=

>
UNIVERSITI TEKNOLOGI MARA
FACULTY OF INFORMATION MANAGEMENT

INDUSTRIAL TRAINING REPORT:
BAHAGIAN PENYELIDIKAN JARINGAN INDUSTRI & ALUMNI (BPJIA)
UNIVERSITI TEKNOLOGI MARA (KELANTAN)
BUKIT ILMU, 18500 MACHANG, KELANTAN

SPECIAL PROJECT:
(MULTIMEDIA DESIGN)

BY
MOHAMAD SYAHKIR BIN MATHLAN
2014132393

IM245 — BACHELOR OF SCIENCE (HONS)
INFORMATION SYSTEM MANAGEMENT
FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA KELANTAN

01 FEBRUARY 2017 —30 JUNE 2017



INDUSTRIAL TRAINING REPORT:
BAHAGIAN PENYELIDIKAN JARINGAN INDUSTRI &
ALUMNI (BPJIA)

UNIVERSITI TEKNOLOGI MARA (KELANTAN)

SPECIAL PROJECT:
(MULTIMEDIA DESIGN)

BY
MOHAMAD SYAHKIR BIN MATHLAN

FACULTY SUPERVISOR
MADAM KHADIJAH BT ABDUL RAHMAN

REPORT SUBMITTED IN FULFILLMENT OF THE
REQUIREMENT FOR THE INDUSTRIAL TRAINING
FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA KELANTAN

01 FEBRUARY 2017 — 30 JUNE 2017



INDUSTRIAL TRAINING REPORT 1 FEBRUARY 2017 —30 JUNE 2017




DECLARATION

It hereby declare that this is my original work. I have not copied from any other student’s
work or from other sources. I am also declaring that no part of this report has been
published or submitted for publication except where due to reference or acknowledgement
is made explicitly in text, nor has any part been written for me by another person. I confirm
that T have read and understood the UiTM regulations with regards to plagiarism and will

be penalized by the university if found guilty.

Signed by

2014132393

Date of submission: 11 July 2017



ABSTRACT

Industrial training is intended based on the period from 1* February 2017 to 4% July 207 in
Bahagian Penyelidikan, Jaringan Industri & Alumni at Universiti Teknologi MARA
Cawangan Kelantan (UiTMCK). It is intended to give 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 Research & Industrial Linkages (DRIL)
also as known as Bahagian Penyelidikan, Jaringan Industri & Alumni (BPJIA). Many
experiences and knowledge the trainee gained at BPJIA department which make them
being responsible. BPJIA department is one of the departments that provide services to
support the development of academic programs and activities which were to deal with the
matters concerning the management of research among UiITMCK researcher. Most the task
had given are related to computer science and records management that are related to the
field study course. This industrial training report consists of 4 chapters and that are
introduction, organization information, industrial training activities and conclusion. Chapter
1 consist of background of the organization, chapter 2 consist of departmental structure and
function. While chapter 3 consists of training activities and special project and the last

chapter is chapter 4 which has the conclusion of the report.

Keywords: academic program, DRIL, BPJIA, recorsd management, industrial training
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CHAPTER 1 : INTRODUCTION

1.1

1.2

Background of the organization

DUHIRE )
UNIVERSITI
TEKNOLOGI
MARA

Figure 1: Logo of UiTM

Background of the organization

Universiti Teknologi MARA (UiTM) Kelantan Machang campus was formerly
known as Institut Teknologi MARA (ITM). The ninth branch campus establishment
was officially introduced on the 1st July, 1985 by Y.A.B. Tan Sri Dato’ Haji
Mohamad bin Yaakob, Menteri Besar of Kelantan at that time. The establishment of
UiTM was the outcome of the collaboration between UiTM and the Federal
Government. As a result, from this close cooperation, Federal Government allocated
12 acres of land property owned by Majlis Pengakap Negeri Kelantan at Kem
Kijang, 8 kilometers from the city of Kota Bharu. Renovation of a few old building
and the construction of new buildings were funded by Federal Government at a cost
of RM1.5 million. The first batch of 185 students was taken for the semester of July

— December 1985. In the earlier stages, number of employees was only 71 where 7



1.3

of them were lecturers and the other 64 were non-academic staff. The construction
of permanent campus was initiated in 1993. Federal Government allocated 200.32
hectares of land at Bukit Anjing, Machang for the construction. Bukit Anjing was
then been reestablished to Bukit Ilmu, which was an inspiration from former
Director of ITM, Allahyarham Dato’ Nik Abd Rashid Nik Abd. Majid. The name
Bukit Anjing was changed as it is compatible with the function of providing
learning opportunities in various knowledge disciplines for Bumiputras. The official
resettlement to Machang campus began on the 1st January, 1996. UiTM Kelantan,
formerly known as ITM was upgraded to Universiti Teknologi MARA on 26th
August, 1999. Today, UiTM Kelantan is emerging to meet the needs of a premier

university, in the state of Kelantan in particular.

Organizational structure
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Figure 2: Organization Chart of UiTMCK



1.4

1.5

1.6

1.7

Vision

Enhancing indigenous knowledge and expertise in all areas of program delivery
through professional, research and community service involvement based on the

values and ethics of professionalism.

Mission

Being a university scholarship based on academic excellence to lead the indigenous
dynamism in all areas of world-class professionals so born graduates a competitive,

global and ethical.

Objectives based

1. 30% of the number of full-time students graduates CGPA of at least 3.00.

il. Increase the percentage of academic qualifications PhD / Professional to
10% by 2008.

iii. Achieve a ratio of 1: 5 for academic staff: full time student in 2006.

iv. Ensure that at least 25 investigations that are registered each year.

V. Achieve the involvement of academic staff in writing or at an average rate of

scientific publications per academic staff of each year.

Quality based

UiTM Kelantan committed to conducting diploma and bachelor's degree in order to
produce quality graduates indigenous professional and ethical global and constantly

meet customer needs. UiTM Kelantan will implement management systems



professional, efficient, effective, and responsible for the planning, implementation

and continuous improvement program to become a world-class university.



CHAPTER 2 : ORGANIZATION INFORMATION

2.1

Department background

Bahagian Penyelidikan &
Jaringan Industri

Figure 3: Department of BPJIA

Bahagian Penyelidikan, Jaringan Industri & Alumni (BPJIA) was established on
February 1, 2009 which started and operates as a unit of Research Management Unit
(RMU). Then it has developed as one of the main parts in UiTM Cawangan
Kelantan (UiTMCK) which provides services to support the development of
academnic programs and activities such as research, writing, publishing, consulting
and commercialization of academic research staff of UiTMCK. BPJIA main
function is to deal with matters concerning the management of research, writing,
publishing, entrepreneurship, consulting, alumni, intellectual property protection
and commercialization. BPJIA are also mandated to assist academics in the field of
writing to increase the added value of research results for publication in high-impact
journals. In addition, BPJIA are cooperating with government agencies, private
organizations and communities to provide programs that can enhance the

5



employability of graduates, generating opportunities for research and provide

community services to residents.

2.1.1 Vision

BPJIA vision is to become a centre of excellence for the management of research

and development, consultancy, research and publishing industry and entrepreneurial

networks.

2.1.2 Mission

BPJIA mission is to enhance the knowledge, creativity and innovation abilities

universities through quality service and become a bridge of information, knowledge

and technology between universities and industry.

2.1.3 Objectives

it

iii.

iv.

Manage, coordinate and provide services needed for successful research,

consultancy and research publications.

Help explore new areas through innovation and creativity.

Establish research groups and consultations among the lecturers.

Disseminate information and provide training in research, consultancy and

research publications.

