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ABSTRACT

The industrial training duration based on the period from 1% February 2017 to 30%
June 2017 in Marketing and Administration Department at Inforana Islamic International
Skill College located at Kuala Nerus, Kuala Terengganu. The training period is five
months and there is an agreement before start the practical training to not more than six
days of absent throughout the internship. During the practical training, there are lots of
activities that have been joined with other staifs, work done as been asked by the
supervisor and the other staffs and new things about work environment has been learnt as
the practical trainee. There is need to be learnt about the PHP programming, learning
more on how to use and handle Hypertext Markup Language (HTML) and learning
WampServer 2.0 to refresh the knowledge for developing the Onlime Registration System
as it is the special project that need to focus on. Even there are two departments that have
been involved, but marketing and administration department are basically work together
as referring to admin officer before settle down for each task. The staffs at Inforana
College are mostly very well trained about job scopes respectively and it helps a lot in

gaining the information and knowledge to explore the organization directly.

Keywords: Online Registration System, special project, staffs, practical training
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CHAPTER 1
INTRODUCTION
1.1 Background of the Organization

The Inforana Islamic International Skill College or Inforana College has been established
on 1% of April in year 2002. It has been registered as a Skills College or Institution registered
with the Skills Development Department under the Ministry of the Human Resources. These
colleges offer few of courses on skill training in hospitality and manufacture of clothes sector
which is providing Malaysian Skills Certificate of Excellence for all courses except Culinary
Art because it is also offered on Malaysian Skills Diploma of Excellence for the students to
further their studies to the higher level on skills field. For the time being, the courses of skill
training are including Malaysian Certificates of Excellence for four courses which are
Culinary Arts Chef, Cakes and Pastry, Food and Beverage Operational Services and
Management, and last but not least, Sewing and Fashion course. On top of that, Inforana
College is planning to open for new course at this college which is Tour Guides course in
future and still in discussing process. Inforana College also one of organization under the
main organization management which is Inforana Holdings Sdn. Bhd. The other two
organizations managed by the Inforana Holdings Sdn. Bhd. are Quinara Al-Safir Resort for
the resort management and Nirana Food Sdn. Bhd. for the outside catering management. The
uniqueness about Inforana College, the college is the only institution in Kuala Terengganu
that located in the area of resort which is in the same buildings. It means that the staffs of
Inforana College and Quinara Al-Safir Resort using the same place to punch cards in and out

for both managements.



.. AMIC INTERNATIONAL SKILL COLLEGE

Figure 1: The logo of Inforana Islamic International Skill College (Inforana College)

Inforana College continues to grow with the establishment of the main campus
located at Tok Jembal, Kuala Nerus area and also near with Sultan Mahmud Airport, Kuala
Terengganu. The establishment of the main campus surely may help the trainees or students
to enhance the skills and expose them to a real working environment after they are completely
finish wp their training classes. The main objective to establish the main campus compared
the old campus before because of to accommodate the placement of trainees that increase

from time to time.

Besides, Inforana College also offer the trainees joining the training which is On Job
Training (OJT) during the following period of training. The training either at the Quinara Al-
Safir Resort itself or at any resorts and hotels in Terengganu that indirectly give employment

opportunities and career to them especially for trainees or students that graduated on time.

The main objectives for the establishment of Inforana College are to provide
alternatives way to students after they finish the secondary schools and for the students who
do not get their places in formal education at universities and any government institutions.

Besides, Inforana College also providing life time education towards individual and



community to improve their quality of lives by using the skills and techniques that have been

learned in the college.

It is also to allow the private companies to use Inforana College service to give the

practices towards their employees. On top of that, to build the cooperation within the

community, local government and private sector also developing the local area especially

towards the trainees that already graduated in Inforana College to offer the skills that they

have been learned. Furthermore, Inforana College give many chances to the local community

area to use the facilities that have been provided at Inforana College.

The other objectives are:

1i.

1.

1v.

Provide an alternative route to post-secondary students and students who have
dropped out of formal education for training and education in technical ficlds,
hospitality, culinary and others.

Provide lifelong education to individuals and local communities to improve the

quality of people's lives.

Allowing private companies to outsource Inforana College to provide training to their
employees.

Establishing close cooperation between members of the community, local
government and the private sector to develop the local area.

Coordinating the training and skills provided by various ministries in order to meet
the needs of the market and the local population.

Establishing close cooperation between members of the community, local

government and the private sector to develop the local area.



The Vision of the Inforana College is “As a company that strives to create a productive
and skilled coach towards the goal sparked the world.”The Mission is “Provide intensive

skills-based training and systematic.” The motto of organization is "TOWARDS THE

FUTURE OF SKILLED".

. d. Food and Beverage
. Culinary Arts Chef
¢ © Operational Services and

Management

Figure 2: The courses offered at Inforana College



1.2 Organizational Structure

Organizational chart

The organizational structure is focusing on the organizational charts from top management

to bottom management at Inforana College.

i.  Organizational structure is referring to the hierarchy of the whole organization
by describe in organizational chart form.
ii. It defines each job scope of each staff or employee, its function and where to
report the work done or task given to within the organization.
iii.  Top management in whole organization is the main lead on every department in
the organization.
iv.  Departmental organization including administration, marketing and corporate
relations, finance, academic affairs, student affairs and logistic department.
v.  Organizational chart structure including the whole organization and department

involved are placed in appendix section.
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CHAPTER 2

ORGANIZATIONAL INFORMATION

2.1  Departmental Structure

The departmental structure is focusing on the department structure by interpreting it into

chart from top management to the bottom management.

L. Departmental structure basically is focusing and already narrow down to the job
scope of being in that department.
.. Marketing department is still depending and need to consult every activity or program
and also schedule task to the admin officer as the top management in the department.
i.  Administration department as the core or main department to give the work plan,

schedule, arranging meetings and so on to all the other officers as the employees.
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il.

1.

iv.

The top management is admin officer which is the leader for all the officers in
company.

It means the financier and loan officer, academic affairs officer, student affairs
officer, marketing officer and registration officer need to follow up on every
task, programme planning and dateline to the admin officer to ensure that the
work done is going smoothly.

