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ABSTRACT

This report has been written by the training based on industrial training the period from 1%
February 2018 to 30" June 2018 at Authentic Ventures Sdn Bhd in Customer Success
Department. Authentic Venture Sdn Bhd is a company that providing systems for other
organization in order to help them growing their business which is focused for SMEs. The main
product for Authentic Venture Sdn Bhd is OfficeCentral System. For these 5 months of
internship, the student been given the opportunity to complete the industrial training programme
as one of the trainer in Authentic Venture Sdn Bhd. Besides that, the student also need to prepare

the user manual for the system that have in that organization.

Keywords: Customer Success Department, Training, User Manual, Support Team, Trainer
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CHAPTER 1

INTRODUCTION



1.0 Introduction

1.1 Background of the organization

Venture

Figure 1 : Authentic Venture Sdn Bhd

Authentic Venture Sdn Bhd is a company that providing systems for other
organization in order to help them growing their business. The company has been
established on 2 November 2002, which is has been operated about 15 years ago. The

headquarter located at Bandar Baru Bangi, Selangor.

Since 2011, Authentic Venture Sdn Bhd has held more than 100 ICT For Growth.
Authentic Venture Sdn Bhd is a software development company established in 2002.
Authentic Venture Sdn Bhd is recognized as MSC status, Microsoft Certified Partner,
MDeC Score, CMMI , NEF-Awani 2013 Award in the Best Category of ICT
Solutions for SMEs and has won the Asia Pacific ICT Award for the "Best
infrastructure Tools" Category 2016 as well as the recognition of the "TOP 100SME
Fast Moving Company" 2016. Nowadays, the company has gain a big trust from the
government agencies, corporate companies and SME’s using the system that suitable
for them. Amongst the big client of the company are such as Majlis Amanah Rakyat
(MARA), Filem Nasional Malaysia (FINAS), Malaysian Investment Development
Authority (MIDA), Sustainable Energy Development Authority Malaysia (SEDA),

Felcra Berhad (FELCRA), Tenaga Nasional Berhad (TNB), Universiti Teknologi



Mara (UiTM), Universiti Malaya (UM), and Yayasan Pembangunan Ekonomi Islam

Malaysia (YaPEIM).

Among the Authentic Venture products are OfficeCentral, eTrax, AssetCentral, and
Zioola. OfficeCentral products are the main products of the company's Authentic
Venture Sdn Bhd and are focused on improving the productivity of small and

medium-sized industries.

Since 2011, Authentic Venture has held more than 100 ICT For Growth Seminars and

has been participated by more than 5,000 entrepreneurs throughout the country.

Besides having a company based in Malaysia, the Authentic Venture try to expand
their business and market their products to overseas such as Indonesia and India. The
business start launching in Indonesia on 18 March 2015. Meanwhile, the company
starts their business expansion in India starting on 27 February 2017. Total of the
staff until year of 2017 in the company is 25 staffs including the staff in Malaysia,
Indonesia and India. Table 2.1 shows the details about the companies registered under

this organization:

Table 1: List of Companies

_C-(;untry Name of the Coml;a_ny i State

India AVSB Solutions Private Limited Chennai

|
Indonesia | PT Solusi Awani Bintoro

|




At Authentic Venture, this company value family spirit, tteamwork and invest in the
human capital development, empowering team with knowledge and thirst to be the
best and to provide the best. This company also have a dedicated team specially for
training, engagement and providing great support to the clients. Therefore, this

company always ensure that all clients always get the best customer experience.

Besides that, Authentic Venture Sdn Bhd also provides e-leaming materials and good
online presence that will help customers to implement solutions in their company.
This company offer competitive pricing with great products and service level, making

it a great investment for customers.



1.1.1 Location of Authentic Ventures Sdn Bhd

The address of Authentic Venture company is at:
No. 906B, Level 2, Block D, Kompleks Diamond, Bangi Business Park,
43650 Bandar Baru Bangi, Selangor, Malaysia.
Company contact number: 03-2724 3826 / 03-8922 1493
Working hours for Authentic Venture is:
Monday — Friday (9.00 am — 6.00 pm)
Lunch Break : Monday — Thursday (1 Hour)
Friday (2 Hours)

Working hours for support team in Authentic Venture is:
Monday - Friday (8.00 am - 5.00 pm (support) 5.00 pm - 6.00 pm (closed ticket))

Saturday (8.00 am - 6.00 pm)

-3

"AUTHENﬂC VENTURE SDNBHD
No. 9068 Level 2 Block D. Kempleks '
Dfamond. Bangi Business Park. 43650
Bandar Baru Bangi, Selangor.

Figure 2 : Maps of location Authentic Venture Sdn Bhd



1.1.2 Facilities provided

Meeting room
Any discussion or conflict will be discussed in the meeting room so that everyone will

get the same message and clear with the mission and meaning.

Prayer room
90% of the company member are muslim. Hence, they provide prayer room or

“musolla” to enable all the staff perform their obligation towards their religion and do

their work as well.

Training room

Every Friday, AVSB will do some activities to release their staff’s stress for instance
book presentation and team building. Training room will be the placed for them to do
the activities. Nevertheless, training room is not only for staff used, but for clients

used as well. Any training regarding the system will be done here.

Figure 3 : Meeting Room Figure 4 : Training Room



1.1.3 Vision and Mission

Vision: To be the world leader in providing the best cloud-based solutions to

organizations that help them grow their business.

Mission: To enable businesses and organizations to realize their full potential and
grow their business with world class cloud-based solutions and services delivered by
extraordinary team members focusing on providing the best customer experience,

while attaining high profit and growth.

The main focus of the Authentic Venture Sdn Bhd is desire to be the best among the
others, a healthy and sustainable system for generations to use. In order to accomplish
this, established management practices are combined with learm and educate staff and

internship to be more innovative and practical.

AVSB’s work will contain the utmost integrity through scientific inquiry and strategic,
applied methodologies. This is inclusive of adaptive management principles, applying
what is learned to future endeavors that will bring “WOW?” experienced to all people
who join it. AVSB is committed to respecting and encouraging input from an array of
stakeholders. Additionally, the organization is dedicated to maintaining a supportive

environment for its diverse interdisciplinary team. Our values are:



Desire to be the best
We need to be the best cloud company who can help many entrepreneurs in managing

their business.

Learn, Educate, Innovative
Everything that we do are to educate people to be more innovative and acknowledge

them to learn a new thing that can bring benefit to them.

Responsible

We only hire people with collective responsible for their action.

Collaborative
We work together globally to deliver a consistent brand experience and partner

together locally to provide the best client solution



1.1.4 Authentic Venture Sdn Bhd Corporate Logo

Venture

Figure 5 : Authentic Venture Sdn Bhd Corporate Logo

In the company logo, there are some meanings that the intern can describe. V means a
victory. The company has proof of its victory of the establishment for 15 years.
Meanwhile, the word of Venture is for the risk and challenge that the company have
faced in the business throughout its establishments. In addition, the ring in the capital
of V means global. The company is trying to develop their business into global for a
better recognition, as the company now has expand its business in Indonesia and India.
As for the red colour in the company logo, it means brave and courages of the
company to venture a new area of the business. The blue colour shows the happiness

and environment of the staff in the company.



1.1.5 Company’s Product

@) o=mcecenTeaL

Figure 6 : OfficeCentral System

OfficeCentral is the main product of Authentic Venture. OfficeCentral is system
developed for Small and Medium Enterprise (SME’s), private and the
government sectors to manage their office effectively and efficiently easily
anywhere they are. Besides that, the mobile application also provided for the
staff to make them easier to apply for leave management, print their salary slip
and others (Authentic Venture Sdn Bhd, n.d). The advantage of these system is
placed under one roof and easier for the organization to handle their daily
management. OfficeCentral is an integrated office management system which
contains :
¢  Human Resource Management module (HRMS)
v HR management system is one of the key internal organization process
that can be efficiently done by computerization.
v" Staff can apply for leave, submit claims and all the approval process can
be done online, from anywhere they are.
e  Payroll module
v' The payroll system provide a variety of calculation for payroll
management.
v OfficeCentral also generate automatically the statutory forms such as

Employees Provident Fund (EPF), Perkeso (SOCSO) and Zakat.

10



e  Accounting module (GST-Compliance) and Finance

v

v

OfficeCentral Accounting system provide a powerful accounting dashbord
and reports.

The system is easy for accountants and non-accountants to use.

The system is automates double entry, allowing bookkeeping for the
company to be done efficiently and minimize human error.

The system is the first batch of GST-Compliance with Kastam.

e  Customer Relationship Management module (CRM)

v

v

The system is allows centralization of sales and marketing efforts,
reducing possibility of loss opportunity when sales executive resign.

This system is provided to record the customer database.

v' This system also provide in terms of billing such as make a quotation,

invoice and receipt.

e Point of Sales module (POS)

This system allows the staff to monitor sales.

The system is using a location-based with a multiple lane and stock
management.

The system also provide a powerful dashboards, reports and statistics

besides can export the transactions into accounting.

OfficeCentral is a system that will help entrepreneurs to better manage their
operations. Staff and staff will work with each other, through the same database.
Reports such as financial records can be obtained immediately because the system can
be accessed anywhere and anytime. All solutions are in the cloud to enable full

control at minimal cost.

11



@) AsseTcEnTRAL

Figure 7 : AssetCentral System

Venture AssetCentral provides comprehensive management and maintenance of
assets including vehicles, facilities and IT Asset (Asset Management CAMS,

Maintenance Management CMMS, IT Asset Management ITAM).

AssetCentral is developed for organization to manage their asset more efficiently and
effectively. Asset could be facilities, IT asset, equipment, vehicle fleet, buildings,
furniture or machinery. The pressure for organisation to perform asset management
efficiently with limited manpower and limited resources is increasingly felt. As such
there is a growing trend for organization to manage their Asset using computerized
solutions nowadays. The need becomes extremely urgent when the company grows
bigger, when they need to manage hundreds or thousands of assets in multiple
locations with many different and changing owners. Assets need to be registered with
the detailed specification and information, asset movement need to be tracked,
ownership changes need to be managed, maintenance need to be planned and
managed, insurance need to be monitored, asset value and asset depreciation need to
be calculated, asset need to be inspected or audited, asset lost or asset disposal need to
be done according to company procedure. Mobile application is provided for very
efficient complaint management and booking system. The system can read Asset QR

code or barcode.

12



Figure 8 : Zioola System

Zioola is designed to make managing projects more effective! With the goal to let
team members communicate better and have one stop center to keep all projects’ data,
Zioola will be the only thing you need to keep your project going (and even more

effective and convenient).

Zioola is a web application that is specifically developed to provide a more
comprehensive, yet seamless way of managing projects. The target markets are
ranged from the smaller to bigger teams; with options of having contractors and

consultants to also provide input in the project as well.

With a large projects being started and operated every year, the effort of monitoring
the progress, cost, delays, problems and cost overruns can be very
overwhelming. Zioola is designed to help managers and team alike to stay in control

with everything without doing much work.

13



@S Finegic

Figure 9 : Finegic System

Finegic is a cloud-based financial technology management solution specifically
designed for organizations who are looking to manage their financial data online
easily. Finegic is comprised of different applications (but can be integrated should
you prefer to use more than one apps) which also include Loan Management and
Companies Monitoring Management. With Finegic Loan Management, you can easily
manage, calculate and monitor the loans that you provide to your clients all at one

place — right at your fingertips.

@ IPCENTRAL

Figure 10 : IPCentral System

IPCentral is a system to help you manage your Intellectual Properties effectively. It
brings together your inventors, reviews and decision decision makers in a platform
that enhances the efficiency and effectiveness of the organisation in managing

intellectual properties from creation, to decision, to funding to commercialization.

14
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Figure 11 : Etrax System

Venture eTrax is developed for organization to monitor their employees to make
sure they work productively. While the uses of computers and internet have greatly
increase enterprise productivity, they also are easily subject to abuse. Research house
in US have identified that employees may spend on average more than two hours per
day on works that are not related to official work. About 50% of the wasted time is on
computer or internet use such as social networking, Facebook, pornography or own

business.

FREVORMaNLE TANLA

Figure 12 : KPI Management System

This KPI System is the new system that have developed by the Software
Developement Department. This system is using to track the staff performance. The
staff can update their own KPI measurement by using the system. Through this
system also the company may know their KPI of their business. This system will help

in ensure that the organization on their right track.

15



MySedeqah

Better together

Figure 13 : MySedeqah System

MySedeqah system is also one of the new system that have been developed since
2017 and have been lauched on 2018 by Yang Amat Berhormat Tengku Mahkota
Pahang at Gambang Resort. This main function of this system is to help the
organization to collect the funding. For now Komited Malaysia have been using this

system to help them in collect the funds for their organization activities.

16



1.2 Organizational Structure

Authentic Venture Sdn Bhd team consists of highly talented, creative and passionate
individuals from various backgrounds including engineering, IT, and business to
provide the best products and services to customers. Even though all staffs came from
various backgrounds, the company has great teamwork and family spirit that work

together and go forward together towards success.

The organization chart below is the chart of the company in Malaysia. Besides that,

included also the chart of the company branch in Indonesia and India.

Organization Chart o

Adwisory Board

Boara of Biractors,

Ir Az tsmasil
CED

Khamumn Nisa Aziz
OO0

Admmistrative,
Fwmeance and HR
Department

Software Susiness
Development Developmen
Department [iepariment

Gams
Jevelopment
Oepartment

Customes Success Digitai Marketing
Depariment and Muftimedia

Haslan
Nurul Hayati e Amir Fauzan $ S ~ Zutkei
Nadian Mazeez ‘ : S Nuru! Nadia i
Hazig Sakinah Musaimah
Syadi Nurul Am Aiman
fai Abdun MNizar Mimie
Shah Saminah
Aliah
Anzan
agiah

Zulaths
Kent
Fakhrul
lasming

Figure 14 : Organization Chart in Malaysia
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The founder of Authentic Venture is the Chief Executive Officer (CEO) of the
company, Mr Hj. Ir Aziz bin Ismail, aged 57 years old and have a wide experience in
enterprise management and industrial automation technology. He is mostly involved
in a range of enterprise management applications and industrial automation
technology more than 30 years working experience, include Enterprise Management
Applications, SME Solutions, Asset Management solutions, PC management and
monitoring applications and Research and Development of Industrial Automation
Products. Mr Hj. Ir Aziz was a graduate Master in Business Administration from
Faculty of Economic and Administration, University of Malaya (UM) in 1981. Then,
he studied in Loughborough University of Technology, United Kingdom and
graduated as Bachelor of Science (Honours) in Electrical & Electronics Engineering.
Besides that, he also obtained Ordinary National Diploma in Technology (With
Commendation) from Brighton Technical Technical College, Brighton, United
Kingdom. In 1978, he passed in Sijil Pelajaran Malaysia (SPM) from Sekolah Alam

Shah, Kuala Lumpur.

The Chief Operating Officer (COO) is Khairun Nisa Aziz, aged 32 years old, with
vast knowledge and experience in developing Software as a Service, leadership and
management, and also deeply involved in operations. She also have a lot of
experience in working together with other companies and organizations to improve
their operations by using her skills and knowledge. She was also involved as speaker
and penal examiner at various educational institutions including Universiti Pertahanan

Malaysia.
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1.2.1 Management Team

Figure 17 :
The Founder and Chief Executive Officer (CEO) of Authentic Venture Sdn Bhd

Hj. Ir. Aziz bin Ismail

Figure 18 :

Chief Operating Officer (COO) of Authentic Venturc Sdn Bhd

Khairun Nisa biati Aziz
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Figure 19 :
Project Manager of Authentic Venture Sdn Bhd

Aisya binti Aziz

Figure 20 :

Business Development Manager of Authentic Venture Sdn Bhd

Mohd Haslan bin Junior
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CHAPTER 2

ORGANIZATION

INFORMATION



2.0 Organization Information
2.1 Information of the Department

There are 6 departments were implemented in Authentic Venture Sdn Bhd.

I. Software Development Department (SDD) is comprised of skilful and
knowledgeable individuals from various IT and engineering backgrounds, who
are highly passionate in researching and developing cloud-based solutions.

[I. Customer Success Department (CSD) is comprised of helpful and passionate
individuals with strong background in various fields including Accountancy,
Human Resources and IT, to help on successfully implement the solutions to
grow customer’s business.

