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1.0

1.1

CHAPTER 1
INTRODUCTION OF THE ORGANIZATION

Introduction

This chapter discusses on the background of the organization in which my practical
training was held at. It consists of the origins of the organization, objectives,
organization policy, mission and vision of the organization, structure as well as the

core business pertaining to the organization.

Background of Pustaka Negeri Sarawak

Pustaka Negeri Sarawak was built as a major information resource centre and as the
centre of information services for the public and private sectors. It links itself with
libraries, archives and information centres elsewhere in Sarawak and throughout
Malaysia. It also provides access into and from publicly accessible intemational

information centres.

Its complex serve as a community centre of knowledge and cultural enlightenment,
where Malaysians in Sarawak can not only access a wide store of information, in the
form of both printed and electronic media but also gather for educational and cultural
exchanged, programmes and participate in many other activities conducted by the

organisation.

Pustaka Negeri Sarawak is a library, but not just any library. It is an investment for
everyone's future. The building and services are thoughtfully conceived and designed
to enable anyone to use it. Practical things like a childcare centre. Distinctive things
like the Special Needs room, things that are not that noticeable, like automatic doors

and wheelchair-friendly aisles. Researchers can look up the Special Collections here,
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everything ever written about Borneo, both facts and fiction. It is a storehouse of

knowledge, presented in the most technologically advanced way possible.

Pustaka Negeri Sarawak is more than just a beautifully designed building in an
extensive park. It is more than a collection of sophisticated devices or specialised
services. Pustaka Negeri Sarawak is about people. The people who work the
frontlines to answer your queries, guide you around, serve you. The people behind-
the-scenes, who answer your telephone calls, reply your letters and e-mails, track
down the book you want, digitised the fragile rare books so that you can easily
access and view them. Pustaka Negeri Sarawak is about the user. The people who
come in to search for information and knowledge, visiting the exhibitis, attending a
book launch, conducting business seminars through our facilities or simply enjoying

the beautifully designed park.

AL T

Figure 1.0

Set within a park that covers the State Mosque and the Minaret Gardens on the
westemn side, PNS is a place conducive for learning and reflection. While the interiors
of the Pustaka complex are a modem structure that fit right into the 21* century, its

exteriors are as close to nature as possible.

The park includes a lake, areas for public performances and art exhibitions, a
playground, picnic areas, a scenic drive, pedestrian walkways and bicycle lanes

strewn with trees, shrubs and flower gardens.
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1.2

The interiors of Pustaka Negeri Sarawak are an architectural and information
technology marvel. It provides a mentally stimulating ambience for the seekers of
information and knowledge. Different facilities are available for its patrons at the

ground floor and first floor levels.

Objectives of Pustaka Negeri Sarawak

Once an organization has developed its mission statements, its next step is to
develop the specific objectives that are focused on achieving that mission (Davis &
Unterman, 1984). Objectives are specific, measurable steps that can be taken to
meet the goal. These are not only definitions of goals and objectives. Objectives in
the organization could be defined as the overall goals, purpose and mission of an
organisation that have been established by its management and communicated to its
employees. Normally, an objective typically focuses on its long range intentions for
operating which could provide useful guidance for employees to produce a product or
service at better quality. In general, objectives are more specific and easier to
measure than goals. They serve as the basis for creating policy and evaluating
performance. Some examples of business objectives include minimizing expenses,

expanding internationally or making a profit.

The following are objectives of Pustaka Negeri Sarawak:

¢ To enhance statewide reading campaign activities

e To provide guidance and advisory services to public libraries especially in
information services provision and reading campaign

e To provide mobile multimedia library services (e-Pustaka)

e To intensify effort to influence public opinion into accepting reading as

positive behaviour that needs to become a daily routine
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1.3

1.4

Vision of Pustaka Negeri Sarawak

Pustaka Negeri Sarawak has designed a vision which is the long term goal that the

company needs to achieve. The primary vision is stated as below:

“To be the reservoir and fountain of information and knowledge to the state”

This gives the overall overview that Pustaka Negeri Sarawak desires to be a place of
information and wants Pustaka Negeri Sarawak to be the choice of the people in
searching for sources of information. PNS has tried their best to make it a place that
is environment friendly to all walks of life, improve the infrastructure and public

facilities for the benefit of the people who visits Pustaka Negeri Sarawak.

Mission of Pustaka Negeri Sarawak
Pustaka Negeri Sarawak has also designed the mission as a guideline in order or
them to be fully focused in achieveing their long term vision. The mission is stated as

below:

“To provide access to information resources and to preserve Sarawak’s intellectual

heritage for the people of Sarawak”

This is the purpose for Pustaka Negeri Sarawak to become a place for users to fully
utilised the facilities in PNS. It is ensure PNS enhance the quality of life for the those
who visits the library by creating a conducive environment, citizen’s engagement and
best-in-class service delivery. They also ensure that people are able to find what they
are looking for within the walls of PNS, as a place of storage of knowledge and

information.
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1.5 Services Provided

Pustaka Negeri Sarawak provides a range of services related to public affairs and
ensure that each of the services are in accordance with the prescribed procedure.
Here is a list of the objectives of the library services in terms of the Information

Services Division.

1.5.1 Objectives of the Services Provided

¢ To disseminate and transmit knowledge information and data on the
State

e To provide centre for reference, education and information of
dissemination of information relevant to the economic, historical,
social, cultural, political and other background development and
achievement of the State

e To hold and participate in exhibition or display of library resources and
the information or data collected, maintained or held by the State
Library

e To provide such services and facilities as the State Library is able to
provide to the public and to any public library or resource centre and
to provide training for library personnel.

e To promote or stimulate interest on reading, library works and to
promote literacy arts and the usage of modern technology in the

transmission and dissemination of knowledge, information and data.
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1.6
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YBhg. Tan Sri Datuk Amar (Dr) Haji Hamid Bugo
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YB Tan Sri Datuk Amar Haji Mohamad Morshidi bin Abdul Ghani
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YBhg. Datu Haji Misnu Haji Taha
Ex-Officio Member

YBhg. Prof. Dr. Haji Abdul Rahman Deen
Member

Assoc. Prof Dr. Shahren Ahmad Zaidi Adruce
Member

YBhg. Datuk Alfred Yap Chin Loi
Member
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1.7

Dato” Raslin bu Bakar
Member

YBhg. Dr Rita Manurung
Member

Diagram 1.0

Logo

"W

NEGERI
SARAWAK
Figure 2.0

The logo above shows the corporate logo rationale. It is known as the Sarawak State
Crest. The 5 curved lines are conceptualized form the side view. The following
direction of these 5 lines from left bottom to right up corner is leading to “5 Basic
Qualities of a modem digital library”. The shape of the traditional handicraft of hombill
ivory is conceptualized from a curved book cover, of which is to represent. The toning
Pustaka Negeri Sarawak's green is to represent boundless and infinite knowledge,

just like the sky and the Ocean.

71Page



CHAPTER 2
SCHEDULE OF PRACTICAL TRAINING

2.0 Introduction

This chapter discusses on the schedule of my practical training experience. The
purpose of having a schedule is to provide a history of training and to keep a weekly
record of the work that has been engaged. It consists of the exact nature of work
done including a neat and brief description of each of the tasks done, relevant data
and technical information related to the work being undertaken. It also consists of
constructive comments and opinions as to its value of training which also has been

remarked by the supervisor in the organisation.

21 Report and summary of weekly training

2.1.1 Week 1 (21/07/14 — 25/07/14)

DATE EXACT NATURE OF WORK DONE

o Started off the day with the Staff Assembly alongside the CEO of
Pustaka Negeri Sarawak, Puan Rashidah Haji Bolhassan and all the
staff.

Monday
(21/07/14)

e We were then given a briefing about the company’s policy and the
scope of work that will be doing during the course of the internship by
Puan Sonia, the Head of Human Resource Management in Pustaka
Negeri Sarawak.

e She then led us to the Financial Department, which we will be working
for the remaining weeks, where we met the accountants who are

responsible for all financial matters in Pustaka Negeri Sarawak.
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Encik Mohammad
Aidig (Assistant

Puan Ammie Accountant)

Syarina
(Assistant
Accountant) Puan Ismewatt
Encik Paidi Amat :
Mokito

(Assistant
Accountant) |

(Accountant) Pias

HaspTaERIH Encik Zaidi A|WI?

(Assistant

Assi
(Assistant Accountant) |

Accountant)

We introduced ourselves one by one and our supervisor, Puan Ammie
Syarina brief us about the regulations in the Financial Department.

My first task was to update, maintain and finalise the payment
vouchers.

| was then asked to organise the data for the Staff Reconciliation
Summary Report from 04/06/14 till 30/06/14 and was given guidance
on how to key them in Microsoft Excel.

| then compile and maintain the filing system for the payment vouchers
that | have recently updated and maintained.

Then was asked to label new files according to the designated number
of vouchers (i.e: 55A = 1861-1890).

Tuesday
(22/07/14)

On the second day, | have started to learn on how to operate office
machines such as photocopiers and scanners to make duplicated files
and documents.

| have also updated invoice numbers and service orders.