Admin officer is responsible to ensure all the tasks are filtered and under his
consideration before start any meetings that involve the top management in the
organization to discuss together.

The departmental organization structure is placed in the appendix section.

2.2 Departmental Function

The Administration Department is basically including marketing, admin and

operational service, academic affairs, student affairs, loan and finance for students’ affairs

and registration part. All the officers are located in the same department to manage the

students’ affairs. Meanwhile, the lecturers or at Inforana College, it 1s called students’

assessment officers to teach, give the assignments, modules for their project and evaluating

the final examination papers which is before the final examination results, it will be going

through the final analyse by the academic affairs officer to determine the eligibility to the

next level according to respectively for each course. Since the Inforana College has small

office space which is staffs sometimes do more task at once, means that practical students

need to help them involving either admin tasks or student’s affairs such as student payment

checks for registration fees, flyers editing and printing and so on.
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On top of that, all the practical trainees also placed in the same department except for
the ex-students of Inforana College because they need to teach the students according to their
respectively fields. For the scope of task and job, the staffs sometimes helping each other
especially when the registration dates come every four times in a year. Starting from
attending the incoming calls to brief the courses, attending their visits to explain the courses,
payment fees, loan, learning period and many more before the students or trainees start up

their classes.

For the first two and half months, attending calls and updating programs in official
Facebook account are the tasks for Marketing Department. Since the department is need to
update the current program by advertising the program, social media such as Facebook as
main page for promoting the programs either that organized by Inforana College or joining
any companies or any organizers that invite us to join with. As for now, programs that we
were jomed such as “Pesta Pantai”, “Festival Pelamin”, “Pesta Beautiful Terengganu” and
so on. The programs that we are joined basically have to open booth for promote the courses
and display the uniqueness for each course that offered at Inforana College such as decoration

cakes and pastries, clothes designed by the students and so on.

Meanwhile, the other two and half months, I have been transferred to the other
department which is Administration Department that I have been placed to be the personal
assistant for the Admin and Operational Service Officer to handle the administration tasks
and also helping staffs for another tasks since the staffs in the foyer office are in small scope.
It is including updating the letters, memo, minutes of meetings, program and activities report

and few more of files that involving the management of Inforana College starting January

12



2017. Furthermore, managing the lockers that have been paid by the students every month

and managing its files to update the use of the lockers.

CHAPTER 3

INDUSTRIAL TRAINING ACTIVITIES

3.1  Training Activities

There are two departments that being place for the authors throughout the internship. Both
departments are categorized into two different job scopes. The departments are marketing

department and administration department.
3.1.1 Marketing department

The marketing department in Inforana College is basically having two staffs to
handle marketing tasks in the company. For top management, it is called Career
Consultants and Corporate Relations Officer that act as Marketing Officer but for the first
time being placed in the department which is first two months and half of my internship,
marketing tasks is handled by the Assistant Career Consultants and Corporate Relations
Officer. It is because of the past marketing officer is already resigned his position and his

assistant managing his tasks for a while until a new officer come in to the department.

Therefore, during that time, the author need to help the assistant of marketing officer
to do the marketing tasks. One of the tasks is as a receptionist which is handling incoming
calls, outgoing calls, checking mails of company’s official e-mail, updating company’s
official Facebook account and so on.

13



Handling callers are basically including from outsiders to explain about the students’
intake by giving short briefing about the payment, hostel provided for students, total loans
depend on courses and so forth. It is also handling callers and making calls to few hotels and
resorts regarding to the students’ internship places and if any of changes occurred that
involving suitability internship places for students based on their courses and skills. Besides,
handling calls also regarding to the confirmation letters from the organizations that invite to

Join their programs either involving students or staffs themselves.

On top of that, the author need to use Adobe Photoshop by learning to use it step by
step, trial and error and then, practice to the task given. Then, it is applying to edit the logo
and images for every sponsorship, official logo of company and colour changing in that
images and logo to upgrade to new branding and then act as main attraction. All the materials
then, been applied into flyers to be distributed to the people especially when mvolving with
carnivals or any festival such as set up for exhibition booth. Meanwhile, for the flyers itself,
for the backdrop, basic colour and texts adjustment and so on about the flyers details are
editing in Microsoft Publisher as using the flyers design to make it more flexible to distribute

and very readable.

When doing internship, the author always got opportunities to set up booth with the
staffs that responsible in organizing activities. The other activities are by preparing for stuffs
such as for the demonstration and promotion and also involving to prepare for flyers

mncluding all the courses. It is important to distribute to the visitors or people to promote the

14



college in term of courses indirectly and directly offered to enhance own skills for future
uses. Mostly the program highly anticipated every year at schools in Terengganu area is open
booth for Inforana College on the days of the announcement of “Sijil Pelajaran Malaysia”
(SPM) results. It is actually annual activity or program that properly arranged by the

organizers.

The Inforana College party is already known about the details and just set up the
booth and demonstrations which is operated by own assessment officers or trainers to
promote the courses. It is a great platform in order to make the Inforana College more
commonly known by the people especially students that keen to pursue studies in skills and
at the same time to attract the youngsters to involve in skills studies for additional knowledge

and techniques.

Besides, any festival and carnival that have been joined is need to properly prepare
by college party to set up for demonstration including all courses such as sewing and fashion
course by showing the collections that have been designed and sewed by the students. Then,
for cakes and pastries course, demonstration is about decoration the cakes using whipped
creams and decoration tools after baked the cakes that done by the students. It is also actually
as the main attraction for the crowds to join the demonstration and attract the youngsters to

join and grab the chance to be one of students at Inforana College.

Furthermore, in Marketing Department, the author need to help staff for printing the
papers and Photostat the papers either for staffs’ uses or students’ requests as they need to
make it photocopies for their assignments and project in their workshops. For staffs’ work

papers are such as notes for learning and teaching processes, programmes or college’s

15



activities, staffs name lists and contact numbers for preparing at front desk as if there is

urgent matter to call them and the list goes on.

Moreover, for the first week of internship, the author is helping assistant of
marketing officer to snap the pictures for on-going activities involving students in college
which is either for their projects or competitions within them to be used and created in the
activities report and as the display images as marketing strategies through social media

accounts especially Facebook official account.