Help business collaboration between industry in the research, development,
commercialization and consulting. UiTM and create opportunities for
industry through activities related to students and increase their knowledge

and skills as well as student.



vi. Strengthen the relationship with the community to build a progressive

society.

vii.  Entrepreneurship students.

viii.  Entrenched feature of innovation among students.

2.2 Organization structure / chart
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Figure 4: BPJIA department structure



2.3

2.2.1 List of units

1. Unit Pentadbiran Am
ii.  URMI (Unit Research Management & Innovation)
iii.  MASMED (Malaysian Academic of SME & Entrepreneurship
Development)
iv.  PERC (Poverty Eradication Research Centre)
v.  UCMT (Unit Creative Media & Technology)

vi. ICAN

Units function

2.3.1 Unit pentadbiran am

This department consist with three staff that responsible to do all the office work
include make letter, photocopy, manage file and also management work. They also
responsible to handle meeting that related to this department. Besides that, all record

will be handling by this department such as receiving letter, packaging, and file.

23.2 URMI

URMI is a department that will handle all the research management, publishing,

consultation and commercialization.

2.3.3 MASMED

The responsibility of this unit is to promote product commercialization among the

Bumiputera entrepreneurs. Then, it also support university entrepreneurship thrust



as outlined by Ministry of Education. To encourage entrepreneurship values among

student and staff in increasing the employability.

234 PERC

It responsible on value added product research and improvement of socio economic

project.

235 UCMT

This department more focuses on talent achievement, and related to art. Therefore,

it responsible to handle platform that combine on creative art.

23.6 ICAN

ICAN is a unit that responsible on industrial student, industrial network, society
network, and alumni. It also functions by creating collaboration between
universities, community, and alumni. Then, increase the availability of

entrepreneurial graduates from student.



CHAPTER 3 : INDUSTRIAL TRAINING ACTIVITIES

3.1

Training activities

Mohamad Syahkir bin Mathlan as an industrial training’s student (after this will be
refer as “the trainee”) at UITMCK has been assigned to do industrial training at
BPJIA starting February 2017 until July 2017 and as a bachelor students from
Faculty of Information Management are compulsory to go for industrial training at
organizations. The training is a part of academic subject, IMC 690 that requires
final year students to undergo training at selected organization. This industrial
training provides pre-professional work experience for the students. Therefore,
students are able to learn more on management, gained added skills and practical
knowledge that are possibly different at the class. For this industrial training,
students will be grade through the assessment that comes from report of
organization itself, industrial training report prepared by the students and
presentation at the end of training period. Training activities is daily task or activity
that the practical student has to do during five (5) months at BPJIA, which including
many scope of work such as administrative work, managing file room, managing

event, designing multimedia, and many more.

During practical training at BPJIA, many program and activities that doing by
trainee such as administrative task, record keeping, outreach program at MRSM Jeli

with PERC, SIIDCOM2017, Majlis Rakan Strategik UiTM with Jabatan Penjara

10



Kelantan, UiTM Entrpreneurial Award (UiEA 2017) Asia Islamic Fashion Week

2017 (AIFW), Ekosistem Kondusif (EKSA) and other else.

3.1.1 Administrative task

The trainee has given the administrative task by BPJIA staff. It is to give a chance
to trainee to learn how to works in office as an officer. It is also the first step of
knowledge to the trainee because with doing this task, trainee can leam the office
procedure, how it is operates and also trainee has learn how to use the office
equipment such as machine photocopying, fax machine, laminating machine, paper
puncher, printer and the other else. Even that, trainee has also been introduced how
to use the direct line telephone in office to call the other staff in the workspace of

UiTMCK.

After feeling major in the office environment, trainee has given a first office task
which is trainee must create a flowchart to BPJIA. This flowchart consists about the
procedure and guidelines to all the activities that have in BPJIA. It seems to
workflow that is a guideline to user and also to BPJIA staff and they must follow
this guidelines to know what they must do first when has a businesses with BPJIA.
In this task, trainee has created a 64 amount of flowchart that covers all the flow of
activities in BPJIA. Trainee created this flowchart using Microsoft Word Office
software and before created this flowchart, trainee must make some studying with a
Quality Department of UITMCK to make sure this flowchart is generalize with a
standard operations and procedure administrative management of UiTMCK.

Besides, this flowchart also states the staff in charge for each activity. It is for

11



generalize and standardize the businesses in BPJIA. For example, if someone’s
came into BPJIA and to booking the meeting room, he must read the flowchart
about how to booking meeting room and for sure to know what the process he
should do and also which staff that he must refer before can successful booking the
meeting room. For trainee, creating this flowchart become a catalyst to move
forward because this flowchart is used by all the BPJIA staff and BPJIA users

and it is officially being used by BPJIA starting now’s.

Besides, trainee also has given a task by officer staff to write down an official letter
of BPJIA. It is to teach the trainee how to write the official letter with properly and
based on UiTMCK format. Sometimes, the trainee must help the clerk if clerk has
other businesses or others work. This official letter usually has an official letter head
of UITMCK and trainee must doing this with a right way because if something
wrong, maybe the problems will comes because all the businesses with the usage of
UITMCK letter head is the official businesses and it brings the UiTMCK image. For
this activity, trainee has learn how to works with efficient and it compulsory must

do with a right ways and not doing a mistake.

The trainee also must do anything in terms of administrative works in BPJIA likes
fax a document, make a copying a document, manage the photostat machine,
sending a document to others department, fill up the forms, laminate the documents,
sorting a documents, set up the LCD projector in meeting room, setup a laptop in a
meeting room, arrange the document in a file, turn off the computers when it is not
used, manage the store room, check the items in the store, check the office
stationery in the workspace, key-in the in and out documents that have in BPJIA,

fill the payment logbook, organize the meeting room booking schedule, arrange the
12



office equipment into a proper way, help the units coordinator in doing their works,
help the lecturer’s that are have a businesses with BPJIA and many more that are

related with BPJIA businesses.

Other else, trainee also has use his Information Technology (IT) knowledge and
skills to fixed the problems within a computer or technology device that have in
BPJIA such as configure the computer settings if there has a problem, help the staff
that who are faced up the problems in terms of IT likes internet connection did not
function, printer did not function, computer software installation, guide a staff to
use the computer software, LCD projector did not function, remove the computer
virus, backup a computer data in a hard disk storage, scan a computer virus, fixed

the computer problems and other else activity that are related with IT things.

In BPJIA, many programs are handled by this department. It is not focusing about
the administrative works only. This department organize many program based on
the function of BPJIA itself that are contribute with students, lecturers, community,
and also with alumni of UITMCK. Trainee has make a lot of task especially BPJIA
has conducted a programs. The activity that are usually conducted by trainee during
programs is such as designing a multimedia advertising likes poster, banner, logo,
pampbhlet, flyers, bunting, videos and also makes a promotion about that program to
attract the user to join and also to promote the UITMCK and BPJIA. Besides,
trainee usually has responsible to become a photographer during programs,
committee, and trainer also must help the programs project leader and members to
doing their works such as set up a place for program, creating a program proposal,

make phone call or e-mail for the person who are involve to get the confirmation,

13



creating a minute of meeting, and others else. This is all the administrative task that

are related with BPJIS office and it is doing by the trainee during intern at BPJIA.

3.1.2 Record keeping

Record keeping is the operations or maintenance in an organization that make work
to manage file room. As a student of information management student, trainee has
know a basic knowledge about records management that are learn in the class at
faculty. The trainee needs to rearranges the file room. Executive officer at BPJIA,
Hajah Faidzah gives task to trainee to rearrange file room and separated file that are
had been declared as closed file. The trainee need to arrange file based on these
three categories which are active, semi-active and non-active records. From this
activity, the trainee manages to dispose a file that does not have value and not being
used anymore. In this activity, trainee has doing the appraisal process to the file and
the non-active records must be closed. After closed the file, trainee has put the

closed file into the archives boxes that are provide by UiTM.