Updating and compiling payment vouchers.

| was then taught by one of the accountants on how to post invoices in
the organisation’s database which is STAFS (Standard Accounting
Financial Systems) for record confirmation.

Did a monitoring table and analysis revenue report which was called
data monitoring control.

Filing service orders in their respective files.

Compile, copy, sort and file records of all business transactions
accordingly.

Re-check all invoices that have been distributed by the accountants to
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prevent any complaints such as unpaid bills or otherwise debts.

Wednesday
(23/07/14)

”

Updating payment vouchers that have been paid by stamping “PAID
in the spaces provided on the correct and proper dates.

Continue filing payment vouchers in their files accordingly. This
teaches me how to be more organised in handling and keeping
documents.

Continue posting invoices in STAFS as were told by the accountants.
The accountant advised me to immediately post the invoice in the
database as soon as the invoices in the “Validated invoice” tray is
been filled.

Update invoice numbers and service orders.

Updating the registration logbook for purchase/services form (yellow

form).

Thursday
(24/07/14)

Filing Bank Received Vouchers (BRV) and Joumal Vouchers (JV) to
their files accordingly.

Stamping “POSTED” on service orders. This means that the service
orders has been approved and is posted in the database. This is to
keep track on financial transactions that has been finalised.

Updating payment vouchers by stamping “PAID” according to the date
that the payment vouchers have been received.

Used the photocopy machine to duplicate documents for the

accountants.

Friday
(25/07/14)

Updating invoice documents and service For example, updating the
documents by stamping “PAID” or “POSTED” and file them
accordingly.

Posting invoices in the database (STAFS) from INVAP 64864 till
INVAP 64865.
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2.1.2 Week 2 (04/08/14 — 8/08/14)

DATE

EXACT NATURE OF WORK DONE

Monday
(04/08/14)

Filing the green Service Orders (PO).

Stamping the invoice stamp on invoices and file them in a clear folder
to give to the staff that needs to sign them.

Photocopy documents.

Updating medical payment slip by stamping the medical invoice stamp.

Posting invoices in STAFS.

Tuesday
(05/08/14)

Retrieving service order from the designated files to match the
purchase orders that has just been printed and matching them
according to the company’s name that have associated with Pustaka
Negeri Sarawak.

Stamping “RECEIVED” on invoices that the staff have already signed
for confirmation regarding their purchases for the company. We have
to ensure that the date is appropriately stamped the same day that
they receive the invoice. ’

Updating medical slip payment and book payment vouchers.

Wednesday
(06/08/14)

Updating the registration logbook for purchase/services form (yellow
form).

Posting invoices in the STAFS database.

Checking and eliminating errors found in the service orders. If found,
the service order should be returned to the Assistant Accountant for
correction or cancellation.

Retrieving invoices from their designated files for different types of
bills.

Thursday
(07/08/14)

Filing bank received vouchers (BRV) according to the appropriate files
prepared.

Posting invoices in the STAFS database.

Maintaining and organising the bank received vouchers with and
without invoice in the files labelled “Supporting document with invoice”
and “Supporting document without invoice”. This helps the

accountants to easily retrieve the BRYV easily.

Friday
(08/08/14)

Updating payment vouchers that have been paid by stamping “PAID”

in the spaces provided on the correct and proper dates.
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Stamping the invoice stamp on the purchase orders and service orders
then deliver them to the staff that needs to sign them.

After getting signatures and confirmation by the staff, | then stamp
“‘RECEIVED” and give them back to the Assistant Accountant for

validation.

2.1.3 Week 3 (11/08/14 — 15/08/14)

DATE

EXACT NATURE OF WORK DONE

Monday
(11/08/14)

Retrieve service orders to match the purchase orders according to
different company’s name which have associated with Pustaka Negeri
Sarawak. This process is called “matching”. It is a process performed
for goods and services ordered through a purchase order that takes
place during the online invoice approval process.

Stamping “RECEIVED” date on the invoices when the staff have
already signed for confirmation regarding their purchases on behalf of
the company.

The supervisor had assists me on how to operate the laminating
machine. My first task was to laminate certificate for “Konvensyen
MPC Wilayah Sabah/Sarawak 2010”

Update service orders by stamping “POSTED" on the upper right hand
corner to show that it has been posted in the STAFS database.

Posting invoices in the database.

Tuesday
(12/08/14)

Stamp “RECEIVED” date on invoices and bills.

Recording all purchase orders in the registration logbook.

Filing bank received vouchers (BRV) based on the proper files (with
and without invoice).

Attended the Sarawak Records: A Forum & Workshop which was held
for 3 days that is on the 12" August 2014 till 14" August 2014.

Wednesday
(13/08/14)

Updating the staffs’ medical slip payment.

Filing the deduction of salary (potongan gaji) documents to the
appropriate files based on running numbers.

Matching service orders with purchase orders.

Photocopied 17 sets of rental agreement for a particular company.

Clipping service orders with the rental agreement that have been
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photocopied.
Key in “Tuntutan Hitungan Kilometeran” in the accounting system

database used by the Pustaka Negeri Sarawak.

Updating and filing in the ‘Buku Daftar Penghantaran Cek oleh

Thursday
(14/08/14) Posmen' to show consistency within the department in which the staff
is up to date and are aware of what type of cheques are supposed to
be sent by the postman.
Retrieve service orders to match the purchase orders according to the
particular company which have associated with Pustaka Negeri
Sarawak. For example, Fuji Xerox, Rentokil, Poslaju, etc.
Posting invoices from INVAP 64990 till INVAP 65003. For example:
< INVAP 64990 - PO 25666
< INVAP 64991 — PO 26491
 INVAP 64992 — PO 26284
Friday Record purchase orders that goes out, into the logbook. This is for the
(15/08/14) accountant to keep track of the purchase orders and where it is being

sent or delivered to.

Matching service orders and purchase orders based on the name of
the company and the purchase amount.

Updating staffs’ medical slip payment.

Stamping “PAID” on payment vouchers to show that it has been paid
and finalised.

Posting invoices in STAFS from INVAP 65011 till INVAP 65020. For

example:

(4

L)

*

INVAP 65011 — PO 26473
INVAP 65012 — PO 26067
INVAP 65013 — PO 26070

L)

0.0

)
0.0
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2.1.4 Week 4 (18/08/14 — 22/08/14)

DATE

EXACT NATURE OF WORK DONE

Monday
(18/08/14)

Matching invoice and service order and stamp “RECEIVED” on the
date the invoice has been received.

Posting invoices in database from INVAP 65023 till INVAP 65034.
Organising the finance department office and maintaining the

cleanliness using the 5S system which are :

SEITON

(Susun)

SEIKETSU SHITSUKE

(Seragam) (Sentiasa amal)

Tuesday
(19/08/14)

Recording purchase orders, that goes out from the office, into the
logbook for service/purchase.

Posting invoices from INVAP 65050 till INVAP 65055 in STAFS.

Insert staffs’ medical slip payment into the database.

Match service orders and invoice of the company that has associated

or is associating with Pustaka Negeri Sarawak.

Wednesday
(20/08/14)

Stamp “POSTED” on service orders that has been matched with the
purchase orders and is then file accordingly.

Record purchase orders into the registration logbook for
purchase/services form (yellow form) and then delivered them to the
staff that needs to sign.

Separating the green and red copy of the service orders. The green
copy is for Pustaka Negeri Sarawak to refer to if the original copy is
misplaced. The red copy is to be given back to the customers for their

reference.

Thursday
(21/08/14)

Matching invoices with service orders.
Filing service orders into the designated files based on the
alphabetical order.

Record purchase orders into the registration logbook for
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purchase/services form (yellow form) and deliver them to those who

needs to signed them for confirmation.

Friday
(22/08/14)

Posting invoices from INVAP 65085 till INVAP 65110 into the STAFS
database.

Record purchase/service form into the appropriate logbook before
distributing them to the staff who needs to sign.

Updating bank payment vouchers by stamping “PAID” and filing them
accordingly to their designated files.

Counting RHB cancelled cheques for the year 2013 and 2014 based

on how many cheques are cancelled in each month for both years.

2.1.5 Week 5 (25/08/14 — 29/08/14)

DATE

EXACT NATURE OF WORK DONE

Monday
(25/08/14)

Joined the Majlis “Raya Merdeka Bersama Kami” 2014 at Pustaka
Negeri Sarawak from 10.30am to 2.00pm which was attended by YB
Tan Sri Datuk Amar Haji Mohamad Morshidi bin Abdul Ghani.
% Details of the event:
- Community Talk: Stress Management
(10.30am-12.00pm @ Auditorium)
- Flower Decoration & Grooming Workshop

(11.00am-2.00pm @ Newspaper & Periodicals Room)
- ‘Congkak’ and ‘Menganyam Ketupat’ Competition
(12.00pm-2.00pm @ Lobby)
- Exhibition on Memory of Independence
(11.00am-7.00pm @ Lobby)
Staff Assembly regarding the events and activities for the year 2014.
Posting bill into the database, which is similar to posting invoice into

the database. Examples of bills, Telekom, Sesco, Celcom, etc.

