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CHAPTER 1

INTRODUCTION TO THE ORGANIZATION

1 .0 Introduction

This chapter discusses and explains about the background of the 

organization, the vision, mission and slogan of the organization, and the 

organizational chart. Goals and objectives of the organization and function of the 

organization also explained in this chapter.

1.1 Background of the organization

1.1.1 Background of the Land and Survey Department Sarawak

The Land and Survey Department was established in 1918. This 

department then separated into two different department which are the Survey 

Department and the Land Department. But then on 1933, these two departments 

combined as the Land and Survey Department and operated at Kuching Post 

General Post Office. From 1961 until 1975, the Land and Survey Department’s 

headquarter operated in Bangunan Kompleks Negeri at Jalan Simpang Tiga 

before moving to Menara Pelita in 1998.

1.1.2 Background of the Land and Survey Department Sarawak, Samarahan 

Division

Land and Survey Department Sarawak, Samarahan Division established 

on 24hb July 1986 and began its operation under the Kota Samarahan District 

Office (Pejabat Daerah Kota Samarahan). On 1989, the Land and Survey 

Department, Samarahan Division moved its operation to the Resident Office 



building before moving to its current location at Jalan Datuk Mohd. Musa, Kota 

Samarahan in 1995.

There are thirteen sections under the Samarahan division. The sections are 

Administrative Section, Drawing Section, Survey Section, Accounting Section, 

Land Section, Revenue Section, Registry Section, Planning Section, Enforcement 

Section, Valuation Section, Public Relation Section, Computer Section and Title 

Section. Each of the sections are led by a section head and each section consist 

of staffs for Serian and Samarahan since the Land and Survey Department of 

Serian Division operated in the same building. Each Division have 

superintendents and each of the sections are led by the Section Head.

1.2 Vision of the organization

Achieving excellence in the administration and management of land.

1.3 Mission of the organization

To administer and manage land for the benefits of the people and state.

1.4 Slogan of the organization

An agency to facilitate development.



1.5 Organizational chart

Sources: (Land and Survey Department Samarahan Division, 17 July 2017)



1.6 Goals and Objectives of the organization

Land and Survey Department goals and objectives are:

(i) To provide professional advice and services on land administration, valuation, 

planning and survey matters to internal and external clients.

(ii) To provide efficient and effective service delivery.

(iii)To promote public awareness on Government policies relating to land

(iv) To regulate and enforce the provisions of the Land Code and to other laws 

relating to land.



1.7 Functions of the organization

General functions of this organization are:

(i) Under the terms of the Inter-Governmental Committee and the Constitution 

of Malaysia, land and cadastral surveys are State subjects which come 

under the portfolio of the Ministry of Urban Development and Natural 

Resources.

(ii) Subject to the direction of the Yang di-Pertua Negeri in council, land in 

Sarawak is administered in accordance with the provisions of the Mining 

Ordinance and the subdivision of land is administered in accordance with 

the Land (Control of Subdivision) Ordinance, the Public Parks and Greens 

Ordinance, 1993 and the Strata Titles Ordinance.



CHAPTER 2

SCHEDULE OF PRACTICAL TRAINING

2.0 Introduction

In this chapter, I explained the scheduled of my tasks during practical training. 

There are explained for every week by the time period eight weeks all together. 

This chapter also includes my reflection on this practical training weekly.

2.1 Week 1 (24th July - 28th July)

On my first day of practical training in the Land and Survey Department, 

Samarahan Division, my host supervisor gave some briefing about the 

organization. There are thirteen sections of Samarahan Division. Samarahan and 

Sedan Division are combined since Sedan’s Land Survey building still under 

construction. I had been told to sign agreement “Surat Aku Janji" for ensuring me 

not to expose confidential information of the organization during my practical 

training period. I was introduced to all administration staffs and Samarahan’s 

superintendent. There was audit of EKSA on my first day of practical.

My first task was retrieved cheque number from State Integrated Financial, 

Budgetary and Accounting System (SIFBAS). Components of SIFBAS are 

account payable “bayaran pukal”, general ledger, Inter- department charging, 

personal advances, vote ledger and warrant management. Only financial 

administrative assistant can access to this system. I retrieved cheque number of 

claims from one of the SIFBAS components which are vote ledger. Cheque 

number of the claims need to write down in the claim voucher for filling. There are 



six types of claims which are travelling claim, house-moving claim, allowance 

claim, mileage claim, overtime claim, reimbursement claim and transfer grant 

claim. I have learnt to retrieve cheque number of travelling claim and mileage 

claim.