Besides, in this activity, trainee has check the classification numbers, sorting a file
that are not placed well in a records file, and change the file room from has in
bulking of records that are not managed well by the staff, and other else activity that

are related with records management.

14




Figure 5 : Record keeping activities
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3.1.3 Outreach programme at MRSM Jeli with PERC unit

During internship period, trainee also has involved with outreach programs. Trainee
had joined the outreach program with PERC unit’s at Maktab Rendah Sains Mara
Jeli (MRSM Jeli). Trainee had involved in this program under provision Madam
Zaila binti Idris. During this program, trainee must promote the UiTM’s to MRSM
students and teachers. It is also to introduce the PERC units into community.
Trainee needs to explain what is the function PERC to community because PERC
can helps community to reduce the poverty. Trainee stays a day at MRSM Jeli.
Besides, in this activity, trainee has responsible to organize the equipment that are
wants to advertise at MRSM Jeli such as pamphlets, flyers, PERC innovation
products, setup the exhibition space and others else. In this activity, trainee has learn
about how to communicate with peoples, how to promote our organization, how to
deal with a management of organization that wants to be a place for exhibition and
other else.

vITZ23d
HAWA

. s = |

Figure 6 : Trainee at MRSM Jeli
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3.1.4 SIIDCOM 2017

This program is making for the staff and students in UiTM to improve the
confidence level. The trainee had been appointed as committee in SIIDCOM2017
program by Dr Mazlina Binti Mamat. The trainee was assign to take care of the
registration and gift. The program has three categories which are innovation,
invention and design. Each category had been held in different room and different
judges. The main judges is Dr Mazlina Binti Mamat. The trainee been asked to
distribute souvenir to the staff that participate. By doing this task, it help trainee to
communicate with the staff or professionals that require trainee working with
lecturers. Besides, the trainee also gain experience from this task to handling a

program as committee.

During this program also, trainee has given a task that related to the IT knowledge.
Trainee responsible to design a banner, logo, banner and bunting using Adobe
Photoshop software. Trainee also do corporate video for SIIDCOM 2017 and also
design a certificate for SIDCOM 2017 participant, design the name tag for jury
and committee and more. More than that, trainee also has become a
participants in SIIDCOM2017 under project “Table Screen Print” that was lead
by Encik Sarman Mohamad. In this participate, trainee responsible to design a
poster for Table Screen Print. Meanwhile, the poster that trainee design  itself has
include in the Best Design Poster category in SIIDCOM2017 participation.
Within this programs, trainee can learn a lot of new knowledge and skill

especially to improve the skills in using the Adobe Photoshop software.

17



Students Invention,Innovation and Design Competition

Figure 7 : SIIDCOM 2017 logo

B e

SOARING STUOENTS EXCELLENCE THROUGH

SIIDCOM2017

Certificate of
PARTICIPATION

This Certification is presented to

NURUL FARIHA SYAHIDA BINTI KAMSAN
ASMAA’ BINTI ZASNURIN
NUR AIN ARIEFFA BINTI MOHD ZAWAW
MOHAMAD SYAHKIR BIN MATHLAN
SARMAN MOHAMAD

for the invention/innovation/design of

TABLE SCREEN PRINT
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COMPETITION 2017
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Figure 8 : SIIDCOM 2017 participation
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3.1.5 Majlis Rakan Strategik UITMCK with Jabatan Penjara Kelantan

When intern at BPJIA, trainee has also involved with high impact program. Trainee
has involved with programme Majlis Rakan Strategik UiTMCK with Jabatan
Penjara Kelantan. It has held at Penjara Pengkalan Chepa, Kelantan. This program
is about collaboration UiTMCK with Jabatan Penjara Kelantan. This
collaboration focused on Batik Arabesque. Besides, trainee very lucky can involve
in this program because this program is attend by Pro-Canselor UiTM’s and
Ketua Pengarah Jabatan Penjara Kelantan. Trainee has responsible to design a
multimedia items such as banner, bunting, and most valuable is creating a corporate
video to be viewed by Pro-Canselor UiTM’s and Ketua Pengarah Jabatan Penjara

Kelantan. This program has give a wonderful experience to trainee because can
works together with the UiTM top management to make sure this program can be

held with well because of VV1P is the audience.

RAKAN STRATEGIK UiTM CAWANGAN KELANTAN
BERSAMA JABATAN PENJARA KELANTAN

YBHG. TAN SRl DATUK SERI PANGLIMA DR. ABDUL RAHMAN ARSHAD
PRO CANSELOR UNIVERSITITEKNOLOG]I MARA
FSM SPMS. SPDK DCSM,
D5AFDMPNDKS L IMN,
ISM.BSK PhD

PADA 23 APRIL 2017

" y Ty y e % *® ; Ty
4 : Gl 4: b e D
b ), Ty AN s T
PrEst : : s S 3 ML Al ARSI

Figure 9 : Poster of Rakan Strategik
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Figure 10 : Pro-Canselor UiTM and Ketua Pengarah Jabatan Penjara

Kelantan

3.1.6 UiTM Entrepreneurial Award (UiEA 2017)

Trainee has involve another high impact programme which is UiTM Entrepreneurial
Award 2017. This program about the exhibition of award between all the UiTM
branches in Malaysia. Trainee is responsible to design the 4 official competition
awards book covers. This covers is bring up to the judges of UiEA 2017. Besides,
this programme is organized by MASMED unit’s under coordinator Assc. Prof
Roslan Abd Rahim. Trainee also has given a task to design a corporate video a
corporate shirts logo to UiTMCK. Trainee can learn how to involve in big
competition a how to bring the innovative idea in to promote the UiTMCK to the
judges. UITMCK has win the several awards and trainee also feeling excited

because the corporate video that create by trainee is plays on the honourable Jjudges
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of UiEA 2017 and UiTMCK has won the several awards after judges shows the
innovative idea of entrepreneur idea at UITMCK through that video. Trainee also
has officially choose by Deputy Rector of UITMCK, Dr Wan Fairos Wan Yaacob to
become part of committee in this program and trainee has given a task relates to

multimedia.

Figure 11 : Main competition book cover of UiEA 2017
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Figure 12 : Letter of committee in UiEA 2017

3.1.7 Convocation secretariat

The trainee had been assigned as the secretariat during UiTMCK convocation
ceremony. This is a big opportunity for the trainee to train them to get a lot of
knowledge and experience on how to handle a situation and such a big event for
them. Before the event, Puan Nani Hartina was given a task to design the permanent
official logo to alumni society which is named as “Persatuan Alumni UiTM
Kelantan (PAUK). She also explains what the trainee needs to do on the event. The

trainee needs to ensure the form of alumni complete before take it from students.
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Figure 13 : Secretariat of convocation

UITM CAWANGAN KELANTAN [
== = -

Figure 14 : Backdrop PAUK
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3.1.8 Asia Islamic Fashion Week 2017 (AIFW 2017)

Asia Islamic Fashion Week 2017 is a grand showcase that held at KLLCC. This
showcase brings about UITMCK products that are joined by UCMT UiTMCK This
program also advise by Mr Bakeri. In this showcase, trainee responsible to help En
Bakeri to prepare the documentation and materials that are wants to bring to KLCC.

Trainee also responsible to design a certificate to all the participants.

