.
Trainee had involved in planning and analysis phase only and is helping the developer

in development phase also.

Planning Phase

Planning phase is conducted by trainee and also Amiruddin. In planning phase, trainee
and system development team had conducted meeting with administration department
of Persatuan Sindrom Down Malaysia (PSDM) after the department asked for develop
the simple system in managing registration and data of the users, parents and also the
syndrome down children’s. In the first meeting with PSDM, the administration
department had mentioned that, the PSDM really need the system that controls the data
that registered under PSDM. As for that, the QOURA is decided to help to develop the
simple system for the PSDM. In the meeting also, the officer had gave us the excel
document that contain the example data entry that be used while registered at PSDM.
Based on the study, trainee and system development team found all the information
stored and searched manually. Therefore, the system will be developed by system
development team will help the administration of managing their information as well

as information is a rate faster than they can save time while managing data.
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After the meeting, trainee and system development team had created the objectives of

the ERS development. The objectives of the ERS are:

i.  Help administration department in managing all the data in an orderly and

systematic

ii.  Facilitate administration department in entering data , family and student
associations thatare listed in the PSDM
iii. Introduced PSDM through the website so recognized by the society around

them.

iv.  Help people know and understand about these special children

Based on the objectives, the system development team will try hard to achieve the
objectives and also to achieve the CSR project goal and mission, for helping Persatuan

Sindrom Down Malaysia (PSDM).

Analysis Phase

This phase is conducted by trainee and also Amiruudin. This phase is started on reading
and analysis the excel document that be gave by the administration department. For that,
trainee and team had decided to use PHP myadmin and wamp serves as the server. After
the discussion, the team had structured system requirement of ERS. Below is the
context data flow diagram (DFD) and also entity relationship design (ERD) of e-
registration system. In additional, trainee and Amiruddin had sketch the story board of

e-registration system (ERS). The story board of ERS can be referring on Appendix E.
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Figure 3-33: ERD of E-registration System
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Login

Register Association

Update Family/ Stu. Info——l—“

Payment
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Student Info

Logout
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Logout

Figure 3-34: Context Data Flow Diagram (DFD)
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Design Phase

The development phase is developed by Husaini and be help by trainee and Amiruddin.
This phase is focus on the interface and workflow of the process of the system. In this
chapter it cover on database design, form and report design and interface and dialogue
design. After the system is in 60% done, trainee and the system development team had
meeting and discussion with administration officer of PSDM to show the system and
improve the system based on the needs and requirement of the PSDM. When the system
is completed, trainee and the system development team had conducted testing process
toward the ERS with fill up the data and run the system. In testing process, trainee and
the system development team would like to identify the button is function and can be
used. After the testing process is successful, trainee and Amiruddin is created the user
manual to be given to the administration officer with the completed system. The user
manual of E-Registration System (ERS) can be referring in Appendix F. Below is the

interface of E-registration system (ERS):

E-REGISTRATION SYSTEM (E-RS)

98

N

Develop by Husamni

Figure 3-36: Main Interface of ERS




E-REGISTRATION SYSTEM (E-RS)

n PERSATUAN SINDROH DOWN HALAYSIA

OMMITTED TOR BRIGHTER TUTURE

Figure 3-37: Functional Button in Admin Interface

E-REGISTRATION SYSTEM (E-RS)

Student Info | Update | Payment | Payment Stateqnent | Logout

Name : Rahmat bin Aisam
ic 1 990111-08-5251
OKU ID : 920111-08-5251
Gender : Male
Race : Melayu
Association Name
Parent Name : Aisam bin Firdaus
Parent IC : 780816-08-5421
Parent HP 0 019-672343
Parent Enzail : Rahmat @ gmail.com
Pareat Occupation : Kerajaan
Address : No 111 Taman Batu 3
City : Kulim
State : Kedah
Postcode 1 335093
SD Relationship : Son
Membership Type : Lifetime

Print

Figure 3-38: Functional Button in Student Interface
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Implementation Phase

On 21 May 2015, the e-registration system (ERS) is successful be implemented in
Persatuan Sindrom Down Malaysia (PSDM). After the ERS is successful install in the
computer in administration officer, the trainee and system development team is
conducted the training session. In the training session, the trainee and team is showed
the flow of the system and how to use the ERS. Every functional button is being
described very well by the trainee and the team. The training session is also is
conducted based on the user manual that be prepared. User manual is technical
communication document intended to give assistance to people using a particular
system. It is usually written by a technical writer, although user guides are written by
programmers, product or project managers or technical staff, particularly in smaller

companies.

Maintenance Phase

Trainee and system development team still communicate with the administration officer
to make sure the system can be used easily without facing any problem. Maintenance
phase of ERS is conducted by Husaini and had conducted until the internship duration

end.
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3.2.3 Web Development: Official Website of Persatuan Sindrom Down Malaysia
(PSDM)

Web development is one of the CSR projects of QOURA team with Persatuan Sindrom
Down Malaysia (PSDM). The official website of PSDM is develop based on system
development life cycle (SDLC) to make sure that development have clear project
objectives, stable projects requirements and also progress of system is measurable. The
development of website is conducted along together with development of ERS, which is

mean, the system and website development is using the same Gantt chart.

Planning Phase

As be informed in the system development section, PSDM needed a registration system
and also the official website of Persatuan Sindrom Down Malaysia (PSDM). The
planning phase is conducted by trainee and Amiruddin. In the meeting, the
administration officer asked trainee and the system development team to edit the
existing website or redesign it. Through the research, PSDM website did not function
as well as it must. The entire buttons are not functionally. The information provided
also not completed and it can make the visitor confused with it. Besides that,
previously the website design is too dull and not attractive. In additional, the based in
develop the website is not up to date and make it trainee and the team hard to redesign
it. To solve this problem, trainee and system development team had proposed to the
administration officer of PSDM to create and develop the official website by using the
template that available in internet and subscribe it to make it the official website of
PSDM. As for that, trainee and system development team had researched about any

suitable design or information for official website of syndrome down organization.
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Analysis Phase

Analysis phase is conducted by trainee and Amiruddin. The analysis phase is the phase
that deciding the base of website development. With the agreement from PSDM, trainee
and the system development team had choose to using Wix.com as the template to
create and built the website. Wix.com is cloud-based web development platform that
allows creating HTMLS5 websites and mobile sites, through the use of their online drag
and drop tools. Trainee and system development team decided to use this because it
very simple and can be learn easily. After decided to use this template, trainee and
system development team conducted research and collect as much as possible the

information related to the syndrome down ad also Persatuan Sindrom Down Malaysia

(PSDM).

Design Phase

Husaini is the person who is responsible in development phase. The phase is taken not
very a long time because the template is easy to use and not involved any coding to
complete it. After the website is complete 90%, trainee and system development team
had meeting with officer of PSDM to show and officer asked to add another button and
added the information in the website. In the meeting also, trainee had mention about the
price of subscribe the website to be official url. As information, before subscribe the
website, the url of the PSDM website is http://uthantpsdm.wix.com/psdmkl. To make
the url as formal and easy to search by the users in Google, PSDM had to subscribe it.
And the officer is agreed with the price and asked to find the guidelines of subscribing
the website. After the website is successful completed, trainee and Amiruudin is
assigned to create a simple user manual for the official website of PSDM. The user
manual of official website of PSDM can be referring in Appendix G. Below is the

interface of official website of Persatuan Sindrom Down Malaysia (PSDM):
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Figure 3-39: The Main Page of Official Website PSDM
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Figure 3-40: Functional Button in Website
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Implementation Phase

The official website of PSDM is already can be implement but until now, the officer did
not subscribe it because faced a problem related to the ways of payment. This is because
all transaction of money that involved Persatuan Sindrom Down Malaysia is through
cheque. But for subscribe, the payment is through visa, American express and also
MasterCard. In 20 May 2015, trainee and the system development team had given user
manual of the website along conducted the training session on how to use and edit the

website.

Maintenance Phase

The maintenance phase is conducted by trainee and Amiruddin and the maintenance of
the website is until the internship duration end. And as for that, the subscription process
is still on going. Trainee and Amiruddin had given the guidelines on subscribing the

website, the administration officer will subscribe it alone.



3.2.4 System Development: Learning Management System

Learning Management System (LMS) is system that application for the administration,
documentation, tracking, reporting and delivery of electronic educational technology
education courses or training programs. The LMS also called as e-Learning. System
development of Learning Management System (LMS) is system that develops by
trainee and the group under assigned supervisor at Skali Group, En. Mun’aim Marzuki.
Thus, the system is followed system development life cycle (SDLC) to make sure the
development of the system in duration that be assigned by the supervisor. As
information, trainee is assigned to build and control the admin function and interface for
function of groups, system setting and theme button. Supervisor had assigned that the
development of LMS is around 6 month starting from February until August. Gantt
chart of Learning Management System (LMS) can be referring in Appendix H. The

development of Learning Management System is based the following phases.

Planning Phase

Learning Management System (LMS) is systems that develop for SCALE department
at Skali Group. SCALE is the department that produces entrepreneurs and leaders
through its social entrepreneurship system which supports and facilitates evolution of
entrepreneurs and enterprises. SCALE department is the department who is control the
internship students on Skali Group, which is includes provide classes for the internship
students. LMS that develop by trainee and the group is for managed trainees, trainer

and also administration to control the classes that provided by SCALE department.

In the beginning of development LMS, the trainer is asked to develop Learning

Management System (LMS) using Liferay Portal. Liferay is a free and open source
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enterprise portal project written in Java and distributed under the GNU Lesser General
Public License and optional commercial license. In additional, the Liferay is JAVA
based and it is complicated. After the discussion with supervisor and the group, the
supervisor is asked to change the framework to the e-Front framework. e-Front is
eLearninng platform. eFront is designed to assist with the creation of online learning
communities while offering various opportunities for collaboration and interaction
through an icon-based user interface. The platform offers tools for content creation,
tests building, assignments management, reporting, internal messaging, forum, chat,

surveys, calendar and others. In additional, e-Front is PHP based.

The problem that can be define as concise description of the issues that need to be
addressed by a problem solving team and should be presented before trainees try to

solve the problem. The problems faced by SCALE department are listed as below:

i.  Learning Management System (LMS) as a reference
ii.  Advance technology learning
ili. Paperless
iv.  Reduce time consuming

v.  Have a proper schedule and management for trainees in SCALE department.

The objectives to create the system are to assist the SCALE department dealing with

internship students at Skali Group. The objectives are includes:

i.  Managed the internship students properly
ii.  Trainers and trainees can managed and control the account in LMS properly
iii.  Administration is well schedule of trainers and trainees in SCALE

department.
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Analysis Phase

The analysis phase is briefly about the technology used by the system in term of
software and hardware that be used in developing the system. In additional is about the
structuring system requirement which is process modeling of Learning Management
System (LMS). The technology used related to the LMS is including the software and

hardware. The software that be used in developing LMS is:

i. e-Front

® : >

Figure 3-41: e-Front Interface

eFront is an eLearning platform also known as a Course Management System
(CMS), or Learning Management Systems (LMS), or Virtual Learning
Environment (VLE). e¢Front comes in a number of editions, from an open-
source edition to the latest eFrontPro edition. eFront is designed to assist with
the creation of online learning communities while offering various opportunities

for collaboration and interaction through an icon-based user interface. The
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ii.

iii.

platform offers tools for content creation, tests building, assignments
management, reporting, internal messaging, forum, chat, surveys, calendar and
others.

Wamp server

Wamp Server installs automatically all you need to start developing web
applications and is very intuitive to use. You will be able to tune your server

without even touching the setting files.

Adobe Photoshop
Adobe Photoshop is a graphics editing program developed and published

by Adobe Systems.

The hardware that be used in developing Learning Management System (LMS) is:

ii.

Computer

A computer is a general purpose device that can be programmed to carry out a
set of arithmetic or logical operations automatically. Since a sequence of
operations can be readily changed, the computer can solve more than one kind of
problem. The computer will be used to create the system.

Printer

In computers, a printer is a device that accepts text and graphic output from a
computer and transfers the information to paper, usually to standard size sheets
of paper. Printers are sometimes sold with computers, but more frequently are

purchased separately. Printers vary in size, speed, sophistication, and cost.



As before, SCALE department is managed the internship students and trainer using
manually. It is means, the data is store and managed using Excell while the classes in
managed by the staff under the department, in term of providing the materials to the
trainer and the trainees’ attendance and evaluation is in manual. For that, the LMS is

developing as resolve of the problem.

In analysis phase, also provide structuring system requirement which is workflow of the
system and entity relationship diagram (ERD). The ERD of LMS is providing below.
While the workflow of Learning Management System (LMS) can be refer in

Appendices 1.
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Figure 3-42: ERD of LMS
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Design phase

As mention, trainee is responsible to control and managed admin section for 3 main

functions in that section. The function is including groups, system setting and theme

button. The main interface of the trainee had built is below:

’ »* o y
[y Goto~ Administrater S. (admin) ~ Messages ~ Logaut
ska|| GROUP Compioz e g
B7 Enterprise Web
Home » Groups
Update groups ™
& New group
Group hame Description Usersw Active Cperations
Upskilling group for Upskilling trainee [ ] “d
GEMS 2.0 group for GEMS trainee [ ] 0
Figure 3-43: Groups Interface
sl{a"i'mp Gotg « Administrator 5. (admin] - Messages - oge:
Home = System settings
System settngs ™
RS I, Uscr settings [ Appeerance 43 External tools @ Customuation
@

Figure 3-44: System Setting Interface
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Figure 3-45: Theme Setting

Learning Management System (LMS) is have the own benefits and also the limitation.