Before start up the task of marketing management, all new staffs that registered and
already self-reported to the company, need to apply for the own username and password to
handle personal Wi-Fi. It is because the Wi-Fi networking in the company has its own
privacy which is only for staffs’ use in Inforana College. It will help more to assist the
marketing tasks or management which is needed to post the pictures, videos and
advertisements on social media account such as Facebook account about the activities and

programmes in college.

Besides, throughout being placed in marketing department, it is one of the tasks to
check about the leiters of students’ personal details to help the registration officer to give
current students other offer letters to continue their studies to the next level based on their
courses. Inforana College has its own rule starting this year, 2017 including four months in
a year which are January, April, July and November. They are months of registration days
for the new or current students to take place to be one of the students or trainees here. It is

to ensure those students” intakes are consistent and not exceeding the quota of students’

16



intake since the college has very limited facilitics of classes and assessment officers or

trainers for each course.

Since being placed at marketing department, throughout that time, receptionist is
one of the main tasks by being placed at the counter of foyer office Inforana College as to
entertam the visitors and students that want to meet the other officers in the office. Most of
the tasks have to attending incoming calls either internal or external callers, outgoing calls
which are to deal with people from variety of organizations and to deal about the fax

especially when outsiders want to deal with the marketing officer.

Apart from that, despite of doing the marketing tasks, there is also need to help and
discuss with registration officer at the same time to create group email by using Gmail
account as requested by the admin officer to ease for the staffs in the office discussing
within them in the group email about the tasks given, students issues, administration
management and programmes that will be joined or organized themselves. As the practical
staff in the Inforana College, it is a responsibility to do tasks as requested by the officers
from various departments to ensure that all the planning schedules can be follow up well

and smooth.

When there is close to registration day and new intake, there is need to help for
preparing for matrix card for new students. The tasks including patch the cards, cutting into
standard cards by using its tool and laminate the cards before distribute to the students
based on their levels and courses. On top of that, for the new intake, there is needed to

prepare new files for new students to ease for their personal records as can be references for

17



applying their study loans. Besides, preparing for the health forms and records for students
as one of the main forms before register. They need to go for basic check-up before start
study to ensure that they are free from any illness and health problems. Meanwhile, a day
before registration day, the author need to prepare for the queue numbers and in- charge

with few staffs to be one of the registrars on registration day at front counter.

Furthermore, the staffs are not in large numbers so that, with some help may ease
their tasks. The author also need to help the financier and loan officer which is updating
receipts of the payment following their dates and record of the students to ensure they are

consistent in making payment for each fees.

Basically, the data is filled in the students’ data by using Microsoft Excel to make it
the payment is in line with the total payment needed for every month and need to edit the
names, dates and years as to update their records especially for current students who further
their next level of studies. On top of that, all the payment details need to be updated by

arranging the files contain students’ record according by the courses.

18



Figure 4: Example of payment file that need to be updated.

In addition, it is not only editing the flyers and images but also in creating the
invitation letters and editing that into small cards by using Microsoft Publisher. Throughout
in marketing department, fax letters also need to manage as requested by the admin officer
such as fax it to the organizations needed and give it to the person in-charge in the office.
On top of that, basically joining the activities organized by the company such as “Gotong-
Royong” which involves all the staffs and students or trainees of Inforana College. The

activities include painting the workshops, routes in buildings and around the office.

Besides, discard pile of rubbish, repeal the grass and so on. All of the staffs and
students are working as teamwork to ensure the activity is run smoothly. Apart from that,
the author also helping registration officer to calculate the shirts’ stock for students and fill
in the data in Microsoft Excel. Shirts and uniforms for students need to check their stocks
from time to time to ensure if there is back up if students want to claim that after registered
in Inforana College. There is also for arranging and folding the offer letters for new
students’ intake and current students to further for the next level. The task is editing the

offer letters through template and preparing to post the letters respectively.

As the trainee, all the task given need to work on it especially if it is request from
own supervisor at the office. For example, preparing for sets of questions or handouts to the
participants for few programmes, arrange it and put in the files for each of the participants.
Besides, arrange the name lists for each staff to punch cards and patch their names on each
card respectively. Apart from that, for the same task requested by the supervisor is key-in the
ex-staffs records which are the date start and last day of work and their information of job

scopes.
19



After that, compile for each of person working records then, put in the big files
according to the name of sequences for easy retrieval by the Human Resource Officer and
other staffs if necessary. It is also including key-in some data about job scopes of the staffs
for both ex-statffs and current staffs by add in job scopes organizational charts, first day and

last day of working dates etcetera.

On top of that, key-in the few of applied forms for new students to insert in the
college records by using Microsoft Power Point as the charts and full records in the
Microsoft Word. Besides, the author also helping staff patch the stickers on each section for
new files to separate the forms, letters and records according different dates and years to

make it easy retrieval.

For another task, the author is helping the another assessment officer to teach for
English class which is to share some lesson about basic of English subject and playing
some games to attract the students to focus in the class. On another part is also marking
final papers for English subject based on answer scheme prepared by the assessment

officer.

Apart from that, in marketing department, it is one of the main tasks to involve in the
programme or joining outdoor activities at variety places. The task before is basically need
to creating the feedback forms by using Microsoft Excel which is simple feedback forms for
distribute to the crowds or people invited mostly for the programme that joined by other
organizers such as giving demonstration for the courses provided at Inforana College. After
that, separating and arranging the feedback forms to analyse the comments and opinions

given.
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The author need to Photostat bunch of forms including leave forms, claim forms,
purchasing tools forms and etcetera. The forms are being placed in the forms® boxes
respectively and properly organized to ease for the staffs use. Furthermore, sometimes there
is need to do outdoor task as requested by marketing and admin officer. For example,
Beautiful Terengganu “Pesta Pantai” to fulfil the invitation by the organizer and also to

promote the college and courses offered at Inforana College indirectly.

The author also handling the records when staffs asking for certificates especially ex-
students that already finished their studies, students’ files or records for searching their
information or personal details and so on. Mostly the instructions are given by most of the
officers i different department at the office. Other than that, if there is get any direct callings
from ex-students that want to come to the office to pick up their certificates or asking to post

the certificates depends on their requests.

