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Abstract

Abstract: This industrial training report consists of four (4) chapters and that are the
introduction, background of organization, industrial training activities and conclusion.
Chapter 1 is the introduction on what is actually industrial training was, Chapter 2 is
about the background and history of the organization, Chapter 3 is basically about all
the activities that I've done during the industrial training period and lastly, the
conclusion and outcome that I get during the training. In order to complete my study, I
need to undergo 5 months of practical training in industry starting from I°* of February
2017 until 30" of June 2017. The organization that has been selected was the University
Mara of Technology (UiTM) Puncak Alam Campus. I was put under the Information and
Communications Technology (ICT) Department in Administration Unit. Training
schedule has been prepared by the organization supervisor for me to learn the important
task in documentation in ICT field. Besides that, I also get to learn how to improve my
communication skills, learn to be more discipline and punctual. Last but not least, the
kmowledge, skills and e;ﬁperience gain during the training is the best method for me to

prepare and expose me to the real working environment and also to be good in the future.

Keywords: industrial training, ICT, documentation, UiTM, Puncak Alam
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Chapter 1 : Introduction

This report is based on the industrial training that I did in Mara University of
Technology (UiTM) Puncak Alam Campus (Selangor Branch). The industrial training
course (IMC 690) is a 12 credit hours course that is compulsory for all final semester
students of Bachelor of Science (Hons) Information System Management program. The

duration of the industrial training was 5 months, from 01 February 2017 — 30 June 2017.

The scope of areas that the organization had train and expose to me are:

* Project Management » IT/IS Operations
* System development and Maintenance * SOP/documentation/Tendering
» IT/IS Administration » IT/Inventory (Asset tagging/Inventory)

The purpose of the industrial training is to:

a) Gain experience and learn about the industry of it discipline and related
environment.

b) Provide opportunity for me to apply knowledge and skills that are learned during
their studies to actual workplace.

¢) Provide opportunity for me to learn. new knowledge, technologies and other
discipline with their related environment within fields of studies.

d) Giving opportunity for me to acquire interpersonal skills and ability for team
work through interaction with professionals in their field of industries.

¢) Providing opportunity to obtain knowledge of how to make optimal decisions to

resolve work challenges.
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UiTM Puncak Alam Campus has begun its operation officially on 1% June 2009
where it placed two (2) faculties and one academic center which are the Faculty of

Pharmaceutical and Faculty of Health Science also Foundation Center.

Until 2016, UiTM Puncak Alam Campus has been rapidly grow evolve with the
addition of six (6) more faculties which are Faculty of Management and Business,
Faculty of Hotel and Tourism, Faculty of Accountancy, Faculty of Education and also a
few of programs from Faculty of Art and Design and the Faculty of Architecture,
Planning & Surveying.

The management of campus changes harmonious with the establishment of UITM
Selangor branch with the inauguration of the Rector as the leader with the help of three
(3) Deputy Rector which are the Academic, Research and Innovation Deputy Rector
(API), Student Affairs Deputy Rector (HEP) and Industrial Relationship, Community
and Entrepreneurship Deputy Rector iCARE).

In general, UiTM Selangor campus are responsible to the management supervision in

locations below:

a) UiTM Shah Alam (Seksyen 1) e) Dengkil
b) Puncak Alam f) Jalan Othman dan Kolej
c) Puncak Perdana Beringin

d) Seksyen 17, Shah Alam

For now time béing, there were eighteen (18) faculties and three (3) academic centers

that is under the management of UiTM Selangor branch consist of:

Page |3



Industrial Training Report: UiTM Puncak Alam

Table 1.1 Faculties and academic centers under UiTM Selangor Branch

CLUSTER

Engineering Faculty of Electrical Engineering

(4 faculties)

Science
(4 faculties)

Business
(4 faculties)

Art and
Humanities
(6 faculties)

Academic
Center (3)

FACULTY

Faculty of Mechanical Engineering

Faculty of Chemical Engineering
Faculty of Civil Engineering

Faculty of Applied Sciences

Faculty of Computer

Mathematics Faculty of Science Sports &

Recreation

Faculty of Architecture, Planning &

Surveying

Faculty of Accountancy

Faculty of Business and Management

Faculty of Hotel
Management

Faculty of Information Management

Faculty of Art and Design

Faculty of Film, Theatre & Animation

Faculty of Education

Faculty of Law

Faculty of Communication & Media

Studies

Faculty of Music
Center of Foundation

Academy of Islamic
Contemporary

Academy of Language Studies

LOCATION

Shah Alam
(Section 1)

Shah Alam
(Section 1)

Shah Alam & few
programs in Puncak Alam

Puncak Alam

Puncak Perdana

Shah Alam & few
programs in Puncak Alam

Puncak Perdana
Puncak Alam

Shah Alam (Section 1)
Shah Alam (Section 1)
Shah Alam (Section 17)
Dengkil

Shah Alam (Section 1)

Shah Alam (Section 1)
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The governance of UiTM Selangor branch was prepared well to parallel with the
objectives of the establishment that came with incentives to research, innovation,

commercialization and community involvements. It covers these aspects:

* Developing and implementing a strategy to strengthen the quality of academic
affairs and also research and innovation affairs.

® The development and leadership as well as the services, facilities and student
welfare.

* Management of industrial relations, entrepreneurship, business entity (SBU),
retail space, University Community Transformation Centre (UCTC) and
marketability of graduates.

e Manage the planning, recruitment and placement of human resources and human
capital development UiTM Selangor branch.

* Administrative management and campus security.

e Financial management involving financial planning, acquisition, generation of
income and expenditure.

» Network management library services and ICT applications and technologies in
the library.

* Management and development of campus infrastructure and info-structure and
Private Financing Initiatives (PFIs) campus projects.

¢ Management and administration of the Foundation Center and the basic academic

program.

Governance above are the result of ideas and discussion of stakeholders involved,

through meetings and lab governance.
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1.2 The Rational of Ui'TM Logo

O The diomond shope of The fop of five |
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¥om studying i UniversEl Tknologi MARA,
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{2} Diploma |
{3 sacheior degree
(4) Master dogree and
{5} Dociecd degroe
The five shapes also symbolse e five Piors of slom which [

bacome the tenat of shadent developmant. };'1: TR ‘:f;; Ao
UNIVERSITI
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Unlversili Toknolog! MARA a5 o globol
— os © unigque and competitive unbversity,

the shape
ther 10le Of Univonsiti Teknologi MARA in impioving the

Figure 1.2 The rational of UiTM logo

The logo incorporates four main colors:

» Dark Blue shows the maturity of an institute of higher learning, which offers
different levels of study.

» Purple symbolizes excellence in global knowledge.

> Yellow represents the sovereignty of the Malay kings and the struggle of the
Malays in an effort to take the national education towards excellence.

»  White shows the sacred and pure knowledge offered to the students.

The overall shape of the logo maintains the original shape in order to retain the identity
of UiTM as the font of knowledge.
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1.3 The Map of UiTM Puncak Alam

MAP TO UiTM PUNCAK ALAM AND UITM PUNCAK PERDANA CAMPUSES

L
LET RV
P

¥ ey Tt ey, w1,

Figure 1.2 The map of UiTM Puncak Alam and Puncak Perdana (Selangor Branch)
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Industrial Training Report: UiTM Puncak Alam

Chapter 2 : Organization Information

Information and Communications Technology (ICT) Department

ICT Department is headed by a Deputy Chief of Information Technology Officer, three

(3) Senior Information Technology Officer, and Information Technology Officer,

assisted by four (4) Assistant Senior Information Technology Officer, ten (10) Assistant

Information Technology Officer, a Computer Technician and an Administrative

Assistant (Clerical/Operations).

Vision

UiTM realize the vision through the provision of ICT services and quality.

Mission

Improving the management of infrastructure and info structure of UiTM with the latest
ICT technologies to achieve on becoming the University of Excellence.

Organization Details

Table 2.1 Information details of UiTM Puncak Alam ICT Department

Address

Bahagian ICT,

Aras 5 Plaza Satelit B,

Universiti Teknologi MARA Cawangan Selangor,
Kampus Puncak Alam, 42300 Bandar Puncak Alam,
Selangor Darul Ehsan

Phone Number

+603-3258 4554

Fax Number +603-3258 4455
Email norhashitoh@gsalam.uitm.edu.my (Admin)
Website https://puncakalam.uitm.edu.my

Page |9



Services for Students

Industrial Training Report: UiTM Puncak Alam

Table 2.2 List of services provided by the ICT Department to the students

NO. | SERVICE NAME INFO
1 Student Email Student’s email are using the Microsoft life@edu
2 Student Portal Portal for students to get information

Student Wireless

3 . .
Account Each student is allowed to apply wireless account
4 Multipurpose Card Smart Card for identification of students on campus
5 UiTM Software Students are allowed to use the UiTM’s software
6 Recruitment Portal Apphcatu.)n portatl for the students to apply to further
their studies at UiTM
7 Finance Portal Portal of payment such as application and payment

status to students

Page | 10



Services for Staff

NO.

10.

Industrial Training Report: UiTM Puncak Alam

Tuable 2.3 List of services provided by the ICT Depariment to the staff

The list of services offered for each of the UiTM staff

NAME OF SERVICE
Staff Email

Blackberry Push Mail

Traveler Mail

Staff Portal

Finance Portal

System Facility Management Portal

Multipurpose Card

Web Hosting

UiTM Software

IT Facilities Rental

NO.

1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

INFO

Microsoft Updates

Antivirus

Network Admission

(NAC)

New Network Portal

UiTM Domain

IP Address

VPN

Wireless Account

Loans

Control

Computer Maintenance

Page |11
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Industrial Training Report: UiTM Puncak Alam

Figure 2.4 The layouts of Administrative Unit of ICT Department
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Figure 2.5 ICT Department Store Room
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F igure 2.6 ICT Department File Room and cabinets

E A
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Industrial Training Report: UiTM Puncak Alam
Chapter 3 : Industrial Training Activities
I have been assigned with various kind of activities especially on the documentation
project throughout the entire industrial training program including the special project.

I’ve done a lot of administration work because the supervisor has assign me to be train

in Administration Unit and did all administration work.

3.1 Training Activities

3.1.1 Activity 1: Creating Checklist for IT Project Management -
Development of System Application

Tuble 3.1 Training Activity |

Task Checklist of the Development of System Application
Date 7" February 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

This checklist are made to easy the System Application Unit to monitor which
and what documents are lacking in their list of documentation. In explanation, each
system that has been or will be developed should have a complete amount and list of

documentation. It should be recorded and saved since the beginning of the process until
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the end or completion. The document that should be saved for example are the Form of

System Application, System Requirement Specification and many more.

Thus, this checklist would help the staff of the System Application Unit to
monitor them and ensure the files and documents are always complete for future
reference. The staff would simply have to mark on the files that already been filed to the

documents.

SENARA] SEMMAK DOKUMENTAS] PENGURUSAN PROJEK 17 — PEMBANGUNAN SISTER APLIKASE

BIL | PENERANGAN DOKUMEN
PERLYU
ADA
1. | borang Peraohenan Rasmi Sistem Agiikasi
2. | Porgolic Projex
2. | Senaral Kumpdian Projek X Ggas

4. | surat Lantkan AhT Kumnpolan Projek

= | Carla Gantt %
T. | System Recuirement Spesrisalion (SRS
I | aystem Design Descriphons {SUL; 'x;
8. | Leporan Stalus Projex (berdasatkan pencapaian mengikul Cana Gant) "
5 Winit ldesyuarat 2
10| User Accepiancs Tast {UAT)
1. | Final Agceatance Tast (FAT) C
1Z. | WMarual Pengguna Sislem
13, | Manual Teknikal %
14, | Pampiet Sistem Aplxasi %
1. | Shde Taklimat Sistem Aplikasi 0y
6. | Laporan Prejex Pembargunan %

14, | Surat Penyerahan Frojek {danpada xumpulan pembangunan ke pamilik

proses)

Femaskini pade 19/34/2017

Figure 3.0 The sample of checklist for the Application of Svstent Development
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3.1.1.1 Workflow for creating Checklist for IT Project
Management - Development of System Application
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Flgure 3.2 Worlflow jor creating the checklist of the Application of Svstem Development

Page | 20



Industrial Training Report: UiTM Puncak Alam

3.1.2  Activity 2: Prices Analysis for JITEN — Approved hardware

Table 3.2 Training Activity 2

Task Prices Analysis for JITEN — Approved hardware
Date 215 February 2017, 10™ April 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Excel

Microsoft Excel is a spreadsheet with features of calculation, graphing tools,
pivot tables and a macro programming language called Visual Basic for Applications.
Spreadsheets present tables of values arranged in rows and columns that can be
manipulated mathematically using both basic and complex arithmetic operations and
functions. The language used are Bahasa Malaysia because the department are using
Bahasa Malaysia as the first language thus all the documentation are mostly recorded in

Bahasa Malaysia.

JITEN stands for Jawatankuasa IT & Elektronik Negeri. JITEN is responsible for
approving the application in IT scope in all ICT procurement such as audio-visual
equipment, electronic equipment and laboratory office, telecommunication and digital

sources using the fund allocation and management of trust funds that are up to RM

50,000.00.

The price analysis are made to compare the prices of hardware that have been
agreed upon by committee members JITEN. This price comparison was made so that the
committee would not approved the purchase of the same items but at a different price.

This can help the committee in order not to make mistakes and avoid losses in JITEN,

I’ve so far done the price analysis for the JITEN Meeting Bil 1/2016, Bil 2/2016,
Bil 3/2016, Bil 4/2016, Bil 1/2017 and Bil 2/2017 held in Meeting Room HEP, Level 3
FF3, UiTM Puncak Alam that was attended by Vice Chancellor of UiTM Puncak Alam
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3.1.2.1 Workflow for Prices Analysis for JITEN — Approved
hardware
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Figure 3.4 Workfiow for crearing the Prices Analvsis for JITEN — Approved hardware
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3.1.3  Activity 3: Internet Protocol (IP) Telephony Billing Records

Table 3.3 Training Activity 3

Task Internet Protocol (IP) Telephony Billing Records
Date 8" February 2017, 10% February 2017, 13* February 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Words

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

IP telephony provides a way to extend highly secure, reliable and consistent
communications services to all Ui'TM Puncak Alam employees whether they are in main
campus locations or at branch offices. IP telephony transmits voice communications over
the network using open-standards-based Internet Protocol. UiTM Puncak Alam are using
CISCO IP telephony which are an integral part of Cisco Unified Communications, which
unify voice, video, data and mobile applications on fixed and mobile networks enabling
users to easily communicate in any workspace using any media, device or operating

system.

