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ABSTRACT

Industry training is a major component in the learning curriculum and one of requirement
to pass as Bachelor of Information System in University Teknologi Mara (UiTM). Student are
given option to choose their own place for Industry Training. Students will be placed in a specific
organization for one semester of 5 month. 1 have selected Machang Land and District Office,
Kelantan as a place for training based on the period from 1 February 2017 until 30 June 2017 after

the application is approved by the organization.

Throughout the internship program, I have been assigned in Service Management
Department which my supervisor is Normah binti Ahmad and my academic supervisor is Khadijah
Binti Abdul Rahman. The specific roles and responsibilities during internship programs include
routine office works, perform receptionist tasks and repairing the computer offices, doing a official
letter, prepare a minute meeting, prepare event for staff, handle system which is E-
KEBERADAAN system and E-ADUAN system and the big task is I need to key in the data about
“Petugas Pilihanraya ke-14”. And when my proposal accepted, I was assigned to do a special
project which is E-SURAT to change from manual procedure to the system. E-SURAT system is
a big project for me because before that, Machang Land and District Office don’t have any system
for registration inward letter. They only use manual books for records the data registration letter.

So, I have done it for 5 months in time given.

For five months undergo this industrial training, I had managed to complete my tasks and
I have learnt something new and improve my skill in terms of my programming skills, my
communication skill, human resource in office management and gaining my knowledge about

computer software.

Keywords: system, computer, e-surat, special project, training
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CHAPTER 1 : INTRODUCTION

Industrial training (IMD 690) is one of the academic syllabus program which is compulsory
to all the Bachelor of Science Information Management (Hons.) Information System Management
students. In addition, this syllabus will give a big perception and exposure to the students about
the real world of working environment. Industrial training is a platform and acts as a preparation

for trainee and students before they are going to work sooner or later.

This industrial training will imitate the objective and the mission of Universiti Teknologi
Mara which is to produce the excellent students which is capable in working in flexible and
professional way. Moreover, the industrial training syllabus is a program that is created by
university for students to gain a new knowledge and to obtain the experiences before they finished
and complete their course. It is also important as it can enhance the inner skill of student in order
to develop their discipline, time management, responsibility, confidence, professionalism, and

ethical behavior of an individual.

The industrial training company that has been selected is the Machang Land and District
Office and has been assigned to work under the management services department. The time period
for the industrial training is from 1th February until 30th June 2017 which is the duration for
industrial training is 5 months. In the Machang Land and District Office, I have gained a lot of
idea and knowledge which can help me in order to enhance my skill and prepared myself for faced

the real world of working environments in the future.



1.1  Background of the Organization

1.1.1 Introduction to Machang Land and District Office

Machang Land and District Office is a government agency that serves as a place to manage
all affairs related to land either on private land, land owned by the authority or the lands belonging
to the government. Of lands belonging to the government, the Land Office is designing the
development of land, give consideration to whether those applying for tillage, for development or
for mining works. For land which has been alienated, the Land Office is to record all business
transactions, lease, mortgage, inheritance and ensure that every landlord to pay land revenue. In
addition, the Land Office task is also to ensure that any alienated land is used according to the

conditions laid down in accordance with the terms of the property.

At the level of provinces and territories have some departments that carry out their
development such as the enforcement and technical unit, hasil unit, registration unit and so on.
However, all of it is made on the ground. To ensure that a project is well in line with the design of
an area, it becomes the territory chief coordinating officer of something such development. For
example, the Ministry of Education requires a piece of land to build a school. So, the ministry must
make application to the colony for making the necessary lands. If the land is privately owned land
and if the land is exposed to soil or ground state government, the same application to be submitted
to the chairman of the colonies. Next territory chief will process the application and after it is

completed, the applicant will receive title to the land.



1.1.2 History of Machang Land and District Office

Machang got its name from a village of Kampung Machang. It was opened in 1880 by a
group of villagers of the Pasir Tumboh in Kota Bharu, led by En.Senik. At the opening of the
village main activities carried out by the population for their livelihood is agriculture and business.
In terms of its geographical position Machang located in the heart of Kelantan Darul Naim.
Machang is bordered by the Kota Bharu from the north, the south of Kuala Krai, west of Tanah
Merah and Pasir Puteh to the east. At its inception, around 1949 Machang had become a small
colony. However, on January 1, 1952 due to the rapid pace of development and economic activity
in Machang he was made a full colony. Machang has an area of 546.26 square km. Of the total
area of 129 sq km, is located in Machang District Council.

Machang generally divided into several Mukim Ulu Sat, Pangkal Meleret, Temangan,
Labok, and Pulai Chondong. Each sub-district is headed by a warden. There are also some small
areas that are governed Penghulu Mukim and some Village Development and Security Committee
(JKKK) entrusted and is responsible for administering several villages around Machang.
Administrative center Machang Land and District Office is located near the city Machang it to
facilitate the people to deal. Machang is also known as the Tourism Centre of Education because

of high performing schools and also has a university, Universiti Teknologi Mara (UiTM).

1.1.3 The Company Logo

MACHANG

LAND & DISTRICT OFFICE

Figure 1.1: Logo of Machang Land and District Office



1.1.4 Objective , Vision Dan Mision Machang Land And District Office
1.1.4.1 Objective Machang Land and District Office

Being engineers a link between people and the government to be more effective
i.  To provide efficient and effective services to the people
ii. Responsible for ensuring the safety of the colony
ili.  Responsible for the colonies to organize community development (physical and spiritual

development)

1.1.4.2 Vision of Machang Land and District Office

Implementing government policies
Collect all kinds of colonies
i.  Administer and manage the official celebration
il.  Coordinate and implement social and economic development of the colonies

ili.  Perform all administration and development of the colonies

1.1.4.3 Mission of Machang Land and District Office
“Create prosperity in all aspects of spiritual and physical life”
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2.1.2 The Section of Machang Land and District Office
1) Service parts management
2) Parts of land administration
- Enforcement and Technical unit
- Hasil unit
- Registration unit

3) Development Division

2.2 Department Function
1) Service parts management
a) Management service
i. Administration and Management Department of Land in Machang
ii. Responsible for managing administration and expenditure management
iii. Monitor and manage processes and maintenance expenditure
iv. Manage staff service
v. Prepare the annual budget
vi. Store management, asset and inventory Machang Land and District
Office
vii. Administration and Security
viii. Meeting of the Secretariat of the Colonial Department
ix. Manage Payment Module Staff
X. Manage the training and upgrading of personnel working Machang Land
and District Office

b) Gatherings
i. Attending the official festival program State level, the National and
Colonial
ii. Provide official ceremonies involving the palace and Kelantan Menteri
Besar's Office
iii. Coordinate the appointment of committees of appropriate

iv. Coordinating the event program to be carried out



v. To coordinate the tasks of the committee, reception, invitations and
checklist program and the official program of the Department, Colony, State
and National

¢) Information technology
i. Updating Website
ii. Provide e - mail and e - Complaint

iii. Solving technical problems

2) Parts of land administration
a) Land development

i. Processing the application to change the terms and subdivision of land
simultaneously
ii. Processing applications for subdivision of land
iit. Processing applications for conversion of land to agriculture
iv. Processing of applications for surrender of land and alienated land back
v. Processing of applications passing the public or private
vi. Processing applications for transfer under section 13A of the ERM in
1930
vii. Processing applications for transfer under section 120 KTN 1965

b) Disposal
i. Process applications for land owned by the government
ii. Process applications for land rent
iii. Processing of applications for surrender and re- alienated land
iv. Processing applications for show- border
v. Processing applications caveats
vi. Processing applications for the reservation of open space and
endowments
vii. Process applications for land acquisition

viii. Processing applications for continued lease of land (PM / PN) 99 years



ix. Request the status of the land

X. Processing applications for mining leases or exploration

¢) Enforcement and technical unit
i. Investigate and prepare a report on government land encroachment
ii. Enforcing rock material, violated the terms and aggression
iii. Processing of applications passing the land administrator rights (ROW)
iv. Seizing the truth PBN
v. Issuing permits 4C (rocks) and 4D (airspace)
vi. Application instructions border vii.
vii. Creating a certificate of plan preparation 17
X. Managing lot plains index
xi. To help carry out enforcement actions
xii. Making final settlement report (QT - FT)
xv. To coordinate, control and manage the application records only to the
workforce
xvi. Provide ownership plan (QT)

xvii. Prepare plans ‘hak milikan’ (FT)

d) Revenue (Hasil) unit
i. Production and performance reports on revenue collection (weekly and
monthly)
ii. Delivery of revenue to the bank
iii. Production of monthly statements
iv. Issuance of notice 6A (claims outstanding results)
v. Issuance of notice of 8A (forfeiture)
vi. Management of trust funds
vii. Admission and data updates SPHTB
viii. Process command changes the ownership information

ix. Data Entry Process Aspects



€) Registration unit
i. Registration of business and non-business
ii. Registration of land ownership (the ownership of the new)
iii. Registration of ownership while (QT)
iv. Registration of property, plant and equipment (FT)
v. Production proprietary connection
vi. Issuance of replacement property
vii. Make a note of the registration memorial to the property (memorandum)
viii. Registration correction under section 380 NLC
ix. Admission and data updates SPTB
x. SELAMAT system used

3) Development division

a) Provides services to enable the development work colonies to ensure orderly and

smooth.
i. This section focuses on the things or activities related to the development
and implementation of a socio-economic infrastructure, such as the Small
Projects Development District. The division also plans and implements
projects in progress and development of the colonies. It also provides and
perform work in connection with the projects provided by State and Federal
Government to the people so that their requirements can be met and to
identify and manage the repairs or maintenance are mosques in all the
colonies.

b) The department also develops and organizes information and data for the

territory of the Computerized System.
i. The department can also be said Colony Information Resource Centre for
all information about the colonies can be found here. Royal Project Stage

Tanah Merah and projects PPRT rating Colony
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2.2.1 Product and Services
2.2.1.1 List of Service

1) Management
» Creating declaration

« To Obtain License Theme

2) Development
» Contractor Registration
» Verification Project

» Project Claims Payment

3) Land Development Division Registration Unit Counter
» Issuing Title Deeds
 Charge and drop charges
* Caveats
» Lien
* Draw Land
» Official Search Private
* A Valid Document
* Registration and Release QT
* Production of Land Including the State HS (1) Grant Counter Unit Hasil
» Collecting All Types, the results of the Pay By Customer (Before Present
Receipt Before Payment Made)

4) Land Unit Counter
» Application of Land Ownership
* Estates
* Tolls:
a) Permit Batu Batan

b) Permit Sandstone

11



* Deposit Estate
» Managing Cases for:
a) Change of Land
b) Subdivision
¢) Statement / Rationing
d) Other cases under the National Land Code 120, 104 and 13A
¢) Continued application of Title

f) Application and Other Auctions

12



CHAPTER 3 : INDUSTRIAL TRAINING ACTIVITIES

During my industrial training practices, I have been assigned in Service Management
Department. The specific roles and responsibilities during internship programs include routine
office works, perform receptionist tasks, repairing the computer, internet server monitoring, handle
E-KEBERADAAN system, E-ADUAN system. Every now and then, I am responsible to handle
and fix the computer software and hardware problems issues, monitor and care for the internet
server, handle E-Aduan system and E-Keberadaan system and also responsible to handle the

operator services in Machang Land and District Office.