Besides that, I had been told to record letters or mails’ information into a log book, 

“Buku Rekod Kiriman Surat Berdaftar”. The information should include mail’s 

reference number, date, particular and name of the sender. All mail should 

recorded before dispatching.

I also have been taught how to key in data and information of inward mails for 

every sections into system before dispatching to section’s heads for further action.

Besides that, I arranged closing file in the file’s shelter for labelling. I have learnt 

that every file should label on the file shelter for audit purpose. For labelling, every 

files should label with index number and each of the files have different index 

number.

I also told to scan and print retirement documents. For retirement document, there 

should be three copies of the original documents to be submitted before retire and 

this is responsibility of the clerical and operational administrative assistant.



When I was selected as a trainee in this Land and Survey Department, 

Samarahan Division, this is part of my human resource management subject. 

Recruiting process occurred when this organization accepted me to works as a 

practical training student after I submitted my resume. I gained skills while 

carrying my job. I learned one job to another job in this organization. For retrieving 

cheque number task from vote ledger, this task is part of my accounting subject. 

This task deal with account that have debit and credit transaction. For my 

accounting subject, I also learned general ledger, vote ledger and account 

payable.



2.2 Week 2 (31st July - 4th August)

I have been asked by the staff to manage retirement document since there is 

a lot of staffs retire before end of this year. I have learnt how to manage retirement 

document. The retirement documents is retirement by choice and compulsory 

retirement. The documents including JPA.BP.HRMISO2 Form, retiree’s 

information, and dependent’s information, declaration of debt and others related 

documents of the retiree. A lot of documents needed to be photocopy and should 

be three copies. These documents will be forwarded to the Land Survey 

Headquarter in Kuching. Headquarter will look through the documents and later 

forward to the Jabatan Perkhidmatan Awam (JPA) and Unit Sumber Manusia 

Negeri (USMN). Once these department look through these documents, then they 

will forward CM014 Surat Arahan Berhenti Gaji and Sijil Pengesahan Berhutang 

to Samarahan Division. This documents will stop the retiree’s salary.

Besides that, I learnt how to key in data and information of claims into SIFBAS. 

The particulars that I needed to enter are name, account code and amount of 

claims. I have learnt that every claims should attached together with “Borang 

Perjalanan Rasmi ke Luar Stesen”. Claims needed to be approved by head’s 

section before key in into SIFBAS by the staff that have access to this system. 

Once the claims entered into SIFBAS, warrant holder will approved these claims 

in the system. After approval of warrant holder, the claims will be checked, 

examined and approved by treasury. Every amount of the claims should carefully 

entered to avoid overpayment. Besides that, I helped heath officers from private 

clinics for Rabbies Vaccine’s injection for Serian Survey section’s staffs. I also 

been told to filling for salary increment document into staff’s personal file.



For this week, I have learnt that every jobs have its own process and 

procedure. Take for example travelling and mileage claim process. The process 

and procedure involve are from applying of claim until the approval of claim. The 

claim approved by two warrant holder before approved by the treasury. In this 

situation, this is related to my Public Administration subject which is bureaucracy. 

The task is being passes from lower level to higher level hierarchy. Besides that, 

during the vaccine injection, I learnt how to deal with people. This is part of my 

subject, Organizational Behaviour. I have learnt that, everyone have different 

behaviour and personality. Since I am dealing with older people in the 

organization, the approach that I need to possess is different. Interpersonal skills 

needed in order to deal with different behaviour of people. When filling the salary 

increment, I gained knowledge and get to know that yearly increment was four 

times in a year which are on January, April, July and October.



2.3 Week 3 (7th August - 11th August)

I have been told by the Survey’s head section, Staff Surveyor (SS) to prepare 

report for his audit presentation since he is one of the committee members of the 

EKSA in this organization. This EKSA report follow up from the auditing on my first 

day of practical training.

I also have been told to write official minute sheets and official memorandum. 

After that, I need to dispatch that minute sheets to every sections in the 

department.

Besides that, I am made accountable to make “EKSA Keselamatan” file. Any 

documents related to EKSA either the report, minutes sheets and official 

memorandum need to attach in the file. The file then need to be forwarded to 

Land and Survey Headquarter for their action.

