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ABSTRACT

The trainee have undergoes to Majlis Agama Islam Dan Adat Istiadat Melayu Perlis
(MAIPs) to gain knowledge and fulfill trainee faculty requirement to complete the industrial
training from 1° February 2018 until 29" June 2018. The trainee has been placed in Management
and Secretariat Department under ICT Unit for 5 months internship. That is why, the report for
industrial training was creates as an evidence for the trainee since had undergoing to this
organization. In this report the trainee was divided the contents into 4 chapters which are
introduction, organmization information, training activities and the last one is conclusion. In
chapter 1, the trainee was covers about the organization background, mission, vision, objectives,
client charter, nature of business, roles and functions and organizational chart. For chapter 2, the
trainee includes information about the ICT unit, mission, vision and their functions. Next, chapter
3 the trainee was share about her activities during her internship including daily activities, other
activities and her special project. For the last chapter, the trainee was writes about the application
of knowledge, her personal thought, limitations and recommendation for organization and unit
itself.

Keywords: Majlis Agama Islam Dan Adat Istiadat Melayu Perlis, ICT Unit, Sistem Stor MAIPs,
Sistem Pengurusan Maklumat Bersepadu, MAIPs Web Portal
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Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

CHAPTER 1: INTRODUCTION

1.0 INTRODUCTION
Industry training refers to a program which aims to provide supervised the industrial
training within a specified timeframe from the faculty (University of Malaya, 2008). This
industrial training students can choose either government or private sector to carry out the
program. Obviously, through this industrial training, the students can have a great chance
to learn about how the industry weork’s environment. Besides, it also can establish
relationships between different levels of management and most importantly, the seeds start

to a career in your selection profession.

Industrial training is a mandatory course for all degree students of Information
Management. Industrial training is the process of developing skills and experiences in the
real-life working environment to be more professional and productive. The training refers
to work knowledge that is relevant to professional development prior to graduation. It's
also a requirement to fulfil the course in order to complete the degree as well as graduate
from the university. For Information System Management students, a 5 months period is

allocated for training at locations chosen by themselves.

For students of Information Management, we have to undertake this industrial training
during our seventh (7th) semester for five months. Since trainee was Information System
Management student, trainee have chosen the Information Communication and
Technology (ICT) Unit at Majlis Agama Islam dan Adat Istiadat Melayu Perlis as a place

of Industrial Training. So, right on the 1% of February 2018, trainee started the industrial
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training at the organization chosen and must be end the training on 30" June 2018. During
industrial training, En. Mohammad Irshaduddin bin Jasrinizar has been incharged in trainee
activities and ensuring the trainee would gain the knowledge and experiences as much as

possible.

1.1 Background of the Organization

Figure 1.1: The logo of Majlis Agama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

During the Sian and British era, the affairs of the Islamic Religion in Perlis were governed
by the Government of the Kingdom and it was appointed as Head of Islamic Religion and
Malay Perlis Customs. That is why DY MM Tuanku Al-Marhum Syed Alwi ibni Almarhum
Syed Safi Jamalullail has been established the Perlis Islamic Religious Council in 1920.
Then on 1% February 1948, Majlis Agama Islam dan Adat Istiadat Melayu Perlis (MAIPs)
officially established after they were joined the Federation of Malaya on 12% January 1948.
DYMM Tuanku Al-Marhum Syed Putra Jamalullail has been found the first Perlis
constitution through the Perlis State Governing Law which is considered as a written

document for the first time for the Perlis Government (Hazman Hassan et al., 2014).

Furthermore, DYTM Al Marhum Tuanku Syed Alwi Ibni Al Marhum Tuanku Syed Saffi

Jamalullail was founded the goods of zakat collection. On 27% January 1963, zakat

3



Maijlis Agzama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

collection was started with zakat padi and zakat fitrah officially. Next, in 1963 after 15
years conduct the Islamic affairs in Perlis, the Baitulmal has been approved by an
amendment was made to the Administrative Laws of Islam No.3 as a body to develop,

increase and maintain Muslims socio-economic in Perlis.

In 1995, Perlis Zakat Office was named as Perlis Baitulmal and was placed under MAIPs.
Then, in 1986 MAIPs and Perlis Islamic Religious Affairs Department have been
restructured because at that time Perlis Baitulmal was led by somebody. The Director of
Perlis Baitulmal responsible for the Chairman of Baitulmal which responsible in making
decision for any issues in MAIPs chaired by DYTM/DYMM. DYTM Tuanku Raja Perlis
as a MAIPs President, intends MAIPs to implement holistic transformation from June 2011
in line with the demand environment changes. To realize Baginda Tuanku desire, he was
asked Unit Pemodenan Tadbiran dan Perancangan Pengurusan Malaysia (MAMPU) to
identify the best methods and mechanisms for the MAIPs transformation. For this
transformation, there have the phases and was reinforced by Majlis Agama Islam Negeri
(MAIN) as a driver of ummah transformation which is repented in MAIN Congress for the

first time on 26™ and 27™ September 2011 (Majlis Agama Islam Perlis, 14 Mei 2015).

As a result, MAIPs was appointed Chief Officer Executive (CEO) to lead the management
of MAIPs and act as Secretary of Majlis Agama Islam dan Adat Istiadat Melayu Perlis.
Besides, MAIPs also has been existed two main department which are Administration
Department to manage the administrative, financial, and ICT matters while the other

department name as Baitulmal Department which to manage the matters about zakat,



1.1.1

1.1.2

1.1.3

il.

iii.

iv.

Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis {MAIPs)

wakaf, general resources and MAIPs development and investment. The purpose of this
establishment is to in line with the transformation of MAIPs by Unit Pemodenan Tadbiran

dan Perancangan Pengurusan Malaysia.

Mission
Leaders of the administration of Islamic affairs that contribute to the excellent ummah

development by 2020.

Vision
Ensuring the sustainability of socio-economic prosperity of the ummah through the
transparency and effective Islamic affairs management based on the Al-Quran and As-

Sunnah.

Objectives

Empowering the ability and organization capacity to enhance the efficiency and
effectiveness of Islamic administration;

Empowering the Islamic agenda in order to give birth to the good ummabh;

Strengthening zakat, wakaf and Baitulmal to improve the quality of Muslims life;
Strengthen the management of Islamic law towards implementation of Islamic law;
Strengthen and stabilize financial management and resources strategically to prosper the

ummah.



Maijlis Azama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)
1.1.4 Location Maps
Basically, the organization will provide the maps or directions to the clients as a reference
and guide to seek where is the building of MAIPs. Figure 1.1 shows the location of Majlis
Agama Islam Dan Adat Istiadat Melayu Perlis, where people can easily come and find the

building because the building was placed just around the famous university, shops and

hospital.
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Figure 1.2: MAIPs map location
1.1.5 Contacts Information
Address :  Majlis Agama Islam Dan Adat Istiadat Melayu Perlis

A2, Taman pengkalan Asam, Jalan Tuanku Syed Putra

01000 Kangar, Perlis.
Phone : 04 -9794439 /04 — 9794438 / 04 — 9794434
Fax 1 04 -9782400

Email :  korporat@maips.cov.my
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1.1.6 Client Charter

Majlis Agama Islam Dan Adat Istiadat Perlis promise:

i.

it.

ii.

iv.

Vi.

vii.

viil.

Provide the hospitality, judicious and courteous service to the customers quickly
after the number is called.
Conduct an inquiry into a request for assistance within ten (10) days of receipt of
the application.
Approve the application:
a. Help construction / repair homes in the last year for which application has
been agreed by the committee of the parish or stakeholders.
b. Construction / repair of house within one (1) month (immediately) for
application due to natural disaster.
c. Other assistance such as living, medicine, education and fisabilillah
contribution within three (3) months.
Make full payment of bills and approved assistance requests within fourteen (14)
days from the bills date is received in the Finance Unit.
Issuing official receipts for the zakat receipt, wakaf, and general resources on the
same day
Issuing annual zakat pay-out payments to zakat payers through monthly salary
deductions not exceeding thirty (30) days in the following years.
Processing application for wakaf property within thirty (30) days.
Issuance of wakaf certificate to pewakaf within seven (7) days from the date of

registration of wakaf property.



1.1.7

Maijlis Agama Islam Dan Adat istiadat Melayu Perlis {MAI1Ps)

Nature of Business

Through this industrial training, a trainee can learn a lot from the organization. The
business management function in Majlis Agama Islam Dan Adat Istiadat Perlis is to help
poor citizens by giving the suitable services based on their situation and condition. Besides,
MAIPs also is an organization who are have responsibility in collecting the zakat from
Perlis citizens. From the collections of zakat, MAIPs was be able to help the poor citizens
and help the student who are willing to further their study in university or any other
institution. Next, MAIPs also provide a few education types for poor child and teen such
as college and free tuition. MAIPs has been established Kolej Universiti Islam Perlis

(KUIPs) for poor teen who are still have a willing to further their study in diploma level.

1.1.8 Roles and Functions

ii.

iii.

v,

Helping and advising DYMM Raja Pemerintah in matters which related to the Islamic
Perlis State;

Motivate, encourage, help and pursue the progress and well-being if the economic and
social society of the Muslim community in Perlis accordance with the Islamic Law;
To be sole trustee of wakaf, vow and trust property;

Manage the collections and distribution of zakat and wakaf property and Baitulmal
property; and

Become the main of the policymaker on the administration of Islam religion in Perlis.
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1.2 Types of Aids

ii.

iii.

1v.

Vi.

Vii.

viil.

IX.

Xi.

xii.

xiii.

Xiv.

XV.

xvi.

Subsistence aid

Corpse management aid
Clothes aid

Medical aid

School dress aid

School aid

Skill training aid
Business capital aid
Electric / water aid
Household and new building aid
Benefits aid

External emergency aid
Zakat association aid
Muallaf aid

Middle east education aid

Islamic activity aid



1.2 Organizational Structure

Zakat Division

Collection Unit

Distribution Unit

Islamic Development Unit

Socio-Economic Unit

Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

Chief Executive Officer

Management and Secretariat

Services Division

Wakaf and Real Estate
Division

Administrative Unit

Wakaf and General Resource
Unit

Finance Unit

Information and Technology
Unit

Development and Real Estate
Unit

Internal Audit Unit

Figure 1.3: Organization chart in MAIPs
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Top Level Management

Tn. Hj. Mohd Nazim B. Mohd Noor

Tn Syed Aisam bin Syed Idris Habshee

Head of Zakat Division

—

Figure 1.4: Head of department in MAIPs



Pn. Nurhanis binti Ali

Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

Management and Secretariat Services Division

Pn. Halina binti Abdul Wahid

Head of Management and Secretariat
Services Division

En. Ahmad Fitri bin Mat Isa

@ Md Hassan

En. Mohammad Irshaduddin
bin Jasrinizar

Pn. Azliza binti Mohamad

Pn. Chek Zurina binti Md Saad

En. Mohd Sabirin bin Hassan

En. Azrul Afzal bin Abdul Latif

En. Syamsul Naim bin Zinon

Pn. Noraniza binti Daud

Pn. Nooraidza binti Saidin

Pn. Azyyati binti abdul Aziz

Pn. Salizah binti Suki

En. Mohd Yazid bin Abd.
Rahman

En. Azree bin Alimin

En. Mohd Nazri bin Semail

Pn. Norlela binti Abu

Pn. Nurul Harnini binti Azmi

Pn. Norhafiza binti Hussin

Cik Nurazirah binti Azmi

Pn. Azlina binti Kasa

Pn. Siti Najwa binti Abu Bakar

En. Aminuddin bin Abdul
Hamid

En. Mohd Firdaus bin
Salehuddin

Figure 1.5: Organization chart in Management
and Secretariat Services Division
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Zakat Division

Tn Syed Aisam bin Syed Idris Habshee

Head of Zakat Division

Collection Unit

Distribution Unit

Islamic Development Unit

Socio-Economic Unit

En. Khairi bin Wahab

Tn Hj Mohd Radzi bin Ahmad
Rahim

Ustaz Mohamad Najdi bin
Mohd Noor

En. Azizul Fitri Bin Ismail

Pn. Fauziah binti Ahmad

En. Mat Rose bin Taha

Ustaz Ismail bin Hashim

En. Kahiril Answar bin Othman

Pn. Nur Suraya binti Basri

En. Jefri bin Othman

En. Mohd Azuwan bin Azmame

YM Tengku Shamshinar binti
Tengku Adnan

En. Shuhaimi bin Nordin

En. Mohd Fadzil bin Shazali

En. Mohd Nazri bin Semail

Tn Syed Alwi bin Syed Aziz

En. Mohd Fauzi bin Ku
Abdullah

Pn. Khalisha binti Abd Karim

En. Shazlim bin Dahaman

En. Anas Sabirin bin Afandi

En. Muhammad Yazid bin Rosli

Pn. Edayu Noorfarlina binti
Nasharuddin

Figure 1.6: Organization chart in Zakat Division
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Wakaf and Real Estate Division

En. Mohd Nazri bin Mat Rejab

Head of Wakaf and Real Estate Division

Wakaf and General Resource

Unit

ent and Real Estate
Unit

En. Hanif bin Omar Baki

Pn. Norhayati binti Ramli

En. Zulkiffle bin Yaacob

En. Muhd Fahmi Fadhli bin
Salehuddin

En. Mohd Sufrizan bin Sudin

Pn. Norazizah binti Yusop

Figure 1.7: Organization chart in Wakaf and Real Estate Division
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Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis (MAIPs)

CHAPTER 2: ORGANIZATION STRUCTURE

2.0 Information Structure

In this chapter 2, it was about the organization information by trainee. The trainee needs to describe
the details information about the unit that has been placed during the industrial training. Then, in
this chapter also would be discussed about the unit structure, unit functions, mission and vision of

the unit.

2.1 Unit Structures

During trainee reporting, a traince has been placed in the Information and Communication of
Technology (ICT) Unit for five (5) months. In this unit, there have three (3) staffs who are
responsible to manage and ensure all the technology activities in MAIPs were going smoothly and
clearly. In ICT Unit, En. Mohammad Irshaduddin bin Jasrinizar as a Head of ICT Unit (N41),

Assistant Officer (F29) and an ICT staff (N19).

2.2 Mission of ICT Unit
Strengthening the administration of Hal Ehwal Islam through the sustainable planning,
development and culture of ICT to ensure the effectiveness of service delivery towards the welfare

of the ummah.

2.3 Vision of ICT Unit

ICT as a substance for administrative superiority and the provision of Hal Ehwal Islam services

in empowering the civilization of the ummah.

16
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2.4 ICT Unit Functions

ii.

iil.

iv.

vi.

Manage the ICT equipment to MAIPs community

Repair and prepare computer equipment to MAIPs community
Give an advice about the computer-related matters

Organise and update the MAIPs web portal

Ensure the application of Information System Management can be used completely

according to need

Apply the ICT knowledge and skills to the Information Technology organization needs.

17



Maijlis Agama Islam Dan Adat Istiadat Meiayu Perlis (MAIPs)

CHAPTER 3

INDUSTRIAL TRAINING

ACTIVITIES



Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis {MAIPs)

CHAPTER 3: INDUSTRIAL ACTIVITIES TRAINING
3.0 Training Activities

For Chapter 3, the trainee will describes and explain about the activities during her industrial
training in Majlis Agama Islam dan Adat Istiadat Melayu Perlis (MAIPs). Even though a trainee
has been placed in the ICT Unit, but sometimes a trainee should be exposed with the activities
from the other units and departments in MAIPs. So, all the daily activities from trainee during
industrial trainee must be recorded in the log book and all the activities will be briefly explain in
this chapter. In other words, in this chapter it is about the summary of all the activities from trainee

since 1% February 2018 until 29% June 2018.

3.1 Daily Activity
3.1.1 Recite verse of Al-Quran and Short Tazkirah

In Majlis Agama Islam Dan Adat Istiadat Melayu Perlis. the MAIPs community needs to
accumulate in the meeting room at 8.20am to recite an Al-Quran and hear some short talk
before start working. Normally, Monday and Wednesday every morning one of the MAIPs
staff’s will give a talk and share some knowledge with the rest while every Tuesday,
Thursday and Friday morning the staffs need to recite an Al-Quran. Usually, one of the
men staff in MAIPs community will lead the recitation, another one will be as a translator
and one of ustaz in MAIPs will explain about the verse. Through this common activity, the

staffs can get more knowledge through informal learning.
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After recitation and talk if the staff have an arising issues and activities they need to share
the issues with each other and tell every staff about the future or current activities in MAIPs.
For instance, every week MAIPs needs to do “Kayuhan MAIPs Peduli” program with
DYTM Tuanku Raja Muda Perlis so the person-in-charge which is Ustaz Syed Aisam bin
Syed Idris needs to share the details information’s about this program like time, date, place

and dress code with the MAIPs community in the meeting room.

Figure 3.1: Recite the Al-Quran and short tazkirah

3.1.2 Change The External Hard-drive For Server Backup

Besides, a trainee has another daily activity and at the same time it was be one of the trainee
responsibility where a trainee need to change the external hard-drive for server backup
daily activity. In MAIPs, there have a few main system like Sistem Maklumat Pengurusan
Sumber Manusia (HRMIS), e-HADIR and Sistem Pengurusan Maklumat Bersepadu
(SPMB) where the ICT staffs need to ensure those system can be used smoothly and
effectively. So, in other words by changing an external hard-drive every day the server can

work smoothly and also can save the information of daily business activities in MAIPs.
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The trainee need to change the external hard-drive at the server in the server room before
end of work hours. MAIPs has one and only server rack and server in the organization.
Pizza box server has been used in the MAIPs. Then, a trainee also need to ensure the
temperature of the server room must be on twenty-five (25) Celsius. In the server room
staffs are not allow to bring any food or drink, cannot take any picture in the server room

and never smoking in the server room.

3.2 Other Activities
3.2.1 Software Installation

Installation of software is a common activity in any organizations or institutions. It same
goes to the Majlis Agama Islam Dan Adat Istiadat Melayu Perlis, almost every weeks a
trainee get a directions from ICT staff’s and help from any MAIPs staff to install a software
in their Personal Computer (PC). Common software a trainee needs to install like

TeamViewer, Adobe Photoshop, Microsoft Office, and ESET (antivirus).
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Figure 3.2: Software installation activity
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3.2.2 Setup and Troubleshoot New Computer

Next, a trainee need to setup a new set of Personal Computer (PC) and various printers
such as ink-jet printer, network printer and laser printer. Luckily, a trainee has been learned
about this since a trainee in high school and has some knowledge and skills in this area.
MAIPs use various of personal computer types such as desktop computer all-in-one, system
unit desktop computer and laptop or also known as notebook. So, there have differences

on how to setup the all-in-one desktop computer and system unit desktop computer.

Besides, a trainee always got a help from a staff in MAIPs if something goes wrong with
their PC and printer. So, a trainee need to look and settle down those problem. Usually, a
trainee need to troubleshoot a laser printer and network printer because most of MAIPs
staff’s do not have knowledge in this field. Sometimes, the staff’'s Central Processing Unit

(CPU) has a problem so a trainee need to fix a problem or change a CPU to a new one.

Figure 3.3: Setup new computer in One Center new office
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3.2.3 Restart Server and Router

An internet is one of the main power in the MAIPs because each operation and activities
need to use the internet. So, Pn.Azzyati needs to ensure the network are stable and well-
working. However, the network will have a problem sometimes where a staff cannot access
the SPMB and other systems. If this incident was happened, Pn.Azyyati will ask a trainee
to restart a router in the server room. If the internet still cannot work like always, a trainee

need to make a report about the issue to the Telekom Malaysia (TM).

Every organization either government or private has their own server to store all the data
and information of daily activities in the organization. In MAIPs, En. Azrul Afzal is a
person-in-charge to handle the problem for server. If anything happens like server down
he will take an action. Luckily, for five (5) months industrial training a trainee got a chance
to learn on how to restart the server when the problem has been came. Not all the time a

server need to restart because sometimes a trainee just need to restart a router.

3.2.4 Network Cabling

Furthermore, a trainee had applied the knowledge and skills learnt from Technical Support
Services and Maintenance for Information Agencies (IMD222) subject during her diploma
in order to make a network cable as a backup for the organization. Unit ICT have a limited
cable network so when the cable has a problem a staff need to seek the cable network
everywhere and sometimes a staff just take a cable from another staff ports. So, a trainee

need to make a network cable during her free time. Those network cable will be used when
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the same incident happens in the future. The trainee managed to make five (5) network

cable successfully.

Figure 3.4: Network cabling activity

3.2.5 Key-in Zakat Application Data

Majlis Agama Islam Dan Adat Istiadat Melayu Perlis was received a tons of applicants
from the poor people every day. Anybody Perlis citizens who are cannot afford to support
their life and family can come to the MAIPs and get the applicant form at the distribution
counter. MAIPs have many types of zakat distribution which people can ask for help such
as education aid, subsistence aid, emergency aid, natural disaster aid, Islamic activity aid,

etc. Each aids have different forms and procedure to be approved.

Based on client charter the applications need to process within three (3) months. So, on a
first day trainee in MAIPs she needs to key-in three hundred (300) applicants per day. To
insert the zakat data there have a few methods and it must base on the applicant. For the

new applicant a trainee need to insert important details such as name, parish, identification
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number, phone number, address, types of aids, status, account number and family details
while for the existed applicant a trainee just need to insert the parish, update phone number,
update types of the aids and update the account number (if receive a request from the

applicant).

Sistem Pengurusan Maklumat Bersepadu (SPMB) under module zakat management is a
system from IDWAL to insert and store all the applicant information. If a staff need any
information about the applicant they can just use this system to retrieve the information

needs.

Figure 3.5: Zakat system one of the modules in SPMB system

3.2.6 Electronic Publishing / Design

Electronic publishing or also known as desktop publishing which is about the technique of .
creating and designing materials in a digital workspace. In other words, electronic

publishing is a medium to share the information with others. Besides, electronic publishing
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can be create in many forms such as CD-ROMs, online advertisement, electronic book (e-
Book), banner, etc. Naturally, the trainees in this field need to design anything when the

organization supervisor was asked.

Five (5) months a trainee in MAIPs, she needs to design a banner for a program and web
portal, design a book cover for stakeholders meeting and design an invitation card for a

MAIPs program.

3.2.6.1 Design for Banner
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Figure 3.6: Banner for event “Majlis Apresiasi Perkhidmatan Cemerlang 2017

Figure 3.7 shows the banner has been designed by a trainee. This is a banner for a
promotion “Pusat Hemodialisis MAIPs”. The project is a collaboration project
between Hospital Tuanku Fauziah Perlis (HTF) with Majlis Agama Islam Dan Adat

Istiadat Melayu Perlis (MAIPs).

26



Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis {MAIPs)

Figure 3.7: Banner for Pusat Hemodialisis promotion

3.2.6.2 Web Portal Banner

Figure 3.8 and 3.9 show the trainee design for web portal banner. Those banner was
placed on the MAIPs web portal at the banner sides. Pn. Azyyati gives a task to the

trainee to design the web banner.
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Figure 3.9: Web banner design for Ramadhan Al-Mubarak
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3.2.6.3 Design of Book Cover

Furthermore, the trainee was responsible to make a book cover design for minutes
of meeting with the MAIPs stakeholders. Every months each of departments need
to present the issues and report in the meeting. The meeting will be led by the
DYMM Tuanku Raja Perlis. Below is the design that the trainee have been done

and approved by the head of the management.

N
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MAIPs Bil 1/2018” on Mac
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Figure 3.11: Book cover design for the “Mesyuarat Jawatankuasa Perjawatan

MAIPs Bil 2/2018” on Mac

Figure 3.12: Book cover design for th “Mesyuarat Jawatankuasa Zakat MAIPs

Bil 3/2018" on April
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Figure 3.13: Book cover design for the “Mesyuarat Jawatankuasa Peerjawatan
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Figure 3.14: Book cover design for the “Mesyuarat Jawatankuasa Perjawatan

MAIPs Bil 4/2018” on May
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Figure 3.15: Book cover design for the “Mesyuarat Majlis Agama Islam Dan

Adat Istiadat Melayu Perlis Bil 2/2018” on Mac

3.2.6.4 Design an Invitation Card

En. Khairil was asked for help from trainee to design the invitation card for his
event which is “Majlis Penyampaian Anugerah Kecemerlangan UPSR 2017 Pusat
Celik Minda”. He gives me a day to design, print and cut the invitation cards. En.
Khairil do not mind if the invitation card was simple as long as all the required

informations are in the card.
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KE MAJLIS PENYAMPAIAN ANUGERAH KECEMERLANGAN
UPSR 2017 PUSAT CELIK MINDA
ingin menjemput

MOHD IRFAN BIN NORIZAN
pada
Tarikh : 02 Mei2018/ 15 Syaaban 14388 H (KHAMIS)

Masa : 2.00 petang
Tempat : Pusat Celik Minda, Taman Desa Asnaf,
Batu Bertangkup, Perlis

Figure 3.16: Invitation card design for “Majlis Penyampaian Anugerah Kecemerlangan

UPSR 2017 Pusat Celik Minda”

3.2.7 Video Editing

Other than that, a trainee got an opportunity to make a video for “Anugerah Perkhidmatan
Cemerlang (APC) Jabatan-jabatan Dan Agensi-agensi Majlis Agama Islam Dan Adat
Istiadat Melayu Perlis”. The video is about the throwback from all organizations and
agencies under MAIPs such as Jabatan Kehakiman Syariah Negeri Perlis (JKSN), Jabatan
Hal Ehwal Agama Islam Perlis (JAIPs), Jabatan Mufti Negeri Perlis (JMNP), and Pejabat
DYMM Tuanku Raja Perlis. The duration of this video is 4:53 long. Figure 3.17 below

shows the start of the video.

Figure 3.17: The video to show
during APC
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3.2.8 Format Personal Computer (PCs)

This is another activity where a trainee need to apply her knowledge and skills from subject
Technical Support Services and Maintenance for Information Agencies (IMD222). Some
desktop computer in MAIPs use pirate Windows so when the genuine Windows was
arrived a trainee need to format those computer and use the genuine Windows. The pirate
Windows in PCs just a temporary and the organization need to use the genuine Windows

because it is to avoid from the legal action during audit activity.

3.2.9 Become a photographer For A Program / Event

Furthermore, during industrial training in MAIPs a trainee had participated in a program
and event as a MAIPs photographer. All the photos will be kept in the folder and the best
photo will give to the BERNAMA for create a news about the program and event. Then,
those news will be updated in the Majlis Agama Islam Dan Adat Istiadat Melayu Perlis
web portal. Other than web portal, En. Irshaduddin will upload those photos into social
media which Facebook. It is to expose and share daily activities, programs and events in

MAIPs.