The benefits of LMS are:

i. Improve compliance reporting. Learning management systems can track the
courses trainees take and the scores they receive, allowing management to better

focus training and identify needs for certifications.
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ii. ~Combine social and formal learning for an increased overall value. Learning
and learning retention is accelerated through the integration of an online method
of study and allows trainees control the account in LMS.

ii. ~Empower administration. Management will become more informed of the
learning trainers and trainees participate in and what topics need greater focus in
creating more well-rounded trainees.

iv.  Improve content delivery. Trainers can more easily prepare and present quality

courses that will act as positive learning opportunities for course participants.

After the admin section is complete, the trainee is asked to create the user manual of
trainee part then compile and complete the user manual of other trainees. The user

manual of Learning Management System (LMS) can be referring in Appendices J.

Implementation and Maintenance Phases.

The Learning Management System (LMS) still not be implement and be used at Scale
Department due to incomplete system and some system functions are no longer to use.
Based on the timeline what was built, the system will be fully used start on 1 September

2015.
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Chapter 4 : Conclusion

Chapter 4 is focusing on the conclusion of the industrial training report. It covers about
the application of knowledge, skills and experience, personal thoughts and opinion,
lesson learnt and also limitation and recommendation of trainee during the internship

period at Skali Group.

4.1 Application of knowledge, skills and experience

For the application of knowledge, skills and experience are focusing on trainee output
from knowledge, skills and experience of training activities and specials project during
the internship duration. This application of knowledge, skills and experience can be

identifying based on:

i. Corporate Social Responsibility (CSR)

Trainee had applied the knowledge and skills from IMD 205/ IMS 457 Multimedia for
Information Presentation while completed the Corporate Social Responsibility (CSR)
with the other trainees in helping Persatuan Sindrom Down Malaysia (PSDM). The
knowledge and skills from this subject is helped trainee in preparing a very good slide
presentation with full of information and simple. The slide presentation is for updating
session of CSR project in every class with trainer. In addition, the good knowledge and
skill in this subject also helped trainee in give suggestions and ideas to other trainees in
producing multimedia materials for CSR such as create the banner, coupon, back drop
and also video corporate of QOURA. Based on knowledge and skill from BEL 422
Report Writing also helped trainee in write the good report of each CSR projects.
Trainee is written the report with the correct manner and format as well as more
information by filling out the report requirements. BEL 492 Presentation skill is
knowledge and skill that helped trainee in apply the knowledge gained to make a

presentation in the right manner using the appropriate presentation and appearance
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during the presentation. Enhanced by knowledge from subject IMS 556 Information
System Interaction & Consultation, IMD 157/ IMD 207 Communication Skill for
Information Professional 1 and II is helped trainee in communicating with people is
important when managing outreach programs and in the delivery of information to the
peoples. All these subjects were helpful and repair trainees in every communication and
when making a presentation. All the knowledge and skills of gained by trainee during
studies in Faculty of Information Management is very helpful and useful to the trainee
while arrange and conducted “A Wash to Help”, “Painting the PSDM Building” and
also “Majlis Penyerahan” is be used and apply properly. Based on the knowledge and
skills existing is make trainee become more explored furthermore practicing for the
future. The experience gathered from handling events and programmers such as user
training and Karnival Penerokaan Siber during studies in Faculty of Information
Management, UiTM Kelantan also had benefited the trainee in order to communicate
with the staff of Scale Department, KPTM Kuala Lumpur and also from PSDM. The
knowledge that gained is very helpful because trainee is able to handle the entire
problem with easily without work in pressure. Trainee is successful arrange and handle

the programs with helped by the other trainees in QOURA.

ii. Entrepreneurship Development Programmed (EDP)

BEL 482 Business and Professional Communication and ENT 300 Fundamental of
Entrepreneurship is the knowledge and skill that be applied by trainee while conducted
EDP in SEEP. Trainee is use knowledge about the ins and outs of the business in
generating capital provided. Trainee plan wiser to use as capital expenditure business
and generate more profits in order to achieve the targets set by the trainee and the group.
Based on the knowledge and skills, trainee and the group would be wise to find a target

market as well as the variety and uniqueness of its business. As mention, trainee is use
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the surplus to make curry puffs and sales it in the office. The small-scale sales also
include sales of sausages as well. After the target capital of trainee and the group is
achieve, the group has agreed to conducted "A Wash to Help" to gain more profit again.
Capitals for this program were taken from the profits of the sale of curry puffs and
sausage. With meticulous planning by the trainee, the program has been successfully
carried out using a small capital and profits many times over. This shows that the
knowledge gained while studying at the Faculty of Information Management and also
the knowledge and skill shared by trainer, Mr. Saiful Khairi has successfully yielded

many times.

iii.  Soft Skills
Based on soft skill classes, trainee is applied BEL 120 Consolidating Language Skill,
BEL 260 Intermediate Language, BEL 311 English for Academic Purpose and BEL 422
Report Writing as the subjects that serve as preparation by the trainee to attend English
Placement Test, Public Speaking and English Preparation Assessment and also
Technical Writing classes. All existing knowledge reused in these classes. With this
knowledge, trainee are better prepared and more willing to explore knowledge to the
class under the SEEP. In additional, in Basic Management Skill, trainee is well prepared
because the class is similar to the MGT 162 Fundamental of Management subject. As
for trainee, can understand organizing is what is done and who is doing the business
while leading is process of motivating and communicating. As information,
management skill consists of interpersonal, informational and decisional. The existing
information, knowledge and skills are suit with the knowledge that gained in the soft

skill classes.
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iv.  System and Web Development

Trainee is trainee feel very happy and satisfied to have the opportunity to use the
knowledge and skills relates to IMS 606 and IMS 656 System Analysis I & II, IMD 208
Introduction to Web Content Management and Design and also IMS 556 Information
System Interaction and Consultation in developing the system and website to Persatuan
Sindrom Down Malaysia (PSDM). In additional, the knowledge is gained by trainee
while developed the Learning Management System (LMS) using the framework of

Liferay and also e-Front.

Web development is a broad term for the work involved in developing a website for the
internet. Web development can range from developing the simplest static single page of
plain text to the most complex web-based internet applications, electronic business and
social network services. Although the development if website of PSDM using the
framework which is Wix.com, trainee is used the knowledge in term of design and
arrangement of the web development. System development is the process of defining,
designing, testing and implementing a new software application or program. It could
include the internal development of customized systems and the creation of database
systems. Trainee and system development had defined and implement standards and
adopt an appropriate system development life cycle methodology governing the process
of developing, acquiring, and implementing and maintain computerized information
system and related technology. With the knowledge and skills of trainee and system
development team, the complete and successful system and website is successfully be
used in Persatuan Sindrom Down Malaysia (PSDM). The use of existing framework of
Liferay and e-Front is one of new knowledge of trainee in developing a simple system
in managing internship students in SCALE department. For the first time, supervisor is

assigned to use the Liferay and changed it to e-Front. E-Front is easier and no involved
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any coding. Trainee need to study the handbook that be given and complete the system

based on the part given by supervisor.
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4.2 Personal thoughts and opinion

i.  Corporate Social Responsibility (CSR)

Based on the CSR classes and program, trainee feels that this program is very useful to
trainee as trainee can gained a lot of knowledge from various angles and has honed
skill for dealing with the world of work in the future. In addition, through this
program, the values can be fostered among trainee and other trainees as well. Through
the CSR classes, trainee is gained different input in different classes in term of
knowledge and skills which is useful for the future use. In example, in CSR 1, trainer
is asked to assign the organization that need to choose as organization to conducted
CSR project. Trainee and the group are assigned the organization with conducted
small research in Internet to choose the organization should receive assistance. The
research and discussion is run very well without facing any problem although the
trainee may not know each other. The discussions carried out without any problems
and always exchange opinions and accept other trainees’ opinion. Finally, the
consensus of all members of the group has chosen PSDM as organization to carry out
CSR project. This show, do not know each other is not a barrier to getting the final say
without dispute or disagreement of opinion. After that, trainer asked to present the
output from the discussion. For the first class, the trainee learns to hone the
presentation skills were always put into practice at the university. Before, the
presentation is run by a man known by trainee, but for the time being, trainee are
trained to speak in front of a crowd of strangers and in large quantities. As result,
trainee is very satisfied with CSR classes since been honing various skills crucial in
the future. However, rather limited class and hope to multiply its class for the future so
that other can internship student gained more information, knowledge and skill.

While, in CSR project, trainee and the group conducted a various outreach program

which is involving the group QOURA and Persatuan Sindrom Down Malaysia
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(PSDM). As mention above, trainee and the group had conducted “Painting the PSDM
Building” and “Majlis Penyerahan e-registration system and website of PSDM” and
also system and website development for Persatuan Sindrom Down Malaysia (PSDM).
While conducting outreach program in HRD, trainees have a wealth of knowledge and
experience can be very useful. Among the values that have been acquired by the
trainee include can foster affection between one another, have acquired a very good
relationship with the HRD and equally able to feel the feelings and conditions covered
by the down syndrome children. In example, during the A wash to help, Painting the
PSDM building and Majlis Penyerahan and also system and website development,
trainee feels that the CSR project is very useful and educate trainees to become more
appreciative of what you have now and thankful for everything that is available. Every
outreach programs, outreach trainee believes that each has its own program. For
outreach programs “A wash to help”, “Painting the PSDM building” and also “Majlis
Penyerahan”, trainee feels that the relationship between trainee and the group become
close and becomes more closely and was able to build a closer relationship with the
PSDM and syndrome down children. Moreover, good communication can be honed
and practiced. For "A wash to help", trainee were exposed by external organizations
that handle with educational institutions to make sure the success of “A Wash to
Help”. This program has helped some trainee in communication skills and how to deal
with outsiders for the good and progress of the program is managed. However, some
improvement can be done to extend the time CSR project of three months to five
months so that more activities can be carried out with the organization of choice. And
hoped that this CSR program can be continued even during CSR project with Skali

Group has expired so that the spirit of mutual help and helping to run constantly.
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ii. Entrepreneurship Development Programmed (EDP)

For the Entrepreneurship Development Programmed (EDP), trainee feels knowledge
gained is very useful for trainees to learn to develop capital granted to a larger number.
As mention above, a trainee was making money by making small sales office. Using
existing skills, trainees can prepare sausage with curry puff with help from other
trainees. Knowledge required from the EDP classes is very important because it is teach
trainee related to business world, which is covers the ins and outs of the business, profit
and loss, and various types of business. As mention as trainer, doing business is to
succeed but not always successfully. The word PSDM and achieve the targets set by the
trainee and the group. However, the classes that provide is quite limit, which is only six
class for three month. As for that, some improvement can be done to extend the quantity
of the classes in the future to make sure there are much information can be delivered

and shared by trainer to the trainees.

iii.  Soft Skills

As mention above, there are six classes of soft skill classes in SEEP involved trainee
and other trainees includes English placement test, public speaking and English
preparation assessment, conflict and stress management, basic management skill,
building self-esteem and self-confident and also technical writing class. From the
classes, trainee gained much information. Trainee know the key to a successful in career
is how the individual relates and communicates with others.in addition, being able to
communicate clearly and openly, listen empathetically, being flexible, able to adapt,
collaborate and influence are part of it. Understanding and managing the self, working
under stress and managing the relationships are another part. The entire key is being
teach and is exposed by trainer to the trainee and other trainees too. From the soft skill

classes it is help trainee in interacting with the peoples including clients and also the

77



colleagues. In the world of work, a client’s cannot trust the expertise regardless of how
good trainee is, if trainee cannot effectively relate to clients. The people around trainee
also need a sociable and reliable worker who can effectively work in a team. Team work
is definitely not possible without good communitarian and leadership skills. This soft
skill classes is very good to the trainee and also other trainees while completing the

internship duration in Skali Group.

iv.  Participate In CSR Project of Others Group

Trainee is has become one of the volunteers in CSR programs carried out by other
groups within the SEEP. Trainee had involved in Group 10 and Group 13. In CSR
program of Group 10, trainee has been educated to love animals, especially cats. Love
the animals as fellow human love. Also in the program, trainee see how organization
chosen by the Group 10 is keep animals. by providing shelter, clean and beautiful,
providing nutritious food for the animals and to provide for the health needs of the sick
cat and unhealthy. From there, trainee can see, the organization chose by Group 10 is
very protection and care of animals, especially cats and very affectionate cat.