[II. The Administrative, Finance and Human Resources Department (HR) is
comprised of individuals with strong background in Accounting and Human
Resources. They manage the company’s operations and ensure that the
operations run smoothly.

[V. Game Development Department (GDD) is the newest department to venture
into new area of business which is gaming, as the gaming industry has grown
to be over billion-dollar industry. Leading this department is one of our
strongest technical people in the company.

V. The Digital Marketing and Multimedia Department (DMM) comprised of
individuals with strong background and experience in online marketing field
and also visual graphics content. This team aims to market company’s product
and solutions online and provide sufficient content for our followers. The team
analyses and implements online marketing strategies to gain market

awareness.
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VI. The Business Development Department (BDD) is comprised of individuals
with strong background in various fields, who are highly passionate in helping

customer’s company and organization to grow the business to greater heights.
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2.2 Departmental Structure

Figure 21 : Staff in Customer Success Department

During the industrial training, the student been placed in Customer Success
Department where there are 2 teams which are support teams and trainer team. For
these 5 months of internship, the student been given the opportunity to complete the
industrial training programme as one of the trainer in Authentic Venture Sdn Bhd, or
sometimes also been assign to support team. Other than that, I also become the

assistant trainer to Software Development Department.
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Having the opportunities becoming as a trainer give me so much experienced in
handling the clients behavior. During the 5 months industrial training, some of the
products I become as the trainer internal or external trainer. Internal training means
that the clients come to the training room in Authentic Venture and I give them the
training or sometimes I trained the new staffs or the new products to the staffs in
Authentic Venture Sdn Bhd. The external training means that, I become the trainer at

the client’s place.

Besides that, 1 also assign in Support Team which is I need to help the client in
solving their problems regarding using our products such as our main product which
is OfficeCentral or sometimes also got called from clients regarding the AssetCentral
and AgriCentral. The new office hour to customer success department is from 8.00
am to 5.00 pm in engage with the client. The balanced about 1 hour from 5.00 pm
until 6.00 pm is to solving the problems through the freshdesk. There are some

platforms to engage clients problems such as:

Table 2 : Platform to engage with clients

Platform * Function

' Tawk.to Tawk.to is one of the online chat that use by the
Authentic Venture to engage with the clients. The
clients can send a chat through the online chat and one
of the support team will entertain and help to solved

the problems.

Freshdesk Freshdesk is one of the platform that the client can

communicate with the support team or anyone in the
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company. Usually the clients will create a new ticket
regarding the problems through the Freshdesk. By
using the email, the support team will recognize the
clients. And the ticket need to assign to anyone in
handling to help in solving the problems. After that
they need to update with the clients any progress with

the problems.

Phone Call

Phone call is the main platform that will use by the

client to engage with our support team.

Other than that, 1 also become the assistant to SDD team during the User Acceptance

Test (UAT) or Final Acceptance Test (FAT). I need to assist the SDD presenter to

completing the UAT or FAT session. I will take note for the changes request or any

bugs during the UAT or FAT session.

During the 5 months industrial training, the student was given a coordinator or

supervisor to supervise and monitor the trainee at the company. The student need to

change several of times the supervisor. At Authentic Venture Sdn Bhd, the supervisor

monitored the student on technical knowledge, practical skills, ethics and

professionalism, communication skills and problem solving.

Table 3 : The list of supervisor

Supervisor’s Name

Duration

Siti Musalmah Jamil

3 months (February - April)

Khairun Nisa Aziz

2 months (May - June)
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Figure 22 :
Customer Success Executive

Siti Musalmah Jamil

Figure 23 :

Chief Operating Officer (COO) of Authentic Venture Sdn Bhd

Khairun Nisa binti Aziz
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2.3 Department Functions

The student been assigned in Customer Success Department which the main function

is to engage with the clients to help them solving the problem regarding use of the

system that developed by Authentic Ventures Sdn Bhd. There are some of the

customer success department functions as below.

Table 4 : Functions of CSD

_Function

Description

Help clients in solving the

problems

The main task of Customer Success Department (CSD)
is to engage with the client that having the problems
using the system. The team will help the clients

through the platform that have mention in table 2.

Renewal the system

Beside the BDD team, CSD team also responsibility to
renewal the clients account for using the system. Each
of the renewal of the system, they will get the

commission.

Train the new clients

As the trainer in CSD the plE(;se as the trainer is to |
give the knowledge to the new clients regarding the
function of the system. Beside give the training to the
clients, the training towards the internal staffs also
important to ensure that all the staffs in Authentic
Venture Sdn Bhd have the knowledge using the system
especially for CSD where need to assists the clients
using the system and to BDD where need to give the

full explanation and demo using the system to gain
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trust from the prospect to become as a client.

Coaching session

This coaching session is provide to the client for free.
Usually this coaching session is open on Monday. Only
2 hours for each of company to come and having their
coaching session. The clients need to book for the
coaching session. This is also a part of training but this
training is more focused on the clients side. For
example the client only want to focus in Accounting
module in OfficeCentral. So that during 2 hours
coaching session, the trainer will focus only that clients
question. This is to ensure that the client more

understand on using the system.

As a intermediary person

between client and SDD

The each of person in CSD also become " the
intermediary person between clients and SDD. This is
because sometimes the SDD will help to solve the bugs
problems that have inform by the client through the
freshdesk. Sometimes to download report from the
system also need the assist from SDD because the size
for the report is too large. For example, the client need
to download General Ledger report for 2017, this
problems usually need the SDD to solve and after that
SDD team will pass the report to the CSD team. The

CSD team will contact back with the clients.

Company Site Visit

This is the new function in CSD. The company side

visit is to help the clients if they have any problem
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using the system. The presenter of CSD team will go to
the client’s office and update their progress or

satisfaction using the system.
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CHAPTER 3

INDUSTRIAL

TRAINING

ACTIVITIES



3.0 Industrial Training Activities
3.1 Training Activities
During 5 months industrial training the are some of the activities that the student

involved with Authentic Venture such as:

3.1.1 Become the trainer for internal and external

During the industrial training, the student got chanced to become one of the company
representative for example become as a trainer. For the internal training, the company
usually held the OfficeCentral training twice a month. The training usually for the
new clients that purchase the OfficeCentral system. It is on Wednesday and Thursday
in a week. It depends on how many the trainee need to attend to each day. Each of the
day have the different modules to learn. On Wednesday, usually the trainee will learn
about 5 modules mean while on Thursday the trainee will learn about 3 other modules.
Sometimes, the student need to train the new comers that join the company for
example, new intern student. Each of the staff in Authentic Ventures must know about
the main product which is OfficeCentral. Other than that, become as a trainer, the
student need to know several of other products that produce by the company. The
student also need to become as a trainer for the new system to give a training to the
other staff in the company. For example, MySedeqah system, KPI system and Finegic
system which is more focused on Loan Monitoring. Become as the trainer to the

internal staff, it is also one of technique for the student to improve the training skills.

For the external training is when the student need go to the client organization to give

the off side training. Usually it is focused on the OfficeCentral system. The off side
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training usually for the large organization, for example MTDC. MTDC is one of the

large organization that purchase the OfficeCentral.

Beside become as the trainer for the internal and external, the student also involved in
coaching session. The student also become the trainer for the coaching session. the
student involved with one of the large company which is Komited Malaysia. Komited
Malaysia purchased MySedeqah System from Authentic Venture. During the
coaching session, the student need to assist the staff from Komited to key in their data
and information into the system. Coaching session is one of way to strengthen the

relationship between the client with the trainer.

Figure 24 : Trainer for OfficeCentral Training
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3.1.2 Assistant for coaching session

Beside become the trainer, the student also have the experienced become as the
assistant for coaching session. The coaching session was held at UPM MTDC which
is take about 3 days to handle about 8 sub-companies under UPM MTDC that apply
the OfficeCentral system into their company business. Most of them are more focused
on Accounting, Finance and Customer Relationship Module. Each of them have a
different level of understanding. The trainer and the student need to assist them until

they know on how to use that system and the flow of the system.

Figure 25 : Assistant trainer for OfficeCentral Training

3.1.3 Assistant for UAT or FAT session
Become the assistant for UAT or FAT session is one of part the department function.
During the industrial training, the student need to assist the Software Development

Department (SDD) for the preparation before the UAT or FAT session. Before the
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UAT session, the student need to help the SDD to complete the UAT documentation.
The student need to log in into the Tester Apps that have been developed by
Authentic Venture to prepare the UAT document. The student need to key in the
information into the Tester Apps before need to print out the UAT document. After
that, the student also need to test the system by followed the UAT document. If there
have any changes, the student need to update the information in the Tester Apps
before the UAT session with the client. For the FAT session, the student need to assist
the SDD team to study back the UAT document if there have any of the changes of

requested by the client.

Sometimes during the UAT and FAT session, the student need to follow the SDD
team for having the UAT or FAT session at the client’s organization. The student
need to become as the assistant for that session. The student need to take note for all
activities happened during the session to make easier in completing the report for the
Customer Success Department (CSD). Usually the student will take note for the
changes requested by the client. Other than that, sometimes there had to many
questions, and the SDD team cannot answered by each question so that the student

will help to assist that client.

The student also help the SDD team to become one of the trainer during the FAT
session. This is because there are too many sub-modules to be handle so that the client
need to be split into two group which is admin and staff roles. The student got to

managed on the admin role for the second day of FAT session for KPI system.
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Figure 26 : The software that use to create the User Acceptance Test Document

(Tester App)

3.1.4 Been assigned in support team to assist the clients problem

Other than become one of the trainer in Authentic Venture, the student been assigned
in support team to help in assist the client problems with the systems. As mention
above in table 2, there are several platform that can be used to engage or contact with
the clients, in helping them to solved the problems. For example, the student need to
assist the client on how to generate the leave for their organization. Other than that,
the student need to assist the client to download report from the system. And
sometimes the student need to communicate with the SDD team to solved the
problems. As the support team member, the student also can access to the client
account by impersonate their account to help them in solving the problem. The
student can access into Ventures Admin and find the client information by their

company Or username.

Been assigned in support team, the student need to attend on Saturday as one of the

working day for the support team. On Saturday only the support team will worked. If
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there had any of the problem regarding the database, the student will create new ticket
and assign to the SDD team. The SDD team will update the problem only on Monday.
This is because only the support team will have their working days on Monday until
Saturday. But if the student work on Saturday, the student will get leave on Sunday
and Monday. So that the other team member in support team need to update with the

SDD regarding the new ticket on Saturday and need to update with the client.

Figure 27 : Help to solve the client’s problems
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Figure 28 : The page for Venture Admin that will help to track the client

information
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3.1.5 As a assistant in training session

Before being assigned to become on of the trainer on Authentic Venture, the student
start to become as the assistant to the trainer. The student need to learn on how to
communicate with the client and the flow for the training session. Only a couple of
time that the student become the assistant before been assigned to be one of the trainer

in the organization.

3.1.6 Completing the report after the training for the department

Every time the student completing the training session, the student need to come out
with one report regarding the training session on that day. The report must be verified
by the Head of Department before save it in the file. The report must be attach with
the pictures / attendance list / evaluation form. Usually only the attendance list and the

evaluation form will get attach with the report.

3.1.7 Completing report after the coaching session

Every time the student completing the coaching session, the student need to come out
with one report regarding the coaching session on that day. The report must be
verified by the Head of Department before save it in the file. The report must be
attach with the pictures / attendance list / summary of the coaching session. Usually
only the attendance list and the summary of the coaching session will get attach with

the report.

3.1.8 Completing report after the UAT or FAT session

Every time the student completing the UAT or FAT session, the student need to come

out with one report regarding the UAT or FAT session on that day. The report must
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be verified by the Head of Department before save it in the file. The report must be
attach with the pictures / attendance list / evaluation form. Usually only the attendance
list and the evaluation form for UAT or FAT session will get attach with the report.
The student need to make two copies, one for the CSD file and the another one report

is for SDD file.
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Figure 29 : Example of report for CSD Department

3.1.9 Involved with SDD in completing the UAT or FAT documentation

As mentioned above, the student need to help the SDD team in preparing the UAT or
FAT document before the UAT or FAT session. The student need to help to key in the
information into the Tester Apps and test the system followed the instruction in the
document. The student also become one of the team members during the UAT or FAT

session. The student got chanced to become the assistant trainer or become one of the
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trainer during the UAT or FAT session. After completing the session, the student need

to come out with one report for that session.

3.1.10 Filling the report for the department

The other side task during the industrial training, is the student need to do some filling
activity. The student need to prepare the files for the reports from 2015 until 2018.
Each of the year need to have the different file. The arrangement for the report must
followed the on top arrangement. For the report training and coaching session must
have the different file. The student also must prepare the template for label for each
on file in the department. In the file also must have the separation between the report
for SME industry or large organization training. It is make easier for the other team

member if they had to recheck the previous report.

3.1.11 Early preparation for each of the training and coaching session

Before any of the training or coaching session, the student need to prepare the
materials for that session. As the lead for that session or as mention before become as
the trainer, the student need to come early to each session, so that the student can
welcomed to the participants. It is one of the procedure during the training and
coaching session. It is to ensure that there is no gap between the trainer and the trainee.
For the early preparation, the student need to ensure there are have the attendance list
and the evaluation form prepared on table before the training or coaching session.
Sometimes the trainer can give the evaluation form during the end of the session. The
student also need to prepare if there is other materials that need to prepare before the

session such as the user manual or sometimes the activity that need to do the copy.
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Other than that, the student also need to ensure that there are breakfast preparation to

the trainee.

The new procedure to become as the trainer, the student need to at least three times of
rehearsal before giving the training to the trainee. It is one of the early preparation for
training or coaching session. There are two ways having the rehearsal. Firstly is
giving the training towards the internal staff and get the feedback for the staff. And
secondly is need to record video during the rehearsal session. After that, the team

member in CSD will watch the video give their comments.

3.1.12 Early preparation for UAT or FAT session

Become one of the team member in UAT or FAT session, the student need to have the
early preparation for that session. For example, the student need to know the function
and how to use the system. Other than that, the student also need to test the system by
follow the instruction in the UAT or FAT document whether it is pass or failed
function. Besides that, the student also need to do the fotocopy for the UAT or FAT

document.

3.1.13 Work on Saturday
As mentioned above, the student need to work on Saturday when the student have
been assigned into the support team. The student will get the weekend holiday is on

Sunday and Monday.
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3.1.14 Work on Monday

Sometimes the student also need to work on Monday, that is because there are some
preparation that the student need to handle before any of the UAT or FAT / training /
coaching session. The student will get the replacement leave for each of day that the

student need to work on the off day.

3.1.15 Attending the training or course organize by Authentic Venture Sdn Bhd
During 5 months industrial training, the student also involved in training that have
organized by the Authentic Venture to the staff. Some of the training were organized
to all staffs in Authentic Venture and some of that only the related department will
joined the training. Usually the training was held on Friday, 3.00 pm until 5.00 pm.
But sometimes it was held on the other day. For example, the training for the whole
staff in Authentic Venture is Business Model Canvas Workshop, speaker is from
Bizcoach Din Deraman. During the training the staff had been divide into group and
need to discuss any of related topic with business for example on how to improve the
business marketing. Each of the group need to present their own point. There is one
topic that the staff in Venture need to sit into group with their own department and
need to discuss the new procedure and how the new procedure can help in business
development. After that, that point also need to be present and discuss among the staff
member in Authentic Venture. Beside that, Authentic Venture also held the Stress
Management Training. This training given by the CEO which is Mr Ir Aziz Ismail.
Other than that, the other training that was held for the CSD, BDD, DMM and HR
Department was “Train the Trainer”. During this training only several of staff from
the department will involved. As the CSD team member, the student need to become

one of the participant during the training. The training was held to improve the CSD
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new standard of procedure. It is also something that can help to improve the trainer on
how to get close with the trainee. That training was very related with the student task

during the industrial training.

Figure 30 : Business Model Canvas Workshop

3.1.16 Setup for the weekly CSD meeting

Weekly meeting for CSD is the new activity. The weekly meeting will held on every
Tuesday, from 5.00 pm until 6.00 pm. The Head of Department (HOD) will sent
through email regarding the meeting agenda every week a day before meeting so that
the team member will ready with that agenda. Usually, the HOD need to the progress
from each member regarding the task given. For example, each of team member will

receive task to update the user manual and the video tutorial. So that the HOD want to



know about that task. Other than that, during the meeting also discuss about the client
problems or any other issues that related. The student need to setup for that weekly
meeting, prepare for the laptop for the discussion and prepare the venue for the

meeting.

