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ABSTRACT

The purpose of this documentation is to report about the recently industrial training that
had been started from 1% August 2016 until 30" December 2016 in Pusat Pengetahuan
Komunikasi & Teknologi and Hamzah Sendut Library at Universiti Sains Malaysia (USM)
Pulau Pinang under the supervision of Mr. Adnan Bin Hamid as the Ketua Seksyen Pusat
Pengetahuan Komunikasi & Teknologi. This documentation provide the details regarding
all the activities that is done by the intern during the industrial training. The intern had been
assigned with a special project which is to develop a new website for International
Conference on Libraries (ICOL) Website for Hamzah Sendut Library. The current website
for the International Conference is not altractive and need to be change with a new
website o make it more attractive and interactive. From the intern observation, all the
evidence, opinions and recommendations are being included in this documentation.
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CHAPTER 1 : INTRODUCTION

1.1 Background of Organization

ii “""M

UNIVERSIT! SATNS MALAYSIA

Figure 1 Logo of Universiti Sains Malaysia (USM)

Universiti Sains Malaysia (USM) has been established as the second university in
the country in the year 1969, Universiti Sains Malaysia (USM) was first known as
Universiti Pulau Pinang. In 1971, USM moved from its temporary premises at the
Malayan Teacher's Training College, Bukit Gelugor to the present 416.6 hectare

site at Minden, approximately 9.7 km from Georgetown.

USM offers courses that ranging from Natural science, Applied Science, Medical
and Health Sciences, Pharmaceutical Sciences to Building Science and
Technology, Social Sciences, Humanities, and Education. These are available at
undergraduate and postgraduate levels to approximately 30,000 students at its 17
Academic Schools on the main campus in the island of Penang; 6 Schools at the
Engineering Campus in Nibong Tebal (approximately 50km from the main campus);
and 3 at the Health Campus in Kubang Kerian, Kelantan (approximately 300km

from the main campus)

USM also has 17 dedicated research centres for a wide range of specialisations

which include archaeology, medicine and dentistry, molecular medicine, science

%
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and technology, Islamic development and management studies, and policy
research and international studies. It also provides consultancy, testing, and
advisory services to the industry under the ambit of USAINS Holdings Sdn Bhd, the

university’s commercial arm.

Since the beginning, USM has adopted the School system rather than the
traditional Faculty system to ensure that its student are multi-disciplined from their
exposure to other areas of study by other Schools. It also encourages students to
be active in extra-curricular activities given the myriad of clubs and societies

available.

As a Research intensive University recognised by the Ministry of Higher Education
Malaysia (MOHE) in 2007, USM offers educational and research opportunities to
students and staff. In 2008, USM also become the first university in the country to
be selected by the Malaysian government to participate in the Accelerated
Programme for Excellence (APEX), a fast-track programme that helps tertiary

institutions achieve world-class status.

Table 1 General information of Universiti Sains Malaysia (USM)

Organization Universiti Sains Malaysia (USM)
Name
Establishment 1969
Year
Address Universiti Sains Malaysia
11800 USM Penang,
Malaysia
Telephone +604-653 3888 .
Number _
Fax Number +604-653 6484
Website Address https:/iwww.usm.my/index.php/en/
! :
E-mail Address pro@usm.my

m
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1.1.1 Services of the Organization
Universiti Sains Malaysia (USM) offers programme for undergraduate and

postgraduate that are conducted by schools in USM campus. Universiti Sains
Malaysia (USM) also provides various services for its students such as hostel
accommodation, counselling/ motivational guidance, sport and recreational
amenities like soccer fields, 8-lane synthetic running track, an Astroturf hockey
stadium and an Olympic-sized swimming pool. Cultural events/ activities are
organised at the Cultural Hall to foster closer ties among students. There are also
various clubs and sacieties that cater to a wide amray of interests. These include the
Political Science Society, Computer Science Club, Indian Cultural Club, navigator
Society, Astronomy Club, Debating & Public Speaking Club, and mass
Communication Club to name a few. The Counselling Unit at USM offers support

services to help develop students’ potential and capabilities.

Besides contributing to the national research effort and advancement of knowledge
in general, the University has also taken steps to identify and periodically assess
areas of research which are deserving of special support in order to compete more
effectively for external funds. In USM's bid to provide better incentives for the
development of new products and processes by its staff, it has recently drawn up
specific rules governing the patenting and commercialization of research resuits.
1.1.2 Branches of Organization

Universiti Sains Malaysia (USM) have four branches in two big state in peninsular
Malaysia. The main campus of Universiti Sains Malaysia (USM) was located at
Gelugor, Pulau Pinang, The Engineering campus was located at Nibong Tebal,
Pulau Pinang, Health campus was located at Kubang Kerian, Kelantan and the

Advance Medical Dentist Institute was located at Bertam, Pulau Pinang.

%
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1.1.3 Mission & Vision
In Universiti Sains Malaysia (USM) it has its own vision and mission that used to

enhance their function
Vision

“Transforming Higher Education for a Sustainable Tomorrow”

Mission
USM is a pioneering, transdisciplinary research intensive university that empowers
future talents and enables the bottom billions to transform their socio-economic

well-being

Value

Quality, Equality, Availability, Accessibility, Affordability, Appropriateness

Thrust
Knowledge, The Future, Uniqueness, Sustainability, Humanity, Universality,

Change, Sacrifice, Weliness

1.1.4 Charter
USM are committed to achieve their mission and vision through:

¢ Empowering students with the values and characteristics that are accepted
in local & global markets

* Empowering students to enhance future leadership talents to build a human
capital that is holistics and sensitive to social issues and global changes in
the process of nation building

¢ Empowering researchers to improve the research & innovation that are
recognised and make an impact on society and the survival of a sustainable

world

%
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¢ Strengthening academic excellence through continuous professional
development and keeping abreast with technology

¢ Educating and strengthening efforts to realise the sustainability agenda of
the University

e Strengthening University collaborations in various local & glabal strategic
networks