Even though it is an internet-based telephony system, it is not only limited to
inter-calls (calls in the campus area only) but staff also could make calls to other numbers
besides UiTM Puncak Alam’s offices as well. So, the bills that are been charged are these

outside calls.
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8800 Series IP Phones 7800 Series IP Phones

Figure 3.5 The tvpes of 1P Telephony that are used in UiTM Puncak Alam

This documentation is the type of analysis documentation used to records all the
IP Telephone bills over the years. Every month, the management of ICT Department
would have to pay the bill for these bills, thus the records is kept for future reference.
Before this, this record only kept in Microsoft Excel by the person in charge. I have been
asked by the supervisor to update the bill analysis into Microsoft Word so that the amount

and bills are clear and easier to understand.
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3.1.3.1 Workflow for Internet Protocol (IP) Telephony Billing
Records
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Figure 3.7 Workflenw for creating Imernet Proiocol (IP} Telephony Billing Records
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3.1.4 Activity 4: Internet Protocol (IP) Telephony Billing Records

Graph
Table 3.4 Training Activity 4
Task Internet Protocol (IP) Telephony Billing Records Graph
Date 3" Mac 2017, 6™ Mac 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Excel

Microsoft Excel is a spreadsheet with features of calculation, graphing tools,
pivot tables and a macro programming language called Visual Basic for Applications.
Spreadsheets present tables of values arranged in rows and columns that can be
manipulated mathematically using both basic and complex arithmetic operations and
functions. The language used are Bahasa Malaysia because the department are using
Bahasa Malaysia as the first language thus all the documentation are mostly recorded in

Bahasa Malaysia.

Based on Training Activity 3: Internet Protocol (IP) Telephony Biliing Records,
trainee have been asked by the supervisor to create graphs for those records so that it is
easier to understand and the management could see clearer the ups and downs of the IP
Phone bills. Graphs are created based on the total amount of bill overall for month and

also year starter from 2013 to 2016.
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Bil IP Telefon 2013
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Figure 3.8 The sample of 1P Telephony bills’ graph by year for 2013 & 2014
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3.1.5 Activity 5: ICT Department’s Inventory List and Analysis

Table 3.5 Training Activity §

Task ICT Department’s Inventory List and Analysis
Date 10™ April 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word and Microsoft Excel

Microsoft Excel is a spreadsheet with features of calculation, graphing tools,
pivot tables and a macro programming language called Visual Basic for Applications.
Spreadsheets present tables of values arranged in rows and columns that can be
manipulated mathematically using both basic and complex arithmetic operations and
functions. Meanwhile, Microsoft Word or MS-WORD (often called Word) is a graphical
word processing program that users can type with. Its purpose is to allow users to type
and save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

This document are the list of the inventory (mostly furniture) that are contained
in each of unit offices in ICT Department. I was require to go to each office and identify
the quantity and type of furniture and made a list of the items. Once they are identified,
I’ve also required to make an analysis of each item and where are they located. This

document are created in order for the staff (especially admin staff) for the yearly audit.
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SENARATINVENTORI UiTM

Kad ini hendaklah diletaklan di Jokasi di mana item-item tersebut di tempathan
Sebarang pindaan raesti dimakhumkan kevada Unit Kemangan Zon berkenaan.

Hama

Tandatangan Tatikh

Pegawal vang

dipartanzeungiawabkan
{custodian) di lokasi barkenaan

Pegawai Pamverifikast

LOKASE: BILIK PEGAWAI TEKNOLOGI MAKLUMAT KANAN (SISTEM APLIKASI), BILIK UNIT SISTEM APLIKASI &
PERKHIDMATAH IT, BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 5, PLAZA SATELIT B, UITM CAWANGAN SELANGOR PUNCAK

ALAM

2

Perkara

Kuantiti item Masa Kini

Catatan
{Mo. Siri, jika barkaitan}

ALMARI RENDAH COKLAT (2 PINTU)

ALMARI TINGGE KACA (2 PINTU)

DRAWER {2 LACE)

KERUS!I BERODA

KERUSI TIDAK BERODA

PAPAN PUTIH

SET MEJA EKSEKUTIF GRED 44

SOFA BIRU {2 SEAT}

wleo|l~lo|v|slw]wle

TONG SAMPAH

Rl

[
@

Figure 3.11 The sample of inventory list for IT Services Officer’s Roont
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3.1.5.1 Workflow for creating ICT Department’s Inventory List

and Analysis

Codbect (eformatior
[wr {5 tem guantity

‘ Oper Microsafs ‘
Wiord and Offce

|

Loyt e e and
auantiliag ot
figt b cnrect

H"

{regls
terplate for
QALY O

Figure 3.13 Workflow for creating ICT Deportment's hiventory List and Aneaivsis
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3.1.6 Activity 6: Practical Students’ Record

Table 3.6 Training Activity 6

Task Practical Students’® Record
Date 22" Mac 2017 onwards
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Excel

Microsoft Excel is a spreadsheet with features of calculation, graphing tools,
pivot tables and a macro programming language called Visual Basic for Applications.
Spreadsheets present tables of values arranged in rows and columns that can be
manipulated mathematically using both basic and complex arithmetic operations and
functions. The language used are Bahasa Malaysia because the department are using
Bahasa Malaysia as the first language thus all the documentation are mostly recorded in

Bahasa Malaysia.

The information that the organization have is not properly filed thus the records
are not complete. They kept the record of the students in a file but are not properly
managed (unorganized) based on years and so on. The records stored in the file are
mostly only their application letter, report duty form, background details, exams result,

leave applications and work time form.

I was required to gather all those information in properly softcopy and managed
format (Microsoft Excel). The information that are recorded are their full name, identity
card (IC) number, student ID number, home address, institution, institution address,
study programs, practical date (start & end). Unit or division assigned, name of
organization supervisor and the title of special project. The records available are only

from the year of 2015 to current.
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3.1.6.1 Workflow for Internet Protocol (IP) Telephony Billing

Records Graph
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Figure 3.13 Worlflow for creating Internet Prorocol (IP) Telephony Billing Records Graph
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3.1.7 Activity 7: Practical Students’ Slides

Table 3.7 Training Activity 7

Task Practical Students’ Slides
Date 23 Mac 2017 onwards
Scope Presentation Material

Hardware/Device | Desktop

Software Microsoft PowerPoint

Microsoft PowerPoint uses slides to convey information rich in multimedia.
PowerPoint is useful for helping develop the slide-based presentation format and is
currently one of the most commonly used slide-based presentation programs available.
Slides may contain text, graphics, sound, movies and other objects which may be
arranged freely. The presentation can be printed, displayed live on a computer or
navigated through at the command of the presenter. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

I have been assigned by the supervisor to do two presentation slides in preparation
for the upcoming practical students that will be on duty on May. The slides are the ones
that the supervisor already did, I would just have to edit some of the slide to meet the

need of the new practical student.

There will be in total of 7 practical student, but there were two different duration
thus there supposed to be two slides containing different input in the slide. One
presentation slide would be for the 5 students that will do their training for 8 weeks and
other one is for the other 2 practical students that will be finishing their training in 14

weeks.
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1. Maklumat Pelajar Latihan Praktik

1. Nama:  NUR FIKRIYAH BINTI ROSMAN No Pelajr : 2015853398
2. Nama:  NUR ATIQAH BINTI ISMADHI No Pelajr : 2015857644

DIPLOMA SAINS KOMPUTER, FAKULTI SAINS KOMPUTER & MATEMATIK

Frabe O
UNIVERSITI
TEKNOLOGI
MARA

Cawangan Johor, Kampus Segamat
Km 12, Jalan Muar, 85000 Segamat, Johor
&

Cawangan Pahang, Kampus Raub
27600 Raub, Pahang

Tempoh Latihan Industri
2 Mei 2017 — 4 Ogos 2017 (14 Mingsu)

Figure 3.16 The sample of practical stucents’ slides 1

5. Projek Pelajar Latihan Praktik

B. Pelan Pelaksanaan

2 Mei 2017 hingga & Ogos 2017 {14 Minggu}

Aldiviti Mei 2017 Jun 2017 Julai 2017 Ogos 2017
2 wel - 31 Mel 1dun-30Jun  1Julai-31Julai 1 Ogos- & Ogos
2017 2017 2017 2017
Memahami Keperiuan 2/5-
Pengguna A

Rekabentuk 15/5-
28/5

Pembangunan Sistem o~
Makiumat 29/5-9/7

Pengujian Sistem Maklumat
28/7
Serahan & Penggunaan

Figure 3.17 The sample of practical students’ slides 2
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B. Pelan Pelaksanaan

1. Nama Proiek Sistem Permohonan Sistem Pemantauan

3 ) Sistem Aplikasi Projek ICT (SPPI) Fasa Il
2. Pemilik Proses Ketua Bahaglan ICT Ketua Bahaglan ICT
3. Pengguna Sistem Sistem Aplikasi Pengurus Projek ICT,

Pengurusan Bahaglan ICT

4. Pelajar Latihan industri Nur Flkriyah bintl Rosman st L TG

Nur Fikriyah binti Rosman
5. Penyelia Pertama & Nura Mo:d Thalha Nura Mogd Thatha
Kedua Sajudin Samad Sajudin Semad

Figure 3.18 The sample of practical students’ slides 3

3.1.7.1 Workflow for Internet Protocol (IP) Telephony Billing
Records Graph

b

(J st

T,

Open Microsoft
Powerpoint

), 4

Creating records Understand
based on manual the data in the
filles files

h 4

Figure 3.19 Workflow for creating Internet Protocol (IP) Telephony Billing Records Graph
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3.1.8 Activity 8: Practical Students’ Checklist

Table 3.8 Training Activity 8

Task Practical Students’ Checklist
Date 23" February 2017 onwards
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

This checklist are created for the supervisor and also the practical students to
acknowledge what that are already in their list and what goes missing. This checklist is

a step by step documents that the practical students need to fill in, attend or have.

This checklist would be fill by the students on their first day and the forms that
are in the list will be given to the students for them to keep. Once the list are updated, the

checklist would be filed in the students' files.
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Senarai Semak Pelajar Latihan IndustrifPraktik E
Bavagian ICT, UiTM Cawangan Selangor, Kampus Puncak Alam s
Mama Penuh

No Kp Mo Pelajar

No Telefan Emel

Program Pengajian

i

i
!

Institusi
Tempoh Latihan: Mulai Hinggga
R ~aa
Bil. Perkara * Tandakan
W

Surat Permohonan Pelajar

1.
2. Surat Pengesahan Penerimaan Pelajar

Borang Pengesahan Lapor Diri Pelajar Latihan Industri-Praktik

Borang Pemillhan Waktu Kerja Berperingkat
Pendaftaran Thumb Print

Taklimat Organisasi UiTM & Bahagian ICT
- Takhmat Skop Latlhan Industn

3.
4
5
6. Taklimat Peraturan Pejabat
7
8
9

Takhmat Projek IT Yang Akan Dllaksana kan

10 i Bcrang Permoh onan Keiuar Pe;abat Atas Urusan peribadi

11 Borang Permohonan Cuti Rehat

12 Rekod Kehadwan Latlhan Pelajar Latlhan lndustn Praktlk |

13 Surat/Smi Penghargaan

Figure 3.20 The sample of practical students’ checklist
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3.1.9 Activity 9: SPPI Cost Implications

Table 3.9 Training Activity 9

Task SPPI Cost Implications
Date 28" Mac 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

SPPI stands for Sistem Pemantauan Projek ICT or in English is known as ICT
Project Monitoring System. This system is created by the Computer Science
(Programming) practical students from Politeknik Sultan Idris Shah (PSIS) Sabak
Bernam as their special project. This project are adopted by the Information Technology
UiTM Selangor Branch, Puncak Alam. This system is to identify and monitor the status
of ICT projects that are being implemented. This system would be able to identify the
status of ICT projects that are underway, to monitor ICT projects that are being
implemented, be able to identify the factors and causes of any delay ICT projects are
ongoing and to facilitate monitoring of ICT projects through project management system

based on web technology.

I was required to help the developer (PSIS Students) to identify the cost
implication for this system from the beginning till the end of the project. The cost are
calculated based on the true situation (the exaet cost) that the system are taken and will
be taking. Certain software are already in the desktop and some does not require any cost.

This is just an assume cost to SPPIL.
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Kos Projek {Implikasi Kewangan)

Komponen ™ (RM)

1. Perkakasan L. ASUS X5418 - AX4346T Notebook 1,319.00
. XAMPP - Percuma R
2. Perislan ii. Adobe Dreamweaver 444 .44
fil.  Microsoft Office 1,399.00
iv.  Microsoft Visio 2010 1,390.00
v.  Microsoft Project 2,799.00
vi. Adobe Photoshop 999.00
. Mesyuarat (3 x RM20.00) 60.00
3. Lathan Il. Sesl UAT Bersama Pemilik Proses (3 x 10) x 7 x RM 0.20 42.00
. Minit Perbincangan/Mesyuarat (3 x 10) x 7 x RM 0.20 42.00
4. Dokumentasl il. Dokumen Projek
a8) SRS (3x 19)x RM 0.20 11.40
b) SDD (3 x 20) x RM 0.20 12.00
li. Dokumen UAT (3 x 19) x RM 0.20 1140
lv. Cetakan Manua! Teknikal (3 x 19) x RM 0.20 11.40
v. Cetakan Manual Pengguna (3 x 19) x RM 0.20 11.40
I.  Pengurus Projek - 1 x 100 harl x RM 116.70 11.670.00
5. Sumber Manusia  il. Juruanalisa Sistem - 1 x 100 hari x RM 116.70 11’ 670.00
il - RM 113.30 ey
Pengaturcara Program - 2 x 100 harl x RM 22,660.00
Jumiah 54,561.04

Figure 3.2] The sample of SPPI Cost Implications
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3.1.9.1 Workflow for SPPI Cost Implications
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Figure 3.27 Workflow for ercaring SPPI Cost Implications
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3.1.10 Activity 10: Practical Student SOP

Table 3.10 Training Activity 10

Task Practical Student SOP
Date 26" April 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

SOP stands for Standard of Procedure. In UiTM rules, any activity that are done
repeatedly need to have their own standards of procedure. This is for the department or
unit to follow the standard and to apply this standard to each and every activity that are
the same. This method are for the purpose of standardizations and to avoid any miss
communication and unrecorded documents since all activity need to have their own files
and must be recorded. I was required to do the draft of this SOP and it will be check by

the faculty supervisor for further action.
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Tajuk SOP: Pengurusan Pelajar Latihan Industri-Praktik

1por Dekumen:
.0

arikh; 28542317

1.0

Keterangan Sisndard Operafing Procedure {50F)

1. Bicang

Fangurusan Pentadbiran.

2. Prosedur

Pangurusan Pelalar Latthan Industri-Prakiik.

3. Mombor Rujukan
4. S0F Pra-Svarat -
£ SCP Berkaitan -
ICT - Information and Communication
PR Technciogias
5. Bingkatan

LHTH - Universili Teknslogi MARA
Ucs - UiTh Cawangan Selangor

7. Pengguna

Bahagian ICT, UCS, Kampus Puncak Alam.

8. Tujuan

& Skcp

12, Masa

l¥elaksanz prose;é pEngurusan pé_ajgr latihan industri-
prakdtik ke Bahagian KC7, UCS.

"Froses pengurusan pelajar laihan industriprakiik ke~
Bahagian ICT, UCS, Kampus Puncak Alam dad mula
permchonzn hingga famat tempoh meniaglani lztihan
industriproktk.
Sapanjang tempoh pelajar menjalani latihan industri-praktix
o Bahagian ICT, UCS.