3.1.17 Completing the user manual

Completing the user manual one of the special project that given by the Authentic
Venture Sdn Bhd. The student need to complete the user manual using the new
template. The new user manual that had been done by the student such as MySedeqah
system, Finegic system which refer to L.oan Monitoring that divide into 3 types of
user manual regarding the requested by the client, KPI system that divide into two
which for admin and staff and new update OfficeCentral system using the new
template. User manual for OfficeCentral system need to divide into each of the

modules.
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Figure 31 : Example of the template use for user manual



3.1.18 Making the video tutorial for the system

Beside completing the user manual, the student also need to make the video tutorial
for the KPI system. The task was given by the HOD, Madam Khairun’ Nisa. The
video was make by using by using the EzVid Software. Only one module can be
completed because the KPI system have some of the changes during that time. Before
making the video tutorial, the student need to practice on how to using the EzVid

Software. The student also prepared the script for the video tutorial on KPI system.
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Figure 32 : The software that use for making the video tutorial

3.1.19 Create new articles for the system

Beside create the user manual and making the video tutorial, the student also need to
come out with the articles and upload it on the Freshdesk. The articles basically will
help the other user to use the system. It will upload as the solution methods. It took
about one day to complete the articles in the Freashdesk. The student make the KPI
system articles in the Freshdesk. The user will view the articles if they have any

problem regarding using the system. The article is same concept with the user manual.
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The different between user manual and the articles is they can get the hard copy for

the user manual, but for the articles they only can access it through online.

3.1.20 Book for training and coaching session

During the industrial training, the student also need to book for the training or
coaching session that requested by the clients. Usually the clients will directly contact
with support team is when the clients want to book for the coaching session. For the
training session, usually the BDD will give the list of client’s name. This is because
after the client purchase the system, they need to attend to the training session. So that
the BDD team will communicate with the support team to book the training session
for their client. In Authentic Venture Sdn Bhd will use the Eventbrite to book the
session. In the Eventbrite, the student only need to choose a date for the training
session and insect the client information, the client will received the invitation
through the email from the Eventbrite. For the coaching session, the student need to
check with date and time that available. As mention before, the coaching session was
held only on Monday, limit for 2 hours per company. So that in Monday, it will divide

into 4 coaching session which :

Table S: The time for coaching session

‘Monday 9.00 am - 11.00 am

11.00 am - 1.00 pm

2.00 pm - 4.00 pm

4.00 pm - 6.00 pm
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Table 6 : The new time for coaching session

Monday 8.00 am - 10.00 am

10.00 am - 12.00 pm

12.00 pm - 2.00 pm

2.00 pm -4.00 pm

There are two different time for coaching session, that is because in table 5 is the old
session for coaching session. Mean while in table 6 is the new session for coaching
that started on a week after Eid. So that, the client need to give their information and
time that they want for the coaching session. Then, the student need to check the
availability during that time. The changes of the time for the coaching session need to

discuss with the client.

. Payrall.

Creators like you use Professional

Figure 33 : The list for booking training and coaching session

48



3.1.21 As a committee member for Authentic Venture Sdn Bhd Annual Dinner

During the student industrial training, the student also involved with the Authentic
Venture Sdn Bhd Annual Dinner 2018. The student become one of the committee
members for the annual dinner. The student need to setup for the venue preparation
and decoration. The annual dinner was held at Bangi Golf Resort (BGR) on 4 Mac
2018. All the preparation including choose for the venue, buy the decoration and
choose for the dishes for the annual dinner had been settle together with the annual
dinner committee member. The real task for the student is become one of the
corporate usher. The student need to usher the top management in Authentic Venture

included with the shareholder and the top client in Authentic Venture Sdn Bhd.

Corlifieule of Reaognition

This certificate is awarded to

Engku Syamimie Syahirah Binti Engku
Kamaruddin
for

Committee of Authentic Venture Annual
Dinner 2018

on
4 May 2018

Figure 34 : Certificate becoming one of the committee member during company

annual dinner
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3.1.22 Join the Venture Team Building activity

In Authentic Venture, they will provide the activity for every week. For example the
team building session. The team building was held by each of the department in
Authentic Venture Sdn Bhd. Every week on Friday which is 5.00 pm untill 6.00 pm is
the spent time with the staff. During the CSD turn for the team building, the team
have decided to provide one game which is called as “Place”. The staff will divide
into several of group and one of them need to become as the representative of their
group to become the tour guide. The other member team need give the information
regarding the picture behind the tour guide. The information must be in question not

in the general statement. The tour guide need to give the answer before move to the

next picture.

Figure 35 : Some of the team building activities in Authentic Venture Sdn Bhd
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3.1.23 Join the Venture “Voice@Venture”

During the industrial training, beside the team building activity, the other activity was
held on Friday was the Voice@Venture. Voice@Venture is the activity where each of
staff need to share their knowledge with others. The staff need to present with their
own creativity. Some of the staff get the task to read a book and share the summary
with other and get the other opinion. Usually, the topic must be related with their own

department or related with the business management.

Figure 36 : Joining the Voice@Venture activity
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3.1.24 Join the Venture staff farewell

During the 5 months industrial training, the student also involved in farewell activity.
Usually the farewell is for the others student that have completed their industrial
training in Authentic Venture Sdn Bhd. The farewell is one of the company standard
of procedure to show their gratitude towards the student. There will have the session
where each of the staff members need to give their wishes to the student. They also
will sing together during the farewell. There also provide cake or other dishes during

the farewell.

I ——— _&_'7 o -
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Figure 37 : Joining the farewell activity
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3.1.25 Renewal OfficeCentral

During the industrial training, when the student been assigned in CSD as the support
team. The student get the opportunities to renewal the client account. Usually the
client that use the OfficeCentral system. The student will sent the quotation or
invoices requested by the client through the email. After the client make the payment
they need to provide the receipt as the attachment. Only after that, the student will
renewal their OfficeCentral account. After that, the student will provide to the client
with the receipt from the Authentic Venture Sdn Bhd. From that renewal, the student

will received some of the commission.
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Figure 38 : The list of client’s invoice
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3.1.26 Representative Authentic Venture Sdn Bhd in launch system program

During the industrial training, the student got chance to go the the launch program for
the new system. The launch program was organized by Komited Malaysia to launch
the MySedeqah system. MySedeqah system is one of the system that developed by
Authentic Venture Sdn Bhd. MySedeqah is the system that can help to manage the
funds in Komited Malaysia. The launch venue is at Gambang Resort, on 14 April
2018. The system was launch by KDYMM Pemangku Raja Pahang Tengku Abdullah.
The launch was during the dinner at the Gambang Resort. Before the lauching, there

have been several performance from the artist such as Dayang Nurfaizah.

Figure 39 : Representative Authentic Venture Sdn Bhd in launch system

program
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3.1.27 Completing the slide for training presentation

The student need to follow the new Standard of Procedure in CSD as the trainer team.
For every training session the student need to give the training based on the flow in th
slides. This time the student need to prepared for the KPI system slides presentation.
It took about several days in completing the slides. The slides will be used during the
training for KPI system. The slides also need to be approved by the HOD before

published in the google site for Authentic Venture.

Figure 40 : Example of training slide
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3.1.28 Join the Venture Sale Presentation Competition

During the industrial training, the student also get chances to participate in the Sales
Presentation Competition. The student choose the Zioola system as the product that
need to be present to the client. For the competition, the client is from the Authentic
Venture staff. The student need to complete the slides for the presentation

competition.

Figure 41 : Joining the sales presentation competition
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3.2 Special Project

During the industrial training of 5 months period, students would have tasks and
projects need to be handled. From the tasks, students got more experiences, new
knowledge, and enhance their soft skills in communication and working life
environment. This chapter is discussed on the details of the special project were
handled by the intern along the industrial training programme at the company or

organization.

3.2.1 Completing the user manual

As the student that assign in CSD, the student received task from the supervisor to
complete the user manual for each of the system. The student managed to complete
the OfficeCentral user manual. It is take about 3 months to complete the user manual.
The user manual was divide into 7 user manual which follow with the sub-modules
that have in the OfficeCentral system. At the same time the student also need to
handle the other project, that is why it is took a long time in completing the user
manual. Apart from that, the OfficeCentral system also have some changes and the
new function that need to update during completing the user manual. The user manual
was completed in Malay version. The new user manual is using the new template that
provide by the student. The student need to draft first the user manual template before
the supervisor and the HOD approve the template. Only after that, the student manage

to start completing the user manual.

The new template is to make more easier for the user to use. The old user manual

have too long explanation and did not have the new function in it. For the latest

version for OfficeCentral user manual, it was in Malay Version with added the new
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function in OfficeCentral. Beside that, the new template for user manual is more

interesting and more simple for the users reference.

During the completion of the OfficeCentral user manual, the student also need to
complete the user manual for MySedeqah system. That is because the date for the
launching of MySedeqah system is near. It took about several of weeks to understand
the function in MySedeqah system and completing the user manual. Before the launch
program, the Komited Malaysia having their training at Authentic Venture Sdn Bhd.
That is why the user manual need to be completed within a few weeks. The
MySedeqah system also use the new templates. Because of MySedeqah system is the
new system in Authentic Venture, so that it did not have the previous user manual that
the student can refer and learn the system. The student need to learn the system form

the developer in SDD team regarding to complete the user manual for MySedeqah.

After completing the MySedeqah user manual, the student need to continue back with
the OfficeCentral user manual. During the completion of the OfficeCentral user
manual, the student involved with the new system which is Finegic system. The
student more focused on the Loan Monitoring modules. The student need to attend the
training with the developer to understand the system because it also did not have the
previous user manual. After understanding the function and flow in the system, the
student need to come out with the user manual for Loan Monitoring. The student need
to complete the user manual that requested by the client. It also in Malay Version. The
student need to complete 3 type of user manual which is user manual for admin, for
supervisor and for the staff. It took about several of weeks in completing the user

manual. After completing the user manual, the user always asked to update the system
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with the new function, so same with the user manual also need to be updated before

give it to the clients.

Only after that, the student can focused on completing the user manual for
OfficeCentral system. At the same time, the OfficeCentral also have the new function
and new sub-module. The student need to learn on how to use the new function to add

in the user manual.

After completing the OfficeCentral user manual, the student was involved in one
another system which is KPI system. This system was requested by new client which
is Malaysia Investment Development Authority (MIDA). It took about 3 weeks in
completing the user manual for KPI system. The user manual for KPI system were
divided into 2 types of user manual which for admin and staff user manual. For tha
admin it has 6 modules and for the staff only had 3 modules. The user manual also

need to be updated when there was the changes requested by the client.

Table 7 : The list of completed user manual

~ User Manual (System) Completion of user manual

OfficeCentral System (Malay Version) 1. HRMS Module

2. Payroll Module

3. Finance Module

4. Accounting Module

5. Customer Relationship Module
6. Procurement Module

7. Global Configuration Module
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MySedeqah System (Malay Version) 1. Admin view

Finegic System (L.oan Monitoring 1. Admin view
Management) (Malay Version) 2. Supervisor view

3. Staff view

KPI Management System (English 1.  Admin view

Version) 2. Staff view

Aplikasi Finegic (Loan Management) merupskan satu aplikasi yang dapat memudahkan
Pegawai Hijrah untuk mengutip bayaran daripada pesens. Melalui aplikasi ini Pegawai Hijrah
dapat memasukkan maklumat pembayaran dan dapat mengelwrkan resit sebagai bukt
pembayaran tersebut teiah dilakukan.

I Aplikasi Loan Management 1

Petgi ke Google Play '
Store. Dan cari

Finegic Collection. [ -3

Tekan butang Install.
iof + 1%

2. Masukkan Usemame
bagi Finegic Sistem.
Username
merup3kan alamat e-
mel yang telah
didaftarkan

3. Masukkan Password.

4 Tekanbutang Login

Figure 42 : Example of user manual for Finegic System (Loan Monitoring

Management)
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3.2.2 Become the trainer / assistant trainer

Apart of CSD team, the student also been assigned as the trainer. the first experience
becoming the trainer, the student only had one customer that coming on that training
session for OfficeCentral system. The training was held at Authentic Venture training
room. The client only want to focused on the Human Resource (HR) and Payroll
modules. After that, the second training is for the internal staff. The student also need
to give the training to the internal staff regarding the new system. So that all the staff
aware with the new function and the new system that provide by the Authentic
Venture Sdn Bhd. The student get the experience becoming the trainer for
OfficeCentral system, MySedeqah system, Finegic system which is focused to Loan
Monitoring Module, KPI system and Zioola system. Most of them are for the internal

staff training. For the client is more focused on OfficeCentral system.

Figure 43 : Becoming one of the assistant trainer for training
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Before becoming as the trainer, the student start with becoming as the assistant trainer.
It is to guide the student to get the flow during the training session. Beside becoming
the assistant trainer for the training session, the student also have the experience in
becoming the assistant for the coaching session. Other than that, the student also

become the assistant to the SDD team during the UAT and FAT session.

The student becoming the assistant in training session for the OfficeCentral system
and MySedeqah system. At the same time, the student can get the knowledge about

the system and know the flow during the training session.

During the coaching system also the part of learning process in becoming the trainer
for the coaching session. The first coaching system that the student involved as the
assistant trainer is for the UPM MTDC which have 8 sub companies that purchase the
OfficeCentral system. Most of the companies focused on Accounting, Payroll and
Customer Relationship module. After that, the student get a chance to become as the
trainer for coaching session with Komited Malaysia. The student need to assist the
staff from Komited Malaysia to key in their information before the launching date for

MySedeqah system.

Table 8 : The list of training activities

Training Participant Training Activities
OfficeCentral System 1. Internal staff 1. Trainer
Training 2. Clients 2. Assistant trainer
| MySedeqah Training 1. Internal staff 1. Trainer for intemal
2. Komited Malaysia staff
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Assistant trainer for

Komited Malaysia
training
Zioola System Training Internal staff Trainer
AgriCentral System Internal staff Trainer

Training

Finegic System (Loan

Internal staff

Trainer for internal

Monitoring Management ) Hijrah Selangor staff

Training Assistant trainer for
Hijrah Selangor

KPI Management System Internal staff Trainer

Malaysia Investment
Development
Authority (MIDA)

- Admin role

- Supervisor role

- Staff role

User Acceptance Test /
Final Acceptance Test
(KPI Management

System)

Malaysia Investment

Development

Authority (MIDA)

Trainer for admin role
Assistant for
supervisor and staff

role

Coaching Session

Sustainable Energy
Development
Authority (SEDA)

- OfficeCentral

Assistant trainer for
coaching session with
SEDA and UPM

MTDC
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System 2. Trainer for coaching

2. UPM Malaysia session with Komited
Technology Malaysia
Development
Corporation (MTDC)
- OfficeCentral
System

3. Komited Malaysia

- MySedeqah System

3.2.3 Assign to support team

Apart from becoming the CSD team, the student also involved in support team. The
student need to assist the clients regarding the problem with the system. Some of them
only have the simple problem for example, they forgot the password to log in the
system. The student need to help the client to solved that problems. The student need

to access the account from the admin venture.

Figure 44 : The view for Venture Admin




Other than that, some of the client need to download the report from the system. But if
the report have too much of the information. The student need to assist the client with
help them to download from database and email the report to the client. Usually they
have problem to download report from the Accounting module. For example, the
client need the profit and loss report for 2017. It has many of transaction involved. So

that the student need to download the report from the latest database.

Based on the projects given, The student got so many good experienced and
knowledge. The problems that The student been faced during handling to solve the
clients problems, the student always keep improving myself day by day. The student

learned how to communicate better.
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CHAPTER 4

CONCLUSION



4.0 Conclusion

After the 5 months industrial training, the student get to completed the industrial
training at Authentic Venture Sdn Bhd as a Customer Success Intern. The industrial
training gives an opportunity to the student to experience a real working environment
and learned a lot on how to communicate with clients, besides working with other
people that have a different behavior and attitude. The student was given a several
tasks during the industrial training and the student manage to handle the responsibility
or task given and manage to complete at the right time without having a delay. The
student also be able to apply the skills gained during the studies. Hence, the student
also get to gain a new knowledge and the learned a new things at the company that

they never know at the beginning.