Tuesday
(26/08/14)

Posting invoices from INVAP 65164 till INVAP 65212.
Counting RHB cancelled cheques for the year 2012 and 2013 based
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on how many cheques are cancelled in each month for both years.
Retrieving bank payment vouchers (BPV) from the designated files
from 1930-1933 which is found in file number 65A. For example:

< 01471 - 01500 = 50A

% 01501 - 01530 = 51A

% 01531 -01560 = 52A

Wednesday
(27/08/14)

Attended the ‘Kursus U-Pustaka Training’ from 8.15am till 12.00pm.
Posting invoices from INVAP 65217 till INVAP 65227.

Sending letter to the registry office for them to deliver it to the company
or person assigned to either by post (Poslaju/Pos Malaysia) or by
hand.

Key in ‘Pembatalan Tempahan pada 24/08/14 bagi Galeri Pustaka’
using Microsoft Excel under Journal Voucher (JV 03389) and then
printing it.

Thursday
(28/08/14)

Matching invoices with bank payment vouchers (BPV) and file them
according to its labelled file.

Matching invoices with service/purchase form based on different
companies and give them to the accountant to sign.

Updating medical slip payment of staffs.

Posting invoices from INVAP 65245 till INVAP 65248 in the STAFS

database.

Friday
(29/08/14)

Posting invoices from INVAP 65254 till INVAP 65279.
Updating petty cash vouchers (PCV) that have been paid by stamping
“PAID” based on the date it has been paid and file them to its proper
file.
Labelling new files for the bank payment vouchers (BPV). For
example:

< BPV 14/02491 - BPV 14/02520 = 85A

% BPV 14/02521 — BPV 14/02550 = 86A

< BPV 14/02551 — BPV 14/02580 = 87A
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3.0

3.1

CHAPTER 3
ANALYSIS

Introduction

This chapter discusses on the analysis of the practical training experience which
consists of the definiton of concept demonstration of practical and theoretical
aspects. It is all about how the students relate the concepts that they have learned
during class at the workplace and transform the knowledge they have gained to fully
understand the concept on a higher level. It also discusses how the students are able
to demonstrate what they have learned during their class and apply that knowledge
to their personal experience. The topic that | have chosen to discuss is “The Usage

of Accounting Database System”.

Standard Accounting Financial System (STAFS)

The usage of Standard Accounting Financial System (STAFS) can be explained by
several factors which consist of definition, function, element, component and tools

and how STAFS is being utilized in the organisation.

3.1.1 Definition

STAFS is a type of database that has a systematized collection of data that
can be accessed immediately and manipulated by a data-processing system
for a specific purpose. It is organized so that it can be easily accessed,
managed and updated. It contains data records or files such as sales
transactions, product catalogues and inventories, invoices, bank payment

voucher numbers as well as customer profiles.

A database system allows managers, supervisors, accountants to adjust and

accommodate the queries according to the information needed at that point in
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time. Relational databases are used in accounting for the purpose of storing
large amounts of information, retrieving it in any way necessary at that point
in time as well as to share financial information easily to anyone digitally.
Relational database have received widespread attention in accounting as a
means of providing many types of information in a timely manner (Rostami,

Mogadam, & Salehi, 2010).

During the course of my practical training experience at Pustaka Negeri
Sarawak, | observed that the accountants are particularly dependable on the
usage of their database. This is because accounting system is a complicated
and difficult task to handle, thus, they depend on the database to easily
retrieve information such as invoice numbers, bank payment voucher
numbers, dates of particular invoice, etc. | withessed that STAFS is essential
software to the company as it helps the accountant to do their job at a timely

pace.
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3.1.2 Flowchart of how the invoice is managed in PNS

e

Invoice is received and placed in a tray labelled "Inbois Diterima"

Match invoice with purchase orders from designated files

Imprint "invoice" stamp on the invoice document

Deliver the invoice to the staff that needs to signed them

Imprint "Received" at the appropriate space on the date that the staff
has signed

Pass the invoice to the accountant that will post it into the database
Once the accountant has key into the database, stamp "POSTED"

Placed the invoice into the tray labelled "Inbois telah disahkan"

Lastly, take the invoice from the tray and re-insert it in the database to
finalized the proper amount and date

Diagram 2.0
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At the first stage, invoice is received and placed in the tray labelled “Inbois
Diterima”. At this stage, we are needed to collect any invoice that is placed in

the tray and start undertaking the next process.

Figure 3.0

Once the invoices has been collected from the tray, we will then start on to
the next process which is “matching”. This is where we match the invoice with
the related purchase order from the designated files. The files that the

purchase order can be found are as below:

Figure 4.0
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Once we have found the matching purchase order, we are then enquired to
imprint the “invoice” stamp on the invoice document together with the
matching purchase orders. This is for the individuals that are required to sign

it.

This then leads to the next process which is after the individuals has signed
the invoice. Once they have signed the invoice and purchase orders and has
returned it back to the Finance Department, we are required to imprint the
“‘Received” stamp at the appropriate space on the correct date which is the
date that the individuals has signed them. This is to ensure the accountants

are able to keep track of when the invoice is received.

After that, we are to pass the invoice to the accountant for him or her to insert
into the database system (STAFS). This is for them to make sure that all

invoices are recorded into the system.

Once the accountant has inserted the invoices into the database, they will
then pass the invoice together with the matching purchase orders, that was
previously matched, back to us and we are required to stamp “POSTED" on

the right hand corner of the purchase order.

Later, once we have stamp “POSTED” on the purchase orders, the purchase
orders that is clipped together with the invoice are then placed into the tray

labelled “Inbois telah disahkan”.
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Figure 5.0

Finally, we are to take the invoice and purchase order from the tray and is
then required to re-insert into the database to finalized the proper amount and

date it was received.

3.1.3 The Merits and Strengths of Standard Accounting Financial System
(STAFS)

1. Interpret and record business transactions

This is the basic function of accounting. It is essentially concerned with
not only ensuring that all business transactions of financial character are
in fact recorded but also they are recorded in an orderly manner.
Recording is done in the book of “Journal”. The records that are kept for
the individual asset, liability, equity, revenue, expense and dividend
components are known as accounts. All accounts are said to comprise a
firm's general ledger. The general ledger is another notebook that
contains a page for each and every account in use by company (Houston,

2014).
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Debits and credits (shortened as “dr” and “cr”) are accounting tools to
describe the change in a particular account that it is said necessitated by
a transaction. Transactions and events can be expressed in “debit/credit”
terminology. Basically, accountants have their own unique way to portray
the financial statement consequence for every recordable event. This
means that as transactions occur, it is necessary to perform an analysis to
determine what accounts are impacted and how they are impacted in
terms of increased or decreased effect. Thus, debits and credits are

applied to the accounts.

Throughout my practical training at Pustaka Negeri Sarawak, | observed
that every time they conduct a business transaction, the status of the
accounts in the database changes. For example, a stationery company,
when a sale is made, the cash account increases and the inventory
decreases. The bookkeeping process keeps track of these changes in
various ledgers and journals. The financial statements are then prepared

using this information.

Classify similar transactions into useful reports

According to Das (2012), classification is concemed with the systematic
analysis of the recorded data, with a view to group transactions or entries
of one nature at one place. The work of classification is done in the book

termed as “Ledger”.

Asset, expense and dividend accounts each follow the same set of
debit/credit rules. Debits increase these accounts and credits decrease

these accounts.

Liability, revenue and equity accounts each follow rules that are the
opposite of what was described. Credits increase liabilities, revenues and
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equity while debits result in decreases. These accounts normally carry a

credit balance.

The Income Statement communicates the inflow of revenue and the
outflow of expenses over a given period of time. The Cash Flow
Statement records inflows and outflows of cash during a period of time
and is divided into cash flow from operations, financing and investing

activities.

During the course of my practical training, the use of database was highly
dependable in which the staff classify transactions based on various
categories such as company’s name, date of the transactions, the amount
of transactions, as well as based on the invoice numbers. Pustaka Negeri
Sarawak uses the database for their daily transactions for purchasing
process and payment process. Their core daily transaction is used for the
information services and depository services in which PNS purchase
various products and services in order to hold and participate in
exhibitions held in Pustaka Negeri Sarawak. Their non-core daily
transactions usually are stationery supplies such as pens, staples, paper

clips for the staff to fulfil their task during office hours.

Summarize and communicate information to decision maker

This involves presenting the classified data in a manner which is
understandable and useful to the internal as well as external end-users of
accounting statements. This is the final function of accounting. The
recorded financial data is analysed and interpreted in a manner that the
end-users can make a meaningful judgment about the financial condition

and profitability of the business operations (Das, 2012). The data is also
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used for preparing the future plan and framing of policies for executing
such plans. This process leads to the preparation of the trial balance,

income statement and balance sheet.

The accounting information after being meaningfully analysed and
interpreted has to be communicated in a proper form and manner to the
proper person. This is done through preparation and distribution of
accounting reports, which include besides the usual income statement
and the balance sheet, additional information in the form of accounting

ratios, graphs, diagrams, funds flow statements etc.

During my practical training, | observed that the accountants usually
summarize their daily company transactions as well as their budget
annually before presenting it to the CEO for validation. They usually
present the transactions using the database in which we can see that the
CEO is also much familiarized with the Pustaka Negeri Sarawak
integrated system. The accountant also stresses that the STAFS helps
the company access information faster and takes quicker decisions as it

also enhances communication between staff members.