While, participate in Group 13 causing the trainee is exposed and open minded about
orphans in Malaysia. A feeling of relief when faced with devoted affection for children
who no longer have parents. It is cannot be described and conveyed through words. This
is because, the orphans are those who do not have anything and no place to share the
love and problems. Only in the manner and conversation alone can ever love trainee to
these children. While trainee can share and spend the time with these kids a little, but it
was enough to give a lot of teaching and training the trainee to become a more grateful

for the present situation.
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v. System and Web Development

From system ad web development, trainees can train trainee to complete the assignment
and task by a period is specified without any problems. As mention, the development of
system and website for Persatuan Sindrom Down Malaysia is between 3 month. From
that, trainee is very hardworking with system development team to complete the system
and completing the user manual of system and website with successful and without any
problem. After completing all the tasks, trainee and the system development team is
preparing for conducting the user training for the administration department of
Persatuan Sindrom Down Malaysia (PSDM). From this, trainee is smarter dividing time
and planning time for the system and the website should be handed over to PSDM under

which the period prescribed.
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4.3 Lesson Learnt

i.  Corporate Social Responsibility (CSR)

The trainee has learnt to become more confident, discipline, can increase
communication skills, teamwork, problem solving and also in term of negotiation and
persuasion skills. Based on CSR classes and projects, trainee is become more confident
to deal with the public. It does not matter to make a presentation or to convey and share
information together. Confident level of trainee also rises when dealing with other
trainees, staff in SCALE department and also the company that trainee doing the
internship session. During the classes and CSR project also educate trainee to become
more disciplined. Discipline for trainee and to assist in the success of the group's CSR
projects together with Persatuan Sindrom Down Malaysia (PSDM). In term of
communication skill, trainee is successful communicate verbal and written
communication and also listening skills with other trainees and also the organizations.
From the successful communication, make it the information that delivers is clear,
concise and focused. As trainer message, the ability of effectively communicate is by
far, the one skill mentioned most frequently by trainer. Having the ability to listen,
written, speak effectively and facilitate communications are absolutely critical in
whatever profession that trainees engaged in. the bottom line is that if trainees can
communicated well and have the ability above, trainees have a leg-up on the
competition. As example, trainee can deal with En.Suhaimi from KPTM Kuala Lumpur
in deal to conducted “A Wash to Help” through phone and also through meeting with
En.Suhaimi. In addition, trainee is the person who is responsible to dealing with Puan
Zuriana, administration of PSDM of any programs that is happened involving QOURA
and PSDM. Trainee is communicate with Puan Zuriana through phone, email and also

messages. From that, there are many lesson learnt is gained. In term of team work,
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trainee and the group have a very strong team work, which is it prove trainee is a team
player. From this lesson also, trainee show able to manage and delegate task to other
trainees, which is build positive working relationship. The teamwork is established
while conducted the CSR projects with Persatuan Sindrom Down Malaysia (PSDM). In
term of problem solving, trainee is display the ability to take a logical and analytical
approach to solving problems and resolving the issues. Along the CSR project, trainee
and the group is facing a few minor problem which is can be solved with good skill in
problem solving. With the good communication between the trainees in the group is the
key on problem can be solved easily. Based on CSR also, trainee is gained a very good
lesson learnt which is knowledge of negotiation and persuasion. Based on this
knowledge, trainee always put forward the opinions and also understands where the
other person is coming from. From that, the negotiation and persuasion is very good in

life and also could be practice in future.

ii. Entrepreneurship Development Programmed (EDP)

Based on the SEEP under Entrepreneurship Development Programmed (EDP) trainee is
become more flexibility and also can increase the interpersonal abilities. Furthermore,
trainee is gained knowledge of commercial awareness and also can work under
pressure. Flexibility or multitasking knowledge or lesson is be gained by trainee during
internship session. Trainee is administration or also known as secretary of QOURA
have to manage the journey of QOURA along three month and also need to sit together
with system development to develop the system and website of PSDM. Within the same
time, trainee is involving with developing of Learning Management System (LMS) with
team from supervisor. In term EDP, trainee is person who are prepared the material to

be sell in the office and also the person who is maintain accounts regarding the entry
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and exit of money. As for that, the multitasking lesson is built after joined the SEEP.
The ability of manage multiple assignment and tasks, set priorities and adapt to
changing conditions and work assignment are absolutely critical. This skill is difficult to
articulate at times because it has become so much of part of the everyday life. Based on
EDP also, trainee is also can increase the interpersonal abilities. This is very similar to
the ability to communicate, but is specific to the ability to relate to trainee co-worker,
inspire others to participate and mitigate conflict with others. With the amount of time
that trainee spends to completing the tasks each day these are essential attributes. Based
on EDP classes also, trainee is more aware about the commercial awareness. Trainee
knows how the business works, show that trainee and understanding of what the
business wants to achieve and also to understand how the business competes in its
marketplaces. In additional, trainee is able to work under the pressure. The way is by
keep calm in a crisis and do not become too over helmed or stresses. The entire lesson
learnt from EDP classes is able to make trainee become more aware about the

challenger in conducting business in future.

iii. Soft Skills
There is a lot of lesson learnt that can be absorb to trainee’s mind the outcomes of
joining this soft skills classes. Sometime, trainee may thought that what trainee have
now it completely enough to survive in work environment later, but when trainee has
completed this training it shows that there is a lot lack that should be fixed before
entering the work world. Soft skills development and technical writing exposed the
trainee to the appropriate design and style for technical documentation and also
improving interpersonal skills where the trainee’s confident level rose up compared to
before and learnt some techniques when facing up questions from panel judges during

presentation and interview session.
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4.4 Limitations and Recommendations
Trainee had assigned a few limitations during the internship duration which is to solve
the limitations trainee is recommending the solution of the problem. The limitations and

recommendations are below:

i.  The quantity of internship students

As mention above, the SKALI Community and Learning Engagement (SCALE) are the
department that produces entrepreneurs and leaders through its social entrepreneurship
system which supports and facilitates evolution of entrepreneurs and enterprises. This
department is built SKALI Employability Enhancement Program (SEEP) that launched
by 1 Malaysia Development Berhad (IMDB) to support understudies from Higher
Learning Institution (HLI) around the nation to take part in the system. SEEP is an
internship project intended for the understudies in the last year of studies that need to
experience mechanical trainings or modern connections. Due to limitations, Skali Group
had to take large number of internship student to achieve the target based on the needs
and requirements of the project given by IMDB. For example, intake 4 February 2015,
which is trainee intake, is reached to 80 people of internship students. In additional, the
previous intake is more than 50 people of students. This shows, in a time, SCALE
department has taken more than 100 students in the same time. Due to this limitation,
there are various problems arise. For example, students are not given due attention and
not be exposed to a proper working environment.

As recommendation of this limitation, the SCALE department should filter and select
students on an appropriate program to shrink the number of internship students. In
additional, the students can be given the attention from the department and the
opportunity exposed to real working environment so that students can prepare

themselves for the challenges and obstacles in the world of work in the future.
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However, this limitation also has its own good. One of them, students will be able to
have a relationship with a wide range of educational backgrounds from various

universities which have led to friendships forged.

ii. Lack of facility

Lack of facility is due to the major limitation in SCALE department as mention above.
Lack of facility in SCALE department is involving lack of workstations. Workstation is
one of the essential requirements for internship students for trainees to carry out tasks
assigned by the supervisor or the CSR work. At an early stage of practical, trainees are
placed in the main hall of the department, and then given workstation after almost 3
months of running practically there. These constraints lead trainees to undertake tough
assignments with a comfortable and perfect. As recommendation of this limitation,
trainee proposes internship student intake is reduced to pleasure and comfort of
students. Furthermore, to make it easier for SCALE department in dealing with any

matter related to the internship student's.

iii. The allowance

The third limitation is related to the allowance. The allowance that be given to the
trainees is being sponsored by 1IMDB only for 3 month early of internship durations.
Trainees are given RM300 for a month. Allowance for three months is not enough due
to student status and some trainees are not live nearby. Some of the trainees are come
from different states apart from Kuala Lumpur and Selangor. The trainees also faced the
same problem in finding affordable rent house or rent a room where it’s hardly to rent a
room or house at affordable price since it’s quietly expensive to rent a room or house
nearby to Menara Sentul. Due to this problem, the trainees had to ask the family to pay

for themselves in the course of this internship. It is highly recommend considering in



term of allowances for the trainee either to tote up the allowance for a month or tote up
the duration of allowance in which from allowance given for three months turns based

on training duration for each trainees.

iv.  Supervisor assigned for the internship students

Each trainee placed under a supervisor who is in SCALE department. Because too many
students are taking by the department to undertake practical in SKALI GROUP, a
supervisor has more than 8 to 10 trainees. For example, Mr. Mun’aim has 28 trainees
under supervise including trainee. As for that, Mr. Mun’aim has divided the task
according the group or intake to make sure all the trainees under supervise is conducted
the task give appropriately. In additional, this limitation is has led to some trainees who
are not recognized by the supervisor, which lead to other problems will arise. It also
may result, trainees are not given the experience and be exposed to the natural world of
work has many problems and obstacles, as trainees are only given a project to be
completed and fully focus during the internship session. It is highly recommend
considering that each supervisor is allocate only for two or three trainees only, which is
to make sure, the supervisor identify any trainees under his care as well as providing
related experience real working for them so that trainees are better equipped to face the

future after serving internship.
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v. Problem to system attendance

The problem to system attendance is occurred a month before the internship end. From
February until May, trainees were given a unique virtual code, which each time to check
in and check out to the office, trainees are required to scan using the virtual code given
using iPad provided. After the month of May, rumored said the system used previously
is expired which caused attendance trainees replaced with a system developed by the
student internship but had to face many problems. Finally, the trainees were using the
manually, the trainees have to check in and out with signed a paper sheet provided by
the department. As recommendation of this problem, the department should have well
prepared and organized that related to the attendance of internship students, because the

summary of attendance is important to the trainees in completing the internship session.

NOORAZMAH BT MOHAMED ALI
SEEP STUDENT

SCALE

Level 15A. Menara Sentul

86 Jalan Sentul

51100 Kuala Lumpur. Malaysia.

® +603-4045-3888
=+ 603 - 4045 - 2888

B noorazmah92@yahoo.com
3 www.skali.net

Figure 4-1: The virtual code of trainee
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Appendices

APPENDIX A: EVALUATION
RESULT OF CORPORATE
SOCIAL RESPONSIBILITY

(CSR)



CSR INTERNSHIP EVALUATION REPORT ﬁ’éﬁ%gé

(to be completed by supervisor) createvalue share

Please complete one form for each trainee attached. Additional forms may be photocopied from this one.
Supervisor should complete the form and submit to Training Manager of SCALE for review.

!M——— Neor hamah b Mohemed M

| Name of Evaluator:

L
|
|

| ATt K I S
| Group: | Gop 4 own - ]
!Track: | gplmﬁm.ug‘[ l

Please insert the appropriate rating on 1 ~ 5 scale. Each factor must be rated.
1~ Unsatisfactory 2~ Below Average 3 —Satisfactory / Good 4 - Very Good 5- Excellent
| | Weight | Rating | Score
_ (a) | (b) |(axh)

Performance Analysis / i
Improvement Plan

| SECTION 1 : TASK / ASSIGNMENTS ASSIGNED
| Targets l |
‘ Ability to meet targets and objective set i |

|

| List of task / assignments ‘B

| 1. Prepare Foal \ehter dnad ofe & b Qoupn adiifes
2. Do pomslion  oF qvwa Qhﬂ e

[ 2. Jom arwagh /4 funcs T

| 4 prepared dide updw*\ﬁ i om -

| B pesheck e poposad & Ff““ﬁ“% P

l

l

|

" =l v leTﬂ . '

P ”i&’;‘ pem s 4 e l
e 40

\

(1 -
ES 4 ,g @J@d&%w Mn&ﬂj W/Fo
: & g(f;jjrf 8¢ r&?pr& 8 Smwymeﬂ aegag\em Aweb

A eateg pom vebpless
| 1y o opig TR
b et ™ Ao ad WA@\M{VIB pgom -
| {e Derton mchanie oF A% Yom -
' B Prdear& ma{'e«”a‘d oY 3()"““5 ‘\ |
% fake On ’g%k ) L ‘
e eyl o (vash oS -
!|5. \/}:255 with Wn ”\M&Mﬂi&¢ fwmwm everd AUPT
. B ’CA M&CAU‘! Fov Urpuish -
e« Renpd & Tetreek Avenaded |
!
| Quality of Works ! l . \
Ability to perform work free from errors and \ 15 l . ) -
according to expected Starld?r_d_s_'j?j@’lom,__i 5 15 l \
"detect érrors and orderliness of work l | |
\ Punctuality .