This report is aimed to be evidence that the student has been in the industrial training
by a predetermined time period. Then, it is also to be a record for all the activities
during the training period. Then, this report can be as prove that the student is
understood and appreciate the works that have been done during the industrial training.
Finally, it is also can be a reference for the future in order to know how the

organization will be the best place to complete the industrial training requirements.
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4.1 Application of knowledge, skills and experience

During the industrial training, the student have applied the knowledge in completing
the task given by the organization. Usually the task given for the special project need
to be related with the student course or faculty. Authentic Venture Sdn Bhd is one of
the organization that are very suitable with the student course. It is because Authentic
Venture Sdn Bhd is one of the leading IT company that focusing on cloud based

system. It also the service provider to the clients.

Based on the task that have given to the student, there are some of the knowledge that

can be applied by the student during completing the task.

Table 9 : Lesson Learn

App_liéﬂ)n VS Knowledge

Task Course Learn from Faculty

?ystem_Documentation (User Manual) System_Arial)_/s_is?L I_)Esigl_l [&1I

User Training | Information 'S');s_tem Interaction &
Consultation
Video Tutorial Multimedia for Information Presentation

For the task in completing user manual or another task is for completing the report are
related with the system documentation. Every semester, the student need to complete
several of the documentation. But for the knowledge that have been applied by the
student during the industrial training is more relate with the subject during semester 5
& 6 which is System Analysis & design I & II. In that subject, the student need to

come out with the complete documentation.
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For the second task that the student can applied during the industrial #aining is user
training. This task is very related with the subject Information System Interaction &
Consultation. This is because, during the student in semester 4, the student have been
exposed with the assessment which is the student need to conduct one user training to

complete the subject assessment.

In making the video tutorial by using the EzVid software is something new to the
student. But during Diploma, the student have been exposed with the multimedia

subject. Such as Multimedia for Information Presentation.

By joining Authentic Venture Sdn Bhd as the Customer Success Intern, the student
gain so much new experience and also the student able to develop the soft skill during
the industrial training. Becoming one of support team member helped the student to
improve the communication skill. This is because, the student need to communicate or
engage with the client everyday. The student need to assist client on solving their
problem. Beside communicate through phone call, reply the online chat also can
improve the student communication skill. The student also gain new experience when
solving the problem with the large organization. Beside having the communication
with the client, the student also learn on how to communicate with the team members
or senior and the top management in the organization. Involving in training session

also can help in improving the communication skills.

Next, beside improving the communication skill, the student also get to improve the

confident level. This is because, the student need to involved in training session. The

student need to confront with the client to give the training. The student need to have
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the high confident level so that the client will more focus or trust with the student to
handle the training session. By involving with the waining session as a trainer, it is

really help the student to improve the soft skills.

Other than that, the new experience that the student have faced is when the student get
chances to communicate or get engage with the client from the large organization and
the top management from the large organization. It is not easy to make the
organization trust with us. But if you have the high confident level and the knowledge,
the student can communicate better with the top management. By handling several of

training and UAT or FAT session truly give the high impact to the student life.
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4.2 Limitations and Recommendations
During the 5 months industrial training, there are some of the limitations that can be
traced by the student.The recommendations are made for the organization to overlook

and make a better improvement in future.

Table 10 : Limitations and Recommendations

Limitations Recommendations
1. Not enough staff in support team 1. Hire more staff for support team
2. Not enough staff in software 2. Hire more staff/ provide more
development department training for software development
department
3. Lack of appreciation of the staff's 3. Provide reward for the staff
work
4. Lack of security in office 4. Provide more security such as CCTV
5. Lack of communication between 5. Improve the staff relationship by
staff having the activity such as team
building
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4.2.1 Limitations

4.2.1.1 Not enough staff in support team / software development department

Due to thousands of clients that subscribe with product or system in Authentic
Venture Sdn Bhd, every day will be the crucial day to the support team. This is
because they need to handle to solve all the client’s problems. For now, there only one
permanent staff in support team and the other rest mostly the intern student that help
in managing the support team. It is not suitable because every 6 months after the
student complete their internship program, they need to find other student and need to
teach them from the start again and again. With the thousands of clients subscribe the
product, there must be many problems that comes from various of clients. Sometimes,
the support team did not have much time in solving the problem because of lack of

team members. Most of the problem will become overdue because of this limitation.

The lack of developer in the organization. This also one of the limitation that the
student will mention. This is because the organization many several of products or
systems that need to be maintained, updated and managed. For now, the organization
only had 5 staffs that work as a developer. It is become a problem when the support
team need the help from the developer on solving the problem, but at the same time
the developer need to develop or upgrade the system. This problem also can
contribute to the overdue of the problem solving. Most of the task will overdue

because of the lack of developer.
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4.2.1.2 Lack of appreciation of the staff's work

This limitation is very obvious in the organization. Most of the staff feel like they
never be appreciate by the organization. For example, as a developer that as a person
in charge develop the system, did not receive any reward or commission or bonus
from the organization. They will only receive the monthly salary from the
organization. Only the team from business will receive the commission they are the
person who introduce the system to the client and the client agree to subscribe the
product. In Authentic Venture Sdn Bhd also did not provide any bonus to the staff.
Most of the staff need to work on holiday or weekend but the organization did not
apply the overtime charge. So that the staff did not receive any payment even work on

holiday.

4.2.1.3 Lack of security in office

Authentic Venture Sdn Bhd also lack of security in the office. The organization only
had the access door. The other security is very low. This is because one of the support
team member need to work on Saturday. Only the CSD for support will work on
Saturday. It might be dangerous if anything happen without any of security for

example such as CCTV.
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4.2.1.4 Lack of communication between staff

In every organization, the communication between staff is very important to avoid the
misunderstanding. Most of the staff in the organization did not apply the good
communication. The misunderstanding will occur. For example, one of the task from
the business team need to be assign to support team. But when the is no good
communication happen, the task become overdue and there will come out with the

misunderstanding situation between the staffs.
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4.2.2 Recommendations

4.2.2.1 Hire more staff

This is the one of the suggestion from the student towards Authentic Ventures Sdn
Bhd. The organization need to hire more staff to improve their efficiency towards
completed the task. Or other else they need to provide sraining towards the staff so

that they can manage the time well on completed the task.

4.2.2.2 Provide reward for the staff

The organization need to give some the appreciation reward toward the staff that
involved in the project. It is to make the staff feel they are being appreciate by the
organization and it can become one of the courage to staff to improve their work

behavior. They also will feel happy in provide the good result of work.

4.2.2.3 Provide more security

Due to the limitation before. The organization need to provide more security for the
staff safety. For now, only the access door that provide in the organization. The
organization need to provide the for example the CCTV so that can record all the

movement and activities in the organization.

4.2.2.4 Improve the staff relationship

In the organization, each of the staff need to have the courage of team work so that it
can help to improve the works become more efficient. One on the activity can be done
to swengthen the relationship is having the team building. With that activity it can

make the staff more easy to work in a team.
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i ulatlon of HR &Admm staﬁ work With cloud based apphcatmns and 24/7

SUPPORT AND CUSTOMER SERVICE EMAIL/PHONE

Email : soles@ventures com.my
We agree that your company always
evolve to become the best in your field.
Therefore, we always update our system
to follow current standards to ensure that
you always get the latest ond the best. Bang Business Park
43650 Bandar Boru Bangi. Selcngor
Our friendly team is olwcys reody to assist Maldysia.
you'in . OfflceCentroI implementation so

‘that you con focus on your core busuness
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| ¥ AUTHENTIC VENTURE SDN BHD (470336-H)
=

Venture
AV/HR/APPT/INTN/TV184

14" December 2017

To:

Engku Shamimie Syahira Binti Engku Kamaruddin
No. 74, Jalan Tok Tuan,

Kampung Mengkasar,

26600 Pekan, Pahang.

Tel: 017-9228595/014-8465509

Dear Ms Engku Shamimie Syahira Binti Engku Kamaruddin,

OFFER OF INTERNSHIP POSITION AS
CUSTOMER SUCCESS INTERN

We are pleased to offer you the internship position as Customer Success Intern for the duration

starting from 1% February 2018 to 30" June 2018.
This offer is subject to the following terms and conditions:-

1. Allowance

This is subject to your full attendance.

2. Working hours 9:00 a.m to 6.00p.m (Tuesday to Saturday).

You are entitled for Training Allowance of RM 500.00 per month

3. Job Function

4. Office Rules

S. Reclassification

6. Transfer and

Secondment

1.00 p.m to 2.00 p.m (Lunch Break) except on Friday when lunch is
between 12.30 p.m to 2.30 p.m.

You will be responsible to the Customer Success Department, and
will perform and undertake all instructions and duties pursuant
thereto.

Your employment shall be subjected to office rules and regulations
and other procedures as may be made known from time to time.

The Company reserves the right to reclassify your job function or to
transfer you to any part of Malaysia or overseas.

The Company reserves the right to transfer or secondment you to
another company (subsidiary, associate or holding company).

ddress: No. 906B, Level 2, Block D, Kompleks Diamond, Bangi Business Park,
3650 Bandar Baru Bangi, Selangor Darui Ehsan.
el: +603-8922 1493 / +603-8920 0672 | Email: sales@ventures.com.my

WWW.

.com.my



AUTHENTIC VENTURE SDN BHD (470336-H)

Venure

7. Termination
Of Service

8. Confidentiality
Requirement

9. Intellectual

Property Rights

10. Medical Fitness

Either party must give not less than (10) working days written
notice or pay the allowance in lieu of notice.

You are not allowed to join our customer’s or competitor’s
company within six (6) months of leaving your employment with
our company.

You shall not either during or after termination of your
employment divulge or communicate to any person except to
those of the Company’s officials or its affiliates whose province is
to know the same, any confidential matters in relation to the
affairs of the Company or its affiliates as to the working of any
process or invention carried on by the Company or its affiliates
which you may make or discover whilst in the service of the
Company.

You agree to disclose and assign any invention, development,
process, plan, design, formula, specification, program or other
matter of work whatsoever (collectively “ the inventions”) created,
developed or discovered by you, either alone or in concert in the
course of your employment and the same shall be the absolute
property of the company. Any Intellectual Property Rights and
rights to inventions arise out of your activities hereunder, or if
ownership rights cannot be transferred under applicable law, any
exploitation rights relating thereto, shall be transfer to the
Company in accordance with applicable law. You shall, as and when
requested by the Company (at Company’s cost and expense), assist
the Company in perfecting the Intellectual Property Rights in any
manner the Company deem fit.

This offer is subject to you passing a medical examination by the
Company's panel of doctors which cost is to be borne by company.

Kindly confirm your acceptance of our offer on the copy of this letter and returning the same to us if
the terms and conditions are agreeable to you.

Please note that if you do not acknowledge this offer letter within two (2) weeks from the date of
this letter, this offer is deemed to be withdrawn.

Yours sincerely,

AUTHENTIC )ENTURE SDN. BMD.

Khairun Nisa Aziz

Chief Operating Officer

: (J’ e:c‘ru%‘
[ ()
N

|
\& £y
.\?‘& .C.)',’
[
s

Address: No. 906B, Level 2, Block D, Kompleks Diamond, Bangi Business Park,
43650 Bandar Baru Bangi, Selangor Darul Ehsan. www, .com.my
Tel: +603-8922 1493 / +603-8920 0672 | Email: sales@ventures.com.my
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Acknowl nt

1, ENGKU_SHAMIMIE SYAHIBA BT ENAKU i AMARUODIN LIC/ID N,  *HH#*® Qb -kkks

hereby
accept employment on the above-mentioned terms and conditions and shall be able to commence
work on | FbRReY 18

Q1 2 DisEmBER 201}
¥

(Signature) {Date)

Address: No. 906B, Level 2, Block D, Kompieks Diamond, Bangi Business Park,
43650 Bandar Baru Bangi, Selangor Darul Ehsan.

WWW;, Lcom.my
Tel: +603-8922 1493 / +603-8920 0672 | Email: sales@ventures.com.my



/gz\ FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA (UiTM)

=3
S KELANTAN BRANCH

REPORT DUTY DECLARATION FORM
(Semester March - July 2017)

%

To - Puan Nurulannisa Binti Abdullah
Industrial Training Coordinator IM245 — UiTM Kelantan

Name JENQKU SHAMIMIE SYAUIEA B ENGUU KAMARUDDIN
UitM ID 1 2015182731
Program Code : imaus

H/P No : O1Y gYesS0q

I hereby, confirmed and report my duty to _ AUTHENTIC VENTURE CON @HD

{organization).

Date: _! February 2017 Student Signature ‘%"
Verified by, -
Signature M‘
Name KHAIRUN NISA' BINTT A2

Designation CHIEF OPERATING OFFICER

Official Stamp
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** Emailto : nurull217@kelantan.uitm.edu.my or fax to 09-9762156 (HEA)
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1. Name

2. Student ID
3. Programme
4. Semester

5. Home Address

6. Tel No (HP)
7. Emall

¢ ENakyl SUATMONIE SVAHIRA BINTI eNgkU KAmMARUDE

: 2015182738

e

. im aus

1

N0 T4, JALAN TR TUAN

KAMPUNG  MENGUKASAR

26600 PELAN PAHANG

o\ gUeEs0A o011 &a328¢4qs

couummie & gmatl - com

ORGANISA;I'ION INFORMATION

1. Full Name & Address : Authenihc venURE ERN BHD

2. Department
3. Supervisor
4, Position

5. Tel

6. Emall

FOR OFFICE ONLY

Remarks :

NO 4062 L2 , BLOLKD ,KOMPLEKS PIAMOND

T CugTOMER SWOCOES DEPARITIEN]

2D _MUCALMAY BINTI JAML

CUSTOMEE gUCCESs Bxecumnve

HP : 0\¢ 2034 $¢8

musaimoh @ ventures - com - My
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= Setup aampaign

- leads

-~ Donory thetory

- Dachvoard and Regor s R =T

| Log i _tretlo

- chectung tict tnngs fo dlo

~ gef the username and password for demo account

MySedegah

= AHiach the complete MySectegah User manval

in 7Jretlo

Lag tn fPeshdesu

~ update the open hcuets fo closed and

resolved heiels

@ in Mysedegah

= Tramning using Mysedegah and complehing uset manual

B
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LOG BOOK ==
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EXTRACT NATURE OF WORK DONE

SUPERVIS
REMARK

Log tin email

~  checuing mhox

- checwing goodie calendar o

~ mvitahon framing mysedeqan (1S mpnc ).

~ invitahon traning with H#yrah (Pinggic)’

log i Officecentmu

- add new ledd and convertfo account

= ddd contact to account

- merge accountt

~add new acecoun? and assign o Puan Musalmah

- add aecount T group mTDC

lag n fawu .o
~ respond To customer chaj
= cmate prceboou
~ Toml salec Sratement
Log In evenibpite
- checuing elot for coaching (19 mARCH )
log in frechaesu
- fieuet 6alo as reference to uey i1h account
in Ccem

log in Parutiere 0C ~ Salmah (Patu Here Sdn Bha) .

- upaate tocation for curreni assefs

PRACTICAL TRAINI > B
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

:,g 0 emall

i = chedung ihbox

- checing google calendar

[~ arahon venue for fmmmg (AVER Training mom)

- Training MySedegah with Komited.

30 tranmng Mysedeqah
|~ womited Agency

= MysSedeqah system

= dashboard gething

~ Sethng .

- _campagns type

- account

- communicaton

g1 T TTTTT

n_freshdes

= close tieuet paru tere "

= mapping proviem

0 fawu -
= Tespond 10 cuspmer chal (Stock enecuing )

L

tn _officecenival
[togt—
= _complefing and updating dser manual Hrms

- Officecentral Saffs - Apps

[ TTTTTTTT

TEKNOLOGI
MARA

ICT,CAL TRA'N'NG % Y fea e
=

ip_Ré) G BOO K ONIVERSITT

il

11

it
i b

il

=

IE
=
=
E
I
E
I

}-
[E

ne
s

EXTRACT NATURE OF WORK DONE

SUPERVIS
REMARK

Log n email

- Checlng Wbox

Sil

- checwng googie calenaay

8

-

Log Telo : .

- checuing W8t things to do

Log 10 tawh 10

Wl

-, -

-

T

TR TR T TR T T

= respond 1o cusiomer chat

Log w officecenmay Siaf€ apps - .

- complehng user mamal

Jown Proect WMonagemeM traming

- By enciw \R A2e \smadd e

- onjechve 6ales and project .