A i l:
ASIA ISLAMIC EASHION WEEK

30 MARCH - 2 APRIL 2017

FASHION TRADE ¢ FASHION SHOW » FASHION INTERECT

EXHIBITION HALL | & 2KUALA LUMPUR CONVENTION CENTRE
[ asialslamicfashionweek ~ aifw2017  aslaislamicfashionweek com

Figure 15 : AIFW 2017 poster
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o e pricpaton s cemment

ASIA ISLAMIC FASHION WEEK 2017

AIFW 2017

30 MARCH - 2 APRIL 2017
EXHIBITION HALL 1 & 2
KUALA LUMPUR CONVENTION CENTRE

Prof. Dr. Faridah Hj Hassan
DIRECTOR
{Hala) Management and Science {(IHALALMAS)
Universitl Teknologi MARA

Figure 16 : Certificate of participation in AIFW 2017
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3.1.9 Ekosistem Kondusif Sektor Awam (EKSA)

EKSA is stand for Ekosistem Kondusif Sektor Awam. The program that was
introduced the office environment and transform the activity to replace of 5s
activity. During the meeting, the committee was discuss about on how to arrange

the file room, arrange the meeting rooms, design a EKSA signage and EKSA BPJIA

logo.

Pejabat Timbalan Rektor Usiversitt 1cknologl MARA Cawangan Kelaoten ot Leasit
Penyelldikan & Jaringan Induniri & Alumni) 'u*:;ﬁ";ﬁlﬁw;:g :m:;:;}*" UNIVERSITY
EMAT il e Lebaerars vatm exdu s o TEKNOLOGI
uputy Reitor Offue MARA
{Research & Industsial Linkages & Alumnuy
Sural Kami BO0-CK{PJI 12/4/1)
Tarikh 07 Mel 2017
Puan Rohani H; Wel
Kerami Tingkatan Kansn
Encik Farudy Mohd Yusoff
Pambantu Operasi
Encik Mohd Syahkir Mathlen
Pelajar Praktikum
Encik Mohd Badru) Aiman Hassan
Pelajar Prkatikum
UITM Cawangsn Kelsntan,
LI GG S
Tuan/Pusn
JEMPUTAN MESYUARAT EKSA BAHAGIAN PJ|
Parkars o atas adajah dengan homastnys dirujuk
2. Dimakiumkan luan/pusn adalah dijfampul untuk hadir ke mesyuerat sopert bevikut
Tarikh 11 Jun 2017 (Ahad)
Mass 8 30 pagi - 9.30 pagi
Tempat Bilik Mesyuaral PJ!
Agands
Ucapaen Pengerusi
Menyediakan iabel PIC-
i Bilik Metyus:al Holding Roorm  Haah Faidzsh
o Bilk UPMeT/ Surau/ Pantri — Puan Rohani Hy Wel
W Bilk Fail/ Bilik Fotostet! Bilik Air
- Sudut EKSA
Hal-hat tain
Sekan
Yang v
o f e 7D

APIAH FAIDZAH MOHD YASIN
C awa Eksekutl Kanan

Figure 17 : BPJIA EKSA meeting
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Figure 18 : EKSA meeting

‘ “S BAHAGIAN PEAYEUIDIKAN,
IARIAGAN INDUSTRI ¢
' Aumn
= UiTi CAWANGAN KelnnTAn

EKO SISTEM KOADUSIF SEKTORAMAR  Go Green,

Figure 19 : BPJIA EKSA logo
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3.2

Special Project

The trainee required to develop a special project during five months of internship.
Based on the practical training objectives and requirement to the organization, the
trainee has to develop the special project based on this concept “PADIM” planning,
analyse, design, implementation, and maintenance. By using this method, the
trainee can manageable to be more effective and productivity that follow the

workflow.

During this period of internship, trainee has declare the special project is about
multimedia designs. Trainee has create 3 (three) corporate videos and design 1 (one)
official logo to UITMCK. All these multimedia gives the high impact to the BPJIA
and also to UITMCK. This high impact is categorised by the who’s the audience
and the user. It is also how far the advantages that organization gets from this
special projects. Basically, this special projects is created for special for the
organization and it is the beneficial impact to organization because of having trainee
at their organization and perhaps this special projects can become a bridge into
BPJIA towards continues moving excellence in the eye of top management of

UiTM.

The videos that trainee has declare as special project is first about the videos to Pro-
Canselor of UiTM YBhg. Tan Sri Datuk Seri Panglima Dr. Abdul Rahman Arshad.
This videos is plays in front of Pro-Canselor UiTM and Ketua Pengarah Jabatan
Penjara Kelantan and others honourable people such as Rector of UiTMCK,
Pengarah Jabatan Penjara Pengkalan Chepa, Deputy Rector of BPJIA UiTMCK,

Deputy Rector of HEP UiTMCK, Deputy Rector of HEA UiTMCK and others
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honourable person in UITMCK and Jabatan Penjara Kelantan at Penjara Pengkalan
Chepa. This video gives the information about the overview of innovative idea and
projects that has be done by UITMCK and Jabatan Penjara Kelantan during projects
collaboration before. After viewing this video, Pro-Canselor UiTM has clearly
mentioned he feels amazing because before this he did not know well about the
UITMCK collaboration projects with Jabatan Penjara Kelantan, but now he realize
this is so attractive ,great, amazing and must be continues again with no time limits.
After finish this video session, Pro-Canselor UiTM has officially announced UiTM
and Jabatan Penjara become best friends and no redundancy between these

organizations.

Second corporate video of trainee special projects is the videos of UiEA 2017. This
video is plays in front of Auditing Teams from judges of UiEA 2017. The audience
is among honourable judges and Rector of all UITMCK, Deputy Rector of BPJIA
UiTMCK, Deputy Rector of HEA UiTMCK, Deputy Rector of HEP UiTMCK and
others honourable senior lecturers and staff of UiTMCK. Other than that, this video
has plays in Professional Meeting Room of UITMCK in front of all the UiEA 2017
awards. This video gives the information to judges about the entrepreneurial
activities that have in UITMCK and with tis video judges can know all these
activities because this videos has conclude all the entrepreneurial activities in
UiTMCK. Besides, UITMCK has choosen as a finalist in UIEA 2017 and the results
of competition is announced and UiTMCK has won these awards based on some

categories.

Third video that becomes the special project to BPJIA is video about Students

Invention and Innovation idea that has created by students and staff in UiTMCK.
29



When SIIDCOM 2017, this corporate video is plays. These videos consist of
information about SIIDCOM that can be view by honourable UITMCK top leaders.
With this videos, UiITMCK top leaders can know how excellence the UiTMCK
ideas through innovation and invention and also they create their own products and
not to need attend the engineering courses to create the industrial products and it
just only studying at UITMCK. This video is plays in front of Deputy Rector of
UiTMCK Kota Bharu Campus, Deputy Rector of BPJIA UiTMCK, Deputy Rector
of HEA UiTMCK, Deputy Rector of HEP UiTMCK, Assc, Prof of UiTMCK,
Doctors of UITMCK, senior lecturers, lecturers, staff and students of UiITMCK. The
total audience of this corporate videos is about 300 people. Besides, this video plays

in AUD300 at UiTMCK.

For the last special project that has create by trainee to BPJIA is official logo for
Persatuan Alumni UiTMCK (PAUK). This logo has starts officially use by PAUK
until the couple of time. This logo is has a high impacts benefits criteria because,
every UITMCK students whether Diploma or Degree when they has officially
graduate from studies they automatically registered as PAUK members and they
stands with others under this logo based on princips “UiTM Di Hatikw’. Every
convocation ceremony of UITMCK students, this logo will nicely appear in the hall
of convocation for each time of convocation ceremony. Trainee has submitted about
35 logo’s to Rector of UITMCK and PAUK Secretariat, and this logo has choosen

by Rector of UITMCK to become an official logo for PAUK.
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3.2.1 Planning

For the planning process, the trainee need to identified the flow of work process
which the objectives of the project and goals. The trainee has prepared the schedule
for the special project development to ensure the design or development is on the
track and can finishes at right time given during the timeline. The project must be
discussed with organization supervisor to establish the project which the project

good or not to the organization.