. . . . 2 | 5 |
| In attending meetings (internal & external) B | |
| Attendance
! In coming to work

|

l

‘ {

. % | aoo |
l

|

] T
; 2 !‘KIB | |



CSR INTERNSHIP EVALUATION REPORT Sféa;gi

{to be compieted by supervisor) createvalue share

Proactive / Innovative / Creative '
‘ Ability to take precautionary steps for the 5 |
! success of the task given, ability to contribute | 5 \ 25 |
| ideasand bring new changes |
| Planning
[ Ability to anticipate external & internal factors
that may influence rescurce to meet targets/
‘ objectives
| Scheduling
[ Ability to set priorities to ensure timely
_;_delivery of assignments |
| Analytical l
| Ability to think through a problem, collect ~
| data/féedback and to review/anali/se/e\}aluate l\ 3 l "
all the relevent factors for use inj decision ] ' -
| making l
| Judgement | ] ’ '
| Ability to use logic and common sense in doing 2 | H 8 |
| work, making decisions and taking action
| Initiative [ | . {
Resourcefulness; success in doing things in
l new and better ways and in adapting
improved methods in her/his own work

|

| Support !

Ability to provide timely énd useful feedback / } 5 ! |0
advise / recommendations to others

| Communication Skills l \
| Effective expression, verbally and in.writing in | 2 ' L 3 ]
an organlsed articulate and conmse manner Tl | o

) SECTION 3 : HUMAN RELAﬂO&S =

" Attitude i

|
LTowards peers and superiors | _3 5 \L 'S ~ o
Understanding | ' | i
Ability to emphatise with colleagues and ‘ 2 H .8 -
| superiors l I B
Coorperation ' l | \
Ability to work for and with others as part of a l 2 \ S | {0 |

l team in harmonny | | |
| SE | SECTION 4 : LEADERSHIP SKIL1S & GENERAL KNOWLEDGE . S
Ablhty or show potential to lead or develop ‘ | l i

others and desire to work towards common | 12 | g 6o |
l objectives. Understanding and appreciation of | \

| the pro;ects and general knowledge ‘ l |




’9®

<A .
CSR INTERNSHIP EVALUATION REPORT ' ska;!s
(to be completed by supervisor) create.vaiui.éhare
| Overal[Performance e e R s R s e el
| SECTION 1:TASK/ ASSIGNMENTS ASSIGNED |24 % | Total Weighted Score Multiply By 0.2

| SECTION 2 : SKILLS AND COMPETENCY | 1 t l

| SECTION 3 : HUMAN RELATIONS | g’s I

| SECTION 4 : LEADERSHIP SKILLS & GENERALKNOWLEDGE | 40 | 74 A /100

| Total Scores 477 |

| Level of Performance T .

Scores Level of Performance | Explanations I|
| The performance of the trainee is far exceeded expectations due to |
| exceptionally high quality of work performed in all essential areas of

80-100 EXCELLENT responsibility, resulting in an overall quality of work that was ]
superior; and either 1) included the completion of a major goal or '
| project, or 2) made an exceptional or unique contribution. |

— The performance of the trainee is consistently exceeded

VERY GOOD

expectations in all essential areas of responsibility, and the quality of |
work overall was excellent.

40 - 59 The performance of the trainee is consistently met expectations in
SATISFACTORY / | all essential areas of responsibility, at times possibly exceeding

|
|
| GOOD | expectations, and the quality of work overall was very good. !
|
|
|

The trainee did not consistently meet expectations — his / her
performance failed to meet expectations in one or more essential
areas of responsibility, and/or one or more of the most critical goals
were not met. Significant improvement is needed in one ortwo
important areas.

The trainee performance was consistently below expectations in
most essential areas of responsibility, _ahd/or reasonable progress. '
‘toward:critical goals was riot made.. Significant improvement, ... ... |
| | supported and monitored is needed in two or more important areas. |

et BELOW AVERAGE

| - UNSATISFACTORY.

Please elaborate on any specific areas needing improvement. Give examples as needed.

Trainee’s sighature:

NAME: / gro\~ &= B

“.
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APPENDIX C: PROPOSAL OF A

WASH TO HELP



KERTAS KERJA

PERMOHONAN MENGGUNAKAN TAPAK
BAS UNTUK PROGRAM
“A WASH TO HELP” BAGI MEMBANTU
PERSATUAN SINDROM DOWN MALAYSIA
(PSDM)




KERTAS KERJA
PROGRAM “A WASH TO HELP”
PELAJAR LATIHAN INDUSTRI SESI FEB 2015

1.0 Pendahuluan

2.0

Skali Community Engagement sedang menjalankan program SKALI
EMPLOYABILITY ENHANCEMENT PROGRAMME (SEEP) dimana, pelatih yang
terlibat dikehendaki untuk menjalankan program Corporate Social Responsibility
(CSR) yang melibatkan badan-badan kebajikan. Setiap kumpulan dikehendaki untuk
mencari dana bagi membantu badan kebajikan yang dipilih.

Program A WASH TO HELP adalah merupakan satu program yang lebih
menjurus ke arah mengumpul dana bagi membantu Persatuan Sindrom Down
Malaysia (PSDM) yang terletak di No. 87 Linkungan U-Thant, Kuala Lumpur yang
mana untuk meringankan beban PSDM untuk menjalankan aktiviti yang berkaitan.
Berdasarkan maklumbalas dari pihak PSDM, mereka memerlukan bantuan dari segi
keperluan alat bantu mengajar, membaikpulih bangunan serta menambah beberapa
keperluan alat permainan kanak-kanak.

Justeru itu, program “A Wash to Help” dirancangkan untuk dijalankan di tapak
bas di KPTM Kuala Lumpur, yang mana target pelanggan adalah staff, pensyarah serta
pelajar. Dengan adanya program ini, pelanggan dapat membersihkan kenderaan sambil
beramal yang mana sekaligus dapat membantu golongan sindrom down bagi

meningkatkan prestasi semasa menjalani proses pengajaran dan pembelajaran.
Objektif
2.1  Membantu pithak PSDM menyediakan fasiliti yang lebih baik.

2.2 Mencari dana tambahan bagi memenuhi keperluan PSDM.
2.3 Untuk mencapai visi dan misi program CSR



3.0 Perlaksanaan Program

3.1 Cadangan Program “A Wash to Help” : 16 — 18 March 2015 (Isnin-Rabu)

9am-5pm

3.2  Pendekatan Pelaksanaan

3.2.1 Program ini akan diadakan untuk membantu Persatuan Sindrom Down

Malaysia (PSDM) dalam mengumpul dana serta menyempurnakan CSR
projek.

3.2.2  Program ini akan diadakan selama 3 hari

3.2.3 Program akan dilaksanakan di KPTM Kuala Lumpur.



4.0

Ahli Jawatankuasa

Penaung

Penasihat

Pengerusi

Penolong

Bendahari

Publisiti

Media

Ahli

Tengku Farith Rithauddeen
CEO and Co-Founder of Skali Group

Aidi R. Amin
Group CSR Coordinator

Hariz bin Md.Annuar

Noor Azmah binti Mohemed Ali
Muhammad Bukhari bin Nor Afendi
Muhammad Husaini bin Abdul Rahman
Mohd Firdaus bin Razali

Amiruddin bin Mohd Nor

Nur Amalina binti Ahmad Nasaruddin
Zati Syazwani binti Shaharuddin

Siti Hajar binti Hassan

Nur Al Shifa binti Kamil
Nur Najwa binti Jamil Khair



5.0 Penutup

Memandangkan program ini bakal memberi manfaat serta kebaikan kepada pengguna yang
bakal menggunakan khidmat “A Wash to Help”, diharap program ini mendapat sokongan dan
kelulusan dari pihak pengurusan KPTM Kuala Lumpur.

Disediakan oleh :

NOOR AZMAH BT MOHEMED ALI
Penolong
Program “A Wash to Help”



APPENDIX D: PROPOSAL OF

PAINTING THE PSDM

BUILDING



KERTAS KERJA

PERMOHONAN MENGECAT BANGUNAN
PERSATUAN SINDROM DOWN MALAYSIA
(PSDM)




1.0

2.0

KERTAS KERJA
PROGRAM “MENGECAT BANGUNAN PSDM”
PELAJAR LATIHAN INDUSTRI SESI FEB 2015

Pendahuluan

Skali Community Engagement sedang menjalankan program SKALI
EMPLOYABILITY ENHANCEMENT PROGRAMME (SEEP) dimana, pelatih yang
terlibat dikehendaki untuk menjalankan program Corporate Social Responsibility
(CSR) yang melibatkan badan-badan kebajikan. Setiap kumpulan dikehendaki untuk
memberi sumbangan hasil daripada carian dana bagi membantu badan kebajikan yang
dipilih.

Program “MENGECAT BANGUNAN PSDM” adalah merupakan satu
program yang lebih menjurus ke arah membantu Persatuan Sindrom Down Malaysia
(PSDM) yang terletak di No. 87 Linkungan U-Thant, Kuala Lumpur yang mana untuk
meringankan beban PSDM untuk menjalankan aktiviti yang berkaitan. Berdasarkan
maklumbalas, pihak PSDM memerlukan bantuan dari segi keperluan alat membaik
pulih bangunan.

Justeru itu, program “MENGECAT BANGUNAN PSDM” dirancang untuk
dijalankan di tapak PSDM sendiri. Dengan adanya program ini, diharapkan dapat
menceriakan lagi bangunan PSDM.

Objektif
2.1  Membantu untuk membaikpulih bangunan PDSM.

2.2 Mewujudkan suasana persekitaran yang lebih ceria di PSDM.
2.3 Untuk mencapai visi dan misi program CSR.



3.0 Perlaksanaan Program
3.1  Cadangan Program “MENGECAT BANGUNAN PSDM”
: 13, 17 April 2015 (Isnin dan Jumaat) 12 p.m - 5 p.m
: 18, 19 April 2015 (Sabtu dan Ahad) 9 a.m — 5 p.m

3.2  Pendekatan Pelaksanaan

3.2.1 Program ini akan diadakan untuk membantu Persatuan Sindrom
Down Malaysia (PSDM) dalam menyempurnakan CSR projek.

3.2.2 Program ini akan diadakan selama 4 hari .

3.23 Program akan dilaksanakan di bangunan PSDM.

3.3 Budget
3.3.1 Senarai dan harga barang keperluan untuk mengecat bangunan PSDM

Barang yang akan disediakan

Kelas Barang Kuantiti Jumlah (RM)
Kelas Tulip Cat Hijau 2 160 (80/unit)
Cat Kuning 2 160 (80/unit)
Kelas Orkid Cat Pink 2 160 (80/unit)
Cat Turqoise 2 160 (80/unit)
Cat Putih 2 160 (80/unit)
800

Barang yang diperlukan dari pihak PSDM

Barang Kuantiti Jumlah (RM)
Roller (Penggelek) 6 90 (15/unit)
Berus cat 6 48 (8/unit)
Bekas cat 6 42 (7/unit)
Scrapper (Pengikis) 2 10 (5/unit)
190




3.4

Plan bilik kelas

3.4.1 Kelas Tulip

tinglap

KELASTULIP
(Hijau+Kuning)

pintu wal o

cablnet

- pintu

3.4.2 Kelas Orkid

cabinst

S—_pintu ~-_pintu ]

Sliding door

KELAS ORKID
{pink+ turquoise)




343

Contoh warna yang dicadangkan

(Cadangan warna untuk kelas Tulip)

(Cadangan warna untuk kelas Orkid)




4.0

Ahli Jawatankuasa

Penaung

Penasihat

Pengerusi

Penolong

Bendahari

Publisiti

Media

Ahli

Tengku Farith Rithauddeen
CEO and Co-Founder of Skali Group

Aidi R. Amin
Group CSR Coordinator

Hariz bin Md.Annuar

Noor Azmah binti Mohemed Ali
Muhammad Bukhari bin Nor Afendi
Muhammad Husaini bin Abdul Rahman
Mohd Firdaus bin Razali

Amiruddin bin Mohd Nor

Nur Amalina binti Ahmad Nasaruddin
Zati Syazwani binti Shaharuddin

Siti Hajar binti Hassan

Nur Al Shifa binti Kamil
Nur Najwa binti Jamil Khair



5.0 Penutup

Memandangkan program ini bakal memberi manfaat serta kebaikan kepada kami dan pihak
PSDM, diharap program ini mendapat sokongan dan kelulusan dari pihak PSDM.