= Activihes / Documents for 8bb Prajest

- Difference between prjecd accounhing and

finance aewunhng

- learn anout contvact law

- 4he changes

- Coﬂ‘hng . wa

- sWill

—

-

¥
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

MO-'(G! S

- UWpdahrp efnecls 4w t&:n m

S’\_llenbﬁ(it-

-~ Plears  brpace t* bacwe

Aeciner aned  aseNs hl\",

txiner of syslems.

‘ .
L oc — Wems, pauvall,

Cem , pos

Fnege  ( Prrrn'fan*)

-~ wWe W\ Rnalizg cever-)

vonua, v ke weel

Cigls — as/s)

-~ Please yabe noley op

your Awoushd Cie - wbog

yow have learsd Y2

redain work clave . ek

an)  natave ot ek .

Gese Yow [redback on reo,

tawl to)
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EXTRACT NATURE OF WORK DONE sg‘;ﬁi‘gﬁ
Learn methads t2 uey \n eventbrite
~ Fist pame . customer name
- lact pame = customer’s company abd
contad pumber
- email *  customer emeul
Note :

Treo  — By using freNo , all work dene become

more orgamzed .

- In trello , we can share Informahon -

about wesd woru done with others In -

team -

~ The woru done become compiete with . the

iist things to do .first before start .

e f1asu.
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F EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

| Log tn email

= Checiung inbox

|~ Ohecung googie calendar

og in tawu-to

= Respond cusfomer chat

- 0o

- staff Clam

= Taxin oA

log in frello

- checing ust things tode

Answer phonéaall from customer. .

= Key i receipt overnill . .

~ Rensw O0C  (NKg Syctem)

~ Extend account for lday . ( msg. Congtruchon)

Respond to comment Puan Musaian on, 1 March

| Log tn  Offtcecentral

= Salmab ( Paru Here)

|~ Ticu tocation in (oA
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EXTRACT NATURE OF WORK DONE

SUPERVIS
REMARK

Log n email

- ¢hecuing email

- checwing google calendar

- Reply email from Puan Musaimah cc fo Puan Nisq

\

- AHaoch latest user manuat BRMS tp Puan Musaimah

cc Puan Nisa

- Recewe cal from Amir (BYD)

- Ushng name join framing on 23 Warch

-~ Rural (Caplial €dn Bhd

Log in tawk 10

- Respond 1o cugtomer chat

- Renew 0C

Answer custmer phonecal)

Log n_treito

- checung st hings fo do

- licu on the list done

log n eventbnte

- Boouing traming for accountng on 32 March

= Rura\ (apfia) edn Ghd

= X Job Holting 8dn Bhd

- Boowing fraining on 3t March

- %J0b Ho\Ang ¢An Bhd

Complenng user manual

~ Hems

- Officecentral Staff  ( Apps for ftems)

Preparahion_as traner on 3 Marth

-Hems , Payroll , CRM , PoS

PRACTICAL TRAINING = Rt

LOG BOOK = e



EXTRACT NATURE OF WORK DONE

Preparaton for traning as twner

Touning Officecentral gt AVSB Trainng Room g . g o)

~ module requested by customer

-~ Hems

- Payroh

- Finance (Claims)

- The participant arviveat 1000 am i

- | participant from x JoB HoOLDING SON GHD,

~ Queshon and answer cession helped by .

Puan musaimab  ( Asistant Tramer)

- Mobile Apps

~ Officecentral Staff

Get- new 7asu from Puan Nisg

- Tramer for modale Fnan@ on 323 marce 20l

- Preparation Tor framning

PRACTICAL TRAINING
'¢

LOG BOOK ‘o i

TEKNOLOGI

SUPERVI SOR
REMARKY
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EXTRACT NATURE OF WORK DONE

SUPERVIE
REMARY

Preparaton for traiping

Traming officecentral at  AVSB Fraiming koom (4 - il am)

- Module aswed ftom Puah MusalMah

= Global configuration

- Finance

- Partiapants arnve at 9-30 a-m

- Partiaipants from  x JoR HOLDING SDN BHD

! person

- Rarflepants from RURAL cAPITHL

€ person

- Questun and answer sesswon

Traning Reports - a1 mAReCH

Log tn emafl

= checling inbox

- checuing geogle calendar

= Invifation for strese Managemeni Training

g m AW -t

~ Recpond 1o customer chal

- How tv delete / edn pricelict

Log i frelio

= Checuing list things To do

- Tick done facu

- payrall

- Update saiary

Complehng user manuad

- Payroll

I~
___,/

Submil Yraining repor! fo Puan Musalmah

~
A

v
oy
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Log t_email

~ Checking wibe

= Cchecuing google calendar

log in trello

= Checlng [ist things fo do

0g In offtecatral

= ompienng user manual

~ Fmance module

- Qffach w frello

0§ 0 feshaesu

- respond 1o ticuet

log 0 fawu-1o

= respord to customer chaf

Answer pronecall flom cw temer

Support ousfomer using offiatentrod

3

PRACTICAL TRAINING VARG

LOG BOOK . e
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EXTRACT NATURE OF WORK DONE

SUPERVI
REMARI

in emou!

- checkmg googie catendar

- checuing thbox

log n trello

- Checuthg st things fo do

-attach globa! cenfigurahdn modwe for

user manual

tog in officecentred

- compiehny user mahual

- dilobal Configuration

- Procunrment

log «n Recnaest

- dose ncued

Log tn tawk -to

- respond tv custemer.ehat .

Answer phonecall from cuslomer

Acsist Puan flana on customer ¢upport

Renew) ©C fvr client

- Pynamic Resouttes

D

L
7——4
N

K
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

log (n email

= Checuing mbox

- checuing 9oogle calendar

Submit attendences

- currently al  MIbc - uPm Serdang

- Assist Puan Mugaimah en coaching

2 companies

= Rich A swang PcT

- Misatech PLT

~ Borh compantes coaching on accounhng

modute

- Rieh A wang alse asued about cRM module

- Mmisatech acued aboul Procurement andl

Payroll modute

Dunng the coaching the represenfafive from: -MTNDeC

also  joined the coaching

NSV

7\

PRACTICAL TRAINING DT
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LOG BOOK = jowec
> MARA
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EXTRACT NATURE OF WORK DONE

SUPERVL
REMAR

Log 0 emadl

— checusng nbox

~ checiing google atendar

Recewved imsu from Puan Nisa

- coacning Report for mTnc on. 4 & 8 Apnl

Repord from Puan Muso\mah

- Coaching rfepord for MO0 aayc 26 /21 March

- Invitation ®Br yoining coacting at mmoC

on 3 & 3 April 201§

Log in trelle

- Cheeuing Wehng 1o do

- upaate and attach yger manual

= Procurement module

Log 0 Officecentral (frial account)

= Compiening user manual

-~ Accounting module

- wiards

~- ¢nar of Account

- Revenue .l

Log in eventbrite

= Boou traming on € Apvil

- Nicunique Holdings San Bhd

Meehng with Puan Musaimah ta

- fusu for coacning report MTOC

- explanahon avout being trawner asststani. for MDA,

Log i officecentral  (AVSB)

-~ Submit movemeni on 271 mMarch

Angwer phonecall from cugiomer - Masterexpect,

PRACTICAL TRAINING h e

LOG BOOK * = TEKNOLOGI
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

LR in email

- Chewing emall

- Checwing googe calendar

- Recewved email from Puan Nisa dan Puan Hana -

fegarding uger manual keI for MIDA ..

(ompteting user manual

- Module accounhng .

=~ Expenses

- Pssets

~ Reports

Log in tretic

- aHach ucer manual

- accounhng module

log tn officecenidl  (AVSR)

- submft clam for waching mDC 37 MaecH

log m oMcecenimal (Demo Account)

= Compienng ucer manual

- accounhng Medule

Answer phonecall from customer

= Neogtruxure Gustem

- Downioad aeneml tedger

Discussion with Hazig (SOP)

- \can manageweni applation and system

= Teshhg using loan management apps -

= Trying print owd the reeapl from loan Managemen) apps

Drscussion with Puan Asya |, Haag . Aqila

O\ oy

= Abowl franing Hyrah on I3 Aprii

- As assistant Wawer 1o Haaig (Traner)

. \7/

o

T]
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SUPERV!
EXTRACT NATURE OF WORK DONE REMAR
Disrussion with Puan Nisq
= \oan Manggement user manual
= Tasu to tran using KP1 System
" Traning dsing kPt system 2
O W:curi_s Aboy the replacement leave .
Sludy on kP user manual
~from emall Puan Nisa dan Puap teang
o
r
_ 0%
V'
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' SUPERVIS

EXTRACT NATURE OF WORK DONE Sg';a';‘gﬁg" EXTRACT NATURE OF WORK DONE REMARY
log wn email s e e b | Replace Aman
~ Chetuing nbox ~ on leave because need o worw on Monday
~ checung geogle calendar i ) E" 2 ppr 2018
Join frawning 10am = 12 pm . e = Coaching
- OOERIIMDE ige Pifly US> | ! o 2 ¥ Log m email emat!
B
~ Agvicentral by Puan Mmusaimah wwel A = cheeng Inbox

- Overview avout Agviceniral. e g - checuing google calendar

LAl

"R EE"TEFENEBRE

~ ntracuchion log tn tawu-1o
- Home edashvoard - - Respond customer chat
- gethng L ~ problem on PV ; AP I
= commodities - Answer phonecall ffom customer
- project . }7 - proplem on downloading PV . :
- Woruers - log in freshascu
- consigments i - créate pew hcuet on provlem downioading

Hands on deing Aaicental with Puan Musaimah pv

Potluck and Brthday + Annivercany Celgoranon :E - ce o Kau Hana (cen)

= Jan to March 0\8 - Assign 10 Ehah (cpb)
Jon _gtress Management Tratnng 3pm - §-30pm :g Sludy on KPI _User manual ot

- By Tuan Hqjl aaiflan wagimin
- Kaunselor Berdaftar  (kinik Kaunseling Assyafi)
- Tapk  : Aphuasi Personaliti dalam Pengurusan

Bx

EWw

8fress lwy
- 3 bends utama -/ "
¥ Gembirq 7 -
3 Pengenalan din : {_o ' 08 n
¥ Komumuasi dengan betul / & A

H 3 e ; —[4
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Coachng mTDC

- arived ar €50 am ;.

Log i officecentval  CAVER)

- submit attendences  (checu \n)

- add new user D winv

~ subm(t atendences (checlt cut)

Log tn emai)

= checing Wbox

mEEN

= checking  gdoogie calendar

~ Receive email fom Puan Hasna  Coipoc)

- @oacning schedule

- Receve emall from Puan Niga Ve

~ Tmning Evaluahon Fom

login fresndesk

- Recewve note from Shah = hcusd probem downioad PV

- Note , getfe and publish

- Regolved heuet Cupdate heuet)

Coacntng MTOC -~ accounhng Module X

- Growell A% veNTURg PuT  (4:10am = Ipm)

- OCTREX PLY (2:20 pm = Ypm)

- M LA Par (Ypm ~  6-lopm)

Assist Puan Musaimah

- Wvhng coaching report

Discussion with Puan Mwusalmah

~ On 3 Apnl > preparation for MIDA , KPI System

"N ETTTAEA"EMN

- On Y Apiil > as a traner for mternal

SUM staff (& person)

W
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EXTRACT NATURE OF WORK DONE

SUPERVI
REMAR

Log emoul

~ checing nbox

- consewing google calenday

- Received nvetathon for. UAT TIDA" (O April - : from: Aledd

Digoussion with @ah Awcut: kPt sysiem

login fo Tester APPS

-~ add Wnformahon n tester apes

- kP gustem

- moduie

- overall performance

- daghbearel

-

Uging tester apps 1o develop UAT to custove ./ user

- add Moddle

- add ccenario

~ add fest-aase

Tuing_using KEPI_systen
Traming by Shah on Mysedeqod sygtem

Create nvitaton (n google calendar

- Rqilah » UAT mysecteqah on i Rpril

- Shah . UAT EPI Systemon S8 Apt

- Hag - Tauning 2 loon manageme on 3 Apri!

g in eventviite

- Boow for framing

-~ Hems , Mmll . Chm_,POS

Recewed fasu o handle coacning on € April.

—
s )
) |

- mysedeqah

- Komited

N
| ¢
N\

PRACTICAL TRAINING F m%c%svﬂ
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

log in email

- checuing indox

- checuing google calendar

- recelved mvitahon on uAT.Mida .on 16 ApAl:- .- [ .

= _teceived nvitAfon for gales presentation on, .

6 April

As a tmmner

- nfemal fraining

= I cients

- & (sum)

= 3 ( Nautical Retums gen Bhd)

- U (camar kiastk gdn Bnd)

- 2 (Jajja Chinfd .san Bhat)

- module

- Hrms

= Raymotl

Watke

- cem

acopy. -

-~ Pos

=

R _ Yekr..

Ansem and auection gesswon

e feronce |

(0a n eventbutie

to .

~ book traning on S ppl

. Uv'\'l\)QrSiB'

~ Accounhng and Finance. wmodule

Log 10 Officecentral  (AVSE)

~ genemte quofahon and wvoice for khai Hwat

log tn freshdesk

- suomit quotahion and nwie t© knai twaf.

\
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EXTRACT NATURE OF WORK DONE

SUPER\
REMA

'wqm emal

~ checung @oogie arlendar o

~ checuing \nbox

= received nvitatlon MipA UpY » changed to

10 April

- tecewed wmvitaton for Soluhon Product Pevelopment

on ¢ April

Prepamnion training room

- AVSB

Maue report

- Traning report-on 4 April

- Coaching report on aaApril . . . . .

study on mysedeqan system

- for coaching with Komited on

6 April

- preparafion for mgcedeq,éh coaching

Coaching by Syagq, (SPR)

- on Kpel system

- 4ne calculation n KPI system

Tasu ~ 1o jom KP| gyctem coacning by thah

on capil Jpm

L1
y
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- foeusing on fypes of the campaigns

EXTRACT NATURE OF WORK DONE o
log i officecent@l  (AvSR)
- renewal for khai Heoad (oc year)
= flexi user "
- renewal for Terato Tech 2 unft -
= flexi user {year
Log tn email
- checung mbox
~ checing googie calendar
~ updale calendar fo Join finalize UAT MIDA
on 4 Apil with spb (Snah , Gilah , Syadiq)
= fecewve emall fom Puan Musalmah
- Runguasan Coaching Keport Officecentror! -
- Grentech LT
- pProtech PQ
- Safanlab M7
= astech pLt
- recewve mviation from Puan tisa on
= Gasic Acounfing Traming b Understanding Fmancal
Statement
- recewe format for soluton profile olevelopment ., .
(oaching Komfled for mysedeqch system
= partipant amived ar (\-0a-m
- ended af 2pm \ <
- How t uey in dafn tn each of fhe module - (\«”U
rd

- bow 4o Wnk twe campaigng 1p the website

- update the company profile

~ requestéd to put picturs m website

TEKNOLOGI
MARA
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EXTRACT NATURE OF WORK DONE

SUPERVI
REMAR

Oigcussion whh shan about P €Ystem

~ Explanahion by &hat about kP system

= Trawming using KP! system

- Keyn dota W P\ gystem for AT

purpose

- disaussun on gowng ‘o MDA ¢en 10 Apnl

for UAT

PRACTICAL TRAINING [ hipesies

LOG BOOK - &=
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nea s SUPERVIS(
EXTRACT NATURE OF WORK DONE Sg‘;ﬁ%‘gig" EXTRACT NATURE OF WORK DONE REMARKS
Log n emeut L ‘:"“ﬂ From AVSB 1o KiCenta! - (1-30am. - 9 -00am)
~ Checlitng nox Start meetng with MDA (a-30a.m) Foor 3o

= checling google calendar
=~ recewe mviaton Gy

13 APl by encik Auz ab Ttamiy mom AVSB
Assm fhah § Ailah  (SDD) on UAT MIpA- . .
~ T using an_butron
~_Mmaue cwe the button g funchon
- Checuing on clompteted UAT
Answer phonecati
= generate PV
Piscugsion  with Shah aveut mipA
Completed coachmg report
- Komited
~ mysedeqah system
—On  eApil 2018

"3 = Oiscussion with MIDA '

~ Demc on using Ket System
-ﬂ “  Queshon and answel Seéssion

Starfing on UAT sesston with MIDA (U Joam?) HRoeor 13

| - Gnefty explain whal Is UpT by Shah .CSDD)

- Owtribute the UMT decument ’ ‘

.,! = URT session (12.00pm » 4-90pm)..
v - Adminicttanon module
= Daghboard moduté

Queshon and angeer quesnon

I -~ cobect the UM cocuments
'=‘ — set on new dale for mesenng and URT seesion 2

- submit request on changes Torm

 —
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

From Avs@ 4o Hyrah sejangor. ( 4.30 am - tta-m)

Oiscugsion & on upaT session - -

Brie(y explain what 18 ypT py Agiah (¥oD) -

Slart the UAT gecsion ( 12.30pm - 3pm)

- All_module in  Lgan manasement System

- UM on mobile Appc .