Figure 3.18: Become a
Pphotographer for a program
“Multaqa Pendakwah

MAIPs 2018 and other

program
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3.2.10 Slide Show for Program

Majlis Agama Islam Dan Adat Istiadat Melayu Perlis always have their own programs and
events. So, a trainee need to make a slide show for those program. Every week on Friday
MAIPs have “Program Hijrah Minda Bersama DYMM Tuanku Raja Perlis” so a trainee
need to complete a slide for Friday sermon. Commonly, En. Irshaduddin will give a topic
and contents then a trainee just copy and paste into slide. Other than that, MAIPs also held
another program which is “Majlis Aspresiasi Perkhidmatan Cemerlang Jabatan-jabatan
Dan Agensi-agensi Majlis Agama Islam Dan Adat Istiadat Melayu Perlis”. Figure 3.19

shows the slide show created by a trainee for the program.
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Figure 3.19: A slide show for APC

3.2.11 Prepare and Setup ICT Equipment for Program

Afterwards, ICT Unit has a responsibilities to ensure all the equipment for program are
required and need to setup all those equipment if get a request from CEO or other party.

Of course a trainee had involved in the preparation and setup all the requirement. Usually,
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when a program outside from the building, the staffs and a trainee will go and setup the
equipment. For five (5) months a trainee in MAIPs, she was involved in many preparations
and setup the ICT equipment such as “Anugerah Perkhidmatan Cemerlang (APC)
Jabatan-jabatan Dan Agensi-agensi Majlis Agama Islam Dan Adat Istiadat Melayu
Perlis”, “Mesyuarat Majlis Agama Islam Dan Adat Istiadat Melayu Perlis Bil 2/2018”

and “Program Ihya Ramadha Keluarga MAIPs”.

Besides, a trainee also was responsible to ensure the use of MAIPs laptop under control.
For staff who are willing to borrow the laptop from MAIPs they must write down the date,
name, and sign at the KEW-PA 9 form. If the form not complete a trainee need to find the

staff and ask them to complete the form.

3.2.12 Update, Archives and Delete News in MAIPs Portal

Next, a trainee got an experienced where she need to update, archives and delete the news
in the MAIPs portal. The trainee will update the news when Pn.Azyyati ask for help. Pn.
Azyyati will hand the news from BERNAMA or any other resource then a trainee need to
login the portal as an admin first then just copy and paste the news into the box given.
Figure 3.20 below shows the modules and menus, so the trainee can choose what she want

to do either to update, archives or delete the news.
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Beside update, a trainee also need to archives previous news in the web portal. Normally,
the news after three (3) months will be placed in the archived will the news in archives will
be deleted after a year. However, before a trainee delete those news, a trainee need to make
a backup where she need to copy all the news and paste in the Microsoft Words. After
backup the news can be deleted from the archives in MAIPs portal. Figures below is a bout

the steps on how a trainee archives and delete the news in MAIPs portal.

't
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Figure 3.20: A module in MAIPs Web Portal

3.2.13 Microsoft Tutor

Naturally, Microsoft is a basic software in computer so each staff must know how to use
it. However, in MAIPs there still have a few staffs who are still cannot use the Microsoft
passively especially in using Microsoft Excel. Normally, the staff do not know how to use
the formula in the Microsoft Excel for the auto calculation. By using the formula in
Microsoft Excel, the staff can save their time in completing their task. So, the trainee
willing to help and give them a tutor on how to use the formula and make the auto

calculation in the Microsoft Excel.
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3.2.14 Fax

The Administrative Unit is the same floor with ICT Unit, so if there need a power to support
their tasks, the trainee need to help them. For admin activity the trainee are requested to
fax some correspondence or invitation for a program to other organization, company or
agency. If a program around the corner, the trainee will be busy too to fax a correspondence
and invitation correspondence. By using fax machine as a medium of post it may save a
time and the other side can get the information early and give a respond to the question

quickly.

3.2.15 Photostat

The trainee also was responsible to make a photocopies if she get a request from a staff in
MAIPs. There have a plenty copies of cheques, cheques registration log book,
correspondences, receipt, minutes of meeting, etc. A few day before a trainee of her
industrial training, the trainee was teach a new internship student on how to use a Photostat

machine, how to zoom in or zoom out the copies and how to make two (2) sides of copies.
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3.2.16 Handle an Operator

Then, the trainee need to become an operator. Through this activity, the trainee can gain
her experience in customer service field or other related field in the industry. The trainee
task as an operator not for full time, it is just for a temporary of the whole day in a
meantime. It is because the staff in-charge need to go for medical check-up and sometimes
she take a leaves. Since the trainee be the operator, she received a lot of differences caller

so from there, the trainee learnt on how to handle the customer patiently and smartly.

3.2.16 Download List of Zakat Report

Zakat report was be stored in the Zakat system in the server. So, if anybody request for the
report details a trainee or staff can download directly from the SPMB under module Akaun.
En. Irshaduddin was asked a trainee help him to download list of zakat report from January
2017 until December 2017. Those report need to send to Pn. Arniza from Jabatan Akauntan

Negeri Perlis. To download monthly report it take at least thirty (30) minutes to complete
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the download. If in office has network problem it may take a long time to download the
report. After download those report a trainee need to save a file into pdf. So, to make it
easily a trainee use Win2PDF software. Figures below is about the step to download the

list of zakat report from SPMB.
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Figure 3.22: The interface of Sistem Perakaunan & Belanjawan

3.4 Special Project
3.4.1 Introduction of the system

Special project is a main task for each trainee to compete it before end of the industrial
training. The trainee need to make a user manual for a new system in MAIPs which is
“Sistem Stor MAIPs”. This system has been developed by the Technology Unit from
University of Malaysia Perlis (UniMAP). Based on En.Irshaduddin, this system take one
(1) and a half year to finish the system completely. Sistem Stor MAIPs has been launched
on 26" February 2018 and the trainee need to give a demonstration for this system to the

MAIPs community.

39



Mailis Agzama tslam Dan Adat istiadat Melayu Perlis {MAIPs)

SISTEM STOR MAIPs
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Figure 3.23: The interface of the Sistem Stor MAIPs

3.4.2 Level of Access

Next, Sistem Stor MAIPs have four (4) difference users which are Pentadbir Sistem,
Pengesah Stor, Pentadbir Stor, Pemohon and Pelulus. These level of users have difference

access. Table 3.1 below shows the different level of access for the Sistem Stor MAIPs.
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PENTADBIR SISTEM

PENGESAH STOR

PENTADBIR STOR

PEMOHON

PELULUS

PENTADBIRAN_SENARAI
PENGGUNA

BEKALAN & KAWALAN_KUMP
STOK

BEKALAN & KAWALAN_UNIT
PENGUKURAN

BEKALAN & KAWALAN_LOKASI
STOK

BEKALAN &
KAWALAN_BARANG
STANDARD

BEKALAN & KAWALAN_KAD
STOK

PENERIMAAN_SENARAI
PEMBEKAL

PENERIMAAN_TERIMA DARI
PEMBEKAL

PENERIMAAN_REKOD
PENERIMAAN

PENERIMAAN_PENGESAHAN
PENERIMA

PERMOHONAN_KATALOG
STOK
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PERMOHONAN_PERMOHONAN
STOK / / /
' PERMOHONAN_STATUS o - |
PERMOHONAN / / /
PERMOHONAN_PERMOHONAN
MENUNGGU KELULUSAN / / /
PENGELUARAN_PENGESAHAN
PENGELUARAN / / /
LAPORAN_KEW-PS:3
- / / /
KEW-PS:13
/ / /
LAPORAN_LAPORAN
PERMOHONAN ENGIKUT / / /
PENGGUNA

Table 3.1: The differences level of user access
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3.4.3 User Manual for Sistem Stor MAIPs

The trainee has been created a user manual for difference levels of user and access. The

user manual for this system, trainee had attached in Appendices.

3.4.3 Recommendation for Future Improvement

The trainee has a few recommendations for the future improvement of the Sistem Stor
MAIPs. First of all, the trainee would like to recommend the admin of the system need
to make a difference user manual based on the level of access. For instance, when the
Pemohon enter to the system he/she can refer to the user manual Pemohon only. This is

because, right now all the level of users can refer to the same user manual.

Secondly, the trainee would like to suggest to the system developer to add more function
where the Pelulus, Pentadbir Stor and Pengesah Stor will receives the notifications of
the stock request or any other activities which need the approval. Based on the current
system, the Pentadbir Stor was complained that they need to enter the system every time
to look if there have any stock request from the Pemohon. So, when they are receive the
notification through e-Mail, Whatsapp or message for the stock request they can approve

the request quickly.

Lastly, this system also need to make improvement in term of stock auto-calculation.

By using this current system, the Pentadbir Stor need to calculate the stock by using a
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manual method. For example, Pn. Hafiza will receives the arrival stock in MAIPs so
before she need to insert the data about the ring files in the system Pn. Hafiza need to
calculate by herself how many the ring file in the one (1) carton. After she get the
amount of all the ring files, she will insert the amount into the system. To make her
works goes well, the developer need to add the function where Pn.Hafiza just insert the
amount of a carton then the system will calculate how many the total of the ring files

from these cartons.
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CHAPTER 4: CONCLUSIONS

4.0 Conclusion

The industrial training activities and tasks were mainly to enable a trainee acquire practical skills
and link the lesson theory to practice in the industry so as to meet the labour market needs. Besides,
the trainee been able to gain the practical skills and knowledge through informal learning in
organization. Through this industrial training, the trainee would be understand on how the real

industry was work.

For five (5) months the trainee goes to industrial training in Majlis Agama Islam Dan Adat Istiadat
Melayu Perlis (MAIPs) under ICT Unit but the trainee also need to do another tasks and activities
from another Unit such as Administrative Unit and Zakat Unit. Besides, the trainee had learnt a lot
of new things in the industry in term of work tasks, goods employee personality and how to handle

the matters and come out with the good decision to resolve the matters.

The industrial training can be an eye-opener to how the real industry was work. Through what the
experiences the trainee got from her industrial training, it shows the practicum course manages to
teach the trainee different management skills, hard and soft skills that cannot be learned in the
classroom. Besides, it also can help the trainee to make an improvement in terms of skills such as
communication skills, abilities to work wunder-stress skills, decision making skills, time

management skills, and self-esteem skills.
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4.1 Application of Knowledge, Skills and Experience
4.1.1 Application of Knowledge
During the trainee industrial trainee, she has applied a lot of knowledge that she was learnt
during her diploma and degree. From the theory lesson during study, the trainee can applied
those knowledge into practical task. So, the trainee can use a short time to complete the

task from a supervisor, ICT Unit staff and other employees in MAIPs.

a) Communication Skills for Information Professionals (IMD121)
Firstly, the trainee has been applied the knowledge from the subject Communication
Skills for Information Professionals (IMD121). This subject was learnt during diploma
in semester two (2). The trainece has been used this knowledge when she need to
communicate with various level people in MAIPs such as the MAIPs stakeholders,
customers and staffs. Not only the language she need to take care, verbal and non-
verbal language also the trainee to know how to use it rightly. For example, when the
trainee need to stay at the zakat counter and she has received the deaf customer, she
need to use the body language. Even though the trainee do not know the sign language,

she need to try hard to use the body language to communicate with the customer.

b) Electronic Publishing (IMD214)
Secondly, for the subject Electronic Publishing (IMD214) in semester three (3) the

trainee has used her skill in designing to design the banner, book cover and invitation
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card during her industrial training. The trainee can use the Adobe Photoshop and Adobe

Illustrator to complete the design.

Technical Support Services and Maintenance For Information Agencies (IMD222)

Thirdly, in trainee semester four (4) during her study, the trainee was learned the
subject Technical Support Services and Maintenance for Information Agencies
(IMD222). This subject is more to the practical task and it is about the computer
maintenance and make a network cabling. So, during industrial training the trainee was
applied all of those knowledge and skills to complete the tasks from the supervisor and
staffs in ICT Unit itself. Most of the activities in MAIPs will related to this course such
as the trainee needs to format a computer or laptop, make a network cable, troubleshoot

the device and setup the new computer and ICT equipment.

Extension Services for Information Agencies (IMD314)

Fourth, under the subject Extension Services for Information Agencies (IMD314) the
trainee was applied when the trainee need to participate in the programs and events in
MAIPs. In this subject the trainee was learnt about how to handle a program or event
correctly and smoothly. So, the trainee was applied those knowledge and skills in

MAIPs. It is because MAIPs always have a programs with their agencies.

Data Server Operational and Services (IMS506)
Last but not least, for the degree subject the trainee was applied the knowledge that she

has under subject Data Server Operational and Services (IMS506). For this subject the

48



Maijlis Agama Islam Dan Adat Istiadat Melayu Perlis (MA1Ps)

trainee was learnt about everything about the data center such as types of rooms in the
data center, require equipment in data center, security in data center and management
of the server. So, in MAIPs the trainee got the chanced on how to restart the server and

need to make a backup for the data information from the server.

4.1.2 Skills Gained

a) Communication Skill

During the industrial training in Majlis Agama Islam Dan Adat Istiadat Melayu Perlis
(MAIPs), the trainee has been discovered a few knowledge and gain the experience and
skills in communication skills. This is because the trainee need to communicate a lot with
level of people cither it is formal or informal communication. For instance, the trainee need
to communicate with DYMM Tuanku Raja Perlis in the event or program, communicate
with the poor people who are received the welfare from MAIPs, and communicate with

educational people.

When the trainee need to become an operator, the trainee automatically has learnt on how
to handle and communicate with a caller where each callers have differences attitudes and
perception towards the operator. Besides, this activity also help the trainee to gain the skills
on how to communicate with people through phone call. Hopefully, the trainee can make
a lot of improvement in this communication skills from what she got and learnt from her

activity during industrial trainee.
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b) Abilities to Work Under-Stress

Furthermore, in the industrial training, it can teach the trainee on how to control the
emotion, mental and physical. In industry, the trainee can understand on how the employee
works on their tasks given. Sometimes, the trainee was faced difficult time where the
trainee need to treat an annoying customer either at the counter or just through phone call.
Usually, when the trainee need to be at the zakat counter for receive and give the applicants
from the poor people. Those people have different of characters, so when a trainee received

an arrogance customer, she need to control her emotion to deal with.

c¢) Time Management Skill

Time management skill is a required skills in the industry. Through this industrial training
the trainee can improve her skill to be better in future. During industrial training, the trainee
was received multi-tasking task such as the trainee need to receive a call (operator), design
a banner for a MAIPs program, and need to troubleshoot network printer device at PC
En.Zulkiflee from Wakaf and Real Estate Department so the trainee need to think how to
manage the time to complete everything in a day. Through this experience it was teach the

trainee to be more discipline in managing her time.

e) Self-Motivation Skills

During industrial training in MAIPs, the trainee was improve her self-motivation skill from
time-to-time. This is because in MAIPs every morning before they start the work, all the
employees need to gather in the meeting room to recite the Al-Quran and listen to short

talk and advice. From this activity, the trainee was realized about the lack of her attitudes
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and habit so she can make the improvement to herself. Besides, most of the program in
MAIPs will come out with the positive vibes to their employees, participators, and
everyone. The programs like “Kayuhan MAIPs Peduli”, “Multaga Pendakwah MAIPs”,

etc. Those program can build the trainee self-esteem and self-confidence.

4.2 Personal Thought and Opinion

Based on the trainee personal thought industrial training very needed to the last semester students.
It is because through industrial training the trainee can develop and make an improvement to her
future profession. Besides, industrial training also can introduce the real world of working in the
industry before the trainee end of her study. So, for sure the trainee will be more ready to face the

challenges and obstacles when she was enter the industry later.

During industrial training the trainee feels the MAIPs was provides a lot of opportunities and too
supportive to each other. The work environment in MAIPs is like live with family because all the
staffs be supportive to each other and friendly. The real purpose for the trainee complete the
industrial training is to gain knowledge, improve the skills and gain more experience in the
industry. So, by chosen Majlis Agama Islam Dan Adat Istiadat Melayu Perlis, there has been

achieved the trainee purpose.

4.3 Lesson Learnt
During the industrial training, the trainee has learnt to be more discipline, punctual and has an
improvement in many skills and knowledge. Being working surrounding, the trainee has learnt

how to commit with time rightly even the trainee was received multiple task and she can do it
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under stress. The trainee can completing all the tasks and works on time before the due date given
from the supervisor or staff. MAIPs has exposed the trainee on many new field of knowledges and

had a chance to the trainee to apply what has been taught throughout five (5) years study.

Besides, the trainee also has made realized to the trainee for real world working environment
obviously different from what the trainee has learnt in classes. This had given the trainee a chance
to develop more practical skills by the trainee efforts itself. The industrial training program was
definitely beneficial for the trainee. Majlis Agama Islam Dan Adat Istiadat Melayu Perlis was
involved with many efforts in helping community around, cooperation between other departments,

work practices that rely on stablishing the system standards and based on the defined core.

Clearly, the trainee knows and get experiencing in work, learn how to communicate with the

different staff members and learn how to solve problems faced in the workplace.

4.4 Limitations and Recommendations

Each organization has their own limitations. So, each limitations the trainee come out with some
relevant suggestion. The first limitations in MAIPs is the organization lack of the employees.
Majlis Agama Islam Dan Adat Istiadat Melayu Perlis is one of the empowering organisation but
there only have fifty-five (55) employees including the Chief Executive Officer. Sometimes, some
employees need to do the other position task such as a cleaner need to make the admin staffs even
those task not include in the grant. Therefore, the MAIPs needs to hire more employees to ensure

the operation and activities in MAIPs be more clear, smooth and systematic.
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Then, ICT Unit lack the ICT equipment. Every months MAIPs have their big event and program.
Unfortunately, the ICT Unit was failed to prepare the complete equipment like PA system and
speaker. During the program or event, MAIPs need to look for the equipment sometimes there just
rent the equipment and borrow from their agencies. Hence, MAIPs need to buy the new equipment
and the trainee pretty sure by buying and have a complete equipment, MAIPs does not have loss

anything but it can help to smooth the preparation of program or event.

Lastly, in MAIPs there still have a lot senior staffs. So, there have a few staffs who are lack in
terms of the knowledge and skills in the using software and hardware especially using a Microsoft
Excel. Some staffs still do not know how to make auto-calculation in the Microsoft Excel by using
a given formula in the software. So, the trainee suggest the ICT Unit needs to aware about this
matter and make a seminar or training to keep gaining the staffs knowledge and skill in using the

software and aware to their problem with hardware and devices.
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

TANDATANGAN PEGAWAI

PERIHAL STOK STOR DAN TARIKH

1 1 AB 001 | BUKU FULLSCAP (BUKU KULIT TEBAL) - 400 M/SURAT ‘

2 2 AB 002 | BUKU FULLSCAP (BUKU KULIT TEBAL) - 300 M/SURAT |

3 | 3 AB 003 | BUKU DAFTAR CUTI

4 | 4 AB 004 | BUKU DAFTAR SURAT MENYURAT |
5 164 | ABOOS5 | BUKU DESPATCH

6 201 | AB 006 | BUKU KUARTO

7 215 | AB 007 | BUKU REKOD PERKHIDMATAN

8 5 AC 001 | PEMADAM

' 9 | 165 | AC 017 | PEMADAM WHITE BOARD
| 10 | 6 | AC002 | LIQUID PAPER

11 AC 003 | GLUE STICK

12 AC 004 | GAM

13 | 9 | AC 005 | SELLOTAPE

14 | 166 | ACO015 | OPT TAPE (APOLLO TAPE)
15 | 202 | AC018 | OPP TAPE

16 | 10 | ACO006 |BINDING TAPE (HITAM)
17 | 11 | AC007 | BINDING TAPE (MERAH)
18 | 167 | AC016 | BINDING TAPE (BIRU)

19 | 12 | AC008 | MASKING TAPE

20 | 13 | ACO009 | DOUBLE SIDED TAPE (NIPIS)
21 | 14 | ACO010 |TALI FAIL

22 | 15 | ACO011 | TALlI HIJAU

23 | 16 | ACO012 | REINFORCEMENT RINGS

24 | 17 | AC013 | DATER STAMP

| 25 | 168 | ACO14 | RECEIVED + DATE STAMP

~

co

26 18 AD 001 | STAPLER HD 10 (KECIL)
27 19 AD 002 | STAPLER HD 50 (BESAR)
28 20 AD 003 | LONG ARM STAPLER
29 | 21 AD 004 | DAWAI KOKOT NO. 10 (KECIL)
| 30 22 AD 005 | DAWAI KOKOT NO.3 (BESAR)
31 23 AD 006 | DAWA] KOKOT (SIZE: 12mm x 8mm)
32 24 | AD 007 | GUNTING
33 | 25 AD 008 | PISAU
34 26 AD 009 | MATA PISAU
| 35 27 AD 010 | GUNTACKER
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

TANDATANGAN PEGAWAI

PERIHAL STOK STOR DAN TARIKH

36 | 169 | AD 015 | CALCULATOR

37 | 170 | AD 016 | CASH BOX

| 38 | 171 | AD 017 | PENGASAH PENSIL

39 | 172 | AD 018 | PENGHADANG BUKU

40 | 28 | ADO11 | PUNCH (2 HOLE)

41 | 29 | AD012 |PUNCH (1 HOLE)

42 | 30 | ADO13 | MAPPIN

43 | 31 | ADO014 |KLIP KERTAS KECIL (THREE GEESE)
| 44 | 203 | AD 021 | KLIP KERTAS BESAR (GERM)
45 | 204 | AD022 | KLIP KERTAS BESAR (50 MM)
46 | 32 | AD015 | BINDER CLIP (19 MM)

47 | 173 | AD 016 | BINDER CLIP (25 MM)

48 | 174 | AD017 | BINDER CLIP (31 MM)

49 | 175 | AD018 | BINDER CLIP (32 MM)

50 | 176 | AD 019 | BINDER CLIP (41 MM)

51 | 177 | AD020 | BINDER CLIP (51 MM)

52 | 33 | AF001 |STAMP PAD (BIRU) _|_
53 | 34 | AF002 |STAMP PAD (MERAH)
54 | 178 | AF 006 | STAMP PAD (KOSONG)
55 | 35 | AF003 |INKSTAMP PAD (BIRU)

56 | 36 | AF004 |INKSTAMPPAD (MERAH)
57 | 37 | AF005 |INKSTAMP PAD (HITAM)

58 38 AG 001 | BATERI AAA ENERGIZER
59 39 AG 002 | BATERI AA ENERGIZER

60 | 40 | AK001 | KULIT FAIL PUTIH

61 | 41 | AK002 | KULIT FAIL HIJAU (SULIT)

62 | 42 | AKO003 | SAMPUL KECIL

63 | 43 | AK004 | CLEAR HOLDER

64 | 44 | AKO0O05 |FAILPVC (MANAGEMENT FAIL)
65 | 45 | AKO0O06 | RING FILE 2D - 40MM (PUTIH) _
66 | 46 | AKO007 |RING FILE 2D - 25MM (PUTIH) !
67 | 218 | AKO012 | RING FILE 2D - 50MM (PUTIH) _‘ ‘
68 | 205 | AKO11 |RING FILE 2D - 65MM (PUTIH) [
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

TANDATANGAN PEGAWAI

PERIHAL STOK STOR DAN TARIKH

69 47 AK Q008 | LEVEL ARCH FILE 3”
70 179 | AK 010 | LEVEL ARCH FILE 2”
71 48 AK 009 | VOUCHER FILE 3”

72 | 49 | AL001 | COMMON SEAL _,
73 | 50 | AL002 | KERTAS KARBON _[
74 | 51 | AL0O03 | PLASTIC LAMINATING SIZE A3 |
75 | 52 | AL0OO4 | PLASTIC LAMINATING SIZE A4 |
76 | 53 | AM 001 | MAGNETIC

77 | 54 | AM 002 | STICK NOTES

78 | 55 | AMO003 | TYPE WRITER RIBBON (NYLON)

' 79 | 56 | AP001 | PEN HITAM

80 | 57 | AP002 | PEN MERAH

| 81 | 180 | AP012 | PEN BIRU

| 82 | 216 | AP013 | PEN HUJAU

83 | 58 | AP003 | PEN YOSOGO (70) (PERMANENT MARKER)
84 | 59 | AP004 | PEN ARTLINE (700) (PERMANENT MARKER)
85 | 60 | AP005 | PEN ARTLINE (90)  (PERMANENT MARKER)
86 | 61 | AP006 | PEN ARTLINE (500 A) (WHITEBOARD MARKER)
87 | 62 | AP007 | PEN HIGHLIGHT

88 | 63 | AP00S | PENSIL

89 | 64 | AP009 | PEMBARIS PLASTIK (30 CM)

90 | 65 | AP010 | PEMBARIS BES! (30 M)

91 | 66 | APO11 | PEMBARIS BESI (15 CM)

i 92 67 AR 001 | RING BINDING COM SAIZ 8 mm
| 93 206 | AR0O8 | RING BINDING COM SAIZ 10 mm
94 68 AR 002 | RING BINDING COM SAIZ 12 mm
895 69 AR 003 | RING BINDING COM SAIZ 14 mm
96 70 AR 004 | RING BINDING COM SAIZ 16 mm
97 71 AR 005 | RING BINDING COM SAIZ 18 mm
98 | 72 AR 006 | RING BINDING COM SAIZ 20 mm
99 | 73 AR 007 | RING BINDING COM SAIZ 22 mm
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

NO. NO. TANDATANGAN PEGAWAI

KAD  KOD PERIHAL STOK STOR DAN TARIKH
100 | 74 | BKOO1 | LETTERHEAD

le 75 | BK002 | KERTAS MINIT

1102 | 76 | BK0O3 | KERTAS STICKER
103 | 77 | BK0O4 | KERTAS INDEX DIVIDER
104 | 78 | BKO0OS | KERTAS SMIL
105 | 79 | BKO0O6 | KERTAS KULIT DEPAN
106 | 80 | BK0O7 | KERTAS DRAWING ,
107 | 81 | BK0O8 | KERTAS MESIN KIRA
108 | 82 | BKOOS | KERTAS PHOTOSTAT A3 - 80 GSM (PUTIH)
109 | 83 | BKO10 | KERTAS PHOTOSTAT A4 - 80 GSM (PUTIH)

110 | 84 | BKO1l | KERTAS A4- 80 GSM (WARNA BIRU)

111 | 85 | BK012 | KERTAS A4- 80 GSM {WARNA HIJAU)

112 | 86 | BK013 | KERTAS A4 - 80 GSM (WARNA LAVENDER/PURPLE)
| 113 | 87 | BK014 | KERTAS A4 - 80 GSM (WARNA PEACH)

' 114 | 88 | BK015 | KERTAS A4- 80 GSM (WARNA SAFFRON)

| 115 | 89 | BKO016 | KERTAS A4 - 80 GSM (WARNA PINK)

116 | 90 | BK017 | KERTAS A4- 80 GSM (WARNA IVORY)

117 | 91 | BKO018 | KERTAS A4- 80 GSM (WARNA KUNING)

118 | 92 | BK019 | KERTAS A4- 80 GSM (WARNA GOLD)

119 | 93 | BK020 | KERTAS A4- 80 GSM (WARNA LIME/LEMON)
120 | 94 | BK021 | KERTAS A4- 80 GSM (WARNA TURQUOSE)
121 | 207 | BK039 | KERTAS A4- 80 GSM (WARNA DARK BLUE)
122 | 208 | BK040 | KERTAS A4- 80 GSM (WARNA CYBER RED)
123 | 209 | BK04L | KERTAS Ad- 80 GSM (WARNA RED)