*» Strengthening the governance of the University through the improvement of

quality & continuous professional development

%
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1.2 Organizational Structure

Top Management

Table 2 List of Vice Chancellor and Deputy Vice Chancelior

Position

Details

Vice-Chancellor
Professor Datuk Dr. Asma Ismail FASc

Deputy Vice-Chancellors (Academic and
International Affairs)

Professor Dato’ Dr. Ahmad Shukri Mustapa
Kamal

Deputy Vice-Chancellors (Industry and
Community Network)
Professor Dr. Abdul Rahman Mohamed

Deputy Vice-Chancellors (Student Affairs
and Alumni)
Professor Dato’ Dr. Adnan Hussein

Deputy Vice-Chancellors (Research and
Innovation)
Professor Dato’ Dr. Muhamad Jantan

Universiti Sains Malaysia (USM)(PPKT | PHS)
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Director of Health Campus
Professor Dr. Ahmad Sukari Halim

Director of Engineering Campus
Professor Dr. Ahmad Farhan Mohd
Sadullah

Registrar
Professor Dato’ Dr. Abd. Aziz Tajuddin

Bursar
Dr. Rohayati Mohd. Isa

Legal Adviser
Dr. Khairul Anuar Che Azmi

Ombudsman
Professor Dato’ Seri Md. Salleh Yaapar
Jufa

Universiti Sains Malaysia (USM)(PPKT | PHS)
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CHAPTER 2 : ORGANIZATION INFORMATION

2.1 Departmental Structure
Universiti Sains Malaysia (USM) have various schaols and centre that support the flow

of administrative work that assist in making the successful university. There are
research centres, service centres, and unit. The research centre support the university
in making research on the fields that Universiti Sains Malaysia (USM) offers. While, the
service centres are the centre that provide support work in university campus for the
use of the students and staff and also public community. In Universiti Sains Malaysia
(USM), it also have a unit that focusing on a specific field by doing a research. In USM

there are 26 research centres such as :

Table 3 List of Universiti Sains Malaysia (USM) Research Centres

Advanced Management Centre

Advance Medical and Dental Institute

Biomedical and Health Sciences Research
| Platform

Centre for Archaeological Research
Malaysia

Centre for Drug Research

Centre for Education, fraining and |
Research in Renewable Energy and
Energy efficiency

Centre for International Studies

Centre  for Islamic  Development |
Research Centres | Management Studies

Centre for Marine and Coastal Studies

Centre for Poiicy Research & International
Studies

Collaborative  Microelectronic Design—
Excellence Centre

Doping Control Centre

%
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Engineering and Technology Research
Platform

Fundamental Sciences platform

Human Genome centre

Institute for Research in  Molecular
Medicine

Malaysia Institute of Pharmaceuticals and
Nutraceuticals

National Advances IPv6 Centre

National Higher Education Research
Institute

National Poison Centre

' Platform for Clinical Sciences Research

Platform for Information and
Communication Technology Research

Platform for Life Sciences Research

Platform for Social Transformation
Drainage Research Centre

River Engineering and Urban Drainage
Research Centre

Women’s Development Research Centre

Tabhle 4 List of Universiti Sains Malaysia {USM) Service Centre

Centre for Instructional Technology and
Multimedia

Centre for Knowledge, Communication &
Technology

%
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Service Centres

Cultural Centre

Hamdan Tahir Library

Hamzah Sendut Library

Islamic Centre
[

Museum & Gallery Tuanku Fauziah

USM Press

Technical Facilities Centre

Centre for Language and Translation

Table 5 List of Universiti Sains Malaysia {USM) Unit

Units

L

Astronomy and Atmospheric science
Research Unit

Basic Education Research Unit

“Computer-Aided Translation Unit

Engineering Innovation and Technology
Development Unit

Laboratory Animal Research Unit

' Research and Education for Peace Unit

Student Development and Advisory Unit

Vector Control Research Unit

All of this units and centres did a support work that assists the university work. The

trainee, that is Mohammad Ashraf Bin Kamal, has been placed at Centre for

Knowledge, Communication and Technology under of Information System Unit. The

trainee was placed under the provision of Mr. Adnan Hamid.

Universiti Sains Malaysia (USM)(PPKT | PHS)
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2.1.1 Departmental Background for Centre For Knowledge, Communication &
Technology
Centre for Knowledge, Communication & Technology has been established on

December 2002. In Centre for Knowledge, Communication & Technology there are
three main department that provide ICT services that has been combined together
under one main department. The department that has been combined together
consists of Administrative, Academic and Management ICT Services. Centre for
Knowledge, Communication & Technology role as one main centre that provide ICT
services that competent and affective for the campus cornmunity and outside
community that is related.

2.1.1.1 Departmental Mission, Vision & Objectives for Centre for Knowledge,

Communication & Technology
Mission

Provide ICT services that is competent and affective in contexts :

1. Teaching and Leaming
2. Research and Innovation

3. Management

Ensure the preparedness of services that can be hoped towards the info structure dan
ICT services that align with the operation needs and university strategic.
Vision

Centre for Knowledge, Communication & Technology role as a catalyst towards
innovation. Consolidating its operational roles align with the university ICT strategic

plan.

%__—____—_
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Objectives
Ensure the continuity of ICT services towards achieving university mission through :

1. Contribution towards APEX agenda
2. Excellence customer support services

3. Improvement of staff skills in effective

2.1.1.2 Departmental Qrganizational Chart

Figure 2 Organizational Chart for Pusat Pengetahuan Komunikasi & Teknologi

%
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2.1.1.3 Section Organizational Chart
A) Info structure Section
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Figure 3 Organizational Chart for Info Structure Section

B) Information System Section
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Figuré_4 Organizational Chart for Information System Section
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C) Administrative and Technical Support Section

TIMDBALAN PENGARALL
PLNIADBIRAN & SORUNGAN

 ADDUL RASHID |

TEKMIKAL

Ketua Seksyen
PENTADBIRAN & SOKONGAN

TEKNIKAL
AlTNAN

Unil Pernbelajaran & 1init Pentadbiran & Vit Fengususan Aset
Pengajaran Kewangan AN BATZURA,
- 1, MCLOR AHMAD

. FARDZAN L BAIKO HISHAN SHLKR}

. NDRZILA 2. AMRAN

. NORRAIWAT b, SHAHRIZAN

. RIFSAAN § 2AM

it Sokongan Teknikal
THE JURIATY

1. SUHAINI

3.
1.