I need to learn many task and how to handle works in office. Furthermore, I also has been
assigned to do the technical job at the certain department in order to analyze and solve the problem
requested involved about their computer and system. I also able to learn and know the process and
the environment at different department and their work culture. Furthermore, I also have the
opportunity to handle the system and key in the data about officers involve in “Pilihan Raya
Umum” from “Suruhanjaya Pilihan Raya”. I need to responsible to check and find who need to
interested to join for this work and [ also need to meeting with the District Officer and head of

Election Commission of Malaysia.

3.1 Training Activities
Works and activities are the activities that I had done during my industrial training

practices for Machang Land and District Office. There is job that 1 have done with

successfully.
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3.1.1 Handle and Key In The Data About Employee Of ‘Pilihan Raya Umum-14°.

The general election is a choice carried out to select representatives to Parliament.
This election is a national level and the parliament will be dissolved before it is held.
Machang Land and District Office has responsible to handle and find employee and to be
assigned before election are held. I was assigned to handle and key in the data about
employee who involved in PRU-14 for Parliament Machang. I need to key in the data using
Microsoft Excel. And I also need to join the meeting with District Officer and with the
other officer. Everything connected with the PRU-14, I have been responsible to handle it.

MAKLUMAT-MAKLUMAT ASAS

1. FEBAWAI PENGURUS

2, PENGLONB PEGAWAI PENGURUS

3. PASUKAN PENGUATKUASA KEMPEN PILIHARRAYA (PP--KPR)
4, PEMBANTU PILIHANRAYA

BAGI MENGHADAPI
PILIHANRAYA UMUM KE-14
P.029 MACHANG

(XEMASKEINT SERINGGA 20FEB 2017

Figure 3.1.1 (a) : Cover page of information about employee for PRU -14

14
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Figure 3.1.1 (b) : Key in data for employee who involved in PRU-14 for Dun Temangan.

SENARAY PETUGAS-FPETUGAS PILIHAN RATA UMUM KE- {4 MENGIRUT
DABRAH MENGUNDI / PUSAT MENGUNDI BAGI P.029 MACHANG
DUN N.34 TEMANGAN
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= | UL PR RS ST 4] b | T
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Figure 3.1.1 (¢) : Report details about the number of employees involved in PRU-14 for

Dun Temangan
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MALHENG

FONVAMOUT TETAAA J RELTY PO Ui
HAMA i AAMAT
SOFALLAL VLR 5| KX LORONG EAMEGIE
SR B AZAMER RANFLIG KRLLSE AN KOTA
242RL 23003 PASIR PUTr.
KELARTAN.
ERORAILRA S CHE | PLOBARTL | SICACICI-8238 | €770 SUATERS WF. MACPANG. | 0134252283
aREN ~aImR B30 ALSCPANG. KELANTARL
-—
SAKI VR NN BRATY BT = ROG RTINS O (XTI
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NACHANG, KELAN™2h.

Figure 3.1.1 (d) : Key in data for employee who involved in PRU-14 for Parliament

Machang.
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3.1.2 Registration Inward and Outward Letter to Manual Book.

The official letter is one of the communication between government agencies and
other government agencies and the general public. A letter is prepared to convey or obtain
information, directions, actions and decisions. Received official letters come in various
forms such as documents, receipts and memos. In line with the development of information
technology, letters can now be transmitted via electronic mail (e-mail) quickly besides via

mail, hand delivery and fax.

There are step for handle registration letter. Firstly, acceptance of letter by mail or
self-address should be centralized for example in the management services division of the
ministry or department or agency. Secondly, letter received by post or sent by the sender's
office will be opened by the responsible officer or staff. Thirdly, accepted letters will be
recorded in the book 'Registration Letter'. And upon record the inward letter, the letter will
be sent to the ‘steno” which is secretary of District Officer to be reviewed. Lastly, distribute
the letter to the relevant unit department.

P A baEl ANmmdl R AFS FARME By mAbeke RER 7S gANvH
BTN SETAN EEPARS SEIAPA LANTT & wETVEN SAMUL LOT 1Ee S
MAE ML AW sl MY - R T EALRAE PANITT BAp e
. b

T L I

B e Pl . i (Peegp—— W o Flaws i

T
L

= t’d-'.::d-c‘-;nfn

o et .y ——

e

Figure 3.1.2 (a) : Example of letters from other agency or organizations.
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Figure 3.1.2 (b) : Example for received cop.
Step 1 : Letter received must be received cop and the date of received of the letter on the first

page of the letter.

Book of registration letter

Daripada Dirvjukkan
Kementerian/Jabatan/Agensi kepada

Figure 3.1.2 (¢) : Example of registration book.

Step 2 : Letter received must be registered in the registration book.

18




T DISANJUNG *
l‘n —
STEND

T

Figure 3.1.2 (d) : Examples of action cops.
Step 3: Letters that have been minute for action should be taken immediately into the file.

W T
Hotel Perdana Kota Bhary, Kelanian

3 Untuk makium,
untuk an YBhg Dato'rTyan !
penooon'é’f’p'Zﬂﬁi‘;',?"“" Cadangan pm.mam"';:""“ Wi
berkaitan dengang Penga. Pengurus serta mﬁ?‘”""?f‘ i
Negern Kelantan oferud'“" 8WE| pagj mengh.dam”:»,n.""'“'
yang dicadangka eh yang demikian YBhg Data rrp. whoio
hormatnya df;g,,,,,’:,,’ :::‘gkau Pa"‘?":gg Pegawa; Penq:'.,:j; l:f;,'
disertakan agenda m 9 ’" Mesyuarat 1er§m(;s i \
YBhg Dato'/Tuan @syuarat seperti o Lampiran A unw.s - -

Figure 3.1.2 (e) : Example of minutes the letters.
Step 4 : Distribute the file to the appropriate officer (which is the Head of Department)



Mula

Terima Surae & Buka Sampul

Cog ditmima dm tankh

D afrar surar ke dalam Buko Dafrae Buky Dafrar Surar Menyursr
{Am I0Pin.3/80) stau SisremPendaftaran Secara Sucat Online (jika ada)

Surat hantar kepada Kerua Jabaran /Kema Bahagn

Keua sbatan / Ketua Bahagizn miratkan surat untuk ondakan pegawz

PT kadunghkan surast dalam fa) dan edarkan Fal kepada pegrwn
Berkensan wviuk nndakan

Tans

Figure 3.1.2 (f) : Flow chart for acceptance and registration letter.
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3.1.3 Key In Data Using Excel And Design Certificate Using Adobe Indesign

In Microsoft excel CSV we work with the system workbook, while in the workbook
there is a worksheet or worksheet and usually we just call the sheet alone. In this worksheet,
we work with the columns and rows that form the smallest cells in the form of cells in

which we enter data.

Adobe InDesign is an application used for design layouts or publications. Adobe
InDesign is often used by publishers of magazines, newspapers, bureau prints, and
advertising agencies to design their products. I responsible to design the certificate for

student practical certificate in that company. I used this software for finish the task given.

waratone foma s
Pomat - Tamier

Figure 3.1.3 (a) : Key in data student information into excel.

Step 1 : Key in student name, no.ic, department, university and duration of internship that will

complete the industry training in excel and save in CSV format.
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Figure 3.1.3 (b) : Open Adobe Indesign

Step 2 : Then, open Adobe Indesign to draw and design the certificate.

Figure 3.1.3 (¢) : Choose a size format.

Step 3 : Select the A4 size to create the certificate.

Figure 3.1.3 (d) : Draw and design certificate

Step 4 : Draw design and insert the logo in the certificate.
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Figure 3.1.3 (e) : Press Data Merge for student data entry.
Step 5 : Press the "Data Merge" button and exit the information that has been entered on the

excel.

Figure 3.1.3 (f) : Select the student numbers to enter the information into the certificate.

Step 6 : Once done, press the menu and choose to print.
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Figure 3.1.3 (g) : Save the certificate as PDF format.

Step 7 : Then, save the certificate in PDF so that the data format does not change.

P X! Yous | FM&SKE | Comment
teae (ST e agnced e © [ e Sonm
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= Sy § L —
» ond Phes
= = Srvnarae Cor Basarduat
i e ~ Stors Fhes
» MoreCptives Documant 4331130 =
L7 1145 bnches florotot o
Do Sy Rl -
| L i Wrote  [Fjuosce [ sockia 2 \
Oft A ———— )
Bactuniae
(¥ Swvick cversivd pege —
Cemmsole [T e froblviriesopaileigni
3 Choase payer source by POF page sige ——— e (aaen iore
Ebrton ot s f peper R i m
& Fip on bong edge C+Fipon shortedge [
Cnentabory Open Aobat.com Flhes
B ot popat ondecape e —
CrPowat
Cilaniecpe
«
Pagetel1
onsern- [ ] ome
CUIGAT J101 S VRIS INGTE AT RATV S
e E
 —

Figure 3.1.3 (h) : Print the certificate.
Step 8 : And finally print it.
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3.1.4 Handle E-KEBERADAAN system.

E-Keberadaan system was built by the information technology officer at the
Kelantan State Secretary Office to enable them to know the existence of the workers at
each session such as the first session at 8.00 am -10.00 am, the second session at 11.00 am-

1.00 pm, the third session at pkul 2.00 pm-4.00 pm, and last session at 5.00 pm.

This system is used by senior administrative assistant for each unit in Machang
Land and District Office. And I also need to handle this system when staff busy or meeting.
I responsible to check and make review of the presence of all employees in the management

services unit for each session.

c 8
paass =t PR
'\J\’

O Fu’ﬁ BAHAGIAN PENGURUSAN
u‘@' SUMBER MANUSIA

Figure 3.1.4 (a) : Interface E - Keberadaan.

Step 1 : Enter “username” and “password” user to log in E-Keberadaan system.
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- [ Tomerr Keboragiar kit % - o0 X
€ @  aplisikelaniangovmy. L. =

BAHAGIAN PENGURUSAN
SUMBER MANUSIA

ia: NORMAH BINTI AHMAD
1 630210036076
. Pejabat Tanah dan Jajahan Machang (Bahagian
° Khidmat Pengourusan}
: ptim@kelantan.gev.my
+ 0135230999

Figure 3.1.4 (b) : User profile.

Step 2 : Select "update", then select "view user profile" to display the user's profile.