Other than that, I also recorded claims into vote ledger book. After payment had 

been made to the staffs, the amount of claims, name and balanced of the money 

allocated to the project should recorded manually into vote ledger book. Every 

claims have different account code under different project. For example, Native 

Customary Rights (NCR) Land and Pan Borneo claim have different account 

code.

I also been told to fax documents to others government department.

I also told by one of the staff to key in mails’ information into Correspondence and 

Case Tracking Unified System (CACTUS) before dispatch the inward mails to 

every section’s head for their further action.



In this week, I have learnt that after auditing, there should be presentation 

by the committee members of the EKSA. For the presentation, committee 

members need to explain what areas in the EKSA guideline that the organization 

had been follow and should explain why they did not comply with the EKSA 

guideline. This EKSA practice is part of the government reformation under my 

subject, Seminar in Public Sector. Besides that, in this week, I have learnt that this 

organization not only depend on the system to key in and save data but still 

maintain the traditional way of keeping data. For example, regarding the vote 

ledger, even though every transaction of the claims entered into SIFBAS, but still 

the transaction have vote ledger book. This means that, the keeping of data in 

both system and traditional way. For filling system, in class I learned this from 

Management and Information System subject. This task is really different in 

practice from what I learned in theory. I learned that the practice is easier than the 

theory when I applied it.



2.4 Week 4 (14th August - 18th August)

I have been told to key in data and information of inward mails into system for 

data record before dispatching to section’s heads in the organization. For any 

person either from the private companies that come to get their mails need to 

record their name and particular information in a log book for record.

I also been taught how to key in data and information of acting and covering duty 

into SIFBAS.

I have been told to do the pocket files for confidential documents after auditing of 

EKSA. The staff told me that each of the files need to have pocket file in order to 

standardize with the federal file.

Besides that, I also did filling for claim voucher. Mileage and travelling claim 

voucher need to put in different file and arranged according to account code and 

running number. The account code and running number retrieved from SIFBAS.

I was also told by the administration’s section head, Administrative Assistant (AA) 

to calculate the quantity of items that needed by every sections called “Senarai 

Agihan Barang Keperluan Pejabat”.

I also recorded letter information called registered post into log book “Mesin Cetak 

Frangkin (Setem Pos)”.



This week I have learnt about acting and covering duty. I have learnt that 

covering duty is when an employee is covering the duties and responsibilities of 

other employee who is away and acting duty means when an employee perform 

another job at a higher level and do not require that employee to perform his or 

her current job. Besides that, I learned that the claim voucher that need to filling 

after the amount of claim had been paid to the staff. The hard copy of the claim 

vouchers in the file are for audit purpose. Besides that, I have learnt that the 

responsibility of the administration’s staff especially AA as a section head was not 

dealing only with the people in the organization but also responsible to make sure 

the office’s need is sufficient. Every section that need items for their sections 

including stationaries, printer ink need to request from administration’s section.



2.5 Week 5 (21st August - 25th August)

I have been told to retrieve cheque numbers from SIFBAS into claim 

vouchers. Claims that had cheque number indicated that the claims had been paid 

to the staffs. Once I retrieved the cheque number, I was filling the claim vouchers.

I also been told to filling for sick leave certificate into staff’s personal file. I also 

filling for “Jadual Kenaikan Gaji Tahunan dari Julai 2011 to Julai 2016” form into 

staff’s personal file.

I also been taught how to compose outgoing mails by using Case Tracking Unified 

System (CACTUS).

Besides that, I was key in data and information of inward mails into system before 

dispatching to section’s heads.

I also been told by one of the staff to write down the service history of one of the 

staff in the organization into “Buku Perkhidmatan Kerajaan”.



In this week, for claim process, I have learnt that there are two types mode 

of claim payment. The mode of claim payment are either by cheque or Electronic 

Fund Transfer (EFT). Besides that, by using Case Tracking Unified System, I 

have learnt that every incoming mails either within the organization or from 

headquarters, AA should take action to the mails. The person who sent to AA will 

clicked on “For Your Information”. Once AA had read and take action to the mails, 

he will forwarding the mails to the person who responsible for filling the mails by 

clicked “For Your Attention”. All the mails need to be printed and filling. This 

shown the line of authority in the organization which I have learned in Human 

Resource Management subject. The task done from lower level management to 

the top level management. For the service history, I learnt that administrative staff 

need to update every staffs’ service history into Government Employee 

Management System (GEMS) and also into the log book. Besides that, each of 

staffs in the organization are responsible to update anything regarding their 

service into the system for record purpose.