11, Pemilik S0P

Bahagian ICT, UCSE, Kampus Puncak Alam.

12. Catstan

Figtre 3.23 The sample of Praciical Studeni SOP

Page | 47



Industrial Training Report: UiTM Puncak Alam

Pebjar

Mub

Lapor dird Menyviaplan
projek &

mangamaskini
status

A

Sa@han su@t parmohonan
untuk menaknkan btihan

Peiabat Pentadbimn

prakile basera sl sifif
berkenaan J

Hubungl peljar Sermhan salinan
untuk borng-bomang
pangesshan
tapor dirl

et Bahagian/Unit

Meanyemak
ketayalan palajar
: X : Member Taklimat 3
. 4 . ahat
P . Organisasidan
: ) Peraturan Pelkat
Tidaktetima +» e« o” Mamberl
surt/sjjil
: O penghargaan

Samhan pojek
J yang telah

selasai

Figure 3.24 The sample of Practical Student SOP Flow Chart (Using Bizagi Apps)

Page | 48




3.1.10.1 Workflow for Practical Student SOP
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Figure 3.23 Workilow for creating Practical Student SOP
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3.1.11 Activity 11: Minute of Meeting for Progression Meeting of UiTM
Practical Students No. 1/2017

Table 3.11 Training Activity 11

Minute of Meeting for Progression Meeting of UiTM Practical

k

8 Students No. 1/2017
Date 15" May 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

In any formal meeting, a minute of meeting is a crucial thing to have. It serves as
something that symbolizes the meeting. The minute recorder person must pin point every
important words in the discussion. Every part must be written down and must put in the

meeting for the chairman to acknowledge it in the next meeting.

The reason to why my organization supervisor train me to write own minutes of
meeting is because he said that in any organization, a meeting is a must. Even it may not
be my task of work, but at least in the critical time I can always know how to write a

minutes of meeting and it is such a basic task of work.
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3.1.12 Activity 12: ICT Department’s Annual Report

Table 3.12 Training Activity 12

Task Laporan Bahagian ICT (ICT Department’s Annual Report)
Date 3™ February 2017
Scope Documentation

Hardware/Device | Desktop

Software Microsoft Word

Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. This file is created with the UiTM desktop. The language used are Bahasa
Malaysia because the department are using Bahasa Malaysia as the first language thus

all the documentation are mostly recorded in Bahasa Malaysia.

ICT Department Report or also known as Annual Report is a comprehensive
report on the department’s activities throughout the year. Annual reports are intended to
give regulars and other interested people the information about the department’s
activities and financial performance. They may be considered as grey literature. Instead
of doing it only for the previous year, which is 2016, the supervisor required me to do
the report on the department’s performance from the beginning of the department’s

opening which is the year of 2009.

Since it took me a lot of effort on gathering information, and most of the records
are not available anymore, thus the supervisor ease the burden by only requesting me to
get the information as far as is available. After consulted with all the staffs, the final
result of the report are attached in the appendix. The report only consists of the
information that T got to gathered based on what the staff and officers has given to me.
Mostly on the history of the departments, the inventory lists of networks and sorts, the
charts, the telephony bills and few others.
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Figure 3.29 The cover page of the ICT Departiment’s Report
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3.1.12.1 Workflow for creating the ICT Department’s

Annual Report
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3.2 Other Activity

3.2.1 Secretariat Meeting of State IT & Electronics (JITEN) UiTM

Selangor Branch No. 2/2017
Table 3.13 Other Activity 1

Date 22 February 2017
Time 11.30 am — 1.30 pm
Venue HEP Meeting Room, Level 3 FF1, UiTM Puncak Alam

3.2.2 Secretariat Meeting of State IT & Electronics (JITEN) UiTM

Selangor Branch No. 3/2017
Table 3.14 Other Activity 2

Date 13% April 2017
Time 3.55 pm —5.45 pm
VYenue HEP Meeting Room, Level 3 FF1, UiTM Puncak Alam

JITEN stands for Jawatankuasa IT & Elektronik Negeri. JITEN is responsible for
approving the application in IT scope in all ICT procurement such as audio-visual
equipment, electronic equipment and laboratory office, telecommunication and digital

sources using the fund allocation and management of trust funds that are up to RM

50,000.00.

This meeting is usually held once every two months after collecting all the
applications forms from each faculty and administration office that wanted to purchase
any electronic goods or upgrade the specification of electronic products they bought. I
was required to join this meeting in order to gain experience on how the major meeting
in the organization is conducted. Since I have been assigned in the Administration Unit,
thus it is compulsory to attend this kind of meeting and be one of the committee for the
meeting. I also been trained to help other committee to setup for meeting especially the

preparation for the meeting such as print out the agendas and documents for the meeting.

Page | 57



Industrial Training Report: UiTM Puncak Alam

3.2.3 Technology Development Session: Projector Casio by Casio

Malaysia
Table 3.15 Other Activity 4
Date | 10" Mac 2017
fime | 10.00 am—11.30 am

Seminar Room 1, Tun Abdul Razak Library (PTAR), UiTM Puncak
Alam

This session is where the representative from Casio Malaysia Sdn Bhd came to
Tun Abdul Razak Library in UiTM Puncak Alam to demonstrate their brand new Casio
Lamp Free Green Technology LED Projector Ultra Short-Throw Series. Me and all staff
is required to join the training session for us to gain new knowledge on the new
technology invented and what are the latest technology in the market. This is such a good

knowledge for me in order to have an update about the new technology.

Figure 3.31 Casio Technology Development Session
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3.24 Sistem Pemantauan Projek ICT (SPPI) Training Session

Table 3.16 Other Activity 5

Date 13% April 2017
Time | 11.45am—12.30 pm
Venue Discussion Room, Level 5 PSB, UiTM Puncak Alam

This session is a must have session for every system that the ICT Department has
developed. Sistem Pemantauan Projek ICT (SPPI) is a system developed by the practical
students from Polytech Mara College of Sabak Bernam, majoring in Diploma of
Programming. They are required to create a system that allows the staff to monitor the
progress of any project that the ICT Department currently handle. It is also for them to

be alert with the dateline. This system is developed in 4 months.

This session is a training session for all staff that is involved directly and
indirectly with the project progress. The training is held by the developer team

themselves with the help of user manual that they create.

Figure 3.32 The testing session of Sistem Pemantauan Projek ICT (SPPI)
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Figure 3.33 The interface of Sistem Pemantauan Projek ICT (SPPI)

3.2.5 ICT Department Yassin Recital Ceremony

Table 3.17 Other Activity 6

Date | 26" May 2017

T :

Time | 11.00 am - 12.15 pm

W;;l,e_ | Discussion Room, Level 5 PSB, UiTM Puncak Alam

This event is in conjunction with the coming Ramadhan month. An ustaz has been called

to lead the Yassin Recital and also Tahlil session.
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3.2.6 Information System of ICT Department Training Session

Table 3.18 Other Activity 5

Date 13% April 2017
Time 11.45 am — 12.30 pm
Venue Discussion Room, Level 5 PSB, UiTM Puncak Alam

This session is a must have session for every system that the ICT Department has
developed. Information System of ICT Department is a system developed by the practical
students from UiTM Jasin Campus, Melaka majoring in Diploma of Science Computer.
They are required to create a system that allows the staff to monitor status, store data and

print reports. This system is developed in 2 months.

This session is a training session for all staff that is involved directly and indirectly
with the project progress. The training is held by the developer team themselves with the

help of user manual that I have created. The user manual is attached in the appendices.

Figure 3.34 Information System of ICT Department Training Session
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3.3 Special Project — Information System of ICT Department’s User Manual

3.3.1 Project Overview

This chapter will briefly explain the special project developed by me throughout
the duration of practical training in ICT Department UiTM Puncak Alam, Selangor. The
special project developed by me was Information System of ICT Department’s User
Manual. The user manual are created based on the Information System of ICT
Department developed by a team of 5 practical students majoring in Diploma of Science
Computer from the Faculty of Science Computer and Mathematics UiTM Jasin Campus,
Melaka Branch as their special project. In this section, I will explain the problem
statement, user manual objectives and scope, target user, tools used for the development,
flow chart, testing and installation, advantages of the user manual and also the

conclusion.

% SISTEM MAKLUMAT
> BAHAGIAN ICT

Enter your username and password

Fazswerd

Legin  Forgot Password

I —

Figure 3.35 The main interface of the system - Log in Page
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This system is named as the Information System of ICT Department (Sistem
Maklumat Bahagian ICT). This system is to store record manually into the database and
reduce the risk of manual systems such as data loss problems where the possibility of
mail or saved form is lost or the writing color-faded. In addition, the system is also is to
help the department avoiding the data loss in the event of an undesirable occurrence such
as fire or natural disaster. The system is also to facilitate storage of information and the
generation of information. The system also provide an easy way to store information

stored manually under the ICT Division.

3.3.2 Problem Statement

Even though this system may look all fancy and great but it is nothing without a
user manual. A user manual is consider as a backbone to any step-by-step activities.
Whether it be a system or anything. User manual was also a great help for users, new or

existing to understand the system and using it without facing any difficulties.

The problem occurred is when there are too many different kind of users whom
could access the system and there are too many steps taken in completing a task in the
system. This can be found in this system. This system are consider major in this ICT
Department. It may be new developed system but it will be used by the department 100%
starting today. Because it would store every details of the department, from the beginning

of time and for the future.
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3.3.3 User Manual Objectives and Scope

This manual explained the full methods and steps on how to use the Information
System of ICT Department. This user manual also includes defining the objectives and
scope of using Information System of ICT Department, designing the way it will be used
and then how the users carrying out the implementation. The Information System of ICT
Department’s User Manual consists of the actual steps of using the system from step one
(the Logging In) and final step (Logging Out). This manual is intended as a guide to all

levels of users.

Section 1.0 - General Information provides a general description of the system's
background which is the main objective of the system and the main reason this system is
set up. This section also describes the features contained in this system. In the
Development Group section, it is explained to users who are involved directly and
indirectly in the establishment of this system and there is also a system chart of the

System.

Section 2.0 - System Summary describes the system architecture which is the
names web browser that can be used to access this system as well as who can use it.
System schema is a description of the modules, listed in the system menu and accessible

to the user. User access level is a limit to which users can access.

Section 3.0 - System Usage explains how users are getting started with the
system. Here it will explain how users can log in, change user IDs and passwords and

also how to log out from the system using the right way.

Section 4.0, Section 5.0, Section 6.0 and Section 7.0 - Using the System for
System Administrator, Head of ICT Division, Head of Unit and also Administrative Staff

respectively explains the right ways and steps users should apply to use the system.
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3.3.4 Target User

The target user for the Information System of ICT Department’s User Manual

would be these four (4) types of main users which are System Administrator, Head of

ICT Division, Head of Unit and also Administrative Staff.

For System Administrator, this user manual would limiting their access to the

system only to the levels of:

il.

1il.

Maintaining the parameters - An interface where system administrator
can easily update existing parameters.

Maintaining the user - An interface where system administrator can
easily update records of ICT staffs.

Updating the records - An interface which system administrator can
update the information of each module such as Technical Assistance
Record, Record of Payments, Contract Record and Industrial Training-

Practice Students records.

For Head of ICT Divisions, this user manual would limiting the access only to:

11.

Maintaining the record - An interface where the Head of ICT Division
can easily update certain records.

Generate Reports - Head of ICT Division could generate reports for each
module including the ICT Staff Profile, Technical Assistance Record,
Payment Record, Contract Record, and Industrial Training-Practice

Student for recording and storage purposes.

For Head of Unit, this user manual would limiting the access only to:

il.

Maintaining the record - An interface where the Head of Unit can easily
update certain records.

Generate Reports - Head of Unit could generate reports for each module
mcluding the ICT Staff Profile, Technical Assistance Record, Payment
Record, Contract Record, and Industrial Training-Practice Student for

recording and storage purposes.
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For Administrative Staff, this user manual would limiting the access only to:

1l

1i1.

Maintaining the user
An interface where system administrator can easily update records of ICT

staffs.

Updating the records
An imterface which system administrator can update the information of
each module such as Technical Assistance Record, Record of Payments,

Contract Record and Industrial Training-Practice Students records.

Generate Reports

Head of Unit could generate reports for each module including the ICT
Staff Profile, Technical Assistance Record, Payment Record, Contract
Record, and Industrial Training-Practice Student for recording and

storage purposes.
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3.3.5 Tools Used for Development

Figure 3.36 Microsoft Word Logo

Tools used for the development of Information System of ICT Department’s User
Manual are Microsoft Office — Word. This Microsoft Word are already installed in my
desktop. Microsoft Word or MS-WORD (often called Word) is a graphical word
processing program that users can type with. Its purpose is to allow users to type and
save documents. Similar to other word processors, it has helpful tools to make
documents. Thus, Information System of ICT Department’s User Manual are fully

completed using Microsoft Word.

Adobe

Figure 3.37 Portable Document Format (PDF) Logo

Then, it has been exported or changed format to Portable Document Format
(PDF) file before the developer upload it onto system. PDF is a file format used to present
and exchange documents reliably, independent of software, hardware or operating
system. Invented by Adobe, PDF is now an open standard maintained by the International
Organization for Standardization (ISO). PDFs can contain links and buttons, form fields,
audio, video, and business logic. They can also be signed electronically and are easily

viewed using free Acrobat Reader DC software.
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3.3.6 Flow Chart
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3.3.7 Testing

The testing for the system is done on 21 of June 2017 on the Discussion Room,
Level 5 Plaza Satelite B, UiTM Puncak Alam Campus from 3 pm to 5 pm, attended by
all types of user. The system is tested by all users of all levels and the user manual also

been viewed and approved on the very same day. Below are the picture of the testing

session:

e — _
- . b

-
|
1

Figure 3.39 The training session of the system and user manual
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3.3.8 Installation

The installation of the user manual onto the system is finishes on the 20% of June
2017. The user manual is uploaded into the system under the User Manual section where
it can be viewed easily by the users. The special case was, the user manual are divided
into separate users and categories and then be uploaded into the system. This means that,

each users can only viewed their very own user manual. The sample are as below:

@ A SELALIAT DATANG - MOHO ROZIBIN TALIES v
MOHD ROZI BIN TALIB Mana) Pengguna (Peatadhir Sissam) Sharem i skhumyz Bahagian €T

Last Access
2017-06-21 14'51:29
@ Oniine

& Daftay Petanan Pengguna
&3 Profil Staf iCT

2= Bantuah Teknkat

&= Bayaran Bahaglan ICT
& Kontrak Bahaglan iCT
& Lathan Industr-Prakiik
iS Jana Laporan

BCeak Slatsth

e MANUAL PENGGUNA
et (PENTADBIR SISTEM)

Figure 3.40 The interface for user manual for system administrator

The user manual also can be downloaded easily. The user only have to click on the button

¥
as below and the user manual are automatically downloaded to the desktop or
laptop.
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g — SELAMAT DATANG 1 MOHD ROZL BN TALE & v
ﬂ PAANUAL PENSELNA (POVTADEH SISTEN. pol
KOHD RO BIN TALIE Manusl Bengguan (Fentadive Siztem)

Last Access

2017-06-21 1452145

@ Onkne

& Dalas Peranan Pengguna
& Profl Stat ICT <
£ Bantuan Teknikal <
£ Bavaran 8ahagien ICT ¢
o Kontiax Bahagan ICT ¢
4 Lathan Industr-Praxiic ¢
= Janb Laporan 3

FCetak Stalistk

MANUAL PENGGUNA
(PENTADBIR SISTEM)

& Parameter

tanua Pengquna

Figure 3.41 The download button for user manual

The user also can print out the user manual straight out from the system. This is easy for

them in case of the system corrupted so at least they already have the manual copies of

the user manual for their references. Users would only have to click on the button E

as below:

g Lot et ** MOFD ADT) BS TALGA v

2 MANUAL PENGGUHA {PENTADB:R SISTEM).pd!

MOHD ROZI BIN TALIS

Last Access
2017-06-21 14.52.45
@ Onime

Manual Pengguna {Pentadbir Sistem} Sisten Makiumat Eahaglan (T

8 Daftar Peranan Pengguna

B Profll Staricy <
i= Bantuan Teknikai <
#= Bayaran Bahagian ICT <
©f Konbsak Sahagan ICT ¢
o Latihan Industn-Pranik <
= Jana Laporan 3

BCetak Stalistk

MANUAL PENGGUNA
(PENTADBIR SISTEM)

= Parameter

Esanual Perggunas

Figure 3.42 The print bution for user manual
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a)

b)

d)

3.3.9 Advantages of the User Manual

Basic Knowledge

This Information System of ICT Department’s User Manual are actually
providing the users with the basic knowledge. Most people would know exactly
how to get into the system but some people maybe clueless about anything, even
to log in. Thus, this user manual gives the customer a basic knowledge on how to

start using the system in the most stress-free way to learn.