KARTIMI

e - — = ===
Figure 5 Organizational Chart for Administrative and Technical Support Section

D) Software House & ICT Security Unit Section
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Figure 6 Organizational Chart for Software House & ICT Security Unit Section
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2.1.2 Departmental Background for Hamzah Sendut Library
Hamzah Sendut Library has been established in 1969, initially the library operated in

borrowed premises at the Malayan Teacher's Training College, Gelugor. When USM
moved to its own permanent campus at Minden in 1971, the Library was housed in a
heritage building which is now th;a University's Museum and Gallery. The main library
moved to its present three-storey building (Perpustakaan Hamzah Sendut 1) in 1979
and an additional Library building (Perpustakaan Hamzah Sendut 2) was build in 1996.
On 10 December 204 the main Library was named Hamzah Sendut Library taken afer

the name of the first USM Vice Chancellor, Tan Sri Hamzah Sendut.

2.1.2.1 Departmental Mission, Vision Hamzah Sendut Library
Mission

To be an Academic and Research library that owns valuable resources and render
quality services to support Universiti Sains Malaysia as an excellent higher learning
institution in teaching, leaming, research, negotiation and human development which

also contribute towards knowledge improvement.
Vision

To become a catalyst to the development of science, scholarship, and lifelong

education for sustainable development
Motto

Knowledgeable, Integrity, Progressive
Library Quality Statement

Aspire to render excellent information services to fulfil the needs and satisfaction of our

customers through practices and continuous improvement

—————— e ———————
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2.1.2.2 Departmental Organizational Chart
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Figure 7 Orga_nizational Char for Pe;pustakaan Hamzah Sendut

2.1.2.3 Section Organizational Chart

CARTA ORGANEAS! SAHAGIAN SETEM & APUNAS
TAKAMN

Figure 8 Organizational Chart for System & Application Department
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2.2 Department Function

2.2.1 Information System Unit
Information System Unit is one of the departments under Centre for Knowledge,

Communication & Technology. Information System Unit functioned is, to support the
roles of Centre for Knowledge, Communication & Technology such as to handles the
staff information system, student information system, documentation and web,
application developing and also apptlication catalogue.
2.2.1.1 University Staff Information System Services
» Prepared, manage, monitoring and upgrading Online Platform (System) that
managed to handle university daily operation task well, efficiently and smoothly.
e Automate the human resource process.
» Developed system that user friendly and fulfil the user needs
¢ Create an integrated University Staff Information System
= Provide an online platform to facilitate the staff
¢ Regulating the university main process that involve staff
* Reviewing and redeveloped the existing system to strengthen and accelerate
daily operations
¢ Improve the system to the latest user requirement and to meet the need of the
ministry and Public Service Department (PSD)
» Provide training and manual to users each time a new system has been
developed and provide scale training as needed
¢ Assist the government in providing training for e-government systems
» Provide data, report and statistics to related parties
» Provide data for ministry and Public Service Department needs
» Provide access to staff information for authorize parties in university
e Provide advisory services regarding technical matters that related with
University Staff Information System

¢ Provide consultation services to needed agencies
%
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2.2.1.2 University Student Information System Services
e Provide a platform for university management to carry out the administration

work using technology (client or web based)

¢ Provide an integrated system with up to date information

e Provide application that assist the administration and academic affairs

» Provide report or statistics need

* AssistIT team in PTJ (Bursary) in term of student information sharing

¢ Disseminating student information in the form of report or statistics

¢ Conducting application maintenance (client or web based)

* Act as a reference platform in solving problem regarding student data

* Resolve complaints from Servisdesk @PPKT services

¢ Become an intermediate medium for manual process in transformation into
more easier process using help from IT technology

2.2.1.3 Web & Dacumentation Services

» Provide access to information by producing a dynamic, innovative, simple and
user-friendly website

e Assist in preparing web portal

* Give training and awareness to website administrator regarding data update,
patches and hackers attack

o Assist university in preparing web portal

» Provide web streaming function and VOD align with the current technology

» Provide graphic for the use of units and section needed

* Provide advisory services regarding technical matters that related with web
portal

* Provide web service to outside organization that interested

¢ Become a mentor for govemment agencies for Higher Education Ministry

%
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2.2.1.4 Application Development
» Coordinate with Section Head and Deputy Director of Information Systems

towards development activity and integrated information system management

» Helps standardize the work procedure / operation (SOP) that involving
Information System at all USM campuses

» Development of new application & improvement of existing system is align with
Application Management Unit by gathering developer from various unit

¢ System that has been developed will be handed back to related unit for

maintenance purpose

2.2.1.5 Application catalogue
¢ Handle the Student Accommodation Application
s Handle Online Application

* Handle Heaith Information System Management

¢ Handle Special Project Marks Entry and Exam System

2.2.2 System and Application Department

The System & Application Department is one of the department of Hamzah Sendut
Library that roles is to plans and coordinates all Library automation activities and other
uses or information technology in the Library. The division also manages the Library

Integrated online system. Its main aim is to improve information access through

development and support programmes as well as enhancement by accessibility

%
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Function

e Plan and manage all computerized library information system to operate
properly and efficiently through the latest information technology infrastructure,
adequate, and meet the needs of the Library

* To plan and ensure the hardware / software and network functioning and well-
maintained on a regular basis from time to time

e Plan and manage purchasing, inventory and disposal of equipment, ICT

hardware and software according to the needs of the library.

