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Abstract

Industrial training is an essential part of a student's life. A well-planned, professionally conducted,
and evaluated industrial training program can greatly aid in the development of a professional
attitude. It raises awareness of the industrial approach to issue solving, which is based on a wide
grasp of the organization's process and style of operation. The goal and motive of this industrial
training is to gain discipline, skills, teamwork, and technical knowledge in a proper training
environment, which will benefit me as a student studying Information Management. Industrial
training also assists students in developing professional skills such as communication,
responsibility, and technical abilities that will be useful in their future careers. This report provides
the details of the 23 weeks’ internship at PTAR Campus Puncak Alam. | was assigned as an
internship trainee at every unit in PTAR KPA with the supervisor here are Siti Fazlina Mohamed
Raffi and my faculty supervisor Noor Faraliza Binti Samsudin. During the industrial training, the
assignments involve a variety of job responsibilities linked to library management and the system

utilized in the library.
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Chapter 1: Introduction
1.0 Introduction

Industrial training is one of the requirements for completing a degree from Universiti
Teknologi Mara in any program including my course which is Bachelor of Information Science
(Hons.) in Library Management. Before completing our degree, we are required to complete a
five-month industrial training program which consists of 22 weeks. Industrial Training provides
students with an opportunity to learn. Students can adapt their theoretical expertise to real-world
situations. Industrial training is an important part of developing the practical and technical skills
needed in the library sector, as well as assisting with future jobs.

1. Background of the Organization

Figure 1: PTAR Campus Puncak Alam

The Tun Abdul Razak Library (PTAR) Puncak Alam Campus began operations on
July 27, 2009 and is located at Satellite Plaza Building B's fifth floor (PSB). The Puncak
Alam Campus Library relocated to a new structure during Phase 2 development,
becoming operational in May 2014. This new structure has four storeys and can hold 1,300

seats at once. The facilities and services offered are anticipated to satisfy residents of



UiTM's needs for teaching, learning, research, and knowledge development. Other than
that, libraries are the place that everyone can get any material that they want and also,
they can gain their knowledge by reading the material such as books, magazines, journals
etc. in the library. Next, this library also provides an online database for every user that

comes to the library or users that want to use library service anywhere and anytime.

1.2.1 Vision

e To establish UiTM as a Globally Renowned university of Science, Technology,

Humanities and Entrepreneurship.

1.2.2 Mission
A catalyst for knowledgeable UiTM citizens through access to comprehensive,

relevant, and up-to-date information as well as quality facilities to meet the needs

[ J
of teaching, learning and research.

1.2.3 Location and address
PERPUSTAKAAN TUN ABDUL RAZAK Universiti Teknologi MARA

Selangor KAMPUS, Bandar Puncak Alam, 42300 Bandar Puncak Alam, Selangor

Al-Sultan Abdullah @
Hospital (UITM Hospital) ‘¥ Forest Park Hillparl Q

JIn Bukit Ce

Ba9

Figure 2: Maps PTARKPA



1.2.4 Opening Hours

. Perpustakaan
v TEKNOLOGI
WAKTU PERKHIDMATAN @ MARA
PERPUSTAKAAN TUN ABDUL RAZAK
KAMPUS PUNCAK ALAM
TARIKH WAKTU PERKHIDMATAN TARIKH WAKTU PERKHIDMATAN
DATE SERVICE TIME DATE SERVICE TIME
21 JANUARI SABTU 8.30 AM - 4.45 P
3-6 JANUARI SELASA - JUMAAT 8.30 AM - 9.45 PN SR
TUESDAY - FRIDAY
22- 23 JANUARI AHAD - ISNIN TUTUP / CLOSE
SUNDAY - MONDAY CUT LUALIN - TAHUN BARY CINA
7 - 8 JANUARI SABTU - AHAD B8.30 AM - 445PM PUBLIC HOLIDAY CMIWESE NEW YEAR
SATURDAY - SUNDAY
24 JANUARI SELASA B.30 AM - 4.45 P
913 JANUARI ISNIN - JUMAAT 8.30 AM - 9.45PM
MONDAY - FRIDAY RABU- JUMAAT
2527 JANUARI WEDNESDAY- FRIDAY 8.30 AM - 9.45 P
14-15 JANUARI SABTU - AHAD 8.30 AM - 4,45 PM
SATURDAY - SUNDAY SABTU - AHAD
TUTUP / CLOSE
=29 JAMIAR SATURDAY - SUNDAY CUT) ULANGKAL / STUDY WEEK
16 - 20 JANUARI ISNIN - JUMAAT 830 AM - 9.45 PM
MONDAY - FRIDAY |SNIN - SELASA
8.30 AM - 4.45 P
30-31 JANUARI MONDAY - TUESDAY CUT ULANSKAL? STUDY WEEK

Figure 3: Opening Hours



1.3 Organizational Structure

et et Perpustakaan
UNNVERSH  TunAbdulRazak
TEKNOLOGI Cowangan Selangor
AKAA @ Mara
PERPUST) N TUN ABDUL RAZAK UiTM CAWANGAN SELANGOR s Mohamad Horidi
{Kemaskini 01 Novernber 2022} e

1
Bakar
8in Mohd Yasin
v, e
Norai
Binti Ahamat Kamil

Nor Salimah
Binti Abd Jamil

Nurul Ashikin

MNur Fatih:

Binti Muhamad Nordiana ; Fatin Hanisah
[ Binti Ahm

Mohd Ekhwan
8in Mohamad

1
Muhammad Irfan
Bin Shad

Figure 4: Organization chart
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Chapter 2: Organization Information

2.0 Departmental Structure

2.1 Management Unit

Siti Fazlina Mohamed Raffi

Pustakawan Kanan

. Policy & Strategic (' Archive Unit
Planning Unit J L

J: | - Mohd Sarapi Samah
Kamarunisa Mudhar Zettyhasni Zulkarnaini Nor Salimah Abd Jamil
Supreme Assistant Operation assistant Assistant Librarian Pembantu Pemuliharaan
Librarian

Figure 5: Management unit chart

a) Administrative and archive unit

Administration Unit is a main duty which is managing the administrative matters
procurement and human resources in PTAR USC. Other than that, in this unit also have

Next, there are a few important activities that involved in administrative unit such as:

e Manage letters & files students

e Public relation

e Performance appraisal

e Prepare statistical reports of library

e Manage Online Finding Archive (OFA)

e Inventory

e Managing library governance

e Managing acquisition of archival material

e Coordinate strategic planning and literary quality

e Planning the conversation of library collection and archive material



In this unit, | learned a lot about the process of searching for materials in OFA and
also how to enter materials into this system to be accessible by users. Users can get the
material by making a material borrowing process in this system to facilitate the user getting
the material they want to borrow. In addition, in this unit | also learned about the digitization
process of documents in the university archives found at the PTAR KPA. The document
that wants to be digitized is like a student document. Next, the librarian in this unit which
is Mrs. Fazlina also shared to me that there are some systems that help her do her task

for managing this unit. Such as:

“Sistem e-mesyuarat UiTM”

This system is to manage the calendar and also to make a reminder for any meetings.

System “Executive Information System” (EIS)

This system for online key in any information for some tasks. Next, this system also
provides every unit to key in any update every month to get the statistics. After all the units
in this PTAR KPA update the details in the system, Mrs. Fazlina will check all the details
and if any misinformation happens, the staff should make the correction and update the

correct details in this system to get the best statistics.

Archive management system (AMS) OFA

This system for key in any personal data of students before making a digitalization process
and putting the document in the archive university. Other than that, Mrs Fazlina also
shared that archive are special because only have | KPI such as:

< “Bil Penerimaan Rekod Penting Universiti”
> Bil Rujukan Bahan Arkib (OFA)
> Bil permohonan pelupusan rekod

> Bil konsultasi pengurusan rekod

b) “Unit Jilid”

This unit is responsible for saving materials from damage, maintaining the

durability of reading materials so that the lifespan of books is longer. Definition of



“Penjilidan” which is about this unit is the process of sewing, tying or joining sheets of

printed paper to make books, magazines, pamphlets and other reading materials.

Function
a) Saves printed materials from being damaged and cannot be referred to again.
b) Extend the life of printed materials which is protect from any damaged happened

¢) Maintaining the durability of printed materials.

2.2 Acquisition unit

Nurul Diana Jasni

Timbalan Ketua
Pustakawan

Aguisition unit
(Material Balancq Etellectual property]
unit

Hazrul Amir Tomyang

Mohd Anuar Mohd : _ X ; Subha Binti Ismail
: Senior Librarian - . ;
Maasom Senior Librarian
Senior Librarian Staff Staff
Staff 208 : G
s . . Siti Nornafiza Katmidi
Eariz Azuan Harun Siti Zubaidah Khalid
Roziwaty Jaiman Mohd Fahmi Kadim

Mohd Ekhwan Mohamad
Mohd Zaini Md. Yusuf

Figure 6: Organization chart Acquisition unit

a) Material order unit

This unit manages cataloging which manages the catalog of all the materials listed
in the library. Cataloging is essential; because it can help users and librarians find books
by referring to the author’'s name, the title of the book, and the topic of the book that they
want. Other than that, this unit also manages purchase recommendations from students
or lecture requests from OPAC. Only two campuses that have been covered by PTAR
KPA are PPA and PP. Mr Anuar, who is a librarian, should go to the meeting and get the

approval purchase from the meeting and open” sebut harga” with the vendor. There are

7



some steps for ordering materials that have been shared during | stay in this unit. Next, in
this unit also 1 experienced to do cataloging by using the library system which is Libsys.
Other than that, there are some functions for this unit such as:

Function

a. Manage the process of purchasing printed materials (books/magazines/journals)

b. Manage the cataloging and classification of materials

¢. Managing the Approval Meeting for the Purchase of PTAR Books and Magazines

d. Manage PTAR Book Vendor Selection

e. Validate book prices related to the fine process through the return of books and staff

salary deductions.

b) Intellectual Property Unit

These units are Manage applications, procurement, digitization of UiTM
Intellectual Property Materials, development of PUiTM Local Content materials and also
indexing of materials. Other than that, this unit can be known as Center for the acquisition,
collection, storage, preservation, reference, and dissemination of Intellectual Property

information services.