124 | 217 | BK043 | KERTAS A4—80GSM (WARNA CYBER PURPLE/
' DEEP PURPLE)

125 | 95 | BK022 | 2 SHEET CARD - 120 GSM (WARNA SAFFRON)
126 | 96 | BK023 | 2 SHEET CARD - 120 GSM (WARNA CYBER YELLOW/
CREAM/IVORY)

127 | 97 | BK024 | 2 SHEET CARD - 120 GSM (WARNA LEMON)

128 | 98 | BK025 | 2 SHEET CARD - 120 GSM (WARNA RED)
1129 | 99 | BK026 | 2 SHEET CARD - 120 GSM (WARNA GOLD)
130 | 100 | BK027 |2 SHEET CARD - 120 GSM (WARNA CYBER GREEN)
131 | 101 | BK028 |2 SHEET CARD - 120 GSM (WARNA CYBER PINK)
132 | 102 | BK029 | 2 SHEET CARD - 120 GSM (WARNA PURPLE)
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stior 61)

TANDATANGAN PEGAWAI

PERIHAL STOK STOR DAN TARIKH

| 133 | 103 | BK030 |2 SHEET CARD - 120 GSM (WARNA PINK)

| 134 | 104 | BKO031 | 2 SHEET CARD - 120 GSM (WARNA BLUE)

| 135 | 105 | BK032 |2 SHEET CARD - 120 GSM (WARNA SALMON/PEACH)
136 | 106 | BK033 |2 SHEET CARD - 120 GSM (WARNA L.T YELLOW/

YELLOW)
137 | 107 | BK034 |2 SHEET CARD - 120 GSM (WARNA DEEP BROWN)
138 | 108 | BK035 |2 SHEET CARD - 120 GSM (WARNA HIJAU/LAGOON)
139 | 109 | BK036 |2 SHEET CARD - 120 GSM (WARNA DARK GREEN/
PARROT)

140 | 213 | BK042 |2 SHEET CARD - 120 GSM (WARNA TURQUOISE)
141 | 110 | BK037 | KERTAS KAD LASER — 230 GSM (PUTIH)
142 | 181 | BK038 | KERTAS GAMBAR
143 | 111 | €CS001 | SAMPUL SURAT 4.5” x 9.5” (XTINGKAP) -LOGO
144 | 112 | CS002 |SAMPUL SURAT 4.5" x 9.5" (TINGKAP) - LOGO
145 | 113 | CS003 | SAMPUL SURAT 4.5" x 9.5” (SUMBANGAN) -LOGO
146 | 114 | CS004 | SAMPUL SURAT 18 x 14 (COKLAT)
147 | 115 | CS005 | SAMPUL SURAT 9”x 12%” (A4)  -LOGO |
148 | 116 | CS006 | SAMPULSURAT 9”x 12%” (A4) = -PUTIH |
149 | 117 | CS007 | SAMPULSURAT 9”x 12%” (A4) - COKLAT :
150 | 118 | CS008 |SAMPULSURAT 9”x 6% (% A4) -LOGO
151 | 119 | CS009 |SAMPULSURAT 9”x 6% (% A4) -PUTIH
152 | 194 | CS010 |SAMPULSURAT 9”x 6% (% A4) - COKLAT
153 | 195 | CS011 |SAMPULSURAT 12”x 16  (A3)  -LOGO
154 | 196 | CS012 |SAMPULSURAT 12”x 16  (A3) - PUTIH
155 | 210 | CS013 |SAMPULSURAT 12”x 16  (A3) - COKLAT
156 | 120 | DT001 | COVER SWIL
157 | 121 | DT 002 | DOKUMENT TRAY
158 | 122 | DT003 | KAD PERAKAM WAKTU
159 | 123 | IK001 | CANON - 328
160 | 124 | IK002 | CANON - 325
161 | 125 | [K003 | CANON - 312
162 | 126 | IK004 | HP - 85A
163 | 127 | IK005 |HP - 35A
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

TANDATANGAN PEGAWAI
PERIHAL STOK STOR DAN TARIKH
| 164 | 128 | 1K006 | CANON PIXMA (HITAM) - 740
| 165 | 129 | K007 | CANONPIXMA (WARNA) - 741
166 | 130 | IK008 |HP (HITAM) - 704
167 | 131 | K009 | HP (WARNA) - 704

168 | 132 [K010 | EPSON RIBBON CARTRIDGE

e 1Q2090/2090 C/2090 H
169 | 214 IK011 | TONER COMPATIBLE

170 | 133 | KB0O1 | BAKUL SAMPAH PLASTIK

171 | 134 | KB 002 | PENYAPU

172 | 135 | KBOO3 | MOP

173 | 136 | KBO0O4 | TISU GULUNG (KECIL)

174 | 137 | KB0O5 | MULTIFOLD PAPER TOWER

175 | 138 | KBOO6 | PLASTIK SAMPAH HITAM :18”x21” (KECIL)
| 176 | 139 | KBOO7 | PLASTIK SAMPAH HITAM :28” x35” (KECIL)
177 | 140 | KB 008 | PLASTIK SAMPAH HITAM :31”x37” (BESAR)
178 | 141 | KB 009 | ALAS KAK! (KAIN)

179 | 142 | KBO10 | AMBIPUR SPRAY (275 G)

180 | 143 | KBO011 | LIFEBUOY (HAND WASH - 200 ML)

181 | 144 | KB012 | AMBI PUR SCENTED GEL

182 | 145 | KB 013 | AJAX FABULOSO/SABUN PENCUCI LANTAI)
183 | 146 | KB 014 | KAYU BATANG MOP

184 | 147 | KB 015 | KIWI CLEAN - GLASS CLEANER/SABUN CUCI CERMIN
185 | 148 | KB 016 | HARPIC/SABUN CUCI TANDAS

186 | 149 | KB017 | CLOROX

187 | 150 | KB 018 | UBAT GEGAT

188 | 151 | KB 019 | SELIPAR

189 | 152 | KB 020 | KIWI KLEEN CISTERN BLOO (2 X 50G)

190 | 153 | KB 021 | AMBITEC M.FRESH VELVET (4.5ML)

191 | 154 | KB022 | LIFEBUOY BODY WASH REFILL

192 | 155 | KB 023 | AMBI PUR AUTO SPRAY (250 ML)

193 | 156 | KB 024 | TISU GULUNG BESAR

194 | 157 | KB 025 |SABUN MANDI LUX (KECIL)

195 | 158 | KB 026 | BERUS SANGGUL

196 | 159 | KB 027 | BEKAS PERAH MOP

197 | 160 |-'KB 028 | SABUN SUNLIGHT

| 198 | 161 | KB029 | AMBI PUR LIQUID FRESH (5.5 ML)
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SENARAI DAFTAR KAD KAWALAN STOK

(Tatacara Pengurusan Stor 61)

TANDATANGAN PEGAWAI

PERIHAL STOK STOR DAN TARIKH-
199 | 162 | KB030 | PENYODOK SAMPAH (CAM)

200 | 163 | KB031 | SABUN SERBUK

201 | 219 | KB032 | KAIN/BULU MOP

202 | 220 | KB 033 | BERUS TANDAS

203 | 221 | KB034 | CUCI CERMIN

204 | 222 | KB0O35 | KAIN CUCI CERMIN
205 | 223 | KBO36 | KAIN CUCI SINKI

206 | 224 | KBO037 | BATANG CUCI CERMIN

207 | 182 M 001 | RESIT RASMI '
208 | 183 M 002 | BORANG KEBENARAN POTONGAN ZAKAT GAJI

209 | 184 M 003 | BORANG PERMOHONAN BANTUAN ZAKAT (KUNING)
210 | 185 M 004 | FAIL BORANG PERMOHONAN (COKLAT)

211 | 186 M 005 | BORANG RAWATAN PERUBATAN

212 | 197 M 006 | BORANG BANTUAN ZAKAT KECEMASAN

213 | 187 | NO0O1 | PLAK

214 | 188 | NOO2 | VELVET

215 | 189 | NO0O3 | SAMPUL DUIT RAYA
1216 | 190 | NO004 | KALENDAR

217 | 191 | NOO5 | TAQWIM

218 | 192 | NOO6 | BUKU HARIAN RASMI
219 | 193 | NOO7 | PLANNER

220 | 211 | NO1l | BUKUNOTA

| 221 | 198 | NOO8 | PAPER BAG A3

222 | 199 | NOO9 | PAPER BAG A4

223 | 200 | NO10 | PAYUNG

224 | 212 | NO12 | KUPON FITRAH
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1) Pengurusan Akaun Pengguna : AQ NN

a) Tambah, Kemaskini dan Hapus Akaun Pengguna.

a8 7 A
g {Q @ Sistem Stor MAIPs @}
A\ (V/'f s

W
P e =)

1)Klik untuk
f o - Eotalan & Kagalan Berer Diaan - o R ap ta m ba h

{ entries 7 2)Klik untuk

SENARAI PERGGUNA SISTEM | kemaskini

¥
£ TAHAP R nd
BIL NAMA NO KP JAWATAN BAHAGIAN USERNAME CAPAIAN STATD wb’i\
: O
/ 1. AZUL AFZAL BN FERGLUNG PEGAWAL UNIT TEKHOLOGE sz PENTADBIR SISTEM  AKTIF 7 ] N
ABOULLATIF SIGTEM MEKLUSAT MAKLUMAT, MATPs N
/‘
. ATATIBINT FEMBANTU TADBIR T TERROLOG At PENTAZBIR SISTEM  AXTIF ¥
ABDLLAZIZ MARUSHAT, MALPS
2 MOMAMMAD KETU8 UNITIST UNIT TERKTAOGE i
IRSHADUODIN eI MAKLUMAT, MAIF 3)Kl|k untuk padam
JASRINIZAR

b) Mengemaskini Imej Tandatangan
i) Klik icon seperti dibawah

SENARAI PENGGUNA SISTEM
(o] s
& TAHAP
BIL NAMA NO P JAWATAR BAHAGIAN USERNAME CAPAIAN STATUS
e g e - B e Fenr . LENTANETD €I = -5
1 ATBU, AFZAL BN FENDLONS PEGAWAL UhITYERNGLCE! 2zl PENTADEIR SISTEM AT 4 [ =
ASDULLATIF STETEM MAKLUMAT MAKLLMET, M2TFs

ii) Pilihimej tandangan dan proses

REMASKINL IMET TANDATANGAN

IHMES TANDATANGAN

6 o CV S ~len

Page 2
Y i,



PANDUAN PENGGUNA SISTEM STOR MAIPs PEMTA DBIR ST ¢

W

. 4 X
2) Proses Perekodan Stok : W%

a) Mengemaskini Suku Semasa ~
i) Klik icon seperti dibawah

-
* SENARAI SUKU TAHUHN (DIKEMASKINI SETTAP AWAL SUKU)
Bl SURUTABUN STATUS v :
L 25163 B, KAH SEHASA s ' e
z LN BLAN SEMASS i
3 BLUAR SEMAGE @
4 - cormana ) K
5. v cETERLELYE . “/
& 0172 BUAN SEMA52 S
2 20173 ukan sEaga # s
2 20173 BLnA ucsd.,.s" Ve
$ 20861 BRAN S —'4.\ 2N / 4
10 20162 B\.ﬁ-ﬁ{.\ms‘- y 4 g
1. 23183 /E{;mnsmhsa. / rd
12, 201503 / BURAN SEASA / ry
/
/
ii) Setsuku semasa dengan memlllh STATUS -,SEI\/IASA dan PROSES
* KEHASKINI SUKU TAHUN 5 ,’
SUKU TAHUN EAES)
N /
e / SEMASA v
/7

’_;e L]

s

/
Fn X"/
iii) Set suku se};eru Xny /denga n'memilih STATUS = SETERUSNYA dan PROSES

KEMASKINL SUKU TA;}:JN
7
SUKU TAHUN /’ 5171
7

STATUS / )

/ SETERUSNYA A

Fe

/ /
I fenbol
£7 o 7

M~
Page 3
s



" PANDUAN PENGGUNA SISTEM STOR MAIPs

gaGN . BLLALAN A il prA

b) Tambah, Kemaskini dan Hapus Kumpulan Stok

SENARAL KUMPULAN STOK

¥

1)Klik untuk

tambah — m
Bl KUMPULAN STOK
& . e
TS 2)Klik untuk ¢
2. BRHAN PENCETAK kemaskini 78
v 3 BAHAN PENCLLE
LS i
s ks 3)Klik untuk padam L
6. CERTERAMATI S
c) Tambah, Kemaskini dan Hapus Unit Pengukuran ’
|
SENARAI UNIT UKURAN \
1)Kllk untuk L% j
tambah
8IL UNIT URURAN
5 UBIT £ 0B
vin e 2)Klik untuk R — ¢
PatR L. P |
kemaskini .
“+ KEPING s ¥
s 3)Klik untuk padam &Z
[ N H

d) Tambah, Kemaskini dan Hapus Lokasi Stok

SEHARAL LOKASI STOK

218 KOD PENUH

1 SERSTEN &-RBO1-11-01-61-01

SERGYEN A-RECI-12-02¥32-02

SEKSYEN A-EB21-C3-03-03-02

4 SERSYEN A-RBO1I-04-33-05-04

5 SERSTEN B-RB3-01-01-08-0

1 Rows 1 - § Total Result 5

[

sexsven@)

SEKSVEN &
SERSTEN &
SEKSVEN &
SEKSYEH A

CEKSYEN B

1)Tambah

&

e

ENgE)}  earFED mx@ %mr@ PETAKEE
2k Bact o1

it

2)Klik untuk

& 2 o
Pak tes o 2 o tambah
3)Klik untuk i o . ‘
kemaskini e —
—

Page 4



PANDUAN PENGGUNA SISTEM STOR MAIPs

IR AN

BELALAMN /( )Cf‘(\)«‘/fl«ﬁw

e) Tambah, Kemaskini dan Hapus Barangan Standard
i) Klik pada button seperti dibawah.

Shiow (10 % entries

SENARAL BARANGAN STANDARD

Search:

1)Klik untuk

tambah
BIL *  KODBARANGAN PERIHAL BARANGANR i AN

-L ABITY BN #ULT TEE ALATTLLE LT 4 =@

b2 B AL KLLITTEB) Z)Kllk untuk —— s @ 2
i s sR| kemaskini REL S (EN4 SET ke

< Ll DRFTAR § TS &
e € 2B L4l DESPRTOH ZLAT TATZ Y
S H FEME[AN U - = b4
7. S FEMADAM WHITE BOARD 3)K“k untUk padam 7 a &
X AT UGLID PAPER &
S £C093 GLUE 5TUL, bl
= soe v | 4)Klik untuk kemaskini gambar i e o .
Showing 1 to 10 9f 200 entries PHETIAAT 1 2 B 4 5 zl flaxt

f) Tambah, Kemaskini dan Hapus Kad Stok
i) Klik pada button seperti dibawah.

Show 100 #: entries

KEW.PS-5 : SERARAY DAFTAR KAD KAWALAN STOK

Search: |

1)Klik untuk

L

tambah
BIL *  NOKaApD KOD BARANGAN PERIHAL BARANGAN STATUS KAD
1. 1 AECSY BUKU KULIT TEBAL 453 MLKASLEATY pERLF LA TS Akt e
EX 2 AEPIL KU KLUT TESR i e
e 2)K ik untuk Sa— g
5 3 ARSDE EUKU DAFTAR CU7 kemaskini H SINTD SLeld LKEIE Ak
4 + LB EUKU DAFTAR SUF H BINT] SUKL &
5. 164 LBD2E EUKU DESPATCH SALIZAH ELRTE s 8
5 ACONL FEMADAM . (S G s 8
3)Klik untuk padam
7. 185 L0014 PEMADAM WHITE BCARD EESE E s 8
kX 3 UQUID PARER SALIZEH R s a
ER 7 SLUE STICK STAH BINTE SUKL ahaf s &
5 GAM 2 PO |
Showing 1o 10 of 200 2airies : 3 B 5 2w e

i) Kemaskini Bilangan Stok. Klik pada button pensil

KEW.P5-5 ; SENARAL DAFTAR KAD KAWALAN STOK

BIL *  HOKAD KOD BARANGAN PERIHAL BARANGAN PEGAWAT STOR TARIKH STATUS KAD
P P N
& : AESS BUKL KULIT TEBAL (400 MUKASURAT) SRLIAH BT SLK IRMRInE Akf U i

Page 5



PANDUAN PENGGUNA SISTEM STOR MAIPs

iii) Klik pada button pensil

PARAS MANSIMUM (PURATA PENGGLUNAAN STOX 3 BULAN) P

X Klik sini
AUHLAH KUANTITE STOR Sy

HARGA STOK SEUNIT o0

iv) Klik pada button seperti dibawah.

oY
» {
FENARAL STOK SEDIA ADA | . s .
2-Klik untuk Pindah Baki ke depan g—
| Bava baki ke suku hadapan

BIL SUKU TAHUN KUANTY
. 253500 : | 1-Kiik untuk kemasini Stok

v) Kemaskini Stok Sedia Ada

REMASKINI STOK SEDIA ADA.

SUKL TAHUN a6

KUANTITT $TOK SEDIA AQA

vi) Pindah Baki Stok ke Suku Hadapan

BAWA BAK] HE SUKU HADARAN

SUKU TAHUN SEMASA 2036+

BDAK] STHASA SSTCK SELLS a0y ~ ISTUK TERINA Y « SIOTOK KELUAR) w £ 52K
A

SUKLY TAHUN SETERUSNYA w121

Kembal Pindah >

&




5 PANDUAN PENGGUNA SISTEM STOR MAIPs

RHAN vl s

3) Proses Penerimaan Stok :

a) Tambah, Kemaskini dan Hapus Pembekal

Show | 18 * | eatrles

searche | AR
SENARAT PEMBEKAL . L___
1)Klik untuk w
BIL % NAMA PEMBEKAL ALAMAT PEMBEKAL tam ba h NQTEL, PEMBEKAL
1. HALGAR QFFICE A‘.;‘I""!'-Aﬁ"‘_lk—:::'wm_‘»i,‘.il_ lé‘:- A RS B TR SR AL __:=_— £ 5
s Z)Kllk untuk rull V.
3. REDRI KL NPUTER EERA_ ) ke m a S ki n i (E ) .
Showing 1 10 3 of 3 entde:

g enmer - | 3)Klik untuk padam

b) Terimaan stok dari Pembekal

i) Isi butiran berkaitan dan klik terus

TERIMA DARI PEMBERAL

NGO RUJUKANT: PEGAWAL PENERIMA™:

AZHEE BIM ALIMNGN
NAMA B ALAMAT PEMBEKAL™: TARTKH TERIMA*:
JU2AYA

BUTIR-BUTIR BUNGKUSAN: PEGAWAI PENGESAHY:

AZREE BIN ALIMIN
BUTIR-BUTIR PENGHANTARAN: PEGAWAT PEMCATAT:

MGHY FITR BN EDR TS

TARIKH CATATAN:

L3120

RO PESANAN KERAJAANT:

TARIKH PESANAN KERAJAANY!

MY

*Ruangan Wajib Dilsi

Page 7




PANDUAN PENGGUNA SISTEM STOR MAIPs

ii) Tambah barang dengan klik pada Tambah Barang

YERIMA DAR! PEHBEKM.
NO RUIUKAN*®: PEGAWAT PENERIHAT:
KRgS SALSEAH BINTE SLiC
NAMA & ALAMAT PEMBEKAL®: TARIKH TERIMA*:
JUIAYA RN
SERIAD
PEGAWAT PENGESAH*;
BUTIR-BUTIR BUNGKUSAN: ATREE BN ALIMIR
PEGAWAT PERCATAT:
BUYIR-BUTIR PENGHANTARAN: WOMD FITRE Bit EDROS
TARIKH CATATAN;
NO PESAHANKERAJAAN®: 127632816
POSO
STATUS BORANG;

TARIKH PESANAN KERAJAAN®:
13432018

BELUM DISARNLH (BORANG BELISM LENCKAP}

© Tamboh Batang e \

Bl RO KAD PERIHAL BARANG BIl. MOHGH BIL TERIMA UNIT SEUNIT{RHM) JUMLAH(RI)

j

Kl

(e

(lj“\l\is,l butiran barang berkaitan dan klik submit
Tambah Barang

Kod & Per(ha[ Barang{No Kad]

ABOO1-BUKL KULIT TEBAL (400 MUKA‘;:UF‘..AI"r ]

Kuantit! Dipesan:
Kuantitl Oiterima:

Harga Seunit:

Tarikh Luput:

L MM/DDYYYY

Catatan:

ey

[ o
AOLB R B @

beanp Al

Page 8



PANDUAN PENGGUNA SISTEM STOR MAIPs

iv) Klik Selesai untuk tamatkan proses

TERIMA DART PEMBEKAL

Byring telgh Starbad

NO RUJUKAN®: FEGAWATPENERIMA®:

e AU TSN

RAMA & ALAMAT PEMBEKALY:

PEGAWAT PENGESAH"
BUTIR-BUTIR BUNGKUSAR: szees e s
PEGAWAT PENCATAT:
BUTIR-BUTIR PENGHANTARAN: .
TARIKH CATATAM;
NO PESANAN KERAJAAN":
PO
STATUS BORANG:
TARIKH PESANAMKERAAANE: 1A HC TBORANG BELL LENGNAF)
IECAE
©Q Tambah Barang
BIL © NOKAD PERIHAL BARANG DIL HOHON BIL TERTMA UNIT  SEUNTT(RM) JYHUAH(RMY
e
5, { B e PEnAna 10 15 RN 18
.

v) Proses terimaan pembekal berjaya

TERIMA DARI PEMBEXAL
NO RUJUKAN®: PEGAWAI PENERIMA ¢
[ SELZLHEN v
NAMA & ALAHAT PEMBEKALY:

&

BUTIR-BUTIR BUNGKUSAN:

PEGAWAL PENCATAT:

BUTIR-BUTIR PENGHANTARAN: MOED HEDRSE
TARIKH CATATAK:
NO PESANAN KERAJAARY: JMIRE ST
LR
STATUS BORANG:
TARIKH PESANAN KERAJAAN': BELUA REANK
TNE

219 RO KAD PERIHAL BARANG BIL. HOHON BIL. TERIMA URIT SEUNTT(RM) JUMLAH{RM)
c »

< PINGLOSH 12 B3 (3543 uil

Junidah Keseluruban (RM}

Page 9



PANDUAN PENGGUNA SISTEM STOR MAIPs

c) Pengesahan Pererimaan stok dari Pembekal

i) Pilih status seperti dibawah dan klik Proses

PENGESAHAN PENERIMAAN

STATUS

% BELUM DISAHKAM {BORANG LENGKAP) i

oy g SUD .
ii) Klik button pensil

REKOD PENERIMAAN

BIL  NORUUKAN  PEGPENERIMA TARIKHTERIMA STATUS PEG PENGESAH TARIKH SAH
HRED SAUZEHENT: S5 5 DEC-2016 SLUM DISAHKAY (BORANG LENGKAF) AZREE BN ALIMY null s
1Rows 1 -1 TotalResult 1
BRVE A AN
-ue - !/\\ ) S '\
iii) Klik\button Sahkan
o -
TERIMA DART PEMBEXAL
HO RUIUKAN'; PEGAWAL PENERIMA™:
rRE SEUTAABINT 5K
NAPIA & ALAMAT PEMBEKALY: TARIKH TERIMA®:
A IHE T
SERIAS
PEGAWAI PENGESAH':
BUTIR-BUTIR BUNGKUSAN; SIREEEIN LIMH
PEGAWAL PENCATAT:
BUTIR-BUTIR PENGHANTARAN; FIHD FITRE BN EOROS
TARIKH CATATAR;
NO PESANAR KERAJAAKF: Vs
e
STATUS BORANG:
VRRIKHPESAIINRERAIRARSS BELLM DISAFRN EORAN LENGHAR)
IS
BIL  NOKAD PERTHAL BARANG BIL. MOHON BIL. TERTMA NI SEUNFT{RM) JUMLAH(RM)
t s PRDAM 1 18 ey 189 B ¥
Jumiah Keseluruhan (RM) 1500
EERE
Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

iv) Pengesahan Terimaan Pembekal berjaya

TERIMA DART PEMBEKAL

Tenrase Telan Dzslban

NO RUIUKAN*:
KRE&

HA & ALAMAT PEMBEKAL™:

BUTIR-BUTIR BUNGKUSAN:

BUTTR-BUTIR PENGHANTARAM:

PEGAWAT PENERIMAT;
SALE T SLKE

TARIKHTERIMA*:

PEGAWAL PENGESAH":

AZREZ BIN ALV

PEGAWAIPENCATAT:
#HD FITRE B EDRGS

TARIKH CATATAN:
NO PESANAN KERAJAANT:
Fogs
STATUS BORANG:
TARIKH PESANAN KERAJAAN®: TELAH DISAMIAN
W3cings
BIL  NOKAD PERTHAL BARANG BIL MOHON BIL TERIMA uIT SEUNIT(RM) JUMLAH{RM)
1. 5 FPENATIEM 1% it ENIT 4l FLE
Tumlah Kesekiruhan (RH) 15.00
e | s
4) Proses Pemohonan Stok :
a) Katalog Barangan
Show | 10 ¥ entries Searcly:
KATALOG STOK
=
BIL %  NOKAD KOD BARANGAN PERIHAL BARANGAN BAKI BARANGAN
1 1 KB BUKU KULIT TEBAL [400 MUKASURAT) 1 y | X
2 H A2 BUKU KULIT TEBAL {383 MUKASURAT} 5
3 3 AEI73 BUKU DAFTAR CUTS g
3 + AENCH BUKU DAFTA 4 ng 4
E 184 sgals BUKU DESPA
ES s 0851 EEMa DAl & 3
7 185 ] PEMADAM Y : N " /J’ 4
s g acoi LUl PAPE - !
3 7 40403 GUUE STICK ¢
10 8 AT GAM ¢
Showing 1 1o 10 of 200 ents 1 2 3 4 5 0 s
Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

b) Permohonan Stok daripada Pemohon
i) Isikan butiran berkaitan dan klik Terus

PERMCHONAN STOK

NO. KAD PENGENALAN:

NAMA:
KURHANS BINTE AL

JAWATAN:
PENCLOKS PEG TADEIR

BAHAGIAN:
UAIT FERTADBIRAR &AM, 1AIFS

TEL H/P:

134888555

TEL. PEJABAT:

g

243389888

ii) Pilih Stok yang ingin dipohon

ALAMAT E-MAIL

farizgrips.goviny

TARIKH BEKALAN DIKEHENDAKT:

CATATAN:

PEGAWAT PELULUS™:

AZREE BIN ALIMIN

1 PERMOHORAN STOK

NO, KAD PENGENALAN:

BAHAGIAN:

LT RERTADEIRL, 224 12095

TEL H{P:

T1I53ERES

TEL. PEJABAT:

45841588

© Pith Stok

BIL KoD PERTHAL BARANG

EEENEST

ALAMAT E-MATL

banis Freaipegovety

TARIKH BEKALAN DIKEHENDAKT:

CATATAN:

PEGAWAT PELULUS:

4500

HAMA

STATUS POHOH:
MCH

KLEN 39

BIL, MCHON UNLY

CATATAN

Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

iii) Isikan butiran yang berkaitan dan klik Submit

A o e = $o i3

Tambah Barang

Kod & Perihal Barang[No Kad]:

ABDO1-BUKU KULIT TEBAL (400 MUKASURAT}{!] v
Kuantiti Dipohon:
Catatam

iv) Klik Selesai untuk tamatkan proses permohonan

UIITPERTADERA N AM, METRE

TEL K/P:

L12-1558568

TEL. PEJABAT:

F4-305155S

© pilth Stok

PERMOHONAN STOK
NO.KAD PENGENALAN: ALAMAT E-MAIL:
FarisBeaips ey
HAMA; TARIKH BEKALAR DIKEHENDAK:
KURHAKIG EINTE AL Ty
JAWATAN: CATATAR:
PENCROKG PES TADSIR
BAHAGIAN: PEGAWAT PELULUS:

HEUIRA BINT AEDLLWaRD

STATUS POHON:
PERMOHIRAN TIDZK LEVGKAP

8IL KoD PERIHAL BARANG BIL. MOHON UNIT CATATAN
e PEMEDAN H uat /%

Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

v) Permohonan Stok berjaya

PERFOHONAN STOK

St Tehib gderwrki

NO, KAD PENGENALAN: ALAMAT E-MATL:

FamisFaaips gy
NAFAZ
KURHAKIS EINTR AL

TARIKH BEKALAN DIKEHENDAKI:
2 REAN
JAWATAN:

PENOLDNG PEG TRDEIR

CATATAM:

BAHAGIAN:

URIT PERTADBIRAN A1 L VARG

PEGAWAL PELULUS:

HALIA BINTI SB[

WA

TEL. HfP: STATUS POHON:
#12-4555558 PERMOACHLAN BARL:
TEL. PEIABAT:
34-3{515ES
BIL Kop PERIHAL BARANG BIL, MOHON UNIT CATATAN
1, Lincc) FEMADLM H URIT - 4
Junidash Keseluruhan (RM) s

vi) Emel Pemberitahuan akan diemelkan kepada Pegawai Pelulus

r 1 al
I Zimbra: PERMOHONAN STOK DARIPADA STOR MAIPs - Google Chromie el ) [
|
A barphiimailunimap.ediumy arbraspublic/launchisvwindon s fskine sky o

Edckss Pt 3§ Dekle ¥ iReply €JReplytoAl ZFoward g Spem  J v

"PERMOHONAN STOK DARIPADA STOR MAIPs Decembar 10, 20616 3:33 PM

' !

