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ABSTRACT

Industrial training is intended to given an experience to the students to feel the real
working environments in the industry. Within given five month’s period to complete the
practical training at Department of Information Technology (IT) also as known as
Jabatan Teknologi Maklumat (JTM) at The EPF Head Office building. Many
experiences and knowledge the trainee gained at IT department which make trainee
more responsible and give commitment in working on task given. IT department plays
the role as a key enabler is achieving customer focused operational excellence through
the implementation of ICT initiatives, providing IT support and service, ensuring a
secured, reliable ICT environment for the business to work smarter and more efficiently.
The special project given is related to new subject to trainee which is Excel VBA for the
Semakan Berkala task. This project is being developed because to automate custom

functions in using Excel to finishing a large amount of data in short time.

Keywords: Information Technology, IT, ICT, Excel VBA, Semakan Berkala
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CHAPTER 1: INTRODUCTION

Figure 1: The EPF Head Office building

1.1 Background of the Organization

The EPF (Employee Provident Fund) is one of social institution formed according to the
Employees Provident Fund Act 1991 (Act 452) under Laws of Malaysia. This Institution
provides retirement benefits for members through management of their savings in an
efficient and reliable manner. Other than that, The EPF also provides a convenient

framework for employers to meet their statutory and moral obligations to their employees.

The EPF is Malaysia’s premier retirement savings fund providing basic financial security
for retirement. Established in 1951, the fund is one of the world’s oldest and among the
largest with total investment assets of RM586.66 billion as at end 2013. The EPF members

are from private and Non-Pensionable Public Sector employees. In 2016, the totals of EPF




members are about 14.72 million members. The total aumber of active and contributing

members is 6.83 million. The total number of active employers is 541,503.

Given its pivotal role of safeguarding the well-being of Malaysian retirees, the EPF places
highest priority in ensuring that its investments are judicious and protects the value of
members’ savings while providing reasonable returns. Hence, the bulk of the Fund’s assets
are channeled into safe investment instruments such as government bonds and securities. In
its initial years, the EPF was able to park all of its assets locally in Malaysian Government
securities, Loans and Bonds, Equities, Money Market Instruments and Property. In so
doing, it served to help finance a large number of major government as well as private
sector projects that have contributed towards shaping the nation’s development. More
recently, it has had to look at suitable investment options internationally, as the local capital

and money markets have not kept pace with the growth of the EPF’s assets.

Other than providing for the retire needs of Malaysians, the EPF also allows members to
withdraw from their savings to fund their educational and health needs as well as to help
secure a home as these would enhance the value of their postretirement life. To carry out its
social security role to the best of its ability, the EPF also takes on the role of watchdog,
ensuring the employers registered with the Fund as fulfil their responsibility of contributing
towards their employees’ savings. The Fund’s enforcement team routinely carries out
checks at work premises throughout the country and follows up on reports of evasion

submitted by employees.

At the same time, the EPF seeks to ensure that Malaysians are aware of their retirement
needs and carries out educational campaigns via the print and electronic media to highlight
the importance of prudent financial planning to ensure financial security in one’s golden

years. In its ongoing efforts to increase financial literacy in the country, the organization



does not only target its members in its educational campaigns but also seeks to inspire
employers to reinforce the concept of saving in the workplace while influencing policy

makers to focus more intently on financial education for the nation.

Over and above serving the retirement needs of its members, the EPF is committed to a
high standard of service delivery and has adopted the latest technologies to improve its
customer experience. The EPF benchmarks its performance against international best
practices and is driven by a vision to be a world-class social security organization providing
the best retirement savings for Malaysians’. Towards this end, it is constantly innovating to

meet both its members’ current as well as future needs.
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1.3 Vision

e Helping members achieve a better future.

What does better future means?

> Financially secure: Adequate and sustainable income to live and retire

comfortably.

> Happy and meaningful life: Financial and physical health leads to good mental

health and meaningful life.

» Healthy: Live a healthy life and have access to good medical and nursing

facilities.

For Staff

*Good career growth
in EPF.

*Better job
satisfaction and
purpose in
delivering results.

For
Members

* Adequate savings.

*Funding for
housing, education
& medical needs.

*Financial &

retirement planning.

*Lower risk for
member's savings.

For
Employers

«Effective benefits to
employees.

*Lower cost of
managing employee
benefits.

* A value proposition
to attract potential
workers.

Figure 3: The EPF Vision

For The
Nation

*Encourage
economic growth.

*Influence
Government on
socio-economic
policies.

* Assist in cultivating
savings culture for
all Malaysians.

* Improve the
financial literacy of
the rakyat.



1.4 Mission

» Safeguard members’ savings and deliver excellent services.

What does it mean?
» Capital preservation
¢ Guaranteed savings
* Diversified investment (varied, wide ranging investment)
» Strong Returns
e Annual dividends of >2% above inflation
¢ Consistently give good returns
> Sound Governance
e Good corporate governance
® Transparentin dealings
e A trusted organization
> Fund Administration
e (Collect and enforce
¢ Protect contributions

* Advise on retirement planning

Ju— - - — - S 7 e RIRENS— s



1.5

Shared Values

/-Maintain highest level
of trust and
confidence of the
public by operating
with integrity and
ethics

*Practices a zero-
tolerance policy for
breaches of integrity
and ethics

L

S

*Believes and actively
practises effective
teamwork to enhance
productivity and
efficiency

*Breaks down silos and
creates a healthy and
vibrant working
environment

b

-

*Keep pace with the
rapid changes in the
operating
environment

*Apply the latest
technologies for a
more effective and

\efficient service

Integrity Teamwork
Continuous Customer
Improvement Focused

Figure 4: The EPF Shared Values

S 8

sEnsure positive
customer experience
irrespective of the
channel engaged

eStrive to provide
members with
consistently fast,
accurate and pleasant
service /




1.6

1951: The EPF was
established under the EPF
ordinance 1951, and placed
under the National Director
of Posts.

1952: The EPF has 518,948
members and 11,918
registered employers in its
network. A total of 2.6
million was collected in
contributions.

1956: The EPF made its first
short and long-term
investments in the
Federation, Singapore and
Municipal Government
securities.

1960: The EPF officially
opened its new
headquarters in Petaling
laya, Selangor, in
November.

Milestone the EPF

1980: Membership
increased to 3.7 million with
close to 110,000 registered
employers, while
contributions for the year
surpassed the RM 1 billion
mark.

1970: The EPF's asset size
grew to RM 2.1 billion,
while membership
approached two million.

1968: The EPF Ordinance
was amended to provide for
the withdrawal of one- third
of a member's savings upon

reaching age 50 to assist in
purchasing a house and
preparing for retirement.

1961: Tan Sri Dato' Abdul
Jamil Abdul Rais was
appointed as the EPF's first
Malaysian Chairman.

1995: The EPF introducted
the first Social Scurity
Course in the country,

attended from other social
security organizations.

2000: The EPF introduced
the Education Withdrawal
Scheme and the
Pensionable Employees
withdrawal scheme.

2001: Membership grew to
10 miilition and total assetss
to RM186 billion. In April,
Tan Sri Azlan Zainol was
appointed as chief Executive
Officer of the EPF.

2009: The EPF was awarded
a Five-Star Rating by the
Malaysian Administrative

Modernisation and

Management Planning Unit

{MAMPU).

Figure 5: The EPF Milestone

2016: The Introduced
Simpanan Shariah to
provide members with the
option to have their account
managed and invested
according to Shariah
Principles.

2014: The EPF launched its
first mobile application, the
EPF i-Akaun.

2013: The EPF introduced e-
Carumanand e-Pengeluaran
through i-Akaun on the
myEPF website.

2010: The EPF introduced
the electronic Members
Investment Option system
to replace the manual of
withdrawal applications by
members for investment in
unit trusts.
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CHAPTER 2: ORGANIZATION INFORMATION
Information Technology Department / Jabatan Teknologi Maklumat (JTIM)
2.1  Department Background

The ICT Department plays the role as a key enabler in achieving customer focused
operational excellence through the implementation of ICT initiatives, providing IT support
and service, ensuring a secured, reliable ICT environment for the business to work smarter

and more efficiently.

JTM are committed to support the Users with the highest level of services within the
functionality of the department. JTM will continuously improve its operations and reduce
the number of problem and incidents that impact the availability and reliability of IT
services. JTM will establish processes to empower Users and JTM staff to engage in
proactive activities and corrective actions to prevent problems and will focus on

production/operational support to achieve short-term and long-term improvements.

o s ety Bt - S— — 11 - — o e e bt -



2.2 JTM Client’s Charter

1. Availability Management: JTM shall commit resources to ensure availability that is in
accordance with Service Level Agreements for system components that are within the

scope of JTM support services.

2. Performance Management: JTM shall continuously enhance and improve the IT
infrastructure to ensure that the services provided will continue to meet and exceed the

expectations of the Users,

3. Communication: JTM shall make it as easy as possible for Users to contact and seek
assistance from the Service Desk during normal office hours by telephone or email. We
shall implement improvement programs to increase the First Call Resolution Rate
(FCRR) and provide clear, complete and accurate information/guidance/’walk-through’

on the telephone/via email whenever possible.

4. Staff Performance: JTM shall ensure that in every aspect of our work, each individual is
responsible and accountable for the quality of their work. We shall work with the Users

to correct any problem and take action to ensure that the problem does not recur.

5. Honesty & Integrity: At all times JTM staff shall strife to be honest, friendly, courteous,
and treat all Users as Valued Customers. Should the level of service fail to meet your
reasonable expectations, JTM shall take steps to rectify the situation, as soon as it is

brought to our attention.



2.3  Vision, Mission & Values

VISION

* To be recognized as the driver of EPF’s productivity

MISSION

¢ We are committed to provide secure ICT solutions to
enable EPF to deliver world-class service

VALUES

* Integrity, Commitment, Teamwork, Discipline, Agile




2.4  Organization Structure / Chart

Lim Ching Hui (Pengurus
Besar)

Il 1

Norsidah {(M293) Ravi Kumar
Pengurus | (WO75)
Sek. Perancangan Pengurus Kanan

Strategik & Sek. Pengurusan
Rekabentuk

Infrastruktur

Asha (B077)
Pengurus Kanan
Sek. Pengurusan

Aplikasi

Figure 6: IT Department Organization Chart

2.5  JTM Responsibilities

Jasmine (AB1356)
Pengurus Kanan
Sek. Pengurusan

Sekuriti [T

Rosziata (M728)
Pengurus Kanan
Unit Quality
Assurance

1
Ruby Haryanie
(C646)
Pengurus
Sek. Pengurusan
Khidmat
Pengguna

1. Providing technical and operational management support for a wide variety of

information systems projects and activities.

2. Configuring and updating workstations, servers, networks, firewalls and other

information systems equipment used in support of business EPF activities.

3. Configuring and updating systems software in these same information systems so

that all applications critical to the business are supported, response time is within

tolerable limit and security vulnerabilities are minimized.

4. Establishing and maintaining user access control systems for those multiuser

information systems that are not handled by the SPSIT (Seksyen Pengurusan

Sekuriti I'T).