Function
a) Manage and find material local content & article indexing
-Local content (Only in Malaysia)

-Article Indexing (Newspaper and Journal (unprinted)

b) Manage Institutional Repository (IR) such as manage thesis and Entrepreneurship
(ETR).:

-THESIS -5 pages only in IR
-ETR (Entrepreneurship)- Full page on IR

c) Material Balance Unit and disposal



This unit manages the proposed purchase of syllabus books for each faculty at
UCS. In addition, this section also manages the disposal of materials that meet the
requirements. Other than that, this unit also manages to data from the library system which
is Libsys for PTAR UCS. Next, there are some of the functions in this unit such as:

Function
a) Manage the proposed purchase of Syllabus Materials for PTAR UCS
b) Syllabus data review and Check data on the system Libsys.
¢) Managing disposal materials.
d) Managing review syllabus material

e) Make a review price for syllabus material

Arshad Bujang
@ LA R J -
| |

Customer service
unit KAT UNIT Digital Library

Nur Fatihah Muhamad ' Syazani Alif Aduka
Hafiza Mustape Librarian

2.3 Service Department

Assistant Chief

Senior Librarian information Technology

Figure 7: Service Department

a) Unit Digital Library

The unit is the unit that manages all the PCs in the IT unit. In addition, this unit is
also responsible for doing maintenance if there is any problem on each pc at this KPA
PTAR. Other than that, this unit uses Digital comparator correlator system (DCCS) to
control all PCs and control every activity such as on PC, restart and shut down. Other than
that, there are 56 PCs in the IT room that have been provided for users to use for class

purposes or do assignments.



Function

a)
b)
c)
d)
e)

f)

Manage PC Thesis
Manage PC in the IT room

Update the details of students who want to use printing services at MyKM.

Making Posters for any events
Handle UiTM website

Manage technical section such as maintenance

b) Customer Service & Collection Unit

than that, this unit also has the responsibility to manage the status of books in the system

OPAC and give the best service to the users. There are some of the functions in this unit

This unit manages dealing with users by borrowing and returning processes. Other

such as:

Function

a)
b)
c)
d)
e)
f)
9)
h)
i)
)
k)
1)

Customer Service Counter
Borrow book

Book return

Book update

Payment of fines

Barrier gate registration
Collection of printing fees
Registration/Termination of membership
library

Locker rental

Reserve library space

Demonstrate the search for materials

c) Unit KAT (Limited access collection)

users who want to get the information they want. In addition, this unit is also responsible

for managing information search services. Furthermore, this unit manages the promotion

This unit are arranged for Managing physical and online reference services for

10



section on the official website of PTAR KPA which is a virtual exhibition and also manages

the tour program at this PTAR.

Function

a)
b)
c)
d)
e)
f)
9)
h)

Manage physical and online referral services.

Manage information retrieval services.

Coordinate and update the department's social media.

Conduct research support mentoring programs with publishers.
Coordinate courses related to research services with publishers.
Manage the information literacy program.

Manage library information promotion activities.

Perform validation of academic staff publications on the PRIME system

11



Chapter 3: Industrial Training Activities

3.1 Training Activities

3.1.1 Shelving

During practical, | was supposed to do shelves from 8:00 a.m. to 9.00 a.m. for the
entire five months of industrial training. Except for librarians, all library assistants and
support workers were required to follow this morning routine which is to arrange the books
on the shelf. The trainee was tasked with shelving the general collection of the library,
which had been used by clients. All books must be organized by call number so that they
can be kept in the correct location and easily found in the future. Other than that, | also
must take the books at the trolley and arrange at the suitable shelf followed by a call
number. Not only that, but trainees also need to arrange books that have been category
changed to retro materials on shelves that have been specially prepared for retro
materials. These retro materials are materials that have the year 2000 or less. In addition,
the time taken to organize this retro material is 4 weeks including the category change

status in the Wils system.

Figure 8 : Shelving

12



A N
Figure 9: Retro Activities

3.1.2 Manning the Counter

In the library there are counters that provide information to the users and also
willing to help users in any problem that they face in this library. The counters are provided
in the first floor which is near the main door library. The counters such as the Customer
Services Counter, the Circulation Counter, and the Reference Counter are all located in
the Shared Facilities Library. The trainee was told to rotate between the three counters
with other employees. Every trainee must handle a complaint for an invalid student's card
who enters the library at the customer service counter and help them by using the new
solution which is using the PTAR mobile apps that make users easily enter the library by
using their smartphone. In this counter, users always ask questions about the library,
especially about how to look at the books in the OPAC and also find the books by using
the call numbers.

Other than that,while working at the references counter, the trainee was instructed
to react to any questions the users had. Because to make a potential librarian, the trainee
must take the opportunity to work at the reference desk and gain experience dealing with
nervousness while answering questions. In addition, the trainee is also in charge of
processing borrowing and returning books from users at the circulation counter. For

example, the trainee must be responsible for teaching the first users how to use the self-

13



check machine to borrow and return books. Other than that, the trainee also can make the
process of borrowing and returning in the system Wils.

3.1.3 Customer Service

i) Open day program

This program involves university 1 students who have just registered themselves
at the University and gives them exposure to programs and activities on campus. In
addition to this program, the PTAR KPA also conducted a customer meeting day program
by opening a booth in the hall to provide information and exposure to them regarding the
services provided at PTAR. Furthermore, through this program it is also possible to
promote the Apps used by PTAR to go through the barrier gate at the library, namely
PTAR Mobile Apps. In addition, these apps also provide benefits to users that users can

find materials online that have been subscribed by UiTM easily and anywhere.

% y.l)_({e/ Loflsa i

UN A

A —

Figufe 10: Open day program
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ii) Handling the Discussion Room Reservation

Other activities that | learn are managing the booking room discussion or Sage
room that give benefits to users to do any discussion or meeting in this room. Carrels and
meeting rooms were among the amenities offered by the Shared Facilities Library. Users
could enter the rooms if they were registered as UiTM students or lecturers. Next, users
were expected to obey a set of rules and restrictions while making a reservation. The most
important condition was that users carry their matric card as proof that they could retrieve
it after returning the room key. The trainee was told to stand at the customer service
counter and receive booking requests from customers. The users must book the room via

online which is using system Presys or by manual at the counter.

iii) Processing of pasting the sticker Retro

The activity in this section is that we need to separate the retro collection material
which is material that has a date from 2000 and below to be used as retro material. In
addition, if the material has several copies, it is necessary to select only one and the next
copy will be disposed of. The steps that must be done in this process are to change status,
paste the sticker retro and arrange at the shelf specific for retro collection only. In addition,
to manage this section requires changing the status of the book in the system that has
been used, which is the Wils system. After changing the status and category in the system,
we need to paste the retro sticker on the spine book. There are some categories that
cannot be changed to retro, namely the OSS, SLR and RUJ categories. Next, there are

several processes that need to be done to convert to the retro category, such as:
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Figuré 11: Arrange retro collection
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Figure 12: Manage process Retro

3.1.4 Material balance and disposal unit

j) Key-in Data of syllabus books

Key in the data syllabus from the system and check with the template that has been given
by the librarian in this unit and | need to settle the task. This activity makes me learn more
about excel and teaches me to solve the problem that happens when the data is not
balanced. Other than that, me and my partner Ain successfully solve the problem that
happened, and we are very satisfied when Mr Hazrul Amer librarian in this unit, praised

us for successfully completing it.

Figure 13: Key in data syllabus
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ii) Student school events

I am getting the responsibility from the librarian in the unit "Research and learning” to run
programs with primary schools and carry out activities related to the library. This is
because it is to provide exposure and introduction to them about the university library and
also the system used in this PTAR KPA. The activity that has been done such as making

a bookmark, arranging books with a call number etc.

Figure 14: Activity with student primary school

iii) Hiking program

This activity has been done with all the staff UCS and one of the programs
for bordering with all the staff. Other than that, this program is also held to build
cooperation with each other and free from stress at work. This is fun activity that |
joined during this industrial training, based on the photo, we take picture with chief
librarian at PTAR UCS and he also a kind person also always gives a good advice

with all of us.
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Figure 15: Activity Hiking

3.1.5 Unit KAT

i) Isra' Corner Launch Ceremony Program

This program is related to the launch of Isra Corner and the signing ceremony of
the Memorandum of Cooperation (MOC) between UiTM and INCEIF University. In
addition, this program has been successfully carried out for one day which is on 16
November 2022 at 3pm to 5pm. Next, this program was also completed by YBhg Prof. Dr.
Mohamad Hariri Hj. Abdullah is the Deputy Vice Chancellor (Industry, Community and
Alumni Network) of Universiti Teknologi Mara. Furthermore, through this program, it has
provided a lot of exposure and information related to Isra’ Corner, which has its own online
database that can provide convenience to users in searching for materials online easily

and quickly.

