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ABSTRACT

The industrial training duration based on the period from 1" February 2017 until
30™ June 2017 in Electronic Data Processing Department at The Park Avenue Hotel at
Sungai Petani, Kedah Darul Aman. The training consumes 5 month in one the department.
The trainee have been explores a lot of new things and environment. The trainee has been
exposed to technical and networking environment of working. The trainee has been assigns
the project to develop new system which is Application Leave System. The trainee has been
exposed to the systems that have been used in the department which are Property
Management System (PMS) and Epitome Property Management System. The Electronic
Data Processing Department is a well department that allows the trainee to explore a lot of
things with their guidance. The staffs have a lot of experiences that they have in managing
their work at the department.

Keywords: Electronic Data Processing, Property Management System,

staff, networking



Acknowledgement

Assalamualaikum w.b.t

Alhamdulillah, thanks to Allah s.w.t for giving me strength and courage to finish my
industrial training at Electronic Data Processing at Park Avenue Hotel. Lots of experience
and knowledge gain by me through the industrial training. From the industrial training, I
would able to leamm new thing and able to feel the working environment in government
sector. I would able to learn how to communicate with people that are much older than me

in asking certain things.

Second, we would like to thank Mara Technology Institute (U1TM) for giving us such an
opportunity to further our study in Information System Management (IM 245) in Kelantan.
This is once in a lifetime opportunity that we would always appreciate. We would also love
to thank Information Management Faculty Head and Information Management Program
Coordinator of Kelantan Campus, Dr. Mohd Nasir bin Mohd Ismail and Mr. Mohd Zafian

bin Mohd Zawawi, respectively.



We wish to express our eternal gratitude and sincere appreciation to our lecturer of
IMC690 Industrial Training, Madam Izzatil Husna Binti Arshad for the valuable guidance,
empowering supports and profound advices throughout the preparation of this industrial

training this semester.

Besides that, I would like to thank to my supervisor at the industrial training place which is
Madam Noor Linda Bt Ismail and Mr Sazali Bin Sidik that always hear my compliment
about the difficulty face by me during doing the task given and also for helping me m

explaining the real scope needed in the tasks.



List of Tables

CONTENT

CHAPTER 1: INTRODUCTION

1.1  Background of the Organization

1.2 Organizational Structure

1.3 Organizational Chart

CHAPTER 2: ORGANIZATION INFORMATION

2.1  Departmental Structure

2.2 Department Function

CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES
3.1  Training Activities

3.1.1 Technical Task

3..1.1.1 Installation of Ubiquity Network Modem
3.1.1.2 Installation of “Ookla” Application

3.1.1.3 Refresh Wi-Fi

3.1.1.4 Solve The Bistro PMS Connection Failure
3.1.1.5 Resolved the problem regarding low internet connection
3.1.1. 6 Resolved Sous Chef’s Pc Internet Problem
3.1.1.7 Resolve the problem Bistro Coffee House server
3.1.2 Electronic Publishing

3.1.2.1 Design F&B Promotion Poster

3.1.2.2 Design Birthday Card

3.1.2.3 Design Florist Banner

PAGES

10

17

10

12

12

13

13

14

15

16

17

20

21

21

23

25



3.1.2.4 Design Mother’s Day Poster

3.1.3 Administrative Task

3.1.3.1 Learning on doing maid assignment

3.14  Setup PC at account department

3.2 Special Project

3.2.1 Project Overview

3.2.2 Problem Statement

3.2.3 Objective

3.2.4 Scope of Project

3.2.5 Target User

3.2.6 Tools for Development Process
3.2.7 Project Planning

3.2.8 Analysis

3.2.8.1 Analyze Current

3.2.8.2 Flow Chart Of The System
3.2.8.3 Context Diagram For ALS
3.2.8.4 Entity Relational Diagram
3.2.9 Design

3.2.9.1 Interface Design of ALS

3.2.10 Implementation

vi

27

29

29

29

30

30

30

31

31

31

32

34

35

35

36

37

38

39

39

42



3.2.11 Maintenance

CHAPTER 4 : CONCLUSION

4.1 Application Of Knowledge, Skills and experience in Task

4.2 Personel Thought

4.3 Lesson Learnt

4.4 Limitation and Recommendation
References

Appendixes

vii

42

42

43

46

47

49



List of Figures

TITLE
Figure 1: Park Avenue Logo System

Figure 2: Sejati Bowling Center

Figure 3: Park Avenue Lobby

Figure 4: Park Avenue Lobby

Figure 5: Japanese Restaurant

Figure 6: Park Avenue Gymnasium
Figure 7: The Lounge Cafe

Figure 8: Park Avenue Road Map

Figure 9: Park Avenue Organization Chart
Figure 10: Electronic Data Processing

Figure 11: Ubiquity Devices at level 10

Figure 12: Ookla Application Through Laptop

Figure 13: Main Switch at Level 9,10,11,12
Figure 14: Command Prompt Interface
Figure 15: Network and Sharing Centre
Figure 16: Wi-Fi General Detail

Figure 17: Pc at Server Room

Figure 18: Ramadhan Design Poster 1.
Figure 19: Ramadhan Design Poster 2
Figure 20: Ramadhan Design Poster 3
Figure 21: Birthday Card Design 1

Figure 22: Birthday Card Design 2

viii

PAGES

13

13

16

17

18

19

20

21

22

22

23

24



Figure 23: Birthday Card Design 3™

Figure 24: Florist Design 1

Figure 25: Florist Design 2

Figure 26: Florist Design 2

Figure 27: Mother’s Day Design 1

Figure 28: Mother’s Day Design 2

Figure 29: Setup PC at Account Department
Figure 30: Application Leave System Gantt Chart
Figure 31: Flow Chart ALS

Figure 32: Context Diagram

Figure 33: Data Flow Diagram for ALS
Figure 34: Main Interface for All System
Figure 35: Add User Interface

Figure 36: List Of User

Figure 37: Dashboard of Admin

Figure 38: HR Profile

Figure 39: HR Approval

Figure 40: User Apply Leave can view reporting from here.

24

25

26

27

27

28

29

35

36

37

38

39

39

40

40

41

41

42



List of Appendixes

Log Book

User Manual

Report Duty Declaration Form
Industrial Training Check List

Weekly Attendance Listing



CHAPTER 1: INTRODUCTION

1.1 Background of the Organization

Park Avenue
HOTEL

SUNGAL PETANI

Figure 1: Park Avenue Logo

Back on 1996, the hotel is actually owned by a company called Accor Group. The hotel
previously called as Novotel Sungai Petani. After three years, the hotel management was
taken over by UG Hotel Property and the company changed Novotel Sungai Petani to Park
Avenue Hotel. The management is remain the same until now and been awarded as 4 star
hotel by Ministry of Tourism Malaysia which it is the beginning for Park Avenue to

become the most demand hotel in Malaysia especially for the Northern Area.

The main viston of Park Avenue to provide a good hospitality services with 204 rooms
and suites for customer convenience. Park Avenue offers various types of room and suite
which are affordable for everyone such as Deluxe (single/twin), Executive Room
(single/room), Royal Suite, Senior and Junior Suite. The lowest price of the room that
offered by Park Avenue is starting for RM120. There are various facilities that provided by
Park Avenue such as pool, free Wi-Fi, individual air-conditioning, convenience store,

television, hair dryer, and safety box.