3.1.4 Elements of Standard Accounting Financial System (STAFS)
A standard accounting financial system (STAFS) is a software that a business
uses to collect, store, manage, process, retrieve and report its financial data
so that it can be used by accountants, consultants, managers, auditors or tax
agencies. Basically, specially trained accountants uses accounting database

to ensure the highest level of accuracy in a company’s financial transactions



and record keeping as well as to make financial data easily available to those

who rightfully need access to it while keeping the data intact and secure.

According to Amy Fontinelle (2014), she has described the primary elements

of an accounting information system which consists of six main parts: people,

procedures and instructions, data, software, control system and information

technology infrastructure.

1.

People

The people in an accounting information system are simply the system
users. Professionals who may need to use an organization’s accounting
system include accountants, consultants, auditors, etc. An accounting
database system helps different departments within a company to work

together.

During my practical training in Pustaka Negeri Sarawak, | was assigned to
the financial department. From there, the accountants have taught me
how to properly key in data into the system according to what they ask me
to do. For example, | was mostly in charge of keying in invoice data that
has been notified as receivable. Invoices that have already been posted
into the database can be easily retrieved in the system. | was responsible
to key in the invoice according to the date that it has been received and
ensuring that the amount on the actual invoice is equivalent to the amount
of the invoice that has been posted into the database system previously

by the accountant.
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2. Procedure and Instructions

The procedure and instructions of an accounting information system are
the methods it uses for collecting, storing, retrieving and processing data.
These methods can be both manual and automated and the data can
come from both intemal sources such as the staff in the organisation and

extemal sources which are the customers’ orders.

From what | have learned during my time at Pustaka Negeri Sarawak, |
understand that procedures and following instructions are a vital element
in keying in data into the database. This is because an accounting
database system is a fragile software in which incorrect data entry can
cause disorder towards other data that is related. For example, | have
once keyed in the wrong date on the invoice in the system. This made the
accountant difficult to retrieve the invoice as the date was wrongly
inserted. Other than that, entering invoice into the database has its own
procedures in which we have to follow step by step in order for the

accountants to be able to easily proceed to the next step accordingly.

3. Software
The software element of an accounting database is the computer
programs used to store, retrieved, process and analyse the company’s
financial data. Before there were computers, accounting system were
manual in terms of paper-based systems but today, most companies,
including, Pustaka Negeri Sarawak are using computer software as the

basis of the accounting information system.

PNS is one of the many companies that rely on computer software to
make decisions. In the finance department, each and every accountant
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are very dependable on the software to keep track on the transactions
that goes in and out of the system daily. The software is developed and
customized to meet the unique needs of different types of business such
as holding an exhibition or business seminars in which the system keep

track of how the budget should be utilized.

. Data

The data contained in an accounting information system is all the financial
information relevant to the company’s business practices. Any business
data that impacts the company’s finances should go into an accounting
information system. The data included will depend on the nature of the
business which consists of the following:

e Inventory data

e General ledger

e Vendor invoices

e Sales orders

e Customer billing statements

e Financial statements

e Budget report

e Payroll information

Having all this data in one place that is, STAFS, facilitates a business
recordkeeping, reporting, analysis, auditing and decision-making
activities. In Pustaka Negeri Sarawak, the database that the accountants
used is definitely a booster in providing relevant and correct data as it
gives waming when there is an error regarding the amount or the fact that
the debit and credit is not equivalent or simple because the date was

wrongly entered. For example, when | was keying in the invoice into the
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database system, | found that there amount was highlighted in red which
means that the debit and credit is not equally balanced and | was taught
on how to edit the amount in the system with the help of one of the

accountants.

Control system

This refers to the security measures it contains to protect sensitive data.
This means that the accounting system can be password oriented. An
accounting information system must have internal controls to protect
against unauthorized computer access and to limit access to authorized
users which includes other staff in the organisation. Furthermore, it must
also prevent unauthorized file access by those who are allowed to access

only selected parts of the system.

In Pustaka Negeri Sarawak, only certain individuals are able to log on to
the accounting database in which it must provide a username and
password in order to gain access to the accounting system. This is
because the accounting database contains confidential information
belonging not just to the library but also to its employees and customers.

Below is the log in authorizations in PNS:

Figure 6.0
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6. Information Technology Infrastructure

This refers to the hardware used to operate the accounting system. Most
of these hardware items are things a business would need to have

anyway as it is a necessity in fulfilling customers’ needs. Hardware items

include personal computers, servers, printers, storage media and a
backup power supply as well as storage capability in which it can be

expanded and upgraded.

A good accounting system should include a plan for maintain, servicing,

replacing and upgrading component of the hardware system as well as a

plan for disposing broken and out dated hardware so that sensitive data

can be completely destroyed.

In the finance department, there were certain periods of time where the
server was down and all the accountants were unable to do their task in a
timely manner. They had to wait for the IT technician to fix and repair the
server in order for them to continue their daily tasks. As we can see, this
causes the company to delay their work and they were unable to finish

their task in a timely and efficient manner.

3.1.5 Drawbacks of the Accounting Financial System (STAFS)

1. The risk of computer virus

One of the drawbacks of using and accounting database system is where
a computer virus is a computer code (program) specially designed to
damage or cause irregular behaviour in other programs on the computer.
The hostile effect is that it may lead to breakdown of the hardware thus

leading to loss of valuable information such as customer accounts,
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financial report or other information that was already saved on the
computer.

When | was doing my practical training at PNS, in the Finance
Department, each accountant ensure that their computer is provided with
an Antivirus software that allows their computer to prevent, detect and
remove malicious software that could potentially harm their database
system as well as the hardware itself which might lead to loss of viable

data and information.

The risk of power failure

Due to the reliance on electrical appliances, another drawbacks to relying
on an accounting database system is that computerized systems are
always at risk of power failure of the computer (Genil & Valencia, 2013).
This is because when the computer loses power it could lead to a work
disruption. Work disruption can deactivate the input of information and the
data is not backed up properly in which the company will end up losing its
important data.

There were a few times that Pustaka Negeri Sarawak had power failure
and none of the accountants were able to continue their work as they rely
heavily on the database system. Power failure may not only cause
disruption to the database system but to the whole computer hardware
system as well. The staff members were unable to carry on their tasks and
could not possibly save the information and data that they were working

on before the power went off.
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3. The risk of unintentional errors

Nowadays people rely more on technology to solve problems. The usage
of an accounting database system helps the people to do their tasks in a
timely manner that will speed up their workload. However, unintentional
errors may occur during the process of inputting data into the database
(Hadler, 2005). For example, during my practical training, there were
times that | may have unintentionally key in the wrong amount, the wrong
data and even the wrong invoice number while entering the invoice data
into the database system. Thus, this leads to inconsistency and it is
difficult for the accountants to recover the deliberate errors that |
unintentionally entered. It slows down their other important work and is

forced to adjust and modify the error to prevent any false miscalculation.
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CHAPTER 4
RECOMMENDATION

Introduction

This chapter discusses on the opinions by analysing, determining and recommending
the best solution to improve the standards of the organization. in this chapter,
students are required to highlight the strengths and weaknesses of the job and tasks
assigned to them during the practical training as well as suggest or recommend

solutions for improvement. .

Strengths

Pustaka Negeri Sarawak as a state library has its own strengths in order to protect
their organization and also their image as a place where people seek valuable
knowledge and information as well as enjoy the ambience of the outside scenery of

the library.

411 Service improvement

The use of Standard Financial Accounting System in Pustaka Negeri
Sarawak helps in improving customer's experience as well as improve the
accuracy invoices and customer statements It is also able to access the order
history which is useful to customers that is in need of assistance of what they
have purchased or transacted. Because of the efficiency and ease of use of
STAFS in Pustaka Negeri Sarawak, it allows it to improve the inventory
control and payment collection, saving time and improving cash flow. This is
because the computerized systems update some records automatically and
the accounts will be up to date, which saves time for updating. It also can help
identify if the credit and debit is unbalanced in which the staff can detect

previous corrections.
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Fast and efficient in processing information

STAFS is a computerized accounting database system which makes it a
computerized accounting programs that is quick in entering information.
Accounting database system processes data and creates reports much faster
than manual systems. Calculations are done automatically in database
systems and it minimizes errors as well which shows the indications that it

increase efficiency.

Availability of information

The data is instantly available and can be made available to different users in
different locations at the same time which means the database system is
considered as convenient. This is because anyone who has the right to
access the STAFS can easily retrieved any information that they require
going back from years of transaction or simple checking for correction in their
daily transactions. Furthermore, reports can be produced which will help the
staff to monitor and control the business. For example, STAFS can show
which transactions is not yet finalized, which accounts are not balanced,
which customer accounts are overdue and so on. This helps the staff
members in the Finance Department to identify which information needs
attention and if needed, they can easily retrieve them by clicking a few keys in

the database system.

Limitations

Despite the strengths that | have highlighted above, Pustaka Negeri Sarawak, like

any other organizations, has weaknesses or limitations which may cause a problem
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or threat to the organisation’s image and reputation. Upon my observation during my

practical training there, | have established several limitations as an organisation.