19



Figure 16: Isra’ Corner Launch
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3.1.6 Activities in “unit Jilid”

i)  Make own book

In the last unit which is “Unit Jilid”, | get the opportunity to make the activity which
is making my own library from start until finish. The activity that | am doing is to make my
own books such as start from sewing, make a cover book and other steps until the

process. Other than that, | also can make any words or logo for my own book, and it makes
me happy.

Figure 17: Make own books
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3.1.7 Management unit: Manage student’s document

In unit archive, |1 do the task that has been given which is manage student
document and make it as a digitalization. After that arrange all the documents students in

the archive university.

T

—

Figure 18: Activity digitalization process and archive university

3.1.8 Activities in digital library

In this unit learn about the system that has been used to control every pc in unit IT and
also the software that used to manage official website PTAR KPA which is Joomla. Next,
. In this unit, I'm get the experience by doing the inventory task that has been given by the
staff in this unit. The inventory for check all the PC, keyboard, and mouse id in this PTAR
KPA. I'm also doing the inventory for every unit in PTAR KPA after that | key in the data
from inventory to excel and send to the staff in this unit. After that, I'm also help user to
top up at MyKm for easier doing the printing service., Next, I'm also get the information

that library website makes from Joomla software.

3.1.9 Unit Intellectual Property

In this unit | has been experienced by find the material for local content and article
indexing. I'm also has been given the task to find the material according to the keyword
given by the faculty. After find the material I'm also must change the material in the PDF
format. After that, I'm also has been experienced to print the number id of thesis and put
the Qr code of the number id thesis in the spine book. The staff in this unit which is Mr.
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Fahmi has been explained much information to us about the material that should be
upload in the IR.

3.1.10 Aqua Library project

We are students doing an internship in this PTAR KPA and have received a task from the
chief librarian to make a library in the future with technology. We decided to make Aqua
Digital Library full of technology in this library that can attract more people to come to the
library. Last of our day in this PTAR, we had a presentation to share our experience for
every department in this library and also present that special task that has been given by
Mr. Ts Mohd Hamidi, chief librarian.
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Figure 20: Last Presentation in PTAR KPA
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3.2 Special project

For this special project, | have chosen to make a title related to the virtual bookshelf. A
special project called Rak Buku Maya (Virtual Bookshelf) PTAR Campus Puncak Alam was
carried out to meet the requirement of industrial training. This project is one of some special
project ideas that | recommend to my supervisors for this Industrial Training. Other ideas that |
suggest such as doing the program in PTAR with users, doing the activities with students in
primary schools etc. After discussion with my supervisors, a special project with a title virtual
bookshelf is one of the ideas that get the approval from my supervisors. After receiving approval,
| began to start on a draught for the virtual bookshelves project. Furthermore, this initiative is
perfectly matched to this virtual bookshelf, which allows users to find and read the books they
want from anywhere and at any time. Furthermore, the usage of this virtual bookshelf improves
one of the services provided by the library to users in the next period, which will be able to aid
users more readily and in line with the present technological era nowadays. The following
information that showed are the need for this virtual bookshelf and the process of creating this
virtual bookshelf.

3.2.1 Problem Statement

e Students need to find materials that can be read online
e Students need reference sources without having the need to the library

3.2.2 Objectives

e To help users find the books that they want anywhere and anytime
e Provide online book service such as ebooks that users can access anytime
e Provide reading material that users can read at any time without renew and

pay the fine if late to returned
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3.2.3 Special Project Process

To ensure that my special project is successful, there are several processes that
need to be done before it is published to users in the library to use this service that can

benefit them. Among the processes such as:

Figure 21: Process special project
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a) Design and doing the storyboard
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Figure 22: Draft Special Project

These steps are very important for any project, especially for my special project.
From this project, everything in this project is planned very well and has an example
interface for users before making it a reality. This is because based on the draft, it can be
seen that there are some flows of the project that we want to do first and also it also will

be easy to do the next step to become a virtual bookshelf for users.

b) Collecting the data

For this part, | have collected data and opinions from several people to produce
my project. In addition, | have met with the librarian at PTAR, Mrs. Hafiza, to ask for her
opinion and views regarding the collection that | want to place in this virtual bookshelf.
Furthermore, | also asked some users about the types of collections that should be in the
Virtual Bookshelf. In addition, | also asked for the opinion of the staff at this library
regarding the topic that | want to create for this virtual bookshelf. The topic | want to do for
this virtual bookshelf is related to "AIDS" which corresponds to the month of December,

which is related to World AIDS Day. Next, after collecting the data, several types of
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collections have been successfully prepared to be placed in this virtual bookshelf. Among

them are:

Books Article Posters

E-books Open Access

Table 1: Categorize of Virtual Bookshelf

c) Search and download the free material in Internet

i)  Mobile Apps UiTM

Search

Result for AIDS

Search Result For "AIDS’

ALL CATRGORY - 467 RESULTS

INSTITUTIONAL REPOSITORY LNTM - 16 RESULTS
EBDOK COLLECTION - 29 RESULTS

HARDCOPIES COLLECTION - 402 RESULTS
LEISURE READING (HARDCOPIES) - 16 RESULTS
ONLINE FINDING ARCHIVE (OFA) - 0 RESULTS

EXAM PAPER - 4 RESULTS

= s Q
Figure 23: PTAR Mobile Apps

This site is very useful as it provides a lot of books, ebooks, journals etc
that relate with this virtual bookshelf topic which is about AIDS. Other than that,
this materials in this site also materials that have been subscribed by the library.
Next, the language that is used in this article is also the English language that is
very suitable for users, especially for students, for studying material. Next,
searching and downloading the materials in this site are also very easy and friendly
for users. This is because this site gives step by step users. However, most of the

material in this site is the latest such as books and ebooks are in 1999 and above.
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Users can get the latest information in this virtual bookshelf and also can easily
access the materials that they want in any types that are still latest. Other than
that, as we know if any assignment or research that has been given by the lecturer
is the latest information is the better use. So it can be seen that from this virtual
bookshelf, it can be accessed by users anytime and anywhere while users in

process finish their assignment.

i) EzAccess UiTM

VARG Perpustakaan
NIVERS Tun Abdul Razak
> TEKNOLOGI
<Y MARA

UiTM
eResources

Collections

You may select type of resources below:

Online Databases  eBooks eNews

Figure 24 : EzAccess UITM

Based on this site, it is specially prepared for UiTM students to get every
material they want in digital and online form. Furthermore, this website also
provides various collections of free materials based on each field available at
UiTM. Among the collection of free materials provided are ebooks, Online
database, Ezaccess and e-News. In addition, these e-resources can also be
downloaded by users, and | have also taken some materials to be placed in the

virtual bookshelf to make it easier for users to access.
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i) MyKM

MY KNOWLEDGE Personalised INFORMATION MY
MANAGEMENTI"YK" ORMATION e, ™' tosour

Online Public
Access Catalog
OPAC

¥ Electronic

(eBook)

Databases

UiTM
Institutional
Repository

Open Access
Discovery

|

Including the us: beral

Figure 25: MyKM

As a UiTM student, | have benefited from using the services provided by
the university. This website provides various free ebooks according to the fields
available in UiTM. Other than that, in these websites any ebooks can be
downloaded for users. From this website also | was able to take materials from this
website to be placed in the AIDS-themed virtual bookshelf. This can also show that
UiTM provides a website that makes it easy for users to access the collection of

materials they want in digital form.

d) Sign up for free user for Genially account

(@ genially What's it for? + Create ~ Templates  Why Genially @ EN ~

Creating interactive content is

: wow! F

Create presentations, infographics and other stunning content by
yourself or with your team.

Figure 26: Sign up Genially
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Genially is an online digital publishing site that can be used for producing
a website, slides and also can be used to link with other websites. Next, this
website interface also is user friendly, easy to understand and the features that are
provided in this website software are also very easy to use and also interesting.
Next, this most important for this website are this website are free to used and if
want more interesting features can subscribe and pay for amount that has been
offer.

e) Upload materials

4+ Add background audio

E-BOOKS ABOUT AIDS

Figure 27: Interface Genially

As a free account, there are many features that have been provided in this
software. Other than that, there are also features that provide for uploading books,
magazines, and other materials in this software. Next, from this software also can
link with other websites by inserting the link in the features that has been provided.
The step for uploading these materials is very easy and easy to understand. For
example, insert a photo for cover eBooks, download eBooks in PDF format and
insert the links that can connect with the PDF format and also users can download
the materials that have been provided in this virtual bookshelf such as eBooks.

Next, | am editing the format that can be displayed by the users.

31



f) Sort material by category

0  WoRID AIDSDAY
/\\é

* Scientists believe that HIV originally

came from a virus particular to

| chimpanzees in West Africa during

| the 1930s, and originally

transmitted to humans through the

{18 | transfer of blood through hunting.

‘Over the decades, the virus spread

——— through Africa, and to other parts of
the world.

World AIDS Day

World AIDS Day 2022 is being marked under
the theme Equalize.