Apart from that, the author is joining the morning briefing or short meeting once in a
week to discuss about the current issues, problems from students and staffs side, any program
or fest that need to be involved etcetera. The program is to attract the outsiders or people to
register at Inforana College to further their studies. Most of the programmes also need to set
up for demonstration, so that there are many preparations need to be organized properly to

make it more interesting and attractive.

Besides, the author sometimes involves in the event or function organized by the
company to be one of the team to ensure that the event will going well. Most of the event
include both management Inforana College and Quinara Al-Safir Resort for set up the flows
of the event till the end of the event. Most of the time, the author act as ad-hoc team member

to support and help all the other members to make it on time and to ensure that there is no
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lack throughout the event especially involving invited guests for ensure every single thing is

well organized.

On the other hand, the author is also need to take part on any program that organized
by the company or joining outdoor program as a practical student and also one of the staff in
the company for ensure all the programs are running smoothly following the planning
schedule. Sometimes it is good to being volunteer if needed to help all the staffs especially

for quite big event that need groups to handle.
3.1.2 Administration department

After being placed in Marketing Department, the author is switched to Administration
Department before complete the internship. The main job scope is to assist Admin Officer to
handle all the administration tasks to be more organized. One of the task is to manage about

the documents or records involving arranging the letters in the files.

The letters are arranging in separate files and parts because of different letters which
are incoming letters and outgoing letters. Incoming letters are referring to letters from
outsiders to connect with the company and need to record every single incoming letters to
ease for the admin officer to retrieve when needed. On top of that, all the incoming letters

need to be recorded in the log book due to date and type of letters.
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Meanwhile, outgoing letters involve when giving response to join any programmes
or event and offer letters for new staffs and practical trainees that need to be recorded in the
log book as for retrieval and for record storage in the office. It means that every single letter

or mail need to be recorded for future use specially to keep data in storage files.

Figure 5: Example of files that need to handle in administration department.

On top of that, the author need to edit the ex-students or students’ details to finish the
certam information for their certificates before give it to them either by post or by pick up
their own certificates at the office. Besides, the author also helping staff to update pricelists

of kitchen tools for analyse the budget needed for students® project in their workshop.

The pricelists are basically search through the websites to know the current price
mclusive Government Service Tax (GST). All the kitchen tools need to be filtered and
selected to make it in line with the budgets provided. All the data need to pass to the Financier

and Loan Officer to allocate the budgets properly in data recorded.
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Besides, most of the tasks in administration department, all the letters, mails and files need
to be arranged and updated properly. The tasks also include record all the dates, headlines,
persons mnvolved and signature from both parties especially the letters about any joining or

organizing the programmes and events as the filing record for company’s reference.

UNIVERSITI TEKNOLOGI MARA
(KELANTAN

Figure 6: All the practical training work done are recorded in the log book.
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Special Project

Online Registration System

Online Registration System is the system that have been proposed and discussed by the top

management and supervisor for the author to create as a special project. The system has never

been applied before and it is created because of the organization still use the manual way to

deal with the clients. It means that Inforana College only use the forms that need to register

by face to face, through email and WhatsApp application to deal with the Registration Officer

about booking place for the intake, the availability and qualifications needed. The author

agreed to develop the system through the observation since it seems complicated especially

if the clients are live afar from the college area and difficult to make time on registration days

for every intake provided.

3.2.2 Project averview.

il.

iii.

iv.

Function of the system is to monitor the registration progress and applicant lists that
apply for the courses offered.

To decrease the difficulty faced by the clients to register for studying at Inforana
College that may cost on time and transport.

To ensure the admin will be controlled and monitor in one system.

To ease the admin to handle the registration forms even different courses at one time

without need to check the availability or place one by one.
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3.2.3 Problem statement.

1. The non-exist system does not fulfil the requirement needed nowadays.
1. The redundant forms affect the task of Registration Officer to separate and make the
wise decision on the students who are really qualify to take place.

iii.  The calculation of forms and availability always changes and need to standardize.

3.24  Objectives.

* To ease the task of registration officer that involve on the registration students.
* Tomanage and monitor all the applicant lists that need to be done by the admin.

o To standardize all the registration forms.
3.25 Scopes of the project.

The development of the Online Registration System is using System Development Life
Cycle (SDLC) method for system development which consist of planning, analysis, design,
implementation and maintenance. The SDLC method being used because there are time
duration and also system testing from time to time so that the progress of the system can be
seen. If the system being develop from the beginning, SDLC method is the best method that

can be used for the system development schedule.
3.2.6 User target.

The user target is the students that interest to join the organization or start taking place on
studying at Inforana College about skills courses. On top of that the admin that handle the

system to ensure that the applicant list can be well managed.
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Both officers will act as a team to manage the system to make it properly managed and
filtered the applicants by discussing it together. Below is the admin that responsible to handle

the system which is a registration officer.

3.2.7 Tools used for system development.

Table 2: List of application or software used for system development.

APPLICATIONS / SOFTWARE EXPLAINATION
Adeobe Dreamweaver Adobe Dreamweaver being used to
write the coding (PHP and HTML) so

that the output result of the coding can
be seen and display by the monitor.
The coding will be write from time to
time and error checking will be done
either the coding was successful or
not.

Wampserver 2.0f Wampserver 2.0f is the offline server
used at the desktop to store the data
that being used for the system testing.
Wampserver function was only a
temporary server. The database
design will be implemented using the
Wampserver 2.0f.

Microsoft Project 2010 Microsoft Project 2010 was being
used to create the Gantt chart. Gantt
chart also known as the milestone of
the project. From here the project can
achieve the target at the time given.
Microsoft Word 2016 Microsoft Word being used to create
the system proposal and also to create
B the system report.

MySQL Server MySQL server is one of the server
used by the company to store the data
and also the system. At the beginning
of the company only used the MySQL
server as one of the platform to run the
system. Backup will be done from
time to time so that there will be no
issues or problem faced. The server
maintenance will be done by the
vendor of the server.
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L

Windows 8

Windows 8 is one of the operating
system that being installed in the
desktop. The usage of the Windows 8
is worldwide and also it is user
friendly. The original windows will be
get by the vendor and will be install
mnto the desktop that available inside
of the company.