Disediakan oleh :

NOOR AZMAH BT MOHEMED ALI
Penolong
Program “MENGECAT BANGUNAN PSDM”



APPENDIX E: STORY BOARD
OF E-REGISTRATION SYSTEM

(ERS)



Storyboard OF e-registration system (ERS)

ADMIN

Figure 1: Front page

Username :

L

Password : | ]

Figure 2: Log in page



Picture

Figure Error! No text of specified style in document.: Home page

Admin info

Name ‘NAIWA

IC :NAJWA

Address :NO.9 JLN MERANTI
AMAN 3, TAMAN
MERANTI AMAN

City :TRIANG

State :PAHANG

Postcode 128200

HP 10199853317

E-Mail :najwajamilkhair@gmail.com

Figure 4: Admin info




Update password

Old password : I j

New password : |

Confirm : I

Figure 5: Update password page

Update

Name :

IC:

Address :

City :
State :

Postcode :

| e e e T
L I

H/P:

Figure 6: Update form




Figure 7: Registration page

IC for Username :

IC for password :

Name :

IC:

|

l

I

l
OKUID: N

Gender :

Parents Name :

Parents IC :

Parents H/P :

l
|
|
[
Address : l
[
l

SD Relationship

e e e e e e e ) e

Membership :

Figure 8: Registration form




Payment

] |

Amount : I |

Figure 9: Payment page




STUDENT

Student info

Name : Amir bin Amor

IC :1234 5678901

OKU ID 11234

Gender —-select—

Parent Name : Amor hin Abad

Parent IC 16789

Parent HP 10198765432

Address :n0.43 Teluk Cempedak
SD Relationship :Parents

Membership Type :—select—

Figure 10: Student information page

Update

OKUID:

Gender :

Parent Name :

Parent IC :

Parent H/P :

L L L JL JL L _JL_J

Address :

SD Relationship :

Membership :

e —

Figure 11: Update form




Payment Report

Reciept No. IC Amount Year Status Receipt
00000001 1234 RM 30 2015 PAID Display

Figure 12: Payment report




APPENDIX F: USER MANUAL
OF E-REGISTRATION SYSTEM

(ERS)



USER
MANUAL

E-REGISTRATION
SYSTEM (ERS)

DEVELOPED BY:
QéURA

(GROUP 9: PRATICAL STUDENTS AT SKALI
GROUP)




INTRODUCTION

E- registration system (ERS) system was built to help the Persatuan Sindrom Down

Malaysia (PSDM) to facilitate information registered users and students that can be stored

and controlled by the PSDM . ERS help information is stored and used in the future.

E- registration system (ERS) consists of two categories: ADMIN and STUDENT where both
categories are controlled and maintained by the Admin. ADMIN is related to:

iv.

Vi.
vii.

viil.

Admin Info
Update Pasword
Update
Registration

- Family

- Association
Student list
Next payment
Validate payment
Report

- Fult report

- Unpaid report
- Pending report
- Paid report
Logout

Whereas STUDENT is display information for students registered under the PSDM.
STUDENT Aada related to:

iv.

Student info
Update

Payment

Payment Statemnet
Logout

OOURA [LSER MANUAL EREGISTRATION SYSTEM (ERS)]—_




The user need to choose whether Admin or Student

E-REGISTRATION SYSTEM (E-RS)

Develop by Hussam

ADMIN STUDENT

DOURA [USER MANUAL EREGISTRATION SYSTEM (ERS)]




QOURA [USER MANUAL EREGISTRATION SYSTEM (ERS)]




1) LOGIN

i) User need to fill the username and password in the e-registration system (ERS) to

login.

E-REGISTRATION SYSTEM (E-RS)

<

Username;j : iADMIN

ii) The home interface of e-registration system (ERS)

E-REGISTRATION SYSTEM (E-RS)

Home Adminlafe | Update Possword | Undars - Registration | Student List | Next Payment Validats Payment  Report Payment  Logout

') ‘ PERSATUAN SINDROM DOWN MALAYSIA

(ABURA [USER MANLIAL EREGISTRATION SYSTEM (ERS))




2) ADMIN INFO, UPDATE PASSWORD,UPDATE

Admin info, update password and update button is for admin setting.

E-REGISTRATION SYSTEM (E-RS)

Name

IC
Address
Ciy
Srate
Postcode

E-Mail

2.1 Admin Info

i.  The interface for admin information.

asgword § Undats | Registration | Smdear List | Nt Paviient  Validate Payient  Report Pazment Lagout

ADMIN
ADMIN
ADMIN
ADMIN
ADMIN

: ADMIN
: ADMIN

ADMIN

Pin:

E-REGISTRATION SYSTEM (E-RS)

Name ADMIN
1c ADMIN
Address ADMIN
Cuy ADMIN
State ADMIN
Postcode : ADMIN
E-Mail ADMIN
Pt

oouea useR e ececisrranon e ) [N




2.2 Update Password

User need to fill the old password and replace the new password in the new password column and

confirm the new password. Then click “Update”, the information will be updated.

E-REGISTRATION SYSTEM (E-RS)

Home AduounIofo | Undarz Passwerdl Update  Ragstration ; Student List Next Pavipane  Validate Pavment Repart Poyment  Logout
SUpdals Pasimini
0Ol1d Password | - o
New Password o
Confinn
Update
2.3 Update

User can update the admin information if needed and click “UPDATE”

E-REGISTRATION SYSTEM (E-RS)

sUpdae s
Name : ADMIN
Ic : ADMIN
Address ADMIN __ .
Gy AW

State TADMIN

Poswcode * ADMIN

HP : ADMIN
ALk

Click “Update” after finished update admin information

onuea usek wanuaL nesisTeanon svse ) [




3) REGISTRATION

The user need to choose whether “Family” or “Association” to register to ERS.

E-REGISTRATION SYSTEM (E-RS)
Homs | Adnun fnfo ! Update Presword | Undate - Registration . Student List | Next Payinent | Validate Payment  Beport Payment Logout

Eamily
==

Choose and click whether “Family” or “Association”

3.1) Family - Involving the parents information

The user needs to fill up the registration form.

E-REGISTRATION SYSTEM (E-RS)

~Reghoranes trrm:
IC for iername
IC for Passwerd B
IC for Confirm Pastword
Noms
Ic
OEUID 8 )
Geader ¢ —select= v
Race © —select- ¥
Year of Regisrer 3 Sselect- ¥
Parenss Name e p——
Esrenns IC o il i :__
Pareats HP [T I -
Parent Emai} H e
Fareat Occupation © —selec- v
Addyess : =
Cles s T
Stare :
Pesrcode S .
SD Relarlonship H i
Membervhip Type —aelect-

Ragiamr
Ol by o romert

NOURA [USER HANUAL EREGISTRATION SYSTEM (ERS)]




E-REGISTRATION SYSTEM (E-RS)

New User Registration is Successful
Click herz to register New User

The pop up after the registration is successful.

(0URA [USER MANLIAL EREGISTRATION SYSTEM (ERS)]-




3.2) Association — Involving any association that related

The user needs to fill up the registration form in ERS

E-REGISTRATION SYSTEM (E-RS)

IC far Username

IC for Password

1C fsr Contfirma Password
Name

Ic

OXUID

Gender

Rarce

Year of Regitter
Association Name
Represeatative Nome
Represeatative IC
Repretentadve HP
Representative Email
Representative Occuparion
Representasive Address
Represeutacive Chry
Represeatative State
BRepresentative Postcode
SDRelationship
Afembership Type

Regieeration mrrea-

- —select- v
 sdea s
: -select~ ¥
S md

e e

—
: ~selech-
See- 7

B ?SEIQVEV‘-‘ o v
e

b heer ol

E-REGISTRATION SYSTEM (E-RS)

“Registration sanzs::

New User Registration is Successful
Click hara to register New User

The pop up after the registration is successful.
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4) STUDENT LIST

The list of student that register under Persatuan Sindrom Down Malaysia (PSDM)

E-REGISTRATION SYSTEM (E-RS)
Kome Adwm iefe | Lpdate Pavwers Lpdoty  Reguarshell Smdent List [Fext Prmag Validiee Pomen)  Rapoct Pt | Losast
Search student by Vew of Reguites = § SEARH
> I . L Y]
0| Name €| OKUDD (Gender| Bace {3:,: 10600 Pasens Name | Pacent IC [Puewst BP|  Parent sl _Lu. . ﬁ;{;‘“
1 k i E 3hle il 8 3 3 0 3 3 k T fenme
2| [l . . Fremle | Cima | 07 o B o o 2 —g: Lifeta |
i Fervanas
3w o @ Pl B | séf-? m a a ™ = Ordmare
apn
3 E b B | Mle by 2000 ] b & b T “h Tifetmne
Py
HE%:“ WEI5I1609 stle [binel 3¢ | BSDM | b Rabon oo tlotiomas|  rabmussyaboo com S Fal
6l b b b bl | Cmn | 208 F’;':;‘? b b b b b Lafvtan
Kadsh
4 -2 t t Male [Wlsw] 1009 t t t t Lfetune
i Paaman
[] v ¥ Fomale | Caa | 2005 5&‘:‘5 - v e Ordmars
Swi e LD :
) ¥ R IS SRETER LR A FAED Lokt 3ot bafles w0 mb | wm Lifeuoe
FAED AN AETTY
[t =
5) NEXT PAYMENT
The user can key in the payment based on the IC of the members.
E-REGISTRATION SYSTEM (E-RS)
Homes | Admin Info | Updare Password . Dlpdate  Registranon  Smdantiist fo_]!mnl\_ﬂhnmﬁmmn Report Pasmant  Logewr

O Ry N Bty
Ic B

Year T 1990 v

Amount : RM307 Y
Qone

R
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6) VALIDATE PAYMENT
Validate the payment, whether “Approve” or “Reject”

E-REGISTRATION SYSTEM (E-RS)

(N 7y T PN
| Reciept No, 1€ [Amouat [ Yewr [ Picwre [ Paymeot Starus

TO0001TT (900830015794 RM0 [ 2000 Ve Asgove Busst |
N - _."-.__—_— ) = a = amm—— .]

Click “Approve” or “Reject” for validate the payment

000RA CseR MebuAL ResisTRATION e e6S) R




7) REPORT

E-REGISTRATION SYSTEM (E-RS)
Home  Admin Iafo | Updote Paeovord | Epdate | Registration | Student List | Next Pavment  Validere Payment |Report Payment Logow

Eull Report ! Unpaid Report ; Peading Report . Paid Repart
i . PaymeaReport: =l T
i RecieptNo. }l Ic | Amount i[ Year I Status |
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7.1) FULL REPORT

E-REGISTRATION SYSTEM (E-RS)

Home Adwin fpfy . Update Password | Update  Regiatration | Student List | Next Payipznt Validate Payment Report Payment  Lusont

Search student by IC Number : " { SEARCH .
[ s:Payment Report::
Reciept No. | IC . | Amount 4  Year j Status |
00000173 w ! RM 30 ] 19%0 UNPAID
= 3 il e 0| 1990, | UNPAID)
00000175 | b : RM320 [ noo PAID
A RCoRoDLioN AL, ioonsis0isonr I RM30 (1] 1990 | LNPAID
L ooovor | sooswoolses  f RM30 [ 000 {PENDING|

Print

7.2) UNPAID REPORT

E-REGISTRATION SYSTEM (E-RS)

EA‘ : ' .
[ I—
Search student by IC Number : | SEARCH
T T T i Reperi. N
| RecieptNo. | (o | Amount § VYer Sv:mlsj|
00000173 m i RM 30 i 1990 [ UNPAID]
| 00000174 | T [t RM30 N 199 [UNPADD |
| 00000176 || 900816016087 | RM 30 i 199  [CNpaID |
Print
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7.3) PENDING REPORT

E-REGISTRATION SYSTEM (E-RS)

Full Report ' Unpaid Beport Pending Report | Paid Peport

Search student by IC Number : ! SEARCH |

7.4) PAID REPORT

E-REGISTRATION SYSTEM (E-RS)
Homs Adminufo | Update Possaverd | Update Repistrarion : Soudonr List | Next Paymnent Validate Paymenr Eepodt Payment | Logout

Search student by IC Number : SEARCH
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8) LOGOUT

E-REGISTRATION SYSTEM (E-RS)

Home Adwminfe Lpdate Password Updare Registtation  Next Payinsnt | Validate Payment | Bepo mel

m ﬁ PERSATUAN SINDROM DOWN HALAYSIA

QeJRA

A\ 4

Click “Logout™ to end the session in ERS
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STUDENT
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1) LOGIN
[ Admin need to fill the username and password in the e-registration system (ERS)

to login.

E-REGISTRATION SYSTEM (E-RS)

Develop by Husam

II.  The first page shows student details.

E-REGISTRATION SYSTEM (E-RS)

el e T T M
Name : JULAIHA BINRTI MOHAMAD RASHID
ic - 900810015794
OKU ID 1900810013794
Gender : Femate
Race : Melayu
Association Name
Parent Name : MOHAMAD RASHID BINTI NAWABUDIN
Parent IC 1900810016786
Parent HP 10177904043
Parent Email . raffles_event90 @ vahoo.com
Parent Occupation : Kerajaan
Address - 0o 36 taman seri bandar
Ciy : alor setar
State skedah
Postcode 103030
$D Relanonship Lson
Membership Type : Lifetime
Frnt
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IMI.  Admin can update the information about student if there is new information and

click “UPDATE”.

E-REGISTRATION SYSTEM (E-RS)
Swmdept Inio § Lpaste f Pavment  Payment Starement : Lozow

Race

Year of Register
Association Name
Parent Name
Parent IC

Parent HP

Parent Email
Parent Occupation
Parent Address
City

State

Pastcode

$D Relanonship
Membership Type

IV.  Payment.
Admin need to insert receipt of payment into database. This will enable
system to detect which has paid their bill.