2.5 IT Department Division Function

IT Security management division (SPSIT) Function

Business Function

Critical business process

1. User access management

New registration

Access grant

Password resetting

Network security management

Managing & monitoring firewall

Managing & monitoring IDS

Managing & monitoring internet gateway

Managing load balancers

Managing & monitoring network box

Application security management

Managing the protection of databases,

dataset, DASD storage & data

Managing the protection of batch & online

programs

Monitor & coordinate simulation

DRP for mainframe

Updating of DRP document

Prepare the test plan

Coordinate implementation of DRP

Produce simulation report

5. Policy management

Security audit management

interpreters information security policies,
standards, other requirements as they relate

to specific internal information system

Coordinate information security

management committee meetings

auditing

Penetration test

15




Strategic Planning & Architecture Division Function

| Business function Critical business process

1. Strategic planning & research Develop overall IT strategy

Develop and maintain pragmatic and

holistic plans to implement the IT strategy

Develop and maintain IT Architecture

Framework

ICT Planning

IT Research & Development and to project
the potential impact of new and developing

technologies

Quality Assurance

2. Value Management Office Monitor performance of IT projects and

progress on benefits realization

Manage, coordinate % monitor activities

relating to IT Investment Framework

Assess the value of business results,
alignment, financial worth and risk map to

the overall project prioritization

Oversee cost/benefit management of

initiatives

Ensure IT projects adhere to organization

standards




Infrastructure Management — Technical Support Division

Business Function

Critical Business Process

1. Wintel management Windows server troubleshooting
Window server management
2. Active Directory Infrastructure Active Directory Administration
Administration WINS / DNS Administration
3. System Support for Investment / Troubleshoot user problem
Human Resource System maintenance
4. Anti-virus Administration Update virus pattern
5. LINUX Administration Batch transfer
Troubleshooting
6. Exchange Administration Check the log

Check on mail activity

Troubleshooting




Infrastructure management — Operation Division

' Business Function

Critical Business Process

1. Network Operation

Receive report from helpdesk or users

Coordinate with service provider to check

link availability

Liaise with JTM management about the

network status

Check resource availability

Initiate network setup / configuration

Perform network monitoring and

troubleshooting

2. Diskette/SDBA/Internet Testing

New registration

Diskette testing

Approval/rejected letter to employer

Send testing result file to banks through
FTP

3. Hardware troubleshooting

Troubleshooting PC

Troubleshooting Printer

Troubleshooting Scanner

Troubleshooting thumbprint scanner

Replace hardware components such as

monitor, mouse, hardisk and ram.

4. Software Installation

Install all the software

Troubleshooting software/ application

problem

5. Recommendation for PC disposal

PC checking / evaluation for disposal

purposes

Recommendation for PC disposabl'e

18




2.6 Job Description SPSIT Staffs

| Position
|

Job Description

| Senior Manager

Ensure the integrity and confidentiality of
processes on the system / applications to

ensure continuity of operations in the EPF.

Coordinate and monitor awareness
activities among EPF members through

ongoing basis awareness programs.

Manage section budget planning of short-

term and long-term in overall.

Manage and maintain network security to

be at satisfactory level.

Observing and ensuring smooth security
audit evaluation whether the assessment in
the internal or external so that it is in

compliance with industry standards.

Observes continuous testing risk and

security policy management

Coordinate disaster recovery plan and
management change in existing systems

and applications.

Manage staff.

Deputy Manager

Manage the development, review,
implementation and improvement of
information security policies, guideline and
standard for project, daily process and the

EPF operation.

Provide advice and confirmation of
projects and new

developments/improvements

Carrying out risk assessment information




security related projects/upgrades and

operations

Make assessment and give approval related

to firewall and change request

Administer and manage security
assessment activities. E.g. activities of

penetration testing.

Analyzing network packet for the forensic

purposes.

Manager

Planner and designer developed strategic
IT security for system and application,
introducing technical security policies,

implementers and administrator security

configuration based on standard IT

security.

Manage the implementation of IT security,

decision-makers in the IT security projects,
act as project manager for quite defines the
implementation of plan, work plan,
significant achievement, schedules and

budgets.

Ensure the evaluation of the safety audit

was line with industry standards.

-Manage and ensure IT security staffs meet
the roles and accountability of duties as set
out in the work description. Planned IT
security section's budget in the short term

and long term.

Assistant Magager

Plan, manage and maintain user roles
based on Security Access Matrix (SAM)

set.

Evaluations on a basis periodic on Security

20



Access Matrix (SAM) to ensure it comply

with the IT security policy certification
1SO27001:2005.

Provide technical assistance in the
management of user access to end-users

and process improvement team.

Senior Security Analyze

Manages the development,
implementation, maintenance and revision

of the information security policy of EPF

Coordinate and provide information
security awareness briefings to EPF
through ongoing basis information security

awareness program.

Provide consulting about EPF information
security policy to EPF staffs and third
parties

Coordinate activities of EPF network,
system, application and databases in the

EPF.

Help carry out tasks related to disaster

recovery plan/business.

Administer and manage operational risk
for JTM under operational risk

management (ORM) initiative.

Security Analyst (Audit Security)

Plan, Manage and maintain periodic
evaluation activities at system design,
applications and infrastructure design and

network access in the EPF organization

Implementing and monitoring evaluation
security audit smoothly before auditing
compliance with industry standards from

the internal or external

21



Provide technical assistance in terms of
demand management and preparation of

audit report when needed

Assistant Security Analyst (ID

Management)

Ensure the integrity of the system and all
processes certified, smooth and controlled

to ensure confidentiality guaranteed

Administer user registration and give
authority to staff to access a system/

application in the EPF

Prevent security vulnerabilities on the
network in the EPF from penetration and

report cases of security leaks
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CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES

3.1 Training Activities

Practical student involved with training activities whether doing daily task as a
worker or involved with events or program whether one time or periodically events of the
company. During five (5) months industrial training at Seksyen Pengurusan Sekuriti IT
(SPSIT), one of training activities is doing some variety office works/tasks required by
organization supervisor or as a helper. Mostly office works/tasks is from admin tasks such
as photocopy, arrange document into file, arrange old file in file room, be a delivery girl get
approval signature and help with transfer Microsoft PowerPoint data into new standard
theme slide. Other than that, trainee also involved with department periodically events or
programs such as monthly assembly. Lastly, trainee also need to do special project as
course assessment and usually spend most of Industrial training period to do the special

project.
3.1.1 Office Works

Industrial Training trainee basically assigned with normal tasks or as a helper when staff
needed some help. Usually staff asks help for trainer to deliver some documents that need
approval signature because staff busy handles office tasks at that time. This task gives
opportunity to trainee be familiar with other department or unit staffs and develops
communication skills with other staff. Next, most of task trainee involved is admin task
with one of it is help with arrange bunch of documents to be arrange in file based on system
name. Addition, trainee get task to arranged old files from office into file room to make
space for new files placement. Trainee also helps staff with using Excel built-in function to

finishing their task in easy way and reduces time taken.



3.1.2 Self-Learning about Excel VBA

As required by the organization supervisor, trainer been assigned to working on
Excel VBA as special project. Excel VBA kinds of a new subject and never be learned
before by the trainee. Therefore, to be more understand and easier for trainer to working on
Excel VBA, trainer need to spending more time to learn and study about Excel VBA from
start. Trainer doing self-learning and take a long time to learn about excel VBA before
starting doing special project. As result, trainee able to finish the special project tasks just

like as required by organization required.
3.1.3 JTM Monthly Assembly

The official monthly assembly of Information Technology Department (JTM) held at the
beginning of every month which is one of JTM compulsory event. The assembly needs to
be attended by all employees at the JTM and usually located at the department office at
level two. This Assembly headed by a speaker either the department heads or assistant
head. This assembly aims to discuss topics related to current news that occurs either

internal or external issues about the EPF or Information Technology Department.

In addition, it also will include with sessions to give any advice or warning as a reminder to
all employees. Among the topics be discussed in this JTM monthly assembly among trainee
industrial training period are about the achievements of the Information Technology
Department in inspection audit, presentation of the latest vision and mission of the EPF,
evaluation and complaints from the client about the level of service from employees of the
Information Technology Department and topics about the threat and attack of Ransomware
Wannacry virus that currently been faced around the world. In addition, the Assembly is

also the right time for the session to introduce new workers or industrial training to all



employees of the Information Technology Department. This JTM monthly assembly is
using a relaxed method and held in the spacious office space that can accommodate a large

number of employees.

3.1.4 Project Development

Semakan Berkala is one of office task that been done two (2) times in a year as for
checking the status of user ID of each system whether want to maintain or delete the user
roles in each system. This Semakan Berkala need to be distributed by department in main
building and by branch in each state. As trainee required to working on Excel VBA for this
Semakan Berkala task, trainee also need to help finishing the Semakan Berkala task with
implemented the complete Excel VBA code and until the last step before distributed final
workbook for each The EPF branch at every state and departments in The EPF head office

located at Jalan Raja Laut, Kuala Lumpur.

s SO SR — 26 <N _— — — —_ S— -



3.2 Special Project

The trainee required to develop a special project as one of course requirement during five
months of Industrial Training duration. Based on organization supervisor, trainee required
to develop Excel VBA functions to automate all process and function that involved in
Semakan Berkala work task that been handled in manually way by staff at IT Security

Management Section.

Visual Basic for Application (VBA) is an integration of the Microsoft’s event-driven
programming language Visual Basic with Microsoft Office applications such as Microsoft
Excel, Microsoft Word and Microsoft PowerPoint. By running VBA within the Microsoft
Office applications, user can build customized solutions and programs to enhance the
capabilities of those applications. Microsoft Excel is the most popular among the Visual
Basic for applications. Excel VBA code can be written in every version of Microsoft Office
including MS Office 97 until latest version of MS Office. By running VBA, User can build
some very powerful tools in MS Excel such as financial and scientific application that
perform financial calculations and programs that can perform statistical analyses. There are

many reasons why should learn VBA for Microsoft Excel such as:

1. User can learn the fundamentals of Visual Basic programming within the MS Excel
environment without having to purchase a copy of Microsoft Visual Basic software.
2. User can build custom made functions to complement the built-in formulas and
functions of Microsoft Excel but not enough for certain complex calculations and

applications.

The process of Excel VBA Semakan Berkala project follow “PADIM” concept which is

planning, analyze, design, implementation and maintenance.
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3.2.1 Planning Phase

3.2.1.1 Project overview

Semakan Berkala is one of work task that need to be handled by the IT Security
Management Section staff under IDM Management team. This task is performed
aiming to isolate data on user’s roles in all systems used by KWSP. At the
beginning, staff in charge in this task will collect raw data from staffs who handle
each system that is used by the EPF. Then, Excel VBA is used to combine all raw
data in multiple worksheets into one worksheet. Later continue with task to isolate
data of each system user’s roles to be passing to each The EPF branch and each

department at The EPF Head Office building.

3.2.1.2 Problem Statement

There are a total of 67 EPF branches throughout Malaysia while there are a total of
34 Department at The EPF Head Office building. With this huge amount, it takes
quite some time to manage Semakan Berkala task to be passing to each branch and
department. Before the use of Excel Vba, Semakan Berkala is managed in a way
staff need to done this task manually such as using VLOOKUP function to combine
raw data and compiled the amount approximately 50 system used by The EPF. Due
to the large amount of data, long time taken by the staff to manage this Semakan
Berkala consuming almost three to four months before being able to distribute to
each branches and departments for the purpose of cancellation user roles and system

used by each The EPF staffs.




3.2.1.3 Objectives
i.  To ease staff in handle large amount of data in one time.
ii.  To automate custom function in Excel based on project requirement.

ili.  To save the time taken for staff to finishing the project task.

3.2.1.4 Project Scope

This Excel VBA Semakan Berkala focusing in automates all custom function when
working this task using Excel. The automate function which means that when staff
working on Semakan Berkala task, they just need to click command button that
contained macro for each step until the task have been done and can be distribute to
each The EPF branch and to each department in The EPF head office building.

This Excel VBA will be used by the IDM Management team under IT Security
management section. The trainee is given about 4 month to complete this special

project which is started at early February and need to be done by early May.