;

Perkara di atas adalah dirujuk. Hohan pengesahan dari pihak tuan/puasn. |

siaklumat permchonan adalah sepertl berikut |

|

| |

HAMA UOMURHAMIS BINTY ALY |

JAWATAH T PEHOLDMG PEG TADBIR |

| BAHAGIAHN ¢ UMIT PEMTADBIRAM 2aM, MAIPS |

| HO BORANG PERMOHOHAN © KEW.PS-11/2€16/56 il

TARIKH PERMOHOHAN ¢ lO-DEC-2018 {'
TARIKH DIKEMENDAKI L 286-1AN-2017

Sila layari http://stor.maips.gov.my untuk semakan dan pengesaban permohonan daripada pihak
tuan/puan,

LOGIN «-> Peramchonan ~-> Permohonan Menunggu Kelulusan

Sekian, terima kasih.

HURHAKIS BINTI ALl
PENOLONG PEG TADBIR
UMNIT PENTADBIRAM AM, MAIPS

L I e ey —————rrrr

Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

c) Kelulusan Permohonan Stok oleh Pegawai Pelulus
i) Pilih Status seperti dibawah

PERMOHONAN MENUNGGU KELULUSAN

STATUS
BERMOHUNAN BARY

ii) Klik butang Pensil

REKOD.PERMOHONAN
BIL RO PERMOHONAN PEMOHON TARIKH #FOHON STATUS
L REWPE-1172 NURHAKIS BINTT AL FDEC PERMOHONAN BRRY

1Rows1-1TotalResult 1

iii) Klik butang pensil

KELULUSAN PERMOHONAN STOK
NO.KAD PENGENALAN: ALAMAY E-MAIL:
Raris S oy
NARA: TARIKH BEKALAN DIKEHENDAKI:
AURHANIE BINT] 213

JAWATAN: CATATAN PEMOHON:
PERGUONG PES TADER

BAHAGIAN: CATATAN PELULUS:
LT PERTADBIRAK &M, 14

TEL. HiP:
LWEHD
TEL PEJABAT: STATUS POHON:
245061558 PERMERCNAN B2RU
8u KOD PERTHAL BARANRG BIL MOHON CATATAN PEMOHON BILLULUS BAKL UNIY CATATAN PELULUS

1 ACE FEMEpIN 5 . o) iE LT [

Page




PANDUAN PENGGUNA SISTEM STOR MAIPs

iv) Isikan butiran berkaitan dan klik Proses

KELULUSAH PERMOHONAN STOK
KOD BARANGAN HEOOT-PEMACAN
BIL POHON s
CATATAN PEMUOHON
BIL, LULUS
Bakl 18
UKURAN wT
CATATAN PELULUS ol
it
i,
. o
o
. . - P ) . .
v) Setelah selesai klik butarg Kelulusan dan |5TleaQbut|ran berkaitan
- .
KELULUSAM PERMOHONAN STOK \
s \\
NO. KAD PENGENALAR: g ALAMAT E-MATL: \
b 4 harisgmaips.gonmy \-\

HAMA; Vd TARIKH BEKALAN DIKEHENDAKL: \

FURHARTS BINTL &L/ 042572617 \

JAWATAN: / CATATAN PEHMOHON:

PEROLONG Pec/ra.c»am

BAHAGIAMN: { CATATAN PELULUS:

LT PEI{TA%BERMI AN HALRS

TEL H/P: 1

9124586534 PEGAWAL PELULUS:

1 HALRSS BINTE ABOUL WAHED
TEL. PEJAB‘T:
048251558 STATUS POHOMN;
\  DILULUSKAN v ,

\
\ e

kS
A

Page

16



PANDUAN PENGGUNA SISTEM STOR MAIPs

vi) Proses kelulusan berjaya

KELULUSAN PERMOHONAN STOK
NHO. KAD PENGENALAN: ALAMAT E-MAJL:
Raris@oys me
HAMA: TARIKH BEKALAN DIKEHENDAKI:
LURHANIS BIRT AL [ircra
JAWATAN: CATATAN PEMOHON:

PEROLOKSE PEG TADER

BAHAGIAN: CATATAN PELULUS:
URIT PERTADEIRAN &M, 145FS

TEL H/P: PEGAWAT PELULUS:
$12.455658¢ WA BINTEAEDULWAHD
TEL PEJABAT: STATUS POHON:
$2-256185S DI UsEy
BlL Koo PERIHAL BARANG BIL. HOHON CATATAR PEMOHON BIL LULUS BAKL UNIT CATATAN PELULUS
b ALL01 5 ' 3 1e TR v

vii)Emel Pemberitahuan akan diemel kepada Pentadbir Stor
" [ Zimbra: KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIPs - Google Chrome IR oc—xl o5 s S |

A bapE imaikunimap.edumy mmera/pulihc/ aunchMew Wintowspisiin sskyddncalsld = en_US&0fuli= 1

£ cioss @ Frint 3 Delels €1 Reply ©J Reply loAl ™ Forward Ca
KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIPs December 10, 2016 354 PM =
v From: |helina@maips.gov.my |

To: | fitisdros unimap.edu.my

KELULUSAN PERMOHOMAM STOK DARIPADA STOR MAIPs

Perkara di atas adalah dirujuk. Mohon proses pengeluasran dari pihak tuvan/puan.
Maklumat permchonan dan kelulusan adalah sepertld berikut

HAMA PEMOHON ¢ MURHAMIS BINTI ALI

JAWATAN PEMOHON 1 PEMOLONG PEG TADBIR
BAHAGIAN PEMOHON : UNIT PEMNTADBIRAN AM, MAIPS
NO BORANG PERMOHOMAN 1 KEW . P5-11/2016/56

TARIKH PERMOHOWAN s 14-DEC-2016

TARIKH DIKEHENDAKI t 28~3AN-2817

NAMA PEG PELULUS ; HALINA BINMTI ABDUL WAHID
JALATAN PEG PELULUS : KETUA BAHAGIAM

BAHAGIAN PEG PELULUS : BAHAGIAN KHIDMAT PEMGURUSAN DAN KEURUSETIAAN

| Sila layari htuip://svor.maips.gov.my untuk proses pengeluaran stok sleh pihak tuan/puan.

| LOGIN ~--> Pengzluaran --» Pengesahan Pengeluaran

.,

Sekian, terima kasih.

HALINA BINTI ABDUL WAHID
KETUA BAHAGIAN
BAHAGTAN KHIDMAT PENGURUSAN DAN KEURUSETIAANM

Page

17



PANDUAN PENGGUNA SISTEM STOR MAIPs

5) Proses Pengeluaran Stok :
a) Pengeluaran Stok oleh Pentadbir Stor
i) Pilih status seperti dibawah

PROSES PENGELUARAN STOK
STATUS i ) - -
| DILULUSKAN i
i) Klik butang pensil

PROSES PENGELUARAN STOK
j:2(8 NO PERMOHONAN PEMOHON TARIKH POHON STATUS

KEWPo-12/221426% MRANIS BT AL jagivatyon DILLTRAR 7
% KNS LA 2516)582 HURHANIS BINT ALY (80812015 ATRI B e /

™

3. KEW.PS-1172016155 AURHANS BINTE AL 18-DEC- 2016 DILLLLISKAR

1 Rows 3 -3 Total Result 3

/"’ .

// 3 .
i) Klik butang pensil dan klik Sah Keluar Stol/. ,ﬂa\x A-?p,me A

4 N
PROSES PENGELUARAN STOK )
|
A\ y n
NO. KAD PENGENALAN: Vs o “\
HAMA: DIKEHENDAKE:
KURRAR S BINTI AL
JAWATAN; CATATAN PEMOHON;
FENCLONG PEG TADEIR . i
BAHAGIAN: CATATAN PELULUS: ;"
UNTTPEITADBIRAN 23, 1895 . /
TEL H/P: PEGAWAT PELULUS: ,/ oM 3
a.essssae HALEXA EINT: AEDLL V2L K Ao Y e
/ "
TEL PEJABAT: STATUS POHON: L8 BT
142887558 DI UsHaN
//
{/
BIL KOO PERTHAL BARANG BIL HOHON CATATAN PEMOHON BIL LULUS BAKI _UNIT  CATATAMPELULUS e
i i
] L8l FEMAeM 5 < (N ) Ly
\ e =
o i s
.'\ ;
\\‘
N
e
.»"'/




PANDUAN PENGGUNA SISTEM STOR MAIPs

Jale gﬁﬁaam ju(jm(,

iv) Isikan butiran berkaitan danklik Proses

PROSES PENGELUARAN STOK

NO. KAD PENGENALAMN:

NAMA;
BURHLNIG BINTS AL

,
ALAMAT E-MAIL: "\ % %M? b’\:

Papizdasicsgo
Ak

f

JAWATAN: CATATAN: |

PENGLONS PEsTAOER /
/ /

BAHAGIAN: CATATAN PELULUS: /

LT PENTADDIRAN A, bk f'.)

!

|

PEGAWAIPELULUS: |

|
TEL HiPt |

134556555 ‘ HELINS BINT! ABDULWAHID
TEL PEJABAT: | STATUS POHON: /
045981555 | FROSES psucﬂgnmn

A
PEG. PENGAMBIL STOK:

/f}ﬂ{[:; BN ALIMIN

/’ TARIKH PERGAMBILAN:
riwnt
CATATAN PENGAMBILAN:

it

oo | o

v) Proses Pengeluaran Stok berjaya

PROSES PENGELUARAN STOK

NO. KAD PENGENALAN:

HAMA;

ALAMAT E-HAIL

harisEresipsgemy

TARIKH SEKALAN DIKEHENDAKT:

HURHARIS BT [BtESHO
JAWATAN: CATATAN PEMOHON:
PENLORG PEG TADER
BAHAGIAN: CATATAN PELULUS:
URTT PENTADEIRAN A4, MAZRS

PEGAWAT PELULUS:

TEL HfP:
G12-455555%5

HALINA BINT. A3DUL WAHID

TEL, PEJABAT: STATUS POHOM:
C4-5381588 STORFELLLR
8IL KOD PERTHAL BARANG Bl MOHGR CATATAN PEMOHON BIL LULUS BAKIL UNIT CATATAN PELULUS
i Eival PEMADAM 3 ) 1 URT
Kembali
Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

6) Penjanaan Pelaporan:
a) KEW-PS: 3
i)

Pilih butiran berkaitan
| LAPDRAN 1: KEW-PS:3

NO KAD

TAHUN DARIL

TAHUN HINGGA

{SIACGUL-PEMADAM
2018

2010

Laporan akan dipaparkan

farhal Stok: SEMATN

KAD KAWALAN §TOK
(Tatacare Pergonusan tor 533

tatent s

KEW.PS-3

BAHAGIAN A
K nogiilan 1 ALATTUIS
rakan
lGusang: B Tkl
SebesamBENEER 2 B0l [Fak:2) |
PARAS STDK
TAHUN _[HAKSTHUM (Kuantiti) |HENGHOK (Ruantiti] Eummum (Knantiti
TEASMAAN STOK SURU TAHUN
Tatan PERTAMA KEDUA KETIGA : BEEMPAT
Kuanihtt T Nilal R, Coantti | WlskRM! Kuantith HiS(RH) | Kuanthl el 1)
3 | s | t2s : | i ¢ [
| o | [ N T 1 i | [
KELUARAN STOK SUKU TAHUN
At SERTAMA REDUA | KETIGA KEEMPAT
Wuartitl | Nils! RM] otk | WBiRH) I Kuanthi HlatRH) Kuanttl | taiRM
318 0 | 20 Y | [ B | 2 ¢ 000
w1E ¢ 1 50 9 I [ | B 1 2.0 [3 | [
TAHUN TERIMAAN STOK TAHUMAN KELMILAN STOR TAHLINAN.
: Huaniii Milai(EH} Kuantin s RM |
B ) 2 B 200
Pt i 2. 5 20

Page




PANDUAN PENGGUNA SISTEM STOR MAIPs

b) KEW-PS: 13
i) Pilih butiran berkaitan

LAPDRAN 2: REW-P5:113
NOKAD
{1)AB0O1-BUKY KULIT TEBAL (400 MUKASURAT} M
AHUN
TAH YYYY

i) Laporan akan dipaparkan

KEWPS-13
LAPORAR KEDUDUKAN STOK TAHUN 2016
Kood:5
FEDUDUNAN 5T
Sedu Ada Penbelan Petigelusran Stok Semasz
AR P {Suke
A SN, amStok | Jumiah Ria] Stok (RF1) | Singan Sk | Jurval WIATS(ak (FH) | Sargan Stak | duaioh WeaTStoy (71 nbn;gnsmk] Y T TN [ Dker)
il () ) (3] [CH 3] [t (W) dzinth
Bakl Buwa Hidspan Baki Slok Akhir Tabus : I | 948
frhuTatun Zertams o 9 o0 ? 200 B 1
{6 Tabas Kedua B 5 ) B A ] T
@nmmx_—a p 7 % P 2 ¢ | P
[Etu Yahun deampat o 38 [ [ 286 12 3
Hilatan Yahunan 1% 000 5 0.0 Kadar Pusingen Stok Tahunan sdalali: 7
(Gosshion iz :

anirtangsn begaal S ) [TaREINTGAn 7agart] S22t
Nama Nainz

Jaswatan ; Jawatan s

Tartkh:
Cap Kementerian Jabatan:

Tarikh:
Cap Kementerian/Jabatan:

Page
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PANDUAN PENGGUNA SISTEM STOR MAIPs

c) Laporan Permohonan Mengikut Pengguna
i) Pilih butiran berkaitan

LAPORAN 3: LAPURAN PERMOHONAN STOK MENGIKUT PEMOHON DAN TAHUN

HAMA PENGGUNA
AZREE Bt ALIMIN M

TAHUN PERMOHORAR

VYYY

ii) Laporan akan dipaparkan

Show | 100 ¥ antrles Search:

{APORAN 3: LAPORAN PERHOHONAN STOK MENGIKUT PEMOHON:NURHANIS BINTI ALI DAN TAHUN: 2016

A N TARIKH TARIKH TARIKH TARIKH
Slt PERMORONAN PEMOHON POHON PEGPELULUS LULYS PEG.STOR KELUAR PENERIMA TERIMA STATUS

1 REW S 120102018

PRSI

2, 1L0HE
b3 KEVA PS5 KURHANIS 1NIERGE HALINS BT TAOSAAE SALIEK 120500038 12FAE
ABIRA VIAHID BT UG
4 11U HALKA N aull hsH el .
ABDULVEAN]
S KEW, RS- KURKANIS IYIH2E AZRIEENAUME  ml] nedl (] el rult CALAR
12018/ BINTI AL PRUSES

Showing 1o 3 of 5 antrles Pty 1 Red

Page
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PANDUAN PENGGUNA
SISTEM STOR MAIPs

| 19-APRIL-2017
| [SEKSYEN INFOSTRUKTUR,
| PUSAT ICT UniMAP)

|
|
-

Terbuka
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1)

2)

3)

4)

5)

PANDUAN PENGGUNA SISTEM STOR MAIPS & v

KANDUNGAN

Pengurusan Akaun Pengguna ..
a) Tambah, Kemaskini dan Hapus Akaun Pengguna
b) Mengemaskini Imej Tandatangan

Proses Perekodan STOK 2. meese cesossssesosssosasesssas sas rsa 50 200 208 o0

a) Tambah, Kemaskini dan Hapus Kumpulan Stok
b) Tambah, Kemaskini dan Hapus Unit Pengukuran
¢) Tambah, Kemaskini dan Hapus Lokasi Stok

d

d) Tambah, Kemaskini dan Hapus Barangan Standard
e) Tambah, Kemaskini dan Hapus Kad Stok

Proses Penerimaarn STOK 2..ee . eesesosssnss0s00 00 m00ass00s 92 202008 203 008 200 300 0220

a) Tarnbah, Kemaskini dan Hapus Pembekal
b) Terimaan stok dari Pembekal
¢) Pengesahan Penerimaan stok dari Pembekal

Proses Pemohonan Stok 2.

a) Xatalog Barangan

b} Permohonan Stok daripada Pemohon

¢) Kelulusan Permohoran Stok oleh Pegawai Pelulus

Proses Pengeiuaran StoK ..o sorsmsmsssssassassasaasse
a) Pengeluaran Stok oleh Pentadbir Stor

v 9 N
Penjanaan Pelaporan :
4 R E JIJUVIITAGAIIY INFIIOISTIINAIAASNICGI I IIC IINIIOIIAOVNIADSIAG IIC IFAIITIUAIGAIBOILG 3D

a) KEW-PS: 3
b) KEW-PS: 13
¢) Laporan Permohonan Mengikut Pengguna

..10-16

woasaansal 7 = 18

»49-21

e e e R e e e T T e T e T R A

Terbuka
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PANDUAN PENGGUNA SISTEN STOR MAPS

1) Pengurusan Akaun Pengguna:
a) Tambah, Kemaskini dan Hapus Akaun Pengguna.

1)Kk untuk

tambah
2}k untuk

kemaskini

& ThHAP
BIL RAMA NOKP JARATAR BAAGLAN USEAMAME CAPATAN

3dik untuk padam

b) Mengemaskini Imej Tandatangan
i} Kiik icon seperti dibawah

< SEWARALPEMGOURA SISTEM

i e mpn — SR S

TRHAF

{it. : NAME ) KP JAWATAN BAHACIAR USERNBME CAPAIAH STATLS
P~
Aw )
ii) Pilih imej tandangan dan proses
e Canes tanoan o AR R o e e e R s

IMES FAMENET ARGAR

AREETEF AR LT R e
el m{

Terbuka Page 2



PANDUAN PENGGUNA SISTEM STOR MAIPS ':l}.’é_ll';i 2.0

2) Proses Perekodan Stok:
a) Tambah, Kemaskini dan Hapus Kumpulan Stok

WHARAL KDMPLLAS ST
o 13k untuk
tarabah
2318 NUHPULAN STOK
1
. p— &
2)Klik untuk .
" sz
kemaskini

3) ik untuk padam 7%

b) Tambah, Kemaskmn dan Ha;ous Umt Pengukuran

semuxvm:wmu J e VIS :, ‘?‘a & SR TN ‘_‘ ..-'}.;..
B - )K!ﬂk untuk
tambah . .
[\YC AR LIHTT MKURAN
‘ . - &
23k untuk e o
kemaskini . g
3)Klik untuk padam PR
¢) Tambah, Kemaskini dan Hapus Lokam Stok
SENARATLOKAST STOK. : = ' ¥ "'? o
[ 1)Tambah —\ -
BU. KO PESIR SERAYEN§ JENIS P BaIL 4 RAX ¥ FINGNAT §
2)Klik untuk
tambah
3)Klik untuk o
R ) kernaskini pa—
TRoms ] SiotalResult © 'r__

e . _________ ]

Terbuka Page 3



PANDUAN PENGGUNA SISTEM STOR MAIPS WEE 2.0

d) Tambah, Kemaskini dan Hapus Barangan Standard
i) Klik pada button seperti dibawah.

L ARAT BARAMGAN 4 TARGARE? b
AT TSR R L - B Y A

1Klk untuk
— et tambah

L H A NCH: BARANCGA M PELTRL B RANGAY g AN
Bt 1 - : 4 o s )
SuTeE ZBKM( untuk ——t— @ i
= kemaskini =

3)Kitk untuk padam :
= E & | 4Kk untuk kemaskini gambar cm L

e} Tambah, Kemaskini dan Hapus Kad Stok
i) Klik pada button seperti dibawah.

Show SEEIEE] sitnivs

f o = | Te o o T J
| EUMOCA L GOMRAT DAY AR KROKAWA AN ARG - =
[Tt et il b A o hapie it e AT S e AT e e

1)Kk untuk
tambah

(15 (N NO RAD KO8 BARARGAR PLRIHAT BARARGAN STATUS KAD
N IR - |-
P - - [_ ¥
roemmEel IR untuk e — -
h kemaskini '

3)Kiik untuk padam ;

e T e —
Terbuka Page 4




PANDUAN PENGGUNA SISTEM STOR MAIPS

3) Proses Penerimaan Stok:
a) Tambah, Kemaskini dan Hapus Pembeka]

S b ® s bries S b

© WENARATPL BT KAL

L e e o Bl e s A e s A e ESL S SR Lh 1)K]!k Uﬂtuk
tambah

vyt NAFLA PF MEE WAL ALALSAY LEPVREKAL

2)Kik untuk
kernaskini

T | 3)Kiik untuk padam E . —

b} Terimaan stok dari Pembekal
i) Isi butiran berkaitan dan klik terus

£ T4 MR LRARL P2 MR AL =
At 4 e = o P vl =ls = - PR s T
G RUIICAR® FEIAWALPENERIDS
NAMA R ALAMAT PEARBE AL TARTRM TERIME
DR IR BLT IR SR NIIRA TG FELMNAL PENCLSAAT

GURIRCGLIT IR BEMLIA N A RAN TaT:

TIRIMMLNTATAR,
MY PESAMNANNTRATAANTY .

TARIAM PEIANAN KERAZAANS:

ORI AT e




PANDUAN PENGGUNA SISTEM STOR MAIPS

i} Tambah barang dengan klik pada Tambah Barang

TEHING AR ML RRL
L AN - -

=cL X (89 =1 L= el it e L e

R AN SR WAL BONESIMAT

MANG W Ly AR SR g2 TRl IS

SIS TR e Ay
SO IRBGT et  NTA AN
PAILR T ATAT AN

W TESANSN O ERA AN

TAGINM PEARMAM MIAAIAAN"

B HOXKAD PYRIMAL DARAME BIL. MOtKRY BILTERIMA e SEUNIT{M) TEMUAH(RM)

i1} Isi butiran barang berkaitan dan kiik submit

Tambah Barang

Hod & Pershad Barang Mo Kad):

R

Kuantd (apasan:

Kuantny D ersma,

Flargas Seupsl:

Tarkh Luput:

4 Satatarg

TR 7 R

=_———————

Terbuka Page 6



PANDUAN PENGGUNA SISTEM STOR MAIPS

iv) Kiik Selesai untuk tamatkan proses

FEOAWAL S DAY

NAMA N ALAMAT SIMBIA AL TRICWHTE {1MA°
PERARAL PIMCIIAN

DUTIH-TER DUMERIGAN,:

BRI R T HOHAR T AL AN
FARIRIAATATAR:

MNTPERANAN IR IR

TATEHH FESANAN (S RAT AN B

© Tambah Barang

BiL NG RAD PERIHAL DARANG DEL. MOHON BIL TERIMA kAl SEUNET(AM} JUMLABIRMY

v} Proses terimaan pembekal berjaya

h T T P e M .