- _Dlcudston abaul Tmining on /3 apni (3pm-Cpm) . .

= Owcussion on user manual e

= Requested from duest 1o st up . Taélel on

13- #F Aprit

PRACTICAL TRAINING F b
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SUPERVI!
EXTRACT NATURE OF WORK DONE REMAR!
from AVSB ~ Hjrah Selanger £9-30 am - #& ll-00cam)
Strting discusston on tamng Session on. /3 AP
complehng 1he ucer manual T mobrie apps
Serup tablet For Hymh
nsrall  the moblle apps. . 1n . the 1abilefs.
Pt out the user manual anda maue 4 copy- .
(Y0 oot for user manual ) &.00 pm ~.. . 4-.30 pm
f
)N
// “g
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EXTRACT NATURE OF WORK DONE Sg‘;ﬁ'}‘gﬁg“

From AvVSB 1t ppAS - .(.?-80 am -.q IS am)
Set qp lapftop for fraining  (9.-30am)
Srart the frowming session by Hazg (SpD)
at 9-40 am  (Session 1)

= Briefly eplam about the system . Cloan management),

- explain about e mobile apps .

- Dusmibufe the user. manual

- g start on moning

- Aselst Hauq on mangge the step for asing

the mobite apps

~ Answer and Qquection Sesston
Sessvon 2
- explaination the roles
~ {raning on usiNg the system ( toan Mmanagement)
= Answer and queshon sescion
= (ommeni and suggeshon sesgion from Hymh
~ submitted the cnange mquest frm
= Discusston on date otart using the eysrem
- bucusston eith Hijrah aboul the Jystem

and modblle appg .

Yot
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L

P SRR
1 UNIVERSITI
TEKNOLOG!

OG BOOK /i

Y

-

¥y N NN

M M

r

r

EXTRACT NATURE OF WORK DONE

SUPERVI¢

REMARL

From AVSB fo Gambang , kualttan (4 -00 am -

{t-30 am)

Join " Mayis Mauan Malam Amai Menyunyung - ..

"

kasfh

- Apuran KomITED malaysio

- meracmiuan Sistem  (Mytedeqah)

- Dimsmiuan oleh KkPYMM Remangud Rg)a

Panang Tenguu Apduliah

1

N

\

N

5
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Log m email

& checmg nbox

- checung googie dlendar. .

complenng report

~ UAT mIOA

- Tainng Hymah

= lauemng mysedeqoh system.

- Traming on ag February

Heping aaslan ( 6DD)

- finauze uAT

Supmit report

wg n officecental  (AVSB)

~ Submit movement

=~ cveate cdoim

TEKNOLOGI

PRACTICAL TRAINING g Pretberon

LOG BOOK @ i

b of
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B

EXTRACT NATURE OF WORK DONE

SUPERV
REMAF

log n emall

- checuing qoogle calendar

= chuulm nbox

tog m taww 1o

- respond 1o customerchad

Answer phonecall

Comptehna  uger Manual

- lan managemen apps

- Hyyrah gelangor

- 3 types of uger manual

- pegawal Hyroh (@llector)

- fegawal (awangan (Adminlocahon)

- Sent +hrough emadl to Hyran €€ - -Msla ,

Hang AQL\’ lah

L2 In_freshdlesk

- Respond 1o ticuet

= Import crm = priboous

log in_offcecantra)  (AYSB)

~ \mpersonate customer account

- Rich A Wang - delete pricebooks

« delete all

PRACTICAL TRAINING e

LOG BOOK " %k%%‘i%&



EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

 One_dau BMC_Tramning at MTOC - upm

8-30 am - Arrive af MTDC upPm
9-10 am - Training start
- By Brwach pin Deraman
- 8me Traning
- Worlk _n group accourding .
Bm¢ theony ;
- Dratent by tnck thsan ﬁ Puan .,
Nisq :
3.00pm - Lunch
g:00pm - Traing by Ir Aanx lgmall  (CED AVSB) -

- Worx 1 groap

- Target sales for so1g f 3009

- Precent by Enalk Hastan , Ar,

Shahir

- DD Presentahon abeut System

- FRirture enharcement

6-30 pm - énd of frawnng aay

(\ _}:-\PJ'

rr

UN IVERSITIl

PRACTICAL TRAINING g
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T T W W W W O™ O O W O M P e me

-

N N NV N 8 N

ir

EXTRACT NATURE OF WORK DONE

SUPERVIS
REMARI

Log W email

- Checuing nbos

~ Cheswng @oogie calendar

~ Recewe emalt from Puan Musatmah

~ Ffelera proviem

- Sent emall to Puan Nisa ¢c : Farmana

~ Compllatwn Felcrn Problem from

fresnciesk

log n freshaseu

- Find hcuet regarding to  Felcra problem

Log wm tawu-to

- fespond 1o customer chaot

- salany (payroh module )

Answer phonecald

- WNeostyuxirue

- @alancesheet not balance

Pepare certifcate for clients come for a trawing

-~ & pax

Assist Shah (5DD) 1O uey  dalxx (D KPL gystem

Recewe fasu from  Span (spD) 1o Jown dhe UAT

gesion Wi WIOA ar kL Cetrol on 23§ 34 ApA

PRACTICAL TRAINING  [F fizssis

LOG BOOK "= i
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SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
Log m email
- oheciing google caendar
- checuing emev! L
Assict suport team

= ANseoer phoneoal!

~ Regpond chat flom cuctomer

= Solve cUgtemer probiem

separdited the data fom Sofrave Prarmacy

- e from Puan iang

(ommittee meehng

~ owner on 4 May 301§

Assist Shah on uey n data n KPI gystem

- Eafertawn MIDA representahive

come office

PRACTICAL TRAINING bt

tieiors
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EXTRACT NATURE OF WORK DONE =
work on <saturday
of ™ emay!
- checuing emad'!
~ checuing googte calendar
log in Tawu -fo
- Respond eystomer chot
Assist and discussion with Smh- about.
<Pt gysrem
= gt anlq
- Add new daitg - ;
- enyils
R r
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EXTRACT NATURE OF WORK DONE Ry
URT MDA
Arrived MIDA at £-30 am
URT started ot A-30 am
= involved about 19 persons  (admin + user)
-~ coveved § mModules
= faue note any cnanges iom MIDA
- distribute and colect the uat dooumeni
- ensur thal all documents been cigned

by the stoff
UAT ended at 6-00 pm
N\ I
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EXTRACT NATURE OF WORK DONE

SUPERVI
REMAR

Log 1N email

~ cnecuing google calesxiar

- checuing \nbox

- recewe wvitohon from Afsya Az for Prepyadon:

W J~ Payroll on 236 Apri

~ prepaython £EDA

- recewe email fom Tarvang

- Sefreare Pharmacy receipt \

- recewe email Puan Nisa

- product prefile soluhon

thecuing on ¢Coffmare. Prarmoacy - recevpt

- compawrison on A4sT-03

download and Mport dala

- disaussion eith Farmnana & Mazeez regaruing

Softoare Phariinaciy s 4

Coroplete report

- UAT MDA on 23 April

- Workt on "Saturday  Ceubmit fo Puan Hayeh )

HR Departmeni

Submil report
- unt mioa (32 copy)
¥ $D0
’ CSD

~ Work on Salurday > Kak Yah

PRACTICAL TRAINING Ea e N
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Hems  § Payoll walutough (8ePA) (r0am ~ 1pm )

- new function

- requested oy S€EDA

- WHh Mazees & Aliah. (S0D) - T T

answer and queshon geselon

Leg n email =i

~ checuing inbox

~ checuing goosie avlendar

- add new achvity in calenaar

= 36 Apnii e

- walkthrough HeME 8 Payroll with Atah (SBRD

for user manual

log in freshdesu

- close hcued

Gofo BaR (3.30 - 6pm)

= preparxhon place for dinner on 4 may

- See the aecorahon in the hall

= loouing and survey r the clecoration. .

PRACTICAL TRAINING IR

UNIVERSIT!
LOG BOOK &l
MARA
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EXTRACT NATURE OF WORK DONE

SUPERVIE
REMARFK

wRMS &~ Foyol Walktrough (SEDA) 4:30 am. - Ipm ..,

i

- it Auan (50D)

- for updahng user manual

~ digedgsion on new funchon

Log n email

= checuing wmbox

- checuing google carendar

Upagte heuet with Aglah (800)

- about customer problem

- goluing cuctormer proviem

PRACTICAL TRAINING  [E= s

LOG BOOK "= e
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Learning officecental India. - 4.80-am - i pm.

- presented by Puan Musaimah

~ Aacunting mModule

- ast

-~ type of 4el uge n India

meeneg for diner on 4 may aoig

ascign to cupport

- ancwer pwonecall s oA

logm Wk {0

- vespond chat aboul how to gubmtt GST

| treparation for dinner on 4 may so01e

Discugsion with Snah about gepp

- fmining on 2 may soig

loq tn email

-Checuing google caignder

= checuing nbox

= Rezeve emall from Puan Nisa about exchonge

supervisor

Farewet for

- Puan musaimah

- Nor Farnan (sum)

PRACTICAL TRAINING % i
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EXTRACT NATURE OF WORK DONE

SUPERV
REMAF

Log i emai|

- checlng nbox

- checwng 9oogie calendos

log n Bwk-to

tog wm frochaesk

Setun decorahon for dwnner on U May 20\%

- Bar

Preparation clewrahon for cdnner

PRACTICAL TRAINING  [F jisess
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

log 1n emall

= checuing nbox

- checuing geogle calenday

- recswe emadl from Aeya Az

= the progress preporahon for SEDA

Log n Trello

- checuing Wists thing 1o do

- receive comment from Kau sal

- complehng user manual

waluthrough HRMS & Payml (sepA)

~with ghah

= trying ucing 4ne new funchon

'\4

/‘u"‘%
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EXTRACT NATURE OF WORK DONE

SUPERVIS(
REMARK!

Cheew w1 - haif -day - (Lapm -epm).

wawthrough  #ems & Payrol for oew fmenon

- S€EDA
- wiih Shab
PRACTICAL TRAINING Lo o

LOG BOOK - i
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e S HAReOR e EXTRACT NATURE OF WORK DONE s AL
Fingl_waiktugh Wems 6~ Paymil & Finance ( Tam - tpm) . k | :ﬁ teg = email
- new funchon - checuing emafl
- for SEDA k f :1 - checung googwe colendar
- with Anah , Mazee2 , Alsya & Shah - (ecene email aancelahon team LWlldng on amay (. -W 055
- _compiehng uger manual 0c fr $€PA k - 5 Compienng report _r_)/p,ar ¢S
~ uey w new finchon o fest case ’ Y ceacomyl devA . “ 'M"‘
Ctegter apps) F : ’ﬂ - worw on \may - : !W/Jﬂ!/l
~ HRMS = overtimes , traveiling cubmit report - LAV
- fayroll = kwAp , Pc Cealcuiahon) - Puan Nisa (supenisor) y Clond
Saany siatement " R —~ $nah (s0D) A A
- Bfnance = clawp 3 ~ Kaw YaH (management) ' Lu/\& :
Gong ®eA Seon for presentation / coaching - new F ; '-—d*f Log \n ofcecentiol  (AVSB)
funchon  (2pm - 6pm) ; | R - appiy leaves on g B 10 may
- wth Sah , A "" r ‘_a - Checing company and uger ¥hrough VA
= dhseussion pew funchon ’ Dlscussion wih  Shah
- requested for changes Jh 1 m - avow! SEDA
| log in freshctesu
n: T :ﬂ - update hcuet 2,
{ A renewal officecentral /Wﬂ
ih | q A closed /open il
Preparatien for dinner on 4 may
-
Q4 '
! R
(=
(& =
255 MARA

'h; “p
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Log 1 email

~ ehedung \nbox

~checling  google calendar

dssist W custemer support .

.~ answer phonecal!

teehng for annual dmer  (1i-00am - (pm)

- dlscussion fr tentahve

- finalze the tentmtive

toing o BAR (lpm - $-30 pm)

- setup preparmhon for dinner

Dinner. (7pm - 12am)

- Quest

lesse. rcld

* AVSR stoff

MMW

A Snareholder

Y2LRIWAY ] X

A Dealer

1B e’

LA,

AT i)
UN]VERSITI
KNOLOOI
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EXTRACT NATURE OF WORK DONE

SUPERVI

REMAR

Log n emaf!

~checuing goagle calendar

-checuing \nbox

tog N taww - o

~ entesfaaWN chat fom customer

n A2a0h (Jasin Betspring Mosuething £ Services)

# ¥ow to use the movileapps (POS) .. . -

Answer pho necall

~ extend account (ABER MANACGETMENT ¢pn. 8HD)

A trial to achve (wathng for payment) - .

- Search the cuctomer mvoice ( comFORT AUTD)

# mpersehate he account

Leave early at Spm

PRACTICAL TRAINING F \%" ‘%g,‘&%‘i%&
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

.t v

A May - €techon bay

10 /u May - Public tiouday

Log n emcul

- checiing inbax .

- checuing @oogie calendar

- recewe email fom Puah Nisa

+ mysedeqgah tasu

- reseive emarl from. Pasya: (soo)

X fuining with Mwp o0 2% L34 g-as

May

Recewe can from customer

- Clomfert Auto

* Redundant supplier in coA .

Otscussion with Puan  Nign resarding aser manuad

Complehng user manual

- Mycedeqah

- add Gor edit , delete funchon in usermanuat

PRACTICAL TRAINING @ ;

LOG BOOK /&

TEKNOLOGI
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EXTRACT NATURE OF WORK DONE S
Log in _email :
~ Checlking googte calendar
= checu\nq wWmbvox 08 '
- recewe emadl frompuan Nigsa
4 new office hour for Ramachan
and after ramadhan f
Ramaahan ¢ -%:30am -.-Spm
Afer Romoadnan (CSD). - €am - Gpm
- wvitahon for complehng the documentohon for
kPl system
- unvitanhon for renearsal (kpl cystem) with
Puan Nicqg
log n fregndesu
- update and closed for renewal officecental
* 13 feuets
log in Officecental C(AVSB)
- checuing the company that recewe the heuet
for renewal
Discugsion with team aboul ‘he latest tasu given by m
Puan NiSq =
- dafeline for each member \n compleh”d the Cysvem
docurventations

Receved new tasu &om Puan Nisa

- complehng user manua! for kP1 system

- Hanas out for Kp! eystem

- 8lde presentahon or kPl system

- As frawner for MDA KkP| sysiem on

2g , a4 , 2€ May 20l%

It

PRACTICAL TRAINING ME»;F;;.T.
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EXTRACT NATURE OF WORK DONE SUPERVISOR
REMARKS

Complehng user manual

~ Mysedeqah

- updahng the ¢dit and detete funchon

user manua) AN
e

Joined training for kP eystem TR

Tramer : shah (Spp)

leamt about 3 modules : mmfmhon and

. . Configutation

PRACTICAL TRAINING W

LOG BOOK i

EKNOLOO!
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na AN mMmMmm
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SUPERVIS
EXTRACT NATURE OF WORK DONE REMARK
Checing _emall
cheding googie colendar
Owscussion with N aoout the kP cyctem ;
-~ go tnhrough the kpI cgsmm '/IT-(
~ go through the user manaal /A\,\/ /A

ncéw explainahon from Shah about the £P1 egdstem

- assist on how to use the sysrem. . «

Srart on Mowing the eude presentahon

- apm - 6pPM

- Admimsirafion module

PRACTICAL TRAINING E@ e

LOG BOOK &/



EXTRACT NATURE OF WORK DONE Sg'ém‘gi‘s"‘
g tn email
- checking ema)
- chetuing aoogte catendar
Log wn _(reshdesu
- update and close renewal heuet -
- 13 heuet (Ve

X No fespond cofthin 24 hours

Jowned tmuming

Ny
»

.