3.2.15 Gantt chart

This Excel VBA Semakan Berkala project duration takes about four month starting from
February until April 2017. At early May, this Excel VBA Semakan Berkala needs to be
done completely and be passing to staff in charge to be used in working on Semakan

Berkala task. Below show the Gantt chart for this project duration for four month.
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Figure 7: Ganti Chart
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3.2.2 Analysis Phase

In analysis process explains how the user requirements were gathered for this Excel VBA
Semakan Berkala project and then list the requirements that the final of this project must
satisfy to be considered a success. In this section also trainee need to provide Context

Diagram, Data Flow Diagram and ERD for this Excel VBA Semakan Berkala project.

3.2.2.1 Context Diagram

User system
roles datainput

— ADMIN
I

P ~ Final User
Call table ¢ " system role
combination workheok info
e Excel VBA
Semakan Berkala
Call tiser
system roles \ s
isolate macro L _ T

USER

Figure 8: Context Diagram



3.2.2.2

Data Flow Diagram (DFD)

User system
rolas data input

Y

1.0

Usersystem

Call table
combination

maciro

ADMIN

3.2.2.3

roles data

D1

preparation
process

N

2.0 )

Combinedall

Call User
system roles

USer system roles

———

into onetable

process

3.0 )

isclate macra

4

USER

Isclate user
system rolesdata
intonew
workbook

process
—

4.

Genemteuser

Formatted User

Usersystem
roles dataFile

system roles
datafile

Finat User
system role
workbook info

system rojesfinal
workbook

Figure 9: Data Flow Diagram (DFD)

Entity Relation Diagram (ERD)

1 user
1 idUser INT

UserName VARCHAR{45)
| UserDepartment VARCHAR(45)
* UserBranch VARCHAR{45)
" UserRoles CHARACTER

Figure 10: Entity Relation Diagram
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3.2.3 Design Phase

NO / Raw data / NO
/ preparation /

Is macro
combines multiple
tables into one
master success?

Is macro to isolate data
by branch/department
into new workbook
surress?

NO

Y| YES

Is macro to isolate
data by system into
new worksheet
success?

Distribute final
workbook to each
branch/department

Figure 11: Fxcel VBA Semakan Berkala Flowchart
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3.2.4 Implementation Phase

3.2.4.1 Project Testing

After trainee completed the special project, this Excel VBA need to be testing first at staff
computer for error checking before can be implement completely. Trainee need to show in

front the staff how to run the macro step by step follows the Semakan Berkala workflow.

During the project testing, there are so many error happened when run the macro for each
phase in the task. Trainee take about a week to change the macro code until all the macro
can be run without any error happened. After project testing done, staff immediately use the
Excel VBA macro in Semakan Berkala task because the task started early May, and the
Semakan Berkala task completely be done at the end of May. It takes only a month to finish
the task compared to working manually the task that takes about three to four month to

finish the task.
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3.24.2 User Manual

Chapter 1: Display the Developer tab — The Basic

Step 1: First, enable Developer Menu in Excel. Click File > Options.

Step 2: Click Customize the Ribbon tab and check Developer. Click OK.

Yy i i
Excel Options > )
j ‘et E\% Customize the Ribbon. E
Formulas
Sen Choose commands from:-- Customize the Ribbon:
roafing I i ngpula[ C ognnmands B [‘j Main Tabs E}
Save |
Language Wil All Chart Types... - O
o Borders te i i !
Advanced Calculate Now i ! |8 {7 Page Layout ;_]g :
e i = il H
P T enter , = ! ¥ Formutas i ?
ustomize Rebbon i Conditional Formatting 4 } i ;[ 2 A i -{
e 7 i E ata i i
| Quick Access Toclbar %g[‘; (C:g::ectmns | ii i ;“’: !
{1 addns @ g“‘“’m i == e’ ”{‘ s
' ut f 1
| i Trust Center | A Decrease Font Size ! e (Custom) | AR
f & Delete Cells... j Y ; '
] > Delete Sheet Columns l} 1 L Add-ins it
| [ Delete Sheet Rows H i Background Removal -
| 87 Eenail — —_— 3 :
' | i& Fill Color v | NewTab | | NewGroup | | Rename.. 1
[ i Y Fiter i L r—“‘;* :
. i % ' Font I- Customizations: ,“,Rm, set 7 ]
': | A FortColor A -5 (Impor/Export ~
! l 4 = - I - == = = ¥
—d

—

[ ox }Lcﬁéd}

Step 3: The Developer menu appears in the menu bar. Click Developer and click Visual

Basic icon to open VBA window. (Or press alt+F11 to open VBA window).

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ' DEVELOPER ) MyMacro
pe=  ® 7 Record Macro 'd? b P [} Properties @ CFImport 1
@ Use Relative References - “ﬁ & View Cede == 42 Bxpansion Packs Bxport L4
Hacros Aad-ins COM  Insert | Source Document |
b Macro Security Add-Ins - @ Run Dialog Pansl
Code s B Controls KWL Modidy




Chapter2: Standardize All Tables & VLOOKUP Formula

Before start, PLEASE to make sure DATA under ROLES COLUMN in RAW DATA
workbook is AVAILABLE and DO NOT left BLANK CELL without any data before

starting any macros to AVOID DATA MISPLACED

Step 1: Make sure all tables in multiple worksheets have same amount of column and same
header name. For Semakan Berkala, set five standard column with same header name for

all tables.

For example:

D Name Unit Location System Name

(eg: ACTAS)

Step 2: If there are more than five columns, that extra column will be separate when use
macro for filter/split by system column in new worksheet and will be located at new
worksheet as one of system column. How to solve? Data in extra column can be combined

with column five (system column) and separate the data using this / & , symbols.

Formula: =(A2&”/ “&B2) - for combined data in two column.

Formula: =(A2&” /"&B2&” / “&C2) - for combined data in three column.

Formula: =(“Enter Word” &A2& “Enter Word” &B2) - if put word before the data column.

H2 - £ KEBY fURF2EM { "&G2)
H -
2 IPOH SEMIOR CLERK 1 " anoorzaidah@ept.gov.my
3 Sercmban Senfor Clerk {Admin} abhabihah@ep!.gov.my
4 "Sercmban Customer Enquiry Exec, (CEE) 2 anormahidepf.gov.ny
5 5% . Corporate Services (ELQ) hamar@epf.gov.f1y
& (5% , Corporate Services (ELC) hasmsssSwof. gov.my
7 'Head, Contribution Department ammigiept.gov.my 7
§ Head, Contribution Department ammiepf.gov.my WRITE
9 Head, Contribution Department az'mi@apf.‘gw.nw WRITE
iC Head, Contribution Department armi@epf.gov.my
11 :53 Back Office process Lead 2 rabir@epf.gov.my
12 ‘DEO flvestment) nasir®epf.gav.my ] 7
13 DCEO (Investment) . nasirepf.gov.my WRITE DELETE

—l—
w
D

|=
|
|
|
|
|



VLOOKUP Formula:

=VLOOKUP(Value you want to look up, range where you want to look up the value, the
column number in the range containing the return value, Exact Match or Approximate

Match — indicated as 0/FALSE or 1/TRUE)
Example:

€2 - B =VIODKUP{A2:A5528,"ALL USER'IAL:F5530,5,FALSE)

B c o E ! o - i «
tiamd Anvapia

rmidah Aboullah

SEK. PERRHIDMATAN CAW. 19GH

AL26 0 Ab Ghant SEK. CRAMN/KEW CAW PETALING JAYA
AT29 Zargnah Adnan SEX.PERHHID CAW. PETALING JAYA _
A130 Hatlibah Bte Abu Bakar SEK.PENI| OPERASI CAW. SEREMBAN
A131 Zulifh B A Kadic o [SEK. CRAN/KEW CAW. JOHOR BAHRU
A133  |Azifah Bte Ahmad I #IA )

A1 Zat$i B Abdut Ghani SER.PGRIN REKOD & KEW IPOS

AT49 A Agaman B Arshad SEK.PE 1D CAW. PETALING JAYA

A151 Balsrum Bin Ahmed ISEX. PG CAW. PUCHONG

At52 8t Abdut Wahab — [5EK. PGEEN. PKHDMTN. t JPPB
Rosnimah Abd Rashid PE]. KETUA JABATAR CMC )

AI55 _ [SmijNormah Ab Rahman IDMATAN CAW. SEREMBAN

A56 " [Malimood Lutpi Abd Rashid ) lsex.
A357 Arrfizar Bt Ariffin [SEK.PERHHID CAW. PETALING JAYA
Al62 Modiza Bte Abd SEK. PES
A172 Zulifeptl Bin Abdul Latiff o PE). A JABATAN JPOS
A174 |Morbint Bintl Haji Abdullsh Sant SEK.ALYTICS RSRCHBINV.OP JPP
A176 unah Bte Abas [SER. PGREM. PKHDMTN. 2 JPPB
A183 Mol Zawawai Bin Abdul Ghent ___|SER.PYMPAIAN. PRLIARAN ELC
A187 Jaubarish Bte Abdul Aziz SEK. AN PBLJARAN ELC

e e R N, W il

WG W W O Ut A e fare @ 9 W SRV
>
-
7]
W

Select no of column
a '= c - '
S for viookup value
3 1 2 3 4 3
» [T s
5 AT1B tircrzandeh sbeullsh 5 EERLAG AMAN SEA PERHDAATAN TAW, T <
¥ T
6 A1y zamnzh Adnan 15 FRONT COUNTER LEAD SER.PERKHID CAW. PETALING JAYA <
7 AtM MHabihah Bt Abu Bakar 15 AW 8 SUPPORT LEAD SEK.PENG OPERAS! CAW. SEREMBAN 4
8 A2 Ukt B A ¥adir 5B KERAM) KANAM . SEX. CRMNKEW CAW. ICHOR RAHRY 4
S AT 2ahri B Abdid Ghani JEE  KERANF KARAH SEK.PGRSN REXCO & KEW JPUS ]
10 ALY A #zaman B Arshad 15 KEREN) Waziast SEF, PERRHIE CAVY. PETALING JAYA, <
11A15T Baharum Bip Abned 14 PEGAWAS RERANI SEFL PGTSAAN CAW, PUCHONG [4
12 A15Z Normah 8t abdl Wahzh 5 KERAMI KANSH SEK. PORSH. PKHDMTN, 1 JPS ]
2 A163 Rosmimah Abd Rashid 18 FEGAWA! PENTADBIRAN PEJ, KETUA JABATAN  CHC b
144155 Sii Normah Ab Rahman 158 CUSTOMER ERQUIRY EXECUTNE SEK. PERFHIDMATAN CAW. . SEREMEAN <
15 ;4156 Mahmood Lulpi Abd Rashnd 166 KESANG GAMAN SEKTBGR & PENGURISAH Joic 1
16 157 Armitzar Bt Ariffin 158 FRONT COUNTER EXECUTIVE SEI.PERKHID CAW. PETALING JAYA 4
17 .A162 Norliza 8te Abdut Rafunan 18 FRONT COUNTER LEAD SEK. PERIGHID. LAW. JOHOR BAHRU <
18 AI72 Zudepl Bin Abdd Latif! 12 OMPD KANAN PEJ. KETUA JABATAN F0S ]
19 A174 Noraini Bmti Hj Abdutiah Sani 18 PEGAWA) PENTADBIRAN SEK.ALYTICS RSRCHARNV,GP PP '
1 M76 sMaimonah Bix Abas 14 PEGAWAI KERANI SEK. PGRSN. FIHDMTN, 2 Jop8 3
31 A1B3 aohd Zawawai Bin Abdul Ghant 15 KERANI KANAX SEKFYMPALLN. FBUIARAN ELC
12°AIST danhar ich B ABGE Asie 148 PLGAWAI NLRAKI ST PYLESAN FELIARAK C1L.C t
- | ee—— - S e (S ) o
e e e e e e e e e

Make sure to remove VLOOKUP Formula in cell after done to avoid data missing!!!