Figure 28: Materials by category

For this part, | will arrange the materials that have been downloaded and
also the materials that have been found from the system that UiTM subscribes to
by the category. Next, | will start uploading the material by types of the material in
this software followed by the planning which is there are 5 types of materials such
as books, e-books, articles, open access and posters. | am uploading the materials
that | got from the official system that has been provided by UiTM for their students
for free. Other than that, | will also add features or icons “more” that are easier for

users to go through to the system and get more materials and free access.

g) Create user manual & making video tutorial

Watchon @BYoolube

Figure 29: Video Tutorial
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Figure 30: Google form icon

h) Publish and share links through WhatsApp group

I am making promotions for my special project such as publishing and sharing links
about my special project to the users via WhatsApp group to make users more
knowing about this website. The links for my special project is

https://puncakalam.library.uitm.edu.my/pages/about/kpa-links/vsb-main-

ptar/tema-aids .

p Uitm :, g8p Uitm, #» itm, 28 Uitm :, g8 Uitm ;, g8 vitm :, 2 Uitm :, g8 Uitm ;, gor &

Assalamualaikum wbt & Salam Sejahtera

Sukacita dimaklumkan bahawa saya Ameera
Shafeenaz binti Borham merupakan pelajar latihan
industri dari Program IM244 ljazah Sarjana Muda
Sains Maklumat (Kepujian) Pengurusan
Perpustakaan akan mengadakan program Virtual
Bookshelf yang akan memberikan manfaat
kepada semua.

,'f Butiran program adalah seperti berikut:

7 Pautan Virtual Bookshelf:
https://puncakalam.library.uitm.edu.my/pages/abo
ut/kpa-links/vsb-main-ptar/tema-aids

,.5{7’ Pautan Google Form (feedback):
https://forms.gle/sTErRvcqidkvHmoQ7

I E-sijil akan diberikan kepada pengguna

Program ini bertujuan untuk memberikan
kemudahan kepada pengguna untuk
mendapatkan bahan rujukan secara atas talian di
mana sahaja tanpa perlu ke perpustakaan. Selain
itu, program ini ...Read more 8:50 AM 7

Figure 31: Publish via WhatsApp group

33



Figure 32: Promotion to the user

Perpustakasn

UNIVEREITI | Tun Abdul Razak
- TEKNOLOGI o
MARA

HOME ~ ABOUT -~ CONTACT US ~ DOMATION MINDA NC MY KM RESEARCH ~ DOWNLOAD ARKIB

Tema: Aids

n % UMCATEGORISED £ 20DECEMBER 2012 & WITS:318  AATING: % % ¥ dr &

- .
A VIRTUAL BOOKSHELF

e THEME : AIDS . &

PEE Gy | Perpusta
UNIVERSITE | Tun Abdul
TERNOLOGH | Cavsugam el
=2 Famrns Paomerke Alan
_./;
=

Figure 33: Publish in PTAR KPA website
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i) Create feedback from users

4 £
wWORLD AIDe
DaY 2022
S O i £

PUTTING OURSELVES TO THE TEST

Sec‘(ion 10f4

PROGRAM VIRTUAL BOOKSHELF X

BORANG MAKLUM BALAS VIRTUAL BOOKSHELF PTAR KPA.

ANJURAN PERPUSTAKAAN TUN ABDUL RAZAK UiTM KAMPUS PUNCAK ALAM

Figure 34: Form Google Form

For knowing about the comments and the suggestions from the users, |
have been provided feedback forms for them to fill out after using the service. Next,
after filling out this feedback form, I will be able to identify any weakness of the
virtual bookshelf. Next, | can make improvements based on user
recommendations. In addition, | have also chosen Google Form as a platform to
create this feedback form. This is because the Google form is very easy to use
and user friendly. Other than that, Google form also gives the result of the
respondents, and it makes it easy to analyze through the excel that can get auto
from this Google form.

Next, in the Google form feedback there are three sections that have been
provided for the users such as information section that involve information about
the user’s information and also feedback about the bookshelf. The first section is
about the information that has been provided to introduce this special project virtual
bookshelf to the users and also the purpose of this form. Next second section is
about the personal information of the users. This is because based on the personal
information that has been given by the users is to give the appreciation certificate
to the users that involve and give cooperation for my special project. Other than

that, the third section is about the view and comment from the users based on the
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virtual bookshelf that they have been viewing. There are few questions that have
been provided in this section and also have marked “*” that means the respondents
must answer all the questions in this section. The question that has been provided
has some choice such as several questions that are given in the multiple choice

and short answer.

Furthermore, the google form that provided for the users and get the

feedback from the users is as shown below:

Wi 4 P
woRLD mDe
DaY 2022

B e

PROGRAM VIRTUAL BOOKSHELF

BORANG MAKLUM BALAS VIRTUAL BOOKSHELF PTAR KPA.

ANJURAN PERPUSTAKAAN TUN ABDUL RAZAK UiITM KAMPUS PUNCAK ALAM

feenazborham@gmail.com Switch account ()

* Required

Email *

Your email

Mext Clear form

Figure 35: First section in form
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BAHAGIAN A : DEMOGRAFI PENGGUNA

JANTIMA *

() LELAKI

() PEREMPUAN

MAMA PEMUH (HURUF BESAR) *

Your answer

|D STAF / PELAJAR (WARGA UiTM SAHAJA) *

Your answer

UMUR *

() 18 hingga 20 tahun
21 hingga 24 tahun

25 tahun hingga 29 tahun

40 tahun hingga 49 tahun

@,
@,
() 30 tahun hingga 39 tahun
@,
()

50 tahun dan ke atas
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Status *

O Pelajar
O Kakitangan

O Lain-lain

Figure 36: Second section in form

BAHAGIAN B: PANDANGAN TERHADAFP VIRTUAL BOOKSHELF

Adakah virtual bookshelf membantu anda? *
1 z 3 4 5

Sangat tidak setuju O O O O O Sangat setuju

Adakah virtual boolshelf ini mesra pengguna? *

1 2 3 4 5

Sangat tidak setuju O O O O O Sangat setuju

Adakah bahan yang disediakan berfaedah untuk anda? *

() Ya
() Tidak

Poster yang diiklankan adalah mesra pengguna *
1 2 3 4 5

Sangat tidak setuju O O O G O Sangat setuju

I




Adakah anda berpuas hati dengan perkhidmatan virtual bookshelf ini? *

() Sangat Memuaskan

() Sederhana

() Tidak memuaskan

MAKLUM BALAS / CADANGAN PENAMBAHEBAIKAN *

Your answer

Figure 37: Third section in form

Based on this google form, | can see all the results from the respondents. Other than that,
| also can see the analysis of every answer based on the question that has been given in this
google form that users have already filled out on the form and also | can read all the suggestions
or responses from them about this virtual bookshelf.

Questions  Responses (g  Settings Total points: 0
* WoRLD AIDC £
DaY 2022
o R A
— - : =
PROGRAM VIRTUAL BOOKSHELF X

BORANG MAKLUM BALAS VIRTUAL BOOKSHELF PTAR KPA.

AMJURAN PERPUSTAKAAN TUN ABDUL RAZAK LITM KAMPUS PUNMCAK ALAM

Figure 38: Total of respondents at the form
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Based on the feedback at the google form, | got 50 responses from the users. Next,
from the form it can be seen that everyone has their own opinion that will make the

answers given are different.

BAHAGIAN A : DEMOGRAFI PENGGUNA

JANTINA IO copy

S0 responses

@ LELAK)
@ PEREMPUAN

Figure 39: Result for gender respondents
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UMUR

30 responses

Status

50 responses

Figure 40: Result for age and status

41

@ 13 hingga 20 tahun

@ 21 hingga 24 tahun

@ =5 tzhun hingga 22 tahun
@ 20 tzhun hingga 38 tahun
@ 40 tzhun hingga 49 tahun
@ 50 tshun dan ke atas

@ 25 tzshun dan ke atas

@ Falziar
@ kakitangan
@ Lain-lzin

10 copy

@ Copy



BAHAGIAN B: PANDANGAN TERHADAP VIRTUAL BOOKSHELF

Adakah virtual bookshelf membantu anda? Q Copy

50 responses

30
27 (54%)

20

18 (36%)

0 (0%) 0 (%)
|

Figure 41: Result from guestion 1

Adakah virtual bookshelf ini mesra pengguna? JD Copy

30 responses

30

27 (54%)

20

A7 (349%)

& (12%)
0 (0%) 0 (0%} bl

Figure 42: Result from question 2

Based on this figure, 54% (27 users) strongly agree that this virtual bookshelf is
user-friendly. Next, 34% (17 users) agree. It can be seen that this virtual bookshelf is user
friendly and can give benefits to the users to get the information that they want easily.
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Adakah bahan yang disediakan berfaedah untuk anda? {D Copy

50 responses

®va
@ Tidak

Figure 43: Result from guestion 3

Foster yang diiklankan adalah mesra pengguna Q Copy

30 responses

30
23 (56%)
20
17 (349%)
10
0 (0% 0 (0%)
o |
1 2
4 3

Figure 44: Result from question 4
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Adakah anda berpuas hati dengan perkhidmatan virtual bookshelf ini? |D Copy

50 responses

@ Sangat Mamuaskan
@ Sederhana

0 Tidzk memuaskan
® Memuaskan

Figure 45: Result from guestion 5

Based on this figure, question 5 showed that 72% of users were very satisfied with
this virtual bookshelf and also satisfied with all the information that has been provided.
Next, it can be seen that 8 users were satisfied and 20% of users chose a simple virtual
bookshelf. Overall, most of the users are given good answers and satisfied with this virtual
bookshelf.

MAKLUM BALAS / CADANGAN PENAMBAHBAIKAN

30 responses

bahan yang disediakan memudahkan pengguna untun membuat kajian. sangat simple

Good job creator!