Table 3: List of hardware used for system development.

HARDWARE

EXPLAINATION

Laptop
(Dell Inspiron 14
7000 Series)

The laptop that being used to develop the system
already being installed with operating system,
Wampserver, Microsoft office, Adobe Dreamweaver
and also other application system that need to be used.

Printer

Printer being used to print out the output of the system
interface and report details.

Mouse

Mouse also one of the hardware that being used to click
on the places needed when see it through the monitor.
Mouse sometimes needed if the touchpad does not
function.

Thumb drive

Thumb drive is used to transfer the data, record and
report of the system as a backup file.

3.2.8 Project plannins.

Planning

The planning and idea on developing the Online Registration System has been done by

the top management and discussing with supervisor that supervise the author special

project. Basically the author need to discuss and has short meeting with the supervisor

from time to time to make planning schedule together and if anything need to be added

on the system as requested by the top management.
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11.

1il.

Analysis

The original form registration is used as the reference for the author to develop the Online
Registration System to make it easy to fill on and submit. The system must be user
friendly as the usual registration system especially it is skills college which is very simple
and readable for the users. Besides, it is also to ease the admin to handle the applicant
lists entering the system according to the courses and availability fixed by the top

management.

Design

The interface of the system has been created originally from the author based on the
official website of Inforana College by collecting the information provided and top up or
add the form registration button on the system. The purpose is to make the users can

browse short explanation about the qualifications needed and organizational information.
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iv.

Implementation

The programming was being implemented by using Adobe Dreamweaver. The Adobe
Dreamweaver can access through the server of the company, then it will help the top
management which is IT officers can monitor the progress of the system. Each time the
programming will be tested to ensure that the system flows follow the need. Most of the
programming need to be checked and updated by the professional staff for help the
system progression. Unfortunately, the server of the company still in progress to place it

in new server room and still in management consideration to launch the system.
Maintenance

The maintenance of the system cannot be done due to the server that still in consideration

for handling the upcoming system to be used in the organization.
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Analysis

Context Diagram
( 0 \ approval
Applicant info. ONLINE applicant info.
STAFF REGISTRATION APPLICANT

: > - -

approva] SYSTEM appllcatlon nfo.

application

L / status

Figure 8: Context diagram of the Online Registration

System
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1.

Data Flow Diagram (DFD) Level 0

System

33

APPLICANT " F Lo W applicant information
4 applicant info, Applicant
Registration
\‘ 4
D1 | Applicant File
tommof 20 ) |
application info 2opl cition
*| Make Application information
’ . | licant info.
application 30 = appiicant mio
STAFF . <
- Application
Checking
\
4 4.0 .
applicant
approval Application approval
Approval
o /
application 4 w
status 5.0 applicant status
Check Applicant Status |+
\.

Figure 9: Data flow diagram level 0 Online Registration



ii.  Table Structure

S

COURSE

PK

course_id

course_code
course_name
course_level

APPLICANT APPLICATION
PK |app_id PK|aplic id
app_info course 1d
PP | M gae
app__.cm;lrse T N a lti:
admin_{flag aphic_status
progress
accept
L~ -
= reject

Figure 10: Table structure of Online

Registration System




iv.

Flowchart

START

Key in the
Username

¢

Correct

! ! Yes

Display
Registration Form
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Application

4

END

Figure 11: Flowchart of Online Registration System
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Design

The system has been designed from the author and the system interface changed due to the
unpredictable changes that keep changed every time meeting held from time to time. Below

are few designs of the system.

INTRODUCTION INFORANA COLLEGE

mnsmmmmmmwaa%cmumwﬁmn%
WWMMMdhﬂmmmWo&smﬂshhﬁdﬂd
hospitatity and mancfachure of dothes secior which is providing Malaysian Skiis Certrficate of Excefience Sov all oourses
exoept fo the Culinary Acts bacause it is also offered Malaysian Skills Diploma of Excellerce So¢ the stacknts to further thai
stud:es 10 the higher level. The courses offeced shills are inchuding Culinary Arts, Pastry & Cake Making, Food & Beverage
Sesvire Opesstzons and Tailocing & Fashéan, The oofiege is also ane of an organezation wnder the sanagement of the Infarana
Holdings Sdo. Bil. Apart from the college, we also have a resort Quinzra Al Safir Hotel and provide outside catering which is
Nirana Foort Sdn. Bhd. The uniqueness of Inforana College concept, the college is located in the area of resort

Figure 12: The main page after users or applicants enter the system.

37



* Sin Up
*login

Sign Up for Free

UC Number®
Sei A Password* |

Welcome Back!

1HC Number™ :
Password™
Forgot Password?
“Logln

Figure 13: The display page after the users click on Form Registration button.
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APPLICANT HFORIMATION FORM

Applicant Hare :

UC Humber : &4

Homa Address

Contact K —_—

scahostinformadimakumatiom cho 5t SEHOCI

Figure 14: The Applicant Information Form after the users click on Form button.
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Kad Pengenalan Pemohon Status Permohonan

831121115708 WAN SYAKILA BINT! WAN GHAZALI Sedang Diproses

‘b;ném'i:i“u;n;ﬁ‘mnnprp

Figure 15: The Application Status to be checked after the users applied the online registration
system.
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Pemohon tama Pemohon Status Permohonan Tarikh Permohonan Tarikh Diterima
PCPTOTTT TS ) WAN SYAKILA BINTI .
331121115708 WAN GHAZALI Sedang Diproses 11-06-2017

Figure 16: The Application List after log in to the system which is handling by the admin.
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A Rt ‘o9es123 Contact NumberfHiP) : 012008675

SMX SULTAE STLLIMAY

Last Schaol
Address
PUIR : GOOD
SPH: GOOD

Select Caurse @ Programme (Please select the courses that are available)
L DKM Foad Preparation and Somvice Craation
SKM Food Supgly and Production
¥.8KM Pastry & Cake Making
Z/5KM Operation Senvice Food & Beverage
 5KM Women's Clothes Fashion
" Unemployed Graduate Training (T-TAS) Scheme
Trainng Youth / Siaghs Pavent / Handicapped (T-TAS) Scheme

Primstiecen Tidel Qi

Figure 17: Admin decide either to accept or reject the application based on qualifications and
availability.
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Figure 18: The users and admin can click on log out button after finish on using the system.
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CHAPTER 4

CONCLUSION

4.1  Application of Knowledge, Skills and Experience Undertaking the Task

There are many experiences and knowledge that are gained throughout five months
of industrial training at Inforana College. The knowledge, skills and experience are gained
by two ways which are theory and practical. The theory is basically through observation,
explanation from the staffs or supervisor and reading from the guidelines or instructions

given.