BT RUTIR BRmiasisan:

PUTIR-S0THR PLAGsART AL O,

Mo VECANAN RERATAAN:

TRASRM UL SAMAN (1 RAIIAN';

443 O Xl PLRINAL BARANG BIL. HO#ICH BILTENRA & ST RN SUMLANRAG
v
T ————————— el e e e e e e i A T et Sl

Terbuka Page 7



PANDUAN PENGGUNA SISTEM STOR MAIPS

c) Pengesahan Penerimaan stok dari Pembekal
i} Pilih status seperti dibawah dan kiik Proses

PNOESAHEN PENERIMARS by R 1 T R TR ) S e T e g ey
STATUS
s §o N
i} Klik button pensil
- RLELG PENERIMARKY
BIL MO RUTURAN PEG PFNERTMA TARIKH TERIMA STATLS TEE PERGESAH TARIKH SAH
,
Tasws T 1 fulaiiResnit
Py T 1 5
iy Klik button Sahkan
LrIHA DARY PLMRE KA
WS AN FEMIAMAT
HAMA B ALAMAT VEREIAN - TARIGR I ML
Y
ACTIRC-NET IR BN R LRA N,
FELAVRRL PENMIATAT,
SUTHR LTI FERGHANTA U Y -
TERIKHSATATAN:
WPERANAN KIRAIANNS
SEATUS RSN
TRAMNH VESANAN AERAIAIN
BR NOXAD PERTHAL BAKANG GBI MO an.YERIMA HANST SERMITRM) JUMTABIRM]
’
fondah drzalaangn e H—

s | s | ot}

e e e 0 e o e b et e e T ———
Terbuka Page B




PANDUAN PENGGUNA SISTEM STOR MAIPS

iv) Pengesahan Terimaan Pembekal berjaya

TERIMADARI MMAIRAL
O S e R e

e eI St o 52 T S

HCUIKANY VERAWACEE RS M

NAME G A5 AMAT PINp A TAR A b ika

SRR RN AN:

NELAWAL PERTATAT
SLTEC LTI AN B AY,

TANTRA AT AT AN
MO HOSRNAM AERALASN

FARINM UTSANAN Ke AL AN "

BN, RO KAD FERTHAL BARS N B HOHON BILTEHIMA HINTI SELNIT{fIH} AUMLARIRH)
- s
170
—— e

‘?&?Juka Page 9



PANDUAN PENGGUNA SISTEM STOR MAIPS

4) Proses Pemohonan Stok:
a) Katalog Barangan

Vers: 2.0

Shew 18 € entries

: } e i i et
= e R o
BIL % NGRAD KOD GARANGAN PERTHAL BARANGAN BAKY BARANGAN
2 »E_:—- e

b) Permohonan Stok daripada Pemnchon
i) Isikan butiran berkaitan dan kiik Terus

PERMOHONAR 3] 7

N RAD CENDENALAN: ALAMAT oML

HARA; TARDM DTRALAN CIREAENDAR D
JAWATAN:
P g CATATAN
HAHNCIAN:
FOAWAL DT AR’
TEL MO
TEL. PTIRBAT

S ———

Terbuka

Page 10



PANDUAN PENGGUNA SISTEM STOR MAIPS [/ At

ii) Pilih Stok yang ingin dipohon

FEHI R RN VT '
ORADAERCENA AN LAMAT oMz
NAMA- FAGERICBL AL UAN T ILNGAR
JAWATAN: TATATAN:
GAHATIAN: FEARWAT RS

ST Sy

TRLeDIAnAL

il HOD PERYHAL dARANG Bk, MOBOH HRTY CATATAN

iif) Isikan butiran yang berkaitan dan klik Submit

P o b T = el = e S = I A e T ST E T

Tambah Baranc

Kol & Peribal Barang{ Mo Kad];
Kuante: Dipohon:

Catatan:

Lo Lal =TT )
g

R e e e ]

Terbuka



PANDUAN PENGGUNA SISTEM STOR MAIPS (/e v

iv) Kiik Selesai untuk tamatkan proses permohonan

PRI AR W0

NKAT RN SN, e

CAWETAND

PEL, PEIABAT:

BlL Koo PERIHAL BRARANG

A Lmal sl

TAZES VAR At DA PN

ATATAN:

FEORMAT VP

ATATES Pty

BIL. HOHON (Rl CATATAN
ra
o0 | e
v) Permohonan Stok berjaya
e MUHONARN ST 3
S RALE P NLERAL AN 2AMAL Y St
A TARTAADEYE AN LRIV R L
SAWRTAN , ot "
LA IAN: DELLLMR L EE
| FTATRL sl
TR EECARAT:
Bh. HOD PERINEL RARANY BIL. MY LRIT CATATAR
o
Hesdah Ao mirghon CRMY B

S S BN
Terbuka Page 12



PANDUAN PENGGUNA SISTEM STOR MAIPS Ba i)

vi) Emel Pemberitahuan akan diemeikan kepada Pegawai Pelulus

N Tivdra: KJERVEOHTN.W STCK DARIPADE STOR MAIP: - Guogle Cheome

Thcose  sgPunt B Duwte ¢ Reoh Y Repw Al Y Forams g Spam
PERMO&QOHAN STOK DARIFADA STOR MAIPS

w Ty g &

Farkara di ata:

i 2EYE . Ughon peagsszhan Jari pingd H
| ierlumar premchoean adalan cepsrti perisur o
L
|
| HSGT
[l 1 zoRang »
11 TARINH PERIOH
It T2RINm DTVEMENDLN T |
[ i
L et ) t
to5iles lavari hiToo. st akse pevmchosnan darigada pihab |
Iotaanpusn. |
i
i LI ~ - Peegororan -- 0 Poomohonan TEeungze reluluzan
1
. —— 3
© Sekime, Taeoima bazib
B i
i
. WIRG .
! = : ° : : T

Deseirber 13 2015 222 Pl,(

¢} Kelulusan Permohonan Stok oleh Pegawai Pelulus
i) Pilih Status sepert] di bawah

_Wﬂmﬂ nemmw KE: LlﬂM :
TEALUS .
i) Klik butang Pens I
n[anmmn ; = . " , s |5 -
341 WO PERMGIORANR PEMOHON TARIXH PR HOW STRILS
3 N E .

TR:pes L1 Tetab Resolt 1

Kembal

Terbuka
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PANDUAN PENGGUNA SISTEM STOR MAIPS

i) Klik butang pensil

| KEVAUSAN PERMOHONAR STK

Mo RAL B NWENALAN

TARINM P AL AN ARENE A

NATAN CATATAN T M

CATATAN YL

Gk BIAN
TEL.#,P: FECRNAL PELULUS:

TEL VESARAT:

Bl KOO PERIRAL BARANG BIL MOHON CATATAN PEMOHON BIL 1ERUS BAKE GHTY CATATAN PELIRUS

T : K4

KO0 BARANGAN

BIL. POHA

CATATAN PEMOHOH

HiL LuLus

BAK]

TIKURAN

CATATAN PELULUS

Terbuka Page 14



PANDUAN PENGGUNA SISTEM STOR MAIPS

v} Setelah se!esas k]lk butcmg Ke!uiusan cian usakan bLtaran berkaatan

\llk\YL&L‘ﬁ!ﬂﬁth :'f"K

PR e

i
- 18" - . *
et e e o I R 2T

Mara PAGIEM AYRA A T oh b ax ]

TAWATANL CRTATAN T ML

CNTATAN PR,V

PELAWAL R T

ST PR

Vi) Proses keiuiusan bergaya

N A VERGYRALAN: ALAMAT I
HAMA; TARIHNM BERALAN [ IXEENDAL
JAWATAN: CATATAN WEMT A

BECAWST PRI

STATUE I by

(318 KR PERINAL RARANG BIL MR CATRTAN VEMOGION BRLLIAGS HAMT UHIT CATATAN PELLLIG

e | e

erbuka Page 15




PANDUAN PENGGUNA SISTEM STOR MAIPS

vii)Emel Pemberitahuan akan diemel kepada Pentadbir Stor
1% Zimbra: KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIP; - Google Chrome IR,

g pe B

;ﬁcbu Pt I Demts ¢ Regy € RegyioMd YFowas .gSpam o v

i KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIPs

w From

B T T

Terbuka

Page 16




PANDUAN PENGGUNA SISTEM STOR MAIPS

5) Proses Pengeluaran Stok:
a) Pengeluaran Stok oleh Pentadbir Stor
i) Pilih status sepert] dabawah

'vao,;svewmmsm et T e S

STATUS

i} Klik butang pensil

mesmmsm = 5 SRR

/L RO PERMOHONAN PEMOHOR TARIKH PGHOR

£ Rows § - 3 Yol Resnpt

STRTUS

iif) Klik butang pensn! dan khk Sah Keluar Stok

lmtﬁ(snm{cmuumm iy
a0 F o iy

e oA

NOLRAT PENGERALA R ALAMAT E-MAGL
MAMM TARINH AERALAN SIREHERGART
PAWATAN TATATAR PEMORN:

SAHALIAN: CATATRN PELULE,

BTATHR MRy

&l Kny FERIHAL BATANG BIL MOHGN CHTATAN FEMOCIHN BH.UKES

e

CATATAR PELUAYS

Terbuka
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PANDUAN PENGGUNA SISTEM STOR MAIPS

iv) is kan but;ran berkaltan dan ki]k Proses

A==
Hioal e ]

TR RO TENCENALAN, ATAMAL L MALL

NaMAr TALIKA SENACAN SIKEENDART:
FATAY B

VATATANTELIGE,

TETAWRY DY LU

VAL #FIAAA T AT S I,

SE VENGAMDIL BTN
TARIKH FTNTAMBI AN

CATHTAN PENGAMUELAN

ERES

v) Proses Pengeluaran Stok berjaya

F.A r"&wm:m w:n-r

N KA PERGENRLAN, HLAMAT E-MATL

TRRIRH BEXMLAN DIKEATNLART:

CATATAN PEMOHON

BAHAGIAN: CATATAN DELIRS,

TELDEIADAT. BTATLS Ak,

R X0 PERIHAL HARANG BIL. MOHOR CATATAN PEMOHON Bl LS B8AKY LR CATATAN PELULS

e - e v

s | cial

e e
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PANDUAN PENGGUNA SISTEM STOR MAIPS

6) Penjanaan Pelaporan:
a) KEW-PS: 3

)

TAHUN DART

Pilih bu

T x

TAHUN HINGERA

tiran berkaitan

ii) Laporan akan dipaparkan

sy
ANERAMECAN STOK
DAHALIAN L
e X0 < [y .[ -
Lk vk sm = Iarian |
ey i O E. T | o
s E~ k=r T 17

[ PARAS STCR i

[TaruN LR SIMLM SHaanty THERXCA I AbLa; [iven neesma i
i Jd
TERIMALN STOR S(AU TAM
. PERTAMA T RECUA A5 KESMPAT
ot T Wbar s Kuarti: LTI i 8 M) Leant i M R T
= T — T -
| |
! ALLUARLH UK LAY TARN
[ . AR LOW 1 AE T30 | ALLMPNL
i ety T SR camdr ey Arevtin I AR ] fotaite sk
1 [ - 1
1 | ¥ 1
P ! TIRIMALH STOK TAMAN LELUAR AN STOK TAHIRAN
N Aot i KRR Ruspl <t [ IEUH
] | =
1 [

R T o
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PANDUAN PENGGUNA SISTEM STOR MAIPS

by KEW-PS: 13
i) Pilih butiran berkaitan

L AATORAN RS AL ] : N - Y e <ty ]t

ThiUH
aa s
iiy Laporan akan dipaparkan
UEMRFG.13
VTR REATIA 3 STER TR 3T
I TR LN ST
[} Paorhetisn i Panpraain B S SRR IR S50 (Sutks Tabwa}
urshh st S Slsngkakek | Jomta Mg el 1 Bitiag ok | Jussh ! Mok [RIT cltay (B
B i) ] i [TF] Ui 4={blish
Tk Sok bl T3k F T
=] H = s Tkl SRR
H « 223 I
P B Fd 'I
23 L B n PO | s ]
25 3 . Hadye AusRgah Stvk mmﬁ R0 {15655 LW R0) 1} I
e S }
I
- |
|Tarikh, . : Tarih !
(Cap Lemanarunilstocas Lap Narzeakariani 12bazsce |

e 3 osie st Snmins s 2



PANDUAN PENGGUNA SISTEM STOR MAIPS

¢} Laporan Permohonan Mengikut Pengguna
i} Pilih butiran berkaitan

—
F Ta L R 1l W | = I o 4
< T4 SN TR L . . =

TAUHUN PERMOTICIRH

Proses

i) Laporan akan dipaparkan
Show o HL ¥ entries

i |

—
Seorc. GRS

. TARIXH TARIKH TAR{RH TARILH
#iL FPERMOHONAN PEMCHON FOHON PEGPELINLS LULS PEGSTOR KELURR PERLRIMA TEAIMA SERTUS

=ssss—— ' ]
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Pekzliling Perbendaharaan Malaysia KP 6.1/2013 Lampiran C

KEW.PS-13

LAPORAN KEDUDUKAN STOK TAHUN 2013

Contoh Pengiraan KEW.PS-13
(Pengiraan tidak periu ditunjukkan semasa mengemukakan laporan. Helaian ini hanya panduan kepada pengguna mengenai pengiraan)

| KEDUDUKAN STOK
Sedia Ada Penerimaan Pengeluaran Stok Semasa ; KADAR
i = , PUSINGAN STOK
| TAHUN T Jumilaty Jumilah Jumlah - Jumlah ¢
| sEmasa B‘g&i"“ Nilai Stok B"Sat';ia" j Nilai Stok Bi?&i”" Nilal Stok B"sat';ia" Nilal Stok (Suku Tahun)
| (RV) | (Rm) (RM) {RM)
[v3
(U} ta) iy i {b) (i) {c} (E+10)R) d'= {a+b)-(e}. fa+dy+21
Baki Bawa J . 3 S L
Hadapan Baki Stok AkhirTahun 2008 : 100 5.000
/ _ (5000 + 5000y __ 7,500
::2;:"9" 100 5.000 100 5,000 | 150 7,500 (_128”00) (80| 27 500) 1(5,000 + 2,500) + 2]
L | - =2,500 =200
ahur _ (2,500+9,000) 10.300
;:g::.ah““ 50 | 2,500 150 9,000 ' 180 | 10,300 (=520+ 150)-(180) | 750 300) 1(2,500 + 1,200) + 2]
I i | =1,200 =556
| . ~ (1200 + 6,000y £.000
' i:'é”:ah”" 20 1200 100 6,000 100 6,000 (=2200+ 100y = {100) | _ (5 000y [(1,200 + 1,200) = 2]
2 | | | =1,200 =5.00 |
| | (1,200 + 28,000) | 20.800 |
2‘;:“"‘73?”“ 20 1,200 400 28,000 300 20,800 : (_2102; 400)=(300) | _20,800) I 11,200 + 8,400} + 2] |
g _ " =8,400 =433
| | Kadar Pusingan Stok 44,600
| Nitai Tahunan 750 48,000 730 44,600 Tahunan adalah: [(5,000 + 8,400) + 2]
| = 568

Nota  Jumlah Nilai Stok adalah merujuk kepada jumiah harga pembelian asal bagi semua Stok diruangan Terimaan di Kad Kawalan Stok (Bahagian 8)

Kadar Pusingan Stok Tahunan = Jumlah Nilai Stok Penaefuaran Tahunan

(Baki Stok Akhir Tahun Lepas + Baki Stok Akhir Tahun Semasa) + 2

M.S. 2/2
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V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

KANDUNGAN

T PENGURUSAN AKAUN PENGGUNAL........ccceveeeeeeeeseese 2

1.1 Tambah, Kemaskini dan Hapus Akaun Pengguna
1.2 Mengemaskini imej Tandatangan
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4 PROSES PERMOHONAN STOK........ueeeeeeeenneeemeeeeeesensssn 19-~-24

4.1 Permohonan Stok
4.2  Proses Kelulusan Permohonan Stok Oleh Pegawai Pelulus
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V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

1 \ PENGURUSAN AKAUN PENGGUNA

1.1 Tambah, Kemaskini dan Hapus Akaun Pengguna

i.  Pilih Pentadbiran dan Senarai Pengguna
ii.  Klik pada butang Tambah untuk tambah makiumat pekerja
iii.  Ikon Pensel untuk kemaskini maklumat pekerja
iv.  Ikon Image untuk masukkan imej tandatangan pekerja
v. lkon Tong Sampah untuk padam makiumat pekerja

n Pertadbian « I

Senarai Pengguna

SENARAI PENGGUNA STSTEM

wl £ e

i. Klik pada ikon Imej (1.1 - iv)
i. Pilih Choose File dan pilih imej tandatangan pemilik pekerja
iii. Klik Proses untuk simpan imej tandatangan pekerja

KEMASKINT TME] TANDATANGAN

TME) TANDATANGAN i creoserie [N




V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2 vROSES PEREKODAN STOK

2.1.1 Tambah, Kemaskini dan Padam Maklumat Kumpulan Stok

i.  Pilih Bekalan & Kawalan dan Senarai Kumpulan Stok
ii.  Kilik pada butang Tambah untuk tambah makiumat kumpulan stok
iii.  Masukkan maklumat kumpulan stok
iv.  Klik pada butang Proses untuk menyimpan maklumat penambahan kumpulan
stok
v.  lkon Pensil untuk kemaskini maklumat kumpulan stok
vi.  lkon Tong Sampah untuk padam maklumat sedia ada

|

1 LATTULE v / k
2 BAHON PENCETIY Vi g




PENTADBIR SISTEM / PENGESAH STOR

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

2.2.1 Tambah, Kemaskini dan Padam Maklumat Unit Pengukuran

i. Pilih Bekalan & Kawalan dan Senarai Unit Pengukuran

ii. Klik pada butang Tambah untuk tambah maklumat unit pengukuran
iii. Masukkan makiumat unit pengukuran
iv.  Klik pada butang Proses untuk menyimpan maklumat penambahan
v.  lkon Pensil untuk kemaskini maklumat unit pengukuran
vi. lkon Tong Sampah untuk padam maklumat sedia ada

n Bakalan & Kawalan « |

SENARAT UNIT UKURAN Senaral Unit Pengukuran

=
,.
==  .a
BIL °  UNITUKURAN
i UNT v /7 |t
i EULk Vi EII
TAMBAH UNIT UKURAN
UNIT UKURAM




PENTADBIR SISTEM / PENGESAH STOR

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

2.3 Lokasi Stok
2.3.1 Tambah Maklumat Lokasi Stok

i.  Pilih Bekalan & Kawalan dan Senarai Lokasi Stok

ii.  Klik pada butang Tambah untuk tambah maklumat lokasi stok
iii.  Masukkan butiran yang betul dan lengkap
iv.  Klik pada butang Proses untuk menyimpan butiran tersebut

(W Boialan & Kawalan~

SENARAI LOKASI STOK
’ - : I
i i ii
Senarai Lokasi Stok L
TAMBAN LUKAST 5108
|SEMSYEN 00 v
JENIS L4
(4.4 v
JRAK
v
TINGKAT .
|PETAK ¥
B




V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.3.2 Kemaskini dan Padam Maklumat Lokasi Stok

i. Pilih Bekalan & Kawalan (i) dan Senarai Lokasi Stok
ii. Klik pada ikon Pensil (ii-a) / Tambabh (ii-b) untuk mengubah butiran baru
iii. Masukkan butiran-butiran baru yang betul dan lengkap
iv.  Klik butang Proses untuk menyimpan butiran
v. lkon Tong Sampah untuk padam maklumat yang sedia ada

i Bekalan & Kawalan~

Senarai Lokasi Stok { \ -
Wm KOD PENUH Senarai Barang Standard IENIS 4 BARIS+  RAK$  TINGKAT# PEVAK 4
Senarai Kad Stok
00-00-00-000000 00 0 % 00 ) /B
SEKSYEN A-KBO1-00-00-00-00 EXSVEN A Kabinat Seg 0 ) 0 O - T
5, SEXSYEN AKBI2-0000-00-00 SERSYENA Kabrat B2 - ® & % v 01
W:m LONASL STOK '——Jﬂ
KOD PUNUN
SENSVEN
— v
TNES L 4
AR LS 00 o
—
m v
| TINGIAT N
PETAK N8 —— »
B2 v




V 3 0 PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.4 Barang Standard
2.4.1 Tambah Maklumat Barang Standard

i. Pilih Bekalan & Kawalan dan Senarai Barang Standard

ii. Klik pada butang Tambah untuk tambah maklumat barang standard
iii.  Masukkan butiran barang standard dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

SENARAT BARANGAN STAND:

< 33—
4 Xob
BIL BARANGAR PERTHAL BARANGAN %00 BARANGAX

ii
SelA barg/tr e m

PERTHAL BARANGAN

KUMPULAN STOX 1|

UNIT UMIIRAN SEMASA TERTMA 26

UNIT URIRAN SEMASA NELUAR _J

-1




V 3 0 PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.4.2 Kemaskini Maklumat Barang Standard
i. Pilih Bekalan & Kawalan (i) dan Senarai Barang Standard
ii. Klik pada ikon Pensil (ii-a) / Tambah (ii-b) untuk mengubah butiran baru
iii. Masukkan butiran-butiran baru yang betul dan lengkap
iv. Klik butang Proses untuk menyimpan butiran

SENARAI BARANGAN STAND, -
Serarai Barang Standard u -
s Xob KUMPULAN UNIT UXURAN UNIT UKURAN
BIL  BARANGAN PERIHAL BARANGAN STOK. {TERIMA} {KELUAR)

UNIT UKURAR SEMASA KELUAR VALY v

v |




PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.43 Kemaskini Imej dan Padam Maklumat Barang Standard
i. Pilih Bekalan & Kawalan (i) dan Senarai Barang Standard
ii. Klik pada ikon Imej untuk mengubah butiran baru
ii. Pilih Choose File untuk masukkan imej stok (imej mestilah format JPEG/JPG)
iv. Klik butang Proses untuk menyimpan ime;
V. Klik ikon Tong Sampah untuk padam maklumat barang standard

- -

Bexralan & Kawalan »

SENARAT BARANGAN STANC

Senarel Barang Standard

s KOD KUMPULAN UNIT UKURAN UNIT UKURAM
118 BARANGAN PERIHAL BARANGAN STOK {TERIMA) {KELUAR}
L KGO03 PENDRIVE BLAT GINT] YA Uit I G
KQMPUTER ——
z. #B0L6 BUKU KUARTO ALAT TULIS FURS ULk # v & "
KEMASKINT [ME) HARANGEN
\ -
IMEJ BARANGAN ifi

£ B




V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.5 Kad Stok
2.5.1 Tambah Maklumat Kad Stok

i.  Pilih Bekalan & Kawalan dan Senarai Kad Stok

ii.  Klik pada butang Tambah untuk tambanh maklumat kad stok
iii. Masukkan butiran kad stok dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

KEW.PS-5 : SENARAL DAFTAI

' SenaraiKad Stok  iasamm e =

BIL KAD BARANGAN PERIHAL B/
ROD A FERDML QARANGAN v
LCOGART ST '
LCALASY §TCit
IO LT - —T

PATRS WENTHAN STOM (MATA PERGEUMAAR STOK 1 IAAR)

RN} 0

mm(mmm:m;

HARSA STOK ST —_—

v |

10



V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

2.5.2 Kemaskini dan Padam Maklumat Kad Stok

i.  Pilih Bekalan & Kawalan dan Senarai Kad Stok

ii.  Klik pada ikon Pensil untuk kemaskini maklumat kad stok
iii.  Masukkan butiran kad stok terkini dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

v.  lkon Tong Sampah untuk padam maklumat yang disimpan

KEW,PS-5 : SENARAT DAFTAL

Senarai Kad Stok

e il B STATUS

EMASKING KA T4 IXH KAD
NO KAD 3

- Aenif ii a 1
KO3 & PEREHAL BARAMGAN = . Pr—

=

LOKASI STOR W B v I©
LOKAST STOX N
TARDOS LUgET

PARAS MERLDIUN STOK {PURATA PENGGLMAAN STON 1 BAN)
PARAS: MENOKOK {PIRATA PENGGUMAAN STOK 2 BULANY
= il

PARAS MAKSTMUN {PURATA PENGGUIMAAN STOK 3 BULAN]

JUMLAH NUANTITT STOK 38

HARGA STOK SEUNIT (106}

HARGA STOK KESELIRULAN [RM) 47502

PEGAWAL STOR.

TARINH

STATUS KAD _J

11



V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

3 \PROSES PENERIMAAN STOK

3.1 Senarai Pembekal

3.1.1 Tambah Senarai Pembekal

i.  Pilih Penerimaan dan Senarai Pembekal
i.  Kiik pada butang Tambah untuk memasukkan butiran pembekal
ii.  Masukkan butiran pembekal dengan betul
iv.  Pilih butang Proses untuk menyimpan butiran dan meneruskan aktiviti lain

l

PENTADBIR STOR
SENARAI PEMBEKAL Senarai Pembekal

P NGE SAM STOR

& NO TEL.
BIL MAMA PEMBENAL PEMBEKAL
| TAMBAH PEMBEXAL
NAMA PEMBEKAL
ALAMAT PEMBEXAL iii
NO TEL. PEMBEXAL

12



PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

3.1.2 Kemaskini dan Padam Senarai Pembekal
i. Pilih Penerimaan dan Senarai Pembekal
ii. Klik pada ikon Pensil untuk kemaskini butiran pembekal
iii. Masukkan butiran pembekal terkini dengan betul
iv. Pilih butang Proses untuk menyimpan butiran terkini
V. Kilik ikon Tong Sampah untuk padam maklumat pembekal

phow entries PENTADBIR STOR Search:
SENARAI PEMBEXAL Senarai Pembekal
- PENGESAN STOR NO TEL.
BIL  HAMAPEMBEKAL PEMBEKAL
TIADA MAKEUMAT TIADA MAKLUMAT nl V & ll
P KANGAR OFFICE AUTOMATION & PHOTOGRAPHIC 13 GROUND FLOORILN BAS EKSPRESS JALAN BUKTT LAGE 01000 FANGAR ol i s |0
SDN 5D I
REMASKINY PEMBERAL
NAMA PEMBEKAL -
ALAMAT PEMBEKAL N o
HO TEL. PEMBEKAL
null
b —
E-

13



V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

3.2 Terimaan Dari Pembekal

i. Pilih Penerimaan dan Terimaan Dari Pembekal

i. Isi butiran pada ruangan yang berkaitan

ii. Klik pada butang Terus untuk masukkan maklumat barang dipesan dan

diterima
=

PENTADBIR S5TOR
Senarai Pembekal
Terimaan Dari Pembekal
NO RUJUKAN" Rekod Penerimaan SGAWAT PENERIMA™:
i r
PENGESAH STOR
NAMA B ALAMAT PEMBEKAL 1 Pengesahan PENeNMaan  ARIKH TERIMA®:
AMI CENTURY v
BUTIR-BUTIR BUNGKUSAN: PEGAWAI PENGESAH" :
¥
BUTIR-BUTIR PENGHANTARAN; PEGAWAI PENCATAT:
TARIKH CATATAN:
NO PESAMAN KERAJAAN": ITG3A00e
TARIKH PESANAN KERATAAN:
Ruangan Wajib Diisi
v

iv. Klik pada butang Tambah Barang untuk masukkan butiran barang yang
dipesan dan diterima

TEHIMA DART PEMBINAL
NO RUJUKAN": PEGAWAI PENERIMA":
2001854
NAMA & ALAMAT PEMBEKAL": TARIKH TERTMA*:
PEGAWAL PENGESAH"
BUTIR-BUTIR BUNGKUSAN:
ndl
PEGAWAL PENCATAT:
BUTIR-BUTIR PENGHANTARAN:
nJdl
TARIKH CATATAN:
NO PESANAN KERAJAAN::
200183
STATUS BORANG:
TARIKH PESANAN KERAJAAN":
0B}08/2517
S —

14



V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

V. Isi butiran barang yang berkaitan
vi. Klik pada butang Submit untuk menyimpan butiran

Tambah Barang

Kod & Perihal Barang{No Kad]:

Kuantiti Dipesan:

v

Kuantiti Diterima {Semasa Terima):

Harga Seunit {Semasa Terima):

Kuantiti Diterima {Semasa Keluar):

Harga Seunit {Semasa Keluar):

Tarikh Luput:

Catatan:

15



V3.0

PENTADBIR SISTEM / PENGESAH STOR
PANDUAN PENGGUNA SISTEM STOR MAIPs

Vii. Klik pada butang Selesai untuk tamatkan proses

B OO1872

NAMA & ALAMAT PEMBEKAL " ¢
BYGIENE WORLD SDN. 88D

SALITAM BINTI LT

TARIKH TERIMA

260652047

135-137 K\WE FERUISAHAAY TANDOR BAPLL, KD7A SETAR, 15400 LOR SETAR, KEDAH

BUTIR-BUTIR BUNGKUSAN:
rut:

BUTIR-BUTIR PENGHAMTARAN:
rdf

NO PESANAM KERAJAAN ;
B OCIETY

TARIKH PESAMAN KERAJAAN |

A1, TERIMA

PEGAWAT PENGESAH'

AZREE BIh ALIMIN

PEGAWAL PENCATAT:
SALIZAN BINTI SUKI

TARIKH CATATAN:

STATUS BORANG:
BELLM DISANKAN (BORANG BELUM LENGIAPR)

8I. NG PERIHAL BARANG 81L. MOHDON uNIT RM) BIL. TERIMA  UNIT SEUNIT{RM)  JUMLAH(RM)
HAD {TERIMAY {TERIMA) {TERIMA) {XKELUAR) (KELUAR) {MELUAR) {TERIMAY
H 135 #OP 4 4 BATANG Z1.00 < BATANG g Weed 840 SN
2 KB 032 RAIR: BULU MOP &8 8 Uy .00 5 UNTT .42 2400 SR
3 132 PLASTIK SAMPAH MITAM =) H PACK 3500 3 PACK 35.83 180.00 /%
18
3 KB 533 BERUS TARDAS 2 - BATANG £.00D &£ BATANG 555 M ISR
g KE 033 PENCUL! TIRGKAR 'CERMIN 2 4 waT 25060 2 50.00 A%
Poshalizn’ = 4 oTa o * tao Wl ISAL
e
viii.  Proses terimaan pembekal Berjaya
TEREENA DAKD VERREAL

NO RUIUKAN=: PEGAWAI PENERIMA :

£ 001325 SALIZAH BINTI SUKS

NAMA & ALAMAT PEMDEKAL": TARIKH TERIMA:

E-GLOBAL

NQ 35 TAMAN KEMAIUAN , JALAN MAJU, 01090 KANGAR

PEGAWAI PENGESAH":
BUTIR-BUTIR BUNGKUSAN: AZREE BIN ALIVI
nalf
PEGAWAT PENCATAT:

BUTIR-BUTIR PENGHANTARAN:
nuil

NO PESANAN KERAJAANT:
& 001845

TARIKH PESANAN KERAJAAN™:

28/38/207
BIL. NOHAD PERIHAL BARANG BIt. MOHON
1 123 CANQN PIXMA [HITAM) - 745 200
Perhetian?