Semua okay, saya suka sebab maklumat pun senang nak dapat and baca. User interce pun comellll.
TAHMIAH

jika susun atumya lebih mudah dicapai.mungkin lebih efektif

Perkhidmatan virtual bookshelf yang menarik

Sangat baik

Perbaiki talian

Sangat membantu untuk pelajar mencari buku -
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semua baik

MEMINGEATEAN TAHAP MESRA WEBSITE KEPADA PENGGUMA

Good job

Mo, all good.

Sangat suka dan memudahkan pencarian maklumat, teruskan dengan subjek dan topik laingh
Penguat kuasa penyebaran perkhidmatan virtual bookshelf

Virtual Shelf gempakkk

Semua terbaik

Terbaik lah Finas (&

Figure 46: Feedback from users

This is among the feedback and comments from users who have used this virtual
bookshelf. Furthermore, the comments allow me to improve every shortcoming on this
virtual bookshelf. Furthermore, all the comments received from this form are positive
feedback and can also provide convenience to users in searching for information

anywhere and at any time.

3.2.4 Special project obstacles

In implementing this special project there are several obstacles that | went through
to make this special project a success. In addition, in carrying out this special
project, it also gave me a lot of additional knowledge and made me more
enthusiastic in completing my special project, the Virtual Bookshelf. In addition,

among the obstacles | went through were as follows:

« Some of the features cannot be used because they are limited for free
users and must pay the fee first.
< Internet connection problem while uploading the material in this website.

< Some of the books that | want to put in this virtual bookshelf do not have

an ebook format.
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3.2.5 Special project recommendation

> Making more notifications and posters in social media to give exposure to
users, especially students, about this facility so that it will continue to be
used by users in the future.

> Print posters about this virtual bookshelf and put them on the board in the
library. This is because a Qr Code will be placed on the poster which makes
it easier for users to scan the Qr code to directly enter the PTAR KPA
website as well as access the Virtual Bookshelf that has been prepared for
users according to the monthly theme. For example, in December, the
theme is AIDS and all the materials that have been uploaded and provided
on this virtual bookshelf are related to AIDS.

3.2.6 Special project conclusion

In conclusion, this special project which is a virtual bookshelf has many
benefits for users, especially students to get the information that they want. Next,
from this virtual bookshelf, users can get any material that they want anywhere
and anytime without going to the library. Other than that, from the feedback via the
google form that | have spread via WhatsApp and directly to the users, | get a lot
of positive feedback from the users. In addition, by doing this special project, | can
see that there are some websites that provide free ebooks to users but not
everyone knows about their existence. Therefore, by finding and downloading the
books and other material also putting it on this virtual bookshelf, we can help other
users to find out about the existence of this service and the material that has been
provided by the PTAR for users. Last but not least this virtual bookshelf can give
more advantage to the users, especially students to find the books that they want

anytime and anywhere.
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Chapter 4: Industrial Training Reflection

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

This industrial training has provided me with many interesting experiences, given me new
knowledge and also some skills that | have acquired and implemented during this industrial
training. Furthermore, it gives me knowledge and experience to go through the real industry

working in the future. The skills and knowledge that | gained such as:

4.1.1 Communication skills

Communication is very important to anything that related with our life this is because from
the communication, it can help people to more understand for each that will be given and also the
information that want to be delivered. Next, when receiving an instruction, there will be some
things that people do not understand. So based on good communication and asking directly to
deliver the information that clearly can make people easier to understand. Next, if we do not
understand and do not dare to ask, we will make a mistake by doing the task that has been given
and will cause some problem to the task. So, from this industrial training | learn how to
communicate well and also communicate in the right way so that the users also can easily
understand the information that we share with them. Therefore, communication is very important
to make both parties more understand the topic that talks about and also the information that they
want to be delivered.

4.1.2 Computer Skills

During this industrial training also | get to implement my computer skills such as doing the
task that has been for every unit in this PTAR KPA. Other than that, for the first time | was given
the opportunity to create a catalog in the Libsys System which is a library system. In addition, |
also was given the task to key in data and count the data in the template at excel that has been
given by the librarian. Based on my experience from the task it makes me get more knowledge to
use excel very well. Computer skills are very important nowadays because we are in the era of
technology where everything uses computers and systems to get the information and also do all
the work. Therefore, in this industry also used systems and computers to do all the processes
that relate with the library management. Such as borrowing and returning processes and also
cataloging that used computer and system. So, computer skills are very important to everyone

nowadays because all the work uses computers to get the information.
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4.1.3 Cataloging skills

Based on my experience in the cataloging unit for 2 weeks, | gained the knowledge to do
cataloging at the library system which is Libsys. From that, | can gain cataloging skills and do the
task that has been given which is cataloging each new book. Next, the task that has been given
is to fill the information about the books at the library system in the cataloging section. From
there, | can see and know that copy cataloging that has been used by libraries will give the
facilities and make the work easier for librarians. So, it can be seen that from this industrial training
| gained more knowledge about the cataloging skills and about filling in the information of the book

in the library system which is Libsys.

4.1.4 Time management skills

Time management is very important especially when it involves work that requires good
discipline. This is because | was able to learn to better understand and manage my time well so
that every business and task given runs smoothly and is completed within the set time. For
example, when | was given the task of managing student documents to create a digitization
process and at the same time needed to organize them in the university archive. | have also been
given the period and quantity of boxes containing student documents that need to be completed.
Therefore, | need to make a time plan to ensure that each task is given and can be executed well.
In addition, in terms of time management, as long as | was doing this industrial training, | was
able to arrive at the workplace early at the appointed time. Therefore, it is clear that time

management is very important, especially when it comes to real work life in the future.

4.1.5 Management skill

From this industrial training also | learn about the management skills which is about the
management unit in this PTAR KPA. From that | can know and can practice for working life in
future. Other than that, | also learn how to communicate and being formal attitude with the person
that has a great and good position. Other than that, learn about the formal letter for formal

document.
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4.2 Personal thoughts and opinion

a) Self confidence

During this industrial training, we were taught to always be confident and fearless
in all situations, especially during any event or situation. Furthermore, confidence is
required so that those around us can trust us to assign any duty. But make sure it's in the
appropriate spot. For example, we must dress appropriately, begin work with a smile, and
greet everyone we meet. This can create a pleasant environment in which others feel
confident. Furthermore, self-confidence can teach us to constantly remain strong in the
face of life's challenges. For example, | can be confidence when | am being a emcee for
program with primary school and teach them whit in front of some of their teacher. So it

can be seen that self-confidence is a first thing that | learn during this industrial training.

b) Self-management

Self-management abilities are necessary in the workplace. We must be good at
managing ourselves while working, such as when we should get up in the morning, when
we should get dressed, when we should leave for work, and what we need to bring with
us. Problems in the workplace will reduce when our work requirements are completed if
we keep our self-management. Because our self-management is organized, our lives will

be more orderly and emotionally stable.

c) Continuous learning environment

We must always seize the opportunity to learn something new wherever we go.
According to my observations, every employee here always asks other employees
guestions about their work. They may also use this time to learn about the work that has
been assigned to other members of staff. The environment here is excellent since we will
both obtain new knowledge and, if we move departments, we will already have basic job
skills. Furthermore, we can assist one another in completing the assigned assignment. As
an intern student, | am not beyond inquiring about the work activities of the office

employees. My goal for this industrial training is to expand my knowledge.
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d) Leadership

Each department has its own chief, who is responsible for leading all other
workers. It is extremely difficult for employees to execute their jobs if the supervisor
does not carry out his responsibilities. This is because the chief must organize the job
that must be done, plan it, and explain it to the personnel who report to him. Following
that, the work must be supervised by the head so that errors may be recognized and
remedied from the start. A good leader produces good results. So, | am learning about

the leadership skills in during this industrial training.

4.3 Lesson learnt

The most important thing we learn as trainees is the value of collaboration or teamwork.
When an assignment was assigned, the trainees all sat together and discussed what needed to
be done, as well as completing the necessary steps to complete the work. For example, during
this industrial training, my fellow interns and | did tasks such as going through a program with
elementary school students. We discussed together to make this program a success as well as
discuss the activities that will be held at the program. We also provide the necessary equipment
and materials for this program. Finally, when the program started and all the activities began, the
project was successfully done. The trainees were overjoyed and happy with all the activities that

had been done.

Furthermore, in this industrial training can be seen that the learner has learned the
importance of self-discipline. Based on the explanation from the supervisor, we know that
working for every day from 8:00 a.m. to 5:00 p.m and it can improve the trainee's discipline. The
student also learned that if they needed to leave the office for personal reasons, they needed to
ask permission from their supervisor. The trainee had to take an emergency leave of absence for
personal reasons as well. Furthermore, trainees who want to request leave must fill out the form
three days before the desired date. This is a rule that every organization must observe. As a

result, the trainees can exercise self-control by not taking leave whenever they wish.

Furthermore, trainees learn more about responsibility from this industrial training, which
is in any task that the trainee needs to do that has been assigned by the staff for each unit. The
work that has been assigned should be accomplished appropriately and on time. This is because

when people trust us, they will want us to assume responsibility for the work. It can be seen from
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this industrial training, as student interns need to accept the work and do it right as a training for
working life in future. This industrial training makes me learn about the responsibility more about
the task that has been given in working life in future that must do well and right because it can
show our attitude and trust to the manager.