: B8T0S

:Updlate Tafoz:
SULAHA BINRTI MOHAMAD RASHID
900810015794 ~ < T T 77

-selact- v

i -select- v

o —-select- v

© -selact— v
© MOHARAD RASHID BINTINAWABUDIN
© D0DB100I6786

- 0177904045

. raffies_event90@yahoo.ram

T -select-  v-

: no 36 taman seri bandar

: alor setar

o —salect- v

05050
S
-selett- v
Update :

E-REGISTRATION SYSTEM (E-RS)
Soudent Info | Update | Pavment | Pavment Sunetnens | Logant

. :iFoes Paymensi -
Reclept y 0 [ Select
s ic l.-unwm Year | Select Picrure Pictare
000C0178 00081001574 | RM $0 2002 | Choose Fila_No file chosen [ Submit .
|
Frint
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V.  The last section is payment statement. In this section it shows student
payment status.

E-REGISTRATION SYSTEM (E-RS)

Student Info ' Updase | Bayment Payment Statement | Logout
ey APnwetRerts: < - .
Reciept No. i (d Anmsount Year | Status Reciept
00000177 | Q00E100157%4 RM30 2000 PENDING | Disolay
00000178 OMOEL00ISTH RM 30 3002 UNPAID || Display |

Print
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APPENDIX G: USER MANUAL

OF OFFICIAL WEBSITE PSDM



USER
MANUAL
-PSDM WEBSITE-

DEVELOPED BY:
Qe R A

(GROUP 9: PRATICAL STUDENTS AT SKALI
GROUP)




INTRODUCTION

Malaysia Down Syndrome association website is a website to connect with the surrounding
community PSDM which aims to get to know them and get any information about this association.
This website was developed using Wix.com and be design using the template that already provided.
This user manual will teach the users in using Wix.com to edit and publish the latest information or

update about the association with easy and faster.

LOGIN

1) Go to www.wix.com

2) click “Start Now”

€« C i | vawwwixcom [~}
B oAppr . Pusat AR Blnotgonmyipn. G Sarsfina fonfpsod - X Dtfremitypes of ch. 4] Mohamad Rabuoni M... 453 Takwim Jabatac Pen.  (f Tonton Deoms Saal. | groupbrassfhars
- Wlx My Sites  Templates  Explor  Subsctiptions  Support English Signin

Create Your
Stunning Website.
It's Free

Easy to customize, No coding.

64,016,820 users and growing.

[ Start Now j

3) Sign in through “I’m an existing user”
Email; uthantpsdm@gmail.com
Password: 54321qwerty

4) Click “GO”

nnurA ruser ManuAL FaR psom wess e[S




The dashboard

S8 Popular Shortcuts

8 App Market
MY APPS

[®) NewsFeeq
0 Contacts

DY Sead Newslettars
’ Smart Actions

5 SEO Wizard

Sign In

Email
&2 ;ourmamedgmaloan Click betow to sign in using your

20cial accaunt
{_* I'manew user

I'm an existing user u Sign in with Facebook
or

[ Password - Sign in with Gooagle

My Sites ~ Templates Explore  Subscriptions  Support 1 Hi uthantpsdm v

- -~ psdmk

htipehushartpsdm.wix.com/psdmid

Latest News " Papular Shortouts
@ Bring Your Site Content to Life With Text Animation @ : @l
Feature Updatss | 15 hours aga Ech Site View Site Conmet Domaln
Glve aite visitors a fun, show-stopping experience. Add amazing, eye-
catching animation to any text elamant an your site, Maka it fioat In, fads @ D'l @
out, ewivel and spin to take center stage. MyApps  Sanc Newsistter  Ste Hisiory

How to: Click on any text element > Select Add Animation > Choose an
Animation Effect
Animate Your Text > Connact your dumain to

S your websne
W it Bl

(0URA [USER MANLIAL FOR PSDM WEBSITE]




How to edit?

1) Click Edit Site to edit you site

; ¢ psdmikl v Sites  Templates Explore  Subscriptions  Suppoit Hi, uthantpedm v
PO
Diahiscsend
e - —  psdmkl
——
88 poputar Shortcuts m httpuiuthantpsdm.wix.compsdmkd
i ] e
o ——
9 Apo Market s | & Fem it Uparade

MY APPS
Popular Shortcuts

@ Bring Your Site Content to Life With Text Animation @ : @
®  Contacts Ecit Site View Stz Connect Comain
Giva sita visitors a fun, show-slopping experience, Add amazing, eye-
M Send Newsletters
o calehing animation to any text slement on your site. Make it floal in, fade g O') G
out, swivsl and spin to taks center stage. My Appe Sent Newsiettsr  Site History

’ Smart Actiors
How to: Click on any text efement > Select Add Animation > Choose an

& EC s Animation Effect
w ~ysacor Cennect vour domain to
ESmagea yourwebsite

S EEINEE

2) There are 5 tools in editing this site.

A

Twac i mom et
€ ] editorais<om

PERSATUAN SINDROM DOWN MALAYSIA

COMMITTED TO A BRIGHTER FUTURE
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3) First are pages. In pages you create any pages that you want.

-

Pages *

Mavigate thraugh your pages. To
rename a page. click the wheel icon.

| Drag pagss upidown to reorder

~+ Drag right to create subpages

& HOME &

ABOUT US

VISION AND M...

OBJECTIVE
£ OUR PROGRAMS
#  PARENTS

PARENT WOR...

Page Transitions

Cross Fade M

Cre ~ ;

You add a new page by clicking on the box that says “add page”.
If you want to edit the header of the page, you may press the setting button

x Settings and SEO Q@ x
Pages |
Navigate through your pages. To ( Ouoicate W Dejete |
rename a page. elick ihe wheel ican. 1
| ? "
{ Drag pages up/down to reorder ] |
~+ Drag right to create subpages = ]
Page Address ? 1
! ihome '
i & HOME Y . 1
\ '. Set as hamepage
0 ABOUTUS | Hide from menu ? I[
(5] ND M... j‘
VISION A ' Page Privacy
DBJECTIVE . Protect Page Aot
|
OUR PROGRAMS Page Layout i
Hide Header and Footer 2 |
PARENTS !
PARENT WOR... ‘ » SEO Page Settings
S

Page Transitions ‘

| Cross Fade v |

Q0URA [USER MANUAL FOR PSow weese] [N




4) Second is design

0| Design x
.__...—-'I
Play with the design iools {o make
) your site look exacily how oo want.
-4
. Learn More

1
2
3

Choose any background that you like. To create your own background, just click customize.

.

D || <t %
Page Background

B0 O
§
|

In customize background; we can upload our own image as our background. To finish it just click

“apply to another page”

0uRA [USER NANAL FOR PSoM wegsTE) [N




Customize Background

Lipioad an imags, adjust its setiings
and cheose your background color.

e Lo

LG

Image Scaiing Posrion
®° Full Screen
Fit
T o
Tite Vertically
Tile Harizontaliy
Normal

Sereli background with site

Change Color -

e

To make your website more interesting, you can choose any colour that you like.

Colors

Chocse a coldr palette 9 Instantiy
transform your site. 7o personalize
your colar patetle. selert Customize I

-

Q)

(+]

Pateite,

b
i

Qlt

l I j Lets Rear it For
X The Boys
. . | See Red
—- Im a Bumble
Bee

You can create your own colour clicking customize pallets. Then click insert pallets.
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Customize Palette

Customize your site's paiette by
clicking on the main colors on the top |

| o, I

+]
il
on
. wd L MainGolors

== T = S
[ § BN § O
— b b
More Colors A

= o &=

Fonts

Transfonm your <f

"$ font scheme in

one click. To personabze click

The Litle Prineo

Let them eat cake

The Yitile Prince

Let them eat cake

AR

Let them eat cake

Tho | it4lo Prinro

e —

You can create your own fonts for different place. Example is different font heading and contents.
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g x
3 Customize Fonts
1+

2 =Title
g. B Menu i
- |
® Paqe title |
I

® Heading ...

® Heading L

M Haadina M

I

5) To make your website more beautiful you can add any element below. You can create any
text that you would like to add. You also can insert any image that you want to be share on
this website. Besides that, you can choose how to display your image on gallery. Other than

that, to make website more interesting you can add any media such as music and video.

Add x |

Chasee the elements you'd like 1o
add {0 your site,

A Text
ﬂ Image

k‘ Shapes & Lines

= Buttons & Menus

e Blog

ODURA CUSER MANUAL FOR So wessTE] [N




6) You can choose shapes and line that you like, and choose any button and menu that you like.
You can also create your own blog on this site. Either that, you can share social media that

you have,

Add x

Choose the elements you'd fike to
add to your site.

Leam aore

—

k‘ Shapes & Lines
= Buttons & Menus
b Blog

E Online Stare

fly socul

B A

s/ ustBuider |

7) Take your website to the next level by adding popular Apps and services grow your business

with a simple click. You can choose any apps that you like a put it on your site.

Wix App Market

Beost your professional criline presence with tons ot cool features and poputar web Apps. Just pck and chick - '8 easy and free!

Welcome to the Wix App Market!

Aud powerful featuies ana poouiar senises 1o your sde.
Grow yOur DUSITIBSS &0 Manags your Grie Bresencs with a fex Cilhs.

wt  f5 S
P f

v —
Contact Your Usets Get Sociat Sell Onlire

Most Popular

All Apps

Free

Made by Wax
Soclal

Forms

Gallenes.

Or

eCommerce

Marksting Tocls
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WiX 0 Page: HOME O | ) 0 iR B : Publish  Upgrade

Undo and forward button.

Control copy and paste button.

Gridline to make your arrangement become tidier.
Ruler.

Preview site before it publish.

Save the site.

Publish website

® NS kWD

Upgrade website to get more features.

DOURA [USER MANLAL FOR PSDM wmsnﬁ“




APPENDIX H: GANTT CHART
OF LEARNING MANAGEMENT

SYSTEM (LMS)
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APPENDIX I: WORKFLOW OF
LEARNING MANAGAMENT

SYSTEM (LMS)
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APPENDIX J: USER MANUAL
OF LEARNING MANAGEMENT

SYSTEM (LMS)



USER
MANUAL

Learning Management
System (LMS)

-Admin Section-

DEVELOP FOR:
SCALE DEPARTMENT
SKALI GROUP
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USER MANUAL OF LEARNING MANAGEMENT SYSTEM (LMS)

1.0 Introduction

Leaming Management system is software application for the administration,
documentation, tracking, reporting and delivery of electronic educational technology
(also called e-learning) education courses or training programs. Learning Management
System (LMS) is systems that develop for SCALE department at Skali Group., SCALE
is the department that produces entrepreneurs and leaders through its social
entrepreneurship system which supports and facilitates evolution of entrepreneurs and
enterprises. SCALE department is the department who is control the internship
students on Skali Group, which is includes provide classes for the internship students.
LMS that develop by trainees under En Mun’aim supervises’ is for managed trainees,
trainer and also administration to control the classes that provided by SCALE

department. LMS is developing using e-Front Framework, which is php based.

2.0 Objective

The problem that can be define as concise description of the issues that need to be
addressed by a problem solving team and should be presented before trainees try to

solve the problem. The problems faced by SCALE department are listed as below:

i.  Leaming Management System (LMS) as a reference
ii.  Advance technology learning
iii.  Paperless
iv.  Reduce time consuming

v.  Have a proper schedule and management for trainees in SCALE department.




The objectives to create the system are to assist the SCALE department dealing with

internship students at Skali Group. The objectives are includes:

i.  Managed the internship students properly
ii.  Trainers and trainees can managed and control the account in LMS properly

iili. Administration is well schedule of trainers and trainees in SCALE

department.




3.0 The user manual of Admin Section

_'!Ka'l'l GROUE
Entorprios Web »
staitpage - Signup

Password

Repeat password

Emay address

Fiestname

Last rame

Commenis

To login to the system, first time user must register into the system first. Fill in the field

and click “Register” button.

kalj
L 4 I Enterprise i/
Start page
Login
8 arc Collapse aft
I
Password A W) GEMS 2.0
AutoCAD
Keep me logged Business Analyst
contoh
Cyber Security
Create an account Project Management
1 forgot my password SME-EOP
Contact us
Lessons hist Saftware Developer

~ "!r’ Social Enterprise

Integrated Social Enterprise Experience (iSEe}

A G soft skills

To log in into the system, fill in the log in and password field and click “Login” button.




3.1

Users

USERS

User management involves the addition/ updating of users, the assignment of lessons/

courses to users and the assignment of users to groups. From this interface, the

administrator can also de-activate, delete and archive a user.

Adding/ modifying users

1.

3.

The administrator may insert users into the system by navigating to the “Users”
menu and clicking on the “New user” link. The form for inserting a new user
contains mandatory information that is denoted with an asterisk, like login,
password or email, and optional ones.

The administrator chooses the user type either from the basic ones (student,
trainer or administrator) or from the custom ones (generated from the User types
page) and the language in which the eFront interface is to be presented to the
new user. Furthermore, fields defined in the Customize user profile page appear

in the user management form.