Role

+ Ensure that services and information technology needs of the physical
equipment is the best available and meet the needs of the library

« Plan computing tasks to improve through new applications that can enhance
the performance of services

* Plan, manage and conduct the operation and maintenance of ICT hardware,
including servers, networking equipment and security in the library

» Ensure the USM Institutional Repository function works well and can be

accessed by users 24 x 7
Responsibility

» Ensure the Integrated Online Library System (SBDTP) and computerized
information system to another library to operate smoothly in all networks
including Health Campus Library and the Engineering Campus

e Planning and managing system back-up and perform system recovery if
necessary

e Ensure that the Library Information System (SBDTP, library portal, EZproxy)

operate and run smoocthly

%
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e Ensure that all procurement of ICT equipment, hardware and software inventory

are recorded in the system and also keep complete records of inventory
information technology equipment library branch campuses reported from time
to time

¢ Monitor and ensure that the information on the Website and all Information
updated Library services. Staff and announcements can be passed on to
consumers library

* Assist in providing infrastructure (equipment,software) during training,
workshaops and seminars conducted by the library

¢ Ensure and monitor activities related to 1SO 9001:2008 System & Application
Division as monthly monitoring of quality objectives, the implementation of

internal audit and audit by SIRIM goes as planned

%
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CHAPTER 3 : INDUSTRIAL TRAINING ACTIVITIES

The trainees have been undergoes five month of industrial training at Universiti Sains
Malaysia (USM) and have been placed at Centre for knowledge, Communication &
Technology and Hamzah Sendut Library. During the first period of training, that is on
the first two and a half month, the trainee have been placed on Centre for Knowledge,
Communication & Technology. While, during the second period of training, that is two
and a half month and until the end of training, the trainee has been placed at Hamzah
Sendut Library. During the placement of the trainee at Centre for Knowledge,
Communication & Technology, the trainee have been assigned to perform the task that
is given by the supervisor. In Centre for Knowledge, Communication & Technology, the
trainee has been placed under Section Head of Administrative and Technical Support

Unit Supervision, Mr. Adnan Hamid

During the five month industrial training at Universiti Sains Malaysia (USM) and has
been placed under Centre for Knowledge, Communication & Technology and Hamzah
Sendut Library, the trainee has been assigned to complete and performs the task that
is given by the industrial supervisor and to fulfil the faculty needs. The task that the
trainee received during the internship period is divided by two, that is training activities
and special project. Both of these tasks, are delegated by the industrial supervisor
along with departmental head and related staff for the trainee. For the special project
that is one of the requirements needed from the faculty, the trainee has been assign to
create two website which is one for Universiti Sains Malaysia (USM) and the other one

for Hamzah Sendut Library International Conference.

The trainee has received the instructions and order from the senior staff from the
department that the trainee have been placed. For Centre for Knowledge,
Communication & Technology, the trainee has been placed under senior staff of Centre
for Knowledge, Communication & Technology that has been assigned by the

%
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organizational supervisor to delegates the related task for the trainee. The senior staff

that has been assigned are Mr. Adly Husaini. Among the training activities that has
been delegates to the trainee are assisting staff in developing a website, assisting staff
in giving training to other trainee and also assisting staff in designing some banner and
logo for website creation. For giving training to other trainee, the staff in charges in
delegates the tasked to the trainee are Mr. Noridzwan. In Centre for Knowledge,
Communication & Technology, the trainee has been designated with a special project,
to fulfil the requirements needed by the faculty. The trainee is involve in developing two
websites that is one for Asian and Pacific Association for Social Work Education

(APASWE) and the other one is for Polar@USM.

During the internship period, the trainee has been provided with log book to records all
the daily activity and related task that has been delegated. It is a compulsory for all
trainee that undergo internship training to record all the daily activity and other related
task that has been assigned to the trainee, to ensure that the trainee being able to
explore and gain knowledge while gain experience with the industry. The experience
and knowledge, that the trainee received during internship training with the
organization is valuable. Although, the trainee has been provided with the log book, the
trainee are encouraged to record the daily activity and task in other platform such as
Microsoft Word other related platform to record data, as one types of precautions work.
The trainee used both platform that is log book and Microsoft Word to record the daily
task and activity. In the end of each month, the trainee will give the log book to the

industrial supervisor to be checked.

During the intemnship period, the trainee needs to record the attendance by using the
attendance list that has been provided by the organization and the faculty. For the
attendance list that has been provided by the organization, it must be checked by the
industrial supervisor weekly to ensure that, the trainee didn’t come late, unless there is

an excuse from the industrial supervisor.

%——_—
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3.1 Training Activities
During the industrial training, the trainee is involve in some activities and programme at

Centre for Knowledge, Communication & Technology and Hamzah Sendut Library.
3.1.1 Learning Software and Programming Language

The trainee involve in the learning process, where the trainee are leamed about the
software and the programming language that is used. The software that is use are
Joomla and the programming language use are Code igniter.

3.1.1.1 Learning Joomla software

Leaming about the software that is use by Centre for Knowledge, Communication &
Technology that is Joomla. Joomla is a web based software that is use in developing a
website, and this web based software is used by the developer and programmer in
Centre for Knowledge, Communication & Technology in preparing for a websites. For
the first time, the trainee has been assigned to learning and exploring Jaomia on its
own, so that the trainee can leared about what is the software about. The trainee is
being monitored by the staff. The trainee is assigned by the staff to create an example
or demo website, as a medium for the trainee to improve and enharnice the skills
especially in creating a website and to identifying the function of each button in joomia.
Once, the trainee has created a demo website, the staff will monitor the progress, to
ensure that the trainee is being able to understand and applied about the criteria
needed in website development. In ensuring the trainee is on the highest level of
understanding, the staff assign to create another website by using some related criteria

to make the trainee able to handle the quest that is provided by the staff.