In addition, the lessons that have been received based on this industrial training are about
effective communication. This is because good communication leads to a positive work
environment. Aside from that, communication is essential to avoid misconceptions, which can
lead to conflict inside the business. If any misunderstanding happens, we will start arguing with
each other if communication is not effectively transmitted. As a result, the work cannot be done
well. So, communication is very important to share any information to avoid any

misunderstanding.

4.4 Limitation and recommendation

Limitation Recommendation

Lack of skill When | was assigned to manage the library,
has one unit in this library that only has one
staff that do every task and also manage all the
process which is “Unit Jilid”. This unit are to
manage the saving book from any damaged.
From my observation only one staff in this
department. My opinions is library must open
vacancy for the staff to help staff in “Unit Jilid”
especially can open vacancy for students
industrial training because they have a skill
that can help that staff in that unit to save the

books from any damaged.

Poor Internet Connection Based on my observation during internship, |
always hear complaining about the Internet
Connection from the user especially when

students that want to do their assignment and
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also enter lecture class in the library. My
opinion is so upgrades and also to attract more
users come to the library are library must
upgrade Internet connection with 5G that can
manage and provide a good connection to all

users and also library system.

Problem Barrier gate

The problem that users always faced when
want to enter the library are when they want to
enter from barrier gate. Their Qr Code
sometimes cannot detect because of the
system that need a good Internet connection
and sometimes system down. Its also always
get a complaining issue from the users. My
opinion is management must change Qr code
at the student’s card to the bar code to make

user easier enter by using the student’s card.

Book drop machine does not function well

The problem that user face also are when they
want to use book drop to returning books
without go to the counter. This is because book
drop machine does not function well and
always system down. My recommendation is
library must make a maintenance periodically

to make user easier to use it.

Table 2: Limitation and recommendation
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CONCLUSION

In conclusion, | learnt a lot from varied experiences, practical skills, communication skills,
ethics, and professionalism during my five months of industrial training at Perpustakaan Tun
Abdul Razak (PTAR) Campus Puncak Alam. In terms of technical skills, I've learnt how to use the
Libsys system, as well as how to use Microsoft Excel to key in data from the syllabus and data
from the system. This industrial training also taught me how to better organize my work.
Furthermore, this professional training taught me to be punctual and to follow the instructions for
each assignment assigned to me. Working with staff from various professions and expertise
provided me with a wealth of experience. In addition, | also had some issues with the work | was
given as well and also about my special project. These difficulties provided me with the opportunity
to learn how to cope with and handle them effectively. When faced with obstacles at work, these
constant issues provide me with the opportunity to be an innovative and also creative person in
future. Other than that, after five months of industrial training, | noticed that | had made significant
progress since my first day at PTAR KPA. Last but not least, students should take advantage of
industrial training in any field linked to their own profession, this is because it will provide
opportunities to students to get both skills and experience that very greatly and also give benefits

to them in future.
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Change status books from OS to Retro
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PRACTICAL TRAINING

LOG BOOK
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Instructions

This book is issued to you to provide a history of your training and to act as
a weekly record by the work on which you are engaged.

Student's responsiblities for keeping log book up-to-date

Immediately this book is issued to you, you should, in consultation with
your Training Officer, complete the detail required on the pravious page.

It is your responsiblity to make the main entries of the log book and keep it
up to date. Entries must be regularly initialled by your Supervisor, You must
ensure that

1. It is available at your place of work during your training.

2. All entries, except sketches, are made in ink.

3. Entrles are made within a week of the work to which they refer,

4. The book is handed to your training officer for retention on your return to
UiTM and this will later be handed to the head of schocel for grading.

Recording

The log book should countain the following information:

1. A neal concise description of each of your training locations and the work
on which you are engaged

2. Relevant skelches, data and circuit diagrame,

1. References lo texibooks, standards and and other lechnical information
ralated to the work being under taken.

4. Constructive comment on the work being underaken and your
consdered opinion as to ils value as training.




1. Student’s Name s AMEELH SHATEENAZ N1 GORHAW

2. Date & Place of Birth : #o0144 s HospitaL  TeNdova wnRANG

3. UiTM 1/C No. 1 Jdo\agogocs

4. Course :_Lib@y managemeny -

5. Year s D002 Part *

6. Home Address S LAMPUNG HAJL RALAW  4ssoo TANDONG waRANG
AN

7. Address During Practical Training: rereusmyann v as0uL apraw

unvernki Tewnolo, Mara  Selungor Kampus ,0dnddv Punca e
flam ,42300 Randdv Puncal Alam « seigngov

8. Place of Training s PTAR UAMPUS puniLale ALBIN

9. Name of Supervisor In-Charge : ruaw sm Fhziiva Buai Mowamed FAFES

10. Duration of Training

From: \ hb sepittnbes 2032 To: 3y danvari 3023

FOR OFFICE USE ONLY:

11. Remarks: [Dean/ Course Tutor]
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e are cleaned ali Me document gnd removed qji +he

Stapler at he clocymen + .

muys¥f
Lyrhe reqion of {remove 9li the ouif and fhqpiet at The docume A

re becaure 1o FPeP all docymenic ©n good Condikong and

witheyl anydamage happen

3o /12832

S M doo unhl €36 9m, I am domg my deilly 1o0,fne twhich i
! J

Qrreing € the boofsr ai levely aqne drrange  qil The ool Ly

cai) nymber .

- Afttr thal § am conkned domg the tail dha] hg: beeh grven

and teok ofhe box gi Ihe  grchve univetbly bo do o cleanMgy

prowil for 4ha  olocumen]  Le fare do}"}f’»j the next J'l-ef

put Jhe bo x mede the  bvx crche ypjveraly .« Today  we
- o Y,

[hith cleaning proceT 3 boy and argnge it af The Srchive

e [ X7 boy .

pij12]20)3

hirﬂfrr-cro Unfil €30 g-m_ [ am doing my dm’l& reudne which 1)

dmange fhe boolcs qf level 3 and fooj fhe book: qt Fhs Pollpy .

Affer thal damanoge by call hymber and also put af fhe

suitqbte sheff-

-~ LINA BINTI

Pustakawan H

i
Universiti Teknofdgi MARA- = =0 = cmonnny,
Kampus Puneak Alam' L Rl

HAMED RA -
Lalfan (544)

AUT NG LR

42300 Bandar Puitcak Alam
Solimpor
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Exact Nature of Work Done

Supervisors
Remarks

= After thal, T am tonh")ucdofbg; the tasf 1hgf hgc bebh

ejﬂrft) wh it h do;‘ng the ”fqn”y}uq procest fr v Fhe doCU”\?ﬁf

before pyf M Jhe archae univerity pox . Ofher 7han fhqt,

my fiend and I doMg 4 box for 9 day and arange all

fhe docyment rafide the qrehive yay rerfity box .

oJfJ:!JOJl

> A F00 unh] 30 a'm T am domgmyduily roufine W hith iJ
- L=

grahge Jhe bogjt & g7 Jerel ¢ and aliv qranged booltr folio wed
v A

&;1 fhe calf number .

> Affer that, I am conknue olorng the fask Thal has been qjve,

whith i{ Ceaning precely oand removedill fthe ifqpiesr QFf Fhe

documeny . Other Stapler, § am alio mare Sure fha¥ +h e docund

quetd fram  any dult- thig 1 becquse To mapa sure the docume

It

a!tuat/r in q(a'OOd con arhond . for hdﬂy‘ we qre syceesful Rerith 4

bk

oS/ [l1022
PALY

% A1 Fo0 yafkl §30 a-m I am 49Mg my daily matine W hich

amange the books qf ferel 4 qnol ook the books gqf Trojlpy
J

fo amange {,call humber.

> Nexf, I am gomng To 1he  orchive univeredy room and conhnug
v

doing the task +hg1 has been given which /¢ creaning proces -

For Yhe cleaning procers, I Gm doilg properly a9d maqie

Jure 1hqt alt documeants in a geod condifonsr . T am

remove qll the sraPlks gnd oyrf at-the oocuments . nmexfy

put bace all +he gocyments Gnird€ archive uajverity box,

For foday, &' Succerfylly finith 4 box »
e 4

SITI FAZLINA BINT|

| MOHAMED RAFL .

Pustakawan

n(S347
bdul Razak

Perpustakaan T
i g

. Kampus P
42300 Bandai

ncak Alam
Puncak Alam

SCtABOT
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06/2f1032

|

> At €00 upfj & o g m, T gm doDJg my daify rouhneé whith s

atrange the booky af level 3 andalso teok The books 9/
J

o lley 4o Grgnge Ffollowed by call humberg

£ ;}.ﬁerihaﬁ J am confnu ¢ ofomg Fhe g5} .,hqf- hgo been given

which is doing {he cleanmg POcess for $he documen!s 12 pyt

fhe qech™ Universty Loy - Thit Step and proerss h qiway

Mmaje Jure that QU oocuments 1n g good o0 dkenc and

avord fdm G0y olamadge hapeen - For today, my iend and I
L £ Y

SMccers fyi Fnish clegning precess For & boia-

0%[12/2022 > At &oo unfil €30 am ] am doing mg daily roubn® which
bo ojes
1§ qgrrange the boogs gt Ieve| $ ognd arrange fhe/ at toliey
Posfowed by calf hum bers .
74
> Nexi, T am confinul ooing +he task That hgc been giveh which
4 [*4

iS_dog the cleaning procey _ang 1 Succeeded &nith s box
for 'f'odaq -1 am make cuie that +here are po grgplers or
dus# 'FW any documents before pyf iMside ihe un)w’rﬁm.
circhives

OfJ(2[2012 > At §-00 4nhl €30 am 1 am d0ing mydaily routine _which

o arrange the books of CAhelf polfowed by cqll Numberr .

ofher Than thad T am qifo toen the boofs qf moijey .