3.2.2 Analysis

Based on the analysis, it is important to ensure the special projects that wants to
develop is not have a problem and it is suitable and needs by the organization.
Besides, trainee needs to analyse the hardware and software requirement during

projects development process.

3.2.2.1 The hardware and software requirement

i. Laptop

As for the hardware, the trainee used a laptop to complete the
process of developing the system. The trainee has used the ACER
laptop. The laptop has 2 gigabyte of RAM, Intel ® Pentium ® CPU

N3540 and OS used is 64-bit Operating system window 10.
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ii.

iii.

iv.

Adobe Photoshop

Adobe Photoshop, or simply Photoshop, is a graphics editor
developed and published by Adobe Systems.

Photoshop also a sophisticated software program widely used for
image-editing and graphics. It is quite powerful in terms of editing
images. Although originally designed to edit images for paper-based
printing, Photoshop can also be used for a wide range of other
professional and amateur purposes. With practice and a bit of
imagination, there is no limit to the imagery you can create website

with Photoshop.

Google Chrome

Google Chrome is a freeware web browser developed by Google. It
used the WebKit layout engine until version 27 and, with the
exception of its iOS releases, from version 28 and beyond uses the

WebKit fork Blink.

Sonic Vegas Pro

Sonic Vegas Pro is a most suitable to create a corporate videos. This
software is a user-friendly software that can easily use by trainee. It
is also can runs at the all computer even though with a basic

specifications.

KMP Media Player
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3.2.3

3.24

3.25

KMP Media Player is amazing software that can plays all the song,
videos and others audio visual effects with perfectly and no need to

major IT knowledge to plays a video using this software.

vi. Picasa

This software is to view the image. Using this software brings the
user the new experience when viewing the picture besides use the

others software.

Design

In PADIM concept, project design is the third phase after analysis phases. In
these phases is required the trainee to design the important element that
required in the project. During design phases, all the analysis detail is

identified. The problem statement based on the analysis process.

Implementation

In implementation phases, trainee doing the projects installation. Besides,
trainee perform the initial testing to make sure the projects is can be function

well in a compatible hardware.

Maintenance

The last phase of PADIM is maintenance. Trainee identify if projects have

issues. If the issues found, trainee need to troubleshoot what is factor of that
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problem. Trainee also doing a major test for a double times of test to make

sure the projects is functioning well during operations.

CHAPTER 4 : CONCLUSION

The main objective of industrial training for the students is to give them working
experience with specific task and responsibilities. The relevant of giving lecture in classes
is most of the students do not have chance to work in office especially in information
management’s field. Therefore, with the existing of this subject, students can get the image

on working in field that they have learnt.

Information agencies are service based industries which can give a lot of new skills and
sharpen the existing skills such as communication skill. Thus, the objective of industrial
training is adding marketability for the students to apply for a job. Currently, industries are
more welcoming for new employment with job experience. This is because they are able to
cut cost for sending their new staff for job training. Thus, industrial training would give
added value for the students in jobs application. Other than that, students are able to apply
the knowledge gained in the class to the working environment. For example, students have
learnt on systems skill, system management and planning in the class which they can
implement it to the training’s place. Students can make suggestion and help them to meet
the current demand which could increase their image and reputation. Therefore, the

knowledge gained can give benefit to the students itself and to the organization.
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4.1

Application of knowledge, skills & experience

All the knowledge and experience can be most beneficial to the trainee when they
working in the new environment and actual new working place. So when they were
working in future, it will be easier for them to approach and to complete the task
given by superior or top management. The industrial program is very important to
every course and program because it can gives very good input and output to the
student to enhance their critical thinking to be easier. Somehow, industrial training
program also is very beneficial to student by providing the great knowledge, skills,
and experience when communicate with other people. Besides, one of the biggest
experiences was SIIDCOM 2017. The trainee can apply the entire lesson that they
learnt in class by joining the competition. Then, as for the skills, the trainee is also
using their expertise in using the Adobe Photoshop to complete the task. By giving
responsibilities to the trainees to be the leader, they can enhance and improve their
communication skills and leadership skills that they learnt during industrial training
that can be apply whenever they need while start working in the future soon. There
are a lot of knowledge, skills and experience the trainees got during internship
programs or industrial training that they cannot adapt in class lesson. It is because
the environment in the class and industrial training totally different. In five month of
the industrial training, the trainees can obtain many knowledge from their superior
and staff to accomplish their task. The trainee given an opportunity to experience
any situation in the industrial training such do office task, handle an event, and
design a poster and more. Besides, the trainee can gained all the knowledge’s and

experiences that they learnt during industrial training.
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4.2

Lastly, after five month of the industrial training, the trainee can improve their soft
skills, improve self-awareness, improve communication barrier for themselves in
many aspect by doing many task and activities in the organization. The trainee can
practices all the information and lesson that learn in class to complete the task and

problem in office environment.

Personal thoughts & opinion

The experience during industrial training can make the trainee more confidence and
matured to be better in doing job or task in the future. This programmed of
internship also gives the trainee advantages in order to help them improve their soft
skill and communication skill and also to make them understand what is work
environment that they will face the real working. In general, the internship program
can help the trainee to be more understand what they learnt during classes and about
their field of study and performs well in the real work situation. Besides, industrial
training gives trainee a new knowledge and new thoughts and opinion towards
working in an organization. During the internship, the trainee able to communicate
well with different level using their communication skills those they learn at faculty.
Basically, in the class the trainee only focused on the theories and reading. But with
practical training, they can apply their skills that they learn in the class that can
improve their ability in knowledge management and communication skills. Besides
that, in BPJIA always gives the trainee task to make sure they train themselves to

work and gives them advantaged to perform in future in other organization.
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4.3

Lesson Learnt

Industrial training is a medium for trainee being exposed to real nature of work. It is
good for students who has none of working experience to learn about working
environment. There has varieties of lesson learnt by the trainee during industrial
training. During industrial training, the trainee be more punctual compare when
trainee is at the faculty. This is because the trainee feel more responsibility towards
the working. In addition, the trainee brings the image of university and the family,
thus the trainee should show positive attitude during training. The trainee always
tried to arrive at the office at least 30 minits earlier so that, the trainee have time to
go to breakfast and prepare mind and physical before starting working. Punctuality
makes the trainee be more confident and dependable. Showing up on time teaches
that a person can depend on themself. The more positive attitude, the more self-

confidence will grow.

Other than that, the trainee has learnt about time management between tasks given
and training report. In a day, trainee needs to complete the task given and make
notes regarding the tasks. At the evening or free time, the trainee wrote the report on
training log book. The trainee needs to divide time strategically in order to avoid the
trainee become stressful with overloaded task. List making is one of strategy for
trainee to manage time properly. It means that the trainee focus on urgent and

important tasks rather than those that are less important.

In addition, during five months at BPJIA, the trainee learnt to control of self-
emotion. For example, when suggestions to make a special project for the BPJIA

has been rejected due to certain reasons. The trainee has learnt to cope with
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dissappointment by adjust the goals and mindset. The trainee do not give up and try
to suggest for other activities and finally it has been accepted. Moreover, it is same
with a situation where the office staffs or top management assigns the trainee more
tasks to do when the trainee already overloaded. The trainee learnt to control the

emotion with always smile and keep positive mind.