T St Keopracaas Rakct 2
apliiasibelantangov.my, ecoor

BAHAGIAN PENGURUSAN
=+ SUMBER MANUSIA

750410035892

Figure 3.1.4 (c) : Example of staff data information.
Step 3: Enter the data of each staff in E — Keberadaan system.
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SUMBER MANUSIA
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8.00 -10.00 10.00 -13.08 14.00 -16.00 16.00 1700

| Ao, Haws Polowrin Mo I/C | Jabatan Timdakan |
Pejabst Tanah
dan Jajahan
FHATRUL MIRWAN BIH AB. 2 oy | Machang * ads  Tads
N saoszsossesy | (LN .

Whidmat

RASHIC
| Pengunssan)
Pejakat Tnsh
Jayphan
— Hachang ¢ zdo  Tida
MANSOR B1) MOHD NOOR JmoTessmy |

& T
Khidemat
| Pengurusan)

Pejakat anah
dan Jajshan
Hachang ¢ ada  Tisda
- b i Bahagun s
Vhidmat
{ Peagoresan)

Figure 3.1.4 (d) : Signs of workers' existence.

Step 4: Supervisor will note the existence of workers for each session. Then, the supervisor will

verify the information.

11 ) SMm aersdaan ta X - o x

*« C  aplikasikelantangovry - i A =

5 A BAHAGIAN PENGURUSAN
< WECEEE SUMBER MANUSIA

Figure 3.1.4 (e) : Example of session of E — Keberadaan system.

Step 5 : Lastly wait for the next session sign.
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3.1.5 Handle E-ADUAN system.

The E-Aduan system was built by the information technology officer at the Kelantan State
Secretary Office for the public who wanted to complain about the problems faced by them in terms
of administration and services provided. E-Aduan system provide feedback on complaints received
from the public. I responsible to check this system if we get the complaints received from the

public regarding the administration and services provided.

Figure 3.1.5 (a) : Flowchart how to using E-Aduan system.
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Setiap: proses tndakar yang dibuat dapst o Koo, Pt Seiasn & Prrirediinas dhorerm

Lamon tRam | Log Masuk Pengada | Log Hassk Pentadbir

Figure 3.1.5 (b) : Login page.
Step 1 : Enter password and user ID.

Slstem e-Aduan

Selarmat Datang TENGKU NUR FATIHAN BT TENGKU YUNUS Ad2d.MzC 19,2007 2:24:27 P
122, Aduan diterima
e — =
T.acp &dusn B yany chu i
ti1, Aduian datam Tindaka
& ] — |
TSty i £ufury THMEN 2= !
1 Sy I
| 2
— — —— ] — 18
1 1
H 3
- 1 Y
i 2
=.

Figure 3.1.5 (¢) : Interface for admin page.
Step 2 : Admin will review the complaints received from the public regarding the administration

and services provided.
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Lkelantan gov.my .

| e

Cari NoAdwan

m Séizmzt Datang TE Tambah BT YUHUS Ased, Mae 15, 2017 225:159M
Status
Kategord
= oo R ————
e
C— ®mgm 7 T wage ————
I - - Tiada Eduusn Dolam T o © - 1

z52, Aduan (MySMS/Email/Telefon/Laln-lain} yang selesal tapl befiun batas

re—s = ———— = =SS = —

Figure 3.1.5 (d) : Complaint page.

Step 3 : Select the button to make an option for the admin.

“ Sedanzt Da%arg) TENGKU NUR FATIHAH BT TENGKY YUNUS Aned, Mec 19, 2017 2:20:43 0
Maklmat Aduan yang diterima
£z
Hama H
Ko Kad Pengenalan B * No KF = 670926035362
Tarikh Aduan © 203740319 Datondar]
Jenis Aduan + Emal v > Email [Telefon/Laln-ain
Kategori 3 -Sika Pk v
Jabatan 1 Pegabiat Tarsak, Dan 1xjabans Machang
Tajuk H
Butirars Aduar
Lolasi Advae
E-malt H
No kel Rumah : "097442182
fo tef Dlwbit : *0879117658
Hanty Bl

Figure 3.1.5 (e) : Add complaint.

Step 4 : Admin choose ‘add’ button to add a complaint.
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g Sd2mar Daty=g TENGKL NUR FATIHAN BT TENGKY YUNUS Abad. Mac 15. 2047 2:27:24 PM.

Rekod Aduan Prjabat Dan Agensl Dibawah Kerajaan tieger
Kelarian

Jibain Peabat Tansh Dan Jsham Machars;

oY) vl et
o Rakebongin &vam
Inrastruber

e ———

Figure 3.1.5 (f) : Categories of user status.
Step 5 : Admin selects the 'category' button to received from the public.

. Sistem e-Aduan 2025 218

m Selamat Datang TERGKU HUR FATIHAH BT TENGKY YUNUS 4haa, Mze 19, 2017 2:31:44 PM

Rekod Aduan Pejabat Dan Agensi Dibawal Kerajaan Negerd
Kelantan

Jabatan : Pesabat Tansh Dan Jahon Machang

o Sz Pl Hantas
status: Sefesat
JUMLEH ADURN = 49
i< - T s 33
w| wssun (ZE2 | semsden L -

-

SUKIB1268232029 | Seenn Jtan colam karepung sava dalah sangat sebitar hampung | AHMAD FADZLI B
teruk don rosak, menyebablan besukaran | penalah, beruuta | ABDULLAH

uluh molainya. 353 Sava telah 5 Bhun | dasifelan besar &

dak ada pembadan xar

~

.| SUKLI¢124111916 |Séhesar tMengenst bagunan sebnggan o alss Mitkate Machang.  |PIJ
razeb plan projk penamahan it Pt 3133 | Caerah Ul Sat,  |:Penguativasasn:
< 3196 Mukim Machang, Daersh Ul Sat.

Jagshan Hachang
Rup MOM. 331 152408/66,1 19}

Figure 3.1.5 (g) : User complaint status.

Step 6 : Admin selects 'status' complaints received from the general public.
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Kelantan
zbatan : Peiabat Tansh O Zajhan Machang

Buln  : Shapithe v Hartas

Buian 05/2014
HMLAH ADIMN = 1
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/92 14. Mesyuarat K 05T
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MDM:648/ 14714/ 06/(SH{17).
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pad3 27;04514
(MSSECANDM 14/ 107%(4)).
Mendapat surat kehulusan dan

i
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b

el PIAGAN
digunakan sehagal Jawapan
kepada aduan saya ID105es
tersebut bearmuta dai
10/02/13 sehingpd
£7/05/13.

Figure 3.1.5 (h) : List of record for complaints

Step 7 : Admin selects 'list of records' monthly complaints received.

m SHamt DR¥ T Jamshah KU YUNUS Anad, Mac 15, 2047 2:33:50
Stabes,
Katequr:
Senara Rehod a0 Aduan Pejabat Dan Agenst Dibawali Kerajaon Megerl
walangan
B - o st
- saln Tomolah Adean Bulanan ]
Tahun [
Stabus Aduai  Seiribor Aduah Belanat v
Kategori Add »
Jenis Aduan ‘"‘_ v
Hartan
[
Coak

Figure 3.1.5 (i) : Select a report
Step 8 : Admin selects a report whether the total source of the complaint is monthly or the period

of completion of the complaint.
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Ahs0. Mac 19, 2017 2:34:12 P

Laporan Aduan Pejabat Dan Agensi Dibawah Kerajaan Negerd
Ketartan

Jabatsr ; Pejabat Tanah Dan Jajshan Hachanp

Bulan 3 58 PRl ¥ {own viiov)
Tahun da prbhe * {ovyy]
Status Aduan 1 -S43 Bikhe .
Eategori Adwan i <533 Pilth- v
Jeeds Aduan i Silz P v

Honts

e
Catak

Figure 3.1.5 (j) : Report details

Step 9 : Select a report from the complaint menu and fill in the information in the box provided

to view the whole report.

PERINGATAN : Logn vang tertecs & burah dvedlaiee vha urtul jar
pargade yatg belum dereaftar. SH3 safian At SematAlars lembiras
frommbor had pengerstin died dan Katabiian penggens wmda yeng teat

=i bprana bmmibrag in) skan Sgnnakan sehag kak snds mangounsEn

dhatem adstaae il 2043 fugs dronitathen meetsakioe slamit smel ands Sag
v RtHAN [T0SES MO Trosaan @0g AanDl te e ML 3R

B ara serria manpae b certiatinn, mecgen o pert sy taratat.

Jwnis Peopenala: = Kid Pergealan Bas ¢ *
No. Kad Pengenalan 8 cth: 850610295527
Mansa Penuh Pengadt; 8 “Rahoys Bt Kaseies
»12 aksara twmasuk

Katalshian Pergadu * nomboc/simbol/hur besarfhund keck {cth:

Aabcd@112456}
Hasuk Somda Katalakan ~ : S
Saalan Kessiawmtan Pengadu - Pt v
Jawapai Scalan Keselamatan :
Alamat Emall H Magukkar: emall sekicanys ada.

Sila Salin Kot Disabelab H 43383

Sekarang anda bole: »embvat aduan merggunakan agbrasi
mudah aih myaduan Kelantan yang bolsh dmuattunun &

Goegle Play.
Centeh paparan myAduan Kelantan falah sepenti berbuts

Figure 3.1.5 (k) : User page

Step 10 : The user needs to log in as a new user to login to the system.
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3.2 Special Project

During I undergo five months of industrial training at Machang Land and District Office,
I propose [ want to develop a new system about registration inward letter. I think this is a best
system for this company because before that, they need to record by manual in books and when
they need to find back about the status the letter, they need to find manually and I think it waste a
time and not easier for staff to find one by one. So, I decide to develop a new system for record

the registration inward letter.

The purpose of this new system is to replace from record by manual book to the record by
system. So, it can easier to them for find and refer the details and status about the letter just only
enter the keyword such as file no, received date of letter, letter date or name of letter. They only
search using the keyword only and the system can catch the data from database. I choose E-

SURAT is the name of my new system, registration of letter.

In each of system that been develop surely have their own advantages and benefits that it
can provide to the users. The main purpose I design this kind of system is to make the task will
becoming more easier and help in solve the problem that have been facing all this time. E-SURAT
system can help from manual procedures to become a system in unit management services in

Machang Land and District Office. This can avoid any data from loss or data redundancy.

Furthermore this system can help staff to register inward letter in that system correctly
rather than manual. And in that system, I provide attachment for letter, staff can scan letter before
send to other department after minute the letter and then upload to the system, so that if the letter

original missing, so we can find again in that system.

Next advantages are save energy and time among staff. By having this E-SURAT system,
all party that involved in this circle of environment will increase their time and energy to manage
registration letter. After that, this system develops to more user-friendly system. User friendly
system is when user easy to adapt and use the system without any problem and have a user manual

as a guidance to help user to understand the system.
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These systems have comfortable among staff. Lastly advantages of this system is become
more systematics and paperless. In order to achieve a goal of government Malaysia to make a
paperless environment and digitization start on 2018 become reality, I had make the manual
procedure that using book to become E-SURAT system and it became more systematic and

paperless.