On the other hand, gaining knowledge through practical is very important and more
compatible compare to the theory because of the trainee may practice the task given by keep
on learning the techniques well based on the theory learnt before. It means both ways are

mmportant for the trainee to learn and apply the tasks according to the instructions.
4.1.1 Separating the priority and Keep in View (KIV) task

The task is need to separate to make it on dateline and the task that need to satisfy the
top management first before anything else. The tasks given basically from top management
and supervisor is considered as priority that need to seitle down before start the next tasks

from the other staffs.

On top of that, if there is some request from staffs that calling to help them, the author
need to hold the ongoing task either developing the system, typing for report and doing tasks

from the other staffs requested. It is also if there is need to attend the for the meetings or
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briefings, the author must hold on the ongoing work done because after all, the company

tasks given is the most important thing to do before anything else.
4.1.2  Apply the Microsoft Publisher to make flyers or pamphlets

The author also had chance to apply the Microsoft Publisher that has been learnt from
the lecturer about the technique in using the Microsoft Publisher. It is very important to know
how to handle it for making flyers or pamphlets when been placed in marketing department.
The pamphlets content is all about advertising of organization to attract the peaple to join the
activities or programmes held and at the same time to attract the clients to register for
studying at Inforana College. It may attract outsiders to get interest to know more about the
college based on pamphlets so that the good content and interesting pamphlets are needed to
satisfy the top management before launch it to use and supply. Besides, through Microsoft
Publisher, the author also produced invitation card to give to the VIP for the event held by
making invitation card in A5 size by editing and creating the idea of simple and readable card

suitable for the VIP.
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4.1.3  Apply the Microsoft Excel to create record

Microsoft Excel is very important in every work done in the office or organization.
For the author, Microsoft Excel is applied when the staffs asking for creating new record,
upgrade the old records and for the record keeping to ease for the officers’ retrieval. The
tasks are including creating current staffs record, calculating the cost for stuffs that need to
be added and changed for the students’ use in the workshop and preparing for their
examinations. On top of that, the author also using the Microsoft Excel to calculate the
payment left of the students including loan, fees and add on payment for different batch of

students based on levels respectively.
4.1.4 Learn how to use software application and refresh it use.

WampServer is the main core that always use by the author when studying in
classroom before. Then, the software application is applied on the special project for
internship to develop the system including the coding which is the programming in order to
develop the Online Registration System. The software application is including the
WampServer 2.0, Adobe Dreamweaver and Microsoft Project to publish Gantt Chart for the

system developed.
4.2 Personal Thought and Opinion

Along my journey to complete internship the author has been learned and gain some
knowledge and experiences. Inforana College is not really expose skills college in Kuala
Terengganu. It seems like a good college for the students to apply to study there because of
most of the trainers have good experience and recognized certificates to share with the

students.
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It is because the trainers may not be a trainer if not have Malaysian Skills Certificates
starts from Level 1 till the Diploma on Skills Certificates that have been recognized by the
Ministry of the Human Resources. It means that each of department has different job scopes
and the industrial trainees may explore more in variety of job scopes. For example, the author
has been learned about both tasks in marketing and administration department including
joining the programmes involving different institutions work together and making
advertising at the same time in the official website of the company to make the organization

well exposed.

Furthermore, an industrial training helps students to face real working environment.
Students are more focusing on classes attendance, assignments, tests, presentations etcetera
during studies. They cannot see the real situation on working life and environment well. By
going through the industrial training, it helps a lot the students to know how to control the
situation, deal with the people, communicate with the staffs and people around and also
commit with time management. It is all about self-esteem and handling the people to ensure

the working environment and work done well organized.
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1.

4.3

Lesson Learnt

There are some valuable moral and attitude that author gain along of internship such as:

Respecting people.

Wearing proper attire and good communication skills will help more to gain respects
from people. It means that the author need to has self-respect more in order gaining
respect from the other staffs. On top of that, the author need to shows nice attitude to
adapt with the work environment and working situation. It may give good two ways
communication if everyone knows how to interact with people by using proper voice and
delivery the sentences if need to ask something or to answer the questions.

Always asking if necessary.

Asking in this content involving asking for help if there are some problems in doing the
tasks given. The tasks either involve training activities or even in developing the system
that can be asked towards the professional on Information Technology (IT) staffs. On the
other hand, asking for help or any tasks that need to be done by the staffs to meet dateline
will give some credits because it is good to ask before they are asking for help. It means
as the industrial trainee, it is good to lend for help as it is part of the job scopes especially

involve the related tasks in the department.
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1.

v.

Punctuality and committed.

Punctuality is the most important thing when it comes to working situation. Tt is because
it shows good discipline which punctual to come to office on time and can commit to
attend any activities, meetings or any important event to join the company as one of the
staff at that time. On top of that, punctuality and committed also refer to the can submit
the tasks that have been asked on dateline and not to delay the tasks as it will show
credibility as the students that going through industrial training.

Responsibility.

It refers to the responsibility of the person that handle or organize something on self-
behalf. It means that if there is any requested from the supervisor or other staffs, the
author nced to learn to responsible on the tasks given by giving full commitment on time

and energy to give the best performance and not take it for granted. It may increase the

+ leadership skills from time to time because of the commitment and focus given.
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4.4 Limitations

Besides the benefits and enhancement of some knowledge and experiences, there are some
limitation that should be got more attention from management such as:
i.  The room server is messy and unorganized.
There are only few servers which is not up-to-date to the new ones and the server
room is messy and unorganized with the other stuffs and things that place together
with the servers. The servers sometimes not really work so that, the system developed
by the author cannot be used in the meantime because of the limitation of servers and
still waiting for the new servers to implement the system.
ii.  Wi-Fi use is limited to access.