Others than rooms and suite the Park Avenue Hotel also provides hall that can be rent
for any kind of events. The hall can be used as a place for wedding reception, partics,
meeting and grand dinner. Generally, the rental halls are used only for 8 hours for full-time
and 4 hours for half-time. Every hall has fully equipped with sound system, and there will
be staff that will assist the customer on using all audio-visual equipment. The guest can

request any kind of arrangement of the hall suit with the guest’s event.

There are also two types of restaurants that offered which are Japanese Restaurant and
also Asian Restaurant. The Bistro Restaurant is a restaurant that provides Asian foods for
breakfast, lunch, high-tea, dinner and buffet meals every day. The guest that staying at the
rooms can request a room delivery meals and no need to go to the restaurant to order the

meals. The food was prepared according to specific month and schedule.

Park Avenue also provides traditional Japanese foods which are sushi, sashimi,
tempura and others. The layout of the restaurant also follows according pure Japanese
restaurant to make sure the customers feel like they are at Japan. Park Avenue Hotel also
provides live band that will entertain the customers while the customers eating at the Bistro.
There are various types of music genre that will surely give a peaceful feeling to the

customers.

Other than that, Park Avenue also provides Bowling with 36 lanes that can be
considered as a family entertainment for the hotel guest. Bowling is really suite for the
guests who love indoor sport activity. Park Avenue Bowling also is the largest bowling
center at the northern states. Most of bowling tournaments in Sungai Petam are held at Park

Avenue because of the comprehensive equipment provided by Park Avenue.
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Align with the motto “Your Trust is Our Strength”, Park Avenue really cares of the
customer’s satisfaction to their hospitality services. In order to build customer loyalty, Park
Avenue always will ensure the services offer is the most excellent. Park Avenue Hotel also
promotes the Malaysian culture that can make the outsiders knows Malaysian culture is one

of unique things in Malaysia.

Park Avenue always provides excellent services exceeding customer’s expectation to
sustain the trust from the customer. The Park Avenue Hotel always makes sure that their
employees establish a good relationship between the staff and the guest. This is because
when the internal customer satisfaction is full-filled it will lead to increase the hotel

business.

As a conclusion, Park Avenue is an organization that provides hospitality services with
affordable charges. Park Avenue also can be considered as one of the oldest and famous
hotel in northern area. Park Avenue always welcomes any student that would like to go

through internship in any field of study.

There are a lot of accommodations provided by Park Avenue to satisfy their customers.
The example of facilities provided by Park Avenue Hotel, are swimming pool, bowling

center, gymnasium, convenient store and others.



Figure 3:; Park Avenue Lobby



Figure 4 : Park Avenue Mini-Market

Figure 5 : Japanese Restaurant



Figure 6: Park Avenue Gymnasium

Figure 7: The Lounge Cafe



One of advantages that the Park Avenue Hotel has is the sirategic location. Park
Avenue Hotel located next to exit tol Sungai Petani Selatan PLUS. The guest can see the
hotel clearly from the highway and the location also easy to be reached. The guest can see

the main lobby which is designed with beautiful and fascinating view especially in the

night.
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Figure 8: Park Avenue Road Map



1.2 Organizational Structure

|
} HUMAN SALES & FOOD &
| RESOURCE MARKETING BEVERAGE
FRONT
OFFICE

Figure 9 : Park Avenue Organization Chart

As explained in the chapter 1.1, Park Avenue Hotel is fully owned by a company called
UG Hotel Property or in the full name called as UniGreen Hotel Property. The top
management was led by board of director which consists of four people. They played
roles as the top manager in UG Hotel Property and also Park Avenue. Next, Park
Avenue is under fully supervised by General Manager Sir Azmi Bin Rahman. He plays
roles as the top leader of Park Avenue and becomes an important person to Park
Avenue Hotel management. Under Sir Azmi Bin Rahman there are ten head of
department that have their own responsibilities in order to rise up Park Avenue Hotel

names.



CHAPTER 2: ORGANIZATION INFORMATION

2.1 Departmental Structure

ELECTRONIC DATA PROCESSING DEPARTMENT (EDP)

HEAD OF DEPARTMENT
MADAMNOORLINDA BT ISMAIL

EDP OFFICER
MR SAZALI BIN SIDIK

Figure 10: Electronic Data Processing Department (EDP) departmental structure

Electronic Data Processing Department (EDP) is actually a small department that
exists in Park EDP is managed by two professional and skillful officer. EDP is under the
head manager, Madam Noor Linda. Madam Noor Linda is a head of department for two

departments in Park Avenue. The first one is Housekeeping and the second one is EDP.




2.2 Department Function

In Park Avenue, Electronic Data Processing Department (EDP) can be classified as a small
department since the permanent staff in this department 1s only two persons. Even though,
the department is small but there are various responsibilities undertaking by this
department. The responsibilities of the staff can be beyond of the scope of job. Electronic
Data Processing Department can be a flexible department since there are numerous tasks

that need to be handled by the department.

The prior role of Electronic Data Processing (EDP) is responsible for all database
management. Electronic Data Processing (EDP) needs to ensure that all the data and
company transactions are daily backup. The Electronic Data Processing (EDP) also plays

roles to installing new system and upgrading the system in the company.

The Electronic Data Processing (EDP) officer is responsible to retrieve the data
when the user asked for it. This department also needs to do a monthly backup for the
certain department in the office. For example, every month Electronic Data Processing

(EDP) will help Account Department to do monthly files backup for Auditing purpose.

Other than that, Electronic Data Processing (EDP) also need to make sure the Wi-Fi
and internet coverage in the Park Avenue Hotel is working and satisfied to the guest.
Buying new Wireless network and diagnose the problem is the main provision that the Park

Avenue Hotel emphasize to the Electronic Data Processing (EDP).
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Next, repairing the hardware and software is also is the main focus to this
department. Most of other departments will refer to Electronic Data Processing (EDP)
when their hardware such as electronic devices is having difficulty or need to be repaired. It
is important for the user knows what the real problem is so the Electronic Data Processing

(EDP) will easily detect and repair the devices.

Other than that the Electronic Data Processing (EDP) department also responsible to
handle all the printers, fax machines and photocopy machines working and try to repair
when the machines damaged. If the machines cannot be repaired, the Electronic Data
Processing (EDP) is the one who responsible to contact the supplier for repairing purposes.
If the machines are really broken, the Electronic Data Processing (EDP) need to deal with

the machine’s supplier that offered best price with the affordable prices.

11



CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES

3.1 Training Activities

There are various activities that the trainee has joined since the first day trainee joined the
Electronic Data Processing (EDP) Department. As soon after the trainee report on duty at
Human Resource Department, a senior trainee from Electronic Data Processing (EDP)
fetched trainee and brought me to level 10. The training activities that the trainee has been

assigned were on technical task, electronic publishing and networking task.

3.1.1Technical Task

3.1.1.1 Installation of Ubiquity Network Modem

The staff of Electronic Data Processing (EDP) was at level 10 for new device
nstallation. The device is a modem called ‘ubiquity’. As too many complaints received
from the guest, EDP staff had made a decision to try using this type of modem, named
Ubiquity. It is a router which relatively has wide bandwidth which could cover the entire
level. Before buying the device, the supplier gives two weeks to use it as trial and to test the
internet speed when using this modem. Continnously every day in two weeks, the staff also
trainee check the speed and test the connection, the result are good, and besides that, by
using this Ubiquity modem the user know who are the person were using it, and the admin
can block the person from being connected, and set the SSID and also the password. Plus,
this modem has a light appear to show the strength of the internet connection. If the lights

appear in green color it shows that the connection is in good condition.