1 will build this system by follow the system development life cycle that stand for SDLC
and also PADIM that stand for planning, analysis, design, implementation and maintenance. The
system must be follow by step provided to make it work well and smoothly and I can follow the
schedule concisely. I also can achieve the requirements because we have developed the schedule
for monitoring project progress for the time dimension of the project. Project planning is very
important in step by step to build a system because it will be my guide while build the system

soon.
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3.2.1 Gantt Chart

1] . : - -
- + PLANNING 8days Sun05-03-17 Wed15-0247 £
+ Meeting and discussion 1day SunG5-0217 Sent50217  §
+ Identify problem statement 2days Mon 06-02-17 Tue 07-02-17 n
+ Identify project and user requirement 2days Waed 08-02-17 Thu09-02-37 | |
+ Discuss and a1 vert 2 days Sun 12-02-17  Mon 13-02-17 | |
+ Discuss premitary budget 2days Tue 14-02-17 Wed 15-02-17 ]
- « ARALYSIS 2das  Thole02-37  Friod-us-47 | —
+ Analyse eb for system requi 3days Thu36-62-17 Mon 20-02-17 -
* Analyse gathered information 3days Tue 21-02-17 Thu23-02-17 =
+ Analyse the system module Idays Sun 26-02-17  Tue 28-02-17 u
+ Structure the system requirement 3days Wed 03-03-17 Fri03-03-17 -
- « DESIGN 6days Sun05-03-17 Mon 10-03-17 e
+* Discuss the system design 3days Sum05-03-17  Tue O7-03-17 [
+ Deliver the system design adays Wed 08-03-17 Mon 13-03-17 [ ]
+ Hlustrate user interface design Sdays Tue 23-03-17  Mon 20-03-17
+ Pian the database design 7 days Tue 21-03-17 Wed 29-03-17 | =i}
+ Design the application structure 8days Thu 30-03-17  Mon 20-04-17
- 4 EVMPLEMENTATION 38days  Toell-0817 ThuUl-06-17 | |
+ Starting the coding system 22days Tue 110417 Wed 10-05-17
+ System database testing Edays Thu11-05-17 Thu18-05-17 [ =1
+ Create system manuat 3days Sun21-05-17 Tue23-05-17 - :
+ Instaliation the system 4days Wed 24-05-17 Mon 29-05-17 - :
+ User Training Sdsys  Tue30-05-17 ThuQL06-17 -
- <« MAINTENANCE 16days  Sun04-06-17 Won 26-06-17 | |
+ Monitor the system working Bdays Sun04-06-17  Tue 23-06-17 |}
+ Overcame the system limitation 5 days Wed 14-06-17 Tue 20-06-17 L g
+ Determire additionel update 4deys Wed 21-06-17 Mon 26-06-17 1

Figure 3.2.1 : Gantt Chart for E-SURAT system.

Based on the Gantt chart above, I also known the start date and end date to complete this project

in time. I also can achieve project goals by satisfied the need and opportunities that our company

wants. This schedule will be used as reference until this project complete and this solution will

take time until this project complete. For details information about my schedule, I have developed

Gantt chart for your reference. Gantt chart will show you about project schedule information by

listing my project activities and corresponding start and finish dates in a calendar format.
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3.2.2 Context Data Flow diagram (CD)

Admin info

Admin details

Registration staff

v | _ Registration staff status View letter details

ADMIN E-SURAT i i STAFF

7y K Registration letter Status
Registration letter status

v

View letter status

Status

Figure 3.2.2 : E-SURAT System Context Data Flow diagram

Based on the context diagram above, we can see there are two (2) external entities which are admin
and staff. The data flow is shown by the arrow available in the diagram above. Based on the
diagram there are eight (8) types of data flow that communicate between admin and system. Staff

can check and view the letter details from the system.
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3.2.3 DFD Of A New Logical System

1.0
Admin info | Formatted Admin Data
i Login
Admin Details
| ADMIN [ ADMIN -
L
Staff
Info
2.0
] Formatted Staff Data
Register Staff
Staff
Details

Letter - STAFF

Info

3.0
N Formatted Letter Data
b Register Letter
Letter
Details
4.0 Letter Data —
< D3 | LETTER
» View Letter =
Status Staff Data
Admin Data
Letter details I

| STAFF
Letter Status

Figure 3.2.3 : E-SURAT System Level-0 Data Flow Diagram

The above diagram known as Data Flow Diagram also called as DFD. The information system is
depicted as a DFD in figure 3.2.3. As indicated by the diagram in the E-SURAT system there will
be two modules that we called as the process consists of register the letter and view the letter. Each
module will process the data between user and the system itself. Besides that, there are three
categories of database be created in the systems to store the information such admin, staff and

letter data.
38



3.2.4 Interface Design

3.2.4.1 Input

e-SURAT

Figure 3.2.4 : Login page for admin and staff.

-5 . -l
Pejabat Tanah dan Jajahan Machang

TG NUR FATIHAN BINTI TG YUNUS | eludc

Cari Rekod Surat
SENARAI PENDAFTARAMN
0L 1
TAMBAH REKOD BARL SURAT
-Daripzda S.apa- * Carfberdasarcan tarikh surat: .
CARI dd -~~~ -yyyy CARI CAR)

Conyright {c} 2017 Pejaba: Tanan lajahan Mathang [PTM], All rights resarved.

Figure 3.2.5 : Homepage admin for register new record data letter.
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-8 SURAT —

TG KUR FATIHAH BNTI TG YUNUS | Keouar

< =] [
e
Pejabat Tanah dan Jajahan Machang

ettt

Tambah Rekod Surat
Tarikh Pararimaan Cd-aane Y5y
Ne Fail / Mo Rujuln Kementarian thy Pajabst
Torikh Surat ¢d---=-ygyy

Daripada P v
Perlara

Dirujukkan Kepada -Piih- .

Lampiran Surat Choose Fife Nc f:e chosen

KOSONGHAN  SHIPAN

Copyrignt (¢} 2017 Pejabat Tanan Jaianan Macnang I TIML All rignts reserved.

Figure 3.2.6 : Admin register new record data letter.

Y

e

Pejabat Tanah dan .Jajahan Machang

PendaRaran Rekod Surat | Kakitangan

B Copy of SENARAJ PETUGAS-PETUGAS PL..
1” Copy of SURUHANJAYA PREHAN RAYA ...
#" coverpage

T logo spr

B~ SENARAT PETUGAS (AGENST

B SENARAI FETUGAS AIPTATE)

_ | N

1 [Cioose Fie | logo sprgif

KCSONGKAN  SI4PAN

Copyright {c} 2017 Pejsnat Tanah Jejahan Machang (FTIM]. Al rights resersed.

Figure 3.2.7 : Upload the letters that have been scanned for references when missing.
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Pejrbat Tanah dan Jajahan Machang

TE NUR FATIHAR BINTI TG YUNUS | Keluar

Edit Rekod Pendaftaran Surat

Tarikh Penerdimaan + es-lul-n7

o Fall / No Rujukan Kementerian lbu Pejabat :  suk 123-55i3;

Tarikh Surat t e2-T1-2017
Dardpads : SUK
Parkars T Empulan e mads ya
Dinjuldian Kepeda : KETUA JAJARAN vl

SHPAN  BATAL  KENBAL

Copyright (¢} 2017 Pejaoat Tanah jajahan Machang (PT!M). All rights reserved.

Figure 3.2.8 : Edit record after verify by steno ‘secretary district office’.

Add the letter referred by who.

e ]

Fejabat Tanah dan Jajahan Mechang

TG NUR FATIHAH S'XTI TG YUNUS | Xelugr

-Daripada S:ava-
CARI

Pandaftaran Rekod Surat | Kakitangan | Pentadbir

Cari Rekod Surat

SENARAI PENDAFTARAN

TAMBAH REKOD BARU SURAT

* Cartoerdasarkan tarikh surat :
da-=-eeyyyy CARY CARI

Caoyright t<} 2017 Peiabat Tanah Jajahan Macnang (LML Al rignis reserved,

Figure 3.2.9 : Homepage admin for view the letter status.
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* Cariperdasarkan tarkh surat @

-Daripada Sapa-
il weraen iy cARE cARI,

Copyright {} 2017 Pajabet Yanah Sajahan Machang (PTIM]. AR rights reserved.

Figure 3.2.10: Buttons for view the letter status by categories.

‘Taripaga Sa7a-

PELABAT PENG ANAH TAK SALAN WESED KELANTAN
JABATAN HAL EHVAL AGAISA ISLAM NEGERT KELANTAN
HAILIS ASAMA SLAN KELANTAR

4B BANK

ISLEA M LAY S BERKAD

JABATAK PERANCANGAN BANDAR DAN DESA

AlALS PEREANGARAN KCT4 BRARL

Ui

Figure 3.2.11: View the letter status by categories “received from”.

Cari berdasarkan torikh serat :
F-eecyvyy 2 CARL 4

Figure 3.2.13 : View the letter status by categories “subject”.

GARY

Figure 3.2.14 : View the letter status by categories “file no”.
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TG NUR FAT=1AH BINTITG YURDS | Keluar

Tambah Rekcd Kakitangan

No. K/P

o, HIP
Unie L PR .
Kata Kund

Sshkan Kata Kund

BATAL  KOSCNGKAN  SiMPAN

Conyright (<) 2017 Pejabat Tanan Jajzhan Macnang (PTIM), Al rights reserved.

Figure 3.2.15 : Add staff data record.

_e-SURAT ot

N
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Figure 3.2.16 : Edit staff data record.

43




- S SURAT

FPejabat Tanah dan Jajaban Machang

TG NUR FATIHAN BINTI TG YUNUS § Kefuer

Pilthan

_“

Copyright {cj 2017 Pejsbat Tarah lajahan M achang [PTi84). All rights reserved.
8

Figure 3.2.17 : Admin page.
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Figure 3.2.18 : Homepage staff for view the letter status.




3.2.4.2 Output
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Figure 3.2.19 : Admin details page.
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Figure 3.2.20 : List of record data letter by admin.




lotalhost says
P
iAt Tanah dan Jajahan Machang
TE HUR FATIHAR BINTI TG YUNUS | Kelogr
S ———
Tambah Rekod Surat
Tarikh Pererimasn 1 €5-3ul-2037

No Fail / No Rujukan Kemartsrian ibu Pejabet : suk 123-56(2)

Tarikh Surat T 92-Julo2817
Daripada :  PEJABAT SETIAUSAHA NEGER( KELANTAN v
Parkara : jemputan ke majis faya
Oinjukian Kepada . v
Lampinan Surat B }‘hooga Fis ioge sproff

(KOSONGKAN  SIIPAN

Topyright {c) 2017 Pejabat Taneh Jajahan Macheng {FTIMY Al rights reserved.

Figure 3.2.21 : Notification message successful for add record data registration letter.
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Figure 3.2.22 : Notification message successful for edit record data registration letter.
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Figure 3.2.23 : Details page for record data letter by admin.
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Figure 3.2.24 : Print page data letter by admin.
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Figure 3.2.25 : Search results page for record data letter by categories “received from”.
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Figure 3.2.26 : Search results page for record data letter by categories “letter date”.
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Figure 3.2.28 : Notification message successful for add record data staff.