4.2.1

422

Computer fraud

According to Genil and Valencia (2013), in today’s business environment,
there are many computer frauds and computer crimes through computerized
accounting database systems. There is no difference for Pustaka Negeri
Sarawak to encounter these types of security threats. Computer fraud is a
concern and need to initiate system of controls for who has access to the
information particularly customer information or even staffs confidential
information such as salary slips. There a few types of fraud such as false
billing, financial fraud, identity theft or phishing. For example, in false billing
scam, the fraud will send out a fake invoice for a particular product or service

that are never ordered and hope it will be paid without investigation.

The reliance on technology

Upon my observation for the time | had at Pustaka Negeri Sarawak, |
detected that PNS is at the mercy of its technology. The staff are relying
heavily on the use of the technology system provided. This could causes
deficiency in which without the use of technology, their work cannot be
undertaken in a timely manner. According to Conrad (2014), keeping an
accurate inventory is crucial to lowering costs and providing a more
streamlined operation. However, outside factors like a power failure or loss of
internet or network connectivity can reduce the system’s efficiency because
the staff have to temporarily discontinue their tasks until the power comes
back on. If database | corrupted due to power failure or it is corrupted on the

storage media, then the valuable data may be lost.
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Recommendations/Solutions

Based on the limitations of the Standard Financial Accounting System (STAFS) that |

have obtained in chapter 3, these are some of the recommendations that users can

practice and determine how one can improve the accounting system in order for it to

grow and enhanced to be more accurate, effective and efficient.

4.3.1

432

Conduct process walk-throughs of how the database system works

In today’s society, finance departments or accounting departments are asked
to do more in which they are being pushed to the max. Adding staff is not an
option to a company, as accounting system is a very crucial job to take and
relying on certain people regarding the financial statement of the organisation
is a difficult process (Sonde, 2010). As part of a financial statement audit,
auditors are required to obtain an understanding of a company’s intemal
control system. A walkthrough may be informal or may follow the process
detailed by the organisation accordingly. Either way, both methods can be
used to ensure that the participants can understand the work structure given
to them. A walkthrough is basically to gain feedback about the technical
quality or content of the system to familiarize the audience with the content.
Thus, conducting a process walkthrough on the database system in PNS
helps gain an understanding of how the work gets done to discover

opportunities for improvement.

Conduct a process training of how to handle the database system

Most database systems are often complex systems so the training for users to
use the database system is required (Sonde, 2010). Training is required at all
levels, including programming, data processing, and database administration.
Many organizations send staff to professional development classes and

provide systems training, however there are rare times that organizations
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4.3.3

provide training on how to properly accomplish day-to-day activities. Staff
members especially at the lower levels do not take fully advantage of the
systems they use, thus significant productivity improvements can be achieved

by providing appropriate training.

Improving the backup generators

The organisation should have multiple tools for ways to improve the reliability
of their electrical power system. Most generator-based systems are designed
to automatically provide power to selected loads in the event of an interruption
in service (Piper, 2014). This means that when the power fails, the generator
will automatically starts which automatically transfers the energy from utility
power to the output generator. Pustaka Negeri Sarawak should find ways to
regularly improve or enhance these backup generators to fully ensure that

their valuable data is fully backed up and to avoid interruption in service.
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CHAPTER 5
CONCLUSION

Introduction

This chapter discussed all the chapters in the report. It contains a summing up of the
points and a statement of opinion or decision reached. It summarizes the introduction

of the organization, schedule of practical training, analysis and recommendations.

Summary of discussion of each chapter

1. Chapter One

Pustaka Negeri Sarawak is one of the major information resource centre and
as the centre of information services for public and private sectors. It is a good
opportunity for other students to do their practical training in the future at
Pustaka Negeri Sarawak because it exposes the student with real work
environment and situation in facing various problems and fulfilling the needs
of the public. It is in line with its vision and mission in which Pustaka Negeri
Sarawak is a place for people to search for sources of information as well as a
place of storage of knowledge and information. It will be a big opportunity for
students because skills gained during practical training is valuable and
transferable. Furthermore, PNS provides a range of services related to public
affairs and ensure that the services are in accordance to the prescribed rules

and procedure.

2. Chapter Two

This chapter shows the flow of tasks that | had done throught my practical
training. It includes the description of tasks done day by day. The tasks given
during the practical training is not entirely related to the subjects learnt during

class as | was attached to the Finance Department despite being an
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Administration student. However, any sort of skills gained is still valuable
regardless if it is not in the context of the field of study. Through this chapter,
it can be seen that Pustaka Negeri Sarawak utilizes all services provided for
them to administer the welfare of the public. Apart from that, PNS has taught
me to understand how the real working environment works, helps me in
facing challenging work prospects and prepare myself with relevant skills as
well as meeting various kinds of people from different backgrounds. The staff
at Pustaka Negeri Sarawak was also very reliable and dependable as well as
flexible in which the staff did not specifically assigned to do certain task but is

encouraged to be more spontaneous by asking help from other staff.

In all conscience, five weeks for a practical training at Pustaka Negeri
Sarawak is particularly insufficient for a student to gain enough knowledge
and experience. Many aspects could be gained if more time was given for the

practical training.

Chapter Three

In this chapter, | have analysed the use of the database system utilized by the
accountants in the Finance Department at Pustaka Negeri Sarawak. From
here | have learned that the accountants are particularly dependable on the
Standard Financial Accounting System (STAFS) as it showcases all their
daily transactions and having a database system helps them to retrieve
information easily. The STAFS basically benefits the organisation by
processing data in a fast and efficient way and it is an essential software as it

helps the accountant to do their job in a timely pace.

Chapter Four

This chapter discusses the recommendations on how to improve the
existence of STAFS in Pustaka Negeri Sarawak. STAFS is considered a good
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database system as it improves the services because of its fast and efficient
information processing as well as having the availability to retrieve certain
information. However, all good things usually have a counterpart in which
despite the strengths discussed in this chapter, there are also limitations of
STAFS. Those limitations such as computer fraud which may potentially harm
the structure of the organisation if valuable data is loss as well as their heavy
reliance on technology. Without a great power source, the risk of power
failure may occur. Despite all that, the chapter also discusses on ways or
solutions of how the organisation can improve the use of STAFS in Pustaka

Negeri Sarawak.

Conclusion

In conclusion, the overall report for the practical training was analysed properly in
each chapter based on the practical report guidelines that have been distributed to
every student. Overall, the practical training at Pustaka Negeri Sarawak has enabled
me to be exposed to the real working environment. | have learned new things that |
have not learned during class hours. The experience has also taught me how the
organization was functionally structured, how it operates and perform its duties.
Despite the fact that academic success matters, but the achievement in the “real
world” is even more important when you are looking for full time work, thus, | got the

chance to learn all that during my practical training at Pustaka Negeri Sarawak.
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* potong mana yang tidak berkenaan
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SYARIKAT ZALFAS -

Tkt 2, Shoplot 19, Rpr Batu 13, Jalan Penrissen, 93250 Kuching.
Tel: 082-381785

INVOICE No.: l 6 3 3

Date: 21/8/2014
Pustaka Negeri Sarawak
DIO No: 1934
P/O No: 026651
30 days
Terms:
AMOUNT

NO. DESCRIPTION QuanTiTy | UNTERRICE RV
1 ubber hand glove (100's) 8'ktk 60.00 480.00
2 A4 Label sficker putih (100s) 1 ktk 58.00 58.00
3  [ali cotton putih 40 pcs 3.50 140.00
4 Face mask blve 5 ktk 50.00 250.00

Saya mengesahkan bahawa barangan / ]

perkhidmatan dalam tuntutan pembayaran

ini telah dibuat dengan betul dan sempurna,

kadar / harga yang dikenakan adalah

munasabah dan berpatutan

......... TandatanganNama,T
Please Note: S TOTAL RM : 92?
|. Goods & merchandise sold and/or service rendered are not refundable, returnable or exchangeable.

1. The goods under this invoice and / or delivery order remain the property of SYARIKAT ZALFAS until the fullpayment has been received & credited to our account.
3. We reserve the right to enter your premises & will take whatever steps necessary to re-possess goods under this Invoice if fullpayment is not received by the due date
4, Aflatrate of 1.5% per month will be imposed as late penalty charges an the full Invoice amount for any Invoice not paid and settled on or before the payment due date.
5, All cheques should be crossed and made payable to SYARIKAT ZALFAS.

§ Banker: PUBLIC BANK BHD. A/CN0: 3161586026

e —,
y ¥ ’;'v} T Z..é.\\\

for SYARIKAT ZALFAS
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PUSTAKA NEGERI SARAWAK

BAUCER BAYARAN
PAYMENT VOUCHER

Bayar: BUDDING READERS No. Baucer: BPV14/00488
Tarikh Baucer: 18-02-2014

Perihal Bayaran

Koleksi am Pustaka Negeri Sarawak.
( Source: AP Payment Txn No. OINAP28429 )

!