12



Figure 11: Ubiquity Devices at level 10

3.1.1.2 Installation of “Ookla™ Application

The “Ookla” is a free application that can be downloaded from “Apple Store” and
“Google Store” for mobile device. For laptop, the user can download directly from the
Ookla official webpage. Basically, Ookla is an application to check the strength of Wi-F1.
The supervisor asked to download the application to ease the process of checking the Wi-Fi
connection. The supervisor gave the task to the trainee to download and explore the

function of this application.

Figure 12: Ookla Application through Laptop

13



3.1.1.3 Refresh Wi-Fi

Refresh Wi-Fi is a daily task given by supervisor to the trainee. Every day, the Wi-
Fi at whole Park Avenue Hotel need to be checked to ensure it 18 working properly. The
process of refreshing the Wi-Fi is done level by level. The trainee being asked to check the
entire router from level 12 until level 1 which is the main lobby of Park Avenue Hotel.
From level 3 until level 12 it is important to have a strong connection of Wi-Fi because
these all level contains suites and room of the hotel’s guest. Wi-Fi 1s a free service that
provided by Park Avenue. All the guest and customers can use the Wi-F1 without being

charges with additional cost.

The process of checking the Wi-Fi was started from level 12 and going down level
by level. The process of checking Wi-Fi connection takes about two hours to finish all
level. The trainee needs to get the key of Maintenance & Electrical Room (M&E) from the
security department before enters the room that stores the switch of Wi-Fi. The process of
taking the key is a bit strict since the key only can be retrieved by authorized person only.
For the trainee, she or he need to fill form to ask permission to take the key and approved

by the security on duty.

Each level contains it owns switch which placed in the M&E Room. First, as soon
as the trainee arrived at the corridor, the trainee needs to check whether all the Wi-Fi at the
level is available. Then, the trainee need to enter the M&E Room and switch off the switch
and let it rest for 10 minutes. After switch on back, the trainee needs to use the “Ookla”
application to check the speed of the Wi-Fi. If the result shows there are changes “Ookla”

meter it means that the Wi-Fi is function well.
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3.1.1.4 Solve The Bistro’s Property Management System Connection Failure

Property Management System (PMS) is a main system used by the Park Avenue
Hotel operation. The PMS was outsourced from India. EDP plays roles to maintain the
system but only for the small problem. If the system was getting failure in worst problem
such as the codding problem, the transaction error, the EDP officer will called the
programmer from India to resolve the problem. The programmer will directly login the
system using remote access to login the server. The EDP officer will need to capture the

video on the process of debugging the codding for future used purposed and also for report.

The minor problem such as connection failure, interface failure will be maintained
by EDP department. There are step by step for resolving the PMS system failure. First thing
first, before resolving the problem, the trainee need to tell the Bistro staff in case they have

anything unsaved before log out from the session. Then,

o First step: Click the log out button. Wait for few seconds, then log in to the
system again.

¢ Second step: Login by using the staff ID ( trainee used supervisor staff ID
and password)

o Third step: Click the “admin” button and search for the “PMS operation”
button.

¢ Fourth step: Double click at the “PMS operation” button, then wait for the
upcoming pop-up and click “OK”.

¢ Last step: Try to print any receipt to check if the problem resolved or not.

15



3.1.1.5 Resolved the problem regarding low mternet connection.

It has been trainee’s daily routine to check the Wi-Fi connection at each level so
that the trainee will detect which level has problem and need to be resolved. When
switching on the plug, but still had no Wi-Fi connection, the trainee been asked by
supervisor to switch off/on the main gateway plug for level 9-12 in M&E room at level 9.

Then, the problem resolved. Below is the photo where the main gateway switch for level 9-

12 placed.

Figure 13: Main Switch for level 9,10,11,12
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3.1.1.6 : Resolved Sous Chef PC’s internet problem.

While doing some work, the trainee received call from Sous Chef said that his PC
can’t be connected to the intemet. Our supervisor asked the trainees to go and resolved
the problem. The problem was happens because There are few steps to resolve the

problem.

a) First step: Open CMD, and type “ipconfig”.

B Command Prompt
Microsoft Windows [Versio

Figure 14: Command Prompt Interface
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b) Second step: Click the “Wi-Fi” icon, then chooses the “Open Network

and

Sharing Center”. Next, after the general pop-up, click the “Properties”

button.

il Wi-Fi Status
General

Connecton =
IPv4 Connechivity:
IPvw5 Connectivity:
Media State:
SSID:
Duration:
Speed:

Signal Quality:

Details... Wireless Properties
Activity . B
Sent —— 5! —— Received
Bytes: 37,470,790 l 1,338,4997,712
¥ Properties G Disable Diagnose
Close

Internet

No network access
Enabled
UiTM-MHG - Student
2days 22:24:25
72.2 Mbps

L

Figure 15: Network and Sharing Center
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c¢) Third step: Choose the “Internet Protocol Version 4 (TCP/IPv4)” and

click “properties”.

B Command Prompt

Internet Pretocel Version 4 (TCPAPvA] Progerties X
General

You an get [P setiings assigned automatically if your network supports
this capablity, Otherwise, you need to ask your network administrator
for the appropriate [P setfings,

() Obtain an IP address automatically
(® Use the folowing IP adcress:
1P address;

Subnet mask:

Default gateway:

Obtain DNS server address automatically
(®) Use the following DNS server addresses:
Prefemad DS server:

Alternate DNS server:

[] validate settings upon exit

Figure 16: Wi-Fi General Details

d) Third step: Choose the “Intemet Protocol Version 4 (TCP/IPv4)” and

click “properties”.

¢) Fourth step: Choose the “use the following IP address” button, and filled

the information needed as stated in the CMD. Besides that, we also put

the DNS server number as been registered by Park Avenue Hotel.
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3.1.1.7: Resolve the problem regarding The Bistro Coffee House server .

In the moming, EDP received call from Bistro inform that their system were not
functioning, EDP officer asked to check the Bistro’s server in server room, and the trainee
notice that the “red” sign appear at the server Pc, then the trainee been asked to restart the
server. By pressing “Ctrl+Ali+Del”, the server is restarting and loading which need to be
waited for about 5-10 minutes for the server to run properly. Finish restarting, the trainee
need to go to the Bistro, and restart both PC, also the trainee needs to restart the PMS

operation.
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3.1.2 Electronic Publishing
3.1.2.1 Design F&B Promotion Poster

The trainee has been asked to design three posters for department Food &
Beverages. The duration given by the department to finish the design was around 2 weeks.
The trainee tries to explore the Adobe Photoshop to design the poster. Since the company
does not purchase the license of the Adobe Photoshop, so the trainee used the open source
to design the poster. The trainee used the “Canva” website which is a free application to
design the poster. The poster then brought in meeting with General Manager, Mr Azmi Bin
Rahman for approval. The General Manager will choose in the meeting which was the
poster that appropriate for the promotion purpose. The posters were designed for marketing
purpose in order to promote “Iftar Event” in the Ramadhan. The posters were designed n

three sizes which are A3, A4 and AS5. These are the three designs made by the trainee.