2.6 Week 6 (28th August - 1st September)

I key in data and information of inward mails into system before dispatching 

to every section’s heads for further action. I also been told to compose outgoing 

mails by using CACTUS. I entered the related information into system before 

forward the mails to related parties.

I also did filling for sick leave certificate into the staff’s personal file.

I also did filling for travelling and mileage claims. I also retrieved cheque number 

from SIFBAS.



This week I have learnt that besides forward the mails using system, office 

boy will forwarding the outgoing mails to the parties either using pos laju or hand 

directly to the party. I also learnt that before filling the sick leave certificate to 

personal file, any medical information should key in into GEMS. This is for record 

purpose. I have learned that some tasks that I have done is related to the need in 

improving the quality of services in public sector and I have learned this in subject 

Total Quality Management. The system that used in the organization, CACTUS, 

GEMS and SIFBAS as an improvement of the quality of the public sector in order 

to give satisfaction to the employees in improving the processes, services and the 

culture which they work.



2.7 Week 7 (4th September - 8th September)

I key in data and information of inward mails into system before dispatching to 

every section’s heads.

I also helped planning section write down serial number of projects.

I also told to fill “Borang Kenaikan Pangkat” of one of the staff in the organization 

for promotion.

I had been told to print payment voucher for filling. I have been told to photocopy 

documents.

I also been told to key in the employee’s service history for retirement purpose.

I had been responsible to decorate “Sudut Keselamatan” notice board. Information 

on this notice board should include the guideline of EKSA, all minute sheet about 

EKSA and other related to the EKSA.



For this week, I learnt that in order to get promotion, section’s head will 

evaluate his or her employee before he or she can be promoted. This situation 

related to my subject Human Resource Management. This show the line of 

authority in the organization. Besides that, I learnt how to write “Surat 

Pengesahan dan Akuan Pegawai” for the family member of the staff that admitted 

to the hospital. For payment voucher, I learnt that, every pages of the voucher 

need to be stamped with “received” and “paid” to indicate the claims had been 

paid.



2.8 Week 8 (11th September - 15th September)

On my last week of practical training, I have been told to key in data and 

information of inward mails before dispatching to every section’s heads.

Besides that, I scanned and printed retirement documents. I also had been told to 

photocopy minute sheets that need to dispatch to section’s heads for further 

action.

I also retrieved cheque number into vote ledger from SIFBAS to vote ledger’s file. 

Other than that, I also filling for vote ledger, sick leave certificate, and photocopy 

documents.



This week, I learnt how to write official memorandum of “Persaraan Pilihan 

Sendiri”. For sick leave, I learnt how to record sick leave information, retrieved the 

data and recorded it for retirement purpose. Besides that, since there are two 

types of retirement then the documents needed for retirement purpose also 

different. I also learnt that there are two types of vote ledger which are vote ledger 

electronic and vote ledger book. These two of the vote ledger balance should 

same as in the system. After eighth weeks of my practical training, I was able to 

do task properly and skilled in some tasks. For example, I understand more in the 

filling system. I also understand how to use SIFBAS, CACTUS and GEMS. I am 

more familiar with vote ledger since I did that daily.



CHAPTER 3

ANALYSIS

3.0 Introduction

This chapter described on the analysis of the task that I have done mostly 

and frequently during my practical training which is analysis on data entry 

practices in Land Survey Department Samarahan Division.

3.1 Definition of Concepts

Data can be defined as facts about something that can be used in 

calculating, reasoning and planning and stored or used in a computer. Data can 

exist in a variety of forms such as numbers, or texts in a piece of paper, bits and 

bytes stored in electronic memory, and facts stored in a person’s minds (Miller, 

Clarke & Dyk, 2008). Examples of data of my task during my practical are inward 

mail details, minute sheets texts and employee’s service history.

Data is the distinct pieces of information. Data will enter into a computer or any 

other electronic device using specific software and this is known as data entry. 

Data entry means entering and updating data into a computer system database.

Data entry known as direct input of data in the appropriate data fields of a 

database, through the use of a human data-input device such as keyboard, 

mouse, stylus or touch screen, or through speech recognition software (Retrieved 

from BusinessDictionary, 2017).

Collins English Dictionary (2017) defined data entry as an activity of putting data 

into a computer.



Data entry is the act of transcribing some form of information into another 

medium, usually through input into a computer program (Retrieved from 

WiseGEEK).