Sort Sheet Tab Alphabetically

Open VBA Editor (Alt+F11), Right click on VBA project and click Import File. Then

choose SortAlSheets.bas module and click Open.

( L
L 3 )




Chapter 2: Function 1-Combined All Tables into One Table

Step 1: Save Raw Data (eg: Semakan Berkala) Workbook as Excel Macro-Enable

Workbook.

L JL Bl & % Users » plb251 » Desktop » LATEST » v [ 69 | seorc Lavest o)
il Organize « New folder =g (7]
Bl Desktop 4 Hame : Date modified Type
$ Downioads
W) Doerian J EXAMPLE 150452017 516 P File folter
= Recent Places i i
A MODULE 35/04/2017 544 PM Fite folder
pamn l__ i TUTORIAL NOTES 18/04/2017 819 AM  File folder
~ Libraries e s :
= 15 FORM TEST 250472017 225 PN Microsoft Bxcel M... |
 Documents o - :
& Musi 85 lpch Microsoft Excel M.,
ol Pk:: A5 MASTER BOOK Micrasoft Excel M...
; oy i @5 Semakan Berkata Novambe Faleh 15640017 S13 DM Miceoroft fxcel M,
i a5 test 2 ISO401T 40T B Micresoft Erel M,
B Commter r_;} < 5-.:_—_:_:: - Ll - fn— = —— ) ’ 1l
file name; Semakan Berkala Novembe Faleh -
Save as type: | Excel Macro-nabed Workbook ) .
D0cE Vacro taan Vg
Authors: Idzfaleh b lsmail AB024... Fags: Add atag
[~ Save Thurabnai
= Hide Folders

Step 2: Open Visual Basic Editor Window (alt+F11). Right Click on VBAProject

(Semakan Berkala) and click Import File.

| Microsoft Visual Basic for Applications - Semakan Berkala November Falehxis sl
File Edit View Jnset Format Debug Run  Tools Add-ins Window Help
- r v U INY @

[Project - VBAPegject x|
™

588 VBAProject (PERSONAL X1 SB) I

558 3 VBAProject (Semakan Berkala Novaebae cotot L1l
&= 23 Maosoft Excel Objects {

- B8Y sheet1 {ACTAS)

-8} Sheet10 FORLIM)

- B8] sheet11 (FAMS BW) VBAProject Properties..,

% Sheet12 (IFAMS R3) 1 Insert N

i . B} Sheet13 (INTERNET) i :

i BB Shest14 (INTERNET EMALL) i Impont File...

- B8 Sheet15 (I SERIES ALL)

- @] Sheet16 (I SERIES)

- B} Sheet17 (MS) !

- ) Sheet1E QAYEPF SUPPORT CEN: 4y  Print...

. % z:::gg(:pl ADOYMA” TE) Dockable

- i8] Sheet2) (RMS) Hide

- ) Sheet21 (SMART KIOSK}

- g Sheet22 (SMSM)




Step 3: Then choose CombineSheetsWithDifferentHeaders.bas module. Click Open.

e Microsoft Visual Basic for Applications - Semakan Berkala November Faieh.xds

File Edt View Insert Fommnat

Be-d y
Psosect - VBSBroject

et

& 3 VBAProject (PERSOMALX! SB)
-4 VvBAProject { kan Berlals
B3 Ly Micrasoft Excel Objects
© #) sheet2 (ACTAS)
- @l Sheeti0 FORLM)
@Y Sheet11 (IFAMS BW}
© - i) Sheet12 (IFAMS R3}
L} sheet13 (INTERNET)
i i} Sheet14 (INTERMET BMAR)
;i) Sheet15 (I SERIES ALL)
.- E8} Sheet15 {{ SERES)
- ) Sheet17 (MS)
- i) Sheet18 (MYEPF SUPPORT CENTRE)
- BB} Sheet1d (PAYMATE)
» - B} Sheet2 (ALDON)

- ) Sheet22 (SMSM)
B m Shaet23 {USB}
- - Sheat24 (QRADAR)
* - HBY Sheet2s (INFOVIEW)
- -} Sheat26 AMWS}
-~ W} Sheet27 (SAMLITE)
-] Sheet28 (PF1)
v [} Sheatzd {RISK MANAGER)
i

Debug Run  Tools

Add-Ins  Window Help

Look . | 4 MODULE

=4

Nams

Date modified

AddCopyRemoveCheckboxes.bas

25/0A/2017 4:37 PM__ BAS File

,_; ClearfilterlistDrTable.bas

. CombineShestsWithDifferentrfeaders bas
... CopytistOrTable?NewWorksheet.bas

__ CopytistOrTableData2NewWorkbook bas
__ CopyWorkshestModule.bas

. FilterListOrTableData bas

i SelectValueFrm.dim

. SplitAiiintoNewWorkbook bes

.

25/04/2017 411 PM BAS File
BAS File
BAS File
BAS File
BAS File
BAS Fite
FRM Fite

25/04/2017 4:11 PM
25/04/2017 4:12 PM
25/04/2017 11:39 ...
25/04/2017 4:11 PM
25/04/2017 11:37 ...
23/08/2017 4:13 PM

Fe name {

Fesoftype:  [VB Fies [ bas:” ck)

Step 4: In VBA Editor Window, Click Tools from the file menu. Then, select References

m Tools menu.

Microsoft Visual Basic for Applications - Semakan Berkala November Falehuxdsm - [Modulel (Code)] sl

& Fle Edit View Inset Fommat Debug Run

- 88Y Sheet12 NTERHNET)

+ - RHY Sheet13 (INTERNET EMANL)
i BEY Sheet14{ SERTES ALL)
- Sheet15 (1 SERIES)

M) sheetss sy

'Qﬁ‘*m {PAYMATE}

. B Sheet17 (MYEPF SUPFCRT CENTRE}

- d ] » o a o Befences.
Prosect - vRaPreect x|
m E E: : Kacres..
58 VBAProject (Semakan Berkala November falel » | Options..
; -:j g xt?(;dcro:s);m | VBAProject Propertias...
-} sheet1o (FAMS BW) Bigitel Signature...
- ) Sheet11 {IFAMS R3)

TRFrITaTEesy

| |tpeciarations)

metsWichDifferentHeaders {)

rksheer, wksSrc Rhs Worksheet

g, IngLast3rocColNum As Long,

ersCouncer As Long, ingFinalMeadersSize ks Long, _
ingLast3rcRowNum As Long, lnglastDstRowNum As Long

Dim strColleadexr As Strizm
Dim varCelHeader As Variantc

Dim rngDst As Range, rngSrc As Range
Dim dicFinalBeaders ks Scripting.Dicticnary
Set dicFinalHeaders = New Scripting.Dictionary
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Step §: Scrolling down until find Microsoft Scripting Runtime and check the box. Then,

click OK.
F
References - VBAProject =
MO = e
! Avalable Referencas: oK
m&mmmmmmsumay . __ Cancel ’

Maosuﬂﬂemote Data Services Server 6.6 Library

+
Hanmft‘abletPCTwe tibrary, version 4,0 ——J
_ Miqosoft TAPT 3.0 Type Library
: Microsoft Terminal Services Active Clent IOTypeLt
WrmﬁanﬂWrcWahPrmv 1.0Tunetdr ©

¥

~'u4|1x

Micrasoft Scripting Runtime

Locaban:  C:iindows SysWOWSESecrun. ol !
Language: Standard

e it

Step 6: Go back to excel sheet view. Open New Sheet, click Developer menu. Then, click

Macros.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER MyMacro

®7 Recard Macro éﬂ’ (=] h/‘ 2] Properties E@ c5dimpont ML
=il = (== = B 4
Q 5 Use Relative References et n : &) View Coda ;3 Expansion Packs £y Y
Add-tns COM  Insert Design Source Dececument
A Macro Security Add-Ins ~  Mode Run Dialeg ! Panel
Code 2334i¢ Controls REAH Modify

Step 7: Select CombineSheetsWithDifferentHeaders macro. Click Run. |

Macro =]
Mawo names | ‘

CombineSheetsWithDifferentHeaders i
Gt S ——— e

b CorrityneShe etz T decentesdary

i
i
i
1
|
'
i

{ Macros vy Al Open Workbooks B
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]| | |
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Step 8: After done combined, click INSERT menu and click Table.

@ g Mz
HOME PAGELAYOUT  FORMULAS  DATA
=y = popamy 7 TShapes-
oy F = = P '
£ ? L ‘-‘d S s
PiverTable Resommended Table  Pictures Online Appsfor
PhotTables Pictures @+ ScTeenshet = ggce o
Tabtes Tiaztsatons Anns
e . Tabhe {Clste11
* Create 7 tabis o organize anc

A B . anahyzeremeddsta F G

3 NESTNAM o e make ansy tasnes, Fiter, MO BOS
2 NCOr2aMd  ard frmmat dats within 3 shest,
i Rosmana
3 =~ @) Tell memore
A - BN & v e v iaen
L asin | 1SEN echidbiomssl lleer

Then, check on box My table has headers. Click OK.

Y il 15 £ usauw
A B < o E F 5 H ' i S 3 M N o e a R $ T U=
1 Juserwd Nam Dapartme ACTAS ~ ALOON Branch  8DS OS5 CRIMS  DATAWAFES EMS  FORUM  TFAMS BWIFAMS R INTEANET INTERNET J SERIES AT SERIES  UMS MYEP

2 iA118  [NoorzaltiSEK. PERMormal User
7 JA126  |ResrionciSEK

4 iA129 _|Zamnah JSE.PE Caste Tabe E=
§ FTIN=—jaibohiISCR PR Noe !mée.;InTm}S,w].{ué.;' ]
6 AT [Tulifd BISEK. CAMNormal tser swome W
7 1AI35__|Aztzah BISEK. SERNormat User ! i 1
o {&141|Zahei B A1SEK. PEVNocmak User o

5 ATY__|A AramalSEK PERNNormal User & =

0 jAtSE |Bahanm|SEK. PGTNormat User P

124152 |Normah {5EK. PGRNormat User

wlass R £3. KET|Normal thser

131A155 |53t NeaniSEK. PER|Normal ser

14 ]AYS6 ot User

15157 [Armntzar [SEK.PERHNormal User
154162 [Noriizs BSEK. PERINormal Liser
1710172 [Zulept BPEL. KETMormal User
181AT74  [Noraini M SEK. ANIGAHQ |

191A176  [MasmanalSEK. PEN  User
0 iAIS3  |moha ZaySEK. PEMMorst User

21 1A187

<

Step 9: Highlight table then Cut (ctrl+x) table and placed/paste (ctrl+v) at A6 cell/column.

Blank space above table can be used to put Button (Form Control) for macro.

Note: Need to make sure data table placed at A6 to avoid macro cannot be run!!!

vser 1d B u e Name B pepsriment B actas B atvon B sranch Bleos Bl oms B crivs B narawarenouss B |
o Lod

Tt Roorzaidah {SEK. PERKHIDNMormal User
5 'A126  [Rosmono Ab {SEX.CRMN/KENormal User
9 A129 Zemnah Adng SEK.PERKHID {Normal User
10 A130 Habibah 8te JSEK.PENG OPENarmal User
11 At3t Zulkifti B A K{SEK. CRMN/KiNormat User
12 A135 Azizah Bte AISEK. SEKRETA|Normal User
13 .Al41 Zahei B Abdul SEX. PENGURUNormal User
14 At49 A Azaman B {SEK.PERKHID {Normal User
15'A151  |Baharum Bin|SEK. PGTSAANNormal User
] L "

e
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Additional Step (If needed): If want to move/copy master table into new workbook, right

click selected sheet tab, then click move or copy.

n Branch

1bu Pejabat Kuala Lumpur

E F <
actas Bl atnon T8 enc

H i

Blovs B crinas B pataw

by Pejebat Kuala Lurmnpur

ibu Pejsbat Xuale Lumpur

tbu Pejsbat Kuala Lumpur

1bu Pejabat Kuaia Lumpur

.1bu Pejabat Kuala Lurnpur

Ibu Pejabat Kuala Lumpur

Ibu Pejabat Kuala Lumnpur

1bu Pejabat Kuala Lumpur

‘Ibu Pejabat Kuala Lumpur

Ibu Pejabat Kuala Lumpur

llbu Pejabat Kuala Lumpur

Iibu Pejabat Kuala Lumpur

1bu Pejabat Kuala Lumpur

tbu Pejabat Kuala Lumpur

Jbu Pejabat Kuala Lumpur

ibu Pejabat Kuala Lumpur

1bu Pejabat Kuaia Lumpur

1bu Pejabat Xuala Lumpur

PR

--“ -_——--— _ Shaws

Inzert..