Park Avenue Hotel
\ SUNGAILPETAN] . KEDAH

BUFFET RAMADHAN
Persembahan G_l

Ap |

Figure 18: Ramadhan Poster Design 1
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Park Avenue Hotgl

SUNGAI PETAN) . KEDAHN

BUFFET RAMADHAN

-i! PERSEMBAHAN |

29 hb MEI2017-23 hb JUuN 2017
vo Aduit- RMES 00nett

Adult- RM70.00nets
Child- RMA9.00nett l WALK-IN Child- RMS53.00nett

“Labif 300 jenis Ridangan digediak

an”

E-1 Jalan Indah Dua, T Sejata (4 y
hulah, 0R000 Stngai Petani, Kedal l‘l SURAU | y
For reservation, coll usat:- ATV DISEDIAK AN v

Tel : 04-4317777 ext 873 ( The Bistro)

Email: generakiyparkaveme.commy

{80 Orung ke ainx)
Figure 19: Ramadhan Poster Design 2

Park Avenue Hotel
SUNGAL PEFANI. KEDAR

29 hb MEI2017-23 hb JUN 2017

Adult- RME5 00nett Adult- RM70.00nett
vm Child- RMA49.00nett | m‘m

Child- RMS3. 0001t
“LeBift 300 jenis Ridangan digediafan’
E-1 Jatan Indah Dua, Taman Sejati Indah,
08000 Sungai Petani, Malaysia
Untuk Tempahanhubungi kami di:-

SURAU NN
l‘l DISEDIAKAN @
TEL: D3-43177717
EMEL:general@parkovenue.commy  EALLalY) (80 Orang ke atas)

Figure 20: Ramadhan Poster Design 3
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3.1.2.2 Design Birthday Card

The Human Resource Department (HR) requested the trainee to design three types
of birthday cards to be given to the General Manager. The Head of Department HR asked
the trainee to design a special card that represented the whole Park Avenue wishes. The
task was given two weeks. The trainee do some survey on the styles that need to be put
the design that fit General Manager. The survey includes the favorite color, design whether
he likes the formal or informal design and also the types of fonts that he loved. The trainee

used the Microsoft Power Point platform to design the card in A3 format.

WITH SPECIAL MR AZMI BIN RAHMA
Wik

WISHING YOU A BEAUTIFUL DAY WITH
A GOOD HEALTH AND HAPPINESS
~ FOREVER

Figure 21: Birthday Card Design 1
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WISHING YOU A BEAUTIFUL DAY WITH
FOREVER

Figure 22: Birthday Card Design 2
Figure 23: Birthday Card Design 3

MR AZMI BIN RAHMAN \

WISHING YOU A BEAUTIFUL DAY WITH
"\ A GOODHEALTH ANDHAPPINESS %
: FOREVER
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3.1.2.3 Design Florist Banner

The next task given to the trainee was to design florist door banner. The staff of the
Florist Department requested the trainee to provide few design for florist door banner. The
design was renew every year. The trainee was asked to design the banner with the flower
theme. The design was submitted to the Florist Staff for election purposes. These are the

design that the trainee designed for the department.

Figure 24: Florist Banner Design 1
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Figure 25: Florist Design 2

Figure 26: Florist Design 3
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3.1.2.4 : Design Mother’s Day Poster

Every year, the Park Avenue Hotel will organize an event to celebrate Mother’s
Day. For this year, the Park Avenue organized a carnival to celebrate all moms. The
carnival was held at the Park Avenue Lobby. The management asked the trainee to design
Mother’s Day Poster to promote the event to the customer. The theme of 2017 mother’s day
carnival was “Retro Mix Flower Theme”. The poster was designed not only fo attract the
guest but also the outsiders. The trainee also needs to prepare brochure pamphlet for

marketing purpose. These are the Mother’s Day Poster designed by the trainee.

Park Avenue Hotel
SUNGA! PETAN|, KEDAH

Welcome to Mothors
Day Carnival

FRESTREREEEEREEY

o BOOTH FROM %
¢ v Sales Hotel Park Avenue S
¥ Unit Tabung Darah Hospital Suitan Abdul Halim

v DMS 360 0
"/ Iabatan Pertshanan Awam Sungai Petani »
B Agensi Antidadah Mebangsaan Kuala Muda

v Pejabat Agama Paerah Kusla Nuda L
¥ v batan Bomba dan Penyelsmac Sungai Petani
' < L
7 4
¥ v |
B v $ =
L <
t’ N
B

Figure 27: Mother’s Day Poster Design 1
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. Park Avenue Hotel

SUNGA] PETANI, KEDAH

Welcome to Mother's
Day Carnival

DATE : 13™ Ay 2017

TIME : 10 AW - 4 P

VENUVE : PARK AVENUE HOTEL
SUNGAl PETANI LOEBY

s R )

Figure 28: Mother’s Day Camival Design 2

The design 1 was choose by the management as the banner for the Mother’s Day Carnival.
The process of designing the banner was takes around 5 days after the staff from F&B gives

some ideas on the design.
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3.1.3 Administrative Task
3.1.3.1: Learning on how to do the maid assignment.

The supervisor gave a task to trainee to learn the process of using Epitome Property
Management System. The system was used by Housekeeping Department for maintaining
the department work. One of the Housekeeping department supervisors teach the trainee
about the Housekeeping system. The trainee also learm on how to do the maid assignment,
and gain new knowledge about the symblol they used in the system which 1s for occupied

room, room under maintenance, check out room and the room which open for incoming

guest.

3.1.4 Setup PC at Account Department

Account Department is one of important department that keep the record of the
hotel transaction. It is important for this department to have an updated PC and stable
storage to keep the record. After the process of acquiring the new pc that handle by the
supervisor, the trainee being asked to setup the new PC at the department. The process of
setting up the pc is about a day. The trainee needs to copy all the record that keeps in the
PC. The process of copy all the documents and data from the pc need to be done carefully

since all the data were important to the company.

Figure 29: Setup new Pc
29



3.2 Special project

3.2.1 Project Overview

The trainee will developed a system called as Application Leave System (ALS) for
Park Avenue Hotel. Application Leave System is an online application to apply leave for
the Park Avenue staff. The staffs use the method of manual way which is fill up the form to
apply leave to the Human Resource Department. The process of applying the leave is made
through paper-based form. This lack of technology has affected the Human Resource

Department to documented and review all the leave application made by the employees.

3.2.2 Problem Statement

The Human Resource found that they always have the problem in keeping the
records of leave application made by the Park Avenue employee. The total staffs in the
Park Avenue are around 120 staffs and Human Resource Department founds that it is
difficult to manage and trace the record of application form. The process fill the form also
required a lot of paper which are wastage for the company. Every month, thousands ringgit
Malaysia provided by Park Avenue to buy paper for working using purpose. The cost of

paper also interrupted the budget that invests by the Park Avenue.

The staff also faced the problem such as losing the form that has been filled up.
When they have finished fill up the form, some of them will keep the form and passed to
the Human Resource Department only when they have the leisure time to send the form.
Unfortunately, there are some of staffs that might forget the place they put the form before.
So, it is wastage in term of getting new form and also wastage in their time spent to fill the

form.
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3.2.3 Objective

To improve the record keeping system of data and information process

To reduce problem of losing application form

To faster the retrieval of results

Reduce time in fill up the manual form and submitted to Human Resource

Department

3.2.4 Scope of the Project

The system can be used in all departments in Park Avenue Hotel in
managing the leave application made by the staffs. Each of admin user and human
resource will have their own interface when login. The system will be running on
Windows platform. The search engine that used to access to this system are the
users need to have the Internet Explorer 9 and above, Chrome, Firefox and Opera

only.