BIL. TERIMA
(TERIMA)

200

NORHAFIZA BINTT HUSSIN

TARIKH CATATAN:

19/67/2017

5TATUS BORANG:

TELAH DISARKAN

uMIT . SEUNIT(RM)
{TERIMA)  (TERIMA)
ROTAR 6400

Jumiah Keseluruhan (RM)

s STLESAL

DIL. TERIMA  UMNIT
(RELUAR) {KELUAR)

SEUNIT(RM)  JUMLAH{RM)
{KELUAR) {TERIMA)
=00 XOTAK

B350 12860.00

12800.00

s

16



V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

3.3 Pengesahan Penerimaan Stok Dari Pembekal

i. Pilih Penerimaan dan Pengesahan Penerimaan
i. Pilin Status seperti di bawah

ii. Klik pada butang Proses menyimpan maklumat

I

PENGESAHAN PERERIMAAN PENTADBIR STOR
Senarai Pembekal
STATUS ey .
Terimaan Dari Pembekal  # DISAHKAN (BORANG LENGKAP) v
Rekod Penenmaan
PENGESAH STOR l
Pengesahan Penerimaan
——
PENGESANAN PERERIMAAN 1

STATUS o
" v

———————

|

iv. Klik pada ikon Pensil untuk mengemaskini status penerimaan

REWH FENERIMAAN

BIL  NORUWIUKAN PEG PENERIMA TARIKH TERIMA STATUS PEG PENGESAN TARIKH SAH

iv -
1 Rows 1 - 1 Total Result 3
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PENTADBIR SISTEM / PENGESAH STOR
PANDUAN PENGGUNA SISTEM STOR MAIPs

V. Pilih butang Sahkan untuk tamatkan

TERIMA DARI PEMBLRAL
NO RUIUKAN

NAMA & ALAMAT PEMBEKAL ¢

PEGAWAT PENERIMA " ;
TARIKH TERIMA:

PEGAWAT PENGESAH:

BUTIR-BUTIR BUNGKUSAN: 235
PEGAWAI PENCATAT:
BUTIR-BUTIR PENGHANTARAN; MOHD FITRI BIN SR 38
TARIKH CATATAR:
HO PESANAN KERAJAAN";
STATUS BORANG:
TARIKH PESANAN KERATAAN - ——
BlL O HAD PERTHAL BARANG BIL. MOHON BIL. TERIMA UNIT SEUNTT{RM) JUMLEH{RM)
b1 v
Jumiah Keszheruhan {RM) 15,00
Vi. Pengesahan Terimaan Pembekal berjaya
TERIMA DASTL PEMBERAL
O RUJUKAN®: PEGAWAI PENERTMA":
8001345 SALIZAR BINTI SUK
NAMA & ALAMAT PEMBEKAL: TARIKH TERIMA ;
E-GLOBAL 08/26/2217
NO 36 TAMAN KEMAIUAN , JALAN MAJU, 31000 KANGER
PEGAWAT PENGESAN™:
BUTIR-BUTIR BUNGKUSAN: AZREE BIN ALIMIN
nolt
PEGAWAT PENCATAT:
BUTIR-BUTIR PENGHANTARAN: NORMZEIZA BINTI HUSSIN
ndll
TARIKH CATATAN:
NO PESANAN KERAJAAN: 19872047
8001845
STATUS BORANG:
TARIKH PESANAN KERAJAAN™: TELAH DISAHKAN
08/08/2017
SIL NOKAD PERIHAL BARANG BIL.MOHON BIL.TERIMA  UNIT SEUNIT(RM)  &IL TERIMA  UNIT SEUNITIRM)  JUMLAH(RM)
(TERIMA)  (TERIMA} (TERIMA)  (KELUAR)  (KELUAR} (KELUAR}  (TERIMA)
1L 138 CANON PINMA (HITAM - 743 200 200 KOTAK 6eNC 00 OTEK 6260 1260000«
Jumish Keselsruhan (RM) 12800.00
Perhalienl s =N O3 PARON padiar Liee A (1 03 ORraan Befy sehed s SELESAL
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V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

A \ PROSES PEMOHONAN STOK

4.1 Proses Permohonan Stok

i.  Pilih Pemohon dan Katalog stok untuk semak kuantiti stok sebelum membuat
permohonan

i Permohonan «

PEMOHON
Katalog Stok
Permonaonan Stok

Status Permohonan m

ik PEGAWAI PELULYUS
Permohonan Menunggy Kelulusan
1 1 ABOOY BUKY KULTT TEBAL (400 NIKASURAT !

BIL " N XKAD KOD BARANGAM

W
T

ABODZ BUKY KULTT TEBSL {300 MUKASURAT; 31

ii. Pilih Pemohonan dan Permohonan Stok
iii. Masukkan butiran permohaonan dengan lengkap
iv.  Klik pada butang Terus untuk meneruskan permohonan

PERMOMOMAN STOK PEMOHON
Katalog Stok
NO. KAD PENGENALAN: Permaohonan Stok
£90E19095C95 Status Permohonan
HAMA: KI:
PEGAWAL PELULUS

MOHSMMAD IRSHACLIDDIN BIN JASRINIZAR )
Permohonan Menunggu Kelulusan

JAWATAN:

KETUA 4T 107 CATATAN:

BAHAGIAN: ili
PEGAWAI PELULUS™:
TEL H/P:

Q1T-Z757IEF

TEL. PEJABAT:
94-979243%
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PENTADBIR SISTEM / PENGESAH STOR

V3.0

v. Pilin butang Pilih Stok untuk masukkan

PANDUAN PENGGUNA SISTEM STOR MAIPs

butiran permohonan stok

PERMOHDNAN STOX

#O. KAD PENGENALAN:
EDGSIST55D39

NAMA:
MIDHAMMAD IRSHADUDDIN Bil JASRINIZAR

JAWATAN:

BAMAGIAN:
UHIT TEKNOLOGT MAKLUMAT, MATPs

TEL H/P:
C30-2747363

TEL. PEJABAT:
4-9754439

PERIHAL BARANG

BIL. MOHOM

ALAMAT £E-MAIL;
irshaduddn $maips. gov.my

TARH(H BEKALAN DIKEHENDAKI:
13032018

CATATAN:

PEGAWAL PELULUS:
AHMAD FITRI 1M 18T 154 @ AT HASEAN

STATUS POHON:
PEFMIHONAN TIDAK LENGKAP

CATATAN

Vi.
Vii.

Isi butiran yang berkaitan dengan lengkap
Klik butang Submit untuk simpan butiran permohonan stok

Tambah Barang

Kod & Perihal Barang[No Kad]:

Kuantiti Dipohon:

vi

Catatan:

vii
T 4kl |

ABOO1-BUKI KULIT TEBAL {400 MUKASURAT)[1]

20




V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

vili.  Permohonan Stok Berjaya

PERMOHOMAN STOK
NO. KADR PENGENALAN: ALAMAT E-MAJL:
MAMA: TARIKH BEKALAN DIKEHENDAKI:
FAWATAN: TATATAN:
BAHAGIAN: PEGAWAI PELULUS:
M{T PENTADRIPAN 3, VAL HALTIE BINTT ASCLL WAHID
TEL HiP: STATUS POHOMN:
TEL. PEJABAT:
BIL KOD PERIHAL BARANG BIL. MOHON unNTT CATATAN
ACOD] PEMADAM % e
Jumlab Keselrohan (RM) s

ix.  Email pemberitahuan akan diemelkan kepada pegawai pelulus

jz‘;;,,s_;;. PERMOHONAN STOK DARIPADA

il A e mail ummapedumy i ; N als
i _.l foay ;, C " & o = - L

v From ham@r“ms ey
TQ ﬁrm:sgu-ra‘p e my

PERMOHCNAN STOK DARIPADA STOR MAIPS

Perkara di atas adalah dirujuk. #ichon pengesahan dari pihak tuan/puan,
Makluwar perwohonan adalah seperti berikut

| mass : MURHANIS BINTI ALI
| SAWATAN : PENOLONG PEG TADBIR
:J BAHAGIAN 2 UNIT PENTADBIRAN &M, fAIPS

N0 BORANG PERMOHONAY : KEW.PS-11/2016/S6
| TARIKH PERHOHONAN 1 10-DEC-2016
| Tamzge pIzedEmMparI  : 28-3aN-2017

| Sila layari htte://stor.masips.gov.®y untuk =amakan dan pewn wgesahan permohonan daripada pihak
| tuanfpuan.

| LOGIN --> Permohonan --> Permohonan Menunggu Keluluszan

Sekisn, terims kasih.

I

| NURHANIS BINTL ALY
| PENOLONG PEG TADBIR
| UNIT PENTADBIRAN AM, LIPS

f e e e e —

PERMOHONAN smn DARIPADA STOR MAIPs e : 7 Decembe 1D/2018 333 P

Hi




PENTADBIR SISTEM / PENGESAH STOR

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

i.  Pilih Pemohonan dan Permohonan Menunggu Kelulusan
ii. Pilih dan masukkan Status dibahagian yang tertentu
ili. Klik butang Proses untuk meneruskan proses seterusnya

PEUMOMOMAN MENUNGHU KELULUSAN

STATUS

iv.  Klik pada ikon Pensil untuk proses kelulusan permohonan

REKO PERMOHONAN

a1 NO PERMOHONAN Pt MOHON TARIKH POHON STATUS

v 4

1 Rows 1-1 Total Result 1

v. Klik sekali lagi pada ikon Pensil untuk masukkan butiran kelulusan permohonan

KELULUSAN PERMOHOMAN STOK
NCI, KAD PENGENALAN: ALAMAT E-MAIL:
NAM4A; TARIKH BEKALAN DIKEHENDAKI:

NURFANTZ BINTS a0

JAWATAN: CATATAN PEMOHON:
BAHAGIAN: CATATAN PELLALUS:
i
TEL W/ PEGAWAL PELULLS:
TEL.FEJABAT: STATUS POHON:
8k XOD PERTHAL BARANG BiL. MOHON CATATAN PEMOHON B, LULUS Baki Nt CATATAM PELULUS

LITY, . SR v Vs
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PENTADBIR SISTEM / PENGESAH STOR
PANDUAN PENGGUNA SISTEM STOR MAIPs

vi.  Masukkan butiran kelulusan yang berkaitan
vii.  Klik pada butang Proses untuk langkah yang seterusnya

MELULUSAN PERMOHONAN STOK

KOD BARANGAN
BIL POHON
CATATAN PEMOHOM

BIL LULUS

BAKI
UKURAN

CATATAN PELLLUS

T

viii.  Proses kelulusan Berjaya

KELULUSAN PERMDMONAN STOK

NN AN DEMGFNALAN:

NAMA;

RURHARTS BINTT 487
JAWATAN:

FERGLONG PEG THLBIM
BAHAGIAN:

UNTT PENTADEIRAN A MAIPS

TEL HfP:
£12-355585¢

TEL PEJABAT:

$4-3861858

BIt Koo PERIHAL BARANG BIL MOHON

1 ATCN FEADAN

o

ALAMAT £-MAIL:

TARIKH BEKALAN DIKEHENDAKL:

$1:28/2717

CATATAN PEMOHON:

CATATAN PELINUS:

PEGAWAL PELULUS:
HALINE BINTLASDLLWARID

STATUS POHON:

DILLLUSEAN
CATATAN PEMOHON BILLANS BAKI UNIY
- 5 i5 LT

CATATAN PELULDS
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V 3 O PENTADBIR SISTEM / PENGESAH STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Email pemberitahuan akan di emailkan kepada pentadbir stor

u Zhwina*&ELULLHUU!

5
|‘|
it
a1l

1 A ;;a-.-.',ﬁ.»»matl.ummap.edu.my,z.mf," s sublcsiaunciiNeswWainaoy

11> PR X Dot . % !‘7 &

Pcrkara di atas adalah dirujuk Mohon proses pengeluaran dari pihak tuan/puan.
tiaklumat permohonan dan kelulusan adalah seperti berdikut :

NAMA PEMOHON : WURHANIS BINTI ALT

TAMATAN PEMOHON ¢ PENOLONG PEG TADBIR

BAHAGIAN PEMOHON : UNIT PENTADBIRAN AM, MAIPS

RO BORANG PERMOHONAN : XEW.PS-11/2016/56

TARIKH PERMOHONAM : 19-DEC-2016

TARIKH DIKEHEMDAKI i 28-2AN-2817

KAMA PEG PELULUS : HALINA BINTI ABDUL WAHID

JAWATAN PEG PELULUS ¢ KETUA BAHAGIAN

BAHAGIAN PEG PELULUS : BAHAGIAN KHIDMAT PENGURUSAN DAN KEURUSETIAAN

ila layari http://stor.maips.gov.my untuk proses pengeluaran stok slah pihak tuan/puan,

LOGIN --» Pengeluaran --» Pengesahan Pengeluaran

Sekian, terima kasih,

HALTIMA BINTI ABDUL WAHID
KETUA BAHAGIAN
BAHAGIAN KHIDMAT PENGURUSAN Daff KEURUSETIAAN

Decembes 102016 354 PM -
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PENTADBIR SISTEM / PENGESAH STOR

V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

5 QROSES PENGELUARAN STOK

5.1 Pengeluaran Stok oleh Pentadbir Stor

i.  Pilih Pengeluaran dan Pengesahan Pengeluaran
i. Pilih Status untuk diproses
iii. Klik pada butang Proses untuk meneruskan proses

PROSES PENGELUARAN STOK Pengesahan Penge uaran

sl onuLuskan i v

iv. Klik pada ikon Pensil untuk mengesahkan pengeluaran stok

PROSES PENGELUARAN STLK

st NO PERMOHONAN PEMOHON TARTKH POHON STATUS

I Rows 1 -3 Total Resuk 3
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PENTADBIR SISTEM / PENGESAH STOR

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

v.  Kilik pada ikon Pensil
vi.  Klik pada butang Sah Keluar Stok untuk proses seterusnya

FROSES PENGELUARAN STOK
NO, KAD PENGENALAN: ALAMAT E-MAIL:
harssgrraipt.govimy
RAMA: TARIKH BEKALAN DIKEHENDAKI:
KURHANIS BINTI AL2 £128/2547
JAWATAN: CATATAN PEMOHON:

FENQLONG PEG TAOER

BAHAGIAN: CATATAN PELULUS:
i1 FENTADBIRAN AW, MATPS

TEL H/P: PEGAWAI PELULUS:
£12-4884585 HALINE BINT: ABIAL WiAMID
TEL PEJABAT: STATUS POHON:
ts8155t
BIL  KOD  PERIHAL BARANG 811 MOHON CATATAN PEMOHON BIL. LULUS BAKL  UNIT™  CATATAN PELULUS
5 [EIRRT.: B v ooy

s [0 am s [

vii.  Isi butiran berkaitan
viii.  Klik pada butang Proses untuk menyimpan maklumat berkaitan

(S E— e ——
PROSES PENGELLANAN STDK
NO. KAD PENGENALAN: ALAMAT E-MATL:
NAMA: TARIKH BEKALAN DIKEMENDAKE:
NURHARIS BINTT AL
JAWATAN: CATATAN:

FENCLONG PR TADEIR

BAHAGIAN; CATATAN PELLAUS;

TEL H/P: PEGAWAL PELULUS:
3129558555 HALINA BINTI ABDUL WAHID
TEL. PEJABAT: STATUS POHON:
C-4-88£1555

PEG. PENGAMBIL STOK:

TARIKH PENGAMBILAN:

nult vii

CATATAN PENGAMBILAN:

nilt

“i vili
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PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Proses pengeluaran stok Berjaya

PROSES PENGECUARAN STOK

NO, KAD PENGENALAN:

NAMA:

RURHANE BINTL AU

JAWATAN:
PENCLONG PES TADER

BAHAGIAM:

LT PENTROBIRAN SV MATFS

TEL H/P:

£12-185€85S

TEL PEJABAT:

03-9861555
BIL Koo PERTHAL BARANG BIL MOHON
L A2 PEMADAN 5

CATATAM PEMOHON

ALAMAT E-MAIL:

harisBmaips.gon.my

TARIKH BEKALAR DIKEHENDAKT:

asEnT

CATATAN PEMOHOM:

CATATAM PELHUS:

PEGAWAT PELULUS:
HELTHA BINTT SBOUL Ve AHD

STATUS POHON:
STCKRELLAR
BIL LIKUS BAKE uNIT

H i oI

CATATAN PELULUS
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PANDUAN PENGGUNA SISTEM STOR MAIPs

6 \ PENJANAAN PELAPORAN

6.1 KEW-PS: 3

i. Pilih Laporan dan KEW-PS: 3
ii. Masukkan butiran yang dikehendaki
iii.  Klik pada butang Proses untuk mendapatkan maklumat yang dipohon

l Laporan v
LAFORAN 11 KEW-PS3 KEW-PS:3
ROUOD KEW-PS:13

{201jA8 00G-BUKL KLY taporan Permohonan Mengikut Pengguna

TAHUN DARY

TAHUN HINGGA

iv.  Laporan yang dipohon akan dipaparkan

TR T ]
o
KAD NAWALAN STOK
(Tatarars Bangarusan Sie- B3,
Eannal fiok : BUK KAKTD
BAHAGIAN A
23 e 1 Ax;
ey T
T ) FE=TE Ee | | 3
[ team | ) Ty | = Pt s =
e |
@ T e — PR 4
T ; -
— e ];___\IH
TAHUN T I Silaidhpy) gy il Jokad{ o) Sty IV T VI T _ﬂFm"—l AR
W 1 ) st i 25
;G“ 3 | 5 3 ] 280 [ akn 3 | a
— = SR Fre S TR
¥ XEI GA
[ TARLN i R LTy n s [T R "IWE-E Keants W AA]
I T 3 = T  E— T 1 p 1
[ KT i 1 o i 1 SR iz —ik i 1
Ay ! Tenei] P ! —T
e I
= | 50 s T 3
BAHAGIAN &
Transabal Shok
(=" Mo PRACEUIPS Tochme Davipede/ Kabver Kspade == _& T B e - Tanda Tangen Pugons Sor
B b: e [
T
e " TN s
iaami | spantToeas I SR I CE— i) - — -
Hotar PK = Pesanaa Kerajaan ST = Borony Terimazn Basang-barang
BRPS = Borany Pesanon Pengehisrsn Stok
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V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

6.2 KEW-PS: 13

i. Pilih Laporan dan KEW-PS: 13

ii. Masukkan butiran yang dikehendaki
iii.  Klik pada butang Proses untuk mendapatkan makiumat yang dipohon
iv.

T KEW-PS1) KEW-95:3
KEW-PS:13
Laparan Permohonan Mengikut Pengguna

lapeca 2007 i

——
ses
Prses mn

v. Laporan yang dipohon akan dipaparkan

KEW.PS-13
LARORAN KEDUCUKAN STOK TAHUN 2018
PUSENEAN STOK (Sedos Tahwn)
TAHUN 5
HAsA clitasdy/al
=
i s Tk Petama -1
i Torun Kedua 127286 26711617 [ ©0% [ €2 B3 Py PRy
ot Tabu Ketrga 11 15711817 3 006 [ % =13 1EMme”
ks ok Keemont 12736 3571647 o cot [ = s =6 L i lk
[ 1i691Y s - Py Kadar Pusigan Stok Tahanan adalsh : 2195.68 / {(13630.00> 137116.17)/2)
Eisaduian Olen : e sedan O —
P e
i ‘-am
Tawileh 3 arikh ;
Eag is Iabatae. | [ Jabsalaers
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PENTADBIR SISTEM / PENGESAH STOR

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

6.3 Laporan Pemohonan Mengikut Pengguna

i.  Pilih Laporan dan Laporan Pemohonan Mengikut Pengguna
ii. Masukkan butiran yang dikehendaki
iii. Klik pada butang Proses untuk mendapatkan maklumat yang dipohon

&

Laporan «
LAPORAN 3t LAPOSAM PERMOHONAN 570K MENGIKUT PEMOHON DAN TAHUR KEW-PS:3
|aamas PENGGURA KEW-PS:13
Laporan Permohonan Mengikut Pengguna
[TAHUN PERMORONAN

iv.  Laporan yang dipohon akan dipaparkan

LAPORAN 3. LARGRAN DF RMONGONAN STOK MENGIKET DESGHON:SEMUA DAN TAHUN. J018
. NO TARIKH TARIKH TARIXH TARIKH
BIL PERMOHONAN PEMOHON POHON PEG PELULUS LAUS PEG.STOR XELUAR PEMERIMA TERIMA STATUS
1 KEW.PSIZNIEL  ATvVATT 2U023018  MOMAMIAD 207012018 NORHAFIZA 7032018 ADYWATIBINTI  07/03/2018  STOK KELUAR
BINTI ABDLL IRSHADUDDIN BINTI BUSSIN ABDUL A2
A%z BIN JASRINIZAR
2 KEWLPS-1L201822  NORLELA IC0I8 HALINA BINTL 06:03/2018  NORMAFIZA 08/63/2048  NORLELA 08/03/20218  5TOK KELUAR
BINTI ABU ABDUL WANID BINTI HUSSDN BINTL ABU
3, KEWPS-11/201813  MORMAFIZA D1/03/2038  AZREE BN 01032016 NORMAFIZA 55/03/2018  NORHAFIZA B1/03/3038  STON KELUAR
EINTI HUSSIN ApIMIN BINTT HUSSIN BINTI PUSSIN
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V 3 ‘0 PANDUAN PENGGUNA SISTEM STOR MAIPs

1 \ PROSES PEREKODAN STOK

1.1.1 Tambah, Kemaskini dan Padam Maklumat Kumpulan Stok

i. Pilih Bekalan & Kawalan dan Senarai Kumpulan Stok
ii. Klik pada butang Tambah untuk tambah maklumat kumpulan stok
|v Klik pada butang besés.untuk menyimpan maklumat penambahan kumpulan
stok
v. lkon Pensil untuk kemaskini maklumat kumpulan stok
vi. lkon Tong Sampah untuk padam maklumat sedia ada

SENARAT KUMPULANSTOK Senaral Kumpulan Stok

re———

"
BIL  KUMPULAN STOK

L MATTOS o v o/ #

Z BAHEN PENCETAX vi ‘g I

TAMAAS KUMPULAN STOK

KUMPULAR STOK i




PENTADBIR STOR

V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

1.2.1 Tambah, Kemaskini dan Padam Maklumat Unit Pengukuran

i. Pilih Bekalan & Kawalan dan Senarai Unit Pengukuran

ii. Klik pada butang Tambah untuk tambah maklumat unit pengukuran
fi. Masukkan maklumat unit pengukuran
iv.  Klik pada butang Proses untuk menyimpan maklumat penambahan
v.  lkon Pensil untuk kemaskini maklumat unit pengukuran
vi. lkon Tong Sampah untuk padam maklumat sedia ada

: (W Bokizn & Kawalan~

SENARAL UNIT UXURAN Senaral Unit Pengukuran

BIL ©  UNIT UKURAN

L usIT vV /7 |8
ra ShlaH Vi -&- ||
TAMBAH UNIT UKURAN

UNIT UKURAN

]

iv
! Proses
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V 3 °0 PANDUAN PENGGUNA SISTEM STOR MAIPs

1.3.1 Tambah Maklumat Lokasi Stok

i.  Pilih Bekalan & Kawalan dan Senarai Lokasi Stok

ii. Klik pada butang Tambah untuk tambah maklumat lokasi stok
iii. Masukkan butiran yang betul dan lengkap
iv. Klik pada butang Proses untuk menyimpan butiran tersebut

[l Belkalan & Kawalan ~

SENARAI LOKASI ST0X

Senaral Lokast Stok

TAMBAS LUNASL STOK

SEXSYEN o0 v
e 00-00 v
|BARIS v
[raxc

00 v

TIMGKAT 0 .
|PETAK
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V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

1.3.2 Kemaskini dan Padam Maklumat Lokasi Stok

i.  Pilih Bekalan & Kawalan (i) dan Senarai Lokasi Stok
ii. Kiik pada ikon Pensil (ii-a) / Tambah (ii-b) untuk mengubah butiran baru
iii. Masukkan butiran-butiran baru yang betul dan lengkap
iv.  Klik butang Proses untuk menyimpan butiran
v. lkon Tong Sampah untuk padam maklumat yang sedia ada

L Bokatan & Kawalan ~

SENARAT LOKAS] STOK ’ Lo : ii-b
Senarai Lokasi Stok [ w -
B xooeeNUm Senaral Barang Standard TENIS 4 BARIS:  RAK4  TINGKATH PETAK 4
Senaral Kad Stok
00-00-60-00-00-00 It ) ] 0 ) /B
2. SEKSYEN &-KEO1-00-00-00-00 SEKSYEN A Kabinet Begi ® % 08 w Ha g 1
SEXSYEN AKBOZ00-00-08-00 SEKSYER & Kabinet Ses 0 b} ] v z
+€GH.&\SKJN! LOKAST STOM
KOD PENUR
IENIS v
BARIS v
| AN v
TINGKAT oo v
PETAK i -
H iv e
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1.4 Barang Standard
1.4.1 Tambah Maklumat Barang Standard

i.  Pilih Bekalan & Kawalan dan Senarai Barang Standard

ii.  Klik pada butang Tambah untuk tambah maklumat barang standard
iii. ~ Masukkan butiran barang standard dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

i Bekalan & Kawalan»
res

SENARAI BARANGAN STAND

Senarsi Barang Standard

| IAMRI LARANCAN STINGARD

l

s XOD
BIL BARANGAR PERIHAL BARANGAN KOO BARANGAN

PERIHAL BARANGAN

KUMPULAN STOK — i"