Besides that, other definition of data entry is operate equipment usually a 

keyboard that input data such as alphabetic, numeric and symbolic into a 

company’s system (About.com).

When someone wants to transform or change the format of any desired 

information and data, data entry work is performed and the information can be 

transcribed in the desired format. These formats generally include handwritten 

documents, spreadsheets, sequencing of numbers, computer codes, and even 

name and addresses.

Example of data entry system in my organization are State Integrated Financial, 

Budgetary and Accounting System (SIFBAS), Government Employee 

Management System (GEMS) and CACTUS. For SIFBAS, the data that will be 

entered to this system are any related financial transaction in this organization 

such as general ledger, warrant management and vote ledger. For my task of data 

entry, I entered any related particular information of travelling claim and mileage 

claim into this system such as cheque number and amount of claim.

In summary, data can be in form of quantitative and qualitative. These data then 

will entered and updated into computer system or any other electronic devices 

and this process known as data entry.

About.com


3.2 Types of Data Entry

Data entry is a process of entering and updating data into a computer 

system. Entering data can be done manually or automatically. There are two types 

of data entry which are manual data entry and automated data entry. Since this 

Land and Survey Department, Samarahan Division uses manual data entry, this 

section will explain further on manual data entry.

3.2.1 Manual Data Entry

Manual data entry means when entering and updating data by hand into 

the computer system via keyboard. It done by labor rather than automatic and 

computer-aided means. Manual data entry is when the data is enter manually 

without using any machine or tool. This method of data entry is very slow and 

errors may occur in the output. (Retrieved from PlanningTank, 2014). There are 

few characteristics of manual data entry which are people take the workload, the 

data is numeric and text and emphasize on speed and accuracy.

The first characteristics of manual data entry is people take the workload. When 

come to word “manual”, this mean that it need to be done manually by people. 

This means that the person in charge of enter the data into the system will done 

the entire process. The people that involve in manual data entry will key in data 

from the form. For example In Land Survey Department, Samarahan Division, 

every staffs have their own GEMS account. Each of the staffs have to enter or key 

in any relating information about their service in this system. Besides that, for any 

financial transaction in the organization, financial administrative assistant 

responsible to key in any financial statement into this system.



Second characteristics of manual data entry is the data entered can be text and 

numeric data. The data that involved can be either short or long text and also in a 

numeric term. Examples of numeric data in this organization are amount of claims, 

period of travel and years of service.

Third characteristics of manual data entry is emphasize on speed and accuracy. 

Speed means here is speed of typing when entering the data. Accuracy means 

the quality or state of being correct and precise. For speed of typing and entering 

data, it better if the person that involve in data entering have high speed. This to 

reduce time consuming and the tasks can be done on time. In this organization, 

most of the staffs have high speed of entering data into system since the do the 

tasks in daily routine. For accuracy, errors tend to occurs so close attention to 

detail in order to prevent errors.

In summary, manual data entry involve people to do the workload. The data 

involve in manual entry can be text and numeric data. Besides that, manual data 

entry required speed of entering data and accuracy of data. Speed of entering 

data to ensure that the tasks can be done on time and accuracy of data need to 

be consider in order for an accurate data presentation and avoid error.



3.2.2 Automated Data Entry

Technology development make life easier when any organizations able to 

key in and enter data from manual data entry to automatic data entry by using 

advanced software that extracts content from scanned forms and documents 

(CVision Technology, 1998). The advantages of automated data entry are 

improve the workflow and productivity besides tasks can be done on time.

Types of automated data entry identified by Macro Experts (2002) are Optical 

Character Recognition (OCR) and Intelligent Character Recognition (ICR). OCR is 

able to identify text within scanned files and enter into appropriate databases. Text 

can be extracted from the document. As a result, the documents becomes text- 

searchable and easier to work with and the information can be entered into 

spreadsheet automatically. ICR is handwriting recognition software that uses for 

processing handwritten bank checks or paper surveys.

The advantage of automated data entry is improve the workflow and productivity. 

The whole process of entering data is automatic then the human error can be 

reduce. Amount of time spent entering data will be minimum.

Besides that, automated data entry can be done in the time frame. Automated 

data entry is capable of understanding a variety of forms and entering information 

into databases with little to no mistakes.

In summary, automated data entry is easier since the data done by using the 

advanced software. This task can be done fastest compare to manual data entry 

since it rely on software.



3.3 Importance of Data Entry

Data entry become significant important to any organization since it has 

several importance that can give benefits to the organization. Below are some of 

the importance of data entry for any organization including Land Survey 

Department, Samarahan Division.