Figure 3.2.27 : Search results page for record data letter by categories “subject” and “file no”.
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Figure 3.2.29 : Notification message successful for edit record data staff.
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Figure 3.2.30 : Staff profile page.
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Figure 3.2.31 : List of staff page.
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Figure 3.2.32 : List of admin page.
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Figure 3.2.33 : Staff details page.
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Figure 3.2.34 : List of record data letter by staff.
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Figure 3.2.36 : Print page data letter by staff.
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With the advance of the technology nowadays all the manual procedure can become a
digitization which is convert to system rather than manual. I also believe that this system that have
been design by myself can really give a lot benefit for admin to register inward letter for a record.
And also, it can easier staff for find and refer the details and status about the letter just only enter
the keyword such as file no, received date of letter, letter date or name of letter. They only search
using the keyword only and the system can catch the data from database. E-SURAT system also
taught me a lot in order to develop a system in a short time like planning, analysis, design,

implementation and maintenance.

These 5 step that called as PADIM is very important to develop each system. We also know
how to develop data flow diagram (DFD) and context diagram which is main process to know our
flowchart of the system. By having this system, unit management services in Machang Land and
District Office no need to proceed with their manual procedure anymore to register inward letter
in manual book. It brings a lot of benefits and opportunity to become paperless environment and

reduce the cost, energy to manage the manual book.
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CHAPTER 4 : CONCLUSION

During 5 months of industrial training practices, I has been given a great opportunity in
order to learn and get the useful knowledge and information which could not be found in classroom
and also from the lectures note but I obtained it from a real business work life. This industrial
training program really helps me in order to improve my communication skill between customer

and client. And improve my skills in information management and also records management.

Industrial training is a good and effective program for the final year student who want to
be exposed to the real-life work environment as their will get involved in real-lifework
environment when they have finished their study. Industrial training also can be as the platform
and to be a next step for the student in order to build up their future career and help them to gather
new knowledge, experiences and information as much as they can about future career involvement
after their have finished their study and also as the place for them to make preparation before step
in real-life work environment. During industrial training also, students will learn about the
important of discipline in work, time management and also the reliability to complete the task

given by the upper level management to us.

Even though that I am one of the practical student at Machang Land and District Office, 1
realize that the company has given me the same treatment and same responsibility with the other
staff. There are no such things that can differentiate the level between workers. In addition, I also

realized that the teamwork factor is needed in this company.

Internship is the beginning of the path that will take me to the point where I want to be after
my graduation. During the internship period, it provided me a platform to introduce myself in
professional field. I was able to bridge the gap between student life and professional life. It is quite
interesting for me because this is the place where I can learn more on technical stuffs compared to
theory knowledge that I learned during studies. Furthermore, the fact that Machang Land and
District Office is a startup to expose me more on the whole system of the organization and how it

actually works.
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4.1 Application of knowledge, skills and experience in undertaking the task (Knowledge
gained)

During undergo five months of my industrial training at Machang Land and District
Office, I have gained many new experiences and knowledge that are I think very meaningful and

important to me. The experiences and knowledge that I have gained such as:

4.1.1 Improve Communication Skills

One of the most useful experiences and knowledge that I have gain during undergo
my industrial training is communication skill. Much of communication skill that I have
obtain during this industrial training could not be obtain in classroom session and also from
lecturer note but I have able to obtained it from my five months of industrial training. I get
opportunity to improve my communication skill. During the work, I need to communicate
a lot with the people, such as with customer, my supervisor, managers from this department

or other department as sometime I need to set up a meeting with them.

I learned how to communicate effectively with them to ensure that they understand
the message that I was trying to say. I realized that by communicate clearly, it literally
improved my self-confidences whenever I talked or exchanged ideas with people. From

that, I was able to speak clearly and thoughtful.

Besides that, I also improve my communication skill when dealing with the staffs
and officer from others department. I am also being able to learn the proper and effective
ways how to express and share our opinion with other subordinates and colleagues

especially with the senior colleagues during undergo my industrial training.

Furthermore, I realized that leadership skill is really made a big different with
others when we are in working life. During my training life, I saw many talented people
who are able to lead others when they are working. I need to make sure that I also possessed

the same skill.
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4.1.2 Improve Functional Skills

Throughout my training at Machang Land and District Office, I discovered a few
knowledges on land especially, how the process to change the land owner, process to caveat
land and how the government get the revenue based on land. I also responsible to find
collect the staff for work and serve a big event such as “Pilihan Raya Umum-14” to be

held in this year.

Besides that, 1 also learned the administration part where now I know how to
arrange conference calls, teleconference calls, perform clerical duties such as accepting
orders, scheduling meeting, photocopying, scanning transfer calls, and sort or classify
information. I learned skills on how to deal with colleagues to execute tasks, learned how

to organize and bring myself in a meeting.

4.1.3 Improve Records Management Skills

During my industrial training, I also have gained new knowledge and information
and also improve my skills regarding records management during undergo my five months
of industrial training at Machang Land and District Office. I was able to learn about the
proper and correct procedure to open the new files and to close the files that have reached
their limit the proper and correct procedure to dispose the files and records that have

reached their retention period limit.

At management services department in Machang Land and District Office, a file
will be closed once the contents or folio has reached to 100 folios or when the file was
thick at least 1 inch. The file also will be closed once the file are not active within 5 years
or when they do not receive any new attachments related to the file title. I also have learn
the correct methods and procedures to retrieve files and records from registry repository,
coordinate and monitor the movement of files and records that have been used and the
procedure that must be taken when the files is already more than it proper time in the hold
of the officer that need to take action of that files.
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4.14 Learn How to React Efficiently with the Sudden Changes Working Situation
and Work in a Team Effectively

I also have gain experiences to react effectively and efficiently with the sudden
changes in working situation and how to dealing with the situation that need faster and
immediate attention. For example, when I have assigned duty with the team that make
preparation with the Minister of Kelantan, YAB Ustaz Dato Bentara Dato' Haji Ahmad Bin
Yakob with villagers visit for “Program Pemukiman” to the Machang Land and District
Office. We only get to know about the visit last minute, which is two weeks before the

visit.

But we managed to make the preparation for the big event. Team work will make
any job can be complete in a very short period of time as it required. But to achieve that,
the cooperation by all staff is needed to make sure the team effort is worth every single of
time and strength that they have sacrifice and contribute. The event session also take part

without any problem and running smoothly.

4.1.5 Improve Computing Skills

I have leamnt more such as I can handle any systems when I entered this company.
There are E-Keberadaan system, E-Aduan system, and also get a new experience when [
need to draw and design certificate using Microsoft Excel and link to the Adobe InDesign

which I never use in my study days.

I also get opportunity to improve my computing skills during I undergo my
industrial training at Machang Land and District Office when my supervisor accept my
proposal to developed the system which is E-SURAT to change from manual procedure to
the system. E-SURAT system is a big project for me because before that, Machang Land
and District Office don’t have any system for registration inward letter. They only use

manual books for records the data registration letter.
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I have managed to complete the project during five months of my industrial training
at there and the system already can be used in that organization. I have gain opportunity to
explore and enhance personally more my computing skill during making the E-SURAT
system for Machang Land and District Office during my industrial training at there. The

knowledge and information that I have obtained is very useful and meaningful.

4.2 Personal thoughts and opinion

My personal thought and opinion regarding this industrial training is industrial training is
one of the good platform for final semester higher education institutions students to obtain and
gain knowledge, information and experiences regarding the real-life working environment as they
will get involve in the working world after they have finish their study. The important thing that
they will learn from this industrial training such as the most important aspect in the real-life
working world, punctuality of time, especially come to office punctual, complete the task and jobs
given by the supevisor on the time given, can obtain and improve communication skill with other
subordinates and colleagues especially with the senior colleagues and during dealing with staff

from other department, division, branch or organization.

The experience gained during this internship will be used and improved in the real-life
career. There are a lot more to be learnt and I really hope I have the chances and opportunities to
learn more and more with the benefits I gain in this training. These knowledges can be useful in
my next job. For future student who will taking Industrial Attachment in the future, they need to
determine their strength and think about their own future from now on. As long as they have the
opportunity, they have to prove and show their skills and knowledges to the company that they are

worth for.

Industrial Attachment training has been an excellent and useful experiences to me.
Machang Land and District Office has offered me opportunities to learn and develop myself in
many areas. I also had the opportunity to meet many corporate people. The training helped me in

building my self-confidence and preparing myself with necessary skills before facing the real
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world working environment. I did a lot of things here not only in IT aspect, but also regarding
business, marketing and product knowledge and it makes me ready for facing career life in the

near future.

Machang Land and District Office has exposed me on many new field of knowledges and
had given me a chance to apply what has been taught throughout my three years and six months
of study. The training has made me realized that real world working environment can be totally
different from what T have learnt in classes. I worked in many areas where I did different work.
This gave me chance to develop more practical skills in myself. The internship program was

definitely beneficial for me. I am grateful and thankful that I got experiences in many things.

On the other hand, from my opinion there are a few enhancements that can be done by the
Machang Land and District Office especially for lead to the increasing of the staff productivity
there. The enhancements that can be done by the Machang Land and District Office is in-term of
Information Technology (IT) facilities that is been used there. I suggest that they replace the old
IT facilities such as computer that have been used there with the latest computer as the computer
that have been used there right now is obsolete and very slow. I also suggest that they upgrade
their internet connection and use the latest and faster internet connection as based from my
experiences, their existing internet connection is very slow and this will limit the staff work

productivity.

In overall, I am really satisfied with the Machang Land and District Office treatment and
their effort in creating a comprehensive, systematically and a structured industrial training program
for the industrial training students. It is a wonderful and unforgettable five months experiences of
undergo industrial training here. I get opportunity to get to know more friends from other higher
education institutions during undergo my industrial training here. All the Machang Land and
District Office staffs also welcome my present at their office. They are willing to teach me and
share their knowledge and experiences and they also very friendly and helpful to me especially
when I get into trouble. We all have a great working environment together during work time and

also leisure time.
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For future student who will taking Industrial Attachment in the future, they need to
determine their strength and think about their own future from now on. As long as they have the
opportunity, they have to prove and show their skills and knowledges to the company that they are
worth for. However, I would like to propose to Machang Land and District Office to distribute the
job scope and job role more equally with every staff who are working Machang Land and District
Office company so that every staff will be able to handle job more efficiency and able to do the
multitasking job which requires them to do more than one job of a time. Currently Machang Land
and District Office had no enough staff in order to do the technical job and overtake the current
job. That factor will make the staff to do the multiple projects at one time and it can be a major

hurdle for them to focus on the current project.