UNTT UKLIRAN SEMASA TERIMA G

—
UMTT MURAR SEMASA KELUAR 84G

A1
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1.4.2 Kemaskini Maklumat Barang Standard
i. Pilih Bekalan & Kawalan (i) dan Senarai Barang Standard
ii. Klik pada ikon Pensil (ii-a) / Tambah (ii-b) untuk mengubah butiran baru
iii. Masukkan butiran-butiran baru yang betul dan lengkap
iv. Klik butang Proses untuk menyimpan butiran

Senaral Bareng Standard m-

v el f B¥ vi'is ]

4 KXOD KUMPULAN UNIT UKURAN UNIT UKURAN
8lL BARANGAN PERTHAL BARANGAM STOK (TERIMA) {KELUAR)
.. ' @]t
1]
i KIS AT JTRMCT)
00 BARANCAY GO0
N )
—
{ \
! = }
‘ ALAT GANTY KOMPUTER v 1
' }
1 UBITY UBRAN SEMASA TERIMA OTAK e .1
!
(T UL SEMASS ELLAR :
—
4

P T v oN
-
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1.4.3 Kemaskini Imej dan Padam Maklumat Barang Standard

Pilih Bekalan & Kawalan (i) dan Senarai Barang Standard

Klik pada ikon Imej untuk mengubah butiran baru

Pilih Choose File untuk masukkan imej stok (imej mestilah format JPEG/JPG)
Klik butang Proses untuk menyimpan imej

Klik ikon Tong Sampah untuk padam maklumat barang standard

Senarai Barang Standard
Serar s KA Sk
. kop KUMPULAN UNIT UKURAN UNIT UKURAN
BIL BARANGAN PERTHAL BARANGAN STOK (TERIMA) (KELUAR})
1 G003 PENDRIVE ALAT GANTI KOTAK UHIT i L4
KOMPUTER —
2 ABOOE BUKU KUARTO ALAT TULIS ZUAH SUSK s v B “
IME) BARANGAN
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1.5 Kad Stok
1.5.1 Tambah Maklumat Kad Stok

i. Pilih Bekalan & Kawalan dan Senarai Kad Stok

ii. Klik pada butang Tambah untuk tambah maklumat kad stok
ii. Masukkan butiran kad stok dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

i Bekalan & Kawalan v
Show entries

m&:mm

T B

ol l ii I

Senarai Kad Stok s

s NO koD = NOKAD
BIL KAD BARANGAN PERTHAL B¢

=i
e ASO01-BUK KULIT TEBY, (400 MUKASURAT}
bt STCR UTAMA MAIP
st 00-00-00-00-00-00
TANTIOH LIS nan
1 DLAR)
0
STOK 2 LAN) Py

PARAS 3 MALAN)

0
HARGA STOK SEUNTT

v I
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1.5.2 Kemaskini dan Padam Maklumat Kad Stok

i. Pilih Bekalan & Kawalan dan Senarai Kad Stok

ii. Klik pada ikon Pensil untuk kemaskini maklumat kad stok
iii.  Masukkan butiran kad stok terkini dengan betul dan lengkap
iv.  Klik butang Proses untuk simpan butiran.

v. lkon Tong Sampah untuk padam maklumat yang disimpan

LI Bckalan & Kawalan v

Senarai Kad Stok

RO MAD 22

AGOO3-PENDRIVE

STCR UTAMA MAIPS v

WRASE SIS 00-00-00-53-C0-00 v

TARDCH LUPUT
rull

PARAS MINIMUM STOK {PURATA PENGGUNAAN STCK 1 BULAN) o

PARAS HENOKOK {PURATA PENGGLNAAN STOK 2 BIRAM) o

nas
PARAS MAKSTMUM (PURATA PENGGURAAN STOK 3 BULAN) ° UL

JUMLAH ANTITE STOX 59

HARGA STOK SEUNIT (RM) 25.00

HARGA STOK KESELURUHAN {RM) 147500

PEGANAL MOHAMMAD IRSHACUDDIN BIN JASRINIZAR v

TARDMH
15/02/2018

STATUS KAD

Aktrf
1w =
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2 \ PROSES PENERIMAAN STOK

2.1 Senarai Pembekal

2.1.1 Tambah Senarai Pembekal

i. Pilih Penerimaan dan Senarai Pembekal
ii. Klik pada butang Tambah untuk memasukkan butiran pembekal
iii. Masukkan butiran pembekal dengan betul
iv.  Pilih butang Proses untuk menyimpan butiran dan meneruskan aktiviti lain

how entries PENTADBIR STOR Search:

‘ Senarai Pembekal ‘
B

X PENGESAH STOR MO TEL.
BIL NAMA PEMBEXAL Free s st - PEMBEXAL
NAMA FEMBEKAL
ALAMAT PEMBEKAL
1]
NO TEL. PEMBEXAL

iv
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2.1.2 Kemaskini dan Padam Senarai Pembekal
i. Pilih Penerimaan dan Senarai Pembekal
ii. Klik pada ikon Pensil untuk kemaskini butiran pembekal
iii. Masukkan butiran pembekal terkini dengan betul

iv. Pilih butang Proses untuk menyimpan butiran terkini
V. Klik ikon Tong Sampah untuk padam maklumat pembekal
i
ow entries PENTADBIR STOR Search:
. ] ; i
SERIN PR | Senaral Pembekal ‘
=
. | PENGESAM STOR g
BIL NAMA PEMBEXAL Prrgma’ ar Prrer s PEMBEXAL
i TIADA MAKLUMAT TIADA MAKLUMAT null V & ]l
2. KANGAR OFFICE AUTOMATION & PHOTOGRAPHIC 13 GROUKD FLOCR,ILN BAS EKSPRESS JALAN BUKIT LAGE 01000 KANGAR nufl ii ra ]
SDN BHD p—
NAMAREIRERS KANGAR OFFICE AUTOMATION & PHOTOGRAPHIC SDN BHD |
AUAMATIEEMSS 13 GROUND FLOOR,JLN BAS EKSPRESS JALAN BUKIT LAGI 0100kt  fii
NO TEL. PEMBEKAL
null

—_—

B
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2.2 Terimaan Dari Pembekal

i Pilih Penerimaan dan Terimaan Dari Pembekal

ii. Isi butiran pada ruangan yang berkaitan

iii. Klik pada butang Terus untuk masukkan maklumat barang dipesan dan
diterima

NO RUIUKAN®:
ji
NAMA & ALAMAT PEMBEKAL®:

AMI CENTURY

BUTIR-BUTIR BUNGKUSAN:

BUTIR-BUTIR PENGHANTARAN:

RO PESANAN KERAJAAN*:

TARIKH PESANAN KERAJAAN™:

\ PENTADBIR STOR
Senarai Pembekal
Terimaan Dari Pembekal
Rekod Penerimaan SGAWAI PENERIMA™:
MORHAFIZA BINTI HUSSIN v
PENGESAH STOR
Pengesahan Penefimaan  \RIKH TERIMA®:
v DOy MM YYYY
PEGAWAI PENGESAH*:
AZREE BIM ALIMIM v
PEGAWAI PENCATAT:

MOHAMMAD TRSHADUDDIN BIN JASRINIZAR

TARIKH CATATAN:
07/03/2018

DD/MM/YYYY
*Ruangan Wajib Diisi
iv. Klik pada butang Tambah Barang untuk masukkan butiran barang yang

dipesan dan diterima

NO RUUKAN*:

3001854

NMAMA & Al AMAT PEMBEKAL*:

TEGUH JAYA UTARA ENTERPRISE
NO. 20 TINGKAT 1, PLAZA KUALA, JALAN SARAWAK

BUTIR-BUTIR BUNGKUSAN:
null

BUTIR-BUTIR PENGHANTARAN:
nulf

NO PESANAN KERAJAAN:
B 001854

TARIKH PESANAR XERAJAAN™;
08/6s{2017

© Tambat Barang R

PEGAWAI PENERIMA™:
NORHAFIZA BINTT HUSSIN

TARIKH TERIMA™:
17/C7{2017

PEGAWAI PENGESAH™:
AZREE BIN ALIMIN

PEGAWAI PENCATAT:
NORHAFIZA BINTT HUSSIN

TARIKH CATATAN:
27/87{2017

STATUS BORANG:
SELUM DISAHXAN (BCRANG BELUM LENGKAP)

13
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V. Isi butiran barang yang berkaitan
Vi. Klik pada butang Submit untuk menyimpan butiran

Tambah Barang

Kod & Perihal Barang[No Kad}]:

AB001-BUKU KULIT TEBAL {400 MUKASURAT)[1] ¥

Kuantiti Dipesan:

v
Kuantiti Diterima (Semasa Terima):
Harga Seunit {Semasa Terima):
Kuantiti Diterima {Semasa Keluar):
Harga Seunit {(Semasa Keluar):
Tarikh Luput:

DD/MMIYYYY

Catatan:

Submit RL

Close

14
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Klik pada butang Selesai untuk tamatkan proses

NO RUJUKAN™;
B 001872

NAMA & ALAMAT PEMBEKAL™:

HYGIENE WORLD SDN. BHD
135-137 K\WS PERUSAHAAN TAMDOP BARU, KOTA SETAR, 15400 ALCR SETAR. KEDAH

BUTIR-BUTIR BUNGKUSARN:
rull

BUTIR-BUTIR PENGHANTARAN:
rul!

NO PESANAN KERAJAAN™:
B 001872

TARIKH PESAHAN KERAJAAMN:

PEGAWAS PENERIMA™:
SALIZAH BINTI SUKTD

TARIKH TERIMA™:
20/06/2017

PEGAWAI PENGESAH*:
AZREE BIN AUMIN

PEGAWAI PENCATAT:
SALIZAH BINTI SUKT

TARIKH CATATAN:
02/08/2017

STATUS BORAMNG:
BELI#A DISAHKAN {BORANG BELUM LENGKAP)

20/06/2017
© Tambah Barang
BIL NO PERIHAL BARANG BIl MOHOM BIL. TERIMA UNIT SEUNIT(RM) AIL. TERIMA UMIT SEUNIT(RM)  JTUMLAH{RM)
HAD [y ) [y € ) {XELUAR) {KELUAR) (XELUAR) {TERIMA)
1. 135 HOP 4 4 BATANG 21.00 4 BATANG 21,00 2400 %
2. KB 032 KAINBULL MOP 3 6 UNET 4.00 6 UNIT 4.40 400 K
3 138 PLASTIK SAMPAH HITAM : 5 5 PACK 36.08 s PACK 35.83 .00 ISR
18
EA KS8033  BERUS TANCAS 4 4 BATANG £.00 4 BATANG 5.50 22400 /X
5 KB 034 FENCUCI TINGKAP/CERMIN 2 2 UNET 25.00 2 uNIT 25.90 5000 /%
Perhatian? Sia semak dan pastilan senaral barang & & dengen betul sebelum kil butang SELESAT.
——————
8 i |
viii.  Proses terimaan pembekal Berjaya
NO RUIUKAN®: PEGAWAT PENERIMA™:
B 001845 SALIZAH BINTI SUK
NAMA & ALAMAT PEMBEKAL™: TARIKH TERIMA™:
E-GLOBAL 08/06/2017
NO 35 TAMAN KEMAJUAN , JALAN MAJU, Q1330 KANGAR
PEGAWAI PENGESAH™:
BUTIR-BUTIR BUNGKUSAN: AZREE BIN ALIMIN
null
PEGAWAI PENCATAT:
BUTIR-BUTIR PENGHANTARAN: NORHAFIZA BINTT HUSSIN
nufl
TARIKH CATATAN:
NO PESANAN KERAJAAN®: 19/67/2017
B 001845
STATYS BORANG:
TARIKH PESANAN KERAJAAN": TELAH DISAHKAN
08/05/2017
BIl. NOKAD PERIHAL BARANG BIL.MOHON BIL. TERIMA UNIT SFUNMIY(RM) BIL TERIMA UNIT SEUNIT(RM) JUMLAH{RM)
{TERIMA} {TERIMA} (TERIMA) (XELUAR) (XELUAR] (XELUAR) (TERIMA)
1. 128 CANCN PDXMA {HITAM) - 740 200 200 KOTAK 64.00 200 KOTAK 63.80 12800.00
Jumiah Keseluruhan (RM) 1280000

Perhatiant Sila sermok dan pastikan senarx harang di is dengan betul sebatum kiik butang SELESAT.
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2.3 Pengesahan Penerimaan Stok Dari Pembekal

I. Pilih Penerimaan dan Pengesahan Penerimaan
ii. Pilih Status seperti di bawah

iii. Klik pada butang Proses menyimpan maklumat

‘PENTADBLR STOR ]
Senarai Pembekal
STATUS -
‘ Terimaan Dari Pembelal # DISAHKAN (BORANG LENGKAP)
Rekod Penerimaan
PENGESAH STOR l
Pengesahan Penerimaan
PEHGE SAMAN FENERIMAAN
STATUS

BELUM DISAHKAN {BORANG LENGKAP) i

—— — .

iv. Klik pada ikon Pensil untuk mengemaskini status penerimaan
REXOD PENERIMAAN
BIL NO RUJUKAN PEG PENERIMA TARIKH TERIMA STATUS PEG PENGESAH TARIKH SAH
1 NR8C SALIZAH BIMTI SUKD D9-DEC-2016 BELUM DISAHKAN (BORANG LENGKAP) AZREE BIN ALIMIN ] iV 4

1 Rows 1 - 1 Total Result 1

Kembah
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V. Pilih butang Sahkan untuk tamatkan

TERIMA DARI PEMBERAL
NO RUJUKAN®; PEGAWAI PENERIMA*:
RED SALIZAH BINTI SUKE
NAMA & ALAMAT PEMBEKAL": TARIKH TERIMA*;
IUIAYA 12/09/2016
SERIAB
PEGAWAI PENGESAH':
BUTIR-BUTIR BUNGKUSAN: AZREE BIN ALIKTN
PEGAWAI PENCATAT:
BUTIR-BUTIR PENGHANTARAN; MOHD FITRI SN EDROS
TARIKH CATATAN:
ND PESANAN KERAJAAN' : 12/09/2016
POB0
STATUS BORANG:
TARIKH PESANAN KERAJAAN BELLM DISAHKAN (BORANG LENGKAF)
11/30/2015
BiL. NOKAD PERIHAL BARANG BIL. MOHON BIL TERIMA UNIT SEUNIT(RM) JUMLAH(RM)
1 5 PEMADSM 1 15 ungT 1.3 1550
v Jumiah Keseluruhan {RM) 15.00
Sahkan
vi. Pengesahan Terimaan Pembekal berjaya
NO RUIUKAN™: PEGAWATI PENERIMA*:
B 001345 SALIZAH BINTI SUKY
NAMA & ALAMAT PEMBEKAL™: TARIKH TERIMA™:
E-GLOBAL 08/05/2017
NO 35 TAMAN KEMAJUAN , JALAN MAIU, 01833 KANGAR.
PEGAWAL PENGESAH*:
BUTIR-BUTIR BUNGKUSAN: AZREE BIN ALIMIN
nuki
PEGAWAI PENCATAT:
BUTIR-BUTIR PENGHANTARAN: NCRHAFIZA BINTZ HUSSIN
nufl
TARIKH CATATAN:
NO PESANAN KERAJAAN®: 19/07/2017
B 001845
STATUS BORANG:
TARIKH PESANAN KERAJAAN*: TELAH DISAHKAR
08/36{2017
BIL NOKAD PERIHAL BARANG BIL MOHOMN BIL.TERIMA UNIT SEUNIT(RM) BIL TERIMA UNIT SEUNIT(RM) JUMLAH(RM)
(TERIMA) (TERIMA) (TERIMA) (KELUAR) (XELUAR) (XELUAR) {TERIMA)
1. 128 CANCN PEXMA {HITAM) - 750 200 200 KOTAK 64.00 200 KOTAK 63.60 1280000
Jumlah Keseluruhan (RM) 12800.00

Perhatian! Sila semak dan pastivan senarai barang di isi dengan betul sebelum Idik butang SELESAL.
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3 \ PROSES PEMOHONAN STOK

3.1 Proses Permohonan Stok

i. Pilih Pemohon dan Katalog stok untuk semak kuantiti stok sebelum membuat

permohonan
'

Show entries PEMOHON Search:
; : | &
KATALOG 5TOK | Katalog Stok
- Permochenan Stok !

Status Permohonan

- R o) I'Eﬂ.! PEGAWAI PELULUS
' Permchanan Menunggu Kelulusan

1 1 ABOOL BUKU KLAIT TEBAL (400 MUKASURAT) H

2, 2 ABGO2 BUKU KULIT TEBAL {300 MUKASURAT) 11

ii. Pilih Pemohonan dan Permohonan Stok
iii. Masukkan butiran permohonan dengan lengkap
iv.  Klik pada butang Terus untuk meneruskan permohonan

| PEMOHON
Kakalog Stck
NO. KAD PENGENALAN: Permchenan Stok
850619095099 Status Permohonan
R PEGAWAI PELULUS -

MCHAMMAD IRSHADUDDIN BIN JASRINIZAR
Permohonan Menunggu Kelulusan
JAWATAN:

KETUA UNIT ICT CATATAN:

BAHAGIAN: iii
UMIT TEKNOLOGE MAKLUMAT, MATPs
PEGAWAI PELULUS*:
bl AHMAD FITRI BIN MAT ISA @ MAT HASSAN v
010-2747369

TEL. PEMABAT:
04-9794439
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v.  Pilih butang Pilih Stok untuk masukkan butiran permohonan stok

MW
Kl putton Fuh Stok
NO. XAD PENGEMALAN: ALAMAT E-MAILs
290619035098 irshaduddin Zmaips.gov.my
HAMA: TARIXH BEKALAN DIKEHENDAKI:
MOHAIIAD IRSHADUCDIN EIN JASRINIZAR 13/03/2018
JAWATAN: CATATAN:
KETUA UNIT ICT null
BAHAGIAN: PEGAWAL PELULLS:
UHIT TEXROLOG! MAKLUHAT, MAPs AHMAD FITRI BIN MAT ISA @ MAT HASSAN
TEL. HiB: STATUS POHON:
010-2747369 PERMCHONAN TIDAK LEKGKAP
TEL PEIABAT:
04-5794439
v
,
BEL K0D PERIHAL BARANG BIL. MOHON UnNIT CATATAN
vi. Isi butiran yang berkaitan dengan iengkap
vii.  Klik butang Submit untuk simpan butiran permohonan stok

Tambah Barang

¥od & Perihal Barang[No Kad]:

ABOO1-BUKU KULIT TEBAL (400 MUKASURAT{1] v

Kuantiti Dipohon:

vi

Cataltan:

vii
|
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viii. Permohonan Stok Berjaya
2atin tedah Sheraslier
NO. KAD PENGENALAN: ALAMAT E-MAILL:
harisEmaips.gov.my
NAMA: TARIKH BEKALAN DIKEHENDAKI:
NURHANIS BIRT: AU 01728/2037
JAWATAN: CATATAN:
PENOLONG PEG TADBIR
BAHAGIAN: PEGAWAI PELULUS:
UNIT PENTADBIRAN AM, MAIPS HALINA BINTI ABDLL w8HID
TEL. HfP: STATUS POHON:
0124555555 PERMCHONAN BARU
TEL. PEJABAT:
(~4-9861555
B1L KOD PERIHAL BARANG BIL. MOHOMN Usaw CATATAN
1. ACO01 PEMADAM 5 UNIT - "4
Jumilah Kescluruhan (RM) S

ix. Email pemberitahuan akan diemelkan kepada pegawai pelulus

[ Zimbra: PERMOHONAN STOK DARIPADA STOR MAIPs - Google Chome % = == BT
A bur7s mailummap.edumy, zimerarpubhe/Aaunchibliew Vindow s skin =k &localeldzern_JS&fuli=]

bse - Delet _-..4|: __j"— _ : or
PERMOHONAN STOK DARIPADA STOR MAIPs December 10. 2016 332 PM -
v From: (henis@maips.gov.my_

To | fitriedros @unimap.edu.my

Parkara di atas adalah dirujuk. Mohon pengesahan dari pihak tuan/puan.
‘ Maklumat permohonan adalah seperti berikut :

NAMA : NURHANIS BINTI ALI
JAWATAN : PENOLOMNG PEG TADBIR
| BAHAGIAN 1 UNIT PENTADBIRAN AM, MAIPS
|| NO BORANG PERMOHONAN : KEW.PS-11/2016/56
TARIKH PERMOHOMAN : 19-DEC-2016
TARIKH DIKEHENDAXI 1 28-JAN-2017

Sila layari http://stor.maips.gov.my untuk semakan dan pengesahan permohonan daripada pihak
tuan/puan.

LOGIN --> Permohonan --> Permohonan Menunggu Kelulusan

Sakian, terima kasih.

NURHANIS BINTI ALI
PENOLONG PEG TADBIR
| UNIT PENTADBIRAM AM, MAIPS
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3.2 Proses Kelulusan Permohonan Stok oleh Pegawai Pelulus

i.  Pilih Pemohonan dan Permohonan Menunggu Kelulusan

ii.  Pilih dan masukkan Status dibahagian yang tertentu

iii.  Klik butang Proses untuk meneruskan proses seterusnya

PERMCHONAN BARU ii

PERMOHONAN BARLE
DALAM PROSES
iii‘ DILULUSKAN
| TIDAK DILULUSKAN

iv. Kilik pada ikon Pensil untuk proses kelulusan permohonan

1 Rows 1-1 Total Result 1

REKOD PERMOHONAN
BIL NO PERMOHONAN PEMOHON TARIKH POHON
1, KEW.PS-11/2016/56 NURHANIS BINTI AU 19-DEC-2016

STATUS

PERMOHONAN BARU

iv

v. Kilik sekali lagi pada ikon Pensil untuk masukkan butiran kelulusan permohonan

NO. KAD PENGENALAN:

NAMA:

NURHANIS BINTI ALY

JAWATAN:

PENQLONG PEG TADEIR

BAHAGIAN:

LNIT PENTADBIREN AM, MAIFS

TEL HiP:

012-155655%

TEL. PEJABAT:

(4-9661555
BHL Xon PERIHAL BARANG BiL. MOHON
L ACCOL PEMADAM 5

Kembal Kehuiusan

ALAMAT E-MAIL:
hanisEmaips.gov.my

TARIKH BEKALAN DIKEHENDAKI:
01,28/2017

CATATAN PEMOHON:

CATATAN PELULUS:
s

PEGAWAI PELULUS:
HALINA BINT] ABDUL WAHID

STATUS POHON:
PERMOHORAR BARY
CATATAN PEMOHON BIL LULUS BAKI
null 15

UNIT

UNIT

CATATAN PELULUS

i
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vi.  Masukkan butiran kelulusan yang berkaitan
vii.  Klik pada butang Proses untuk langkah yang seterusnya

KELULUSAN PERMOHONAN STOK

KOD BARANGAN

BIL. POHOM

CATATAN PEMOBON

BIL.LULUS

BAKI

UXURAN

CATATAN PELULUS

ACOM-PEMADAM

vi
15
LT

null

viii.  Proses kelulusan Berjaya

KELULUSAN PERMOHOMAN STOK.

NO. KAD PENGFNALANG

NAMA:

NURHANIS BINTI AL

JAWATAN:

PENOLONG PEG TADEIR

BAHAGIAN:

UNIT PENTADBIRAN AM, MAIPS

TEL H/P:

012-4556555

TEL PEJABAT:

04-3861555
BIL  KXOD PERIHAL BARANG BIL. MOHON
1. ACO0I  PEMADAM 5

ALAMAT E-MAIL:
hanis@maips.gov.my

TARTKH BEKALAN DIKEHENDAKE:
01/28/2017

CATATAN PEMOHON:

CATATAN PELULUS:

PEGAWAI PELULUS:
HALINA BINTI ABDUL WAHID

STATUS POHON:
DILULUSKAN

CATATAN PEMOHON BIL LULUS BAKI UNIT

CATATAN PELULUS
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V 3 0 PENTADBIR STOR
2 PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Email pemberitahuan akan di emailkan kepada pentadbir stor

NAMA PEMOHOM : NURHANIS BINTI ALI
JANATAN PEMOHOMN : PENOLONG PEG TADBIR
BAHAGIAN PEMOHON : UNIT PENTADBIRAH AM, MAIPS

KELULUSAN PERMOHDNAN STOK DARIPADA STOR MAIPs December 10, 2016 354PM -
HO BORANG PERMOHONAN : KEW.PS-11/2016/56
TARIKH PERMOHONAN : 1@-DEC-2016

» From: { halina@maeips.gov.my !
To! | fitriedros @upimap.edu.my |
l KELULUSAN PERMOHONAN STOX DARIPADA STOR MAIPs
Perkara di atas adalah dirujuk. Mohon proses pengeluaran dari pihak tuan/puan.
TARIKH DIKEMENDAKI s 28-JAN-2017
-

tMaklumat permohonan dan kelulusan adalah seperti berikut :

NAMA PEG PELULUS : HALINA BINTI ABDUL WAHID

JAWATAN PEG PELULUS : KETUA BAHAGIAN

BAHAGIAM PEG PELULUS : BAHAGIAN KHIDMAT PENGURUSAN DAMN KEURUSETIAANH

Sila layari http://ster.maips.gov.my untuk proses pengeluaran stok oleh pihak tuan/puan.

LOGIN --> Pengeluaran --> Pengesahan Pengeluaran

Sekian, terima kasih.