Dealing with Problems
Information System of ICT Department’s User Manual can help users dealing
with any problems as the user manual will explain every steps that the users will

need to take in order to use the system systematically without being confused.

Safety

The safety can be obtained if the users could follow the instructions on the user
manual efficiently. This means that, the user would not simply do anything or
click on anything that will give harm the system so that the information on the

system would not be leaking.

Time Saving
The user manual will directly take the users to complete the task that the users

intended to do since the first place.

Cost

A user manual could save the developers® cost in providing trainings and classes
for users. This will cost a lot every time the users change. Change means
whenever the staff a changing units or department, the new training have to be
conducted for the new users to understand. With this Information System of ICT
Department’s User Manual, the new users would only have to study the manuals

to understand the system as the instructions are very clear and easy to understand.
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3.3.10 Conclusion

A user manual is a technical communication document intended to give
assistance to people using a particular system. Information System of ICT Department’s
User Manual provides important information on ‘how to use the system’ to end-users.
With proper use of a device there is much less risk of bringing the device out-of-order
unintentionally. This is important to every products, whether it be a system or a tools,

especially tools which can cause serious injuries or death, when used improperly.

For a system, a user manual could save the developers time to consult a user. The
more comprehensive the manual is, the less time the developers will use for explaining
the customer, how to use and run the system. This of course requires very good skill of
a user manual writer. I put myself into the users’ shoes and act like an end-user that really

needs to understand and use the system effectively.

Even though the developer team have already provide a brochure on explaining
the system, but only this user manual will give everything in one place and often it is a
user manual. Other than that, the developer really doesn’t want the users to be confused,
angry or thinking that the system developed wasted their time and are unusable. This user
manual would bring such a great impact to the organization as it will be the ways for
them to understand better the system rather than getting into classes and conducting the

training session for so many times.
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Chapter 4 : Conclusion

4.1 Introduction

‘Through my 5 months of the industrial training program in ICT Department of
UiTM Selangor Branch Puncak Alam Campus, Selangor, I've gained a lot of valuable
knowledge, skills and of course experience that I would not simply get in class because
it only applies in working environment. It is totally different from the study environment
and working environment. So this chapter will conclude the application of knowledge,
skills and experience in undertaking the task (knowledge gained), personal thoughts and

opinion, lesson learnt and limitations and recommendations.

4.2 Knowledge gained

There is a lot of valuable knowledges, skills and experience that I’ve experienced
and gained during my 5 months as a trainee in ICT Department of UiTM Selangor Branch
Puncak Alam Campus, Selangor. All of those experience and knowledge are sure can be

learnt verbally in class but not practically or hands-on.

4.2.1 Software Installation

Since I was trained under ICT Department, thus in my desktop already
has been installed all the software that needed by me, for example
Microsoft Office. In fact, most of the desktop in UiTM Puncak Alam
Campus has already been installed with the basic computer software so
that the staff or students wouldn’t have to waste time installing anything.
I was only required to do clerical work. The only software that I was
required to install was the Bizagi Application. I, indirectly have gained an

experienced on installing an online software straight from the internet.
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4.2.2 Knowledge Sharing Session

Knowledge are gained during every training session and also briefing
session by the supervisor and also other staff. UiTM Puncak Alam,
especially the ICT Department are accepting a various numbers or
practical students for UiTM or any other education organization to do
their practical training and finishes their program here. Thus, a lot of
briefing session has been conducted, specifically every time they are
welcoming the new students. As for me, I’ve experienced one briefing
session for 7 students from UiTM Segamat, UiTM Jasin and UiTM Raub

campuses.

Through this briefing session, and also my own briefing session, I gained
a lot from the supervisors especially on the history, objectives, purpose
and scope of works of this ICT Department of UiTM Puncak Alam. In
my 5 months also, I get to experience to training session for Sistem
Pemantauan Projek ICT and also Sistem Maklumat Bahagian ICT, both
conducted by the developers itself, which are the practical students. The
training is very clear for even me, someone that apparently not the user of
‘the system, could understand clearly on how to use the system. I could
say that the knowledge sharing session conducted by them were very good

and informative.

4.2.3 Filing and Documentation

In previous semester, I had learnt about filing system in subject Filing and
Classification System (IMR504). So, during this practical training, I used
the knowledge and experience before to finish up the task given. The task
given by Mr. Sajudin is just a simple filing task for the department such
as compiling the records of previous practical students, compiling the
records of ICT Department from 2009, compiling the records of fumiture
inventories for whole offices (ICT Department only), compiling the

records of application systems that the department developed and
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completing most of checklist for every documents that needs a long lists
of documentations. I gained a lot of experiences through this because I
was corrected by the supervisor especially in the format and the use of

language (Bahasa Malaysia).

4.2.4 Designing Flowchart

Mr. Sajudin assigned me to complete the Standard of Procedure (SOP)
for Practical Students, System Requirement Specification (SRS), Work
Process Module (MPK) which including the designing of the flowchart.
The flowchart is important for the reader and also the users to better
understand the flow of the process without having to read a complete and
long essay of work that might be unnecessary because the users and

readers probably don’t have much time to spend on reading.

This task is quite familiar because I had done it before in completing the
assignments for subject Information System Analysis for Information
Professionals I (IMS606) and Information System Analysis for
Information Professionals II (IMS 655). Those subject required the
students to design the flowchart for the system we proposed. I’ve also
improved on the communication skills while finishing this task. This is
because I needs to ask the staff if there is part of the flow of the system
that does not clear and understand. At the same time, I also gained the
skills of designing the flowchart in short period time using Microsoft
Visio and Bizagi Applications.
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Table 4.1 Knowledge Gained

No | Tasks Knowledge Skills Experiences Ié?ﬁf_zg
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Able to install . Microsoft  Office
Software | own software | ° Te.chmcal and Bizagi
l. | Installati | program based on ;kalfl\_sl rnin Application None
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Gained much
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Knowled | didn’t have . pIng S¥
. Presentation | and documents .
ge chance to present . Presentation
2. . . skills needed to develop .
Sharing | anything but Communicat | those system and Skills
Session | through all other | . Kill & Y (BEL 492)
presentation by ion skills a erl system
others, I learnt a developed
lot of skills.
Able to create the | 2;?12 emen
file and classified i &
according to its Filing and Needs to sort the
Filing n:f}?; € 8bls ;ﬁ classificatio glse()s forreiiTr(I;ZSN afr(l) C: Filing and
3 and igm rtant n skills ractical students Classificatio
j| Documen infggmition - Gathering End to complete the nHS[yRstem
. needed b important report foli ICT ( >U5)
supervisor (baseg inforgation DSpartment
on task) and create (;(r)lrltyi ¢ Ou?nd
Word files
Information
. Computer
skills System
(Microsoft Analysis for
Visio) Information
L Professional
Learnt how to | 2. Designing o
Designin | design the skills . .
. Designs flowchart | (IMS606)
g flowchart of | 3. Communica
4. . . . for SOP and also &
Flowchar | particular tion skills .
. . . reports Information
t event/project/acti . Time System
vity :nanagemen Analysis for
Bizaci Information
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! pplication s 11 (IMS
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43 Personal thoughts and opinion

Mara University of Technology (UiTM) has grown into the largest higher
education institution in Malaysia by physical infrastructure, staff organization (academic
and non-academic) and student enrollment. Established in 1956 as RIDA (Rural &
Industrial Development Authority) Training Centre, it opened its door to some 50
students with a focus to help the rural Malays. Their management is experienced and
strong enough throughout their development. I've completed the industrial training
program in one of their satellite campuses which in UiTM Selangor Branch, Puncak
Alam Campus. Throughout the industrial training program, I have been observing the
ICT Department, the department where I was put under, on how they do their daily task
and handle their problems daily. From day to day, I learnt indirectly on how to remain
calm in any kind of situation. The high level of patience is very important to work in ICT
Department in this big organization. ICT Department of UiTM Puncak Alam not only
covers Puncak Alam, but also the whole campuses in Selangor such as Puncak Perdana,
Dengkil, Sungai Buloh and Selayang as well. Thus their clients came from many and
different levels of people as the organization consists of academic and non-academic
staff so it also requires different ways to communicate. I was impressed on how the staff

solved the problem. It really took me into the real working life.

The working space in ICT Department Puncak Alam also was quite vast. The
working area took up the whole level which consists 3 offices that caters 3 units, Store
Rooms, Server Room, Files Room and few other rooms which are very comfortable and
not too crowded. From here, I could make a conclusion that the management emphasizes
the comfort to ensure all staffs enjoying the working environment. At the same time, the
facilities provided are also very sufficient. There have a Meeting Room, a Discussion
Room, Pantry and other facilities. Meanwhile, they also provide each staff and practical
training students the ICT equipment such as desktop, laptop and projector for
presentation that can be used at any time. All staffs can rent the ICT equipment only for
working purpose. All the facilities provided creates an effective and efficient working
environment. The trainees also can use all the facilities same as the staffs. The
management aided fairly between staff and trainees and there is no term biased as the

trainees also been treated the same.
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However, there is not much of work that I could do. This means that, the work
given are not continuously and I need to find more task by myself. Most of the time, I
referred to video tutorial on YouTube and other website. It is more like self-learning
process. And since the I was required to do most of compiling jobs, since the records
need to be extract from every unit, I need to walk here and there to meet the right person
to go get the information from and the information that need to be collected are delayed
as the staff are likely busy to handle their own work task and doesn’t care much about
the information that I was asked for. It was a bit tough to communicate and discuss with

the staffs as they also have their own work to complete.

From working environment aspect, I would suggests that ICT Department of
UiTM Puncak Alam Campus was a great place to learn and complete the practical
training program even there are few flaws here and there. The major is just because all
the facilities are provided complete for all staffs and also trainees. The supervisor also
would provide the trainees with the programs that are organized by ICT Department itself
order for the trainees gain extra knowledge and experiences. Indirectly, those programs
can make the trainee and staffs become closer because we could work together as a team.
I thought it was a good decision made to complete my practical training in ICT

Department, UiTM Puncak Alam Campus.
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4.4 Lesson Learnt

In ICT Department, UiTM Puncak Alam Campus, I’ve learnt and improves a lot in
certain skills. Below are some of the skills that the trainee gained during the industrial

training program:

44.1 Teamwork

I had been involved in several small training sessions organized by ICT
Department, Ui'TM Puncak Alam Campus especially by the practical
students. Each program cultivated a great teamwork spirit and awaken the
trainee on how important it was to work well in team in order to make
sure the program successful. In team, they guided the trainees in every
task given to make sure all tasks are performing well. For each program,
I learnt new things and gain new experiences. I was able to contribute the

ideas and insights in every task.

442 Communication Skills

I've improved a lot in communication skill during the industrial training
program. This is because communication is the best key to express the
1deas and views clearly to others. I learnt how to communicate with
professional level and also lower level as well as to respect others. There
1s a bit different way to communicate with them but respect is the key to
success. A good communication skill can encourage the trainee to be more

confident in delivering ideas and views.
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4.4.3 Problem Solving

I learnt on how solve the problem by myself. While doing the special
project, there are a lot of restraints the trainee face. The trainee not expect
too much help from the developer because they are very busy. So I solved
the restraints by myself by referring to tutorials on websites and YouTube
and understanding the system myself. So far, YouTube is one of the best
guider for the people who want to learn by themselves. Throughout the

industrial training program, I've improved more in problem solving skills.

4.4.4 Time and Self-Management

In working life, time-management as well as self-management is very
important. This is because time is gold. So the trainee trained to come to
work on time at §.30 a.m. and end at 5.30 p.m. every day. To make sure
the trainee come early to work, discipline also play their role. Besides that,
the supervisor trained the trainee to submit all tasks on time without any
delays. So that the trainee can kept track with other project and everything
could be finished on time. From the observation, an efficient time-
management and self-management are very important in ICT Department,
or every other department and also in life. It will ease the trainee in future
working life because I have been trained throughout the 5 months of the

industrial training program.
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4.5

Limitations and Recommendations

4.5.1

Limitations

4.5.1.1 Allowances

The organization stated earlier in the offer letter that allowances
are not providing for the trainee. Throughout my 5 months of
industrial training program, I needs to use my own saving to spend
on the transportation. There are no public transportation such as
train or bus from my house to the work place, thus I have to spend
money on gas to bring car to work every day and the distance is
quite distant. The money will not be a problem if the training only
took up 2 months, but the duration is 5 months which was quite

worrisome.

4.5.1.2 Lack of Expert Staff

In this ICT Department, there were only one Deputy Chief of
Information Technology Officer, three (3) Senior Information
Technology Officer. 3 of those Senior Information Technology
Officer are responsible for each units which is Network Units, IT
Service Units and Application System Units. The staffs are quite
few thus it was not very compatible with the workload in the
department. As in the Administration Unit, there was only one
clerk to handle every staff and payments for the department. So
far, T only get to interact directly with Deputy Chief of Information
Technology Officer regarding all my task and if he’s busy, I would

have to wait long to get chance to consult with him.
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4.5.1.3 Task for the Trainee

Since I've been assigned in the Administration Unit in ICT
Department, thus my work task also has the limit. I only required
to do all the basic administration work instead of creating system
and maintaining it. There was also a lot of other practical students
here and they were all in the course of Computer Science which
majoring in developing a system thus my organization supervisor
prefer them to complete the system task rather than me, thinking
that my course are more relevant with thus administration work.
My work i1s sometimes related to the system because I was
required to complete some of the documentation that needs to be
submitted. Through that, I gained a lot of experienced in learning

Microsoft Words and do all kind of documentation.