%
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3.1.1.2 Leaming Code igniter programming language
During the learning period, the trainee also learned about the code igniter programming

language. This is to ensure that, the trainee is able to mastering the other programming
language, and this is due, to the factors that Universiti Sains Malaysia (USM) especially
Centre for Knowledge, Communication & Technology are using this type of
programming language as a medium in developing a system. The leaming process for
Joomia and Code igniter programming language are being monitored by the staff. This
is as one method, in preparing the trainee to handle and developed the project that is
related with this language and tools. From time to time, the trainee has been provided
with new lesson and knowledge, in preparing the trainee with current lesson use. The
trainee are assigned to create a simple work using Code igniter to ensure that the
trainee are able to practice and applied what has been learned.

3.1.2 Website Creation

The trainee is assign by the staff to involve in website development process and
assisting the staff in editing and preparing the content

3.1.2.1 Website Creation for Centre for Alumni Liaison

The trainee is being assign by Mr. Noridzwan Baser, the staff of Centre for Knowledge,
Communication & Technology to involve in a website development process. Mr.
Noridzwan, is the officers in charge in developing website that is requested by the
department in Universiti Sains Malaysia (USM). The staff handle and manage the
application of websites The trainee is assisting the staff in creating the website for
Centre for Alumni Liaison (Pusat Alumni USM). The new website development, is one
of the quest that is needed by the Centre for Alumni Liaison to replaced the previous
website. The trainee is being tasked to inserting and editing the content for the website.
In some point, the trainee needs to troubleshoot the error that occurs during the
website creation by using the direct PHP programming language. The trainee having a
discussion with the staff regarding the website development process and the method

that should be taken to fix the minor problem that occur whether in the Joomia platform

%
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ar the minor problem on the content. The website development process is being

monitored by the staff in charge, since the trainee is new to website development
process and to ensure that there will be any problem occurs that affect the content and
the website. Once the trainee has finished editing and inserting content for the website,
the staff in charge will examine the website and the content that have been edited by
the trainee. The staff then assigned the trainee to make some correction on the content
and on the interface of the website, before the website can be published. During the
final touch up of the website, all the task that is carried out by the trainee is being fully
monitored by the staff in charge. The staff also discuss with the trainee about the
website that has been created and the criteria that is use in website development
process. The website that has been create are followed the criteria that has been

assign by the Universiti Sains Malaysia (USM).

Tahle 6 Task Profile for Website Creation for Centre for Alumni Liaison

Task Website creation for Centre for Alumni Liaison (Pusat Alumni
Usm)
Scope Developing
Duration 11 August 2016 — 16 August 2016
Task Suﬁéwisor | Mr Noridzwan Baser
Device 5 Desktop
Software Notepad++, Adobe Photoshop
Platform Joomla 3.6
] Task Scope Creating an interface an inserting content
Purpose | To replace the existing website

—————— e —
Universiti Sains Malaysia (USM)(PPKT | PHS) Page 32




IMC 690 : Industrial Training

Figure 9 The Homepage for Centre For Alumni Website (i}
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Figure 10 The Homepage for Centre for Alumni Liaison {ii}
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3.1.2.2 Website Creation for Polar@USM
The trainee is being assign by Mr. Mohd Rizal Mohd Amin, the staff of Centre for

Knowledge, Communication & Technology to developed a website for Polar@UsM
unit. Mr. Mohd Rizal is one of the senior staff in Centre for Knowledge, Communication
& Technology that has assign to develop a website that is requested by the individual
person. The staffs need to develop, maintain and manage the website that is requested
by an individual. All application of website development from an individual will be
handled by Mr. Mohd Rizal. The trainee is being tasked by the staff to involve in a
website creation for Polar@USM. For the first, the trainee is assign to prepare and
creating the interface and layout of the website, before the website is being proposed
to the school that manage the Polar@USM unit. In the meantime, the trainee discuss
with the staff about the requirement needed in website for Polar@USM during the
development phase. The staffs lead the trainee and the staff monitoring and examine
the interface and layout that has been created by the trainee. This is due to ensure the
trainee developed the interface and layout according to the related organization. During
the time, the trainee has been teach by the staff to learned about the Akeeba backups,
which is a process of back up the data during website creation. Akeeba is a software
that is used to backup the data. The use of Akeeba back up is to protect the data from
being missing during the data migration process. Before proposing the website, to the
related organization, the staff ordered the trainee to make some medification on the
Polar@USM website. Polar@USM unit, is the sub unit under main department that is
School of Biological Science. The modification is focusing on the minor error that occur
and in finding the solutions. The trainee finalizing the task in website development, in

preparing the website align with the School of Biclogical Science needs.

%—_
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Table 7 Task Profile for Website Creation for Polar®@Usm

Task Creating a new website for Polar @ USM (to be proposed, to
replaced previous website)

Scope Developing

Duration 22 August 2016 -

Task Supervisor Mr. Mohd Rizal Mohd Amin

Device Desktop

Software Notepad++, Adobe Photoshop

Platform Joomla 3.6

Task Scope The task is assign by the staff to developed a new website for

Polar@USM website. The task involve creating a layout
interface and the content and include making some new item
that has been requested by the administrator of the website.

Purpose To create a new website and to replace the old website that is
broken

%
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Figure 11 The Homepage for Polar@USM Website

Figure 12 The Homepage for Polar@USM Website {i}
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3.1.2.3 Website Creation for Centre for Instructional Technalogy & Multimedia
The trainee is assisting the staff of Centre for Knowledge, Communication &

Technology in developing a website for Centre for Instructional Technology &
Multimedia. The staff incharge in this website development process is Mr. Noridzwan
Baser. The staff delegates the task to the trainee as a practise session and in assisting
the staff in developing a websites. The trainee is involve in the website development
process, and the trainee is in charge in preparing and inserting content for the Centre
for Knowledge, Communication & Technology. The trainee involve in a discussion with
the staff in charge to discuss about the procedure involve and in determining the
content that is going to be include in the website. In preparing the content, the trainee
needs to filter and convert the old content to be placed on the new website. The
content for the website, are on the previous website. However, the content on the
previous website is still useful and need to be migrating to the new website. In
migrating the content, the trainee discuss with the staff fo ensure the content that has
been inserted are useful to be use and the trainee also learned about the problem
trouble shooting procedure to solve the problem that occur in content migrations. The
task that is carried out by the trainee is being monitored by the staff in charge in
ensuring the task that has been carried out by the trainee is not against the criteria.
The trainee involve in all phase of development of website for Centre for Knowledge,
Communication & Technology. In the final phase, the staff assign the trainee to finalize
the task in website development that involve the task of editing minor problem and
making some changing on the interface to make it look interesting. The staff also teach
the trainee some new lesson and tips in website developments. The new lesson that
has been teach by the staff are, a problem solving skills that using extension to solve

certain problem. Not all of the minor problem, can be solved using extension, but some

of the problem can be solved using extensions.