Last but not least, 1 also think that university could create and provide an online application
which can allow students to login and write their daily activity and task that has been assigned by
their supervisor in online mode instead of writing the activity in the log book. It can reduce of the
risk of losing the log book and can save up the production of the papers. As today, we also want
to achieve a paperless work culture, based from I opinion, 1 think this is one of the most effective
method to achieve that. The university supervisor may access in order to check and supervise their
industrial student’s daily reports through online mode. With this factor, I might think that it can
be more helpful and help the efforts of trainee and the supervisor and can lead to the increasing of
the productivity.

4.3 Lesson learnt

During undergo my five months of industrial training at Machang Land and District Office,
I have get many opportunity to obtain and learn many new lesson, knowledge and experiences
especially knowledge, lesson and experiences that cannot be obtain in the classroom session, but
only can be obtain with real-life work environment experiences during this industrial training such
as teamwork experiences, communication skills during dealing with other staffs from other
department, division, branch or organization, the proper and effective ways how we want to

express and share our opinion with other subordinates and colleagues especially with the senior
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colleagues. Besides that, I also have obtain and learn some important skill real-life work
environment culture that form my opinion I think it is a very skill such as problem solving skill,
logic thinking skill especially when we must solve a problem in critical period of time and also
soft-skill, such as the ability to make ourselves capable to adapt quickly with the sudden change
in the daily workflow such as to complete the duties that have been assign to us in last minute

situation in the short period of time.

During my practical training, I has been exposed with the real environment whereas I have
to face the problem that need to be solved quickly. Some of the problem that has occurred in the
office need to be solve quickly and that kind of action need the skill such as creativity, analytical
skill and problem-solving skills. These skills are really important in order to solve skills during
critical time. To solve this error, I need to go through and understand the actual problem, the step
in analyzing the problem and overcome the problem by troubleshoot and debugging the system
again. I had improved the technical skill in finding and solving the problem in systematical and

faster way.

In addition, I learn to always to be aware with the current problem that might arise and
recorded the case problem, and find to solve the problem and task whenever the task that had been
assigned by supervisor. This is a risk that I need to take, especially when the task is related to the
transaction process. I had learnt a lot of experiences in this working environment such as the
problem solving skill, logic thinking when solving the problem in critical time, technical skill in
configuring and maintaining the hardware of the computer, work in group skill, communication

skill with clients, ability in sharing the opinion with the colleagues.

1 has been exposed with the various type of different work culture based on the different
level of department when I was first start my industrial training for Machang Land and District
Office. I have been able to learn on how to configure the printer that are linked directly to the user
computer MAC address. Besides that, I also have been able to learn on how to configure the new
computer and has set up the companies policies that based on the company requirements. My duty
during the industrial training at Machang Land and District Office is to provide the technical
support to the staff who has the problem during their daily work activities.
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After a month, I have been assigned with a new task that has been given to my supervisor.
The more knowledge that I have been learned during my task at the Machang Land and District
Office. There is a lot of experienced that I has learned during my industrial training especially
when I has been involved with “Pilihan Raya Umum-14”. It is because I need to solve and handle
personally and find the people who selected suitable for this job. I can enhance the communication
skill when I communicate with them and make a call one by one to ask them want to grab the job
or not. And I also need to handle two system which is E-ADUAN and E-KEBERADAAN system.

Everyone have their own tasks and responsibilities, we have trained to be a creative,
multitasking and to be a fast learner worker which enable to adapt to the different organization
with different culture. Furthermore, I understand the time management for a project complete is
very important for this industry. In addition, all the colleagues are willing to share their experiences

and opinion when I had stuck to do something a new task. I had really learned a lot from them.

4.4 Limitations and Recommendations

After five months undergo industrial training at Machang Land and District Office, I have
identified a few limitations that exists at there. Because of the limitations that exist, I have made a

few recommendations for overcome that limitations.

4.4.1 Limitations

There are a few limitations that I have identified that exist at Machang Land

and District Office. The limitations that exists such as:

4.4.1.1 Lack of Files and Records Storage Space

During my industrial training, I found that Machang Land and District
Office seem to lack of files and records storage space in the records storage room.

There are too many files in a shelf and some shelves have become full and no empty
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4.4.2

space for any new files to be kept anymore at that particular shelf. In addition, the
space in the records storage room is also become too crowded and it is difficult to

move around as the space is too tight.

4.4.1.2 Lack of Technologies

It is found that they seem to lack of latest technologies in term of computer
equipment and maintenance. The computers that is been used at management
services Machang Land and District Office are too slow and like to hang when
various applications is used. This is because they used an old version of computer

which is the processor is old version with a small amount of ram.

The computer I’'m talking about is the computer used by the staff. Besides
that, the internet connection at there is also bad and too slow. Sometime, it is
difficult for the staff at there to gain access to the online application and do their
work such as at “HRMIS” and “E-KEBERADAAN?” which is system that require
them to use every day. This will lead to the decreasing of the staff productivity.

Recommendations

With the limitations that have been identified, there are a few
recommendations that I have identified in order to overcome the limitations that

exist at Machang Land and District Office. The recommendations such as:

4.4.2.1 Provide Adequate Space for Files and Records Storage

RMP upper level management should provide a better and adequate
building or building space for at management services department, Machang Land
and District Office to adapt it as their new files and records storage room. Based on
my observation during my industrial training, the space in the records storage room

is small and too crowded and can be consider inadequate to be make as records
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storage rooms. In the future, it can make the records management process become

scattered and disorganized.

As a government agency, the volume of file and records will be increase
days by days and because of that, the space and capacity of storing in the existing
records room is limit. Management services department, Machang Land and
District Office should be providing with another building or building space for
storing the files and records especially for the old files and records that were stored
and cannot be disposed of as it still required and related for some others purposes

in the future.

4.4.2.2 Replace the Old Information Technology (IT) Equipment with Latest
IT Equipment

To overcome the old technologies problem that exist in the management
services department, Machang Land and District Office, I suggesting that they
replace the old information technology (IT) equipment with latest IT equipment.
This can be done by buying the new IT facilities that their needed or may rent it

from the contractor that offer the IT facilities rental services.

Nowadays, many organizations did not buy computer but rent it for certain
period of years. By doing this, they can save their budget and cost and at the same
time can keep their computer equipment up to date. With the proper IT equipment,
it will increase the productivity of staff in produces effective work and also increase
the staff work performances. With the appropriate and up to date IT facilities, work
can be done easier and faster, where they will be able to access and making some

procedure or work systematically.
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Appendix A :

Photos of activities



Act as a operator services and serve incoming calls.




“Tazkirah” event from Jaheik every Wednesday morning.




Workplace management services department for practical training.




Last day practical training at Machang Land and District Office.
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RINGKASAN

Panduan pengguna ini menunjukkan tentang panduan cara mendaftarkan surat menyurat di dalam

sistem E-SURAT. Pengguna yang akan menggunakan sistem ini iaitu pentadbir dan kakitangan.

Dengan adanya manual pengguna ini akan membantu pengguna bagaimana untuk menggunakan

sistem E-SURAT.



1.0 Panduan Pengguna (Pentadbir)

3

1%

e-SURAT

No. K/e

Kata taluan

MASUE

———

Rajah 1 : Kaedah untuk log masuk. Sila masukkan no K.P dan kata laluan yang telah
didaftarkan.

> % o
A
Pejabat Tanah dan Jajahan Machang

TG KUR FATIHAH BINTI TG YUNUS | Keluar

Pendaftaran Rekod Surat | Kakitangan | Pentadbir

Detail Rekod Pentadbir

No, K/P : 910511035014
Nama : TG NURFATIHAH BINTI TG YUNUS
No.H/P : 0129878261 I

Jswatan : ADMIN

Unit 1 KHIDMAT PENGURUSAN
Kata Kurel @ 12345

| EDIT.PROFIL ;| CETAK

Copyright {c) 2017 Pejabat Tanah JajJahan Machang {PTIM). Al! rights reserved.

Rajah 2 : Halaman memaparkan maklumat rekod pentadbir.
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R g
Pejabat Tanah dan Jajahan Machang

- SURAT =

TG KUR FATIHAH BINTI TG YUNUS | Keluar

Pendaftaran Rekod Surat

Cari Rekod Surat

TAMBAH REKOD BARU SENARAI! PENDAFTARAN

SURAT
-Darpada Sispa- *  Cartberdasarken tarkh suret ;. Nama Surat Ty 5
coaR e T TR )] Rord iLeasy]

Copyright (c} 2017 Pejabat Tanah Jsjehan Machang (PTIM). Al rights reserved.

Rajah 3 : Paparan halaman utama. Pengguna perlu memilih untuk tambah rekod baru

atau mencari senarai rekod surat.

_e-SURAT = |

Pejabat Tanah dan Jajahan Machang

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Pendaftaran Rekad Surat | Kakitangan

Tambah Rekod Surat

Tartkh Panerimaan ¢ odd---e- wyy

Na Fail / No Rujukan Kementerian lbu Pejabat :

Tarikh Surat T oddeeoeyyyy
Daripada © i T v
Purkara
Dirujukkan Kepads g ‘—'P:H'GI'L v
Lampiran Surst : | Choose Fite ‘Na fie chosen

| KOSONGKAN | | SIPAN

Copyright (¢} 2017 Pejabat Tanah lajahan Machang (PTIM]. All rights reserved.

Rajah 4 : Kaedah menambah rekod surat.
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& Cpe
I f { g
Organite = Newiokler -3 ® s
: Pejabat Tanah dan Jajahan Machang
S * Name Date modHied Type
B Deskiop Bx arodangp G2-Feb-17239PM  Micresoft Weed D...
oot || 8 i Pt
& OneDrive [ Copy of SENARAI PETUGAS-PETUGAS PL.  I1-May-17 332 PM  Micresoft Bxcnd 97., 4
% Recent Places opy of SURUHANIAYA PILBUAN RAYA . 03-Feb-171135 AM  Mierosoft Vrord D...
T i coverpage 02 Feb-17254PM  Microsoft Word D
7 Libraries B togo spr 02-Feb-17 844 AM  GIF wnage
1% Documents 12-Mar17 £13PM Microsoft Word D...
& Music I SENARAYPETUGAS (UPDATEY 15-May-17 454 PM  Microsoh Werd D...
e Pictures
W Videor
% Computer
ﬁ Local Diske ()~ ¢ E)
File name: |_ o - —— 4 3
v

Lempiran Surst : bogo spr.gif

Copyright (¢} 2017 Pejabat Tanah Jajahan Machang (PTIM), Al rights reserved.

Rajah 5 : Kaedah muat naik surat yang telah di imbas.

lzcalhost says:
Berjayal } ¥ J
<
R
bat Tanah dan Jajahan Machang
TG NUR FATIHAH BiNTi TG YUNUS | Keluar
Pendaftaran Rekod Surat
Tambah Rekod Surat
Tarikh Parerimazn

No Fail / No Rujukan Kementerian ibu Pejabat :
Terikh Surat

Daripada

Perikara
Dirujukian Kepada T - v

Lamplran Surst

KOSONGKAN | !