Kreditor: B11 * BUDDING READERS

il 27/01/2014 4280 258.90 ;\
2 27/01/2014 4281 646. 89

Jumlah: 905.79
Kod Akaun Seksyen Penjelasan Akaun Amaun (RM)
cc-ap 01 Contra Account - Accounts Payable Dr 905.79
23001 01 RHB BANK BERHAD Cr 905.79
No. EFT :8200000723\ Bank: RHB BANK BERHAD RM 905.79

N

Saya perakukan bahawa bayaran diatas sebanyak Ringgit Malaysia SEMBILAN RATUS DAN LIMA DAN SEN
TUJUH PULUH SEMBILAN SAHAJA adalah benar dan betul, dan telah diperuntukan dalam perbelanjaan tahun ini.

Disediakan oleh : ........... ' w07 T

Nama: ISMEWATTI HAJI NARAWL g
Jawatan: Pembantu Akauntan i el o
Tarikh:  18/02/2014

Diperiksa oleh : & S Dilulusken olell © ..ol uiostiosossessmsssinsstpon
Nama: AMMIE ARINA OHDJELANI Nama: PAIDI A MOKITO
Jawatan:” Penolong Akauntan Jawatan: Akauntan
Tarikh: 1. 8 CER ZD‘\I‘_ Tarikh: 18 FEB 2014
Penerimaan

Diterima pada hari ini jumlah yang tersebut diatas bagi pembayaran servis/barangan yang telah disempurnakan.

32| wo214361445 s L
Tandatangan Penenma /RHB EFT Reference No: \¢ 9 ¢ 2% Bl

Nama: ........

Tarikh: . 11, ’q'
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@)\ P PUSTAKA/AC/10/Pind.08
PUSTAKA NEGERI SAR I\
BORANG PERMINTAAN PEMBE,FE?\ KHIDMATAN
Bahagian : LS 24 08 a0 200 [Yarikh:_ 27-Aug-14

~/

DIISI OLEH PEMQH% AN
HARGA N CATATAN

Lo
€

o Fltrae s P’.""\’((@
PERKARA BILANGAN SEUNIT 77| ARk (RM) (JIKA ADA)
1 Epson T6641(BK) ink 4 20.00 80.00
2 Epson T6642(C) ink 4 20.00 80.00
3 Epson T6643(M) ink 4 20.00 80.00
4 Epson T6641(Y) ink 4 20.00 80.00
JUMLAH : 320.00
adangan Pembekal/Kontraktor Compumart Sales & Services
No.Telefon Pembekal/Kontraktor 082-247737 /Fax 082-252853

ujuan dan sebab-sebab pembelian/perkhidmatan di atas:
Untuk penggunaan pejabat bagi PD RPR Taman Sri Cahaya Tondong

_ PEMOHON | = PERAKUAN KETUA BAHAGIAN/KETUA SEKTOR
& i DISIOKONG TIDAK DI SOKONG
- Alasan:
/ L
HENRYTEO LEE ¥ 'ANG 27 / ’%/ (Y
Nama & Tandatangan Tandatangan & Tarikh Tandatangan & Tarikh

RM 3y G84.97)

L
Baki Terkini Tandatangan & Tarikh

S T SR g oy -.;_:n_‘,.:g:-.l-—:‘—u R S AT B e SR o T "‘F?-.'.‘-,: g, M
EKUTIF/KETUA SEKTOR/PENGURUS WILAYAH
TIDAK DILULUSKAN (Catatan jika ada)

Tandatangan & Tarikh
ANQM N S RN SRR -.: --_‘.:"‘-‘_‘_'."_,'_' P

Tarikh di terima No. Pesanan Catatan (Jika ada)
No. Dokumen: A/QP/CM/012/02
Semakan : 2

Tarikh Kuatkuasa 1 JULAI 2014
No. Pekeliling : (013)PUSTAKA/100-10/1/2/JLD.1



APPENDIX H



-~ iz IR & BB
KLINIK KELLY LAU

Block 4. Ground Floor Unit 3G, 7th Mile. Jalan Tapang. 04403
Kota Sentosa Commercial Centre, 83250 Kuching. Sarawak.
Tel: 012-8890655

24
ALRECEIPT pote: . /8

] At 206809 -3 .- -Siba
Received_[rom..9%...5?.‘.’.? ...... %U:j ........... M\&C'[ ......... 3 ..........................
Twendy ~ v R - * - oo
the sum of Ringgit .......0..... %,fw*' .................. Fi it

KLINIK KELLY LAU

RM )S/ — __ridis ] s R/No.231301-071487 W
PR Block 4, Ground Floor Unii 3G,
Cash/Cheque No 7tb Mile, Jalan Tapang, ..-ocoeveeeeee

Kota Sentédi. Gdatdkrcid) €et 1K
93250 ¥uching, Sarawak, Maleysia,

-

Saya mengesahkanta /Moo " aanini
ndalah_ betul, tepat darf -iuiase, M ( K/{
seperti dalam  resit ini a3}

suami/istcri/anak/bapa/emsk saya atausayd

,K, o Qﬂii‘;g@ |

Tanduabngnn. Nama dan Tarikh
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Saya mengesahkan bahawa barangan /
perkhidmatan dalam tuntutan pembayaran
ini telah dibuat dengan betul dan sempurna,
kadar / harga yang dikenakan adalah
munasabah dan berpatutan

“""Tandatangan, Nama, Tarikh

POSTED

=2 O
Lpz B AUG 201@

DUSTAKA NEGERI SARAWAK

CANCELLED

Saya mengesahken bavaw: o0 1yaen ini

adainh betul, tepat dan inu 7380, Nama

seperti dalam resit ini sdala

mn{is(eri/unak/bapdemd saya stau sgya
[14]

Tandatangan. Nama dan Tarikh
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UNIVERSITI TEKNOLOGI MARA SARAWAK

PRACTICAL TRAINING

LOG BOOK



WClIN SARAWAK
Date & Place of Birth; 4 /“ /q - ud 9 &

Home address: _NO 1001 LOT 4 (cReNG P2 TAMAN

SATRIA JAYA BpC StaMein 43350 KucHIng .

- Address during practical training: .S ALAN PustaxA S, oFF JALAN

. Place of training: __ PUYSTAKA Ne¢gerR| SARAWA k

. Name of Supervisor in-charge :._ PMAN. __AMME ~ SYARINA BiNT)

MoHD JELANI

0.Duration of training: From:_ 2! SYLYy 2014 to. 29 AUGUST 28]k

FOR OFFICE USE ONLY

I1.Remarks: (Dean/Course Tutor)




EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

\% started ogf the day with staff

| assembly qiongside the CEO of

Pustaka Negew Sarawok and gll Yne staff.

- given a biefing about the company

and 4bhe scope of work tha+ i\l

be doing duving the cource of

the ntevnshi p -

- updating ,mq}n‘taininﬁ and -an(is'\hq

the <2 payment vouchev

- organising data for 4he Safd

Recon cili a4t On Su\mmav\\j \Zf_‘yorﬁ-

from O4[o6 [\ ¥ 30[oc[1% and

Las guth 3u'\dcmce o howe to

\acg Y wn Micoseft Exced

- Comp'\\ihg and Ma‘m’ra‘\n'm_q

Rling system fov payment vouchevs

- \Clbf,u'\nq PF files ac(ord'\hkg +o

4he dcs'\snmcd numboev of vouchev

= (et 55 A ov 1§61 -1590 )

i (/7\-) wba

Arimie Syarina-Mehd{delant
HAE et Penolong Akauntan W




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMA|]

y[o% [\ 4

Have operated office machines such Aas

fiesd a y

ma ke
photocopiers and Scapnevs to~dyphcate

fites and documents -

Update invoice numbers apd ServiCe

orders .

Updating and compiling payment vouthCvs

fVDm "[:ﬂ:s no - \ci5| -3\60 3

Was taught on holW t0 post invoices n

STAFS (Srandavd Accounting Financial

S’gﬁems) fov vecovd con fivemation .

Did @ monitorng 4able and analysis revenue

report' (vaia monitoving Con‘\TO\)

J

Fiing sevvice ovrd€¥S n An€v regpechVe

files -

Comprle  copy ,sort and file gecords of

.\

y !
n

»

{ _
Al bugipesS transaction s

WYY
RN

P T Fl9i.

~0)
S

;n [ L_J_ b f\”-f

?5{'2‘-‘«’ 15

Checd A\ wnvoices dnhad have been pacwd

F

Ammie Syarina ‘ fohe Tola

by wmy supervisov 4o prevent complaints such

o S W
renolung - Ticai: T o=

as uppaid biUs debts



EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

[tq" QPdO‘\"\hq qumen‘i vouchevrs Haat have
ay been paid by slamping “PAID" i ke

spaces pyovided on 4he covvect anol

pYopey dates .