%
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Table 8 Task Profile for Website Creation for Centre for Instructional Technology & Multimedia

Task Assist the staff in developing a website for the CITM(Centre for
Instructional Technology & Multimedia)

Scope Developing

Duration 1 September 2016 - 7 September 2016

Task Supervisor Mr. Noridzwan Baser

Device Desktop

Software Notepad++, Adobe Dreamweaver, Adobe Photoshop

Platform Joomla 3.6

Task Scope Task is assign by the staff to involve in the website creation for

CITM (Centre for instructional Technology & Multimedia). This
is to replace the old website which is more complicated.

Involve in editing the content of the website and some of the
interface

Purpose To replace the existing website
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Figure 11 The Homepage for Centre for Instructional Technology & Multimedia (i}
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3.1.2.4 Website Creation for Asian and Pacific Association for Social Work Education
(APASWE)
The trainee is assigned by Mr Adly, the senior IT officers at Centre for Knowledge,

Communication & Technology. The task that has been delegates to the trainee is to
developed a website for Asian and Pacific Association for Social Work Education
(APASWE). The staff assigning the trainee to developed a new website to replacing the
previous website that is involve in an attack. The trainee developed the website with
guidance from the senior staff itself, and also guidance from others staff in information
system department. In development of the new website, the trainee need to develop a
website that is secure from any breach attempt to avoid the same mistake occur. In
developing the staff, the trainee is discussing with the senior staff and other staff
regarding the development process and criteria that need to be considered. The
discussion session is discussing about the interface and the content of the website.
Even thought, the content need to be migrated from the previous website, but the
trainee still needs to filter and selecting the related contents. This website is an
international conference, thus the trainee needs to select the content from the previous
website, before migrating it to the new website. The trainee need to prepare and editing
the content for the new website, to make it align with the administrator needs. The
trainee referring to the senior staff to examine the interface that has been created and

filtering the content for the website.
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Task Developing website for APASWE (Asian and Pacific Association
for Social Work Education)

Scope Developing

Duration 21 September 2016 — 4 October 2016

Task Supetvisor Mr. Adly Husaini & Mr. Noridzwan

Device Desktop

Software Notepad++, Adobe Photoshop

Platform Joomla 3.6

Task Scope Task is assign by Mr. Adly Husaini to developed a new website

for APASWE (Asian and Pacific Association for Social Work
Education). Developed a new website including the layout
interface and the content of the website including editing some
image

Purpose To create a new website to replace the old website that involve
in an attacked

Table 9 Task Profile for Website Creation for Asian and Pacific Association for Social Work Education

1 | Apaswe @
AAWE Asian amd Pacific Aszovsabeen for Social Wark £duration

Figure 12 The Homepage for Asian and Pacific Assotiation for Social Work Education {i)
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Figure 13 The Homepage for Asian and Pacific Association for Social Work Education {ii)
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3.1.3 Unit site Visit
In Centre for Knowledge, Communication & Technology, the trainee has been assign

by the section head of information technology unit, to attend a site visit for the other
main unit or department that's under Centre for Knowledge, Communication &
Technology. The main aims of the site visit are to acknowledge and explaining to the
trainee about the function and type of work done in the unit or department under Centre
for Knowledge, Communication & Technology. For the site visit, the trainee is assign to
visit the Administrative and Technical Support Unit and Info Structure Unit.
Administrative and Technical Support unit function are to provide technical support
services, administrative & asset management and human being development for
Universiti Sains Malaysia (USM). While, info structure unit function are to provide data
centre or also known as data farm among Universiti Sains Malaysia (USM) staffs,
unified communication and networking & ICT security. During the site visit, the trainee
has visited the Administrative and Technical Support Unit. In there, the staffs that in
charge to handle the trainee visit are Mrs. Suryati. Mrs. Suryati is the assistant
engineer for administrative & Technical support unit. The trainee received a briefing
session about the whole function of the Administrative & Technical Support Unit, that
has been delivered by Mrs. Suryati, before the trainee go to site visit. In this session,
the trainee is accompanied by another trainee of Centre for Knowledgs,
Communication & Technology, t hats has been placed at the Info Structure Unit. The
trainee visits the first sub unit of the Administrative and Technical Support Unit that is
Asset Management Unit and Technical Unit. Technical Unit handie all the work that
related with the ICT for Universiti Sains Malaysia including the maintaining and
troubleshooting, while, the Asset Management Unit handle the entire ICT asset for
Universiti Sains Malaysia use. In Technical Support Unit, the trainee able to learmned
about the PC troubleshooting procedure. The staffs explained to the trainee about the
whole procedures that need to take care once the staffs want to troubleshoot PC.
Technical Support Unit, also handle any query that regarding ICT handling, that is
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handled by two telephonist of Technical Support Unit to receive the entire ICT query.
The trainee also visit to the Technical WIFI Unit, and the trainee has been brief about
the WIFI configuration for the use of USM students and staffs. There is a procedure
that needs to be followed by the USM students and staffs to configure a WIFI. On the
same day, the trainee also visit to Info Structure Unit, and the trainee has been handled
by Mr. Shahrul Ismi, that is the section head of Info Structure unit. The trainee is being
brief about the function of each sub unit under Info Structure unit. The head section of
Info Structure Unit, Mr. Shahrul Ismi give a briefing to the trainee about the network
that is used in the main campus and on the other campus. The networked use in
Universiti Sains Malaysia is handled and maintain by Info Structure unit and also the
network vendor. In Info Structure unit, the network use in Universiti Sains Malaysia is
being filter before the network is disseminating to each PC and department. During the
site visit, the trainee has been bring to visit the data centre or also known as data farm
among Universiti Sains Malaysia staffs. At there, the trainee is received a briefing from
the section head of Info Structure Unit, Mr. Shahrul lsmi about the hardware,
component, tools and software that is use in the data centre. The section head, explain
the functions of each tools and component use for the server. The trainee also have an
opportunity to see server backup process from the staff of data centre that in charge.
The trainee have been brief about the function of each server especially for the server
that is use for system use in Universiti Sains Malaysia. The trainee then, visited to the
phone room or Unified Telecommunication Unit which is the sub unit of Info Structure
Unit. Unified Telecommunication Unit, is the unit that provide and manage the
telephone infrastructure, provide the extension number for every staff in Universiti
Sains Malaysia and also in maintaining the telephone set that use in Universit sains
Malaysia. The trainee able to explored the Unified Telecommunication Unit and able to
experience the telephonist function and how the telephonist work. During the mean
time, the trainee has the opportunity to see the extension number problem
troubleshooting from the staff in charge. To troubleshooting the extension number, the
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staff will check the status of the extension number using the system use in Public