Delate

Rename i
Move or Copy.

View Code

Protect Sheet..,

Zab Celer 14

Hide

Culect Al Shiesty

Select (new book) form the To book drop-down list. Then, Select the Create a copy check

box. Click Ok.

r Move or Copy m

f

| Move seledted sheets
l To book: - o
| T

efore sheet: H

!
|

. -l
|

7] Create a copy

[ e,

ot e e et

Notes: If you want to move the worksheet into the other workbook, do not select the

Create a copy check box.
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Chapter 3: Function 2-Filter/Split by Department/Branch into new workbook

Note: Before run the macro, need to make sure to standardize the table to avoid any error.

Follow these steps:

1. Highlight table. Go to HOME menu, in Font group, click Fill Color and choose No

Fill. Then, click Border and choose No Border.

HOME INSERT PAGE LAYOLT FORMULAS DATA RE

 cu G TR A L = e
4 Copy ~ - ": . - . = I
[ Format Painter & T B - L B AL EEE S

nbaard w Font _ Theme Calors H
H MENSE=D®

4 8 C
S .Illllun

Standard Colors

Mo Fip

T v—— Mo

tl

Calibri

B I U - i

®

PAGE LAYCUT FORMULAS DATA REV]
K A = #-
DB - === &
. Borders Ig
i Bgttem Bordar
7 TopEBorder
< Left Barda:
Right Border
Mo Border
2 Al Borders
1 Outside Borders

2. Highlight table. Go to HOME menu, in Alignment group, click Wrap Text. Then,

click it again one more time.

@Bd o 10O

HOME INSERT PAGE LAYOUT FORMULAS
- 4 SEN .- -
= Cut A A
oz TR Copy - g
aste "> . -
- ' Format Painter *- A
Clipboard T Fant LY

Semakan Berkala November Faleh - Excet

I
If

- gp‘v‘-‘mp Text

fil
o

VIEW DEVELT]

@

3. If using VLOOKUP formula, cell/column with no value remark with #N/A. Delete

#N/A and leave the cell/column blanks. (Select all #N/A cell/column then press

delete button on keyboard)
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Step 1: Open master table workbook. Then, open VBA editor window (alt+F11). Right

click VBAProject

(master

book)

and

click

Import File.

Then, click

FilterListOrTableData.bas. Click Open. Repeat this step for other module:

ClearFilterListOrTable.bas

SplitAllIntoNewWorkbook.bas

CopyListOrTable2NewWorksheet.bas

CopyListOrTableData2NewWorkbook.bas

’:ﬂ Microsoft Visual Basic for Applications - MASTER BOOKxdsm - IModul|

i &= 'j Micrasoft Excel Objects;
i -#E) sheet33 (Sheetd) |
3] ThisWorkbook i

i

i Insert

l Impon Frie..
|

i

J VBAProject Properties...

>

4% Fue Edit Wiew Jnset Format Debug Run  Icols Ad
-« > » @ W s
P’“m - VBAProject x4 [{Generai)

2 e

Sub

Step 2: Go Back to Excel sheet view (alt+F11). Click Developer and click Insert. Then

under Form Controls, choose Button (Form Control) shape.

FORMULAS

COM
Add-Ins

Kz

bom
HOS-TE

H ©- ME-
HOME INSERT PAGE LAYOUT
| =3 fERecord Macro é}
— m Use Relative References
Visual Macros _ Aad-ins
Basic % Macro Security
Code
Al - £
A B C 8]
]
2

DATA REVIEW

= 12} Properties
ey —
= Q View Code
Insert
= Run Disicg
form Controls
aflvMEme
[ Aa § wil T
ActiveX Controls
DM EE: g
Beoalkaly

Bookl - Excel
VIEW DEVELOPER . MyMacre
-f T—* tYap Properties [53 Impost
42) Expansion Packs or —
Scurce Dacum
Pane
AML Modi
I J K L

| e

1
J




Step 3: Assign macro for each Button. Then, right click and choose Edit Text to rename

the Button. Follow below example:

0 . CopytoNew | CopytoNew Split Alt to New
Fie = Worksheet Workbook workbook

Wb owoa

R o 1a Bl User name Department
7 BADMIN Administrator User Profile

& GDEVELODeveloper User Class

a_QEPFPRMEPE Promotion Team

¢ Filter Button - FilterListOrTableData.bas

e Clear - ClearFilterListOrTable.bas

¢ Copy to New Worksheet - CopyListOrTable2New Worksheet.bas

e Copy to New Workbook - CopyListOrTableData2ZNewWorkbook.bas

e Split All to New Workbook - SplitAllIntoNewWorkbook.bas
Explanation functions of each macro:

1. Filter (FilterListOrTableData.bas)
- This macro use for filter data/value based on selected column.
2. Clear (ClearFilterListOrTable.bas)
- This macro use for clear filter function.
3. Copy to New Worksheet (CopyListOrTable2NewWorksheet.bas)
- This macro use for copy selected data into new worksheet.
4. Copy to New Workbook (CopyListOrTableData2NewWorkbook.bas)
- This macro use for copy selected data into new workbook.
5. Split All to New Workbook (SplitAllIntoNew Workbook.bas)

- Split all data in selected column into new workbook.

Notes: Need to make sure Table of data placed at A6 te aveid macro cannot be run!!!
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Chapter 4: Function 3- Filter/Split All System Column into New Worksheet

Step 1: Open any Branch/Department workbook. Make sure to save the workbook as Excel
Macro-Enable Workbook. Then, Open Visual Basic Application Editor (alt+F11). Right

click VBAProject (Ipoh) and click Import File.

P Microsof VisualBasic fr Applications - pohatsm - [ThisMWorkbook (Codel]

M Fie [dt Yew Iwet fomat Debug Run Took Addns Window Help

Hg-d a2 @ %
preect- VBaprors e ] [emmton |
— - ___Optlol‘. E‘J‘(pllclﬂ a
53!'-"i' et {1k gbumni | ]
244 Moosoft Exce —b
L Y sheetl (K
% B§ VRAPmject (PES VBAProject Properties...
[ et v
¥rport Fife...
i
i
|
% Printa.
} v i Dockable
1= Hide

Step 2: Then, Click SelectValueFrm.frm. Click Open.

£ tmport File R
i = e
| Lock#: | i MODULE ~| « @& erE3-
g 2o Name Date modified Type
i “‘3-; . AddCopyRemoveCheckboxes.bas | 25/04/2017 437 PM_ BAS File
| T SeletVaueRmfm. 2B/04/20171137 .. FRMFite
. | _ ClearFilterListOrTable.bas 25/04/2017 411 PM  BAS Fite
i Deskiop .. CombineSheetsWithDifferentHeaders.bas BAS File
v __ CopylListOrTable2NewWarksheet.bas 257042017 4:11. PM BAS File
% = . CopylistOrTableDatazNewWorkbook.bas 25/04/2017 412 PM BAS File
i Libravies __ FiterlistOrTableData.bas 25/04/2017 4:11 PM BAS File
. & . SplitAdlintoNewWarkbook.bas 02/05/2017 :09 AM  BAS Fite
; CopyWorksheetModule.bas 2570472017 11:3% ... BAS Fite
| Computer
; oy
|-
¢ Natwork i '
|
; Fles of type: |VB Files {"frm;” bas;" cis) M Cancel ‘}
I b

Step 3: Repeat step 1 & 2 for CopyWorksheetModule.bas.

(

\
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Step 4: Go back to Excel sheet view (alt+F11). Click Developer and Click Macros. Then,

choose showUserform macro. Click OK.
OR

Go back to Excel sheet view (alt+F11). Click Developer and Click Insert. Then under

Form Controls, choose Button (Form Control) shape.

BB  1C Boctd - Evcel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  DEVELOBER  MyMacro
j == ¥Recerc Macro € | m. i Propetties '__I OO - T impor
- "R B Reletive References - ! SlviewCode " 1™ Expansion Packs
Yisual Macros Azd-irs COM  IMben Seurce Document
Besic i Macro Secudty Addelnz = {8] Run Dratey RO Pane!
Code Az nrm { oatrols AL Fredity
Al i fa a @E ~
u fe

A B C o E ActsseK Comdrcds H T 3 3 L 2
1 1 @ [P BE g
2, Bealdely

Step 5: For assign macro, choose showUserform macro. Click OK. Then, right click on

the Button and click Edit Text to rename the Button.

Assign Maco I8 b 'J
— i

| Maco onmer — —== —— Rt = I Aerreem!
| snowtisertarm )

f
!
| FMASTER BOOKsm iCiearFileristOrFable i !
1 MASTER BOOCK.Xism :CopyiistOrTanle 2MewWorksheet
{ MASTER BOOK.xism [CopsListOrableDataZievi¥orkbook
{'MASTER BOOK.xlsm'IE erlislO1TablaData
iSefeNGtEmol
I
|
|
|
|
|
|
|

; "MASTER BOOK.XIsmyISpIRAIINTtoNewWorkboak

!
}

g -

Maeros in: _A¥ Open Warkbaoks - =l
Description
‘ I

Step 6: Click Button, a form will appear. Choose any system in drop-down list or click

check to process all for split all system column to new worksheet.

- =)

Salsct Valoe to fiter ) jl
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i T~ Check tp process 2 r
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Notes: If there any changes of column header name or any additional column, so its also

need to make some changes in macro code in VBA editor.

1. In VBA editor, under form click SelectValueFrm and click the form to show the
code. At line 26, change "user idjuser name|department/branch" based on

column header name. No need to include the system column header name.

Oprion Expiicic

Dir Tol Az Listdbjece
Dim wa As Rarksheen
Dim tCol A3 Integer

Private Sub UserForm Activatel}
With Me
-Top = Application.Top + (Me.Height}
-Lefy = Application.Width - {Me.Widsh + 50)
-Caption = =»
-TheckEcx.Value = False
. CheckSoxl.Visible = ,CBoshist.ListCount » &
-CormandRuttonl.Viaible = False
-CommandButton?.Caption = ®Cancel/Exich
fad Waith
£nd Sup

Frivate Sub UserForm Initialize()
Set ws = Worksheets {mySheetName}
$et Thbl = we.ListObjecte (myTableNams)
Witk CBoxList
.Cleax
For tCoil = 1 To Tbi.LiatCclumns.Count
If InStr(i, Wosek id|vser Damejdeparcyent {drench™, Lia=e (ThL.Range {2, tCol).Text}}) = O Then .xddItem Tpl.Range {1,
Hext tlel
End With
End Sub

2. Next, under module click CopyWorksheetModule. At line 177 , change
"user idjuser name|department|branch|" based on column header name. No need

to include the system header.