Recommendations
4.5.2.1 Allowances

UiTM Puncak Alam or any UiTM should provide allowances for
the trainee. There’s was no need to provide a high amount money
but as long as it is enough for the trainee to survive from beginning
to the end of the industrial training program that took up long until
5 months. The allowances may at least cover the meals expenses
which are quite expensive to because the café charges the students
according to staff standard here. At the same time, the allowances
also may cover the transportation cost include the gas for the

transportation.
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4.5.2.2 Hire Extra Expert Staff

UiTM should consider on getting more and enough staff for ICT
Department. As if one staff on leave, there were no one there to
handle the task. This is hard for most people especially the one
with emergency cases. For example in Network Unit, there were
various problems occurred regarding network in Selangor
campuses and it often took up a very long time to settle down and
usually needed more than one staff to handle it. Thus, it commonly
took up weeks to settle one problem before the staff could move
to settle another problem and this would be a problem if there were
other department that need to settle the problem promptly. And as
for me, since I only could communicate with my supervisor, it
usually cost me a lot of time waiting for him to be in the office to

actually consult with him.

4.5.2.3 Giving Related Task for the Trainee

As mention at the limitation part about the task for the trainee,
here is the suggestion for the department to improve. If the
trainees are from the IT background thus the given tasks must be
related with IT also. It must be the same if the trainee from
management, finance or anything else. But it will not be a problem
for the staff to ask the trainees for a little help in another task that
does not related to them. It will gives the trainee more experience

and knowledge.
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Appendix 1 Industrial Training
Student’s Checklist



INDUSTRIAL TRAINING STUDENT’S CHECKLIST

Students Name  : ELIN, TARDYANA HINTL Mo aRMINAD NoOR pahmm

Student’s Id e L AL RS

Unit/ Department  :.JG  DERRRTMENT s

Organization W Cueh BRI

Semester : Mac - July 2017
| NO. } DESCRIPTION APPENDICES | TICK DATE |
| : |
=

1. | Receive, read and understand the documents; 28/12/16 \

' | 1. Industrial Training Handbook
l [_2_ IMCB90 Assessment

{ | 3. Definition of Special Project (IM225/245 Only)
’ | 4. Insurance Letter (UITM)
|
l
|
l

|
| 10-14/7/2017 |

| 5. Industrial Training Report Overall Contents
| 6. Cover & Title Page Guideline
| 7. Declaration Guideline

| 8. Abstract Guideline

| 2. jl Receive, read and understand the rubrics;

| 1. Rubric — Industrial Evaluation

| 2. Rubric - Individual Presentation

| 3. Rubric - Industrial Training Report (Overall)

[ 4. Rubric - Industrial Training Report (Reflection

_| Assessment)
3. | Receive, read and understand all the forms
4.—1—Report duty to organization and submit report duty
l form to the Industrial Training Coordinator (‘Borang
} | Report Duty’) within the first week of internship
| Email : nurul1217@kelantan.uitm.edu.my OR

{ { Fax: 09-8762156 — HEA (please put a note ; "U.P :
| | Puan Nurulannisa Binti Abdullah”)
| 5. | Understand that students are NOT ALLOWED to YES
\ | take any leave during internship, unless for (MC / Letter)
\ | emergency leave / MC / special case (not more
} | than 6 days in 5 months); or else the internship
l [ status is automatically FAIL. Get the permission
|
l
|
\
i

I | NS

1-10/2/2017

b —-r et —LA

l
l
l
l
I from Organizational Supervisor before taking any {
leave. \
**Any extra leave provided by organization is not |
| counted under this clause. Organization may
| provide extra leave / benefits to students, if ’
| necessary™ |
6. jl Understand that NO semester break during

<

\—|—]
e Il




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

" 20.

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

21.

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

22.

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

23.

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

YES

N s t

BEFORE /ON
30/6/2017

10-14/7/2017

10-14/7/2017

24.

Attach this checkiist in Appendices section.

YES

N

25.

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

YES

va

NOTES :
1.

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

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

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

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

Kuala Lumpur).
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FingerTec TCMS v2.2 Employee Time Card 01/03/2017 14:37:41 Page: 19
5962  ~Excused Elyn Fardyana Noor Azam (Student LI) INFOTECH
Date Weekday Day Type Schedul In Break Resume Out oT Done dork Overtime Leave Taken Remark
01/02/2017 Wednesday WORKDAY 23 - : 114734 s : H 034 ¢
02/0212017 Thursday WORKDAY 2 Jog:z ¢ : 7 i |  8x 034 : | |
0310242017 Friday WORKDAY 2 | oBiza : 11736 : | 83 036 ! | |
0410212017 Saturday RESTDAY 23 | : ; : : : | ] : | |
0500212017 Sunday OFFDAY 23 | : ; : ' : | : E | |
06/02/2017 Manday WORKDAY 23 og20 ; P - : : | : H | |l pa pUVJOh
0710212017 Tuesday WORKDAY 23 | ng:22 : P73 ; | e3s 034 } | |
0810212017 Wednesday WORKDAY 23 Joszi i : V735 : | 8m 035 | |
09/02/2017 Thursday HOLIDAY 23 | ; : P ; : | : : | [ Publio tholi d an
10/02/2017 Friday WORKDAY 23 | ogz ‘ o K I : : | | Ly V a VW’ h
110212017 Saturday RESTOAY 2 | : : : i ; | : : | |
12/02/2017 Sunday OFFDAY 23 | : : : : : ! : : | |
13/02/2017 Monday WORKDAY 23 | og:z0 : TS I : | a0 033 ! | |
14102/2017 Tuesday WORKDAY 23 | o827 : P36 ; |  8m 036 ! | |
1610212017 Wednesday WORKDAY 23 | - i : R : | : : | | Cub cakit
16/02/2017 Thursday WORKDAY 23 Joeas : 2733 : | 83 033 i | |
1710212017 Friday WORKDAY 23 |og27 i : P73 : | 83 031 i | |
1810212017 Saturday RESTDAY 23 | y : : : : | : : ] ]
19/02/2017 Sunday OFFDAY 2 | ] : : : : | : : | |
20/02/2017 Monday WORKDAY 23 | o8z : o ; | : : | | LMP (i PW’ oh
21/02/2017 Tuesday WORKDAY 2 |oszs 4 : R TZ I : | 82 039 1 | |
2210212017 Wednesday WORKDAY 2 | g2 1 : S733 i | a3 033 ! | |
230212017 Thursday WORKDAY 23 |omas : P73 : | 827 033 & | |
241022017 Friday WORKDAY 2 | - : P . : | : : [ | Cuti
2600212017 Saturday RESTDAY 23 | : : : : ; | i : | |
2610212017 Sunday OFFDAY b | : : : : : | : : | ]
2710212017 Monday WORKDAY 23 | og:24 : 1735 : | 836 035 | |
2810202017 Tuesday WORKDAY 2 o3z & : V4734 l | 828 034 ¢ | |
Day Type Total Days Present Absent Wark Overtime CUTI RAYA PUASA
WORKDAY 19 17 2 111.13 a.00 CUTI REHAT CUTI RAYA HAUJI
HOLIDAY 1 CUT! SAKIT CUTI UMUM
RESTDAY 4 CUTI TANPA REKD CUTI GANTIAN
QFFOAY 4 CUTI BERSALIN
28 17 2 11113 8.00 CUTI KECEMASAN
wf - KURSUS
~ %( - 500
.................................................................... UNIVERSITI TEKNOLOGI MARA
Supervisor /Date: Elyn Fardyana Noor Aza

W73 o0 2

Student L) /Date: Ih(‘)%lloﬁ'



FingerTec TCMS v2.2 Employee Time Card 01/04/2017 01:50:25  Page: 19
5962 o “Excused Elyn Fardyana Noor Azam (Student LI) INFOTECH
Date Weekday Day Type Schedul In Break Resume Out oT Done Jork Overtime Leave Taken Remark
01/03/2017 Wednesday WORKDAY 2 $ho v ; HETX TR : ‘ HE \Nup G Y un Ch
02/03/2017 Thursday WORKDAY 23 |ogso i : 1732 : | s3 032 ! | |
03/03/2017 Friday WORKDAY 23 logze : SiyHLo : ] ; : I Lup a (, unoh |
04/03/2017 Saturday RESTDAY 2 | : : P : : | ' : | |
0510312017 Sunday OFFDAY 23 | : : : : : | : : | |
0610312017 Monday WORKDAY 2 Jomys : AT ; | s i 037 1 ] ]
07/03/2017 Tuesday WORKDAY 23 fosaz i : t1736 % : | sz 036 * [ |
08/03/2017 Wednesday WORKDAY 2 |og:a0 ; P : | 7 033 | |
09/03/2017 Thursday WORKDAY 23 | osizz : Y733 : | 83 033} | |
10/03/2017 Friday WORKDAY 23 |00 i : 73 : | 83 031 | |
110312017 Saturday RESTDAY 23 | : : : : : | o : | |
121032017 Sunday OFFDAY 23 | ; : H : ' | : : | |
131032017 Monday WORKDAY 2 |g-mo E R : | : ' | L‘*? a P e |
14/03/2017 Tuesday WORKDAY 2 |caas ; Hr32 : | 32 032 | |
15/03/2017 Wednesday WORKDAY 23 | o834 i : srar i : | 82 037 | |
16/03/2017 Thursday WORKDAY 23 |osar 4 : 1732 : | em 03z | |
17/03/2017 Friday WORKDAY 23 |og3z H ; : | : : [atugr wa add |
18032017 Salurday RESTDAY % | : : : : : | : 5 | N
19/03/2017 Sunday OFFDAY % | : : : : : | : : I |
20032017 Monday WORKDAY 2 lg- 0 ¢ 5 Yoy ) ; I : : [Lapo punch |
21/03/2017 Tuesday WORKDAY 23 | ' : : : : | : : [tetf (o) |
2210312017 Wednesday WORKDAY 23 |og:ze Y i HEYC S : | : |me 0 V wnch |
23/03/2017 Thursday WORKDAY 23 os:s7 s : D176 : | a3 036 | |
2410312017 Friday WORKDAY 23 |og37 : P73 : | 823 036 ! | |
25003/2017 Saturday RESTDAY 23 | : : H : : | : i | |
261032017 Sunday QFFDAY 2 | : : : : ' | : : | |
2710312017 Manday WORKDAY 23 |ogzz : P73z : | ez 032 ! | |
2810312017 Tuesday WORKDAY 2 |oaza i : Pir34 : | 2% 034 | |
2910312017 Wednesday WORKDAY 23 feno 3 : TR TIE : | : : | Lu pe b
3010312017 Thursday WORKDAY 23 |ogas : P33 ‘ | 82 033 ! [ ‘ |
3110312017 Friday WORKDAY 2 | - : e : | : : [ Cuh |
Day Type Total Days Present Absent Work Overtime CUTI RAYA PUASA
WORKDAY 23 17 [ 117.18 7.54 CUTI REHAT CUTH RAYA HAJI
HOLIDAY CUTI SAKIT CUTIUMUM
RESTDAY 4 CUTI TANPA REKD CUTI GANTIAN
OFFDAY 4 CUTI BERSALIN
31 B 117.18 7.54 CUT] KECEMASAN
)436. ’%; KURSUS -
..................................................................... UNIVERSITI TEKNOLOGI MARA
Supervisor /Date: Elyn Fardyana Noor ;rn\lStudent LI} /Date: lq_l QU i ’_i_

OC/y G007




Employee Time Card D5/05/2017 07:00:17 Page: 17
5962 - Elyn Fardyana Noor Azam {Student LTI) INFOTECH
Date Weekday Day Type Schedul In Break Resume Qut oT Done ork overtime Short Leave Taken Remark
01/04/2017 Saturday RESTDAY 3 : : P : o : :
0200412017 Sunday OFFDAY 3 | ; i : : : | : : ] |
03/04/2017 Monday WORKDAY 3 Josza i : 3) 7:M0 3 : | - : | ; I\ “9 O pun th
04/04/2017 Tuesday WORKDAY 3 Jogtr ¢ : Y : | o0 i : | - |
0510412017 Wednesday WORKDAY 3 | - : : RV R ; | ; : | [ty ? v\m U
0610412017 Thursday WORKDAY 3 Jos2s i : 73t : | s00 ; | |
0710412017 Friday WORKDAY 3 |oazs i vt : | eo0 ; ] |
08/04/2017 Saturday RESTDAY 3 | : : : : : | : : | |
0910412017 Sunday OFFDAY 3 | : i ; : : ] : : | |
1010412017 Monday WORKDAY 3 |og2s : REPE TS : | ' ‘ | |
110412017 Tuesday WORKDAY 3 Joase i : RTZ N : | oss ; 0.6 | |
12/04/2017 Wednesday WORKDAY 3 | — : O : | ' : | | p,(, PONEmLAY Wik
13/04/2017 Thursday WORKDAY 3 |osas : HETE : | em i : 0.05 | |
1410412017 Friday WORKDAY 3 | - : . : : | ' : | I cub kecemasas
15/04/2017 Saturday RESTDAY 3 | : : : : : | : : | |
16/04/2017 Sunday QFFDAY 3 | ; : : ; ; | : : | |
1710412017 Monday WORKDAY 3 Joa2s i : L1734 : | ee0 i : | ]
18/04/2017 Tuesday WORKDAY 3 Jogao : T2 : | s00 i : | |
19/04/2017 Wednesday WORKDAY 3 |ogze : AT4T : | sm : 002 |
2000412017 Thursday WORKDAY 3 |os2s : TR : | s00 ; | |
210412017 Fiiday WORKDAY 3 |os2s ¢ : IRETE VR ; | : ; | | Ly upo ()u nib
2210412017 Saturday RESTDAY 3 | ; ; ; ; : | v ; | |
23/04/2017 Sunday OFFDAY 3 | : : : ; : | : : | |
2410412017 Monday HOLIDAY 3 | ; : : : : | : : | | Public Woti day
2510412017 Tuesday WORKDAY 3 lent : L1734 ; | : : | I Lu p 4 pun Iy
2610412017 Wednesday WORKDAY 3 Jogar : IRTZVI : | eo0 : | |
271042017 Thursday WORKDAY 3 joa i : o o ; | ‘ : | I 1y P 0 Phn ol
2810412017 Friday WORKDAY 3 Jossi : V1736 : | ez : 0.01 | |
29/04/2017 Saturday RESTDAY 3 | : : : : : | : : ] |
30/04/2017 Sunday OFFDAY 3 | : : ; o : ] : : | |
Day Type Total Days Present Absent Work Qvertime Short Minutes CUTI RAYA PUASA
WORKDAY 19 16 3 98.46 0.14 CUTI REHAT CUTI RAYA HAJI
HOLIDAY 1 CUTI SAKIT CUTI UMUM
RESTDAY 5 CUTI TANPA REKD CUTI GANTIAN
OFFDAY 5 CUT! BERSALIN
o 30 3 98.46 0.14 CUTI KECEMASAN
}4 . KURSUS
‘ZC/Jé) 0.00
F