3.2.5 Target User

The system will focus on these users:

i) Admin of the system which plays roles to add new user which is the new
staff, edit, delete the user that no longer used the system
i) Human Resource Department of Park Avenue Hotel

ili)  The staffs of Park Avenue Hotel
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3.2.6 Tools used for development Process

i.  Wamp Server / XAMPPS
Wamp Server is a Windows web development environment. It allows creating web
applications with Apache2, PHP and a MySQL database. Alongside, PHP My Admin

allows you to manage easily your databases.

1.  Notepad++
Notepad++ is a free (as in "free speech" and also as in "free beer") source code editor and
Notepad replacement that supports several languages. Running in the MS Windows

environment, its use is governed by GPL License.

iii.  Microsoft Project
Microsoft Project is used in this project to create Gantt chart for example a Gantt chart of

our schedule of our project activity, time frames and complete schedule.

b. Hardware

i.  HP Pavilion

a) Intel ® Core ™ i15-4200U CPU @ 1.60GHz 2.30GHz

b) 4.00 GB RAM

c) Windows 8 64-bit OS, x64-based processor
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1.  Lenovo G470
a) Intel ® Pentium ® CPUB940 @2.00GHz
b) 4.00 GB RAM

¢) Windows 7 Home Premium

ii.  ASUS
a) AMD E1-2100 APU with Radeon ™ HD Graphics @ 1.00GHz
b) 2.00 GB RAM

¢) Windows 7 Ultimate 64-bit OS

¢. Browser List

1.  Google Chrome

Google Chrome is a freeware web browser developed by Google. It used the Web Kit

layout engine until version 27 and, with the exception of its i0S releases, from version 28

and beyond uses the Web Kit fork Blink.
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3.2.7 Project Planning

The first phases in SDLC are the planning phase. This phase nvolves
identifying the problem statement. The objectives of the system are studied which is
the main prior is to make sure all the leave record can be changed from
conventional which is from paper to computerized. In this project the study started
with the understanding of the existing problem which is there is manual way used
by the Human Resource to keep the record of application made by the user which
are through filling. The staffs also applied the leave application through fill up the
form and hand it to the Human Resource Department. After that, the objective of
the project is set after a clear understanding of the problem statement in this project.

After that, the deadline of the project is set as the guideline to finish the system.
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3.2.8 Analysis

The process of finishing the system is about 218 days or around 18
months. Below is the schedule set in the Gantt chart form. However, the

trainee will try to finish the project early than expected.

@ T . Takkome _ iourstien _son , Finisn o [ immay  [18adh BE ik iieterbe  INowmbk i3wan 1M
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& i + Anadysis WNdays  Wed132/17 Toe28/3f27 [&=— 8
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1 + Design Wdays w17 Tue 13617 ———
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2! 2 Strvdesignthesystem  Addays e 5917 Mo S0/a017 [-———1
sl ¢ Implementstion  47days  TeeNAOHT WesVU3 | [ |
u = % sl and testsystem  30days  Twe 3W10/17 Mos 111217 —
15 | 2 prepansusermanusl  Wdays  Tue12M1217 Mon Z512/17 &=,
6 b3 Trainthe statf 7oays  Tue2SH2f17 Wed YU/1s =
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performance |
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Figure 30: Application Leave System Gantt chart

3.2.8.1 Analyze Current System

The Park Avenue Hotel’s staffs are still using the manual way to apply leave. The
staff needs to go to the Human Resource Department to takes the form and fill up the form.
The process of applying the leave requires much more time. After fill up the form the staff
needs to wait for call from Human Resource Department whether the application is

approved or not.

The Human Resource also faces the problem in term of sometimes the form is
missing from the storage. The problem happens when the difficulty in term of storage. The
Human Resource need to keep a lot of documents related to the company. When there are a

lot of documents in the company.
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3.2.8.2 : The flow chart of the system

If not approved

Figure 31: Flow Chart for Application Leave System
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3.2.8.3 Context Diagram for ALS system

SaffLogn Dead / \
L MR Loga et
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AT il BE - :
| CYSTEM R Poffe
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RequDead ' \i__/ l
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Restaton
o || SefDed
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Figure 32: Context Diagram for Application Leave System
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3.2.8.4: Entity Relational Diagram for Application Leave System

ADMIN > 1.0 )
Staff details Registration Registration detail
__Staff details
Assistant manager N J
details »> in Fi
., D1 | Admin File
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Admin detall; : Admin Detail Staff Detail
Login
—>
! Staff detail 3.0 7\ Staff D_t;r_tail
STAFF ' D2 | StaffFile
— Application < 51 %
'y Leave Leave details
Leave Submission _
detaile J Checking
Approval confirmation
Reaquest 40 R
Approval Requgst
Approval Status Application Approval
History request K
‘/ ~ Approval StaT.ls
History Details [ 50 l
HR i
< Request History D3}l HR File
Historv Result N History Detanl
p
Report 6.0 h
Renort
Revort Request report Revort

Figure 32:Data flow diagram level 0 ALS
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3.2.9: Design

3.2.9.1: Main interface design for Application System

Park Avenue
SUNGAI PLTANE

Figure 34: Main Interface for all system

APPLICATION LEAVE SYSTEM

Figure 35: Add User by Admin

39



List of User
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Figure 36: List of user
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Figure 37: Dashboard for admin

40



APPLICATION LEAV:

Figure 38: HR Profile

APPLICATION LEAVE SYSTEM

Senarai Rekod Cuti

Hama |Usermame] Tarikh Gaati
SYAMIMI | syarnlmi | 2017-0709 - 261740712
TARMIZH | tarmizi | 2012-67-02 - 2017-07-04.

Figure 39: HR approved leave application
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APPLICATION LEAVE SYSTEM ALE
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. BENCANA

LAIN-LAIN:
- SARIT+surat
- BERSALIN+surat
- TANPA GAjvsurat
+ LANN-LAIN(nyatakany

TARIKH MULA
=

Figure 40: User apply leave

3.2.10 Implementation

The process of implementation after the trainee continues to fix bug at the
system. The process of fixing the bug is will be in the testing phase which the trainee will

test the coding every time the system is been test.
3.2.11 Maintenance

The process of maintenance the system cannot be done since the system is

still ongoing system.
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CHAPTER 4: CONCLUSION

4.1 Application of knowledge, skills and experience in undertaking the task

One of application of knowledge from learning at faculty that the trainee applied i
undertaking the task is the process of making Ethernet cable using RJ45 connector. The
trainee has been learning from the subject Support Service and Maintenance. From the
knowledge that has been acquired from the subject, the trainee easy to carry out the task.
The supervisor no longer need to introduce all the items that used to make Ethernet cable

because the trainee has already and it reduce time required by the supervisor to demonstrate

the task.

While an internship gives trainee a hands-on chance to apply the education and
knowledge the trainee gained in university, it also helps strengthen professional skills.
Transferable skills like communication, teamwork, professional etiquette and work ethic
can usually only be developed through actual experience. All of the skills that the trainee
used in industrial training has been learn in most of subjects in university especially in

Principle and Practice of Management.