Continu®  fililng payment vouchevs in

iheir & €iles accordingiy - This teaches
J—J

me how to be mere ovganistd n

handling and keeping documents -
J <

Pbs*‘\r\‘q mnmyoites w STAFS from o4y,

fu 64859 . STAFS « o type of

daiQbvase fov posting ‘mvoices -

"_U_?dq*é: Buk y L09 Yenghantavon BOVQh\g

!" ;
Peyriiptaan  Yembel an /?er\:\n'.dmo—&qn

)
LR

WW

Untuk, - ‘cse_\u\usan' (borang kuning )

/

P T P

Ammie S}’arma

Mohd, Jelap;

Pnnl

1610np tu:auntan W32

Upda¥ing wveice watnbers and sevviCe Ovders
J




DATE EXACT NATURE OF WORK DONE SUPER VISORS REM AR
0:*/14 Continu ¢ posting nvoices from 64860
rsda3 0 64FE3 w STAFS: -l
¥\\\n3 bank vecenned Vouchtvs and
Journal  vouches e Ahev  Yegpective
fhes:
Stamp “POSTED * on sevvice orders
and updaJc’m\c} paytaent vouchers \,\9
Siamping “PAVDY
Rave ?hMocOp\ed ~Xo dupticate documepnts
{%r S‘upﬁrvifcg\rfv
0 ,\l/
'.;f-\/\v/\__/l"‘ '
e b y’
i \
; Am!le Syarina Mohd. Jelani
R Penalong Akauntan W32
—




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

Posting invoices v STAFS {fov

64%¥6Y and 64F¥EH

Updating invoice documents and

sevwvi(t ordew -

File nvoice decuments and

Servi Ce  oveler OCQ_oreiih‘q\j .

DT

PSR A N




DATE

EXACT NATURE OF WORK DONE

SUPERVISORS REMAE

hugust 2014

nday

F'n\‘m‘j Bovang HWiau Purchage Ordev (PO)

SYamping wyoice apnd filing them
¥ te | \J

decianated Eo\dtV( to bt s\gn

Photocopits docutentg

Updating medical payment shp by
: G Pay

amping by ufnG WYGICL  $10 MiD
g 7 P |

Yosting wnvoiCes .n fusiaka Negt‘f;

Carapak Integvated Inferamotion
) Y

SQ” e -

/~

-
N

s
]P;;ldl Mrat Mokito

auntdo W44




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

a0\t

RN Sevvi Gt orders 36 match the

purtho st ovders chording 1o cevtain

Company 'S nOme 4nat have acso it

Lith Rustakg Ntgewt  farauwak .

SHQN)? “RECEWVED " daic on the wnvoiced

when the Staffs have alrea dy cigheq

fov  confirpmotion  rgarding  thedr
A} - ~J

purchaces Loy <4he company.
T 1 ¥ J

Updating and maintaing medical

<lip payment and book paument

)

vouchers -

{//

il
Nyed

!
P;{di %&o‘kim

Akauntan W44

"HALTA Y5ia s thiad
BLA e




DATE EXACT NATURE OF WORK DONE SUPERVISORS REMARE
uct do \ 4 UPdQ"e Bukuy Loq '?tndq{l-QQvOf\ BOVQr\ 5
”dqﬂ Ptymantaan Pembel on /Pcv\c\n'\dhﬂw“*ﬂ

for approvai (Borang kuning)

Postin ¢ twoices . STAFS pfam

WNVAP ¢4$3FF +u INVAP cussa .

i

Checking qnd eliminding trrors -(Gur\d in
< bW} [

sevvice orders. \f found service order
L] T

S returned 4o  Ahe RPscistant Accountant

for covrection or canccuation -

Retneving  invoices for Speaific Qnd

Certain bilis for the accountent from

%hr_ daigha ted -;ﬁ‘[ es

Iriadg i

\kauntan W44




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

t doly

Fling bank rtceived vouchers (BRV)

based  on  Hhe qpprovvi‘l*& fles GCcordingly.

Maintaining and OqulQniunq the BRV

with oy without wmuvecice n 46 the

specific  fles \abeled “SQ\,Povﬁng

document Lty invoice ' and Suppevting

dotument tlthout invoice . This hetps

the s1affs 1o cacily retneve Ahe

BRV accordingly -

Posting nveoices p STAFS fowm

INVA? 24961 Hit INVAP 649\8 -

[ b
= ad¥Amat Mokito
auntan W44




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMAI

Huguﬁ» 20 | W

Updating payment vouchers that have

a

oy

been paid by ctamping “PAID " W dhe

spaces  provided .On dhe correct and

proper datec-

Siompin_q Wnyoice stampP on the purChose

orders and Sevvi(Ce orders then

s1affs
defiver  them 16 Hhe Rzt that

heeds 10 sign dhero -

After gething sighaturts and

confrmaetion by Ahe stafgs ’stamp\i\s

"RECEIVED “ on dhe  doCuments

according 16 the gppropnate  date

land gVes them back 4o dhe Perictiant

BV %) CARTRE RS
ap\W Bl

Bctountant Ky vaudaotion .
A

N

2
P

p di—%hw———

Aklauntan W44



d.0cutn.cn

EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

RexreVt Service orders 1o match the

purchase orders according YO pQ\f’\Icu\Ov

companq'f PAme which have bren

assobaateol with  Pustake Negerd Sorana k-

Thic proctet s Caued " maiching "

Samping  RECEIVED" dart on Ahe ipyoices

when the p1affe have aiready fighed by

con fivm 04ion ~garding ‘twdy purchases

On  behall ef the compeony

The supervisor hag assists wme on hov Ao

Optretl the \aminoting wachine -
g

i ~

My fret task wat to laminatt cevtificate
T L

\»?ér the “Konventyen MPC Wila gah

fobah [Cavaw ak  Jpr0 "

Update sevuict orders by fiamping "POSIED”

on 4he wppety vight hand Covipey +o shoWBen

Lad Jalor

Aminie Syarina Mofa—
plong Akauntan W32

hat Wt has been posted the STAFS

da1aba se -

Posking invoices hom INVAP 64955 Hili

INVAP 64985




DATE

EXACT NATURE OF WORK DONE

SUPER VISORS REMAR

August do 1Y

Stapmp “RECEIWED " datt on the

& dCl\q

tnvoicer and billg -

Recovd all purchase ordefs 4hat Qoes

out Wwio the \ogboek (bﬁvan‘g k—“h“hg)

"r"\\'m‘g bapk  vecewtd vouchers (BRV)

boscd 6% Ahe  goove pviate  Bkes
vy Y '

GC(OY‘d'w\S\S (wrth and  Grhout -\h\\OiCt)

Pitended the Savawak Recordd " P Fovum

x Workchop wWHich 1wy be bheld Eb\r

3dags  Yhat s on  tae \2™ pugust

RV AY™ Puguet 20 14

BV

o ¥

:na Mohd. Jelam

Penclcag ¢

A e Suar
AU = ,Jzaunmn wstz

[y

£
» 3

Kidlly
PILENS nrrefpread




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

' 0lF | updating  staffs’ wmedical swp payment
A
Flng dedudhion of saravy (petongon qdl"\

documents to  tne appropwate Hles based

of  vunning numbers:
J

Matching seyvice orders Yo purchare ordevs
I ]

Photocopied \? geks o0f rental agreement
¢ J

gunder Fdg Xerox

Cigp g gexviC® ovders wuh  dne renial

aaree ment gt have been p\r\o1-ocop§‘d

W Ahe  accounking suctem databasc

Pe

/ /\
VTV
{ |¥ey i Tuniuion Witungan Kilometeran ' Asnmie—Sya;ina—M!hd.—Jelani

Pe¢nolong Akauntan W3

Used by pusiaka Negen Sorawak -




DATE

EXACT NATURE OF WORK DONE

SUPERVISORS REMAR]

setl

MN

Updafing and filing in the “Buku Dafiar

trso\ ay

Penghantar@n Cek oleh Poswien ' Yo show

consisten ¢y  within the depariment in
U T

hich  the saf( s up to datt and

.  awart

e(‘: what ’r&pz of c_;he_qvg_es

are supposed Yo PC @nt by Ahs postman
AR s .

Potneve gevvice ordes 4o match  the

purchase orders according  ¥° the

?GR\W\GT cempany'c which khave been

assscia ted

bidy Puctake Negern Sarawak .

Fov exapple Tan Xevex Rentokil :Pos\aju

A C .

7

NV
gL L

yrvebede et 0f

LS RIS

Rosxipng inN 0 Ced
3 J

VAP E5003

fore VAP 64990 M

- Yo exomple

Amj

mie Syarina *7-hd. Jelani

e INVAP 64490 POIS6EL

?emi()ﬂg s aien Wa2

» WVAP 64AQ| PO26H%

-~

« INVAP 64492 POLCASY




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

04

Recovd wpurdngse orcders  that qoeg out

e e de N . il

ints the logbook (Borang kuning): This

i fer the staffs Yo keep Arack of

the purchase orders and wher? ik is

being sent or depvered to

. | LS e | L

Matchng cevvice ordevs and puvchase

erdevs based on the npame of the

compdw and the purchiase qweunt>

[
|
=
't Updating & staffs’ medical sip payment:
‘ i .
<
Posting nvoices \n STAFS from
INVAP 6500 §u \NVAP 65000 - AT
¥or exampie - l \,k.Zq ) 3
X P o Svaring Moha Sefen
o INVA SO\ 026493 ie Syarind Mohd. Yelani
e INVAP €SO12 - PoagoeT Penolong Akaufftan W32
e INNYAP (S0O13 - 026030

o freioaa -
SIATE

Stamp ‘PAID ' on pagment vouchers

P .