Employee Time Card 01/06/2017 07:00:18 Page: 23
5962  ~Excused Elyn Fardyana Noor Azam (Student LI) INFOTECH
Date Weekday Day Type Schedul In Break Resume Qut oT Done ork Overtime Short Leave Taken Remark
011052017 Monday HOLIDAY 3 : ' : : : ; :
0210512017 Tuesday WORKDAY 3 |90 ¢ : Y733 ! | : ; | | L un Oln
03/05/2017 Wednesday WORKDAY 3 | : : : : : | : : | | {y
04/05/2017 Thursday WORKDAY 3 | : : : : : | : : | | 0 4
05/05/2017 Friday WORKDAY 3 | : ' : : : | ; : | | 0
06/05/2017 Saturday RESTDAY 3 | : ' : ' : | i : | |
07/05(2017 Sunday OFFDAY 3 | ; : : : : ] : : | |
0810512017 Monday WORKDAY 3 | : : : : : l : : | | ot
09/05/2017 Tuesday WORKDAY 3 | : : : i : | i : | | H
10/05/2017 Wednesday HOLIDAY 3 | ' : ' : : I : : | | ‘y\,{‘o\‘rp WOl d,ﬁ\'
11/05/2017 Thursday WORKDAY 3 | ; : : ; : | : : | | u 9‘“ phpeny
12/05/2017 Friday WORKDAY 3 [o827 : 1734 % : | 900 * : | |
1310512017 Saturday RESTDAY 3 | : : : : : | : : | |
14105/2017 Sunday OFFDAY 3 | : : : : : | i : | | ﬁ\u 7 é
15/05/2017 Monday WORKDAY 3 fogr i : i7a i ] a0 i ; | | ¥ ’
16/05/2017 Tuesday WORKDAY 3 | og28 : 783 : | 9.00 i i | |
1710512017 Wednesday WORKDAY 3 | oa:37 : LY : | ; : 0.07 | | iy po Fwd\n
1810512017 Thursday WORKDAY 3 | g2 ; 11734 4 : | 900 ! ; | |
1810512017 Friday WORKDAY 3 | ooz ¢ : 11733 : | o8& i : 0.03 | |
2000512017 Salurday RESTDAY 3 | : : : : : | : : | |
2110512017 Sunday OFFDAY 3 | : : : : : ] : : | |
22/05/2017 Monday WORKDAY 3 |ogzr i : T ; Y : | |
2310512017 Tuesday WORKDAY 3 | o834} : 11825 ¢ : ] 856 : 0.04 | ]
24/05/2017 Wednesday WORKDAY 3 le »0 : H S/ ; | : : | | L pa pun ch
25105/2017 Thursday WORKDAY 3 Joss : Vi7ar : | 000 : ] |
26/05/2017 Friday WORKDAY 3 | og:33 : D733 : | 857 1 : 0.03 | |
27105/2017 Saturday RESTDAY 3 | | ; : : : | : : | |
2810512017 Sunday OFFDAY 3 | : : : : : | : : | |
29/05/2017 Monday WORKDAY 3 |oszs : 11702 : | 832 1 : 0.28 | |
30/05/2017 Tuesday WORKDAY 3 | o8:35 : 117:03 i : | 82 ¢ : 032 | |
31/05/2017 Wednesday WORKDAY 3 | 08:33 i : frl : | i : 0.03 | | Lepa gumuh
Day Type Total Days Present Absent Work Overtime Short Minutes CUTI RAYA PUASA ! .
WORKDAY 21 14 97.50 1.20 CUTI REHAT CUTI RAYA HAJI
HOLIDAY 2 CUTI SAKIT CUTI UMUM
RESTDAY 4 CUT!I TANPA REKD CUTI GANTIAN
OFFDAY 4 = CUTI BERSALIN
= . 31 14 \\ 7 87.50 1.20 CUTI KECEMASAN
. }7 P 5 KURSUS
_______ sl S\ :
Supervisor /Date: Elyn Fardyana Noor (Student LI) /Date:
OG0 6 f2e7 7 7 @{[1 [101%



5962

Employee Time Card

Elyn Fardyana Noor Azam (Student LI)

04/07/2017 07:00:12

+ =Excused
Date Weekday Day Type Schedul In Break Resume Out oT Done dork Overtime Short Leave Taken é
01/06/2017 Thursday WORKDAY 3 08:31 H 1714 T 843 H 0.47 \
02/06/2017 Friday WORKDAY 3 g2 : Y1702 ; | sx i : 0.28 |
03/06/2017 Saturday RESTDAY 3 | : : : : : | ; : |
04106(2017 Sunday OFFDAY 3 | : : ; : : | : : |
0510612017 Monday WORKDAY 3 Josw b : 11708 : | 83 022
06/06/2017 Tuesday WORKDAY 3 |08:34 i : L1704 : | 83 i 030 |
07/06/2017 Wednesday WORKDAY 3 |o8:39 H i17.03 S : | sm i : 036 | ‘
0810612017 Thursday WORKDAY 3 | P : [ : | - & : —_ .
09/06/2017 Friday WORKDAY 3 jog3z i : 11705 i | sa: : 028 |
10/06/2017 Saturday RESTDAY 3 | : : : : : ] : : ] }
11/06/2017 Sunday OFFDAY 3 ] : ; ; : : | ; i |
12/06/2017 Manday WORKDAY 3 te9p : NGt b ; | - : - | ;
13/06/2017 Tuesday WORKDAY 3 o3z : 117:04  : : | 832 : 08 |
14/06/2017 Wednesday WORKDAY 3 os2s 3 i B17.06 : | sw 4 0.24 |
1510612017 Thursday WORKDAY 3 Josao i s 11703 : | a3 i : 027 |
16/06/2017 Friday WORKDAY 3 Josas 3 : 117:05 4 ; | 835 1 : 025 |
17/06/2017 Safurday RESTDAY 3 | : : : : : ] ; : ]
1810672017 Sunday OFFDAY 3 | ; ; : : ; | : : ]
19/06/2017 Monday WORKDAY 3 Joss i : 117.03 i : | sa3 : 027 |
20/06/2017 Tuesday WORKDAY 3 Jogas i : 117:.03 ; ] 828 i ; 032 |
210612017 Wednesday WORKDAY 3 |o836 i ; Liros ; | sm : c03]
22/06/2017 Thursday WORKDAY 3 Jogar i ; {305 : ] : : |
23106/2017 Friday WORKDAY 3 bg.o0 1 ; Dol d i | -1 R |
24/06/2017 Saturday RESTDAY 3 | : : P : : ] : : |
25/06/2017 Sunday OFFDAY 3 | : : : : : | : : g
26/06/2017 Monday WORKDAY 3 | : v ; : : | i v | ,
27/06/2017 Tuesday HOLIDAY 3 | : : : ; : | i : | |
2810612017 Wednesday WORKDAY 3 | : : : : : | b : | !
29/06/2017 Thursday WORKDAY 3 | : : : : : | : : |
30/06/2017 Friday WORKDAY 3 N 1 RE B i | i i W
Day Type Total Days Present Absent Work Qvertime Shott Minutes CUTI RAYA PUASA
WORKDAY 21 14 7 111.05 555 CUTI REHAT CUTIRAYA HAJI
HOLIDAY 1 CUTI SAKIT CUTI UMUM
RESTDAY 4 CUTI TANPA REKD CUTI GANTIAN
OFFDAY 4 i CUTI BERSALIN
. 30 14 K 111.05 5.55 CUTI KECEMASAN
A—Z wz - ; KURSUS
Supenvisor Date: . Elyn Fardyana Noor JAxah (Student LTy /Date: 31 J v |

0§67 /7 /7

3] it

Page: 13
INFOTECH



Appendix 3 Leave Application
Forms and Medical Certificates



]
==

UNIVERSITI TEKNOLOGI MARA

PERMOHONAN CUTI REHAT
(1si satu salinan sahaja)

A. UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendakiah diisi sebelum Pegawai mohon cuti)

Pemohon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani bertugas : Tarikh :

B. UNTUK DIPENUHI OLEH PEMOHON

Ketua Bahagian / Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama 1 hari mulai

\5/02] 2013 hingaa 1502 [200%
kerana Yday shat. _

Nomboar telefon yang boleh dibubungi semasa cuti. Telefon: 01§ - 433 100 bA

Nama Pemohon : EWIN FARDYANA BT Mol fpmpD NOOR f*}ﬂmo. Pekerja : QD]} b1k 20
Jawatan : Pef giRR LETAR WD UST R

Fakulti/Bahagian/Cawangan GAAGae 10T Wmﬁ‘

Tandatangan : «Q—\ Tarikh ;10 [()ljl 2011

/

C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertiml;angan dibuat)

*Permohonan cuti diluluskan /tidalk diluusken dari i$/0 2f2ei7 hingga L T—
Tandatangan - Wf( © Tarikh  : ] 7/62 /'2@,"7

*Potong mana yang-tidsk berkenaan

PERINGATAN :
Permohonan untuk bercuti keluar negara hendaklah diluluskan oleh Naib Canselor UiTM.

................................................................................................................. P T T R R Ty T R L PR

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh diluluskan / tidak diluluskan,

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tandatangan : Tarikh :
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UNIVERSITI TEKNOLOGI MARA

1

| PERMOHONAN CUTI REHAT

[ (Isi satu salinan sahaja)

A, UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendaklah diisi sebelum Pegawai mohon cuti)

Pemahon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani bertugas : '~ Tarikh:

B. UNTUK DIPENUHI OLEH PEMOHON

Ketua Bahégian/ Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama f hari mulai QLLJ QIU it hingga 1”2 )MH'

kerana  UrubOm \(R/luIQ/YLL(A

Nombor telefon yang boleh dihubungi semasa cuti. Telefon 1 1§ - Q:H fop2

Nama Pemohon : ELyn EHADYRMA Bl M- NOOKE P No. Pekerja: 20105 26|
Jawatan :  PELADAA LA (HAN INDW’TK‘

Fakulti/Bahagian/Cawangan | (1 _,rP UnCA, E[LB"_?I

Tandatangan : ’ Tarikh Q?lj 2 /Z.OH'
J | |
C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dibuat)

—

*Permohonan cuti dituluskan / tidak dilulusken-dari Z cf(ZC" 2/ 2067 hingga
7

Tandatangan : /474‘{4{;” Tarikh 53 /o2 f2e0

*Potong mana yang tidak berkensan

PERINGATAN : _
Permohonan untuk bercuti keluar negara hendaklah diluluskan oleh Naib Cansejor UiTM.

R e L R LT r LT LT rr T Ty

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempaeh dituluskan / tidak diluluskan.
Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tandatangan Tarikh :




srubatan O—Pin. 15/93) AA 908743

SHJIL CUTIE SAKIT
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UNIVERSITI TEKNOLOGI N[ARA

PERMOHONAN CUTI REHAT

| (Isi satu salinan sahaja)

—

k. UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendakiah diisi sebelum Pagawai mohon cuti)

Pemohon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani bertugas : Tarikh :

B.  UNTUK DIPENUHI OLEH PEMOHON

Ketua Bahagian / Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama | hari mulai 1 Mhdo $oiF hingga A fhac 20T
kerana  YIuSUh J( Ui a
Norbor telefon yang boleh dihubungi semasa cuti. Telefon = 019 -~ 9¥9 (002

ama pemoton - B Yordyana bt Mibomnad ooy ba®h o, pekers: 2013814201
aveten VUGG Lobegn  frokk |

Fakulti/Bahagian/Cawangan n’fah’ﬁf{m“ pQﬁW’WEWI\ ; fbﬂh&%fom V/{

0’\ U : Tarikh - 0 Mheo ¥

P

c. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dibuat)

*Permohonan cuti dituluskan / sidak-dilstuskandari 31 /0 3 /wl? hingga

Tandatangan :

Tandstangan : 74%% ' Tarikh 2 7 /07/0_0/'7

*Potong mana yang tidak berkenaan

PERINGATAN : .
Permohonan untuk bercuti keluar negara hendaklah dilufuskan oleh Naib Canselor UiTM.

.....................................................................................................................................................................

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh diluluskan / tidak diluluskan.

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tandatangan : Tarikh :
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PERMOHONAN CUTI REHAT |

(Isi satu salinan sahaja) -

E, UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendakiah diisi sebelum Pegawai mohon cuti)

Pemohon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani ber‘cugas : Tarikh :

B. UNTUK DIPENUHI OLEH PEMOHON

Ketus Bahagian / Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama | hari mulai 1 , 201+ hingga 14 J 4 féo i+

kerana Temy lowh DeLregma clolctor
- o

Nombor telefon yang boleh dihubungi semasa cuti. Telefon:  01¢ 9317 10?2

Nama Pemohon _E_HHIW(J?W)Q bi Muhammad Noor Raymno. Pekerja : 201551k 20]

Jawatan ?M%uy Luthan lhduﬁh;

Fakulti/Bahagian/Cawangan kahayion 1

Tandstangan : ) , Tarikh lZszOH.

C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dlbuat)

*Permphonan cuti diluluskan / Sdalgiuluskan dari '2/0 9/7‘3‘ 7 hingga T
Tandatangan : ﬁ% " Tarikh iz /0 v/?ﬁ/"7

*Potong mana yang tidsk berkenaan

PERINGATAN :
Permohonan untuk bercuti keluar negara hendaklah diluluskan oleh Naib Canselor UiT™.

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikemibalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh diluluskan / tidak diluluskan.

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember,

Tandatangan Tarikh :
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UNIVERSITI TEKNOLOGI MARA

PERMOHONAN CUTI REHAT

(Isi satu salinan sahzja)

A, UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendakiah diisi sebelum Pegawai mohon cuti)

Pemohon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember,

Tandatangan kerani bertugas : Tarikh :

B. UNTUK DIPENUHI OLEH PEMOHON

Ketua Bahagian / Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin rmemohon cuti selama | hari mulai 1y | i 2013 hingga 14 [4]20 7

kerana Do V\(Q,(,UY\UISCH\

Nombor telefon yang boleh dihubungi semasa cuti. Telefon : 01¢ %% (002

Nama Pemoton Tl Fardygas Yt Mohammad Noor Rram wo. Pekerja: 013514201

Jawatan

Pl Labhun Vndyshn

Fakult/Bahagian/Cawangan bahtyian (01
|
Tandatangan - Tarikh ¢ 1} uf20 (3

/

C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dibuat)

" *Permohonan cuti diluluskan / tidak diluluskan dari ' f Cf/ ot/2o!7? hingga

Tandatangan : A‘Z,Z{Z/( N - Terkh o R/O /o)

*Potong mana yang tidak berkenaan

PERINGATAN :
Permohonan untuk bercuti keluar negara hendaklah diluluskan oleh Naib Canselor UiTM.

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh diluluskan / tidak difuluskan.