One of application of skills in undertaking the task given by the supervisor that the
trainee has used is the application of leadership skills. Leadership skill is important in
handling problem and to shows the trainee committed to the work. When the supervisor
assigned the trainee to lead the task the process of applying the leadership knowledge to

settle the task was developed.

Internship is sometimes a school of hard knocks in that the trainee learn through
feedback and correction offered by supervisor. The criticism helped trainee to polish skills

before the trainee dive into career in future life.
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4.2 Personal thoughts and opinion

On trainee’s personal opinion, the trainee found that Park Avenue is actually a good
place to a student to go on training. The institution will allow to feels real working life and
all the responsibility as a preparation when working in future. Park Avenue always offers
the trainees to show all of the skills that they have. For example, even though still a trainee

all the trainee’s opinions and works will be not neglected by the management.

For once, it is an honor for trainee that has been given an opportunity to design a
greeting card requested personally by the general manager. The responsibility that being
given need to be used wisely and it is the time for trainee to show talent that she’s got. It
can be considered as appreciations since the top management knows existing in their
company. The chance need to be taken seriously and to show the best all the skills required

by the company.

On the other hand, there is personal opinion that trainee wanted to share to the
senior staff in this company. From trainee’s observation, the front desk in this company
might have lack understanding in handling the problem for example when the guest
complaining about the strength of Wi-Fi is not enough. It is contrast from what the trainee
have been learnt that the front desk should know appropriate and know to handle basic task
such as asking to the guest whether the switch is on, the mobile phone of the guest is
working properly, the password that the guest been inserted is correct. After all of simple
and basic task is being carried and the guest is still having the same problem, then the front

desk can transfer the issue to the Electronic Data Processing Department (EDP).
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Next, from trainee observation the trainee thinks the system that been used by most
of department in the Park Avenue is quite outdated. Most of operating system that been
used is run in Windows XP operating system. The financial issues might be the main
obstacle to upgrade the windows, but it is important for the company to takes the matter
seriously to avoid the system suddenly cannot be used any longer in future and then it will

require more money to fix the problem.
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4.3 Lesson learnt

Sincerely there are a lot of lesson that the trainee have learnt from the first day the
trainee registered in this company. The first lesson that trainee leamnt is in term of
punctuality in time management. It is important to have accurate time management. For
example, it is important for a student and as a staff in planning on their time management to
go to work. Proper ime management is important for the punctuality in arriving to the
office. As a student that entering the real working life it is important for the student to avoid
coming late to the office. Frequently late in coming to the office is one of indicators that

someone is still lacking in their ime management.

Next, the lesson learnt is it is tmportant to have good communication skill in
establishing a proper relationship between colleagues and also with the guest. A good
communication will create comfortable environment especially between the senior
officemates. It is important to respect the senior and being a tolerate person. Greeting when
meets, smiles, helping others is a basic things that need to be understand not only by the
students but for all people in establishing a good relationship in working area. Good
communication skill comes together with a good self-confidence. It is important for a

student to have enough self confidence in communicating with each other and also with the

guest.

Next, the lesson that the trainee have learnt is when the trainee came to this
organization is technical ability has been boost up from before. Before this, trainee’s
technical skills are not as much that the trainee does have now after internship session in
this company. Ability in handling internet problem and some hardware failure is one of

lesson that the trainee frequently discover during internship life.
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4.4 Limitations and Recommendations

From limitation aspect, there are few aspects that the trainee found that the trainee
have been lack in. The first thing is in term of ability in repairing hardware devices. Most
of department in this company especially Engineering Department will transfer all damaged
devices to Electronic Data Processing Department (EDP) to be repair. The electronic
devices that are usually being transferred to this department are television, walkie-talkie,

printer, sound machine, computers, and other.

Usually, trainee only can handle a simple problem only. The simple problem that
trainee can handle in repairing electronic devices such as detecting some screws in the
electronic devices was loose and the wire was obviously cut off. Electronic devices with
too complex damaged such as wiring failure, part of component missing or broken 1s a part
of limitation from trainee herself that the trainee cannot handled it. It is so hard for trainee
to trace technical failure such as in detecting the circuit problem in a television that once
happens to the Bistro Department. The television is suddenly cannot be switch on and after
trying some preliminary problem solving such as checking the cable, setting, the trainee

still canmot figure out the actual problem that happens to the television.

Next, one of limitations that trainee faces, in term know all the components that
made up the server. The supervisor used to assign trainee to find the figure images of a
server and labeled all the components that made up the server. The trainee only can label
the components that exist in the server but the traince was having problem in explaining
how the component works together in a server. There are also some hardware components

that trainee have not seen before.
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Most of the limitations that the trainee has been go through are more on technical
side which the trainee might be still lacking. The trainee have no issues in handling the
simple problem but when it came to the too-in depth technical problem, it might consumes

me a lot of time in figuring the actual problem that happens to the electronic devices.

As a recommendation that the trainee can makes is, the students need to have more
knowledge in managing technical problem. The students need to rise up the capability and
techmcal knowledge that can help them in future. It is important to have special ability

especially in technical knowledge because most of company required an employee who

knows everything.

Next, the server need to be more secured. From the observation that been carried by
the trainee in 5 months, the trainee found that the level of safety at room server was not so
good. The server room can simply entered by other unauthorized person. The server room

was not locked and there was no CCTV being installed in the server room.

The trainee felt that the room needs to be locked and only authorized person such as
EDP officer can access to the room. The CCTV also needs to be installed in the server
room and being scrutinized from time to time. In nowadays technology, there is CCTV that
can link directly to the mobile phone. When the CCTV can be view through mobile phone,
authorized person such as the EDP office can observed the server room from his house. It
can helps the EDP officer to make sure that the room is secured from any unauthorized

person.
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APPENDIXES



INDUSTRIAL
TRAINING

STUDENT’S
CHECKLIST



Student’s Name
Student’s Id
Unit / Department

Organization

INDUSTRIAL TRAINING STUDENT’S CHECKLIST
« NERRABIN Rt RRY (FMAN

Semester : Mac - July 2017

' NO.

DESCRIPTION APPENDICES
IN REPORT

Receive, read and understand the documents;
1. Industrial Training Handbook

2. IMC690 Assessment

3. Definition of Special Project (IM225/245 Only)
4. Insurance Letter (UiTM)

5. Industrial Training Report Overall Contents

6. Cover & Title Page Guideline

7. Declaration Guideline

8. Abstract Guideline

Receive, read and understand the rubrics;

1. Rubric — Industrial Evaluation

2. Rubric - Individual Presentation

3. Rubric - Industrial Training Report (Overall)
4. Rubric - Industrial Training Report (Reflection
Assessment)

Receive, read and understand all the forms

Report duty to organization and submit report duty
form to the Industrial Training Coordinator (‘Borang
Report Duty’) within the first week of intemship
Email : nurul1217@kelantan.uitm.edu.my OR

Fax: 09-9762156 — HEA (please put a note : “U.P :
Puan Nurulannisa Binti Abduilah™)

Understand that students are NOT ALLOWED to YES
take any leave during internship, unless for (MC [ Letter)
emergency leave / MC / special case (not more
than 6 days in 5 months); or else the internship
status is automatically FAIL. Get the permission
from Organizational Supervisor before taking any
leave.