{]
SRaIi GROUP ™3 Goto = Administrator S.{admin) » Messages » Logoud
§¥" Entervise web

Home » Users
Upeate ugers e
User A User type Registration date  Last log-in Jobs assi Aetme Opmration: |
4% |
1 4590

Modifying a user’s data can be done either by clicking on the edit icon (the
pencil icon) or on the user login on the user corresponding row of the table. The

relevant form is similar with the “New user” one with the following differences:

e the login of the user cannot be modified
e the administrator can set or change the image for the user
¢ lessons and courses can be correlated with the specific user

o the user may be assigned to a User group




o Accoant o tearning o) Drganization Files

—

Personal info | User groups || Payments

=
—— =

Image fite: ! L
Eart e m : s 12RO
Or select one from tst: v {View Hist)
Logim[ ]
Password: Blank to leave unchanged
Fo- i t et lea i mobaro

Repesat password:
Name:
Surname:
Emaill address:
hctive user:
User type: w
Language: english v

Time zone: o

4. This information will be stored for each user and accordingly by the eFront
system to perform various tasks. Please see below, under commercial editions,
the extended registration form required when registering users on one of the

commercial editions of eFront.




Assigning lessons/ courses fo user

1. Administrators can assign lessons and courses to users by clicking on a specific
user from the users list, shown above, and entering their “user status” tab. This
will generate a list, shown below, of all lessons/ courses/ user groups that the

specific user is associated with.

() Lher tettings |y Leaming Statis

|Courses Lessons I”Usef groups |
e e e e g

Lesson User type Enabled Completed Score Siatus
Student v (/) *] ¥
Student (/] -] . W

2. In order to assign a lesson/ course/ group to a user, the administrator must tick
the corresponding check box. This initiates the assignment procedure, which is

completed when a green tick appears to the right of the check box.

NOTE: A lesson/ course/ group is removed from the user list in the same way, by
removing the tick from check box. However, removing a user from a course/ lesson also
deletes the users’ tracked progress in course/ lesson. The only remaining data is the test

data and the amount of time spent in the system.




Delete existing user

1. By clicking on the following link, administrators will delete the current user and
all associated files. (In commercial editions and where the archive option is

enabled, deleting the user moves the data to the archive folder from where it can

be restored in the future).
User Usertvpe  Lesmons {ourses User groups Lastlogin Active Reports Operation
Administralor 5. {edwin) Admivistrator R Q ] 03 Dsc 2010, 14:58 ‘ \v
Professar D, {protessar} Professor & ] 7 BNov 2010, 153:8 P a L Y

De-/Activate users
1. Users can be activated or deactivated accordingly, by clicking on the "traffic
light" symbol (shown below). A green light indicates active users and a red

traffic light indicates inactive users.

s liew user

User Usertype  Lessons Courses User groups Last login Active Reports Operation|
Adsnistrator 5. {admin  Administrator 0 o 03 Dec 2610, 14:58 & %
Frofassar D. {professar} Profassor 6 1 0 25 Hov 2010, 15:48 @ ") v O

View user's report
1. By clicking on the link indicated below:

o tiew user

User Usertype  Llessons Courses Usergrowps Last login Active Reports Cperatio
Admenistrator 5. {admin}  Adminlsteter  § 2 0 03 Dec 2010, 1458 - %
Professor D, (professor]  Frofesser & 1 1 sevwoss § () %0

The administrator will see the user's report. These reports show the user's lessons /
p p

courses and percentage scores achieved in the various assessment mediums,




Commercial Editions

1. The commercial editions of eFront bring additional features to the management
of users allowing for more in depth analysis of the extended user's information
and more advanced functionality.

2. With the commercial editions of eFront, users are required to enter more in
depth information upon registration. This additional information is used by
various parts of the system to provide comprehensive assessments and efficient

allocations.

Training record
1. The user's training record is available in the Educational and Enterprise versions
of eFront and can be accessed through the Learning tab. It summarizes all the
information about the user's learning status and personal data, as shown below

and is dynamic. It can be printed or exported in a pdf file for further use.

General user information

User name: amir roxman
User type: Studert.

Active: Yex

Jomed: 11 May 2015, 1249:31

Total time in syspem: 01h 18 0ds

User information on communication

Parsonal merssges: T
Personal messages folders: 3
Total size: OKB

User informatlon on system usage

moud:namxn

Training: Courses

Rame Catagory Registration dae Coaploted Score Time
£utoCAD GEMS 2.0 28Maz 20} DO0%
I.mnﬁs =t coursnt AutnCAD
Cempleved Score Tieve
rd'b-w-l&l tomN
dr-‘kr———-_ a L00%
Lessanc bur courses ActeCAD
Comphuted Scora Tima
Adshe Fhotoshop (CS51 & Q.00%
BareCAD - 0 00%
tha e il 20 ZBMey 01 - 0.00%
Lastons Far course: BEsinasy AnalpeT
Razne Campleved Scors T
Seltware Engingering O
Requirerrect Enginsaring - 0.00%
UML - 010%
Cyws Secyrity GENS 0 28 My 2015 0o0%
u“u: ﬁv(wrn CrBar Security
Complatad Store Time
Cyb«Secw:; Eszantal 0.09%
Incroduction 0.00%
Deital Forameic Essential Q00%
k= £ Security 0.00%
155 oo
SME-EDP GEMS 2.0 C8 kin 2315 - 0.00%
Lessons a1 course: SHE-EDF
Harme Completad Score Tiews
£D°] - Envrepreneurial Mind-sat 0.00%
EDP2 - Prod ices Flanning & Plarining i Marketing Planring - coon
EDP3 - Markating Planning & Omjanmatonal Fannmg 0.00%
or iz Flnance, Financial and Financial i 0.00%
ED75 - Business Flan 000%
096 - Jmstemartng Man & Soanes The Busnass - QE™
Sok sidlls Soft 3kifts 08 n2015 0.00%
Larsons Vo cources BeR Skl
Bama Complated Score Time
Prasanmavon S - 0o
- O.0N%
Business Commuanication Q0%
fasic Mamdgurars Sl - 0.00%
Overall
Avarage score in o8 courses: 0%
bwarage stome i o standalong bevsons: U




3.2 Lessons

To edit lessons

slqui.enoup

Emterprise Web

Home

Options

2
Users Lessord

“a &=

User types Groups
£ = ,
> =
Notuficauons Messages
Languages Reports
\.n‘:
Forum

Courses

)
Systerr settings
Connected users

=

Backup - Restare

¢

Categories

€

Themes

&

Export - Import

2

faintenance

Click on “Lessons” icon

ﬁl‘“"’. AT TT
] Enterprise Web /

Home =« Lessons

New fessor . Import lesson

Lesson name %

~dobe Photoshop (C55;
sdvanced lava 7 Programing
AutelAD

Basic Managemenc Skill

Building Self Esteem & Confidence

Introduction te Programming for Mon-Pr

nrer

Click on the new lesson to add new lesson to the system.

10




skaljjcrour

[ ] Enterprise Wab »

Home . Lessons New lesson

MNow lesson options

Edit lesson

Lesson name:
Language: English +*
Categonies: | GEMS 2.C v

Lessor is available: | ® Exclusiwvely througn course

Directly

Active:

-

User will see this page. Fill in all necessary information and click “Submit” button

11




33 Courses

To edit course

skafjcrou

Course name

Cyber Secunty

Home « Courses

* New course |,

Em«pnseWeb/

Import course
Parnicipation
2

2

Price

Gou

Star

To add new course, click on “New course” button.

sKafjf crou

Edit course

Home « Courses

Course name:

Categories;) GEMS 2.G v
Language:}l English
Acuve:]

Show course in catalog:| <

EmernnsoWebr

New course

Price:

User will see this page. Fill in all the necessary information and then click “Submit”

button.

12




Home Courses

Update courses

Participation

2

Price

Start date

End date

When new course was added, it will appear in the course list. Click on the new course to

set the course lesson. As example click iSEe Course.

b | i

Home « Courses - Eci course “Integrated Social Enterprise Experence (iSEe)

Options for course “Integrated Social Enterprise Experience (iSEe)”

Sotra Enterprse w%jun 2015 c7
Sntiah Enterprise 9,60 2015 4
Sotis Enterprise 39 40 2015 L4
Cumig T et
TecnTiat Sugjedt J2jun 2015
Techmecal Sucject Q8 40 2015
Techmaa Sugject 08)un 2015
RS- g Techrscal Sucpent 08.un 2015
EDFS - implamarer | Pae | Stprtirg T Ran Teckical Subject IB.un 2015
50 Sklls 25 May 2015

User will see this page. Choose “Course lessons” from the menu tab. And choose lesson

that will be in the course by clicking on the box at the end of the lessons. The selected

lesson’s box will have tick sign. Then click back.

13




User

200035

V.ganey

Ban

Hasir 4. 1PT Suowriist

Options for tourse: Ticgrated Socal Lofeprss Eperencr [Se)*

Course users

User role

Studert

Student

“rainer

Supensor (Host Compamies)

Superasor tPT)

Pro‘essar

Studert

Student

Sy dpat

Enrol.ed on
402018
13590 2015

09 un 2813

Completed on

Status  Compreted  Score

-~
v

8.00%

0.00%

Operations

Checr

L4

L4

+

To select user for the course and what the user can do with the course, click “Course

user” on the menu tab. Then user will see this page. Choose the user and what user can

do with the course. And click back.

14




3.4  Categories

To edit category

sliq l i croup

Enterprise Web

Home Catsgories

Edit categories

@ New fategory

Category Parent category
ancient Crvilizations
GEMS 2.0
SEED
Social Enterprisd
Soft Skiits
echnical Subject

Joskithng

Filter...

To add new category, click “new category™ button.

SKajj GrRour

¢ Enterorise Web /

Home « Categories - New category

New category options

Category settings

Category name:

Parent category: | GEMS 2.0 v

User will see this page. Fill in category name and choose parent category for new

category. When finish. Click “submit™ button.




3.5 User type

Creating a new user type

To create a new user type, the administrator must click on the button New user type.

1. Select the default user type, which the new user will be based on. For example,

if the administrator wants to create an assistant for the administrator, the new

user type will be based on the “administrator” user type.

Home » User types » New user type

Type name: adminisirator assistant 3
Basic user type: | Administrator ¥ |
Content: | Student |
| Professor

Users:
Reports: Change

Personal messages: Change v

2. After selecting the basic user type, a list appears with the user’s basic rights

inside the platform, which the administrator must define. For example, what the

user will be able to change or view only, functions that will be hidden and

others. At the end of the list, there is an option that allows the administrator to

set the same status for all functions that is (change, view or hide).

§ ge . .
: - Goto ¥
ska|| GROUP :
§7 Enterprise Web /
Home » Usertypes » New user type

Persona

To

Connected users:  Tharge
Calendar: Change

Announcements: The=ge

4 €44 46§dd ¢4 dddddeddaqddaddq

Forum: Change

+

Setall 1o:  CThange

16




The new user type is added to the user types list, such that when creating a new

user, the administrator can see the new user type in the drop down list.

0 New user type

Hame Basic user type Active Operations
Administrator B %0
Professor ﬂ b °
Student B LN %)

Filter... Rows: W0 Results: 4 € 13 ¥ owtof3 3 B

17




" 3.6  Groups

s&ali.GROUP Goto~ Administrator S. {admin} = Messages = Logest
7 Emerprise Web

Update groups

% New group

Group name Description Usersw Active Cperations

Upskiling -‘A-Eup fm;kill}hg trainee R 0 ] —\_0_
group for GEMS trainee 1 [} LY -]

Group Interface which is contains the list of groups. In this interface, the administrator
can update new group, edit the existing group and also delete the group.

’ o T T=7 Goto~ inistrator S. (admin) « ges Logout
alf crour
7 Enterpriss Web.

Home » Groups » New group

Mowy i oup

Group aptions

Group name:
Description:
Unique group key: -

Maximur key uses:

Defaultlearner type: “STreer oeTTTeT

-

After click *New Group”, will appear the Group Option Interface. The administrator

need to fill up the form then click “Submit” and the new group will created.

18




3.7

)

System Setting

General Interface

Gota = Azereistator 5 fadmin - Messages -

gt
skaljcror
1% Erowpase et
Homa » System setngs

Bl Mgy 4 Userrenrge HAstearance < Ecens mos U Customazation

sie Evad wnings
Allowed fle extensions:

‘Disailowed file extensions:

Mimimom: password lergth: &

Force password change upon mival fogin:
Lag ousser afer fminutesk 5
Undater period (ms): 150003

Longurrent onhne users thrashold:

Remove <seript tags from POST: @

Resex passaordlink ¢

Carstrain access to content fes to fogged n csers:
Bar users after S umsuccesshul togn attempts:

General interface is containing security settings function which is offer amble settings

for securing the eFront system. These setting include the ability to define the allowed

and disallowed file extensions, the minimum password length, the inactivity time to

logout users and also the maximum password length.

The administration need to fill up the form based on the system created. After complete

the form, the administrator need to click button “Save”.

IR
skalfj srour

F Erdarorise Web
Heme » System settngs

S| & Lt srwngs Bl Agoeorance % Externet o @ Cestomezoto

Defacttisnguage:

POt oriy one (the defauas) Larquage:
Date farmat:  Conawwvy ¥

Timezere: (AT 2L Smgapnre. v

Fgan W

Cumency: ¥wepanboggs ¥
Srrw curency symbe’t  Beforeprice ¥

Ercaze aondann £ names tor _ uTFZnuP v

General interface also contain Locale function, which is internationalization setting that

should be set according the current locale. The administration need to complete the form

and click “Save”.