- Oniine fraining with €D

- q.00am unfit [-00pm

© Discussion with group

- How to umprove training CAVSE)

- Set 3 goals leamt! the teun the

frainers

Discussion and list ouf *wnat maues

a good maner ’

=~ How to bulld rapport with the trawnee

Start on complehng slides preserdanon (3pm ~ Gpm)

- Add new stide r admuwstrahen Ainchon

~ Shart on neéw module

- conhgurahon modute

Recelved emasl fivm Pdan Nisq

-on Complenng the homeworu given use the

workPook ‘Train the tmner’

PRACTICAL TRAINING @ Si24)
e TEKNOLOGI

LOG BOOK ONvERSIT
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EXTRACT NATURE OF WORK DONE

SUPERVIS
REMAREF

Ramadnan offce hour = <-30am - Spm

Rehearsal on presenohon  (XP1 system)

- 8 -30 prepamathon

- 9.00 Stoton preseqtahon

# audiense : kKaw Hona , Oan , Nk

- Traning ends at |pm

Priscussion with kak tioha about wmprove framning ... -

6dihng the elides

PRACTICAL TRAINING
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~ HR Team

Tt

EXTRACT NATURE OF WORK DONE SUPERVISOR
REMARKS
Raif aay leave ¥-30am - a-3opm
Ltog wn emaft =
~ checung (nbox
- checung google cglendar
= Received email about canceliahon | Tmmmq MDA
on 21,33.,24 may .
- Recewved new invifafon: framng mioa on. 4,.6. . |
dune ,
Checunq on updahng user manual 7y
- KP| system /Y\I\)W/
Jowned voice @ ventures 3.30 - Y-30pm [ &
- Pasal ) & Please also
~ A Zuaiha > Marheng < Wy cusomer buy 7 '(_kdu.eﬂ(
Jowea team buvdngg e

PRACTICAL TRAINING
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EXTRACT NATURE OF WORK DONE

SUPERVI!
REMAR!

L_ogmcmaﬂ

- checuing googie calendar

Complete the homewore

~ Tran the touner

Answer phonecall

= Nur Muhammad

- Cashflow

- Gort by date / transachon

<
VZ
7

updahng user manual

-KPI Qystem

PRACTICAL TRAINING dﬁ%{{sm
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

EXTRACT NATURE OF WORK DONE

SUPERVH
REMARI

| - day T the Tramer  traming

T

summary for from the lact fraimng session

Log 0 email

start wihh new chapter

- enecuing googie calendar -

- checing wbox

s andersfand trainee (svep ,tmik , reseqch , create),

learmer

- recewve email from Puan Nisg -

: hoew to use the visual alds well : using of

a Deadine for video tutonals and help cender on:

T

board , Stckies ,shde

| dune

¥ Truning ehanng (kPl system) ase tawner

¢ unowing about S1x queshaning techpigues

m M T P W

- Suifable fo use (when)  example ,

~ Intermal frawing

aétinthon

- on as May

-"f-‘-ﬂ

: dsing the verval and non - verpal communication

- receve email flom kKak Asya

~ communication perceninge large on

4 Invitahen for tuning MDA on

™

boay languqge and facial expression

¥ June -  Admin

N

1 step on hoo To answer the question well

- queshon from tramee

- dedling wih challenging question

- queshon not fo answer n class / dunng

tratning

: se} appropriate pace

- how fo handie slow (earner

: petermine 1f the trammee GoT (7

: example of the checulist

: close well

- oral review

- example queshon for oral review

: Prepare well

i example of checulis

Ouring each of the sub chapter , we having the discussio

n June -~ st

A4 kKt Centval , qam - Spm

A Pang for traming 1o Anis (MWA) C€C ¢ Yo .me.

- 8ent slide presentahon CkPI gystem) through

emall 1 Puan Nwa

Complenng the gile coith new format .

¢ based on leamnt fiom tranng ‘framn the

tramers '

complenng the KPI eystem course oatline

Comptetng the kPt &ystem frammmng handout

Discussion with Nik b Shahir regording

~ the formal # how fo

: complefe the traming handoai

t complete the tramner’s manua)

| Discussron ewith kak Aisya

TEKNOLOGI
MARA
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: date for traming kP1 mOA
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EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

: suggeshon date from mibA on 4,6 ,¢

changed fo & ,6 .7 because 4 June .

for @ FAT sgession , (I June o for staff

: Suggeshon for ventures (s on 2 June.

from 4am - spm and 4. une ,Qam - Spm

: 7 Jdune focus for admin

2 N June focus for craff

Discussion wifh Aqflah (800)

- update user manual ‘lean management’

¥ new funchon requested by HIFRAH

Discugston with &hanh and taiz (600)

- regarding kp! system

~ funchon deachvate in submodule staff ..

- edrfhng funehion in admnistrahon.

-~ funchion external 10 . .

Sign up for new account CkpL gysiem).

- use for nternal mainng on 3¢ may

- complehng uey n data I administrahon

moduie
s company profiie s add new Staff ‘
logo :.manage. sfaff .
email sethng roe . .

kP! calcutation methed

- complehnlg uey i data in configuration moaule.

. create the evaluahon perod .

: add new threshold & jevel

: add new Scorecard

PRACTICAL TRAINING = )
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EXTRACT NATURE OF WORK DONE

SUPERVI!
REMARI

Lgg w email

- checuing \nwox

- cnecing gocgle alendar

~ recove el from kak ttona

# Lok D register 0¢ Tranethon fwm 6 7% — 0/

Log ! trello

- Submit framning course cuttine

- submit training handowt

Log 0 KpL gyctem

- Key In datm n configuranon mociule (admin)

2 Add new contribuhen

-~ overal performance

» Process , uNprocecs. ,. reprocess Soutrfon

- log in as efaff to submit kPl measurement

as cupervisor & gupervisee

- Submit kPl measuremeni , update ¥PI .

measurement for supervisor ¢~ . gupervisee

- Admip play the process button

- Unfinaliaed and allow button for staff update

ket

|- Dashboard view

PRACTICAL TRAINING H ot
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SUPERVI:

SUPERVISOR .
EXTRACT NATURE OF WORK DONE e e EXTRACT NATURE OF WORK DONE REMARI
Half - day wiemal trasning (4am - lpm) ) k_’ ':f Log W email
" KPL gystem K - checuing nbox
- as a towner for kpl system t Tos - checting google calendar
= Tramng = admin & staff role i ; - gent email o Puan Nisq
= Admmstrahon module * . . ,b - 5 fequested by Puan.thsa - Meehng request (report].
~ Configurahon module D T Assign in customer gupport
- oveall performan® modude _ . n_ - Log 1n freshdask
- To do moduie . ! _ % o - update note
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29 may - Public Holiday (wesak pay)
Leg m email
- eneciung googie catendar
= checking inpox
- Yeceve nvitanon from ugbah  Voice ® ventures
ar | June 2019
Assiet iIn support
~ closed hcuet (freshdes w)
: add note
: updaile
Assist user In download 4L (bresndesw)
: lorahim Man gdan Wnd ..,
: excel fbhrmat
Oiscugsion with kak Aisya (spo) f
: Tmining MIDA T\\T"%
:_comfnmahon dare for traning s )
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Admmistrahon module

PRACTICAL TRAINING ! BB

LOG BOOK &

‘I’EKNOLOG]

TT OO O O e e

m M

T

ey

EXTRACT NATURE OF WORK DONE

SUPERVIS
REMARK

Log 1n email

- checuing googie calendar

- checuwng nbox

- recewve emall from &nhan

« Encer format au requected by -

foramm Mian 8an @nd (\v/i/1% - 80/u/\18)

\. Banu Accoumd

~ recewg blagt email from Encaw Patz  (CED)

i usf precenfanon mpiementanon (POF)

- recewe email from Kok Hang

¢ Template \mport lead

tog ' freshdesu

- Reply bnanm Man 8an Bhd Hheued

 Oowntoad AL

s Requested ¢ types of ar

1 Complered download and submH 4o clients

ompiehng user manual  C(kPL -8ystem?)

i

s g View

: Conﬁgnm’non mMoclule

s Overall Performan® mocdiule

Recewved tasw from Shah

:J0 Join  the URT b~ PR sgession

+ For MINA

;. 0n M & S June 20V8

Trainma_Sharing Knowledge with € 3-30 pm - Sem)

: Hafiaah , Nik , Kok Hanao
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|Log m_emaiil

s chea«i mbox

~ Checung Googie atendar

]
i
.

~ Recewved email ftom kax Hana

' Preparation for Team Rullding Ceen)

- Recowved email from enah

: To print owt UAT pocument for MDA

Join_AcsetCenfral traming (a-lpm)
by : Nik (ceo)
! infemal training
Updating user manual (xpi MipA)

Administathon  module

:_Audit Logs __7;4,1—,
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| upload Kpy System user manual U \\/ =
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Log 0 email

- checuing WMVOX

— checuing google calendar

~ download UM Document received flom &han

- adAa new achvity to aalender

'+ 4 {5 dune

: Jomn L€nhan for FAT cession (DAY
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: @ sune

‘
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mnvited M.
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: 10 set
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Log n email

= Checking \box

- checumg google aalendar

~ meewed email from Puan Nisa egarding new

echedule for a@aoning (provide \-S hours)

for eacn company
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Log W email
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- update ket
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Piscussion with Shah about ehanges
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Discussion M group
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- request by MivA
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- checting google @lendar -
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- 2ulatha
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on leave (replacement leave)
A from 13 June - 20 June
Log 0 emait
= checwing \nbox
- (‘4-1
cheaunq google calendor //\\A§°}‘~

- mawve email fom Puab Nisa

¥ Qustomer Success wnprovewent

( ampany slte vigit)

¥ agenda (SO Meetng 21/ (2008

Oigeugsion  with Shah

= RPY gystem Ohanges

log \n EPU guskem

- cheawing on \atest update
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Log n email
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Log n email
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- update new progress for kP
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~ Neu pimengion
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Log in email

- (heeking \nabox

~ Mhearing google auendar
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~ sent emall o Shah
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Assian 0 suonort

rd
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- epond customerchat
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UNIVERSITI
= TEKNOLOGI
MARA

PRACTICAL TRAINING %
w5

LOG BOOK

T T T ETTM™m

n

U

n

r

L

W W

W N W

L

Ll

M M N O N

\

EXTRACT NATURE OF WORK DONE

SUPERVI!
REMARI

Azsign 10 Support team

New woring hours & - 6pm

Log w freshdesk

- gubmit mvoie / recerpt fx @mawal officecentral

- Pynamic Resources (All-in-one ) 6 months

~ update tcret to resolved

- problem ‘ process gqji ' (Agicentral) (Felcra Agro)

- Cetle  (hevet resolved)

- cnhat through whatsapps

how 10 chang 10 deskdop view

- give Wk for their access

Assigh ana hote fo Sshah .

- View 0C (roputm) Pdd adjustment > bulk

- problem

~ MBgyr SnarSeredah

- Genegral \edger 301} (did not lalanee)

- note {2 Snan

= ey heuet b kopura

- fegardig  provlem  gjustment ada bulk

~ Felera Agro

~problem log 0 1o system

Aswer Phonea!

~ endik Najmi  (Minda Tech)

- Problem 10g'tn
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~ buan Hayath  (punamic Resdirces)

~ Pross Salaw slip
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~puan Ana (Dynamic Ressurces)

~ Gunsevphon 0c 6 months

- puan Nawmviah ( Gurrpa enterprise)

-~ Downlbad 4L from | Jan 2013 - 31 Dec2o?

- POF fprmat

% aeate fickel to Shah o download

Gt Cauwrrent asSet) 6om Jan - Dec 2013

whatsapps

~ith N Iman

-regarAng log tn to  Agvitentl

- Wser canndt ve found

- process earning  (how 43 do) (salawy)

Agricentm!

- \low 1o delete the stock (wventowy)

loq in Awk-12

-€ntertamn  wstomer chat
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Problem : invorce In (RM 3 Accounhng
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Problem : How 1 use the desetop view
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Discussion with Shan
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~ fegaming kPl system
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checuung google calendar s/

Log \n frechaesy
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toa n frello
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Figure 45 : CEO’s Room Figure 46 : Customer
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Tarikh Waktu Masuk Waktu Keluar Tandatangan Penyelia
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8 FegrysrY Q.00 am ¢ 00 pm S
9 FEBRUARY q-.00 a-m 600 pm
. PEBRUARY Q.00 a-m ¢ .00 pm
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1Yy FEBRUARY 9-00 q-m é.00 pm
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g FegruprRY 900 a.m ¢c-00 pm
20 FeBRUARY Q.00 am G-00 p'm
21 Fewrupky 2:00 a-m ¢-00 pm
22 PEBEUARY .00 a-m 6-00 p-m
23 PesnuARY Q-00 a.m ¢ 00 p'm
26 FesruhryY q-00 am €-00 p-m —]
27 FEBRUAPY q-00 a-Mm 5.00 Pm
28 FEBRUARY 9.00 a-m é-oo,om

Dengan ini saya mengesahkan bahawa maklumat di atas adalah benar.
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No. UserID iName Weekday Date iln Out Total Working Hours
1 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Wednesday i 2/7/2018 18:09:00 0
2 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Thursday 2/8/2018: 8:42:08: 18:05:08 9.38
3 9184+HEngku-Shamimie-Syahira-BintiEngku Kamaruddin Friday 2/9/2018; 8:44:45; 18:06:23 9.36
4 9184{Engku Shamimie Syahira Binti Engku Kamaruddin Monday 2/12/2018; 8:47:52i 18:08:01 9.34
5 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Tuesday 2/13/2018; 8:44:33; 18:06:19 9.36
6 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Wednesday :2/14/2018; 8:40:54; 18:07:07 9.44}
7 9184iEngku Shamimie Syahira Binti Engku Kamaruddin Thursday 2/15/2018; 8:22:15; 17:01:07 8.65i
8 9184 Engku Shamimie Syahira Binti Engku Kamaruddin Monday 2/19/2018; 8:51:18; 18:09:50} 9.31}
9 9184: Engku Shamimie Syahira Binti Engku Kamaruddin Tuesday 2/20/2018; 8:46:08i 18:14:18 9.47;

10 9184:iEngku Shamimie Syahira Binti Engku Kamaruddin Wednesday §2/21/2018; 8:48:41i 18:11:01 9.37
11 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Thursday 2/22/2018; 8:43:07i 18:07:53 9.41
12 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Friday 2/23/2018; 8:37:30: 18:36:12 9.98
13 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Monday 2/26/2018; 8:37:58: 18:04:42 9.45
14 9184:Engku Shamimie Syahira Binti Engku Kamaruddin Tuesday 2/27/2018: 8:40:12: 0
15 9184:iEngku Shamimie Syahira Binti Engku Kamaruddin iWednesday i 2/28/2018; 8:23:32i 18:06:52i 9.72i
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9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie

Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira

Total Late Minutes:

Total Late Minutes

allowed replacement: (up
to 3 days + special case)

Replaced:
Total Late:

Total Late Minutes in

days:

UPL days:

TOTAL:

Tuesday
Wednesday
Thursday
Friday
Saturday
Monday
Tuesday
Wednesday
Thursday
Friday
Monday
Tuesday
Wednesday
Thursday
Friday
Monday
Tuesday
Wednesday
Thursday
Friday
Monday

371
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DATE IN
27-02-18  8:40:12
28-02-18  8:23:32
01-03-18  8:27:07
02-03-18  8:18:19
03-03-18  8:51:58
05-03-18  8:39:07
06-03-18  8:39:47
07-03-18  8:39:31
08-03-18  8:38:38
09-03-18 UPL
12-03-18  8:51:54
13-03-18  8:39:09
14-03-18  8:51:21
15-03-18  8:47:03
16-03-18  8:36:09
19-03-18  8:50:18
20-03-18  8:48:12
21-03-18  8:41:09
22-03-18  8:38:56
23-03-18  8:40:38
26-03-18  8:38:20

ouT

18:06:52
18:11:24
18:42:39
18:01:40
18:22:40
18:18:47
19:00:38
19:50:15

18:17:58
18:08:09
18:08:40
18:10:40
17:21:12
18:15:45
18:21:43
18:15:18
18:09:09
159:13:40
18:09:59
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9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie

Syahira
Syahira
Syahira
Syahira

9184 Engku Shamimie Syahira

9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie
9184 Engku Shamimie

Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira
Syahira

Total Late Minutes:

Total Late Minutes

allowed replacement: (up
to 3 days + special case)

Replaced:
Total Late:

Total Late Minutes in

days:

UPL days:

TOTAL:

Tuesday
Wednesda
Thursday
Friday
Saturday
Monday
Tuesday
Wednesdar
Thursday
Friday
Monday
Tuesday
Wednesda:
Thursday
Friday
Monday
Tuesday
Wednesda
Thursday
Friday
Saturday
Monday
Tuesday
Wednesdar
Thursday

436
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DATE iN
27-03-18 Coaching
28-03-18  8:35:55
29-03-18  8:39:35
30-03-18  8:39:40
31-03-18  8:58:07
02-04-18 Coaching
03-04-18  8:47:02
04-04-18  9:00:42
05-04-18  8:39:53
06-04-18  8:42:27
09-04-18  8:33:06
10-04-18 MIDA
11-04-18  8:50:10
12-04-18  8:40:42
13-04-18 Hijrah
16-04-18  8:51:25
17-04-18  8:50:22
18-04-18 Training
19-04-18  8:47:43
20-04-18  8:29:16
21-04-18  8:57:48
23-04-18 MIDA
24-04-18 8:46:31
25-04-18  8:49:54
26-04-18  8:35:25

ouT

18:15:41
18:09:10
18:28:33
18:07:28

18:52:14
18:26:10
18:38:59
18:18:54
18:09:26

18:05:06
19:50:10

18:04:53
18:06:55

18:12:15
18:47:38
18:04:12

18:18:33
18:14:29
18:14:06
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9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira

Total Late Minutes:

Total Late Minutes
allowed replacement: (up
to 3 days + special case)

Replaced:

Total Late:
Total Late Minutes in
days:

UPL days:
TOTAL:

Friday
Saturday
Monday
Tuesday
Wednesda
Thursday
Friday
Saturday
Saturday
Monday
Tuesday
Wednesda
Thursday
Friday
Saturday
Tuesday
Wednesda
Thursday
Friday
Saturday

54
54

318
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DATE IN
27-04-18  8:32:23
28-04-18  9:35:34
30-04-18  8:44:42
01-05-18 13:29:44

ouT
19:09:18

18:41:58

02-05-18 SEDA Coaching

03-05-18  8:36:42
04-05-18  8:38:56
05-05-18  9:10:00
12-05-18  9:09:03
14-05-18  8:52:02
15-05-18  8:45:16
16-05-18  8:45:43
17-05-18  8:28:29
18-05-18 13:41:47
19-05-18  8:25:26

22-05-18 No interne

23-05-18  8:24:49
24-05-18  8:16:36
25-05-18  8:23:03
26-05-18  8:27:52

18:20:10

17:06:17
18:29:50
18:24:18
18:10:42
18:05:30
17:05:34
17:04:43
17:58:48
17:03:30
17:04:29
17:08:55
17:17:05
17:21:49
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9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira
9184 Engku Shamimie Syahira

Total Late Minutes:

Total Late Minutes
allowed replacement: (up
to 3 days + special case)

Replaced:

Total Late:
Total Late Minutes in
days:

UPL days:

TOTAL:

Wednesda
Thursday
Friday
Saturday
Monday
Tuesday
Wednesda
Thursday
Friday
Saturday
Tuesday
Wednesdar
Thursday
Friday
Wednesda
Thursday
Friday
Monday
Tuesday

14

14

201
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DATE iN
30-05-18 11:26:42
31-05-18  8:31:44
01-06-18  8:23:43
02-06-18  8:26:36
04-06-18  8:28:56
05-06-18 MIDA
06-06-18  8:32:52
07-06-18 8:24:26
08-06-18  8:08:42
09-06-18  8:04:28
12-06-18  8:35:17
13-06-18 RPL
14-06-18 RPL
19-06-18 RPL
20-06-18 RPL
21-06-18  9:06:52
22-06-18
25-06-18 8:34:40
26-06-18 8:54:15

out
17:06:06
17:14:31
17:05:33
17:55:59

17:04:06
17:20:44
17:39:32
17:31:09
17:00:24

18:26:37
18:00:13
18:01:11



UAT MEETING REPORT FOR KPI SYSTEM

5 June, 2018
Date: 5 June 2018
Time: 9.00 am — 4.00 pm
Venue: Level 13, MIDA
Training Title: | Final Acceptance Test (FAT) MIDA
Trainer: Muhammad Shahizzudin bin Mohd Radzif

Assistant Trainer:

Engku Shamimie Syahira binti Engku Kamaruddin

REPORTS

The foliowing is the report on invitations and attendance:

Total Number of

Participants Attended:

7

COMPANIES DETAILS

The following is the list of companies that have attended:

No. | Company Name Industry No. of Pax
1. | Malaysia Investment Development Manufacturing & 7
| Authority (MIDA) Services

Total participants: 7pax

UAT SESSION ATTENDANCE ANALYSIS

The following is the list of attended companies, their session and the reason for attending the

session,

No. | Company Name Session Reason

1. | Malaysia Investment Development Authority 1 FAT with
(MIDA) MIDA

MODULES & INTEREST ASSESSMENT BY TRAINER

MODULE NAMEF COMFPANY NAME INTEREST LEVEL
(LOW/MEDIUM/HIGH)
TO DO Malaysia Investment Development HIGH
Authority (MIDA)
MY Malaysia Investment Development HIGH
PERFORMANCE Authority (MIDA) o -
DASHBOARD Malaysia Investment Development HIGH

Authority (MIDA)




Authentic Venture Sdn Bhd ¥

Customer Success Department Venture

REPORT WORK ON SATURDAY

Name Engku Shamimie Syahira bint Engku Date 31 March 2018

Kamaruddin

Department | Customer Success Department Time 9.00 am — 6.00 pm

Task completed:

No.

Description

1.

Replace Aiman on ieave to work on Moday
- Involve coaching session on Monday (2 April)

Assign in customer support

Entertain chat in Tawk to. Chat received at 12:13 p.m

From: Annalisa Siska

Company: 3 Phase.

Problem: Cannot download PV

Solution: Inform that we already acknowledge that problem and create ticket to
developer.

The conversation end at 12:15 p.m.

Answer phonecall from customer

From: Zazlinda

Company: Adgen Resources )
Solution 1: Try to download on behalf of customer using customer account and
trying download using trial account. Show the Oh Noo ! page.

Solution 1: Create ticket to Shahizzudin

Log in Freshdesk
- Create ticket regarding the problem having by the customer (#6750)
- Screenshot the problem and attach in the ticket
To: Shahizzudin
Problem: Cannot download PV — show the Oh Noo | page

Prepared by Verified by Approved by

O (e

Engku|Shamimie Siti Musalmah Jamil Khairun Nisa' Aziz
Syahira

Supervisor Chief Operating Officer




THIS is TO CERTIFY THAT

---——---—---———;——n--w-—---u—----—------qn—-------.---

ENGKU SHAMIMIE SYAHIRA BT ENGKU KAMARUDDIN

| e HAS PARTICIPATED N -
OFFICECENTRALTRAlNING MODULE HUMAN RESOURCE MANAGEMENT
- PAYROLL, CUSTOMER RELATIONSHIP MANAGEMENT & POINT OF SALES |

HELD ON

14 FEBRUARY 2018

e AUTHENTIC VENTURE SDN BHD
BANDAR BARU BANGI

**t

& CERTIFIED BY E

IRAZIZ BIN ISMAIL
- CHIEF EXECUTIVE OFFICER

o ﬂ-_  AUTHENTIC VENTURE SDN BHD'




THIS IS TO CERTIFY THAT

—--.—--—-—.-——--

ENGKU SHAMIMIE SYAHIRA BT ENGKU KAMARUDDIN |

| HAS PARTICIPATED IN e e
OFFICECENTRALTRAINING MODULE

FINANCE & ACCOUNTING
: HELD ON =
| -;11.5-FEBRUARY. 2.018..‘
LR AT |
AUTHENTIC VENTURE SDN BHD
BANDAR BARU BANGI wal

~CE‘RTIFIED BY, - -

M/\

ey _AmHENTICVENTURE SDNBHD ;

b i-.f_' IRAZIZ BIN ISMAIL e
~ CHIEF EXECUTIVE OFFICER =~




CERTIFICATE or PARTICIPATY(,

THIS IS TO CERTIFY THAT

ENGKU SHAMIMIE SYAHIRA BINTI ENGKU
KAMARUDDIN

HAS PARTICIPATED IN .
STRESS MANAGEMENT TRAINING

HELD ON
30t MARCH 2018

AT

AUTHENTIC VENTURE SDN BHD
BANDAR BARU BANGI

CERTIFIED BY

IR AZIZ BIN ISMAIL

CHIEF EXECUTIVE OFFICER
AUTHENTIC VENTURE SDN BHD

f V

&%ﬁ&m@h A S 2SR mgf\},,-%i{




WM &7 X R

<
(
|
:

. R 2D B ATER S

Venture |
CERT]FICATE of PARTICIPATIO A

THIS IS TO CERTIFY THAT .

ENGKU SHAMIMIE SYAHIRA BINTI ENGKU
KAMARUDDIN

HAS PARTICIPATED IN
BUSINESS MODEL CANVAS WORKSHOP

 HELDON
18" APRIL 2018

W~ < ~ L \a AN DS NS
W= =2y WA (T

AT
UPM-MTDC TECHNOLOGY CENTRE

F

CERTIFIED BY
0 W\MJ
mzccﬁu DIN DERAMAN
PROFESSIONAL BUSINESS COACH

R



Describe the strategic-management
process & comprehensive strategic
management model.

Piéculsst the 'ghrele stag:—:‘st. of straéegy
ormulation, implementation, and sy .
evaluation activities. ? T A

Describe the benefits of DN L58)
engaging in strategic manage;p@gptlj, {

Tutorial Structure

= Mbdule:—St_r_-ai_:gg'_i'_cg Management

[l

Define Strategic Management

The art and science
of formulating, reamuce fon
implementing, and 51-'\,07(,{4{(.,

i - O
e‘—/alu.atmg Cross Maneae el o
functional decisions s gty P

that enable an R
organization to malisls ocdanizatio

achieve its objectives

450 x 442 .shulfaslonk,com




ot of Racpitin

This certificate is awarded to

Engku Syamimie Syahirah Binti Engku
Kamaruddin
for

Committee of Authentic Venture Annual
Dinner 2018

on
4 May 2018

N
[ 3. -j P

IR AZIZ BIN ISMAIL

Chief Executive OFficer
Authentic Venture Sdn Bhd

KHAIRUN NISA AZIZ

Chief Operating Officer
Authentic Venture Sdn Bhd




Venture

CERTIFICATE OF PARTICIPATIOA,

THIS IS TO CERTIFY THAT |

Engku Shamimie Syahira Binti Engku Kamaruddin

HAS PARTICIPATED IN .
AVSB Train the Trainer Level 1

HELD ON
22 May 2018

AT

Authentic Venture Sdn Bhd
Bandar Baru Bangi

CERTIFIED BY

-

R

IR AZI1Z BIN ISMAIL §

CHIEF EXECUTIVE OFFICER
AUTHENTIC VENTURE SDN BHD

(Al




Homewor

1- Workbook Clam

3. Prepare bg trning

CRAM

The “Quick Notes” of

How to Train

PROGRAM WORKBOOK

Jason Teteak

) Rule the Room

V' Successful Communication Made Simple

©2010 All rights reserved. —Cram “The ‘Quick Notes’ of How to Train” With Jason Teteak



¥, Internship
Ver;:i:ure Program

Certificate of
Completion

This is to certify that the following student
ENGKU SHAMIMIE SYAHIRA BINTI ENGKU KAMARUDDIN
has completed the program during the below duration

15t FEB 2018 — 29" JUNE 2018

with the following results:
Attendance ) Excellent
Communication Skills Good
Human Relations & Teamwork Excellent
Responsibility & Dependability Good
Leadership & Initiative Good
Problem Solving & Decision Making Excellent
Willingness to learmn Excelflent
Professionalism & Appearance Good

Certified by,

| Khai%

Chief Operating Officer
Authentic Venture Sdn Bhd
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INDUSTRIAL TRAINING

ENGKU SHAMIMIE SYAHIRA BINTI ENGKU
KAMARUDDIN

2015182731

PRESENTATION OUTLINE

« Company Background

« Training Activities

« Lesson Leam

« Limitation & Recommendation

COMPANY BACKGROUND ¥

Verture
AUTHENTIC VENTURE SDN BHD The heardquarter located at
has been established in 2002 Bandar Baru Bangi, Selangor.
AVSBiis one of the leadi fity Authentic Venture Sdn Bhd was
lop pany in Mataysi: built up to other countries which
focusing on cloud-based software are India and Indonesia.

Success Department (CSD)

« Supervisor's name:
1. Siti Musaimah Jamil
2. Khairun' Nisa Aziz

« During 5 months industrial training, the student been placed in Customer

Porrcammew: @ esserasmea ziscla g M}js_&i(?l'l

I Comgany Product
Fmﬁspm KP1 Systm

Zivale System MySedeqah 5ymem
Finegic Sysiam Asast Cortral System
1P Certtal Systam Etrax System

Cirivegic  @IPCHRAL Beraxr |4

TRAINING ACTIVITIES

| s

1 UAT or FAT session

= —
2. Help Oesk Support
Assigned in support team 10 help the client soived their problem.
For pie forgot p ovd & d account for OfficeCentral System




7/10/20

3. Administrative Task - Reporting & Data Entry, etc.
Completing report for training / Preparation for UAT / FAT session
coaching / UAT or FAT session (key in irformation)

C p)/tﬁ'm(o (/ Rewoynilion ‘

3
4wy 2038

Book for training and coaching session

As a committee member for
Autheatc Venture Sdn Bhd Annual Dinner

Making video tutoria Caompleting the stide

Completing user manual

using EzVid

6. Participation in trainil 1 team buildi

Attending the training or course organize by Authentic Venture Sdn Bhd

Joining team bulding activities

R, o A dhentic Viarth

Sdn Bhd in launch system program

7. Other Activities (Company Activities)
Joining Voice@Ventures

Joining sales
presentation competition

Joining stsff farewell
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7. Other Activities {Company Activities)

SPECIAL PROJECT

I 1
Earty praparation for i .
| Fifing the reportfor | each of the training 1 [ " 1 Campleting the user manual for four systems;
the department coaching / UAT or Moruday
FAT ssssion 1. OfficeCentral System
2 MySedeqah Sy - Komited Malay
‘ 3. Finegic System {Loan Monitoring) -
- =" Hijrah Selangor
Ci ddes I Selp for CSD 4. KPI Sy - Malaysial
reats naw ac or -
for the sy@m Nowity Mt Development Authority
the trainer / assi trainer

1. OfficeCentrdl raswwg - Intemal and
extemal training

2. MyS 4 Mol

interral staff
3. Zioola training - Intemal staff
4. AgriCentra) training - Intemal staff
5. Finegic (Loan Monitoring) training -
Intema staff
6. KP! system training - Intemal staff
7. UAT & FAT session with MIDA
8. Coaching sessian with SEDA
9. Coaching session with UPM MTDC
i 5 o L

ia /

Assign to support team

1. Renewal OfficeCentral user account

2. Assist customer to solved problem
regasding the system

3. Boak for coaching / training

LESSON LEARNT

AppRcation VS Knowdedge .
Task Course Leamn from Facaity
|_System Guasmertason (User Manual) SySem Aralysis & ODe=ign 18 Il
v Traiing Infomation System interaction &
Casuftrsan
[ Knowledge, Skill & Expertences
| improve conwmunication skill Improve confidert level
Get engaged with top M@wgamerd Get axpariance in handing ciant
| prablem -

LIMITATION & RECOMMENDATION

Lisrdtation Recomsmendation
1. Notenough staff in support team 1. Hire more staff for support team
2. Notenouh sisff in sofiware 2. Hire more staff/ mare training for
devaloprert departmere eofuare development degartment

3. Lack of appreimion of the staffs work | 3. Provide (eward for the staff

4. Lack of sscurity in oféce 4. Provide mom saautty such as
cC1v

5. Lack of comorunication batween staff | 5. Improve the staff relationship by
having the activity sich as team
bukiding