Cn Exrox Resums Nexc
Application.DisployRlerts = False
Delete
Application.DisplayAlerta = True
On Exror Golo O

End With

T£ ExxNum > 0 Then
¥sgBox "Rename every WorkSheet pame that start with *CExrror ** manually® & vbNewline & _
*Therze aze characters in the Unicgue pame that are cot allewed in a sheer came or the =sheetc exist,”
Else

® 3

Tnis seccian wi

scuted i no erzer waa triggered
¢ all coluwns by 3 ain viaible

Dim Lool Az Tong

W5¥ew.Activate

Lool = Cellw{l, Columnr.Counc).ExdixlToleft}.Column

##% rng = W5New.Range(Cells(i, ), Telis(l, Celisii, Columns.Count) .End (x1TolefT) ~Column) )
olumne .Bidden = L

nt = ool Te I SESE -3

nSLril, el dilsear G | e rtemat | braten |t g Lluoe (myficld} . LCade{Collafl <Count) .Text)}) = 0 Tne
Hear aant
Range {"R2"} .Zelect

End Ir

Wich Appiication
-Sereenflpdating = 50
-Calenlation = Cajclode
End With
Eise
MogBox "Select a cell in the column of the List or Table that you want to filter”
End I
Xnd Sun




3. Next, under module click CopyWorksheetModule. At line 245, change
[User Id]:[Branch]] based on header name of first column and column before

system column.

Else
Application.Displayhierts = Falae
WSHew.Delete

End If
End If
Application.Displayalercts = True
Sheats.hdd afcer:=3heets (Sheets.Count)
ActiveShess . Name = myfield
Set WSMew = Worksheerns (myfimid)
Set ws2 = Worksheets ("Sheetl”}
wsZ.Select
Set wat = ws2.ListObjects("Tabiel")
wat.hutoFilter.ShowAllDara
Fer FieldNum = 1 Tc wst,ListColumns.Count

If wst.ListColumns (FieldNum) = myfield Then Exiz Fap
Hext FisldNum
wzt.Range.AutoFilver Field:~FieldWum, {riterial:=mesm
Range {"Tablel[{#Al1), (User HSIF(38a8cN]]") .Salect
Application.lutlopyMode = Falae
Selaction.Copy
#W3New.Select
ActiveSheet,Paste
Applicacion.CutCopyMode = False
weZ.Select
Range ("Tablel{ {#A11), [" & myfield & "}}™}.Select
Arplication.CutCopyMode = Falae
Selection.lopy
W3New.Select
Range ("Ei%)  Select
AcriveSheet.Paste
Application.CutCepyMade = Falae
Cells.Select
Cells.EnvireColumn.kutoFit
Range ("A2")} .Selact
waz. Select
wat.AutoFilcer.ShowAllData
Range {"Al") .Select




Chapter 5: Find/Search Form Function

Step 1: Open Workbook. Click Developer Tab, then click Visual Basic (atl+f11) to Open

VBA Editor.

Step 2: In VBA editor, Right click VBA project, Click Import File... then choose

f Find All.frm module.

- - ——
[P icrosone Visuat Bask for Appiications - Aver Cojahodom i 2 et e
Bl KR Yiew DIual Fumut Dubuy Bon Tuuh  Adddne Winduw Hes } tookcn [ Newlokier 3 -] -~ ®ergm-
T N _’:‘3 @ | I . My Date madified Type
N | ey ery b CAWANGAN T4/06/2017 426 P Fife foldes
. ) JABATAN 2M5/2011824 AM e falder
- == | £ MODILE 22A520178:28 AM  File folder |
| __F FindAllfrm DSOG0IT0SPM  FRMFie i
| | _ modFindAlLbas DSAOGA201T 205 PM BASFie [
WBAProject Preparties. |
Inset »
Impaon File,
; ;Emazmw 1
i 2 B Sheet™ (QRADAR i
]

Step 3: Repeat Step 2 for moedFindAllLbas module.

Step 4: Return to Excel worksheet view, Under Developer Tab click Macros, then choose

Show_FindAll_Form and click Run.

i
Find All On All Sheets

Type in the Find box to search aif celfis on af sheets.
Results vl be narrowed down a5 you tvpe.

Find: | rosnah
Results: | RosinahBteMuhamad  'ACTAS'1$857 -
| Rosinah Bte Muhamad M5 'BDS'158$25
Rosnahemnhamadns BOF1$8426
Rosinah Bte Muhamad M5 'BDS'!$5527
Rosinah Bte Muhamad M5 'ws‘*g:szs

Chek ap item abowee to nawgate to that e,

UnitfSection: | gey, PERKHID. CAW, ALOR GAJAH

Roles: | erevpiovee b
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CHAPTER 4: CONCLUSION
4.1 Application of knowledge, skills and experience in undertaking the task

Before my internship started my ideas did not match the experiences have gained during
my internship. There is difference in the university projects and tasks and activities during
the actual work. In university we learn how to describe the work in projects, where in work
you learn how to implement them in reality. This internship was definitely an introduction
to the actual work field for me. I have learned to work in a large organization and apply my

knowledge into practice.

During my internship at The EPF, I have applied my knowledge or skills from my
educational background in office tasks and special project requirement. In special project
requirement, user manual is one of compulsory documents need to be provided for user.
Therefore, with the knowledge and skills I gain from my studies at university level it make
more ease for me to develop in making user manual of my special project in structure and

easy for user to follow as guideline.

The past five months of my internship have been very instructive for me. The EPF
organization has offered me opportunities to learn and develop myself in competitive
working environment. I gained a lot of experience especially in the working with project
team environment. By involved with project team, I learned that each member of the team
must play their roles and be actively supporting each other to gain satisfy as required for the
project development. Moreover, the project indirectly helps me to learn independently,
discipline myself, be considerate/patient, self-trust, and take initiative and the ability to

solve problems.



As a bonus, my communication skill is strengthening as well when communicating with

others. I also gain new knowledge and experiences with self-learning about excel VBA

which is the new subject that I haven’t learned before. As reward from my internship, I gain

new knowledge and have develop a bit skills in using Excel VBA code because of in my

special project requirement that I need to develop automate functions in excel using Excel

VBA.

4.2

Personal thought and opinion

The Industrial Training program was quite beneficial for me. It helped me in improving my

various technical skills and enhanced my knowledge in new areas and subject.

Improve my communication skills. At beginning, I realize that I have problem not
confident to communicate with others especially in using English because I
unsecure about my English. Halfway my internship [ have improved this by
communicating more with supervisor and other staffs I have to work with and
talking to them about all any subject or guideline related with project task. Addition,
I also involved with project team discussion where I need to be a presenter for Excel
VBA Semakan Berkala as my special project to IDM management project team.

Great relationship between staffs with trainee.

As trainee at The EPF Information Technology department, 1 felt so grateful be
placed with kind and friendly staffs that never make me felt out from the team. They
always give their best in guiding me with the task given and give the best answer
when I ask them any question related with work. Besides that, I'm the only
Industrial Training in IT Security Management Section and its doesn’t make me felt

so lonely with other trainee friend because of the best cooperation from staffs to me.



4.3

Lesson learnt

Important of communication skills.

I realize during my Industrial Training period, communication skills is so important
when working in a large amount of employees because the communication need to
good whether with our own officemates or other departments staff and external
clients or users. In term of project team discussion, communication important when
needed to be a speaker in the discussion or meeting that discuss about the progress

task given and the update about special project given to trainee.

Speak up.

Many times I would be sitting at my isolated desk with endless questions about
what [ was supposed to be doing. | was completely paralyzed in my chair because I
was too afraid to walk around or bother anyone. I rarely moved from my desk the
first few weeks, but I would have been much more efficient and happier if I had
gotten up, asked my questions, and got back to work. Other than that, ask staffs how
they got this far and what advice they have for me because they have a lot of

experience, therefore I could learn a lot and get some great ideas.

Important of responsibility and keeping commitments.
The importance of honoring commitments and time of others was an important
thing, which I learnt as an Industrial Training student. Especially, while working as

a team it is very important to keep these points in mind.



4.4

4.4.1

Limitations & Recommendations
Limitations

Limited trainee involve with office task

During my industrial training at The EPF organization, my involvement with office
task is limited because of a very strict security in handling confidential data.
Therefore, staffs of IT Security Management Section need to have permission
approval Id to handling their tasks in each system used. If I need to involve with
their office task, I need to request Id and need to go through long process before get
specific Id to allow me to handling the tasks. At last, within my internship period, 1
spend more time in focusing working on special project.

Lack of guide from supervisor to completed the project

When trainee is given any task whether office task or special, supervisor is only
giving order without providing any guide in finishing the task given. Therefore, 1
need do self-learning through internet to improve understanding how to finishing
the task given. Hence, I need to spend most of time to do this self-learning plus the

subject is new thing for me.




4.4.2 Recommendations for the Internship Company

The EPF is a great learning company for interns because it will give opportunities to
student to works in competitive environments as The EPF is one of large social institution
in Malaysia that has established stay at top in longer time. I would recommend The EPF to
keep hiring interns with different educational background to help build and improve
industrial training student with knowledge and skills related with working and organization
environment as their preparation before step into the realm of employment. Addition, I also
recommend The EPF more focuses to provide any training programs for industrial training
student as one of compulsory activities for them attend to improve their skills and gain

more knowledge with certificate.

Next, recommendation for change from manages large user system roles using Excel VBA
to manage automatically in system database server. This is because using Excel VBA is
still ineffectively work that need to manage the data manually after done used the macro
function. I suggest to The EPF organization to used system database method which are
manage user system roles direct in system database where there raw data is been collected,
then after finishing the Semakan Berkala task, distribute to each branch and department

using email or system database platform.
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Ibu Pejabat Kuala Lumpur
-> Pej. Pengurus Besar Kanan JTM - SEK.PENGURUSAN SUMBER JTM

Bulan & Tahun

Februari, 2017

. . . Masa Masa Jumlah
Bil Tarikh Syif Masuk Keluar Jam Status Alasan
1 | 01/02/2017 - RBU | 08:15-17:15 | Kemaskini| Kemaskini
Masa Masa Hari Wilayah
Persekutuan.
2 102/02/2017 - KHA| 08:15-17:15 | Kemaskini| Kemaskini 7 Angaota Baru
Masa —E (Belum Dapat Kad Akses)
3 | 03/02/2017 - JUM| 08:15-17:15 | 11:03:31 |17:20:00 | 06:16:29 ? Q 19 : Anagota Baru
(Baru Terima Kad Akses)
4 | 04/02/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
5 | 05/02/2017 - AHD Rest Day | Kemaskini| Kemaskini
Masa Masa
6 | 06/02/2017 - ISN | 08:15-17:15 {08:12:28 |17:19:21 | 09:06:53
7 | 07/02/2017 - SEL | 08:15-17:15 | 08:16:50 |17:18:22 | 09:01:32 |Datang Lewat. ? e e ap
8 | 08/02/2017 - RBU| 08:15-17:15 108:18:01 |17:18:21 | 09:00:20 |Datang Lewat. '_i DL : Jalan Sesak
9 | 09/02/2017 - KHA | 08:15-17:15 | Kemaskini| Kemaskini
Masa Masa Hari Thaipusam.
10 | 10/02/2017 - JUM | 08:15-17:15 | 08:12:21 [17:21:05 | 09:08:44
11 | 11/02/2017 - SAB Off Day Kemaskini| Kemaskini|
Masa Masa
12 | 12/02/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
13 | 13/02/2017 - ISN | 08:15-17:15 | 08:11:14 [17:18:58 | 09:07:44
14 | 14/02/2017 - SEL | 08:15-17:15 | 08:13:58 [17:18:07 | 09:04:09
15 | 15/02/2017 - RBU | 08:15-17:15 | 08:14:03 [17:17:55 | 09:03:52
16 | 16/02/2017 - KHA| 08:15-17:15 | 08:12:25 [17:18:52 | 09:06:27
17 | 17/02/2017 - JUM | 08:15-17:15 |1 08:13:46 (17:18:30 | 09:04:44
18 | 18/02/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
19 | 19/02/2017 - AHD Rest Day |Kemaskini| Kemaskini
Masa Masa
20 | 20/02/2017 - ISN | 08:15-17:15 | 08:12:11 |17:16:40 | 09:04:29
21 | 21/02/2017 - SEL | 08:15-17:15 | 08:15:15 |17:16:14 | 09:00:59
22 | 22/02/2017 - RBU | 08:15-17:15 | 08:08:34 |17:17:45 | 09:09:11
23 | 23/02/2017 - KHA | 08:15-17:15 | 08:11:42 |17:17:17 | 09:05:35
24 | 24/02/2017 - JUM | 08:15-17:15 | 07:58:32 |17:17:31 | 09:19:59
25 | 25/02/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
26 | 26/02/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa | Masa
27 | 27/02/2017 - ISN | 08:15-17:15 | Kemaskini| Kemaskini Tidak Hadir. 'J TH : cuti rehat
Masa | Masa belatih praktikal
28 | 28/02/2017 - SEL | 08:15-17:15 | 08:05:05 |17:18:07 09:13:02