The Wi-Fi use in the company is very limited which is only internal use for the staffs.
Besides, the Wi-Fi also need to register the username and password for each staff and
may use by the same registered information within two hours at one time. After two
hours, the Wi-Fi cannot be used and unconnected because of the finish time.
Therefore, the users or staffs need to log in the username and password again every

two hours after usage.
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4.5 Recommendations

The limitation discussed above can be overcome by considered some recommendation such

as:;

1. Provide the new server room.
Server room is very important in every organization because it is the main source of
networking. All the networking is connecting to the servers and because of that there
is need suitable location or room to place the servers to prevent the servers’ from
always breakdown in meantime.

. Unlimited to access Wi-Fi during office hour.
It is good providing username and password for each staff but for the accessing the
Wi-Fi is very limited that sometimes may cause the task been delayed and the worst
thing is if the data not save in the file yet, the data may lose and it give tense to the

users or staffs to use it. It is actually to ease the internet use by the staffs.
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APPENDIXES



Appendix A:

Industrial Training
Student’S Checklist



INDUSTRIAL TRAINING STUDENT’S CHECKLIST
Student’s Name : AN S LA BINT) WAN  GdPaadty

Student’s Id : 20|359425°(

Unit /Department ... o
Organization S i eunenesnniananaasasan e ntnracaneteenrasaenannanataanasanentn ane

Semester : Mac - July 2017

NO.

DESCRIPTION APPENDICES | TICK DATE
IN REPORT (\)

Receive, read and understand the documents;
1. Industrial Training Handbook

28/12/16

2. IMC690 Assessment 10-14/71 2017

3. Definition of Special Project (IM225/245 Only)

4. Insurance Letter (UiTM)

5. Industrial Training Report Overall Contents

6. Cover & Title Page Guideline

7. Declaration Guideline

8. Abstract Guideline

Receive, read and understand the rubrics;
1. Rubric — Industrial Evaluation

2. Rubric - Individual Presentation

3. Rubric - Industrial Training Report (Overall)

4. Rubric - Industrial Training Report (Reflection
Assessment)

dOSOINSS QRKQQQK\

Receive, read and understand all the forms

Report duty to organization and submit report duty
form to the Industrial Training Coordinator (‘Borang
Report Duty’) within the first week of intemship
Email : nurul1217@kelantan.uitm.edu.my OR

Fax: 09-9762156 — HEA (please put a note : “U.P :
Puan Nurulannisa Binti Abdullah®)

v 1-10/212017

Understand that students are NOT ALLOWED to YES
take any leave during intemship, unless for (MC / Letter)
emergency leave / MC / special case (not more
than 6 days in 5 months); or else the internship (/
status is automatically FAIL. Get the permission
from Organizational Supervisor before taking any
leave.

*Any extra leave provided by organization is not
counted under this clause. Organization may
provide extra leave / benefits to students, if
necessary**

Understand that NO semester break during /
intemship.




Understand that public holidays/special
leaves/weekend are different between states:
follow current state during internship /
organization’s policy. (put remark in the logbook)

Record every attendance in the form (‘Borang
Kedatangan Latihan Industri’) or use any method
provided by organization (thumbprint or punch
card).

YES
(Copy of
attendance)

Record every task given in the logbook every day.
Ask the Organizational Supervisor to sign/verify on
daily OR weekly OR monthly basis.

- 10.

Fill up Organizational Supervisor’s details
(‘Template Maklumat Penyelia’) and submit to the
Industrial Training Coordinator once the supervisor
has been assigned. (**You may include the topic
for Special Project, if you already have it**)

Email : nurul1217@kelantan.uitm.edu.my

11.

Discuss with Organizational Supervisor regarding

Special Project (must be ISM OR IM related tasks).

12.

Plan and strategize all the tasks given during
internship (discuss with the Organizational
Supervisor regarding duration for the tasks,
especially Special Project). You may use the
planner (‘Jadual Perancangan Latihan industri’)
OR make your own custom planner using MS
Office / MS Project OR use the planner provided
by the organization (if any).

13.

Consult with your Faculty Supervisor regarding the
tasks (especially Special Project) at least 3 TIMES,
via face-to-face OR email OR phone calls OR any

types of communication medium, which necessary.

14.

Hand over the industrial evaluation form (Rubric —
Industrial Evaluation) to the Organizational
Supervisor (softcopy or hardcopy, any way
preferable by the supervisor). The Organizational
Supervisor will make an evaluation on the
student’s performance.

15.

PAY your fees (semester Mac — July 2017) Refer
Academic Calendar for the date.

16.

REGISTER for IMC690 (Industrial Training)
course— Refer Academic Calendar for the date.

17.

VALIDATE for IMC690 (Industrial Training)
course.— Refer Academic Calendar for the date.

18.

Update your MUET status to the HEA (to those
who not yet submitted the result/status).

19.

Have a visit from the Visiting Supervisor (from
nearest campus / faculty) during intemship.
Prepare the evaluation form (‘Borang Penilaian

YES (Copy of
logbook
entries)

28/2/12017

YES

BEFORE
26/3/2017

2712—- 121312017

13-26/3/2017
GUGUR TARAF
30/3/ 2017

SN S ISS




Visiting Supervisor’). Students may discuss or seek
for opinions from the Visiting Supervisor. But
approval for the tasks (especially Special Project)
may only be done by the Organizational Supervisor
& Faculty Supervisor.

20.

Submit the evaluation form (Rubric — Industrial
Evaluation) to Industrial Training Coordinator OR
Faculty Supervisor within the last week of
intemship

21,

Attend the presentation (viva) at the facuity
*subject to change. Bring along the evaluation form
(‘Borang Penilaian Pelajar’) during the
presentation.

22.

Submit the Industrial Training Report (hard cover
bind, dark blue)

23.

Provide a softcopy of Industrial Training Report in
a CD, sealed in an envelope nicely, and attached
at the back of the report.

YES

BEFORE / ON
30/6/2017

10-14/7/2017

10-14/7/12017

24.

Attach this checklist in Appendices section.