- Afterthat, | am conhnue doing 4he fask thal har been aiven

whit h L _olgmo] The C‘(t’t?ﬂﬁ‘lgy procens Tych as t#move onf The

srapler ot the olocyments and alio Clean yp all The dyspr qf edocd

mon fe .

Othev than that, Thq’cuj I fucceeded ﬁ‘n,,fj'h < boxg and

alio put ai the bo x umverﬂy archivesr .

ol e BIN
]
Pustakawg ﬁgf({émED RA} g1
PerpuslakdanT Abdul Razak o
niversiti Te logi AR;:
ampus kAlam 7
42300 Bandar uncak Alam

elangor
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04[12{2622

2 A fo0 unfl €20 am, T am doMg mg daily Wakne whidh i3

qrrange Th e boofs af shelf aceo=l MG by cql number . T am

also t00fc the books qf Piutey qad amange bycaqll Number .

= Next, T am _confnue domg the task thatf has heen giien

whith r§ domg the cieanmg procely for the documenfy fefore

pyl gt the YANCIRly Greh ve

Apger that my bieadand I et Mes- £22lMg whichit Libranan

n the PTAR pyncalcslam 4o &nou +he Tasic that her do . She

Shared many Informafion & pectally. about thiy uni}. 0ther than|

mqf, She ;1 qld0 1 thared aAboul- her tast at admmfpafee

Ppart of The erggnfRafieq - fuch af -

managing pranning

N, S—— avrzimate  Spafge
u
P’{amnihg and
Sovernan s of archiva/ liorary qualily .
mate ngl s =

planning the  consevvakon
of b eckon

and archivell
mafenaal -

Mex{ Mra-Failina also schared {hqi there aqre_cyctem 1hqt

used tv manage fhe parfef kG b wch s -

" fyrfem e-mesyyarat Uim’

= thit (yol#/m fo mangfe the calendeér qned airo meefngs .

fusttm Execufve Informaton Syctem ’LEIS)

> il Lyrfem for enline ey in i

D everqy ymit mudl keg m ypdate evewy month

3 {hit yohm for StahThec:
oo WLl Cheolke al) detoils i R Sysem Offer

Gaff updortes -

Syctem HR2w

> Thin &ystetm  Por  wey (N gftencgn <24

= To wpolate Por hoficlay

2 Thi Sylfem qlr0  mondor  fo halieay - i
SITI FAZLINA BINTI\MOHAMED RAF:
Pustakawan|ilanan (544)
Perpustakaan ul Razak

Universiti TéKfiglogi MARA:

Kampus Pu

42300 Bandar Phuicak Alam.

Selangor
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PANC__0FA_ (4 hivee Mapagement Sydem)

=2 Hhil_syclem for weg in  persong ! data of-fiudentc.

—fhe procery O0f AmS Cychgi T

scan| > [metadate] > Japproval change no-

[ ==alf l aApproved {

L

ueg?n FhJEn/ !

5 hrehive are dpeciul becagre  only have | kP such_as

wbhil penerimaan ferod renhing yaierih

*bil nJulkan baghanh arkib COpa)

¥4t permohonan pelupurqn cekod

Fiq  wencultak penguaesah reked .

o RN L M e e sl

I ANZANININ

LNR%\MMDM

12](2]202>

> Bt 500 unfl &30 am, T am doimg my ddily roufne whith

it avrange the bookf dccord™mg by call nymber-Toddy ¥ am

0oing 1 +he new library in L4mpus Puncak AMam whith it

PAL KBS -

= Ncpqi'\n it Nbavy me and my Fdend med M - Norlizg

whith a lipanan M 4nil Lb@any « Mg oviipa are briefng

o W Some parts and seckon  in thit librawy Such af

om dilcusGoh , (T mom , LAT 4 etc - Odner Yhan that,

Mrg- NovrifLa alle qives ui t=ck whith 1 mate ahn exhibiton

pn 4ne nokte voarsl in thil librarny and WE pan v make

about the Foumey in Malgysa and about the Iifof rame

Do

Mwiler W Malagba - Ofhe r than +hat, She qlio 9ives U4g gty

JIORLIZA OTHMAN

o change (abel of quofes it 1hil I brary ond process for

printng cenictL -
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B3R [262)

= M §o0 unkl £230 qa.m , T am doing My day rouhne

Which i1 avapnpe the boekr bY call number and 100l {he

books ot Aelley and ardng e M dhe SURAbLE the I o lloweed

by call numbers -

> Nvext, T am conhoue  oloing he 4ask Yhal phas bees given

whichid prepare the moafesd! tor make fhe exhibibond-

T am doing research v get the informahoa and

tmd a good ehotes 1o Put gt fhe exhNbifvas .

14 112)2022

> at b00unhl &30 am, [ am doTng mydaily pubne

which I{_amrange  {he books at trolley  cjjowed bycall

number .

= pexd, T am cenfnue oloing the fadk that hgs been ghen

which it doing the pindng qll the matesiats for mate 1he

exhibifons and matc e some rereQrch v Mol sure +hat

all the mformahfion inqgt has been pang aAre levanct gnd

true - Mier that, I am contnue domg other rescareh fo

the (iT7Hs of prime minitter .

€112 1022

> M 00 unkl 830 gm, t am cloing mydaily reubne

whith (r Aranage +he books followed Sy call humbers and

Jook fhe books at tlley to amange qf +he suHable

Shelf.

A Mexl, 1 gm conbnue doing #he fatk 1hqt hai been given

which it Mqke q Pprycest $or prinkng rervice - Thizi!

bhecayle o molke user 'egkly underclond +ha sfe pr Ao

use PNANY  reéryice In  libiary .

NORLIZA OTHMAN

PUSTaR Raran
PTAR UiTM Cawangan Selangor

g
42300 Puncak Alam Selangor
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lof 2] 2020

> A+8°0 unfl &40 am, I amdeing mydafly roufinc

whith iy amange 1he books followed by eqil nymbery

Other than that, J am alid tvor books at frolley t~ pyf g4

the duitgble helf Accardag tqll numbers .

> nexd, T amconfnus oomg my task {hat hat been given .

Pday I’ am Ccondnus 4o oo Exhibihon M thic Mbrary «

hotree boged - Me _and my fiénd- Sturts fo decerate fhe

nofce board and pyt all the Thformghon +that has

bten done Print and |am/nate fhe paprers . oiher than +hai)

ut olio chagnged ql| {he ggyotesr at €very (helf witha

hew quofes thot with fresh words ancl feelmgq .

19112)3612

19 A &o0 unkl &30 am, T am doing my dafly rmufne

which if amgnge ali +he books al +he ¥rlley occosimd by
174 4

the €qil humberc -

-%prff I am 9Y4/n9 1o meed mreimyargh whichie one of

dtaff inthit PTAR RAGS 1o kaow +he fqiks and fhe Jok thgi

her do . jhere qre many mfemabon thed her: Shared

espe ciafly aboy? +his ITAR KAB: cnd her +asks - Hey tocts

SuCh ai dnanaqe the @untfer sevvice , oJping the 10cql content

arkele Mdexn9g  virtug|exhibikons cind alsd qeeepfqne

every [(Dumal -

> Ofher than fhaf, mrr -munivgh alro  shared infos rmafron tha t

i this libryry e only olaing Seryjce fo yser and specifeqily

for facully oflio Shdentr aqris aqnd dedigh - Thre [ibrary QltoU s

7N

Sgme syYsHem in PTAR KPA whiTh {1 Wilc - All the cafaloguing

J
NORLIZA OTHMAN

Jhe boofcs ghd £OME procert Are manoage by PTRR kPA .

Fusia } Kanan
Seldngor

iy
am Sgalanane
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20[i2f2022

> M E-00 unkl 30 a'm I ‘am dohng my dail 4 routne which ({

anang e the book: frhowed by call numbers and teok dhe

ookt At PeWEY and anan9e at <dimble welf .

P Next , my Hiend and 3 wet Mre - NYrhayak Yo unow the

tasu_thather oidin thic Gy - The task That her did are

REIWVING A hew boors, Y M km?\ak for o new books fov

publitheéd  and also He Aalk dhat hev did a  Seyye dgev Th

counte v cytlomers (eyyid -

2 Afdevdhol, T am ding pomoton ot counter for my speval

proftcd whith if QIE Ur 4o gy code the iton qv code in

Poster 40 go do my Viriual bookshelf- HHhev than that , 4€ll 4em

gome funchon  and beheRis of Yos viviual bootshelf

user &rpe&v,u‘j .

I [(r]r022 . M 00 unkl 830 a-m LI am dowmg my daily rogkine whith i

anange the boojls  at iley acw@dMg by call numbedds - 0ther {ing

n

Wat [ am took the booH and anmnoe % sMiTmb(é g heyd -

> Netd, 1 mel Mr-Faudl 4o unow the ik Hhatb hed@

™My pTPKAES - He it shared  some MEwmakon nat

very mporinint espectaly apout wid sk - The task thort

Wit did guch as -

24hes emindors -
- Emai]

/J
Pregpac® o fme remnded jeHer apd Sent-o  Siwdentt e fetev ()

ERNTEN
Islenn s )

= b0 matena g
g 1o | confent Sor kopit (ivfe medvr cremive)

v LYear

Manane boots faat hal poblem (9oye Swiry 7V ')

NANAYE Yo kbl T—tangk

%

Inker- Vibray foan - N

o
5 —

ORLIZA gTHMAN
Puslakawan Kanan
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> M- §00 unkl €30 am, 1 qm doing MY daly voutne

Jlgllgxo)x

which V8 avange ¥at booki o 8 helf ponowed by call nymber .