Access Branch Exchange (PABX) room to identified the problem that occur. If the staff

able to discover the problem, the staff will solve the problem using the system, if not,

the staff will check the problem on each line of extension line to solve the problem. The

trainee also heve the opportunity and permission from the section head of Info

Structure Unit, Mr. Shahrul Ismi to take picture during the site visit in all sub units

except on the data centre for an evidence purpose.

Table 10 Task Profile For Unit Visit

| Task | Visit to other unit under Centre for Knowledge, Communication
& Technology
Scope Briefing
' Duration 15 August 2016 & 17 August 2016
Task Supervisor Mrs Fardzah
| Device - B
Software - ) ]
Platform -
Task Scape Visit to Administrative & Technical Support unit{learning about
unit function)
Visit to Networking unit{Learning about networking, data room,
Pabx (Public Automated Branch Exchange) and telephonies
function)
Purpose To understand the role and functioned of the unit T
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3.1.4 Teaching Session
In this teaching session, the trainee has been assigned by the staff of Centre for

Knowledge, Communication & Technology that is Mr. Noridzwan to handle a teaching
session for two internship student from the Centre of Alumni Liaison Department. This
teaching session objective is to teach the two internship student, on how to create a
website from scratch. This teaching session is one of the medium for the two internship
training to learn about the website creation for their final project purpose. This teaching
session has been held for a half day session, and this teaching is being monitored by
the staff. This teaching session, should be handled by the staff in charge, however,
since there is not enough staff for Information System Department due to attending a
course and training, the staff has delegates the task to the trainee to assist the two
internship fraining student and also for a leaming process for the trainee. The
internship training student has been divided by two group that is the female internship
training student is being group by the ancther female internship training student to
teach and give the lesson, while the male internship training student is being group by
the trainee to give the lesson. The trainee is required to teach the internship training
about the whole process in developing a website starting from scratch. The trainee has
teach the internship training student every step needed in developing a website. In this
teaching session, the trainee is required to teach the internship training student about
developing a website by using the Joomla Content Management System (CMS). To
make the intemship training student received the knowledge that has been delivered,
the frainee has been assign to create an example website interfaced based on the
requirement provided by the internship training student. Since, the internship training
student is not from an IT field, the trainee need to give a details learning session, to
ensure that, the internship training student acquire the knowledge about the website

development process from step by step.
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3.1.5 Library Tour
On the 17™ September 2016, the trainee has report the duty to Hamzah Sendut Library

to continue industrial training at Hamzah Sendut Library. The trainee has report duty to
Training Unit and the staff in charge to handle the student are Mr. Zulfadzly. Mr.
Zulfadzly has bring the trainee for a full library tour to introduced to the trainee ali the
department that have in Hamzah Sendut Library. The trainee has been bring to visit the
Hamzah Sendut Library and Hamzah Sendut Library 1. The trainee has been
introduced to all library staff on every department, and the trainee has been explained
about the role of each department. The trainee has been introduced to head of
department for every department and the trainee receives a short briefing about the
department. The trainee has visited all the department in Hamzah Sendut Library that
is Acquisition Department, Cataloguing Department, Circulation Department, Serial
Deparment, Customer Relations Department, Digitization & Repository Department,
Reference & Research Department, Malaysiana & Archive Department and System &
Application Department. The trainee has report duty to system & application
department and the trainee is under the provision of Mr. Mustageem and Mr. Halim ,
the staff of system & application department. The trainee has been place at system &
application department to continue the internship training in leaming about the system
and application use in Hamzah Sendut Library.

3.1.6 Briefing Session

In continuing the internship training at Hamzah Sendut Library in system & application
department, the trainee is involve in a briefing session that is handled by the staff of

system and application department.
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3.1.6.1 KOHA Library System Briefing
During in system & application department, the trainee is involve in a briefing session