The first importance of data entry is organizing of the information. Data entry is 

crucial as it helps to generate organized information that is easy to understand 

(Unisoft Data Tech, 2016). Through data entry practices, the data can be access 

in the future and enable the department to update its information wherever they 

are required to do so. For example in Land Survey Department Samarahan 

Division, through GEMS, the clerical and operational administrative assistant can 

always access to the staffs’ information in GEMS and have access to updated any 

related matter regarding the staff’s services for example history of report duty and 

medical report.

The second importance of data entry is reduce the cost (Unisoft Data Tech, 

2016). Data entry more cost effective than using filling system. Any related tasks 

can record in digital form instead of printed one. This will reduce the usage of 

paper in the organization. Besides that, cost can be reduce when the sending and 

transferring of data can be done through digital. For example, approval of 

traveling and mileage claim. The claim needed to be checked and examined by 

the treasury before approving. During the checking process, this can be done only 

through system. Treasury do not need to go to every Land Survey Division to 

check the claims. Through system more effective since Treasury have direct 



access to the system and this will reduce the cost of paper, transportation and 

reduce time waste.

Third importance of data entry is lead to better results and increases 

productivity (Unisoft Data Tech, 2016). Decision can be taken if the data can be 

obtained and available to analyze. Having analyzed the data will gain insight to 

the areas in which improvements needs to be made. This will boost the 

productivity of the employees in the organization. For example, productivity can be 

boosted when the staff that have access to other employees’ GEMS account 

especially head of administrative staff. The accessibility to the system will lead to 

productivity since the staff have access to required information.

Other than that, data entry is important for simplify the report making (Unisoft 

Data Tech, 2016). In almost all of the activities, data is used hugely for the 

purpose of collecting certain values and making reports. Through data entry 

system, data can just gathered with a few clicks. For example regarding 

retirement document, the retiree’s information can be obtained through the system 

with just few click. Medical report history needed to be done in the retirement 

document. This report can be done when the information and data needed can be 

access through the system.

Other than that, data in the system also safe and secure (Unisoft Data Tech, 

2016). For traditional filling system, the data cannot consider safe when anyone 

have access to files in the organization. For example in Land Survey Department 

Samarahan Division, not everyone have access to the employee personal file. 

The files are confidential and no one can simply just go to the file room to get the 



file. Who one to take a look at their own personal file needed to record their name 

for record. But, how to ensure the security of the information if the staff that 

responsible for the file room forget to record staff’s name? So, data entry more 

secure when the staff that have authorized only can access to certain information.

Lastly, the importance of data entry is the huge storage of data (Unisoft Data 

Tech, 2016). When data enter into system, there are no limit storage of 

information and chance of missing information is less when the data labeled. For 

example in SIFBAS, the financial statement labeled according to year. Besides 

that, applications of claims also labeled with approved claims, claims checked by 

the Treasury.

In summary, data entry is important for organizing information, reduce cost, 

increases productivity, simplify report making, safer and secure compare to 

traditional filling system and have huge storage of data.



3.4 Weaknesses of Data Entry

Although the enhancement of technology make a better life for us but data 

entry also have few drawbacks. Although there are many important of data entry 

but advantages of data entry is addressed. The disadvantages are speed and 

accuracy during entering and key in data, data entry sometimes depend on 

internet connection. Besides that, using system especially online system cannot 

ensure the security of the information.

The disadvantage of data entry is slow typing speed and accuracy of data. 

Typing speed during key in and entering data can be problem of data entry. 

Besides that, typing error may occur during entering data especially key in data 

manually. Error in the data may lead to loss of the organization and left negative 

perception to the staff that responsible of data entry. For example, amount of 

claims can lead to underpayment or overpayment if the staff less attention to the 

detail and does not check the amount twice or more. Slow in typing speed also 

may affect the time frame of the tasks.

Besides that, data entry sometimes depend on internet connection especially 

when the data in the system. This will be inconvenient if the internet speed lead to 

delay in tasks. Besides that, not all the government agencies have stable internet 

connection especially the government department in the rural area. System shut 

down will delay any task process. For example in Land and Survey Department, 

Samarahan Division, SIFBAS, CACTUS and GEMS cannot access when the 

system and server down. This will lead to unproductive among the staff if the 

system down for the whole day. Any decision making cannot be make if the data 

only can be access in the system. Other than that, even though some of the data 



system does not required internet connection to access, but broken of the 

computer in the organization will cause loss of information.