Copyright {c} 2017 Pejabat Tanah Jalahen Machang {PTIM). All rights reserved.

Rajah 6 : Halaman memaparkan pengguna berjaya menambah rekod surat.



2% m

T

Pejabat Tanah dan Jajahan Machang

TG NUR FATIHAK BINTITG YUNUS | Keluar

Cari Rekod Surat

SENARA] PENDAFTARAN
TAMBAH REKOD BARU G
v Cariberdasarken tarikh suret : Hiama Su'aJ T —
__lleamiy  [caRi] NoFad 1| CARI |

Copyright {c} 2017 Pejabat Tanah Jajahan Machang {PTIM). All rights reserved.

Rajah 7 : Paparan cara untuk mencari senarai pendaftaran surat.

2.5 m

e
e Lol

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat | Kakitangan | Pentadbir

TG NUR FATIHAH BINTITG YUNUS | Keluar

Senaral Rekod Surat

DAFTAR REKOD SURAT
BARU
No Fail { No
o Tarikh Rujukan  Tarikh Daripada Ferlits Dirujukkan Edit | Detail Padam
Penerimaan Kementerian Surat Siapa Kepada
Ibu Pejabat
permohonan
endm 03-02- | 2047- KETUA
1. | 2017-07-06 4 o702 | MOM plm:::;:llk JAIAHAN 2| 7 ]
otg32-3- | 2017- - | pindah milix ;
2. | 2027-07-06 as(1) 0703 PTG - # I -
permohonen KPKJ
2. | 2017.07.06 | WHM3452- | 2007 | gy | menalant | ynpar | ) | g
2{1} 07-04 fathan | o0 e RUSAN
Industri h
3 017 penysta
4. | 2017-07-06 6708 ,F'MB aktain r 7 8

Rajah 8 : Halaman memaparkan senarai rekod surat.



- SURAT £t S

Pejabat Tanah dan Jajahan Machaung

TG NUR FATIHAH BINTITG YUNUS | Keluar

Edit Rekod Pendaftaran Surat
Tarikh Pensrimaan : es-ul-2007
No Fail / No Rujukan Kemanterisn lbu Pejabst @ suk123:56(4) |
Tarikh Surat
Daripada
Parkars H )empuhn ite'rﬁa:}ﬁs nyé
Dirujukkan Kapada 1 KETUAJAJAHAN 9.

{ SIMPAN | | BATAL | | KEMBAL |

Copyright {c} 2017 Pejabat Tansh Jajahan Machang {PTIM). All rights reserved.

Rajah 9 : Paparan cara mengedit rekod pendaftaran surat. Edit rekod pendaftaran surat

setelah disemak oleh ‘steno’. Dan masukkan data dirujukkan kepada siapa.

1acalhost says:
Berjay2 } $'. L=
=Sy
1At Tanah dan Jajahan Machang

TG RUR FATIHAH BINTI TG YUNUS | Keluer =
Pendaftaran Rekod Surat

Edit Rekod Pendaftaran Surat

Tarikh Penerimasn : »es 'i"l,'""

No Fall / No Rujukan Kementerian Ibu Pajabat © suk 123.56(3)

Terikh Surat : [02-3ul-2017
Daripada : SUK
Perkera jemputan ke majis raya |

Dinujuldcan Ke prde

| SMPAN | | BATAL | | KEMBALI |

Copyright {c} 2017 Pejsbat Tanah Jajshen Machang {PTIM). All rights reserved.

Rajah 10 : Halaman memaparkan pengguna berjaya mengedit rekod surat.



TG NUR FATIHAH BINTI TG YUNUS | Keluar

2% m

R

Pejuhat Tanah dan Jajahan Machang

Detall Surat
No. : 47
Tarikh Penerimaan + 2017-07-06
No Fail / No Rjukan Kementerian lbu Pejabat : suk 123-56(4)
Tarikh Surat 1 20170702
Darpads Slapa @ SUK
Parkara : Jemputan ke majlis raya

Dirujuldan kapada © KETUA JAJAHAN

LKEMEALI | CETAK |

Copyright (c) 2017 Pejsbst Tanah Jajahan Machang (PTIM). Al rights reserved.

Rajah 11 : Halaman memaparkan maklumat surat yang telah direkodkan.

Print
Tetal: 1 sheet of paper

23 o

Change.

Pages = Al

£g.1:5 B 1313

Copies 1

Layout Partrait hod
Cotor Coler -
QOprions Two-sided

& More settings

Print using system diakog... {Ctri+ Shift+F)

estraten | KONICA MINOLTA C25..

N,
Tarkkh Prasrimse
oo Fall { %0 Rjclesa Fdmenterion by Pajsbat

Copyright [£) 2017 Pejakat Tanah ajshan Machang {FTHAL Al righes mearved.

Rajah 12 : Skrin memaparkan cara untuk mencetak halaman tersebut.



-Daceads Siaze- v Cavl herdassrkan terikh suras «
| cart] ‘dd-=---yyyy LCARI | Sani

Copyright (¢} 2017 Pejebat Tanah falahan Machang (PTIM). AR rights reserved.

Lm

Rajah 13 : Paparan cara memilih salah satu kategori untuk pencarian surat.

PEJABAT SETIAUSAHA NEGER| KELANTAN
MAJLIS DAERAH MACHANG
PEJABAT PENGARAH TANAH DAN GALIAN NEGER! KELANTAN
JABATAN HAL EHWAL AGAMA ISLAM NEGERI KELANTAN
MAJLIS AGAMA ISLAM KELANTAN
CIMB BANK
BANK ISLAM MALAYSIA BERHAD
JABATAN PERANCANGAN EANDAR DAN DESA
MAJLIS PERBANDARAN KCTA BHARY
| Uit

Rajah 14 : Paparan cari maklumat surat berdasarkan kategori “Daripada Siapa”.

2% o

ey
s

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Hasil Carlan

UK

No Fail / No
Tarikh Rujukan  Tarikh Daripada Perkara Dirvjuikan

Edit Detail Pad!
Penerimaan Kemenoterian Surat | Siapa Kepada s 2

No

tbu Pajabat
jemputan
suk23- | 20:27- ke majlis R =
L12017:0708 | Joc0dy loz.02| SY* |perasmisn S48
ramadhan
Jemputan o
suk123- | 2017 y . KETUA -
2. | 2017-07-06 56(4) 0702 SUK kerl:va.jls JAIAHAN | ¢ 4 o

| CETAK | | KEMBALL |

Ceopyright {c} 2017 Pejshet Tanah Jajahar Mechang (PTIM). All sights reserved.

Rajah 15 : Halaman hasil carian untuk rekod surat mengikut kategori "Daripada Siapa".
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Cari berdasarkan ‘.ari(hlgqta‘ti K
Bae-yyy 2 vI[CARI

July, 2097 * =

[eun Mon Tve wes Thu Fi sat |

Rajah 16 : Paparan cari maklumat surat berdasarkan kategori “Tarikh Surat”.

e
= g

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Hasll Carlan

2017-07-02
Mo Fail / Na
Tarikh Rujukan  Tarikh Daripada Dirvjukkan .
Penerimaan Kementerion Surat Siapa Leriars Kepada e [Deta Rsary
ibus Pejabat
jemputan ke
suk 23- 20%7- majlis
1| 20170706 | yhi0iy [o702| U | perasmian sl
ramadhan
fionan
mdm 03-02- | 2017- perma KETUA
2. | 2017.07.06 M oros | MEM | pndsmitic| Ll ol s | @
tenah
suk 123 | 2027- jemputanke | KETUA
3| 40070708 56{4) 07-02 SUK majlis raya | JAJAHAN - . L]

CETAK ;{ KEMBALI |

Rajah 17 : Halaman hasil carian untuk rekod surat mengikut kategori "Tarikh Surat”.



R Surat
CARI

Rajah 18 : Paparan cari maklumat surat berdasarkan kategori “Nama Surat/Perkara”.

2.3 =

P>y p—,
bW g

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat | Kakitangan | Pentadbir

TG HUR FATIHAH BINTI TG YUK US | Kelusr

Hasil Carfan

No Fait / No
Tarikh Rujukan  Tarikh Daripada

‘ p 4 Perlara Dirujukkan
Pencrimaan Kementerian Surmt  Siapa Kepada
Ibu Pejabat

Mo Edit Detail Padam

9 N permohonan
1. | 20170705 | MM O30 |2007- | | Cndahmiik | KETUA
2 07-02 =

| CETAK | KEMBAL) |

Copyright {c) 2017 Pejsbat Tanah Jajshan Machang {PTIM). AR rights reserved.

Rajah 19 : Halaman hasil carian untuk rekod surat mengikut kategori "Perkara ".



Rajah 20 : Paparan cari maklumat surat berdasarkan kategori “No Fail/No Rujukan”.

Zo %

L
® e

Pejabat Tanah dan Jajahan Machang

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Hasil Carlan

Na Fail / No
Tarildh Rujukan  Tarikh Daripada

Dirujuldan

Perkal

Penerimaan Kementerian Surat Siapa s Kepada
Ibu Pejabat

No Edit Detil Padom

permohonan
mdm 03-02- | 2017- " KETUA
1. | 2017-07-06 4 o702 | MDM ph:!:t:‘;\nllk saaman | < | 7 |

| CETAK | KELBALI .

Copyright {c} 2017 Pejabat Tansh lajshan Machang {PTIM}. All rights reserved.

Rajah 21 : Halaman hasil carian untuk rekod surat mengikut kategori " No Fail/No Rujukan".
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L=

Pejabat Tanah dan Jajaharn Machang

TG NUR FATIHAH BINTI TG YUNUS | Kelyar
Pendaftaran Rekod Surat

- SURAT o

Tambah Rekod Kakitangan
No. K/P | ik
Nama
Ne. H/P
Uk PERUAT e
Kata Kunel
Sahkan Kets Kund

[ BATAL || KOSONGKAN ;| SIMPAN |

Copyright (c} 2017 Pejsbat Tanah Jajahan Machang (PTIM). AR rights reserved.

Rajah 22 : Kaedah untuk tambah rekod kakitangan.

tocathost says:

s

Z2 .3

=T ey
s

bat Tanah dan Jajahan Machang

Bagaya!

TG NUR FATIHAH BINTI TG YUNUS | Kelyar
Gardataanibod s

Tambah Rekod Kakitangan

No. K/P ) 520911036170

Nams : [SITIFATHEHAH

Ne. K/P ;0139108110

Capyright (¢} 2017 Pejedat Tanah Jajghan Machang (PTIM). All rights reserved.

Rajah 23 : Halaman memaparkan pengguna telah berjaya menambah rekod kakitangan.
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_e-SURAT <%

Pejabat Tanah dan Jajahan Machang

TG NUR FATIHAR BINTI TG YUNUS | Kelugr

Edit Rekod Kakitangan

| BATAL | EDIT .{ KEMBALI |

Copyright (¢} 2017 Pejabat Tanah Jajahan Machang (PTiM). Afl rights reserved.