YES

25.

Attach any other necessary documents which
related to your tasks in Appendices section (i.e. :
user manual, photos of activities, forms, sketches
of storyboard, sample of interface, etc.).

YES

SIS SIS S S

NOTES :

1.

Organizational Supervisor — supervisor assigned by the industry / organization.
2. Faculty Supervisor - supervisor (lecturer) assigned by the faculty / campus, of which

students come from. (i.e.: A faculty supervisor from Kelantan campus will be

assigned for students from Kelantan campus).
Visiting Supervisor — supervisor (lecturer / staff) assigned by the faculty / campus,

from the nearest campus/state to the organization. (i.e.: A visiting supervisor from
Shah Alam will be assigned for students who undergo the internship in Selangor /

Kuala Lumpur).
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Log Book






INSTRUCTIONS

1)

2)

4) .

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

Student's responsibilities for keeping log book up-to-date.

Immediately this book is issued to you, you should, in consultation with

‘your Training Officer, complete the detail required on the next page.

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

e |tis available at your place of work during your training.

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

¢ Entries are made within a week of the work to which they refer.

e The book is handed to your training officer for retention on your

return to UITM and this will later be handed to the Head of
Programme for grading.

RECORDING

The log book should contain the following information:

1)

2)

3)

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

Relevant sketches, data and circuit diagrams

References to textbooks, standards and other technical information
related to the work being under taken. Constructive comment on the
work being undertaken and your considered opinions as to its value as

training

1. Student’'s Name c _WAN _ SYAKILA  BinT] WPN GHARALI

2. UiTM Matrics

3. Programme P it §
4. Semester : %
5. Home Address J8.
TRV, 6 Py«
6. Tel No (H) ! e

7. Place of Traning  : _INFOPONA  WwOLDINGS SDN. RHP- (K- TRG)

8. Name of Supervisor . NOR. miwaH  BINTI At map
In- Charge ’

9. Duration of Training From: \/>1201%. To: 20/t 12013

FOR OFFICE ONLY
Remarks:(Dean/Course Coordinator)
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INTRODUCTION

What is Online Registration System?

. Online registration system is allowing students to
register for the choice of preferred courses. The
students will fill the forms about personal details
before submit the forms application.

. For example, the steps on using the online

registration system at Inforana College:

Online
Kggij’fmﬁan




STEDPS ON USING ONLINE
REGCISTRATION SYSTEM AT
INFORANA COLLECE




STEP 1 :

INFORANA was establishec. on Tst, April 2002 and registered =i Skifls Collage or Insshsbon regetered with the Skils
e, The college offers stndy skills m tie feld of
Mataysian Silis Cectificaie of Exraflence for all cousses.

Figure 1 : Open online registration system
to register the course.

Press the online registration system on search
engine to search on the Inforana College Online
Registration System to start register.




STEP 2

INTRODUCTHRN ENFORANA COLLEGE

IFORANA was establiched an 1st. Apel 2002 and regisiered as a Skills or Inshitofion registeved with the Skl

Department under the Micstry of the Hrerun Resoueces.

Dosprnlity zrd matrfrcire of clothes sorior vebich 18 provdag Cestdicale of Exvellence for all courses

etoupt fox the Culinary firts becanse it is also olferad Mataysiae Skilks T

leushat/iie icaliogapkp ki i fha iator oot Tha srosrose ndfard deifle 2m imehading ('

Figure 2 : Choose to click button on Display
Home.

1. Click on the Form Registration to fill in the forms.

2.  All the information and blank space need to fill
properly including personal details.




STEP 3 :

‘il
* Logh

Sign Up for Free

UC Nambert|_
SaAPucoal']

Welcome Back!

EC Netsber* |
Preremd®

Eoror Puwword?

ok

Figure 3 : Sign up /C number and password to

register and re-confirm the password.

The users need to sign up first
before can access to the system
for free.




STEP 4 :

*SnUs
o Llech

Sign Up for Free

I Namber®.
St & Pasworc® !

Welcome Back!
VO Nt
Pagwars |

Foegws Pregrond?

tn3

Figure 4 : Enter the I/C number and password

1.  To access the system, users need to sign up
first before proceed to the next step.

2.  Enter the same {/C number and password to
start the Online Registration System.




STEP 5 :

=

¥

Figure 5 : Press the Form button after the users are
done with the log in box.

1.  After search the Form, the Applicant Infor-
mation Form will be displayed on screen.

2. The users may fill all the information needed
and choose the courses offered and click one
that interested to apply.




STEP 6 :

| lsm: 9 o !_“:;"“ﬁ
|
| LostSovest
Adouess :
|
Pt G GOOD < AVERAGE - FAL
| o G 6000 7 AYERAGE T FAL
Salect Course @ Programma (Pledss balect the
300 Foas Prepacason sad Semice Crvion

34 Ford Sepsty ard Preducton

s Fasty & Cala Mating

240 Gymaahen Sowice Fowd & Brwagn |
1541 Weman's Cohas Famnr

Cluwngloyed Geoc Tainng TTAS) Scwere

2 Trainng outh ! Single Pove / Hashcagrad TTTAS} Sereene
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Figure 6 ; Submit the application.

After fill the Applicant Information Form, the users have
to submit the form for admin to notice the registration
applied.
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Figure 7 : Click on Log Out Button.

Click on Log Out Button after registration is done
and successfully submitted.
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Figure 8 : Click on Form button and Application Status to
check the results.

1. The users need to log in the system as usual to
check the result.

2. Atter click on Form Registration, the Form button
is displayed on screen.

3. It shows the status of the applicants that already
registered either “in progress”, “accepted” or
“rejected”.
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Figure 9 : Enter the I/C number and
password to check for the applicant
lists.

This stage is on admin work.

2. Admin also need to enter the I/C
number and password to accept or
reject the applicants.
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Figure 10 : Press on Application List button.

1. On admin side, the application list is displayed
after enter log in the system.

2.  To accept or reject, the admin need to click on
the 1/C number of applicants to decide.
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Figure 10 : Click on Accepted or Rejected buttons.

Last but not list, the admin will press on the “accepted”
or “rejected” button based on the qualifications and
availability needed in the system.
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