The third disadvantage of data entry is online data entry cannot ensure the 

security of the information. Although the developer of the software guaranteed 

the security of the information that key in through system, but it is possible leaks 

of information due to a lot of misuse of internet by the user such as phishing and 

hacking. This is dangerous especially in the defenses ministry or departments.

In summary, there are many disadvantages of data entry. For manual data entry, 

the issue of slow key in data will arise and error of the data may occur. Besides 

that, the data system using internet connection may cause unproductivity and 

work delay if the system or server down. Data system that does not depend on 

internet may have problem if the computer is broke down and this will lead to loss 

of information. Besides that, the online application of data entry does not ensure 

the security of data.



CHAPTER 4

RECOMMENDATION

4.0 Introduction

This chapter will highlight the strengths and weaknesses of the data entry 

practices in Land and Survey Department, Samarahan Division during the 

industrial training with solution for improvement.

4.1 Manual Data Entry

Manual data entry widely used approach in Land and Survey Department, 

Samarahan Division compared to automated data entry. Manual data entry refers 

to physically typing information into computer. Manual data entry have several 

strengths and weaknesses. Further explanation on strengths and weaknesses will 

be explained below.

4.1.1 Strengths

The first strength of using manual data entry is cheaper. Manual data entry 

is more cheaply compared to automated data entry. This is because the 

organization does not spend much on cost of purchasing equipment and software. 

The simple data entry can just be done by the personnel. Entering data and 

information is responsibility of the personnel in charge.

Besides that, manual data entry have potential to be more accurate. A human 

worker can recognize and correct errors. There should be fewer errors if the 

personnel so attentive towards the information and data they enter. For example, 

any misspelled can be recognized and corrected as well compared to automated 



data entry that just scanned and entered into the computer programs without any 

correction made.



4.1.2 Weaknesses

Even though manual data entry have several strengths but is also have 

some weaknesses. Among the weaknesses of manual data entry are prone 

towards human error, time consuming, physical space to keep track paper 

document and duplication of data.

The weakness of manual data entry is prone towards human error. Even though 

the personnel can detect and correct the error as they occur, but if the personnel 

does not have close attention to detail, lack of concentration it will lead to error 

when entering data. Manual data entry put pressure in people to be correct in all 

details of their work at all times. For example in Land and Survey Department, if 

the personnel enter the amount of claim of the staffs incorrect, it will lead to either 

overpayment or underpayment of the claims.

Besides that, manual data entry is time consuming. Time consuming depends on 

typing speed of the personnel when key in and entering data. It must skilled 

personnel to enter the data. For simple data entry such as name, address and 

particular information of the employees it does not cost a lot of time but if the data 

entry deal with large data entry, it must take much time if only using the personnel 

entering the data.

Manual data entry also take more effort and physical space to keep track of 

paper documents, to find information and to keep details secure. When mistakes 

are made or changes or correction needed, often manual transaction must be 

completely redone rather than just updated.



Other than that, manual data entry tend to have duplication of data entry. 

Duplication of data tend to happen when there are redundant of data entered by 

the personnel. The possibility to happen when the personnel forget that he or she 

had enter the data. This lead to entering the data twice or more. Besides that, this 

tend to happen when the data enter by different person. The same information 

and data entered by different person.

In summary, it can be concluded that among the strengths and weaknesses that 

can be gained from the use of manual data entry it is cheaper and tend to be more 

accurate. However, despite the strengths, there are also several weaknesses that 

may gained from using manual data entry which are error in data entry, time 

consuming, need more physical space to keep track paper document and 

duplication of data.



4.2 Recommendation

Land and Survey Department, Samarahan Division use the manual data 

entry to do its data entry process, below are some recommendations that can be 

done to improve the weaknesses in the department’s data entry process.

Since the manual data entry tend to be error due to personnel mistake, it is 

important for the personnel to pay attention to the details of the data that they 

entered. Besides that, verification of data should be done. The upper 

management or any official in duty should ensure all the employees verify the data 

entered by them to avoid problem in the future.

Besides that, manual data entry is time consuming. Although the department does 

not dealt with the large amount of data to be entered, the employees also have 

other tasks to be done instead of on the data entry tasks. Buying automated data 

entry equipment is possible to reduce the time in entering data. Besides that, 

typing speed can be enhance by training.