HALINA BINTI ABDUL WAHID
KETUA BAHAGIAN
BAHAGIAN KHICMAT PENGURUSAN DAN KEURUSETIAAN
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PENTADBIR STOR

V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

4 \ PROSES PENGELUARAN STOK

4.1 Pengeluaran Stok oleh Pentadbir Stor

i.  Pilih Pengeluaran dan Pengesahan Pengeluaran
ii. Pilih Status untuk diproses
iii. Klik pada butang Proses untuk meneruskan proses

'

PROSES PENGELLARAN STOX J Pengesahan Pengeluaran ;

DILULUSKAN i

iv.  Klik pada ikon Pensil untuk mengesahkan pengeluaran stok

PROSES PENGELUARAN STOK

BIL NO PERMOHONAN PEMOHON TARIXH POHON
1. KEW.PS-11/2016/55 KURHAKIS BINTT AL 35-DEC-2016

2 KEV/.PS-11{2016/52 MURHANIS BINTI ALY 06-DEC-2016

3 KEW.P5-112016/56 NURRANIS BINTI ALE 10-DEC-2016

1 Rows 1- 3 Total Resukt 3

STATUS

DILULUSKAN

DILULLISKAN

DILULUSKAN
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PENTADBIR STOR

V3.0

v. Klik pada ikon Pensil

PANDUAN PENGGUNA SISTEM STOR MAIPs

vi. Klik pada butang Sah Keluar Stok untuk proses seterusnya

——
PROSES PENGELUARAMN STOX
NO, KAD PENGENALAN; ALAMAT E-MAIL:
hanis@maips.gov.my
HAMA: TARIKH BEKALAN DIKEHENDAKI:
NURHANIS BINTI ALL 01282017
JAWATAN: CATATAN PEMOHON:
PENGLONG PEG TADBIR .
BAHAGIAN: CATATAN PELULUS:
UMIT PENTADBIRAN AM, MAIPS
TEL. H/P: PEGAWAI PELULUS:
012-4556555 HALINA BINTI ABDUL WAHID
TEL. PEJABAT: STATUS POHOMN:
048861555 DILLLUSKAN
an KOD PERIHAL BARANG BIL. MOHOM CATATAN PEMOHON BIL LULUS BAKI UNIT CATATAN PELULUS
1. ACODL  PEMADAM 5 5 15 uNIT v
m "Sah Keluar Sick vi
vii.  Isi butiran berkaitan
viii.  Klik pada butang Proses untuk menyimpan maklumat berkaitan
FROSES PENGELUARAN STOX.
MO, KAD PENGEMALAN: ALAMAT E-MAIL:
[ I hanis@maips.gov.my
NAMA: TARIKH BEKALAN DIKEHENDAKI:
NURMANIS BINTI ALL 01/28/2017
JAWATAN: CATATAN:
PENOLONG PEG TADBIR
BAHAGIAN: CATATAN PELULUS:
UNIT PENTADBIRAN AM, MAIPS -
TEL.H/P: PEGAWAT PELULLS:
0123556555 HALINA BINTI ABDUL WAHID
TEL. PEJABAT: STATUS POHON:
04-5861555 PROSES PENGELUARAN
PEG. PENGAMBIL STOK:
AZREE BIN ALIMIN v
TARIKH PENGAMBILAN:
null vii
CATATANPENGAMBILAN:
null
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PENTADBIR STOR

V 3 °O PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Proses pengeluaran stok Berjaya

NO. KAD PENGENALAN:

NAMA:
URHANIS BINTI AU

JAWATAN:
PENGLONG PEG TADBIR

BAHAGIAN:
UNiT PENTADBIRAN AM, MAIPS

TEL HYP:
012-3556555

TEL PEJABAT:
{4-9861555

BIL  KOD PERIHAL BARANG

L ATOO1 PEMADAM

ALAMAT E-MAIL:
hanis@ maips.gov.my

TARIKH BEKALAN DIKEHENDAKI:
031/28/2017

CATATAN PEMOHON:

CATATAN PELULYS:

PEGAWAI PELULUS:
HALINA BINTI ABDUL WAHID

STATUS POHON:
STOK KELLAR

CATATAN PEMOHON BIL URUS BAKI

- 5 10

uNIT

UNIT

CATATAN PELULS
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PENTADBIR STOR

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

5 \ PENJANAAN PELAPORAN

5.1 KEW-PS: 3

i.  Pilih Laporan dan KEW-PS: 3
ii. Masukkan butiran yang dikehendaki
iii.  Kiik pada butang Proses untuk mendapatkan maklumat yang dipohon

i
LAPORAN 1 NEW-$5:3 ‘ KEW-PS:3 I
KEW-PS:13
NO KAD
2013AB 006-BUKL KUSET i
(201} Laporan Permchonan Mengilat Pengguna
TAHUN DARY
— {]
TAHUN HINGGA
-
iv. Laporan yang dipohon akan dipaparkan
EoE=N
o Kadi 201
TAIALAN
{Tatacers Pengarammn Sor 57)
Parrhal Stok ¢ BUKU KUARTO
RAMAGIAN A -
= = = =
Ty | Ja = | =
=y | T=TeT) = | T | =T [ 2
TG SEOR ]
Moy s vl 1
m ]
mmw&
hinongel Kipahlts [T =T ST R Mussetitt B e Muwntht Milusras)
= Q 1 000 o I 0.00 1 Q 0.00
. 2028 12 | | e a 1 =] [) i a0 .00
I ____ KELUARAN STOK SN THIES
- s T — e I — T E—— T— E— T S—
[ 2657 ] 1 000 a L 000 ) 1 000 1 1 260
L 208 1 35 a 1 o0 1 0.0 o 1 T
ST TarEiRAN WELUIARAN
— el i A S
7 ) 1 .00 [ | (Y3
208 T 1 3600 o 1 ]
BAHAGIAN &
Tarfhe o, PR/BYR/IMPS Tariens Duripnde/ Kaluar Kepnds —-r—-*&‘_ 5 m’ﬂg “""'-—_Eﬂ “;%_E v'“_‘—ﬂl “Tands Tangen Pegarwnl Sher
ey =y e :c: —
=18
Dk (== S hatagan - =1
23.02.3018 SEASINT STOR 2018 __TIADA HAKLUMAT 2 3.00 5T 12

Motar P = Pesaasn Kermioon
BODS = Bormey Pesanan Pengelusnen Seok
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PENTADBIR STOR

PANDUAN PENGGUNA SISTEM STOR MAIPs

5.3 Laporan Pemohonan Mengikut Pengguna

i. Pilih Laporan dan Laporan Pemohonan Mengikut Pengguna

ii. Masukkan butiran yang dikehendaki

iii.  Klik pada butang Proses untuk mendapatkan makiumat yang dipohon

[TAHUN PERMOHONAN

SEMUA

Proses

Laporan Pesmchonan Mengikut Pengguna

iv. Laporan yang dipohon akan dipaparkan

LAPORAN 3: LAPORAN FERMOGHONAN STOK MENGE/T PEMOHOMSEMUA DAN TANUN 2018

& NO TARINH TARIKH TARTKH TARIKH
BIL PERMOHONAN PEMOHON POHON PEG.PELULUS HRUS PEG.STOR KELUAR PERERIMA TERIMA STATUS

1. KEW.PS-11/2018/1 AZYYATI 21/02/2018  HICHAMMAD 21/62f2018 NORHAFIZA 07/03/2018  AZYYATIBINTT  07/03/2018  STOK KELUAR
BINTT ABDUL IRSHADUDDIN BINTI HUSSIN ABDUL AZIZ
AZIZ BIN JASRINIZAR.

2. KEW.PS-11/2018/2 NORLELA 28/02{2018 HALINA BINTI 08/03/2018 NORHAFIZA 08/03/2018 NORLELA 08;03/2038 STOK KELUAR
BINTL ABU ABDUL WAHID BINTI HUSSIN BINTT ABU

3. KEW.PS-11/2018/3 NORHAFIZA 01/03/2018  AZREE BIN 01/03/2018 NORHAFIZA 05/03/2018 NORHAFIZA 01/03/2018  STOK KELUAR
BINTI HUSSIN ALIMIN BINTE HUSSIN BINTT HUSSIN
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PENTADBIR STOR

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

5.2 KEW-PS: 13

i. Pilih Laporan dan KEW-PS: 13
ii. Masukkan butiran yang dikehendaki

iii. Klik pada butang Proses untuk mendapatkan maklumat yang dipohon
iv.

‘ KEW-PS:3
AL 2007 i .
Laporan Permohonan Mengikut Pengguna

v. Laporan yang dipohon akan dipaparkan

KEW.P5-13
SokSemmen ____| KA {Subew Talum)
TAHUN SEMASA = [ Y i el ke 1 ellis+d) 2]
Libis) dofashifc]
[ 40 100,59
1 4s Taban Pavtarray 207 15711647 L9650 [LIR0IE SRURLTYE
s Tabon Kadha 317286 15713617 800 ¢ {Elsm&‘)gxsnu 174
s Tabun Kebge 17206 15718607 00/ i(mzu;mns.m{z)
1+hs Tahon Kearrpet 1786 15T .00 § [(157116.17+157116.1772]
adar Pusimgan Stuk Toluman wisteh ; 2396.68 / ((13686.00+ 157116.17}/2) |
[S—— Y
Tandakingan Pagawl Sar) | Candstgen Pegats Stor)
e g oo
e st ¢ owatan
aribdh : {7 asihty
1 . b bt
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V 3 O PENTADBIR STOR
*~ PANDUAN PENGGUNA SISTEM STOR MAIPs

5.3 Laporan Pemohonan Mengikut Pengguna

i Pilih Laporan dan Laporan Pemohonan Mengikut Pengguna
ii. Masukkan butiran yang dikehendaki
ii.  Klik pada butang Proses untuk mendapatkan maklumat yang dipohon

SEMUA

TAHUN PERMOHONAN

KEW-PS:3
KEW-P5:13
Laporan Permohonan Mengikut Pengguna

iv. Laporan yang dipohon akan dipaparkan

LAPORAR 11 LAPORAN PERMOHONAN STON MENGIKUT DEMONON:SEMUA DA TAHIIR: 2015

& nO TARUKGH TARICH TARIXE TARIXH
BIL PERMOHONAN PEMOHON POHON PEG.PELIRUS LS PEG.STOR KELUAR PEMERIMA TERIMA STATUS

b KEWPS-11/3018:2 AZYYATT 11/02:2018 FOHARMEAD 2170270038 NCRHAFTCA TS ATYATIBIMYL 077632038 STOK KELUAR
EINTT ABDUL IRSEADUDDIN BINTI HUSST SEDAL ATIT
Az BIN JASRINTTAR

2. KENPS-112018°2 MORLELA 280212028 HALING BINTT J€03:20:8 WIRRAFIZA Jec20z8 NORLBA 052018 STOKKELUAR
BINTI ABC ABDAA WAHID EINTT HUSEIN BINTI 8B

3. KEW.PS-117201€13 HORHAFIZE 51,C2: 2018 AZREE Ell 01/€3/2018 HORHAFIZA 23 032018 NORHAFLZA IYO3:3018 STOK KELUAR
BINTI HUSSIN ALIMIN EINTT HUSSIN BINTT HUSED
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PEMOHON

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

KANDUNGAN
1  PROSES PERMOHONAN 2-5

4,1 Permohonan Stok




PEMOHON

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

1 \ PROSES PEMOHONAN STOK

1.1 Permohonan Stok

i. Pilih Pemohon dan Katalog stok untuk semak kuantiti stok sebelum membuat

I

permohonan

PEMOHON
Katslog Stek
Permchenan Stok

Status Permohonan

o e | PEGAWAI PELULUS
Permchonan Menunggu Keludusan

1. 1 ABOOL BUKY KULTT TEBAL (400 MUKASURAT) &

2 2 ABOOZ BUKL KULTT TEBAL {300 MUKASURAT) 11

ii. Pilih Pemohonan dan Permohonan Stok
iii.  Masukkan butiran permchonan dengan lengkap
iv. Klik pada butang Terus untuk meneruskan permohonan

ii
sTOR | PEMOHON :

Katalog Stok
NO. KAD PENGENALAN: Permohonan Stok
550615095099 Status .
NAMA: Ki:
FICHAMMAD IRSHADUDDIN BIH JASRINIZAR PEGAWAI PELULUS

Permohcnan Menunggu Kelulusan
INNWATAN:
KETUA UNIT ICT CATATAN:
BAHAGIAN: iii
UNIT TEKNOLOGI MAKLUMAT, MAIPS

PEGAWAI PELULUS™:

TEL H/P:
010-2747369 AHMAD FITRI BIN MAT ISA @ MAT HASSAN v
TEL. PEJABAT:
04-9754439




PEMOHON

V 3 '0 PANDUAN PENGGUNA SISTEM STOR MAIPs

Pilih butang Pilih Stok untuk masukkan butiran permohonan stok

PERMOHTNAM STUK
Ko mutton Pk Sisk
NO. KAD PENGEMALAN: ALAMAT E-MATL:
£§3C619095099 irshaduddin Zmaips.gov.my
NAMA: TARIKH BEKALAN DIKEHENDAKI;
MOHAMMAD IRSHADUCDIN BIN JASRINIZAR 13/03/2018
JAWATAN: CATATAN:
KETUA UNIT ICT nulf
BAHAGIAN: PEGAWAL PELULUS:
UNIT TEXNOLOGI MAKLUMAT, MAZPs AHMAD FITRI BIN MAT ISA @ MAT HASSAN
TEL. HjP: STATUS POHON:
01C-2747369 PERMOHCNAN TIDAK LENGKAP
TEL. PEJABAT:
04-9794438
g
© Pith Stok |
BIL KoD PERIHAL BARANG BIL. MOHON UNIT CATATAN
=
vi. Isi butiran yang berkaitan dengan lengkap

vii.  Klik butang Submit untuk simpan butiran permohonan stok

Tambah Barang

Kod & Perihal Barang[No Kad]:

AB001-BUKU KULIT TEBAL {400 MUKASURAT}[1] v
Kuantiti Dipohon:
vi
Catatan:

vii
|




PEMOHON

PANDUAN PENGGUNA SISTEM STOR MAIPs

viii. Permohonan Stok Berjaya
Statum tedih dilemetiita
NO. KAD PENGENALAN; ALAMAT E-MAIL:
hanisZmaips.gov.my
NAMA: TARIKH BEKALAN DIKEHENODAKI:
NURHANIS BINTL ALL 01728/2017
JAWATAN: CATATAN:
PENOLONG PEG TADEIR
BAHAGIAN: PEGAWAIL PELULDS:
UNIT PENTADBIRAN AM, MAIPS HALKA BINTS ABDUL WAHID
TEL. H/P: STATUS POHON:
012-3556555 PERMCHONAN BARU
TEL PEJABAT:
C4+-9861555
BIL Koo PERIHAL BARANG BIL. MOHON uNIT CATATAN
1. ACODL PEMADAM 5 URIT - v
Jumiah Keselurshan (RM) S
[ [ s |




PEMOHON

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Email pemberitahuan akan diemelkan kepada pegawai pelulus

Elcose (Pt X Deste € [Regy ) ward | _g S
PERMOHONAN STOK DARIPADA STOR MAIPs Dacember 10. 2016 3:33 PM

w From: | hanis@meips.gov.my

To: {firiaros Gunimep edu.my

PERMOHONAN STOK DARIPADA STOR MAIPs u

Perkara di atas adalah dirujuk. Mohon pengesahan dari pihak tuan/puan.
#aklumat permchonan adalah seperti berikut :

HAMA ¢ NURHANIS BINTI ALI
JAWATAN : PENOLONG PEG TADBIR
BAHAGIAN : UNIT PENTADBIRAN AM, MAIPS
NO BORANG PERMOHONAN : KEW.PS-11/2016/56

|| TARIKH PERMOHONAN : 19-DEC-2016

[l TARIXH DIXKEHENDAKI : 28-JAN-2017

I sila layari http://stor.maips.gov.my untuk semakan dan pengesahan permohonan daripada pihak
tuan/puan.

E! LOGIN --> Permohonan --> Permohonan Menunggu Kelulusan

| Sekian, terima kasih,

MURHANIS BINTI ALI
PENOLONG PEG TADBIR
t UNIT PENTADBIRAN AM, MAIPS
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PELULUS

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

KANDUNGAN
PROSES PERMOHONAN

4.1 Permohonan Stok
4.2 Proses Kelulusan Permohonan Stok Oleh Pegawai Pelulus




PELULUS

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

1 \ PROSES PEMOHONAN STOK

1.1 Permohonan Stok

i. Pilih Pemohon dan Katalog stok untuk semak kuantiti stok sebelum membuat

permohonan
-

PEMOHON
| Katalog Stok
! Permohonan Stok

Status Permohonan

PEGAWAI PELULUS
BIL ° NOXAD KOD BARANGAN PERE BAKI BARANGAN
| Permchonan Menunggu Kelulusan

2. 2 ABOO2 BUKU KULTT TEBAL (300 MUKASURAT) 11

ii. Pilih Pemohonan dan Permohonan Stok
iii. Masukkan butiran permohonan dengan lengkap
iv.  Klik pada butang Terus untuk meneruskan permohonan

i

STOK PEMOHON
Katalog Stck
NO. KAD PENGENALAN: Permchoenan Stok
850619095099 Status Permohonan
NAMA; KI:

PEGAWAI PELULUS
FCHAMMAD IRSHADUDDIN BIN JASRINIZAR

Permohenan Menunggu Kelulusan
IJAWATAN:
KETUS UNIT ICT CATATAN:
BAMAGIAN: il
UNIT TEKNGLOGE MAKLUMAT, MAIPs

PEGAWAI PELULUS*:

TEL. HfP:
010-2747363 AHMAD FITRI BIN MAT 154 @ MAT HASSAN v
TEL PEJABAT:
04-9794339




PELULUS

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

v. Pilih butang Pilih Stok untuk masukkan butiran permohonan stok

ik ol Pk Stok
NO. XKAD PENGENALAN: ALAMAT E-MAIL:
§20519095099 wshaduddin Zraips.gav.my
NAMA: TARIKH BEKALAN DIKEHENDAKI:
MOHAMMAD IRSHADUCDIN BIN JASRINIZAR 13/03/2018
JAWATAN: CATATAN:
KETUA UNIT ICT nult
BAHAGIAN: PEGAWAI PELULUS:
UNIT TEXNOLCGE MAKLUMAT, MADPS AHMAD FITRI BIN MAT ISA @ MAT HASSAN
TEL. H/P: STATUS POHDN:
010-2747369 PERMCHCNAN TIDAK LENGKAP
TEL. PEJABAT:
04-979443%
v
© pilih Stok I
BIL KOD PERIHAL BARANG BIL. MOHONR ISNIT CATATAN

vi. Isi butiran yang berkaitan dengan lengkap
vii.  Klik butang Submit untuk simpan butiran permohonan stok

Tambah Barang

Kod & Perihal Barang[No Kad}:

ABOO01-BUKU KULIT TEBAL (400 MUKASURAT)[1. v

Kuantiti Dipohon:

vi

Catatan:

vii
.
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PELULUS

PANDUAN PENGGUNA SISTEM STOR MAIPs

vii. Permohonan Stok Berjaya

NO. KAD PENGENALAN:

NAMA:
KURHAKIS BINTI AU

JAWATAN:
PENOLONG PEG TADEIR

BAHAGIAN:
UNIT PENTADBIRAN AM, MATPS

TEL H/P:
012-3556555

TEL. PEJABAT:
04-9861555

81 Kob

1. ACO01

PERIHAL BARANG

PEMADAM

ALAMATY E-MAIL:
haris@maips.gov.my

TARIKH BEKALAN DIKEHENDAKI:

01/28/2017

CATATAN:
PEGAWAIL PELULUS:

HALINA BINT] ABDUL WAHID

STATUS POHON:
PERMOHOMNAN BARU

BIL MOHON usIT

Jumlah Keseluruhan (RM) 5

CATATAN




PELULUS

V 3 'O PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Email pemberitahuan akan diemelkan kepada pegawai pelulus

[ Zimbra: PERMOHONAN STOK DARIPADA STOR MAIPs - Google Chrome LS. . o | (S e
s e e e e s —————————————————

1 "1 Fiaes

r.

A pupS;/mailunimap.edu.my;zimi a‘pubi-cilaunchNew Vindov. jsp?siin =skyddocaleld =en USBifull=1
E3Cose = Prit X Oeiete € |Reply % / Repy  S¢
PERMOHONAN STOK DARIPADA STOR MAIPs December 10, 2016 3:33 PM
w From: |hanis@maips.gov.my

To' | firiedros @unimap.edu.my

PERMOHOHAN STOK DARIPADA STOR MAIPs

Perkara di atas adalah dirujuk. Mohon pengesahan dari pihak tuan/puan.
Maklumat permohonan adalah seperti berikut :

HAMA ¢ NURHANIS BINTI ALI

JAWATAN : PENOLONG PEG TADBIR
BAHAGIAN : UNIT PENTADBIRAN AM, MAIPS
HO BORANG PERMOHOMAN : KEW.PS-11/2016/56

TARIKH PERMOHONAN : 19-DEC-2816

TARIKH DIXEHENRDAKI : 28-JAN-2017

Sila layari http://stor.maips.gov.my untuk semakan dan pengesahan permohonan daripada pihak
tuan/puan.

LOGIN --> Permohonan --> Permohonan Menunggu Kelulusan

Sekian, terima kasih.

NURHANIS BINTI ALI
PENOLONG PEG TADBIR
UNIT PEKTADBIRAN AM, MAIPS




PELULUS

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

1.2 Proses Kelulusan Permohonan Stok oleh Pegawai Pelulus

i. Pilih Pemohonan dan Permohonan Menunggu Kelulusan
ii.  Pilih dan masukkan Status dibahagian yang tertentu
iii.  Klik butang Proses untuk meneruskan proses seterusnya

PERMOHONAN BARU it v,
DALAM PROSES |
m

DILULUSKAN
TIDAK DILULUSKAN

iv.  Klik pada ikon Pensil untuk proses kelulusan permohonan

REXOD PERMOHORAN
BIL NO PERMOHONAN PEMOHON TARIKH POHON STATUS
1 KEW,PS-11/2016/56 NURHANIS BINTI AL 10-DEC-2016 PERMOHONAN BARD iv e

1 Rows 1-1TotalResult 1

v. Klik sekali lagi pada ikon Pensil untuk masukkan butiran kelulusan permohonan

KELULUSAN PERMOHONAN STOK

NO. KAD PENGENALAN: ALAMAT E-MAIL:

hanis@maips.gov.my

NAMA; TARIKH BEKALAN DIKEHENDAKI:

NURHANIS BINTI AL1 01,28/2017

JAWATAN: CATATAN PEMOHON:

PENOLONG PEG TADBIR

BAHAGIAN: CATATAN PELULUS:

UNIT PENTADBIREN AM, MATFS rl

TEL H/P: PEGAWAI PELULUS:

012-4556555 HALINA BINTI ABDUL WARID

TEL. PEJABAT: STATUS POHOM:

04-9861555 PERMOHONAN BARU
BIL  XO0D PERTHAL BARANG BIL. MOHON CATATAN PEMOHON BIL LULUS BAKI UNIT  CATATAR PELULUS
1 ACLOL PEMADAM 5 - nuil 15 UNTT il v 7

Kemikali Kefisan




PELULUS

V 3'0 PANDUAN PENGGUNA SISTEM STOR MAIPs

vi.  Masukkan butiran kelulusan yang berkaitan
vii.  Klik pada butang Proses untuk langkah yang seterusnya

KELULUSAN PERMOHONAN STOX

KOD BARANGAN

CATATAN PEMOHON

BIL LIAUS

BAKI

UKURAN

CATATAN PELIRUS

AC001-PEMADAM

vi

15

URIT

null

viii.  Proses kelulusan Berjaya

KELUDLUSAN PERMOHONAN STOX

MO KAD BENGENALAN:

NAMA:
NURHANIS BINTI ALE

JAWATAN:
PENOLONG PEG TADBIR

BAHAGIAN:
UNIT PENTADBIRAN AM, MAIPS

TEL H/P:
012-3556555

TEL PEJABAT:
03-5861555

BIL KOD PERIHAL BARANG BR. MOHON

1 ACCD1 PEMADAM 5

ALAMAT E-MAILL:
hanis@ maips.gowmy

TARIKH BEKALAN DIKEHENDAKL
01/28/2017

CATATAN PEMOHON:

CATATAN PELULUS:

PEGAWAT PELULUS:
HALINA BINTI ABDUL WAHID

STATUS POHON:
DILULUSKAN

CATATAN PEMOHON BIL LRUS BAKI

5 15

uNIT

UNIT

CATATAN PELLRUS




PELULUS

V3.0

PANDUAN PENGGUNA SISTEM STOR MAIPs

ix. Email pemberitahuan akan di emailkan kepada pentadbir stor

A bmf/;mael ummap edu. my/znmbraapubhc launchNemedowJsp7skm sky&locafela en_US&iull=1

KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIPs
illagagnabs.gw.w }
To: ; firiedros @unimap.edu.my |

w From:

December 10, 2016 3:54 PM

KELULUSAN PERMOHONAN STOK DARIPADA STOR MAIPs

Perkara di atas adalah dirujuk.

tMohon proses pengeluaran dari pihak twan/puan.

Maklumat permohonan dan kelulusan adalah seperti berikut :

NAMA PEMOHON
JAWATAN PEMOHON
BAHAGIAN PEMOHON

HO BORANG PERMOHONAN
TARIKH PERMOHOMAMN
TARIKH DIXEHENDAKI
HAMA PEG PELULUS
JAWATAN PEG PELULUS
BAHAGIAM PEG PELULUS

: NURHANIS BINTI ALI

: PENCLONG PEG TADBIR

¢ UNIT PENTADBIRAN AM, MAIPS

: KEW.PS-11/2016/56

: 18-DEC-2016

1 28-3AN-2817

: HALINA BINTI ABDUL WAHID

: KETUA BAHAGIAN

¢ BAHAGIAN KHIDMAT PENGURUSAN DAN XEURUSETIAAN

Sila layari http://stor.maips.gov.my untuk proses pengeluaran stok oleh pihak tuan/puan.

LOGIN --> Pengeluaran --> Pengesahan Pengeluaran

Sekian, terima kasih.

HALINA BINTI ABDUL WAHID
KETUA BAHAGIAN
BAHAGIAN KHIDMAT PENGURUSAN DAN KEURUSETIAAM
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azizulfitri@maips.gov.my
Fzrul@maigs.gov.my
Arshaduddin@maips.gov.my
~norhayati@®@maips.gov.my
- hanis@maips.gov.my
- fauziah@maips.gov.my
~azlina@maips.gov.my
. norlela@maips.gov.my
~mohdsabirin@maips.gov.my
.zulkiffle@maips.gov.my
mohdsufrizan@maips.gov.my
. muhdfahmi@maips.gov.my
‘nazrirejab@maips.gov.my
-mohdyazid@maips.gov.my

v

-‘mohdnazim@maips.gov.my

~tengkushamshinar@maips.gov.my

khairi@maips.gov.my
mohdnazri@maips.gov.my
-anassabirin@maips.gov.my
_azizah@maips.gov.my
~Noraniza@maips.gov.my
Aitinajwa@maips.gov.my
_Aurazirah@maips.gov.my
~chekzurina@maips.gov.my
~nooraidza@maips.gov.my
- halina@maips.gov.my
-ahmadfitri@maips.gov.my
~syamsulnaim@maips.gov.my
~naurhafiza@maips.gov.my
_aurutharnini@maips.gov.my
~dayu@maips.gov.my
_syedaisam@maips.gov.my
Jkhalisha@maips.gov.my
mohdnajdi@maips.gov.my
~fosmini@maips.gov.my
~fiursuraya@maips.gov.my
mohdzahid@maips.gov.my
~salizah@maips.gov.my
-“ismailhashim@maips.gov.my
~khairilanwar@maips.gov.my
hanif@maips.gov.my

~azree@maips.gov.my
—azliza@maips.gov.my
azyyati@maips.gov.my
~jefri@maips.gov.my
—matrose@maips.gov.my
~shuhaimi@maips.gov.my
~syedalwi@maips.gov.my
~mohdradzi@maips.gov.my
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