Another skill that the trainee gain during industrial training is professionalism.
Government institutions are common with professionalism attire and attitude. The
trainee has learn a lot about professionalism especially in attire. At the faculty, the
trainee is always wear casual and only wear formal attire during presentation or
special occasion. Nevertheless, during training the trainee needs to looks
professionalism everyday by wearing proper clothes to go to the office. Besides
that, the trainee always put in mind to get professionalism skill, ones should treat
others nicely and respect the others. At the same time, it will create harmonize

environment in workplace.

The trainee has also gained self-esteem skill during training at BPJIA. For instance,
creating special project for the office has build up trainee’s self-esteem. In other
words, the staff must feel a sense of personal control over their work and their
activities within the work environment. Then, they can suggest for improvements or
giving opinion regarding their work. It is also relate to self-confident. Once we have
the confident in conducting something, we are able to gain self-esteem that will

make the life easier.

Last but not least, trainee gained teamwork skill through special project done during

this training. For instance, group task require trainee to have teamwork skill in order

38



4.4

to divide the tasks given. The trainee also conduct the job with responsibility and
able to complete the job at targeted time. Thus, teamwork and responsibility are

connected value gained by the trainee during five months of industrial training.

Limitation & Recommendations

The limitation in BPJIA is in using outdating software. This is because when the
trainee use the computer in BPJIA, trainee found that the software were out dated
and need to install back if want to use it. Even the staffs are not expert on IT, they
still also need to monitor the software and always update the latest software even
they are lacking of IT skills. In addition, the staffs also need to go on courses in

learning about the IT tools, software and hardware.

Other than that, the staff in PJI also still lacking in using the technology that need
practiced to enhance their skills and knowledge’s. The department need hire the
expertise that has more experiences and skills to handle the information technology
activities in the BPJIA. Besides, during internship, the trainee had been hard the
time to communicate with the staff in consultation about special projects
development. The trainee also can’t get enough information to complete their task

regarding of the lack of IT staff.

Besides, limitation is lack of space for records management. The file room has
many of documents that need to dispose follow the date. The record or documents
in file room at BPJIA department are not organized well and not follow the record
keeping procedures which are current record, semi current records and non-current
records. The documents in BPJIA mostly not rearrange in the file follow the order

such the file administration, file MASMED, and more. The space particularly is not
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enough because of the file that is not composed and has an expiry date that is 7
years from the date deposit. During the internship, the PJI department have EKSA
program that needs cover 5s activity and the staff need to organize the entire
document into the file. The file room could not finish because of too many file that
unorganized. Despite, only three administration staff, they still need to organized
well the document to avoid the loss of documentation. Lastly, BPJIA should hire

more staff to handle the records system in this department.
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INSTRUCTIONS 1. Student'sName  : MOVAMAD <SyPAWLiR g1V mATHan

. 204122243

1)  This book is issues to you: te: provide a history of your training and to 2. UiTM Matrics
act as a weekly record by the werk on which you are engaged.
3. Programme : WV _Qus
2) Student's responsibilities for keeping: log: book up-to-date. 4. Semester ¢ 3
3) Immediately this book is issuedi to: you, you should.in consultation with 5. Home Address -
your Training Offieer, complete: the: detail required on the next page.
4) lt is your responsibility to make the main entries of the log book and
keep it up to- date. Erfies must be regularly initialled by your ,
Supesvisor. You nust ensure that: 6. Tel No (H)
7. Place of Traning  : LITv wncupnG (€83 )

o |t is available at your place of work during your training.
8. Name of Supervisor .

o All entries, except sketches, are made in ink. In- Charge \
e Entries are made withirm a week of the work to which they refér.
e The book is handed to your training officer for retention on your 9, Duration of Training From: .\ 12 /0019 To: _30/6/ 2013
retirn to UITM and this will later be handed to the Head of
Programme for gradimg.
RECORDING
FOR OFFICE ONLY

Remarks:(Dean/Course Coordinator)
The log book should contain the following information:

1) A neat concise description of each of your training locations and the

work on which you are engaged.

2) Relevant sketches, data and circuit diagrams

3) References to textbooks, standards and other technical information
related to the work being under taken. Constructive comment on the

work being undertaken amd your considered opinions as to its value as
training

R NRERENE



DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

\|2/13

Reoehadr AWe ‘wdushiol draiwing

d\*\u?tw’voébtmn T\ urp MU She

fovms  of pm(_r}\co\) e\cccp*a\ncf‘

[\ Yonee Q\cxcca{ ﬁ o BB .

e A VnSURw  gupevisor which

v Ov \Wewn  Toivos Worn Yoacol .

O Waow  Toivos Ve Ay

N
by plavaion o OYT A

Dr  Wan

23

Yo WP Feddlom L She w a

305 Vnivoduceo nusetd

E‘xeo\:'”\/? ofheev o B VPIM .

Tvoinee  indoduce  Miwmgel  awnd

Yeh  Nedvpduce  m¢ Ao ol A

Pl BRI

sz I

Py Fetideat = SULY s

yazt. Cveale o Llow Y

ol &93'A . (oryd) F &¥F

‘_‘m c\hﬂwt‘-

<he yants wme o

oo -

DR.WANFATROS WAN YAACUE

Trmtratam RerToT
Penyelidikan & Jardngan Induste

UITM CAWANGAN KEI ANTA R

UNIVERSITI
TEKNOLOGI

PRACTICAL TRAINING % e

LOG BOOK

I

{
i

SENRNEY

}
!

T

DATE EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

612/ 9] hc.*qv Taidah Fve

ex p oradon

Q\Wq\\ of ¥

B 18- Jw}voo\uc,

e do e\ dw  coovdinator -

)

':}’9-,0— O‘(ﬂﬂw]l* H gdove

veow - ( Yean

e s0ax  fov

Andeveghip  shuclents .

Bl | Gel cloye do Ave

coovrdivator -

‘T':’} 1o OWmwuw, calt Yo
suitelole  wAyee VR

212)13 [ Meed  Buw  Bakevi: Fu. Raten

Monds e Jo ‘elp wiwn 40

O ravop

e JoMT WS . CVean

e  odove of RPIIH -

)30 | BssssBrg ook farduch 4o

At vave e v w(‘ora'& Y the

By voom.

9] ey AW Dv ANaw  Faives -

She sk My [¥Oyeets -

DR.WANFRTROS WAN HRACO

r"l badan-Reklor

penvelidikan & Jaringan Industri

UiTM CAWANGAN KELANTAN

LOG BOOK & i

j TEKNOLOGI
MARA

PRACTICAL TRAINING RSG5
>




SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS DATE EXTRACT NATURE OF WORK DONE AN
n 2302 | D Mozliva Mowad yauts w
wl2 EV\M%VMB Jeadn M And Mj io desbaﬂ Vanney onel  didon
Caends  woui dv  URC !?V\b'}esﬁq“‘ m badoe dov Qbcow 28 V). -
woehyne . Cowguit+ with  Ov nMozling awhot
| — Swould T dewon
\S‘\i Coplinuz  \earn of protesdet =/
Modhine . En Fewdy Aeooh m 2612 |Ov Modlieg  osr wme 4o cqeall
\AZ‘N do W\C(Aa —canfier = 'S (E)‘QQ“"’"‘( video of ®IIDCOWM
2 fox o oweut 2 E E; q bovy - Covsull  with  Ov  Mooliva
> .
= = Cﬁ c voul Wdeo o
W 0 MozWie Wowad oopeses =32 5 _—
S "omk"‘? o _gosder Ao %E,":i m *ﬂ}\? D Wan  Tawoes o«sx‘iciﬂc# MR Sﬁ %E
icom 2o [eqrom gtf_f‘ ond  Kriend s jo_go Yo >.:=5
2 : ) = P e (M ELE
20 | Sed v o vm\“‘h'f MJ e Je b amdev A FERC . omid - 5«2
vy weetng woom. Tu- Savady - ===
m en \weol  Madow =EZ
Seadh ng Now s e » \,(‘("NV I:NO\K " % _;=<
¥ Jay 19 jo“"s' £ L=
L9 > @7
\l , h hel2 [ Sdard by ewms  Ahad  wromds +
2\ 12 @(ﬂam‘?—? Sdo@  10om  with b, mp ot ALEW JFeNr .
wy  Rierds | boou) _fhaom - | | T
oo 12 | NMaxe o flowchert Ahat giver
by Aaph Cord 50h - Consurhation
ity hev .