that is handle by the staff of system & application department. the briefing session is
about the KOHA Library System. KOHA Library System is an open source integrated
library system that is use in a library, and the Universiti Sains Malaysia library that is
Hamzah Sendut Library and also in other branch fibrary. KOHA library system is
Hamzah Sendut Library is handle, developed and maintained by the system &
application department. In this briefing session, the briefing is handle by Mr.
Mustageem and Mr. Abdul Halim, the staff of system & application department. The
trainee is being brief about the whole KOHA Library System including all the modules
that have in KOHA Library System. The modules that contains in KOHA Library System
are circulation, serials, acquisitions and cataloguing. The trainee also received a
briefing about all the system that is used in Hamzah Sendut Library such as EZ Proxy,
Ethesis and ERBS (Electronic Room Booking System), all of this system are handle by
system & application department. Staff of system & application are responsible to
monitor and update the system use in library to ensure that, the student of Universiti
Sains Malaysia are able to have access to an updated content and services that is
provided. In this briefing, the trainee also being brief about the part or modules that has
in KOHA Library System including each modules functions. In each modules or parts of
KOHA library system, there are different task that is perform by each modules such as
circulation modules is used to control the borrowing service, acquisition modules is
used to manage the procurement of the library materials, the serials modules is used to
manage the serials materials for Hamzah Sendut Library, and cataloguing modules that
is used by the librarian to catalogue a record for each library materials. This modules,

is the most important modules that ensuring the stability of the library system.
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3.1.6.2 Server Room Briefing
The trainee has been invite by the staff ofthe system & application department staff to

involved in a server room briefing. This briefing is handled by the staff of system &
application department that is Mr. Mustageem, and the objective of this briefing is to
introduced to the trainee about the server room for each of the system that have in
Hamzah Sendut Library. Each of the system, use in Hamzah Sendut Library use
different server room to store the data for each system. In Hamzah Sendut Library,
there are two server room which is located at Hamzah sendut Library and Hamzah
Sendut Library 1. In this briefing session, the trainee has been introduced to the both of
the server room and being brief about each function. This briefing session, start with
server room for KOHA Library System and Libki Client Management System that is
located at Hamzah Sendut Library. The trainee has been explained about the whole
process that involved in the server room, and the trainee has been exposed about the
work regarding the library system. The staff explained to the trainee about the trouble
shooting procedure for the problem that occur in library system. To encounter a
prablem for the library system, there are two types of method that can be done to solve

the problem such as to soive in the server room ar remote the server by using PC.
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3.1.6.3 Asset Management Briefing
On the day, the trainee report duty to Hamzah Sendut Library, the trainee has been

involve in a briefing session that is handle by one of the staff of system & application
department that is Mr. Nasir Khan. Mr. Nasir Khan is the staff that is responsible in
managing the asset management for Hamzah Sensut Library. This briefing session is
one of the necessary thing for every new staff or internship training student who pursue
industrial training at Hamzah Sendut Library. This briefing session is just a knowledge
sharing session to the new staff and internship training student to acquire them with
additional information that might be useful for their knowledge in the future. In this
session, the trainee is being brief about the whole procedure that involve in every asset
management. The staff of system & application department give a full explanation to
the trainee, about the procedure in asset management. The procedure is starting from
registering the asset of Hamzah Sendut Library till to the last procedure that is
disposing the asset of Hamzah Sendut Library that need to be disposed. Each
procedure, use a different form to record each process that is called KEW. PA form.
The procedures in asset management can only be handied by asset officer of each
department, and the staff that have the authority.

3.1.6.4 Library System Problem Briefing

The staffs of system & application department is inviting the trainee to involve in every
briefing session that is handle by system & application department. For this session,
the trainee is involved in a briefing session about the library system that occur or
having the problem. The staff briefs to the trainee about how the library system might
be affected by a problem and the suitable method that should be count to encounter
the problem. The method to encounter each problem is depends on the problem that
occur in library system. The trainee participation in this session, is one of the medium
that is used by the staff of system & application department to introduced to the trainee
about the basic procedure in dealing with library system. During the briefing session,
the staff of system & application department, the staff also include in the briefing
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st 2ssion, about the query that is received by system and application department. The
Gtuery are normally based on general query or system query and the query are normally
come from new student. The query that has been received by the staff will be solved by
the staff in charge and the method to solve the problem will depends on the type of the
problem. The trainee have the opportunity to experience the staff of system &
application department react to query from the new student that is asking about how to
reset the password for library account by using email. The staff react to the query by
replying the email to the student, to ask for the library ID to be checked with the related
problem to determine the problem, once the staff has discovered the problem, the staff
then will proceed with the student quest. On the meantime, the trainee has been invited
by the staff of system & application to accompany and learning from the staff about the
trouble shooting procedure for the library system. The library system has encounter
some networking problem and has disrupting the main function and has affected the
work process for KOHA Library System. For the solving methed, the staffs make a
rebooting process on the server of KOHA Library System and running the scripting on
the server to counter measure the problem.

3.1.6.5 Unexpected Problem Briefing

The KOHA Library System at Hamzah Sendut Library have encounter a Unexpected
problem. The staff has assign the trainee to be involve in a briefing session with all the
staff of system & application department including the head section of system &
application department. In this briefing session, the staff is discuss with all the staff of
system & application department about the unexpected error that encounter in a library
system. This unexpected error is the first time occurred and affecting the KOHA Library
System. The staff need to find a solution regarding this unexpected error, and the staff
has invite the trainee to invoive in discussion session with the KOHA Team, that is all
the staff of system & application department. The unexpected error that occur has
affected several department in Hamzah Sendut Library such as circulation and
cataloguing department. The trainee has been assign and asked by the staff to
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accompany the staff to visit the department in the library that been affected by the

unexpected error tp discovered the error that occur.

3.1.6.6 Statistics Collecting Briefing

The trainee has been involved in a briefing session with the staff of system &
application about the guidance in collecting statistics for library system. This briefing
session is to alert the staff and to educate the trainee about the process of collecting
statistics. The statistics for library system is being collected by monthly, quarterly and
yearly and also if they is a request for the statistics. In this briefing session, the frainee
is being guide and explained about the process involve in collecting statistics for library
system. The trainee is being explained about the methodology that is used to collect
and measure the statistics data for the library system, The methodology that is involve
in collecting the information for the library system are using the Google Analytics and
others statistics data collectors to measure the statistics data. The statistics data that
has been collected and measured will be recorded in Excel form for surveying and
meeting purpose. The frainee has been asked by the staff to understanding the
methodology and process involve in collecting the statistics data for the 