19




14 o
a Gara » Acmurisvrator S.{sdmn) > Messages » Lagtat
ska'lluaou: marorS. fadme) ~ Mesay 5

Enterorise '

Homa » System seitngs

SR L Uner e G Apsesrance T Exteng taz’s O Contommatien

In General interface, it is contain “Email Setting”function. The function is able the mail
server setting that will be used to send emails. The administration need to fill up the

form. Afier that, the administration can check setting and click “Save”.

U] »* - -
Goto = AdmissiratorS. {sdmin} » Messages v Legat
skq|| GROUP

Home s Spstem setungs

@
S e Uzer settinge [3Aprescance ¥ Exems o2c | Curomizstion
- it -
- —
Memory imier 128 4 ¢

Max wa executicn Lmer TE] SECOMOS

GIranaen ¥
Cofleress test esi'ts - caratase:
Nawirim fleszer STI0
The mazimun
Tebug made:

(=]

General interface contain Configuration function, which is to configure tab that able to
define some basic php settings for the system. The administration need to fill up the

form and click “Save””’,

20




if) User Setting

Interface

Geoend sertnge

Home » System sexings

LN g £ Apterranze 5 Extemaltods U Dostonuaatan

P}

User setting interface is containing user activation/ registration function. This functions

to use by the administrator to define the way in which the users will be able to register

into the system and how the activation will take place. Fill up the form and click the

“Save” button.

] a*
skalj crour
¥ Enterpriss Web
Home » System settings

Goto = Admi

General settings | USEF settings | (3 Appearance +; Externaltccls & Customization

istrator S. {admin} - Logaut

Allgw concurrent logins giobalty:

Except for the roles:

Except for the groups:

No ¢

Student

Prolesser

Administrator

Admin Officers. -

GEMS 2.0
Upskilling

User setting interface also contain multiple login function that the administrator can

define whether or not to allow multiple login. Allowing multiple logins enables

concurrent logins with certain exception. Otherwise, if no multiple logins are set, then

when a user logs in with a username that is already logged in session will disconnected.

Fill up the form and

click the “Save” button.

21




Logout

S.(admm) = M

) I =
skal' GROUP ey Goto = Adr
[ L

Home » System settings
o

& Customization

. General settings | § User seftihgs [ Appearance #; External tools

User activation/registraion  Multipie fogins  Web server authentication
Web server authentication: @
Web server reglstratior:
Error page displayed when the username is missing or emply:  chemes/defauit/externalidefaule_error_p:
Error page displayed when the user cculd not be created:  themesdefaulvesternalidefault_urauthe
Varjable that contains the usérname:

Include file that handles user creation: i:swe.-,reg’sradon,php
<

$_SERVER["REMOTE_USER™)

User setting interface is containing web server authentication interface function which is

can be used to automatically handle user registration and authentication using some

HTTP server variables,
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ii)i  Appearance Interface

17 GROUP —- R T LT ey T nege e s
SMBg o,

Hema -+ System setings

N

Generaisettngs & User setings DlMgma s 7 Exteratsols 0 Sostomazrton

Show focter: v e
Edafooter:

Szename: SOME
Siemeito: Lemmeg Managarert Syrtem
Ecw name ana motts alsd on header
Colapse catalogs Me ¥
Shcw empty blocks:
Shew lesson/zourses cataiog Ves .
Redirectuser aftar ognto: Usisdutiors ¥
Redirect aher lzgouz te:
Lsad vdes:
Skaw inastve cowrses m seperTst
08 you accapt the carart ce?

LUinits actept completion terms:

& ,

Appearance interface is function allows the administrator to customize the appearance

of eFront installation. The administration can decide the appearance of the system and

click “Save™.
Sﬁali'GHOUP Goto - Ad S. (admin} ~ ges ~ Logout
¥ Enterprise Webt

Home » System settings

.t

General settings & User settings ] Appearance <; Externaltcols . Custamization

[ *
skalicrour
#7° Enterpriss Web
Upload site logo: , Choose File : o fie chosen
Each file must be srralier than 2048 KB
Logo width: 250
togo height 1s¢

o

Lse logo:  Sre 'c;o M

Appearance interface have Logo function which is can set the system’s logo, which is

the image the appears in the header,
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sﬁali' P Goto = Administrator 5. {admin) ~ Messages =
1% Entorprise veo s

Home » System settings

- General settings 4 User settings [ Appearance = Externaftools o Customization

Appearance iogo Favicon

File name:  Choose File Ho file chosen
Each file must be smatler thar: 2048 K3
Use default favicon:

] Save .

Logout

Appearance Interface is Favicon function which is set the system’s favicon, which is the

small icon that appears next to the sites’ address in the browser’s address bar.

The administration can choose the image as logo and click “Save”.
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iv) External tools

Itali' 5 Goto~ Administrator S {acmin) ~ Messages ~
] orprise

Home » Systent settings

System sottmgs

. General settings & User settings [ Appearance * Externaltonls | & Customization

xbnrnal tools  Math settings  PH? Ivedocx

Erable XML APL:
1Ps allowed to connect to the APL:  127.90.3

Editor type:  Tinymce3.58 v
Enable virtual keyboard: +
Zip handling method: pp v

Save

Logout

External tool interface is a collection of tools that are either 3™ party can be used to

communicate with 3™ party applications.

Home » System settings

System seitings

» General settings & User settings [ Appearance #3 Bemsiiols| < Customization

s&ali-GHOUP Goto ~ Administrator . (admin) - -
#7° Enterprise Web

Externaltools  Math settings PHP fiveaotx

Enable mathematic type content: ¢
Display math types as images:

Kath server locatlon:  hitpsavesumathas.comicg-bin/mimete:

e

Logout

External interface also have math setting which administration can write the

mathematical equations. The administration can upload the mathematical equations and

click “Save”.
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skall Goto~ Ad atof S. (admin) - Zes -

Ererpse Weh

Home . System settings

General settings  § User settings [l Appearance WEESHWRMIIBME: o Customization

gt PHP Hvedook

Phplivedocx server:  httpsu/apJiegot.comst . Zmatmerges
User name:
Password:

docx org/acticles/phplived cx-license . You have | sigr up an account here ard paste your credertials

phptiveDocx is a plaﬂurm used to transform certificate vocuments in 3 pof format. it s released under tne onowng 5e:
b

i

Logout

External interface have PHP livedocx function. This function is a platform used to

transform certificate documents in a pdf format. The administration need to need to

release under the selected license then can used this function.
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V) Customization Interface

87 Ertarprme b
Home - System settings

Goto~ Adrinisior S aorea < Messages -

Gererai semings & User seqinigs T3 Appesrane @ Externaliocss () G

Features
Anouncements
Backug - Restore:
Bookmarks:
Lolendan
Commeniss
Eatend uzer profiler
Feedbadk
Forums:
Gy
GrIups:
el
Lnguages:
Maicreance:
Messoges:
Notsfations:
Projects:
RagstrationUipdate:
Feooits:
Systemsenng:
Testst
Thernest
user ypes

Bshaviar
Sty anmecied users:

P R R I I I R IR P P P )

logour

The customization button is function to set the various display and functionality options

for e-Front.
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3.8 Theme

skalj crowe -
Home « Themes

Themes

o colzimas Laft.

Figred

0

o _
Resiore -
defautiz it craeges

Theme interface have layout function, which is the administration can change or create
the interface for the system created. After the administration creates, the interface can

be save and the real interface is appear.
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Home » Themes
tayout Change theme
& Install theme
Theme Author
default eFrant team o
eFront2013 Athanasios Papagelis
blue ¢Front team
blue_htmis Athanasios Papagelis
enterprise efront team
green eFront team
IE6 efront team
mobile efront team
modern Athanasios Papagelis
modern;_rtl Periklis Venakis
pad Athanasios Papagelis

Fiter...

Version

18
1.0
1.0
1.0
18
16
10
10
1.0
1.0
10

?

R TR, TR, B, TR B R, R BEE. TR

Active theme

- @
~» W

™ Y e B e e % e e N

S " W M P M " T W "%

He

Operations
4%
&30
L50
4350
430
4150
430
130
440
as0
d+h

- ®
~ B
~ D
- O
~ &

® e TR W P TR e @
b BEE. TER. NG BEE. JEE. B L B
S P B e W e e W N
™ % M W B B B e %

S W e B e B S e e N

~»
b 2
-
s

Rovs 2 v Results ¢ ¢ -0 v outof1i 3%

Theme interface have change theme function. The administrator can adjust the page

layout according to specific theme. Just click the selected page and edit the page.
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INDUSTRIAL TRAINING STUDENT CHECKLIST

Name : NOGR Boma BT nefemed AL/
Organization: sualt/ GRo

YRR/Ver2/iM245

UITM ID: S0 /294774
Unit/Department: scALE o EPALTIRNT

{ * Please v)

NO.

DESCRIPTION

ATTACH
APPENDIXES IN Li
REPORT (before
hardeopy bind)

DATE

ACKNOWLEDGE Siel

Read & understand the Industrial Training Handbook

Understand that you are NOT allow to take any leave
during ITr. But for emergency leave/MC/special case, not
more than 6 days in 5 months or eise your ITr status
automatically FAIL. Any leaves/time off/time lieu given by
organization is not counted under this clause
(Exceptional). {Record/remark in your attendance form,
make copy of MC or any related dcmnt to be attached in
your report with attendance report)

Understand that public holidays/festival leave/special
leave may varied by state. therefore, folow your current
state of ITr and organization/company policy. NO
semester break during ITr for ITr students. Record/remark
in your attendance form)

Read & understand the IMC690 assessment

Review all the 4 rubrics for assessment (already emailed &
download from portal i-Learn -- under IMC690 or IMS657
(folder "Yanty Rahayu Rambli (Ayu) -> Tumpang Pre
IMC690-Industrial Training IM225)

Fill in the 'Report Duty Declaration Form' {email to
|lindustrialtrainingfpm@yahoo.com , subject: Report Duty
Declaration Form from <organization name> or fax : 03-
79622007 latest by : 23 FEBRUARY 2015 - Utk Puncak
Perdana

Attendance Form {Everyday attendance need to be
recorded) - if using system, please print every month and
verified by industrial supervisor. If Punch Card please
photocopy every month. Acknowledge your absent to
your Organization Supervisor directly, in the event of long
MCs, please inform LI Koordinator/Faculty Supervisor.
{Record/remark in your attendance form, make copy of
MC or any related decmnt to be attached in your report
with attendance report)




Log book {Everyday) - can use softcopy or photocopy if full
utilized. Record everyday log and need to
verify/sign/remarks by Industrial Supervisor weekly/daily}

Email and print Industrial Evaluation Rubric to Industrial
Supervisor (Via harcopy/softcopy} at Day 1-2. Evalution of
organization supervisor need to be submitted directly to
Faculty Supervisor A WEEK before 30 June 2015) - via
email of fax : 03-79622007 - Utk Puncak Perdana

10

Industrial Training Planner (Jadual Perancangan) for 5
months plan (to discuss with Industrial Supervisor - can be
change as needed, weekly/monthly planner) you may
draft using MS Office or MS Project

11

|Industrial Supervisor details (email to
industriaitrainingfpm@yahoo.com, please see the
template provided) DUE DATE: 23 FEBRUARY 2015

12

Discuss with organization supervisor regarding
Mini/Special Project

13

Consultation - consult with Faculty Supervisor on your
Mini/Special project {Via any types of communication
medium) - minimum 3 TIMES

14

PAID Semester (March - July 2015) fees (Last day payment
25 MAC 2015} * Refer Academic Calender

15

IMC690 course Registration (23 Februari - 15 Mac 2015 ) *
Refer Academic Calender

16

1IMC690 course Validation {Validation DATE 16 MAC - 29
MAC 2015, GUGUR TARAF - 31 MAC 2015) * Refer
Academic Calender

17

Presentation of Industrial Training (06 JULY - 10 JULY
2015) *estimation date, it may change upon approval,
depends on campuses - book your date/time with Faculty
Supervisor availability)

18

Submission of 1 copy of Hard bind Industrial Training
Report (06 JULY - 10 JULY) - Dark Blue Hardcover For
UiT™M




19

Check your Muet result submission to Faculty and Send a
copy to Pn Halimah {Office FPM), Minimum Band 2, Band
1 will not be graduated and need to reseat your Muet and
result to be provide before convo) - failed to do so, u will
not listed under convocation AND might not graduated) -
Utk Puncak Perdana

20

Attach softcopy Industrial Training Report in a CD and put
in a nice envelop and paste it at the back of your Industrial
Training Report

21

Put this checklist in the Table of Contents under
Appendixes in Industrial Training Report and Attach this
checklist in your Industrial Training Report Appendix

ITr = Industrial Training, FS = Faculty Supervisor, Visiting Supervisor = VS, U = Latihan Industri, 05 = Organization Supervisor