UNIVERSITI

LOG BOOK & s

UNIVERSITI

LOG BOOK TEKNOLOGH

PRACTICAL TRAINING % Y PRACTICAL TRAINING E Y A




SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE R
V] 2 [P Daila_ast w do help hev
lpoek e Hems o%  PERC o
boe, af  wmegsw  Fel .
vy
2|z [ Go 4o mRsm Teh
S12 | dswged Yy O Meniieg
wot 4o help hev do g _
Dvepovadl on rFOV e  IpEOM g ﬁf_
S =+
2019 - g =gt
= 3 o[
=R
bla, |<$d v & EUbcow grepeva How S s5S53
S =< c2
212 [Sylomid A ndes  ard  oanmy = 3¢
Ao v pMap\ina. < £
212 | “Supcom 9o
Creatt o ' fovafe wdeo -
=4 ho Vev
Gowoy ¢ ¢ "”‘3‘“?—
qi2 Tdy ug W “Aerts  pwce ad

2o D.

PRACTICAL TRAINING

LOG BOOK

UNIVERSITI
~— TEKNOLOGI
o>

MARA

RN ERE N ERRNE]

SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE FEMARKS
22 [ U Faidsah ast  we 3o
Cveck Yo Ble nuwboev awn
e Nl voom .
iz | Set Mg @ shacc for  olobiuw ,
Becowr @aeF odicuer WV
Tolpri MM
W |2 [ Bevovae e SHOOWM  ifRewms
iwio e gasa)  place - Chock
W odved AOSs &y oV wiZEB A9 . L
- S 3%z
J\ g ™ -
: ==
w12 [Far a docuwend « Go do 53
Uwit Yendeyoon 0 Send Sowme = é",f:,—:g
Jdoruwonds 232
©\2 [Sed up a LD o3 weeheg T 3=
oo + Cleav o  wmoed oM . > @3
)z | Wqlaw  Fovdoab  puopesed Yo I
Jooming  at  egewy wnit w P37/
W 7
5013 [et te yisbryg How  facuhy
wiewizorWodow  pvechifol
Iavdul  faweem

PRACTICAL TRAINING

LOG BOOK

I =— 1 UNIVERSITI
=774 TEKNOLOGI

%> MARA



DATE EXTRACT NATURE OF WORK DONE SU;ESX?SSRS
12 [wolesyed o docuwents . T oy
o e stove  voom - Tieds
UewT  ounh e slande -
2012 [Ted 0p LCD gwjector 10
el vyoow - )
=
2613 | Doreey  admivisdiabul o vES
= \Y
(owinoe  d0ing  Clowchavd »
233 | S Teiva)  oed Ew Parev S -E‘E
[Novow& Mmoo A0 ‘&Up Fhewn s =£Z
— = o @
awaw A view -ch wanis +o =3 2x
\ovizyy o4 BIEW 90 \3 8533
- Eg’gfx_
g E
2813 [Qestm dog towe fov MEW : 3
Dol Fand o banwey onwd 5 sk
unlive UM ot 3pve vOOm -
2913 MER 2oV + Bely Ta- Fowdy
ced P Bew inw of pwotasiat
1 1]
O N
zol2 [Ao Yo Mok D Gov SH2
Covay)fakon

UNIVERSIT]

LOG BOOK &3 fggeioe

PRACTICAL TRAINING %w S

ITTIITIIE PERERL

DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

ly

Tog a  ACcuwend - Juan klaaq

v we Yo CWweck hev pla<on
'
hole

2uviamy

Go Yo By

\r\e)p .

P =12 OW
T W

Tied o devuweny aloaudy  ACHN

L3

u /Yy

Swomiy  {lowckard Ao poyeb

Q ol o)\Qo\\a '

B At A Wvovo) (m\-\evA

ey

D e K ast me do \elp

hev _wote @ pwolostod of dleiv

"OMeS . Mok & ATO  Sels of

hytes -

dmbaﬂgn R&lor

3N

Wely wy  revds , R¥opn g

AN GAIRDS WAN YAACDB

Vvannay ot SEW . ?vuaq-ﬂv\ws nJ

:

ITM|[CAWANGAN KELANTAN .

yn

\CAHNY O Taviaw -

Penyejidikhn &|Jarifganfindustr

Aly

Yo

D

Set up 4 Yvapmev @t
1
d Woie enbeeoCe

of viTm .

Sday ab vewat  of  gwoduem

to \"\1\‘\ O Rahowmy .\-tz) (P\rt?ov(

oCfove e  evends.

PRACTICAL TRAINING % s

UNIVERSITI
TEKNOLOGI

LOG BOOK &=



DATE EXTRACT NATURE OF WORK DONE SU;;SXE’?SRS
1619 | Proatow  Seoi  eevEmmor SAm .
S%Kiq al  k\oe 0. Brtewe g
ol ad  Yershahon Countev,
wlu [Ywetostod o Hotuwent . Sed 9
k LCY  uo\C cdov e Meek per
o= | '
(SOW .
wlY Do g ceibficait 4o &
olesendy KDy Folaiuw achobes - B
] o ‘gz
- T
1Y [ Cowul?  widh O Wan  Toivds E“?._ET‘;_
avout oy Dvhltvb ord e a::ﬂ;:;_%_
ahad W vone  Wened v £7) g__é_nq_jL_
3
A Zend f‘é‘%—
/9 | Qeodosdad a  Atcuwond - vx‘ ¥ g
A gavveny Ce) 4o Brandal s &>
N
o&,(‘gﬁww\'  \eov wp tte old
roysgogey ab  Ale €] Counder
va 19 |0 \Waw  Feives  ask wme . do
L4 vg Ney peindev W hev
voOWM - 1

PRACTICAL TRAINING

LOG BOOK %=

Rt
UNIVERSITI
TEKNOLOGI

MARA

FIIIIIRRRnneenH

DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

\A Iy

Qey  Ave ‘)o‘p Biom v \Naw

Taivos.

?mva« o Wwdeo for

Pyo- camselov .

Belp wadowm  Ans  doira o
Pagevove Avput ARS  [ugrem .

Cowpt wHY Ty Baten and

20y

OF  wew  Foieos  aboud  Yhe uideo-

(vea¥t g MidPo  Rjay  ad

B« Boreyy,  howme .

23 )y

P Redave

Cevakotown €W pa .
U T

A cos
gin Infustli

251y

A,

b1
LA L

Wode Mvo pown Lov

cOvvxabiow JO\{ ad Blx D with

FGA KH LANTYAN

Qv Now \é\dv!,.vo .

mialonRe

.