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tandatangan Tarikh :
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PERMOHONAN CUTI REHAT |
[ - (Isisatu salinan sahaja)
A, UNTUK DIISI OLEH PEGAWAI KERANI CUTI
(Ruang ini hendakizh diisi sebelum Pegawai mohon cuti)

Pemohon masih mempunyai baki cuti sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani bertugas : ' Tarikh :

B. UNTUK DIPENUHI OLEH PEMOHON

Ketua Bahagian / Fakulti / Pengarah Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama D hari mulai 3 Mei Q017 hingsa 9 Mo 201F

kerana urusan Kol Cﬂ'[".j O

Nombaor telefon yang boleh dihubungi semasa cuti. Telefon: OJ€- 43710 02

nama Pemohon : Elyh” Fordyona bt Mohammed Mooy Kagm  no.pekers: 201351420

Jewatan :© Pajgtw LafhGn Prokiik

Fakulti/Bahagian/Cawanga Both 0 i O wfndbtron  WT _
9' Tarikh ;5 Mu i3

C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dibuat)

Tandatangan :

" *Parmohonan cfuti diluluskan /idek-difufuskan dari 03 /0 S"/'2 o/ hingga 0 ? /d F/QQ )

Tandatangan : W Tarkh 2 08 /g y/20/7

*Potong mana yang tidak berkenaan

PERINGATAN : :
Permohonan untuk bercuti keluar negara hendaklah diluluskan oleh Naib Canselor UiTM.

.....................................................................................................................................................................

Bahagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh diluluskan / tidak diluluskan.

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tandatangan : Tarikh :
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UNIVERSITI TEKNOLOGI MARA

f

PERMOHONAN CUTI REHAT

\- (Isi satu salinan sahaja) '
o T

- UNTUK DIIST OLEH PEGAWAI KERANT CUTI
(Ruang,ini hendakiah diisi sebelum Pagawai mohon cuti)
Pemohon masih mempunyai baki cutl sebanyak hari untuk perkhidmatan sehingga 31 Disember.

Tandatangan kerani bartugas Tarikh :

UNTUK DIPENUHI GLEH PEMOHON

[v]

Ketua Bahagian / Fakulti / Pengareh Kampus BAHAGIAN ICT

Saya ingin memohon cuti selama | hari mulai ¢ [5! 201% hingoa $ / b ]Z 0l F
kerana Yo Ol dokior
Nombor telefon yang boleh dihubungi semasa cuti. Telefon : olg ~43% 0oL

Nama Pemoton @ ELYN EARDYENA BT MofmmbD NOOL Alfmyo. Pekera : 2013514204

Jawatsn © PELMPBE LATIHAN INDUSTRI

Fakulti/Bahagian/Cawangan With Punche PiBm
2
Terikh |6 [Lo(%

e
/\\

C. UNTUK KEGUNAAN KETUA BAHAGIAN/FAKULTI/PENGARAH
(Sila pastikan ruangan A telah diisi sebelum pertimbangan dibuat)

Tandatangan

*Permohonan cuti diluluskan / Sidal dilubusiarr dari OF /et 7207 hingga T
Tandatangan : ‘ : 7 !75//{2 © Tarikh C)Ci/C’f/k? ai7

*Pofong mana yang tidak berkenaan

PERINGATAN :
Permohonan untuk bercuti keluar negara hendakizh diluluskan oleh Naib Canselor UiTM,

.....................................................................................................................................................................

Bazhagian ini untuk diisi oleh Pegawai Kerani Cuti dan dikembalikan kepada pemohon.

D. Tuan/Puan

Cuti tuan/puan bagi tempoh’ diluluskan / tidak diluluskan.

Cuti tuan/puan berbaki hari / sudah dihabiskan hingga 31 Disember.

Tarikh .

Tandztangan




Appendix 4 Application for
Student Industrial Training &
Acceptance Letter

PPPPP



Fakulti Pengurusan Maklumat
Faculty of Information Management

Bukit Ilmu, 18500 Machang, Kelantan, Malaysia
Website: http://www.kelantan.uitm.edu.my

Tel: (09) 976 2266 / 976 2162 Faks: (09) 976 2156
Emel: tpheakln@kelantan.uitm.edu.my

www.fpmkelantan.com

l Universiti Teknologi MARA (Kelantan)

:tua Pusat Pengajian

'M, FSPPP & FUU

‘of. Madya Dr. Mohd Nasir ismail
11: 09-9762240

‘mel: nasir733@kelantan.vitm.edumy

:nyelaras Program IM245S

1. Mohd Zafian Mohd Zawawti
3}: 09-9762278

mel: zaffian@kelantan.uitm.edu.my

enyelaras Program IM110
a. Nur Shaliza Sapiai
=l: 09-9762474

:mel: shali uitm.edu.my

en, Penyélaras Program IM245

n. Nor Kamariah Chik

:1: 09-9752324 .

-mel: norkamariah@kelantan.uitm.edu.my

'en, Penyelaras Program IM110.
ik Noor Azreen Alimin

‘el 09-9762505

-mel: azreen07 @kelantan.uitm.edu.my

‘etiausaha Fakulti IM245
’n. Noor Rahmawati Alias

“el: 09-9762562 .
~mel: rahmawati@kelantan.uitm.edu.my

jetiausaha Fakulti IM110

~a. Noor Arina Md Arifin

Fel: 09-9762539

i-mel: arina848@kelantan.uitm.edu.my

Setiausaha Fakulti IM110

°n. Siti Aishah Mokhtar

Tel: 09-9762539

E-mel: aishah835@kelantan.uitm.edu.my

AJK OBE Fakulti IM245
1, Khadijah Abd Rahman
21 09-9762489
E-mel: khadijah@kelantan.uitm.edu.my

AJK OBE Fakulti IM110
En. Mohd Akmal Faiz Osman

Tel: 09-9762484
|E-mel: akmalfaiz@kelantan.uitm.edu.my

- 100-FPMK (14/3/4)
- 10 Januari 2017

Ref. No.
Date

Encik Sajudin Samad

Timbalan Ketua Pegawai Teknologi Maklumat

Universiti Teknologi MARA

Kampus Puncak Alam

42300 BANDAR PUNCAK ALAM, SELANGOR DARUL EHSAN

Dear Sir/Madam

APPLICATION FOR STUDENT INDUSTRIAL TRAINING ATTACHMENT - BACHELOR OF INFO.
SCIENCE (HONS.) INFORMATION SYSTEM MANAGEMENT, UNIVERSITI TEKNOLOGI MARA

(UiTM) - KELANTAN BRANCH

Kindly refer to the above matter.

2. Faculty of Information Management is planned to place our students to perform their industrial
training attachment with your organization. The “Industrial Training” course (IMC690) is a 12 credit
hours course that is compulsory for all final semester students of our Bachelor of Science (Hons)
Information System Management program. The duration of the industrial training is 5 months from 01

February 2017 - 30 June 2017.
3. The purpose of the industrial training is to:

a. Gain experience and learn about the industry of it discipline and refated environment.
b. Provide opportunity for students to apply knowledge and skills that are learned during their

studies to actual workplace. 7
c. Provide opportunity for students to learn new knowledge, technologies and other discipline with

their related environment within fields of studies. ‘ ;

d. Giving opportunity to students to acquire interpersonal skills and ability for team work through
interaction with professionals in their field of industries.

e. Providing opportunity to obtain knowledge of how to make optimal decisions to resolve work

challenges.
f.  Comprehend the values of professional ethics in their respected fields.

4. Below are the details of the student.

Phone No.
017-3035748

UiTM ID
2013514201

Name
ELYN FARDYANA BINTI MOHAMMAD NOOR AZAM




ACCEPTANCE LETTER

(To be completed by the organization / firm / company who receives students for industrial training)

Your Ref No : Our Ref No. : 100-FPM(14/3/4)
Phone No. 1 83TeSE Sy Phone No. : 09-9762000
Fax No. 83588 228 Fax No : 09-9762156 (HEA)
Email © nurut1217@kelantan.uitm.edu.my

Ketua Pusat Pengajian
Fakulti Pengurusan Maklumat
Universiti Teknologi MARA
Cawangan Kelantan

Bukit [Imu

18500 Machang

Kelantan Darul Naim

(Att.: Nurulannisa Abdullah)

Dear SirfMadam,

APPLICATION FOR STUDENT INDUSTRIAL TRAINING ATTACHMENT - BACHELOR OF INFO. SCIENCE (HONS.)
INFORMATION SYSTEM MANAGEMENT, UNIVERSITI TEKNOLOGI MARA (UiTM) KELANTAN

Kindly refer to the above matter.

Please be informed that we *Agree / Disagree-to accept the students for an industrial training attachment at our
organization beginning from 01 February 2017 - 30 June 2017.

*NAME STUDENT ID UNIT/DEPARTMENT/SECTION
ELYN FARDYANA BINTI MOHAMMAD NOOR AZAM 2013514201 EAHG Gl I }CT
Report Duty to Shsubid  $h 0o (Officer Name)
Report Duty Time CECC / Ci FEGRLOEY 20(F
Thank You.

Yours sincerely

;?éézéfg‘a_y ' o Info Tech
-------------------------------------------------- Organization Stamp Universitj Teknologi MARA
Name of Officer; %ﬁgﬁgg&f\i SéMAD Kampus Puncak Alam

e ailua { o " i -
Position: Banagian Teknolog Maklumear 0 /2Hmat 22300 Bandar Puncak Alam
Universiti Teknofogi MARA SELANGOR

. Kampus Puncak Al
*oross which are not rel#2800 Puncak Alan?m

Selangor Darul Ehsan



Appendix 5 Report Duty
Declaration Form



KELANTAN BRANCH

FACULTY OF INFORMATION MANAGEMENT
UNIVERSITI TEKNOLOGI MARA (UiTM)

REPORT DUTY DECLARATION FORM

(Semester March — July 2017)

To : Puan Nurulannisa Binti Abdullah

Industrial Training Coordinator IM245 — UiTM Kelantan

Name CELyN FAROYANA BT MoHPmmpD o0 K2 Am

UiTM ID: 1015504201

Program Code : |m 149

H/P No . 013 Hoduthd

I hereby, confirmed and report my duty to UiTim IDUN Lk m‘mh (“‘)FOTEF’H) (organization).

Date: _/ February 2017 Student Signature

Verified by,
Signature
Name
Designation

Official Stamp

** Email to : nurul1217 @ kelantan.uitm.edu.my or fax to 09-9762156 (HEA)

g

a2/

SAJUDIN SAMA
Timbalan Ketua Pa awla)i

f eknologi Mak)
Universit Teknolgggi MAR.:m&lt
Kampus Puncak Afam
42300 Puncak Alam
Selangor Darul Ehsan



- :, i =iTE
o TEENCLOGE
MARA

Borang Pengesahan Lapor Diri Pelajar Latihan Industri/Praktik
Bahagian ICT, UiTM Cawangan Selangor, Kampus Puncak Alam

?AHAG!AN A : MAKLUMAT PELAJAR

NamaPenuh  Eiyyt FAROTANA Hinti Mok pmmAD Mook fohm

No kP 020922~ ju-5462 No Pelajar 2012514201
No Telefon 017 »0357%6¢ Emel
Program Pengajian PER GURWSAN Gi6TEM  AKLumAT (Im 245)

Institusi_ UTTM KECANTEN  CoPwhpliiy o AUKRRG)

Tempoh Latihan Mulai | FEBRURRI 20(3 Hinggga ho dut  201%
Alamat Tempat Tinggal Semasa: _ N0 20 JALBH H6U, BASOKR SgRi CoAL FLELDS,
%1000 6% QuLok, AR

4

Saya akan mematuhi arahan & peraturan pejabat serta arahan yang diberikan oleh Ketua Bahagian/Pegawai
Penyelia.

Saya akan menjaga tatasusila & nama baik UiTM sepanjang masa.
Saya akan menyimpan rahsia berkaitan pejabat daripada pihak luar.

L (s]oolt

Tanda‘tangan ' Tarikh

BAHAGIAN B: PENGESAHAN BAHAGIAN:ICT

Saya mengesahkan bahawa pelajar di atas telah melaporkan diri seperti berikut :

W SAJUDIN SAMAD

imbatan Ketua Pegawai Teknologi Mak! X
Bahagian TeknologigMaklumal ' umat o I/ 02/ 20777
Universiti Teknelogi MARA

Tandatangan dan Cop Rasmi fg&%%ufﬁ:n‘éaniaxlgmam Tarikh

Selangor Darul Ehsan

| BAHAGIAN C: KEGUNAAN BAHAGIAN ICT

Cadangan Penyelia SAJUD K Zin Sam LD
Skop Projek Diberikan /@@c‘m?wv strcrle leces £ oA (o /é'z’;mé,lluﬁc‘en
br ‘E;_"v‘i 7 ;S,c Jauodandiasg (r L Cllilrcnd Klyoer  (JAEN )
3 /é’ﬁfgfzc//aan Lolevnen Aepes lucn Peggune v AL Pectos oy,
S5 ktn  apletecss




Appendix 6 Staggered Working
Hours Form



WBB LI/LP

UNIVERSITI TEKNOLOGI MARA
BORANG PEMILIHAN WAKTU BEKERJA BERPERINGKAT (WBB)
BAGI TAHUN 2017

Nama Pelajar : £L5N FARDYANA BINT MORPmmiD NODR Kopn,

No Kad Pengenalan : 9209172 |4~ 5962 Tempoh Latihan: | FelRUARI - %0 Jun 2017
Program Pengajian : | M) g5 L5 buLby)

Institusi = W(Tp  RELFNTEN

Bahagian/Cawangan/Fakulti/Unit : BAHAGIAN TEKNOLOGI MAKLUMAT

Arahan

Tuan/puan adalah dikehendaki membuat pilihan waktu peringkat (WP) bagi bulan Januari hingga
Disember Tahun 2017 dengan mengisi salah satu pilihan di dalam petak 'A’ yang disediakan di
bawah ini.

PETAK'A' PETAK 'B"
BULAN PILIHAN WP BULAN PILIHAN WP
JANUARI JANUARI
FEBRUARI b PY =030 - A% FEBRUARI )
MAC WP 3=0p%h0 - (3% MAC [
APRIL WP b:=06b50-13%0 APRIL \ wPT3
MEI I WE S = 06%0 - (3% MEI [
JUN Wi =08% - (x50 JUN )
JULAI JULAI
0GOS 0GOS
SEPTEMBER SEPTEMBER
OKTOBER OKTOBER
NOVEMBER NOVEMBER
DISEMBER DISEMBER
Saya membuat pilihan WP seperti Selepas mengambil kira pilihan WP di
di petak 'A’ Petak 'A', penetapan WP tuan/puan adalah
: seperti di Petak 'B'
Tandatangan : Tandatangan : 747“{'/[‘“
Pelajar : £LyN FAR DY A Penyelia:  5AJug i L1460

Tarikh: 3 2] 2013 Tarkh: g jo2 [z0 07

* Sekiranya ingin mengubah WP yang telah ditetapkan, borang baru hendakiah dikemukakan bagi

tujuan pengesahan Penyelia sebelum bulan berikutnya

Pilihan - WP1 : 0730-1630 WP2 : 0800-1700 WP3 : 0830-1730



Appendix 7 Appointment Letter



www.uitm.edu.my &
Universiti Teknologi MARA
Cawangan Selangor,
Kampus Puncak Alam,
42300 Puncak Alam
Selangor Darul Ehsan

Tel : +603-3258-4949

Bahagian ICT
Pejabat Pengurusan Fasiliti & ICT

Surat Kami: 500-UITMSEL (BICT) 23/4
Tarikh : 2 Mei 2017

PUAN ELYN FARDYANA MOHAMMAD NOOR AZAM
Pelajar Latihan Industri

Universiti Teknologi MARA (UiTM)

Cawangan Kelantan Kampus Machang

18500 Machang

Kelantan Darul Naim

Puan

PELANTIKAN SEBAGAI PENYELARAS DOKUMENTASI BAGI PROJEK PEMBANGUNAN SISTEM
SISTEM MAKLUMAT BAHAGIAN ICT

Dengan hormatnya perkara di atas adalah dirujuk dan berkaitan.