DATE EXACT NATURE OF WORK DONE SUPER VISORS REMAR,

igust 2014 Matching wivcice and seyvice ordev  and

nday stamP  “RECEWED” op 4ne date +tne

Nyoice has been Tecerved -

Ovgani2ing the fnance depaviment ! ;
< . \ :

office ond w™amioiping cleapliness Using
A4 N

the 58 khich are :-

/ . AN / SEVTON /seTRETSU Y
[EE8N A (usun) | soogem))
I LJ g%y

\ | / \h/ ﬁ_/
l{e::\/ lﬁmtsu r.\
(:\ (sapu) ) _ \‘:-Lgvt\\g‘\s)q /

N e

dasinh o _',‘f; wils ?os‘hnq \nVO\ctS n database C(STAFS) o ”\ \
LW s \ s S . / \!\ \ 1 /\
frovn \N\!AP 65033 - 65034 NJ”J M T
lanl
Amntie Syarina M~ A .1‘3
-‘ Penofong Akay :




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

ol

Recording purchase orders, ynqt qoes out

fom he effice | D16 Ane \ogboolk

(Buty Log fPenghantavan gorang Pertiptaan

Pewbeuan /Perkhtdmomn)

Posting invoices. from INVAP 65050 unti

INV AP €S0O5C -

staft’s 5
Wnsevy4medical gip payment 1o 4ne

databvase

Match nvoice and servce eyd ers

of the Compang ihat has assoca ted

or s associating with dhe Pustara

Negen Sarawelc -

[\!f! \} Ja) r

i
X

Ammie Syarina Mohd Jelani
Penolong Akauntan W32




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARK
Rugust JoiY Siam ¢ ‘poé—nd' on seywce ordexd dhax |
inesday has been matched widh 4he purchas |

orders ond 3 dhen [\t accerdingly.
Separo ting the gr<en aad red
cepy OS{ the . gervice orvders - ‘Y\we_g_r_g;g
gopy 15 for PNS o refer Yo 1\ Ahe
ongina G py s mispla ced * The red copy s
' "~ Tack \
10 be qven ‘1o he  customers -{or.{\\dr
reference -
Recovel purchas orders ipn+o Ahe ‘Buk_u
Log Penghantaran Borang Permintaan
Fembvetian /Pe,nﬁ\nomorao' and taewn
dedwered  4yem 4o Ahe stafg that
needs 4o be Signed - A .
i.ﬂﬂ,{:},t Buiing, : £ i3 d4 _f/—\[ }\’h ”! Jf'/
A;_:‘Ilfff‘_ “ ﬁ-‘ﬁgﬂﬂifﬁ"}“{ t->//|{/1[l[‘/ '15_/}/ .
: Armmt Syuhtﬁ-}viﬂﬁjm—
Penolopg Akauntan 32




EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

farching  invoices with Sevvice ordey -

Record purchase eydevi Wto dhe

R NTR AV, (,03 Penghantaran Bovang

Perinta@ N Petpleliap /Pc.pg hantarap’

ond deuver  them 4o dhore who

needs to ﬁg\\'d Ahem -

service orders hio Ahelv

Hung
designated files ¥ accovding 710

theww aiphabetncal ovd ey .

N
g

Ammie Syarina IA'ohd. Jelanm

‘Penolong Akauntan W32




DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

igust o1y Posving wnveice Lom  INVAP 6E08S il

day VAP 6510 |

=

Record ‘borang permintaon pembetian /
1 '

’ Gt
nockidmoiap  ‘nic the gpproprate logbook
v as

befere distnbuting ihewm 4o 4hg staff

he needs do signed -

Upda¥ng -pa bank payment vouchers

by stawping  ‘PAID’ ond  filing thew

accordingly .

Counting "W cancelied chegoer for the
~J T

gear 303 and 2014 baced on how mang

if?-’-;.‘:--b.:-ro;'f?g;:;:eh.?éa',u.u,-.;-.ar(, cencedled vy each mohith -

W neamaak ¥
SRS yalonsy N
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EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

st

Majiis  Raya Merdeka Bersama Kam, 201ty

at Pustaka Negew Sarawak from 10:30am

Yo 2:00 pm which was attended by

YB Tan SW Datdk  Amar Hajw Mohomad

Morshidi bin A®dut Ghant (setauycaha

vegen Sarawa k)

| Dexails of 4he event -

o C(ommunity Talk @ Strvess MNonogement

(16-30 am ~ 13:00pwm (¥ Auditorium)

* Flower Decoration X Grooming Workshop

ewspapey &

- = M
(woocam - 2 OCOpm @ Pervodical - Roon

D)

.‘COhgkok' and ‘Mengangam \r;e,iu\)o’r'

Compe,k'\ﬁGY\

(12:00pm - 2-00pwm (@ Lobby )

e €xhivition opn NMemevy of \ndepend ence

(W00 am - F00prw (@ Lobby )

Fan B e . - daw
I 5 Y N
L i 2 BT T T

Stat Assembly vegarding the evepts

and ochvities fov fhe year.

a4 r/Jz/

Posting bill into 4he database (Sitmlar

e g“liﬂ#d. Jelani

el 3
nmicoy

Penolong Akaunt.atjw 32

Yo poSting invoices ) such as Telekom

(e\com  Sesco  etc-
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EXACT NATURE OF WORK DONE

SUPER VISORS REMAR;

ugust+ e\

Reivieving YAnk paytmem vouchev %‘0‘“
J Al -

¢sd ay

the  designated files fom 1930 - 1933

which s found wn & nuwwobey

65hA -

Fov exampl€ -

¢ 43| - 61500 50n

o

s B3i50( - 01530

t

B1A

- 01560 Bl A

[{}

* 0153\

¢ 0i561 - 0V\590

(4

530

Counting RWB cancelicol cneqy es {"ov the

year 2013 and D03 baced on hows

are . canceMeel

many cheques W each

month -

Posring 'hveices from INVAP é5te 4 -

6521 - f—\\[
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" /um—b
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EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

t 0\ Y

/

Attended Kursus U= Pustara Treiping
~J

iay

from §)5am — 13-00pro-

Posting ‘nyoices .imm WY AP 653\ -

INV AP 653373 -

fSending 1ett®r 40 4dne vegistuy oftice

fov them +to deduer ¥ A0 dne company

O person ascigned 4o <vther by post

(posidju [poswmatageia) or by hand .

Ke\J in_ “pembatalan tempahen pada .'14]09[\4-
v 1 t

bqg\ galenrt Pusi aka' using Micvosoft €xeed

¢ under Journgl Voucher (IV03389)

Jand’ Anhen- Dnn*\n\g X
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Ao 74
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DATE EXACT NATURE OF WORK DONE SUPER VISORS REMARK
qust do 4 matching nvoices With bank pagment
sday voucher (BPV) and file dhem accovding
46 s designated ﬁ\e:-
patching nvoice ' ceyvice ordey (bomng
kbning) 'aced on 4 comp any ‘s pame and
amount and gwe to accountant 10 agh -
Updatng wedical stip payment of siaffe.
Posnng \pVoite fom INVAP 65945 unti |
INVAP 65J48 ‘n 3he database
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EXACT NATURE OF WORK DONE

SUPER VISORS REMARKS

Laveming new files for bank pagwent

vouchers . For exoyple ”

8PV [0oual ~ BPvMd 02610 —» $5A

T

prwl'o;s;\ - BPV\u/oasgo —» 36 A

gpvtujlonsm - B4 [ods80 ¥ §FA

Posting invoice from INVAP 6SISY unti]

INVAP 65319

UpdQfing petty cash vouche (pcV) that

hove been patd by Stamping A0’

basecd on the date Wt has been paid

and  fle Hhem  t6 1 is proper filer

P A

— N

Neoa .
Ammie Syarina_

%,

V4

hfoherelaﬂi—;—
Penolong Akauntdn W32




\TE EXACT NATURE OF WORK DONE SUPER VISORS REMARKS

PETUNJUK COP /sTAMP INDICATION

—Saya mengesahkan bahawa barangan /
perkhidmatan dalam tuntutan pembayaran

imitelatrdibuatdengamrbetut dan sempurna;
kadar / harga yang dikenakan adalah

ol 1 3 i
HIdasaldall Uall” otipatidiall

Tandatangan, Nama, Tarikh

—¥ Pengesahan perobayavon olelh pemd hon -

Seyamengesabkan ba '.:-amlll
adaish betul, tepat dar iu . > . Nams
seperti  dalam resit  ni  adalah
smmmi/isteri/anak/bapa/emak saya atau saya
sendiri
( ) \ -
Tandatangan. Nama dan Tarikh . g
—¥ Pengesahdn pevbelanjaan perubatan /

Ammie syarirﬁ Mohd. Jejan;

-“'Twan w3z

C .%‘ % "i r"'*f—"t 'r_—i EB

—¥ Dokumen dibataikan

T &% TTRY

28 AUG 206 )

PUSTAKA NEGER!I SARAWAK

—P Pewbpayaran +etahw disahkap /d(\‘ﬁ\OSkon
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POSTED
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