In term of physical space and effort to keep track of paper documents to find 

information and to keep the details secure, the documents of the data should have 

efficient filling system. To changes or any correction needed, there should be one 

person in charge of the data documents. The personnel that attentive to the 

details will not lead to lot of correction and changes to the data.

Lastly, for duplication of the data, the personnel should double check the entered 

data. Besides that, there should be one person in charge with the data. 

Verification of data also can be done to avoid this problem. Besides that, the 

system that dealt with the data entry system should be efficient and it should be in 

order in term of particular and information of the data.



CHAPTER 5

CONCLUSION

5.0 Introduction

This chapter is the summary for all chapters of Chapterl, Chapter 2, 

Chapter 3 and Chapter 4 for this practical training report in Land and Survey 

Department, Samarahan Division.

5.1 Summary of Chapter 1

In chapter 1, I have explained about the organization background of Land 

and Survey Department, Samarahan Division. Besides, I also identified vision, 

mission and organization chart. This also includes the goals of the organization 

and objectives of the organization. From this chapter, I am able to clarify the 

hierarchy from the lower management to the top. All staffs and sections have 

different roles. However, all staffs works together to achieve their goals and to 

serve the public.



5.2 Summary of Chapter 2

In this chapter, I have explained all my tasks during the practical training. 

My practical training consists of eight weeks altogether. I have learned the tasks 

and jobs of account administrative assistant in term of claim process. Besides 

that, I have learnt how to use State Integrated Financial, Budgetary and 

Accounting System (SIFBAS) and other government system during my practical 

training. This chapter also explained briefly what I have learned in theory and what 

I did in practice during my practical training especially regarding the accounting. 

Due to this, I am able to apply what I had learned in the classroom and relate 

tasks to the theory into practice. Besides that, I have learnt many new things 

during my practical training not only in term of job but in dealing with other people. 

Therefore, it is such a great experience that I can learned what I did not know 

before.



5.4 Summary of Chapter 3

In this chapter, I focused on one area of my tasks during my practical 

training. The task that I choose which I did the most and important task for the 

organization is data entry. I have analyzed the data entry. In this chapter, I have 

explained the concept and retrieved the definition from different sources. I also 

identified there are two types of data entry which are manual data entry and 

automated data entry. In this chapter, I also highlighted the importance of data 

entry. Besides that, I also describes the weaknesses of data entry. Other than 

that, I clarified all the assignment of tasks relating to data entry process and 

procedure in this Land and Survey Department, Samarahan Division.



5.5 Summary of Chapter 4

In this chapter, I highlighted the strengths and weaknesses of the tasks that 

I had been analyzed in chapter 3 which is manual data entry. The strengths or 

advantages of data entry are it is cheaper and tend to be more accurate while the 

weaknesses or disadvantages of data entry are prone to human error, time 

consuming, need effort and physical space to keep track paper document and 

duplication of data. There are several recommendations that I suggested to 

improve the weaknesses of the data entry of this organization which are for prone 

to human error, the organization should have verification of data by the 

management besides personnel should pay attentive to detail during enter the 

data. In term of time consuming, the organization should but automated data entry 

equipment and training. For the need effort and physical space to keep track 

paper document, I suggested efficient filling system for the documents easy to 

track back. Lastly for the duplication of data, verification of data, double check 

data and efficient entry system should be practiced in this organization. The 

recommendations should help in order to have better management in the future. 

This way, I am able to increase my knowledge about data entry and identified the 

criteria that I need to take into consideration before I making decision. In the 

future, I will be skilled in evaluating what is good and bad for any organization that 

I choose to work.
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APPENDICES

Appendix A-State Integrated Financial, Budgeting, Accounting System 
(SIFBAS)

Appendix B - Government Employee Management Service (GEMS)

gIms
State Civil Service 

Government Employee Management System
Fnday, JanuMj' 2013

Announcement

Employee Self Service

MALUMAN TIADA VERIFIKASI UNTUK MODUL 
PROFIL PERIBADI SCS-OEMS
! 2051201?

MAKLUMAN MADA VFRIFMASi UNTUK MODUL PROHi Pt RtHADt 
SGS-UOMS

Yang Ant QafuYHho i Mo SnfYWig iMiV i uatvPuan

siengan segata iwwa peiiura di atas atiaun cHuguk

PASSWORD

[LOGIN]

New Help 0 Download GEMS Leave Mobile App

o oo

Sources: (Land and Survey Department Samarahan Division, 17 July 2017)
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