26 ly

(Ceevocediow Wovts o4

DR|\WAN FAIROS WA
Ti
Penjelidikan|& Jarin

UiTM CAWA

qu\j '

Bt P as a  secwdoviad tov

Punv:  Cpavr)

271y

Doyt o 30095 v Shudewts

Mo} | ave mq{aui% w PPV
Wt\\'

201y

Suymit 4l TRE (agy soft eoqy

Yo (N Nowi -

Shad vy affle (T

(ountev  dov Shdonds

’ Qit\( +he

n\U!w*-

[ oWLO (L W

PRACTICAL TRAINING

LOG BOOK =

BN
UNIVERS]T]
J TEKNOLOGI

MARA



DATE EXTRACT NATURE OF WORK DONE R
21S Sk 2 Cormultabon  with
Jow  Selli2en
zle [Tor a  douwend - Hep p@
Resow  0ssign ks Jeciive  nojes |
Yyi1s | Srevira gvos?ow” w  de
O 4 wysHw -80S -
(owral. with  Pv - Syedva .
SR
715 | En  Toina) ?m?umo\ ve &= = %E“
oot WemT  pwiects . B4 NS =3
“Qugad Qemagemeom cev  femveronman %v -E’z
vors " . Conmudobo v fuoces 2352
. Fay2e ) TESE
T o=
3 = (===
< ls Setr wp LD in weebvs vDom -~ 2 &>
] -
Als O_Qiﬁv\ e Wsed  Cewasaraw
NCWT -
WIS [ Yoo Taidzow gast wme o

-%\cf”\ Ve M\aik e S4oye

av  unused  Thens - (ae b tve

oaddivora)  of Ay pagers -

PRACTICAL TRAINING

LOG BOOK

_lrJNIVERSITI
3 EKNOLOGI
%> MARA

SRR EERFEREERRE

SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS
WISTT SB 2 ovrultalon  wsfth

Ao elor w sa|)\2a .
SIS | Ga) Avw W vy Bov  Madaw

‘-—hﬂo\\:\ﬂa"‘ 9’\00‘\1) -EQ\MMOW\ ’ COV\N“F

avpud  Fedia)  veieds -
WS [fowtult  e-Shos curiew  with

. v
ﬁ){ S\)fy“ha\‘
855

\B\& | Set o tolokiuw voow o 2 s=

Recowe A oudiewte  iv Koloklum. | 2 s &=

o\ \s [ Mojaw  Taidday  jndeduw d wa g.?:"";%

Mopgur  EXSA C S gy me £‘=~§§
Yo cveatr o wdevachvr  Gnd x 2=
Oleafve  pos¥ey  and loge  aviu} S s
] Cd
£ 55 -
215 | Orvs A Ao, of oM .
22 )< | Bodavsa) W decovds v
Sk YooW - cLoosr e v  achue
vd wom — achve  decosols.
PRACTICAL TRAINING = iaadiasss
LOG BOOK S Thoworao
<> MARA



SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS
oy /s \Af.\? RWM Costlan Yo Aurn ©n
M \oiv \qg—koq‘s. Cuwitch off 5isetd
vecauge ol WYy .
25 1 [Set up LCD n weedig YOoms,
1 A
0§ Is Nely en Rakew Jo  sed up Yhe
Tvowe  of awit W:IPOYQ‘\'
pens 4« Swep of UOMT -
‘Qj‘S‘ Coviutabon  with  Ov  Wown % ‘g
Tonvoy  ovouwt opecia)  poiect = _t::E
|  — = —
=z 5 & ,_'(.j
i A
ols | lornutdodor S p o with 355*3
Modam  Sallioo . E R0 Z
== c=
zkﬁ:%
2\ s (‘)q‘)ev\s Ave ShoQ ol yomy - = :»’il
"V\aj up  th Vewq Sheg - 2 e
Check ¢ Stock of uewy

s\\eq-

PRACTICAL TRAINING

LOG BOOK

PR AREA)
_ll_JNlVEREg’E!I
< EKNOL!
-

MARA

SUPERVISORS
DATE EXTRACT NATURE OF WORK DONE REMARKS
\ | 6 \-\5\9 e Rolav: avrmine a
WJ

f}\t i file voom. Bssign 4V

o Ch®e  avd  won- acdie  yecovds -
wlé Opers % yomy AR (veate

A MOfon jatder  [ov YoMt

Shop -
/6 |Qea)  puith  Kox na  Rewjare

Avout  f\e wow  wyock o Shep

N o 5

= -
- < 3%

614 [Deat with ok Na. Coy g > :s50

dovimand 4o K8H  Mockona . =3E2

et e seck - %:ﬁg

: =z S=%
315 |Yoeiva n  pwojoswoet vewa 2013, = o=
¥ ) =3 &=

g b S ug LD @uo‘_\fﬂov at

werhrg VOOMS .
wlb |sy o (ongyi+atd on
1216 |Desiop  BE¥SO  legp  Fov AT

Mare &  Awafl or  wow 4o

o)Q(O(a\-(( 1T .

PRACTICAL TRAINING

LOG BOOK

= s
=5 1 UNIVERSITI
TEKNOLOGI
MARA



DATE EXTRACT NATURE OF WORK DONE s”;gh';x:f'?sRs
\Y 16 [Open  UMT shops. Chect
cdoct  for BRI Eidvy o
Yt |(opaut  sepecia) polecd  with
Ov  Wown  Faives,
g |6 [Nokirva o g/egarqh‘em o
nJusthea) Vq:ov-)-
1916 D¢ yew Kowos dse we do _
6 Desh my vegovd « Focus ow E =
= v > o E
MYy Spedal  gvoiech s £z
] ) | = :su
‘3—‘:—.5_?_.
2016 | Check siock Cov Veny 3hops- n g8z
R EE
i
V)b [Covsuldakon  SA 2 Wity = 33
v\;o\&c«vh sal)ioa - o q:’"g
92 /4 | Tiva) check  of jnievu- Prepare

L odoruwond  dbal  gand ‘En“ﬁMJ

Vg W Man Sonvos .
P

> TEKNOLOGI

PRACTICAL TRAINING % VY SSGEEE)
UNIVERSITI
-

LOG BOOK

MARA

BERRERERERENENDE)

DATE

EXTRACT NATURE OF WORK DONE

SUPERVISORS
REMARKS

Tinatin e

vepovd . focus ew

Al

nro__{eo} < Celeoympov of

P;:o\E LR

217

v Jdack v

COMQ\-H? &\
O3\, GWe ¥ eyalsaton

Tovar

A O War v oS .

ul3

Gesh vy Aask ot 9T .

Mate g sQcedh v fowrt ol

(e dov _« Coprsult with  Ov

tholid Yo iva  preforafow .

ACOB
TAN .

Loy J%N_J &L \h\-"revh.?.

|

an Indugtry

or

!
NHEL

N

baldn Re
& laril

CA

yelldik
TM™

o WAN rIR]S WhN
Tl&

i

p

PRACTICAL TRAINING @ ]

LOG BOOK

UNIVERSITI
T~ TEKNOLOGI
<> MARA



INDUSTRIAL TRAINING STUDENT’S CHECKLIST

Student’s Name  :.MDWAMBO. SHAHBR. Biny MATHCRN
Student’s Id e N I SR
Unit / Department  : BRVAGLAN CEWTELIDIERR TR 216 AN \DSTR| % pomui CBeTIn)
Organization : Uy CAUNBWGAN  CELANTYAN

Semester : Mac - July 2017

DESCRIPTION APPENDICES | TICK DATE
IN REPORT

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

28/12/16

. IMC690 Assessment 10-14/7/2017

. Definition of Special Project (IM225/245 Only)

. Insurance Letter (UiTM)

. Industrial Training Report Overall Contents

. Cover & Title Page Guideline

. Declaration Guideline

RN ||| =

. 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)

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 internship
Email : nurul1217@kelantan.uitm.edu.my OR

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

1-10/2/2017

\

Understand that students are NOT ALLOWED to YES
take any leave during internship, 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
internship. y




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
internship

21.

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

10-14/7/2017

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

NN

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).

3. 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).




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 internship.
Prepare the evaluation form (‘Borang Penilaian

YES (Copy of
logbook
entries)

YES

28/2/2017

BEFORE
26/3/2017

27/2— 12/3/2017

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

NAY R AYA
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