Dihe v thar thnd 1 am s ook ke books Af by b

aTande pt Ahe suiavie shelf-

7 Nexk ) am gomg b couniy and ogne the ervites to the

ulers MW o8 borrpwing | rehvnihg  and hup them fnd

booki Anoyt dney wianl ™ O tac. 0ty than thal, T am

aljo _conbMuUL gomote my yeanml pogect 0 i ukr( im

VTRE Wppo .

23 [132022

> At 8o until €50 A'Mm . T am detyg my 4aily makneg whith

iV anange trebooks at evew rnelf  fajowed hy call number

Other fhan thal T am alsv ook the ook a4 drolley and arran oe

in dhe tuitahbie Shelf accordf by call number:

P Nexd, 1 am aiso doing the task thal Mvg Mo gve o 0
o

which iV AWONDL Mg fooe) denated Som lectures 1o Shadends -

Mhe v than Yaat, I am qli0 dve pne by 6ne o 4he e {hod

tome to Ywe bravy.

12 M that, )] A sat At dhe loupder and qave fne Pevwvill§

Yo the ot tral oced help guch ad pankre ; bowvowing and

remm‘m@ Other thean ek § am fepch Wery how Yo

tond aekrlel in OnnE dadabate  Uiw -

FrNedh 1 med Mg Nria B bisehine with herabout We sk

1

ol her do tn FTREEABs- She i one 9f dhe Yomwvian Th dnil

FTAR LAGS - The fosle that MIS Noniza did such ai:
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1> Nexd, there awe proeest v MONARE bsok that hat 4 tobiém - The

Pl fuch as - 3,

\cnculcﬂw‘oh %He\lef*\‘on u\pda'}f—l_} J diveacd pre g L;} fwv bmdiig |
l 2 _‘[_ y - i

ey M _accn

ST

|

add & Ep—gigm-i‘ i evzk gsmj é,V‘iu bmﬂ
o e L |
Me ' s G i) r \ Yo pmndey [

\

o

Ccle prcefy

> Pouct o gn} dokumen *° gut ™ book | 4ot (hould senl o

~ Wntk JIbA 7.

Repords — bndmg) . — _ odey D > submit

ex : {31
|
—
gvmi 2 o downlodd
copres

Vesgy . ey

\ gy M- savAp;

Miev that, tnere ace ollo pocesi for matenal w tvan 6l - Matesal

m-bankt  i¢ the books thalt not be loaq by ¢iapr €aBs but

uert yefum pa PTAE LA - TTRE wbBf must Mmanage to

Aanwt YW boOES - The proeery Such as )

Grculation -5  collechon > tmnsfer =5 topy sdeiu)

Lotaunid)

“Abdae s Yo e
v
Suli} [ C'l-‘j::; — pcen %‘a
i NORLIZA OTHMAN

hR
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Rwswer all the gueskiont fom wiert juch af:

¥ how @ mifall-3mendejs
) endno

] shwdenti .
Dig the clogy with 4 ch ol 0nIne databnfe ko ngevy o

ontme

Repease bools tmat new and put ot shelf ™ the hbmwy.
] CJ

Ding kew  dafl  for skudenti  fspuw and 35¢ -

Mre-novia Also wall Chéckk aviiue mdeging bffove veleqse

ond b8ND modermtoy  fov W pg) -

Find tocal content ko faculty FSpu

7R

RLIZA OTHMAN




Supervisors

Date Exact Nature of Work Done Refrarks
2 [] e @ IL v
N ERAN TN el
C)
Of] v/~ a s
S AT )Y
L]
26 Jiaf 2022 /) NI Qo
g U JAQ
LI_I = !f’? L
uhu! ‘;!J’!A’O{@}/j/
2H 122002 M- €00 unki &0 am, I am domg my daily muhing which i

ananae the boops at erel 3 And a\so joob  4ne oo at hroley -

Nexd ; avenge oy call DUmbery

Nexl 90 4o 4we hew: uit which T digs o) Woovy undev MY-Aahad-

M\} mend mndl met MY -Branad Y Unow Ihe dae dhed hi¢ doing
v 4

wnich S update overudoy ddily ©Oubng wie (raff |, next wu i the

u?qm‘t At ihe e ee] . Next Mo Atshad a)so vey n Aata uievy

Ik come 40 dhe Vo evevyday <The St aed from dhe baniév
¥ J

t?“\r/H'{ and wob\e Apps

Onev tpon dnal. M- pravad alio shared Tafe rmaton  tome Miown 4

Hon

About oA vy webinte - The formaken Ynat Wi Ahdd Shard 3 ch

NS Sopwmre “red=tdat  and thid SOMWore  for condro| computers

fov ool the d¥play FOF deldfop o

Nm, Me-Arhnd gaves o uwi tosk  waich i maxe the goifev

Yo promott  dutmbaie Fov ligp’ al level 4 PTARKPA -

Perpusta

Teknologi Makjumat
n Tun Abdul Razak

UIMTM C:

Kampus Puncak Alem = i

awangen seamgor
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28] ] 222

At 600 unhl §-0 am, 3 am dowmg my daily yvoukng Whith i}

anang e the books at level 4 And te0F tre beoks At trolley

AL 0 avTange by Call puwmbers .

Next, wmy &iend ond T med Mre ifan 2 wnow tee dask wat

hir doing - Mr- lifan wai brittng Y uy and ghared (eme ihfermalson

aboyt hil forsle which™ mgnap e Ine customer fevi@ and usivg

sugtemn 0ccs - Diher dhan that Medasic that M irgan doMg

Mt Al

a) Mando e Yoy Webek | About uz

divectevy SHaff
* update Mmvmakon avout Opanakon cha rt .

¥ update  conkents ™ webinie Y Briele

J

7 \iprary exmbition

) bannev wéb ( g)NNo YN M nD

F) Libran) publicakons

T RRTE VI WMalT A podtty anp)

¥ malw grapnit desian muct Swch | neeks befere e vints |

* Jegm tchnical for Live @ Ak

0 Mana ging Wby 1O equiymint and qudio -vizual

eqiiprerty .

¥ heubshoot  equitment KT Wy -

4) Rrrange  the boows apd help wiet &ind booler AFOPAE Al

boolzmg th &ygtem  PRE €V - Bhee thow oo vetp to_settira( and

Mahooje Al e equipmint 1T lWo@ny -

39 [i2fap22

M-§-00 Unhl Fioam, ([ amdomng my datly roghne

which 7t arrgnge boofks qf leve| 3 and fook boolts af heiley

oido  quange beofi  Pojjo wed by calf hum bery.

Nexy, 1 am gong ko med Mr- Sygzan: AL which s head

of [T unit in PIARKPA - Heis qiso $hared some iaformeifion




Supervisors

Date Exact Nature of Work Done
Remarks

4o me and My £iend * Th€INPrMmaghon Jhayd hos been <k agred

relafed with 1r depgriment guch cy fhe systEm  dhgl be

uged m thiy uaiF whith iV gygkm Deesd This syrfem  yied ince

201F and the funchon of thid syifem 9re controf qj Lc_ih This

librginy gfso only h9 € log licehse. 2ther Ffunthon Such G9!

send Mesigg g

® ool PC s, 1ock Pc Cshytoown [tesdart)

L3 see qil the athuky m pc .

o iyl of P art 56 Pc  and Pc thaf canh be yreg only

54 Inctycle with 1 Seonner and 3 pc Hhesiy -

— S |
thit pc block for intemed

At’fC{qJ{ enly can wetw

i
L B U

Ofher than that, Jhesyrem that used ™ I depariment are

Mylm which i7 +his syrfem for ofoing pdnhng procesi 9hg/

Checle pagNﬂ7[ from Users. fex) Me AT qiio Shgred Mrmgho s

t+hal Pach 4 yegrs  Pcih ITbrgey whil changt fo nAcw Pc-

M the proedd” degl for pyying gng-reliimg Pc 0 IT
v v v

depgrineal unde, Mt A}Ef.

dolnf2022 M-g-00 Unkl §20 am. T am doing muy dally utne whith it
w

nange the booki at tevel & and $00¢ Vooky gt HollEY oo aviunge

fop\owed by @\ humberg -
LV}

Nox) med - dshad e 0vERng) aboul Webkie PTAR and e :

sofheve
Sadeen fhoat thi N EbsK oy wsed ace VoMo , Nexy from

Olhr thom Hhan . pawdl AlY fo,  seoirch engme fov ikt friEn dln.f :

Lov EXamPle, wnén Wy gearch  Jhp inforwnaton WA\ appeav .

|

|

Wl mwitwnre Al wetd Sp page pwdev  for kmpinte -
1

\

|

Nexh dy i in Malygn  yywd  Goffware 2Toomidl fov 6 £Cinld

Wl [ /j(

syAZAN{ALIF ADUKA
Penolong Peg eknologi Maklumat
L {

Kampus Puncak Alam - 00
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Begides _other Mbprmakwn  tnod was becn swaved by wr Archad
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