Jumlah Jam : 142:54:09

Jumlah Jam Hilang Masa Kerja (HMK) : 00:00 (jam)

Jumlah Hadir : 16 hari

Datang Lewat (DL) : 2 hari

Keluar Awal (KA)

: 0 hari

Tidak Hadir (TH) : 1 hari

Transaksi Tidak Lengkap
(TL) : O hari

Pengesahan & Kelulusan :-

Masa Proses : 5.927734s

=
Menunggu Kelulusan : 0 I! Lulus: 5

Papar Laporan

“ Tidak Lulus : 0




KEHADIRAN > URUS KEHADIRAN

KEHADIRAN BULANAN INDIVIDU

Nama & No Anggota

NUR DIANA BT AHMAD NOR (PLB251)

Penempatan Semasa

Ibu Pejabat Kuala Lumpur
-> Pej. Pengurus Besar Kanan JTM - SEK.PENGURUSAN SUMBER JTM

Bulan & Tahun

Mac, 2017

Tarikh

Syif

Masa
Keluar

Masa
Masuk

Jumlah
Jam

Status Alasan

01/03/2017 - RBU

08:15-17:15

08:05:33 [17:17:45

09:12:12

02/03/2017 - KHA

08:15-17:15

08:06:26 [17:21:39

09:15:13

03/03/2017 - JUM

08:15-17:15

08:01:13 [17:17:32

09:16:19

DN =

04/03/2017 - SAB

Off Day

Kemaskini| Kemaskini

Masa Masa

wi

05/03/2017 - AHD

Rest Day

Kemaskini| Kemaskini
Masa Masa

06/03/2017 - ISN

08:15-17:15

08:04:57 |17:20:16

09:15:19

07/03/2017 - SEL

08:15-17:15

08:05:24 |17:18:20

09:12:56

08/03/2017 - RBU

08:15-17:15

08:04:35 |17:17:05

09:12:30

(toll [oo i LN [o)]

09/03/2017 - KHA

08:15-17:15

08:06:42 [17:16:33

09:09:51

10/03/2017 - JUM

08:15-17:15

08:07:50 [17:16:34

09:08:44

ol
Ll [=]

11/03/2017 - SAB

Off Day

Kemaskini| Kemaskini

Masa Masa

12/03/2017 - AHD

Rest Day

Kemaskini| Kemaskini
Masa Masa

13

13/03/2017 - ISN

08:15-17:15

08:06:51 [17:17:18

09:10:27

14

14/03/2017 - SEL

08:15-17:15

08:02:50 [12:15:51

04:13:01

F © 14 cuti Rehat
Separuh Hari (Petana)

15

15/03/2017 - RBU

08:15-17:15

08:01:46 [17:16:50

09:15:04

16

16/03/2017 - KHA

08:15-17:15

08:05:43 [17:15:58

09:10:15

17

17/03/2017 - JUM

08:15-17:15

08:05:06 [12:24:50

04:19:44

o © 14 cuti Rehat
Separuh Harj (Petanq)

18

18/03/2017 - SAB

Off Day

Kemaskini| Kemaskini

Masa Masa

19

19/03/2017 - AHD

Rest Day

Kemaskini| Kemaskini
Masa Masa

20

20/03/2017 - ISN

08:15-17:15

08:11:13 [17:16:19

09:05:06

21

21/03/2017 - SEL

08:15-17:15

08:06:33 [17:18:48

09:12:15

22

22/03/2017 - RBU

08:15-17:15

08:10:19 [17:16:40

09:06:21

23

23/03/2017 - KHA

08:15-17:15

08:09:14 117:16:04

09:06:50

24

24/03/2017 - JUM

08:15-17:15

07:50:23 [17:17:32

09:27:09

25

25/03/2017 - SAB

Off Day

Kemaskini| Kemaskini

Masa Masa

26

26/03/2017 - AHD

Rest Day

Kemaskini| Kemaskini|

Masa Masa

27

27/03/2017 - ISN

08:15-17:15

07:56:15 [17:18:49

09:22:34

28

28/03/2017 - SEL

08:15-17:15

08:03:56 |17:18:24

09:14:28

29

29/03/2017 - RBU

08:15-17:15

08:12:18 |17:16:36

09:04:18

30

30/03/2017 - KHA

08:15-17:15

08:00:09 [17:16:55

09:16:46

31

31/03/2017 - JUM

08:15-17:15 |

Jumlah Jam : 202:05:13

08:02:56 [17:20:47

09:17:51

umlah Jam Hilang Masa Kerja (HMK) : 00:00 (jam)

Jumlah Hadir : 23 hari

Btang Lewat (DL) : O hari

Keluar Awal (KA) : 0 hari

Tidak Hadir (TH) : O hari

Transaksi Tidak Lengkap
(TL) : O hari

Pengesahan & Kelulusan :-

Menunggu Kelulusan : 0

'l Lulus : 2

x Tidak Lulus : 0

Masa Proses : 6.800781s

Papar Laporan




KEHADIRAN > URUS KEHADIRAN

KEHADIRAN BULANAN INDIVIDU

Nama & No Anggota

NUR DIANA BT AHMAD NOR (PLB251)

Penempatan Semasa

Ibu Pejabat Kuala Lumpur
-> Pej. Pengurus Besar Kanan JTM - SEK.PENGURUSAN SUMBER JTM

Bulan & Tahun

April, 2017

. . . Masa Masa Jumliah
Bil Tarikh Syif Masuk Keluar Jam Status Alasan
1 | 01/04/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
2 | 02/04/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
3 | 03/04/2017 - ISN | 08:15-17:15 | 08:01:11 |17:16:10 | 09:14:59
4 | 04/04/2017 - SEL | 08:15-17:15 | 08:08:05 {17:22:05 | 09:14:00
5 | 05/04/2017 - RBU | 08:15-17:15 | 08:02:33 |17:25:24 | 09:22:51
6 | 06/04/2017 - KHA | 08:15-17:15 [08:02:56 |17:17:50 | 09:14:54
7 1 07/04/2017 - JUM | 08:15-17:15 (08:11:04 |17:20:07 | 09:09:03
8 | 08/04/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
9 |09/04/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa | Masa
10 | 10/04/2017 - ISN | 08:15-17:15 | 07:53:22 [17:19:16 | 09:26:54
11 | 11/04/2017 - SEL | 08:15-17:15 | 08:12;58 [17:19:55 | 09:06:57
12 |1 12/04/2017 - RBU | 08:15-17:15 1 08:12:03 117:19:35 | 09:07:32
13 | 13/04/2017 - KHA | 08:15-17:15 | 08:10:57 [17:23:20 | 09:12:23
14 | 14/04/2017 - JUM | 08:15-17:15 |1 08:10:27 [17:16:36 | 09:06:09
15 | 15/04/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
16 | 16/04/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
17 | 17/04/2017 - ISN | 08:15-17:15 | 08:06:57 [17:16:24 | 09:09:27
18 | 18/04/2017 - SEL | 08:15-17:15 | 08:13:00 [17:17:34 | 09:04:34
19 | 19/04/2017 - RBU | 08:15-17:15|108:12:08 |17:17:42 | 09:05:34
20 | 20/04/2017 - KHA | 08:15-17:15 | 08:05:46 117:16:20 | 09:10:34
21| 21/04/2017 - JUM | 08:15-17:15 | 08:07:39 [17:17:22 | 09:09:43
22 | 22/04/2017 - SAB Off Day Kemaskini| Kemaskinj
Masa Masa
23| 23/04/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
24 | 24/04/2017 - ISN | 08:15-17:15 | Kemaskini| Kemaskini
Masa Masa Cuti Umum & Israk
dan Mikraj.
25 | 25/04/2017 - SEL | 08:15-17:15 [08:12:41 [17:18:50 | 09:06:09
26 | 26/04/2017 - RBU | 08:15-17:15 | 08:10:57 [17:18:59 | 09:08:02
27 | 27/04/2017 - KHA | 08:15-17:15 | 08:16:21 |17:18:01 | 09:01:40 |Datang Lewat. ? DL : Jalan Sesak
28 | 28/04/2017 - JUM | 08:15-17:15 | Kemaskini| Kemaskini Tidak Hadir. Fl_, TH : cuti rehat
Masa Masa pelatih plaktikal
29 | 29/04/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
30 | 30/04/2017 - AHD Rest Day Kemaskini| Kemaskini
Mosa ) Masa
Jumlah Jam : 165:11:25 Jumlah Jam Hilang Masa Kerja (HMK) : 00:00 (jam) Jumlah Hadir : 18 hari
Datang Lewat (DL) : 1 hari |Keluar Awal (KA) : 0 hari  |Tidak Hadir (TH) : 1 hari '(I'_:'_:r)ls:a(;(zla'::dak Lengkap
Pengesahan & Kelulusan :-
== }
Menunggu Kelulusan : 0 ! Lulus: 2 8 Tidak Lulus : O

Papar Laporan

Masa Proses : 4.056641s




KEHADIRAN > URUS KEHADIRAN

KEHADIRAN BULANAN INDIVIDU

Nama & No Anggota

NUR DIANA BT AHMAD NOR (PLB251)

Penempatan Semasa

Ibu Pejabat Kuala Lumpur
-> Pej. Pengurus Besar Kanan JTM - SEK.PENGURUSAN SUMBER JTM

Bulan & Tahun

Mei, 2017

Tarikh

Syif

Masa
Masuk

Masa
Keluar

Jumlah
Jam

Status

Alasan

01/05/2017 - ISN

08:15-17:15

Kemaskini
Masa

Kemaskini
Masa

Hari Pekerja.

02/05/2017 - SEL

08:15-17:15

08:13:40

17:16:47

09:03:07

03/05/2017 - RBU

08:15-17:15

08:06:49

17:21:21

09:14:32

04/05/2017 - KHA

08:15-17:15

08:09:44

17:17:21

09:07:37

05/05/2017 - 3UM

08:15-17:15

08:07:05

17:17:37

09:10:32

[o2 0[S, 0 BNy (VO] [ S

06/05/2017 - SAB

Off Day

Kemaskini

Kemaskini

Masa

Masa

07/05/2017 - AHD

Rest Day

Kemaskini
Masa

Kemaskini
Masa

08/05/2017 - ISN

08:15-17:15

08:08:34

17:16:06

09:07:32

09/05/2017 - SEL

08:15-17:15

08:05:36

17:16:24

09:10:48

10/05/2017 - RBU

08:15-17:15

Kemaskini
Masa

Kemaskini
Masa

Hari Wesak.