Rajah 24 : Kaedah untuk edit rekod kakitangan.

*
localhost says:
Beqayal D
Z %
T T ey
" ox (N
t Tanah dan Jajahan Machang
TG MUR FATIHAH BINTITG YUKUS | Keluar
Pendaftaran Rekod Surat | Kakitangan
Edit Rekod Kakitangan
Ne. K/P
Nama
No. H/P
Unit  : Khidma) Panguivsan ¥
Kata Kunci : 12543 ) i
{ BATAL | | EDIT | KEMBALI |
Copyright {c} 2017 Pejahat Tanah Jajahan Machang {(PTIM). All rights reserved.

Rajah 25 : Halaman memaparkan pengguna telah berjaya megedit rekod kakitangan.
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Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

_e-SURAT

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Profil Kakitangan

No.IfC ; 920911036170
Nama : SITIFATHEHA
Neo.H/P : 0139105110
Unit :+ Khidmat Pengurusan
Kata Kunct : 12345

{ CETAK |{ KEMBALI |

Copyright {c) 2017 Pejabat Tanah Jajahan Machang (PTiM). Al rights reserved.

Rajah 26 : Halaman memaparkan maklumat kakitangan.

¢e-$URAT rth

e
Pejabat Tanah dan Jajaban Machang

TG NUR FATIHAR BINTI TG YUNUS | Keluar

Pendaftaran Rekod Surat | Kakitangan { Pentadbir

Pilihan

e i b

Copyright {c} 2017 Pejebet Tanah Jajahan Machang (PTiM). All rights resarved,

Rajah 27 : Paparan halaman kakitangan.
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Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

_e-SURAT 22§

TG NUR FETIHAH BINTI TG YUNUS | Keluar

Senarai Kakitangan

TAMEAH REKOD BARU

Bil. Wama Unit Edit  Detail Delete

i MOHD AZMAN B Khigma Pengurusan » ’ o
2. SITIFATHEHA Khldmat Pengurusan i ’ ]
3 WAN SITI SAL Khidmat Pengurusen rd ' 8

Copyright {c) 2017 Pejabat Tanah Jajahan Mechang (PTII4). Al rights reseived.

Rajah 28 : Halaman memaparkan senarai kakitangan yang telah didaftarkan.

%

ory g
= e

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat | Kakitangan

TG NUR FATIHAH BINTI TG YUNUS | Keluar

Senaral Pentadbir

TAMBAH REKOD BARU

Bil Nama Unit Edit Detsil Padam
2. | TG NUR FATIHAH BINTI TG YUNUS | KHIDMAT PENGURUSAN | /# 'd 8

Copyright {c} 2017 Pejelzat Tanah Jajahan Machang (PTIM}. All rights reserved.

Rajah 29 : Halaman memaparkan senarai pentadbir.

14



2.0 Panduan Pengguna (Kakitangan)

1%

e-SURAT

No. K/P

Xata taluan

MASUK

Rajah 30 : Kaedah untuk log masuk. Sila masukkan no K.P dan kata laluan yang telah
didaftarkan.

P4

-
Pejabat Tanah dan Jajaha

Pendaftaran Rekod Surat

MOHD AZMAN B | Keluar

Datail Kakitangan

No.K/P : 750410025891
Nama : MOHDAZMANB
No.H/P ; 0148188038
Unit : Khidmat Pengurusan
Keta Kunel 12345

| EDIT | KEMBALI |, CETAK |

Copyright (c) 2027 Pejabat Tanah Jsjahar Machang {PTIM). All rights reserved.

Rajah 31 : Halaman memaparkan maklumat kakitangan.

15
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Pejabat Tanah dan Jajabhan Machang

Pendaftaran Rekod Surat

MOHD AZMAN B | Keluar

Carl Rekod Surat

SENARAI PENDAFTARAN
SURAT

¥ Cart berdasarkan tarih surat : g T e
4 I caR | CAR) | HoFal {cart

Copyright {¢} 2017 Pejabat Tanah Jejahan Machang (PTIM). All rights reservec.

Rajah 32 : Kaedah untuk kakitangan mencari rekod surat.

3y n
g

Pejabat Tanah dan Jajahan Machang

.S SURAT St

MOHD AZMAN 8 | Keluar

Pendaftaran Rekod Surat

Senarai Rekod Surat

No Fail / No
Tarikh Rujukan  Yarikh Daripada Perkara Dirujukkan
Penerimaan Kementeran Swat  Siapa Kepada
tbu Pejabat
penmohonan
mém 03-02- | 2017- i KETUA
1. | 20170705 2 0702 MDM | pindeh milik JAJAHAN ’
tanah
y ptg32-3- | 2017- pindeh milik R
2. | 2017-07-06 asq1} 07.03 414} tanah ’
permohonan KPKI
3. | 2017-07-06 ““";‘3351' ggg; UiT™ "':':L‘::"' KHIDMAT ’
Industri PENGURUSAN
2017- penyats _
4, | 2017-07-06 - 0705 CIv8 aksii /

Rajah 33 : Halaman memaparkan senarai rekod surat.
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e-SURAT : t .

L SRR e e e FUA P

Pejabat Tanah dan Jajahan Machang

MOHD AZMAN B | Keluar

Pendaftaran Rekod Surat

Detall Surat
Ne. 37
Tarikh Parerimaan : 2017-07-06

No Fall / féo Rujuban Kementerian tbu Pejabat : mdm 03-024

Tarikh Surat 2017-07-0z
Daripada Slapa 1 MDM
Perlary 1 permohonan pindah miftk tanah
Diryjukian kepads ¢ KETUA JAJAHAN

| KEMEAL | CETAK |

Copyright {t} 2017 Pejabst Tanah lajahan Machang (PTIM}. Al rights reserved.

Rajah 34 : Halaman memaparkan maklumat surat yang telah didaftarkan.

Print
Tetal: 1 sheet of papes

= o

Destination KONICA (4INOLTA C36..

Change.

Pages & Rl

Rajah 35 : Skrin memaparkan cara untuk mencetak halaman tersebut.
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’P_ﬁ_"&‘ﬁ Siaza- ¢ Cariherdasarkan tarkh surat: Newa Surat ' e o
Leary de-—yyy leam) (AR : =]

Copyright (¢} 2027 Pe[abat Tanah lsjahan Machang (PTIM|. Al rights reserved.

Rajah 36 : Paparan cara memilih salah satu kategori untuk pencarian surat.

PEJAEAT SETIAUSAHA NEGER| FELARTAN
MAJLIS DAERAH MACHANG
PEJABAT PENGARAH TANAH DAN GALIAN NEGER! KELANTAN
JABATAN HAL EHWAL AGAMA ISLAM NEGER) KELANTAN
MAILIS AGAMA ISLAM KELANTAN
CIMB BANK
BANK ISLAM MALAYSIA BERHAD
JABATAN PERANCANGAN BANDAR DAN DESA
MAJLIS PEREANDARAN KOTA BHARU

UiTtd

Rajah 37 : Paparan cari maklumat surat berdasarkan kategori “Daripada Siapa”.

Pejabat Tanah dan Jajahan Machang

MOHD AZMAN B | Keluar

Hasil Carlan

SUK
Mo Fail / No
Tarikh Rujukan  Tarikh Daripada Dirgjukkan _ . 4
FPenerimaan Kemanterian  Surat Siapa RSP Kepada it (GRS =it
ibu Pejabat
Jjemputan
suk 23- 2017- ke majlis
. - s ’
1.[f2017.07:06 4052(2) | 0702 SUK perasmian hat L
ramadhan
Jemputan
suk123- | 2017- KETUA .
2. | 2017-07-06 56(4) 07.02 SUK ke majlis SAIAHAN & E
raye
| CETAK || KEMBALL

Copyright {c) 2017 Pejshat Tanah Jajahan Machang {FTIM). All rights reserved.

Rajah 38 : Halaman hasil carian untuk rekod surat mengikut kategori "Daripada Siapa".
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Ceri berdasarkan tarkh surat :
= t v] cARly

iy, 2017 - ilje |

Sun Mon Tue Wed Thu Fri  Sat

Rajah 39 : Paparan cari maklumat surat berdasarkan kategori “Tarikh Surat”.

tat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

MOHD AZMAN 8 | Keluar

Hasll Carfan

2017-07-02
No Fait / No
Mo Tar?kh Rujukarj Daripada Potkam Dirujukkan Edit Detail Padam
Penerimaan Kementerian Siapa Kepada
thu Pejabat
Jemputan ke
suk23. | 2017 1 mallis
. | 2017074 U 3 - 4
3 1 42:97-06 4052(2) 07-02 K perasmian s .
ramachan
honan
mdkm 02-02- | 2017- [ KETUA
ADKS A H F
2. | 2017-07-06 r 9702 WD pindsh milik JAIBHAN 4 s | 1
tanzh
suk 123- | 2017- jemputsnke | KETUA
. 7 rs
3. | 176706 5614} 97-02 SUE majisraya | IAJAHAN & L

Rajah 40 : Halaman hasil carian untuk rekod surat mengikut kategori "Tarikh Surat".

19



iNama Surat

CARI

Rajah 41 ; Paparan cari maklumat surat berdasarkan kategori “Nama Surat/Perkara”.

Zo % -

e ey,
i

Pejabat Tanah dan Jajahan Machang

Pendaftaran Rekod Surat

MOHD AZMAL B | Keluer

Hasil Carlan

No Fail / No
Tarikh Rujukan  Tarikh Daripada

Dirujukkan
5 q F Periara
Penerimaan Kementerian Sumt  Siapa Kepada

Ibu Pejabat

No Edit Detail Padam

permohonan
MOM | pindah millx ’ B
tansh

mdm 03-02- | 2027-
a 97-02

(SETAK ;| KEMBAL

Copyright (c) 2017 Pejabat Tanah Jajahan Machang (PTIM). Al rights reserved.

Rajah 42 : Halaman hasil carian untuk rekod surat mengikut kategori "Perkara ".

20



Rajah 43 : Paparan cari maklumat surat berdasarkan kategori “No Fail/No Rujukan”.

Z_ % m

— ol
ks

Pejabal Tunah dan Jajabhan Machang

Pendaftaran Rekod Surat

MOHD AZMAN B | Keluar

Hasil Carian

No Fail / Na
No Tar.lkh Hu;ukar? Tartkh Dﬂl‘lp:dil Perkara Dirujukkan
Pencrimaan Kementerian Surat  Siapa Kepada
1bu Pejabat

Edit Detail Padam

: ] permchonan
mdm 2302 33.1072 pindah millk

tanah

- | 2017.07.08

| CETAK | KEMBALI |

Copyright (c) 2017 Pejabat Tanah lajahan Machang (PTIN'). All rights reserved.

Rajah 44 : Halaman hasil carian untuk rekod surat mengikut kategori " No Fail/No Rujukan".

21



Appendix C :

Gantt Chart for
E-SURAT

system
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