*Any extra leave provided by organization is not
counted under this clause. Organization may
provide extra leave / benefits to students, if

TICK

DATE

28/12/16

10-14/7/12017

<Iefsle s €k S <

\\(

1-10/2/2017

necessary**
Understand that NO semester break during v
internship.




Understand that public holidays/special
leaves/weekend are different between states;
follow current state during internship /
organization’s policy. (put remark in the logbook)

Record every attendance in the form (‘Borang YES
Kedatangan Latihan Industri’) or use any method (Copy of
provided by organization (thumbprint or punch attendance)
card).

Record every task given in the logbook every day. YES (Copy of
Ask the Organizational Supervisor to sign/verify on logbook
daily OR weekly OR monthly basis. entries)

10.

Fill up Organizational Supervisor’s details
(‘Template Maklumat Penyelia’) and submit to the
industrial Training Coordinator once the supervisor
has been assigned. (**You may include the topic
for Special Project, if you already have it**)
Email : nurul1217@kelantan.uitm.edu.my

1.

28/212017

Discuss with Organizational Supervisor regarding
Special Project (must be ISM OR IM related tasks).

12.

Plan and strategize all the tasks given during
internship (discuss with the Organizational
Supervisor regarding duration for the tasks,
especially Special Project). You may use the
planner (‘Jadual Perancangan Latihan Industri’)
OR make your own custom planner using MS
Office / MS Project OR use the planner provided
by the organization (if any).

13.

Consult with your Faculty Supervisor regarding the
tasks (especially Special Project) at least 3 TIMES,
via face-to-face OR email OR phone calls OR any o
types of communication medium, which necessary.

14.

Hand over the industrial evaluation form (Rubric —

Industrial Evaluation) to the Organizational

Supervisor (softcopy or hardcopy, any way o
preferable by the supervisor). The Organizational

Supervisor will make an evaluation on the

student’s performance.

15.

PAY your fees (semester Mac — July 2017) Refer
Academic Calendar for the date. S

16.

BEFORE
26/3/12017

REGISTER for IMC690 (Industrial Training)
course— Refer Academic Calendar for the date.

17.

2712- 12/3/2017

VALIDATE for IMC690 (Industrial Training)
course. — Refer Academic Calendar for the date. J

18.

13-26/3/2017
GUGUR TARAF
30/3/ 2017

Update your MUET status to the HEA (to those
who not yet submitted the result/status).

19.

Have a visit from the Visiting Supervisor (from
nearest campus / faculty) during internship.
Prepare the evaluation form (‘Borang Penilaian




Visiting Supervisor’). Students may discuss or seek
for opinions from the Visiting Supervisor. But
approval for the tasks (especially Special Project)
may only be done by the Organizational Supervisor
& Faculty Supervisor.

20. | Submit the evaluation form (Rubric — Industrial
Evaluation) to Industrial Training Coordinator OR
Faculty Supervisor within the last week of
intemship

21. | Attend the presentation (viva) at the faculty

*subject to change. Bring along the evaluation form
(‘Borang Penilaian Pelajar’) during the
presentation.

22

Submit the Industrial Training Report (hard cover
bind, dark blue)

BEFORE / ON
30/6/2017

10-14/7/2017

10-14/7/2017

23. | Provide a softcopy of Industrial Training Report in YES
a CD, sealed in an envelope nicely, and attached S
at the back of the report.
24. | Attach this checklist in Appendices section. YES v
25. | Attach any other necessary documents which YES
related to your tasks in Appendices section (i.e. : J

user manual, photos of activities, forms, sketches
of storyboard, sample of interface, etc.).

NOTES :

1. Organizational Supervisor — supervisor assigned by the industry / organization.
2. Faculty Supervisor — supervisor (lecturer) assigned by the faculty / campus, of which
students come from. (i.e.: A faculty supervisor from Kelantan campus will be

assigned for students from Kelantan campus).

3. Visiting Supervisor — supervisor (lecturer / staff) assigned by the faculty / campus,
from the nearest campus/state to the organization. (i.e.: A visiting supervisor from
Shah Alam will be assigned for students who undergo the internship in Selangor /

Kuala Lumpur).
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INDUSTRIAL TRAINING STUDENT'S CHECKLIST

NoZuaira ity gy SEmaN

Student’s Name s e e tan ) on % eaanth an ot o o ahnalans Eans alses s
Student’s Id I X - B KA X T < L PP

Unit / Department  :..5'ES1%00 5, Bann  SRaSISSNS

..................................................................

Organization . . Pagkc pvesuE  HoTEL

Semester : Mac - July 2017

NO.

DESCRIPTION APPENDICES
IN REPORT

Receive, read and understand the documents;
1. Industrial Training Handbook

2. IMC690 Assessment

3. Definition of Special Project (IM225/245 Only)
4_Insurance Letter (UiTM)

5. Industrial Training Report Overall Contents

6. Cover & Title Page Guideline

7. Declaration Guideline

8. Abstract Guideline

Receive, read and understand the rubrics;

1. Rubric - Industrial Evaluation

2. Rubric - Individual Presentation

3. Rubric - Industrial Training Report (Overall)
4. Rubric - Industrial Training Report (Reflection
Assessment)

Receive, read and understand all the forms

Report duty to organization and submit report duty
form to the Industrial Training Coordinator (‘Borang
Report Duty’) within the first week of internship
Email : nurul1217@kelantan.uitm.edu.my OR

Fax : 09-9762156 — HEA (please put a note : “U.P :
Puan Nurulannisa Binti Abduilah”)

Understand that students are NOT ALLOWED to YES
take any leave during intemship, unless for (MC / Letter)
emergency leave / MC / special case (not more
than 6 days in 5 months); or else the internship
status is automatically FAIL. Get the permission
from Organizational Supervisor before taking any
leave.

**Any extra leave provided by organization is not
counted under this clause. Organization may
provide extra leave / benefits to students, if
necessary™*

DATE

28/12/16

10-14/7/2017

1-10/2/2017

Understand that NO semester break during v
internship.




Visiting Supervisor). Students may discuss or seek
for opinions from the Visiting Supervisor. But
approval for the tasks (especially Special Project)
may only be done by the Organizational Supervisor
& Faculty Supervisor.

20.

Submit the evaluation form (Rubric — Industrial
Evaluation) to Industrial Training Coordinator OR
Faculty Supervisor within the last week of
internship

21.

Attend the presentation (viva) at the faculty
*subject to change. Bring along the evaluation form
(‘Borang Penilaian Pelajar’) during the
presentation.

22,

Submit the Industrial Training Report (hard cover
bind, dark blue)

BEFORE /ON
30/6/2017

10-14/7/12017

10-14/7/2017

related to your tasks in Appendices section (i.e. :
user manual, photos of activities, forms, sketches
of storyboard, sample of interface, etc.).

23. | Provide a softcopy of industrial Training Report in YES
a CD, sealed in an envelope nicely, and attached
at the back of the report.
24. | Attach this checklist in Appendices section. YES
25. | Attach any other necessary documents which YES

NOTES :

1. Organizational Supervisor — supervisor assigned by the industry / organization.
2. Faculty Supervisor — supervisor (lecturer) assigned by the faculty / campus, of which
students come from. (i.e.: A faculty supervisor from Kelantan campus will be

assigned for students from Kelantan campus).