11

11/05/2017 - KHA

08:15-17:15

08:14:44

17:17:49

09:03:05

12

12/05/2017 - JUM

08:15-17:15

08:08:07

17:16:15

09:08:08

13

13/05/2017 - SAB

Off Day

Kemaskini

Kemaskini

Masa

14

14/05/2017 - AHD

Rest Day

Kemaskini

Masa

Kemaskini

Masa

Masa

15

15/05/2017 - ISN

08:15-17:15

07:59:39

17:18:16

09:19:37

16

16/05/2017 - SEL

08:15-17:15

08:10:20

17:17:19

09:06:59

17

17/05/2017 - RBU

08:15-17:15

08:07:10

17:17:27

09:10:17

18

18/05/2017 - KHA

08:15-17:15

08:11:35

17:17:22

09:05:47

19

19/05/2017 - JUM

08:15-17:15

08:09:15

17:17:55

09:08:40

20

20/05/2017 - SAB

Off Day

Kemaskini
Masa

Kemaskini
Masa

21

21/05/2017 - AHD

Rest Day

Kemaskini

Kemaskini

Masa

22

22/05/2017 - ISN

08:15-17:15

08:08:50

Masa

17:19:07

09:10:17

23

23/05/2017 - SEL

08:15-17:15

08:10:00

17:16:19

09:06:19

24

24/05/2017 - RBU

08:15-17:15

08:06:53

17:17:07

09:10:14

25

25/05/2017 - KHA

08:15-17:15

08:07:39

17:26:52

09:19:13

26

26/05/2017 - JUM

08:15-17:15

08:08:09

17:17:10

09:09:01

27

27/05/2017 - SAB

Off Day

Kemaskini

Kemaskini

Masa

28

28/05/2017 - AHD

Rest Day

Kemaskini
Masa

Masa
| _iaog

Masa

Kemaskini}

29

29/05/2017 - ISN

08:15-17:15

08:11:55

16:46:54

08:34:59

Keluar Awal.

V4

KA ; Flexi

Ramadhan

30

30/05/2017 - SEL

08:15-17:15

08:10:08

16:51:18

08:41:10

Keluar Awal.

S O

Ramadhan

: Flexi

31

31/05/2017 - RBU

08:15-16:45

08:07:24

16:46:38

08:39:14

Jumiah Jam : 190:47:08

Jumlah Jam Hilang Masa Kerja (HMK)

: 00:00 (jam)

Jumlah Hadir : 21 hari

Datang Lewat (DL) : O hari

Keluar Awal (KA) : 2 hari

Tidak Hadir (TH) : O hari

Transaksi Tidak Lengkap

(TL) : O hari

Pengesahan & Kelulusan :-

Menunggu Kelulusan : 0

Masa Proses : 4.228516s

Papar Laporan

x Tidak Lulus : 0




KEHADIRAN > URUS KEHADIRAN

©

KEHADIRAN BULANAN INDIVIDU

Nama & No Anggota

NUR DIANA BT AHMAD NOR (PLB251)

Penempatan Semasa

Ibu Pejabat Kuala Lumpur
-> Pej. Pengurus Besar Kanan JTM - SEK.PENGURUSAN SUMBER JTM

Bulan & Tahun Jun, 2017
Bil Tarikh Syif Raiedl [P st J‘;’;‘:h Status Alasan
1 | 01/06/2017 - KHA | 08:15-16:45 | 08:08:22 |16:47:43 | 08:39:21
2 | 02/06/2017 - JUM | 08:15-16:45 [ 08:08:46 |16:47:38 | 08:38:52
3 | 03/06/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
4 | 04/06/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
5 | 05/06/2017 - ISN | 08:15-16:45 108:07:13 |16:48:02 | 08:40:49
6 | 06/06/2017 - SEL | 08:15-16:45 | 08:09:31 |16:46:33 | 08:37:02
7 | 07/06/2017 - RBU | 08:15-16:45 | 08:08:42 |16:47:31 | 08:38:49
8 | 08/06/2017 - KHA| 08:15-16:45 [08:09:18 |16:47:22 | 08:38:04
9 | 09/06/2017 - JUM | 08:15-16:45 [08:08:00 [16:47:14 | 08:39:14
10 | 10/06/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
11 | 11/06/2017 - AHD Rest Day Kemaskini| Kemaskini
Masa Masa
12 | 12/06/2017 - ISN | 08:15-16:45 | Kemaskini| Kemaskini
Masa Masa Hari Nuzul Al Quran.
13| 13/06/2017 - SEL | 08:15-16:45 [ 08:06:52 [16:46:31 | 08:39:39
14 | 14/06/2017 - RBU | 08:15-16:45 | 08:07:52 |16:46:09 | 08:38:17
15 | 15/06/2017 - KHA | 08:15-16:45 | 08:11:08 |16:46:05 | 08:34:57
16 | 16/06/2017 - JUM | 08:15-16:45 | 08:07:17 [16:46:32 | 08:39:15
17 | 17/06/2017 - SAB Off Day Kemaskini| Kemaskini
Masa Masa
18 | 18/06/2017 - AHD Rest Day | Kemaskini| Kemaskini
Masa Masa
19 | 19/06/2017 - ISN | 08:15-16:45 | 08:12:51 [16:46:49 | 08:33:58
20 | 20/06/2017 - SEL | 08:15-16:45 [08:10:52 |16:46:45 | 08:35:53
21 | 21/06/2017 - RBU | 08:15-16:45 | 08:15:11 |16:49:04 | 08:33:53
22 | 22/06/2017 - KHA | 08:15-16:45 | 08:09:45 |16:47:09 | 08:37:24
23 | 23/06/2017 - JUM | 08:15-16:45 | 08:10:21 |12:05:32 | 03:55:11 [Keluar Awal. KA : Masa
MK .
(Peribadi/Klinik) - [<€'€pasan
14:45-16:45
24 | 24/06/2017 - SAB Off Day @ TH
o
@ KA
25 | 25/06/2017 - AHD| Rest Day @ TH
OF
@ KA
26 | 26/06/2017 - ISN | 08:15-16:45 Hari Raya Puasa
(Kedua).
27 | 27/06/2017 - SEL | 08:15-16:45 Hari Raya Puasa
(Ganti Ahad).
28 | 28/06/2017 - RBU | 08:15-16:45 TH : cuti rehat
29 | 29/06/2017 - KHA | 08:15-16:45 TH : cuti rehat
30 | 30/06/2017 - JUM | 08:15-16:45 TH : cuti rehat

Jumlah Jam : 133:20:38

Jumlah Jam Hilang Masa Kerja (HMK) : 02:00 (jam)

Jumlah Hadir

: 16 hari

Datang Lewat (DL) : 0 hari

Keluar Awal (KA) : 1 hari

Tidak Hadir (TH) : O hari

Transaksi Tidak Lengkap

(TL) : O hari




Pengesahan & Kelulusan :-

: Menunggu Kelulusan : 4

IT_, Lulus: 0

x Tidak Lulus : 0

Masa Proses : 4.601563s

Papar Laporan




Borang Perj. KWSP.4 (Pindaan}

PERMOHONAN CUTI REHAT TAHUNAN

ADA ¥ — . -
KEP Ei’i(,i le LOw 26, v Bin

Zaovatsd

boickin

i Harap saya mendapat kebenaran cuti selama :

Jum. Hari

-

-~
i

Tandatangan

e

Nama
(Huruf Besar)
No. Anggota :

Jawatan

mula :

=D
&

KEPADA :
(Pegawai Yang meluluskan )

i Baki cuti rehat sebelum permohonan ini dibuat

o~

hari

il Peraturan untuk menyempumakan kerjanya boleh dibuat */ tidak-belek-dibuat. Adalah diperakukan permohonan ini

dibenarka_n */ tidak-diberarkan.

. Alasan (Jika cuti tidak diperakukan)

¥, Peame e

Aranal Ve

e ara | Wavt e AZUSTA SULE R A

V26T a0y

Tarikh :

Tandatangan
Penyelia

Seksyen/ Jab

Jawatan

A7)

~~durienalise Sistem -
Seksyzn Pengurusan Sekueii T
Jabatan Teknologi Maklumat
- T "KUMPULAN WANG SIMPANAR PEKESIA ™

———wm——

Pennohonan diluluskan*/ tidak diluluskan

i. Tempoh cuti : Jum. Har

i, Pemohon telah dimaklumkan.

Tarikh :

3/t{209

mula :

hingga :

AHMAD JEFRY ABD HASHIN
Pengurus Kanan
1Saaissren Pengurusan Sekurti 11




Borang Perj. KWSF.4 (Pindaan)

PERMOHONAN CUTI REHAT TAHUNAN

A. BUTIR-BUTIR PERMOHONAN

KEPADA :

i Harap saya mendapat kebenaran cuti selama:  Jum. Hari t mula: = _,/‘?;,/; 7 hingga: - 2

Saya mengaku bahawa jika diluluskan, cuti yang dipohon tidak akan melebihi peruntukan cuti saya bagi tahun ini.

Tandatangan’ (AT
NuUR DIANA LT ARG AD NCE
Nama b o
(Hunsf Besar) g 25t L
NoYAraootas S e _
Tarkh : 25 /4 / it Jawatan i Prlesth Prokdivcerd
KEPADA :
(Pegawai Yang meluluskan )
i. Baki cuti rehat sebelum permohonan ini dibuat i hari

ii. Peraturan untuk menyempumakan kerjanya boleh dibuat */ tidsk-boleh-dibust— Adalah diperakukan permohonan ini
dibenarkan */ fidak-dibenarkan.

iii. Alasan (Jika cuti tidak diperakukan)

Tandatangan
Penyelia
T ot 2RO alrid S
{ i Selsyen/ Jab : Seksyen Pengiusan Sekurit 17
2> ’} Jabgten Teknologi Maklumat
Tarikh : Jawatan TR DA WG SIMPANAR PEKERE T

C. UNTUK KEGUNAAN KUASA MELULUS

Penmohonan diluluskan* Ltidak-diluluskao

i Tempoh cuti : Jum. Hari l mula : —5 ?(q [ lq_ hingga : ~ -2_2 /4___( 12_

ii. Pemohon telah dimaklumkan.

| AHMAD JEFRY ABD HASHiM
~rus Kanan
_enPenqurusan Sekuriti IT

Tarikh :




Borang Perj. KWS#.4 (Pindaan)

PERMOHONAN CUTI REHAT TAHUNAN

KEPADA :  rvG¥  2dm2aivi  Bin NN By
i. Harap saya mendapat kebenaran cuti selama:  Jum. Hari :_1 5— e i mula: \% /-5 / 2p13hingga

¥
Saya mengaku bahawa jika diluluskan, cuti yang dipohon tidak akan met;ihi peruntukan cuti saya bagi tahun ini.

Tandatangan
Nama
(Huruf Besar)
No. Anggota
ikh : Jawatan
KEPADA :
(Pegawai Yang meluluskan )
i. Baki cuti rehat sebelum permohonan ini dibuat hari

ii. Peraturan untuk menyempumakan kerjanya boleh dibuat */ fidek botek dibuat. Adalah diperakukan penmohonan ini

dibenarkan */ idak dibenadan-
ii.  Alasan (Jika cuti tidak diperakukan) T
Tandatangan
Penyelia Zeksyen Pergurusan Sekuriti 7
L : Seksyen/ Jab _ “r tebatEn TeknologrMakigay
| 3‘ z ' C0 3? KUMPULAR WANG SIMPANAR PEKER.L
Tarikh ' ' Jawatan
{MELULUS
Penmohonan diluluskan* / tidak dilksitisicqr
i. Tempoh cuti Jum. Hari mula : \'313 (2012 hingga:

ii. Pemohon telah dimaklumkan.

AHMAD JEERY ABD HASHIM

Tarikh :
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