3. Visiting Supervisor — supervisor (lecturer / staff) assigned by the faculty / campus,
from the nearest campus/state to the organization. (i.e.: A visiting supervisor from
Shah Alam will be assigned for students who undergo the internship in Selangor /

Kuala Lumpur).




Understand that public holidays/special
leaves/weekend are different between states;
follow current state during internship /
organization’s policy. (put remark in the logbook)

Record every attendance in the form (‘Borang
Kedatangan Latihan Industri’) or use any method
provided by organization (thumbprint or punch
card).

YES
(Copy of
attendance)

Record every task given in the logbook every day.
Ask the Organizational Supervisor to sign/verify on
daily OR weekly OR monthly basis.

10.

Fill up Organizational Supervisor’s details
(‘Template Maklumat Penyelia’) and submit to the
Industrial Training Coordinator once the supervisor
has been assigned. (**You may include the topic
for Special Project, if you already have it**)

Email ; nurul1217@kelantan.uitm.edu.my

11.

Discuss with Organizational Supervisor regarding
Special Project (must be ISM OR IM related tasks).

12.

Plan and strategize all the tasks given during
internship (discuss with the Organizational
Supervisor regarding duration for the tasks,
especially Special Project). You may use the
planner (‘Jadual Perancangan Latihan Iindustri’)
OR make your own custom planner using MS
Office / MS Project OR use the planner provided
by the organization (if any).

13.

Consult with your Faculty Supervisor regarding the
tasks (especially Special Project) at least 3 TIMES,
via face-to-face OR email OR phone calls OR any

types of communication medium, which necessary.

14.

Hand over the industrial evaluation form (Rubric -
Industrial Evaluation) to the Organizational
Supervisor (softcopy or hardcopy, any way
preferable by the supervisor). The Organizational
Supervisor will make an evaluation on the
student’'s performance.

15.

PAY your fees (semester Mac — July 2017) Refer
Academic Calendar for the date.

. 16.

REGISTER for IMC690 (Industrial Training)
course— Refer Academic Calendar for the date.

17.

VALIDATE for IMC690 (Industrial Training)
course.— Refer Academic Calendar for the date.

18.

Update your MUET status to the HEA (to those
who not yet submitted the result/status).

19.

Have a visit from the Visiting Supervisor (from
nearest campus / faculty) during internship.
Prepare the evaluation form (‘Borang Penilaian

YES (Copy of
logbook
entries)

281212017

BEFORE
26/3/12017

27/12— 124312017

ANANERAN

13-26/3/2017
GUGUR TARAF
30/3/ 2017

<
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ADMIN ‘S USER MANUAL

WELCOME T0O PARK AVENUE (E-LEAVE SYSTEA

Figure 1.0: Admin Login Detail

1. Go to login page and fill the username and password then login
2. The system will be display the dashboard display of the system

N LEAVESYSTEM

B PUBLIC HOLIDAY FOR THE YEAR 2017

Ng Puiic mchiosy Doy Dare Ramarks
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2 Chinese New Year 1 | saursy | 28013012

A Chinese New Year 2 Suncay 2012017
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B wessh Dy Wweonesaay | 10052017

Awial Hamadhar Moneisy 27 05‘2,2!7

8 Aoy s Bethday 52y J306.2017 Compuluoey Pad
3| heRamPumsl sonctay | 26062017
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14 Nolayss Day Saturay 1652017 Compuisory Faid
15 | AwelMuharam 1435 F H:l:_. Sunday 2109.2017

16 _ Desoiaak weanesday | 18152017 B |
17 Prophet Muhammad Frday 01122012

18 Christmas Day Morcisy | _is_‘z 2017

Figure 2.0: Admin Dashboard

1. The system will displayed current Public Holiday for the year
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Figure 3.0: Admin User Profile

1. Click “User Profile” to edit password and profile.

2. Fill up new password and click update new password.

e 3
APPLICATION LEAVE'SYSTEM

-Fiin babaksn v
ADDLSER

N

Figure 4.0 Add User Process

1. For new user, click on add user
2 Fill in the details for new user such as ic, uid, name, password, jawatan, jabatan.

3. After finished, click add user.
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APPLICATIONILEA

Figure 5.0 List of User

1. Click user list to display all the staffs list
2. Click at the name if the admin want to edit or delete the staff.

.:_"

| 5T FATIR BINTY AHMAD

| SIT: PATIN BINTEARMAD
517 FATIN BINTI AHMAD
ST FATIN BINTE AHMAD

5 | NORSHAMIME BINT RHALMDY

Figure 6.0: Employee Leave Approval

1. Click on employee leave approval to check list of leave record
2. Click at the name to view the list.



HUMAN RESOURCE USER MANUAL

WELCOME TO PARK AVENUE (E-LEAVE SYSTEM

AWV 232t

Figure 7.0: Human Resource Details

1. Enter username and password to logm.
2. The system will display dashboard of the system

ONILEAVE SYSTEM
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Figure 8.0 Human Resource Dashboards

1. The system will displayed current Public Holiday for the year.
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34
EDIT PASSWGRD

Figure 9.0 Human Resource User Profile

1. Click “User Profile” to edit password and profile

2. Fill up edit password and click new password.
APPLICATION LEAVESYSTEM =

=1

Current Passwad

New Passwond

Confizm New Paseaorc

Figure 10.0 Human Resource Update Profile

Fill up current password.

Fill up new password.

Fill up again new password to confirm the password
Click update to save the “update password”

Lol A a e



APPLICATION LEAVE SYSTEM

Figure 11.0: Leave Request Form
1. Fill up form
2. Submit the form

APPLICATION LEAVE SYSTEM

SITIFATIN BINT AHMAD 29170202 - S017-0504 | hiug
SHT) GATIN BINTI AHVAD 3 hulus
ST FATIN BINT AHMAD takhus
ST FATIN BINTI AHMAD 2 nE s
NORSHAMIMI BINTI KHALI ™ 0500000 - D000-0000 | Lakhuiug
ANHA CHANG MEHLING = 00 | xarm
7 | ANKATHANG ME(UNG | 005600 - 0000-00-30 | ruils

Figure 12.0: Employee Leave Approval
1. Click Employee Leave Approval
2. The system will display “senarai rekod cuti”
3. Select LULUS or TIDAK LULUS



STAFFS USER MANUAL

WELCOME TO PARK AVENUE (E-LEAVE SYSTEM)

Park Avenue
SUNGAI PETANL

Figure 13.0: staff login interface

1. Enter username and password to login.
2. The system will display dashboard of the system

APPLICATION LEAVE SYSTEM

PUBLIC HOLIDAY FOR THE YEAR 2017
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proche Muhammad 21122017
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Figure 13.0 : Staff Dashboard
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1. The system will displayed current Public Holiday for the year.
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29
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17
EDIT PASSWORD

Figure 14.0 User Profile
1. Click “user profile” to view profile

2. The system allows the user to edit password
3. Click update password and save

APPLICATION LEAVE SYSTEM
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Figure 16.0 Request Form List
1. Click leave request form to apply leave
2. Fill in the form and click submit
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Form List

Wi Tarikh Cutl Status
1 | 20770708 - 20170712 | dalam preses

Figure 16.0 Leave Request History

1. Click leave request history to view leave request history
2. Click logout to escape from system