2. Sukacita dimaklumkan bahawa Puan adalah dilantik sebagai Penyelaras
Dokumentasi bagi pembangunan Sistem Maklumat Bahagian ICT. Justeru itu, Puan perlu
melaporkan semua perkembangan dan status penyediaan dokumentasi kepada Encik Mohd
Rozi Talib, Puan Rashidah Yah dan Puan Norhidayat Kamarudin yang bertindak sebagai
Ketua Pembangun Sistem berkuatkuasa 2 Mei 2017 hingga 23 Jun 2017.

3. Bidang tugas Puan sebagai Penyelaras Dokumentasi adalah seperti berikut:
a. Bertanggungjawab memastikan semua dokumentasi berkaitan pembangunan
sistem Pemantauan Projek ICT adalah lengkap dan disimpan di tempat yang
mudah untuk diakses.

4. Semoga dengan perlantikan ini, Puan dapat memberikan kerjasama dan sumbangan
yang terbaik kepada Universiti Teknologi MARA (UiTM).

Sekian, terima kasih.

Yang benar

74}74&5/&
SAJUDIN SAMAD
Timbalan Ketua Pegawai Teknologi Maklumat
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Apprciation and Thank You Letter



Bahagian ICT Universiti Teknologi MARA |

Pejabat Pengurusan Fasiliti & ICT Cawangan Selangor, it
Kampus Puncak Alam, UNIVERSITI
42300 Puncak Alam | TEKNOLOGI
Selangor Darul Ehsan MARA
Tel : +603-3258-4949
Surat Kami :100-UiTMSEL(BICT 17/5)
Tarikh :30 Jun 2017
ELYN FARDYANA BINTI MOHAMMAD NOOR AZAM
Universiti Teknologi MARA
Cawangan Kelantan
Bukit ilmu-
18500 Machang
Kelantan Darul Naim
Puan
PENGHARGAAN DAN TERIMA KASIH
Dengan hormatnya perkara di atas adalah dirujuk dan berkaitan.
2. Sukacitanya dimaklumkan bahawa Bahagian ICT, UiTM Cawangan Selangor, Kampus

Puncak Alam merakamkan setinggi-tinggi penghargaan dan terima kasih kepada Elyn Fardyana
Binti Mohammad Noor Azam (No KP: 920922-14-5962; No. Pelajar: 2013514201) atas
sumbangan tenaga yang telah diberikan ketika menjalani latihan industri di Bahagian ICT, UiTM
Cawangan Selangor, Kampus Puncak Alam dari 2 Mei 2017 hingga 23 Jun 2017. Sesungguhnya
jasa puan dalam menjalani latihan praktik ini amat kami hargai.

3. Skop sumbangan yang diberikan adalah :
Pendokumentasian — Unit Pentadbiran
Bersama-sama surat ini dilampirkan senarai aktiviti yang telah dihadiri sepanjang
menjalani latihan praktik di sini.

4, Semoga segala kerjasama dan jasa baik puan dalam membantu pihak kami ini mendapat
keberkatan daripada Allah S.W.T.

Sekian, terima kasih.

~Yang menjalankantugas

A7 L7
Sajudin Samad
Timbalan Ketua Pegawai Teknologi Maklumat



Elyn Fardyana binti Mo

UNIVERSITI

*7aJ TEKNOLOGI
@ MARA

920922-14

irie O

mad Noor Azam
-5962

Sarjana Muda (Kepujian) Pengurusan Sistem Maklumat
Universiti Teknologi MARA Cawangan Kelantan Kampus Machang

telah menyertai aktiviti seperti berikut:

BIL AKTIVITI TEMPAT TARIKH MASA
1 Urusetia Jawatankuasa [T & Elektronik Bilik Mesyuarat HEP, Aras 3 22 Februari 2017 09.30 pagi- 1.00-
Negeri (JITEN) UiTM Cawangan Selangor Bil. | FF1, UiTM Kampus Puncak petang .
2/2017 Alam
| 2 . | SesiPerkembangan Teknologi : Projektor Bilik Seminar 1 Perpustakaan | 10 Mac 2017 10.00 pagi—11.30
| Casio oleh Casio Malaysia Sdn 8hd Tun Abdul Razak, UiTM pagi
Kampus Puncak Alam
'3 Latihan Penggunaan Sistem Pemantauan Bilik Perbincangan, 13 Aprit 2017 11.45 pagi— 12.30
Projex ICT Aras 5, Plaza Satelit B, UiTM tengahari
1 Kampus Puncak Alam
4 Urusetia Jawatarikuasa IT & Elektronik Bilik Mesyuarat HEP, Aras 3 13 April 2017 3.55 petang — 5.45
Negeri (JITEN) UiTM Cawangan Selangor Bil. | FF1, UiTM Kampus Puncak petang
3/2017 Alam )
5 | Taklimat Skop Projek Latihan Praktik Untuk | Bilik Perbincangan, 2 Mei 2017 9.00 pagi —1.00
| | Pelajar Latihan Praktik UiTM Cawangan Aras 5, Plaza Satelit B, UiTM petang
! Melaka Kampus Jasin Kampus Puncak Alam
|6 Taklimat Pengenalan Pengurusan Projek IT | Bilik Perbincangan, 2 Mej 2017 2.00 petang —5.00
Aras 5, Plaza Satelit B, UiTM petang ;
Kampus Puncak Alam
7 Bacaan Yasin Sempena Menyambut Bilik Perbincangan, 26 Mei 2017 11.00 pagi —12.00
Ramadan Aras 5, Plaza Satelit B, UiTM tengahari
Kampus Puncak Alam
8 Latihan Penggunaan Sistem Maklumat Bilik Perbincangan, 21 jun 2017 12.00 tengahari — 2.00
Bahagian ICT & Aras 5, Plaza Satelit B, UITM petang
Kampus Puncak Alam

IEE

SAJUDIN BIN SAMAD

ERl
¥
£

_A_J.

TTTI1110T
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Universiti Teknologi MARA Cawangan Selangor

Fakulti Filem, Teater & Animasi Kampus Puncak Perdana
Faculty of Film, Theatre & Animation 40150 Shah Alam, Selangor, MALAYSIA

+Tel : (+03)-7962 2402/2411/2414
¢ Faks : (+03)-7962 2405
E-mel: dekanfita@salam.uitm.edu.ny

Surat Kami  : 300-FiTA (4/1)
Tarikh : j; April 2017

YBhg. Profesor Dato' Dr Abu Bakar Abdul Majeed
Penolong Naib Canselor

(Pemangku Rektor)

UiTM Kampus Sungai Buluh, Selayang & Teluk Intan
Aras 4, Pejabat Rektorat

UiITM Cawangan Selangor Kampus Puncak Alam
42300 Bandar Puncak Alam

Selangor Darul Ehsan

YBhg. Profesor Dato’

PERMOHONAN KELULUSAN BAGI KERJA-KERJA MEMBEKAL, MEMASANG,
MENGHANTAR DAN MENGUJILARI ‘DSLR CAMERA DAN AKSESORP UNTUK
TUJUAN PENGAJARAN DAN PENMBELAJARAN DI FAKULTI FILEM, TEATER DAN
ANIMASI MENGGUNAKAN PERUNTUKAN TABUNG PERKHIDMATAN PELAJAR.

Dengan hormatnya perkara di atas adalah dirujuk:

2. Sukacita dimaklumkan, Fakulti Filem Teater dan Animasi ingin memohon kelulusan
YBhg. Profesor Dato’ untuk membekal, memasang, menghantar dan mengujilari 'DSLR
Kamera dan Aksesori’ untuk kegunaan Pengajaran dan Pembelajaran serta mengambil
gambar-gambar bagi program pelajar dan rasmi di Fakulti Filem, Teater dan Animasi.
Peruntukan yang diperiukan bagi pembelian tersebut adalah seperti butiran berikut:

Bl |tem Kuantiti | Harga Seunit |  Jumlah =
1 DSLR Kamera dan Aksesori 2 unit 5,830.00 11,660.00
2 Lensa 2 Unit 4.470.00 | 8,040.00

Jumlah 20,600.00
%6 GST 1,236.00
Jumlah Keseluruhan 21,836.00

3. Untuk pengetahuan YBhg. Profesor Dato’ pembelian ini amatlah diperlukan di fakulti
ini bagi memenuhi keperluan pengajaran dan pembelajaran. Berikut dinyatakan justifikasi
bagi pembelian peralatan ini :

i Peralatan kamera sedia ada telah mengalami kerosakan (pembelian tahun
2007) dan tidak boleh diperbaiki [agi dan telah dilupuskan pada tahun 2016.

i) Untuk mengambil gambar-gambar program pelajar dan program rasmi fakulti.

iii) l[a juga bagi keperluan pengajaran dan pembelajaran terutama sekali yang
melibatkan subjek fotografi dan pengambaran




LAMPIRAN B

SENARAI SEMAKAN PEGAWAI YANG MENGURUSKAN PEMBELIAN TERUS
BARANGAN / PERKHIDMATAN MELEBIH! RM1,000 Di PTJ

Borang ini hendaklah diisi dan dilampirkan bersama-sama dengan dokumen yang berkaitan dan diserahkan ke
_Pejabat Bendahari Pusat Tanggungjawab yang berkenaan.

BIL | PEMBELIAN SEMAKAN DAPr\;jENGESAHAN-{
| |
| i . . Ya(“-'l)
! Membekal dan Menghantar Kamera DSLR untuk FiTA. Tidak(X) Tanda Tangan  Nama |
i Tidak dan Tarikh
| Berkaitan (-) _ ,
by |
1. ‘ Pelawaan telah dibuat mengikut format Pekeliling Bendahari Bil 4 Tahun ABL WHIL
2012, Bagi pembelian peralatan, jika vendor menggunakan kepala surat aeng Jutetera

stua Unit Tekmkal)

' | masing-masing, semua maklumat syarat seperti tempoh serahan, jaminan FakuliEjlem, Teajess pasi
dan sebagainya adalah lengkap dan tempoh sebut harga masih sah laku s U'TM: aor?%% e r4Eng
= ABDUTESHLAQRR ISMAIL

L2 |J1ka lebih dari satu vendor dipelawa, pelawaan telah dibuat secara
|

] | berasincan kepada vendor yang berasingan. e Fﬁ‘fﬁm ngn”;uze:at:ir}ﬁa”i Ak ‘aas_’
E1'A
3. | Mempelawa di kalangan Panel Pembekal Kementerian Kewangan bagi item SELANGOR
yang telah ditetapkan oleh .Kementerian Kewangan misalannya panel
| perabot berasaskan kayu, perabot logam, perabot kerusi berasaskan kain

dan seumpamanya. (Sila rujuk: http://www.bendahari.uitm.edu.my/e-
pekeliling/pekeliling-kontrak-perbendaharaan.html)

4. | Prestasi vendor yang dipilih adalah baik dan memuaskan. (Berdasarkan (Wetlia UnigRernikal)
Laporan Prestasi Vendor/ Senarai Vendor Bermasalah yang disediakan ]/ /JE@kultl Filem, T ter ;ﬁmﬁ

rda.
oleh PTJ atau UKZ/Pejabat Bendahari dari semasa ke semasa). ITM Ka A keth
ann‘i% LR TSMA
. N A . endlomsgrhtera
5. | Pegawai yang memilih vendor dan membuat pelawaan tidak mempunyal — L Wles ikal)
perhubungan persaudaraan atau mempunyai kepentingan peribadi dengan L N, c'
vendor yang dipelawa. 1
6. | Disertakan :
| (a) Borang PB 3/80 Pindaan (1/2002) atau surat kelulusan lain yang /
berkaitan (Jika berkenaan). AATNASARY SR
: SYRRD]
‘ (b) Dokumen sebut harga dari vendor. / :‘,‘; l F”i;nsﬂ#tltf/P#men;
. . 2Kl €aier dan Animbsi
(c) Jadual Penilaian atau Lampiran A, lengkap dan telah disahkan oleh UITH -‘f‘cinr[}ggﬂ Puncak Perdans
. Jawatankuasa Teknikal yang berkaitan dan diluluskan oleh Ketua ' CSELANGeRT
Jabatan. e A ﬁ ' P
- / — e
7. Sebut harga diterima dalam sampul surat yang tertutup dan dibuka oleh 2 ”ﬁj{ﬂj S
| orang pegawai PTJ serentak pada-tarikh tutup yang ditetapkan, SIT] P
. T w 7‘” Ih MOHD

|u| .1'_'1_'" 1;11\.1\

8. | Pegawail pegawai-pegawai yang télah menandatangani dokumen ini adalah beﬁzaﬁ@kgung jdwdbr dan Animasi

UITMKampus Puncak Pardena
sepenuhnya di atas penyemakan dan pengesahan yang diberi di atas. 40150 Shah Alsm

Sebalang kemusykilan, sila rujuk kepada Unit Kewangan Zon/ Pejabat Bendahari UiTM NegerFtaWatgan yang
berkenaan.

}
+

A\
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Bahagian ICT Universiti Teknologi MARA
Pejabat Pengurusan Fasiliti & ICT Cawangan Selangor,

T
Kampus Puncak Alam, U'\UVLRST']
42300 Puncak Alam | PwYed TEKNOLO

Selangor Darul Ehsar: @ MARA

Tel : +603-3258-4945

Surat Kami : 100-UiTMSEL (JITEN 9/11/3)
Tarikh . 27 Jun 2016

Dato’ Profesor A.Razak Hj. Mohaideen
Dekan

Fakulti Filem, Teater dan Animasi

UiTM Kampus Puncak Perdana

Y.Bhg. Prof/Prof Madya/Dr/Tuan/Puan,

KELULUSAN PERMOHONAN BAGI KERJA-KERJA MEMBEKAL, MEMASANG,
MENGHANTAR DAN MENGUJILARI ‘DSLR CAMERA DAN AKSESORI’ UNTUK TUJUAN
PENGAJARAN DAN PEMBELAJARAN DI FAKULTI FILEM, TEATER DAN ANIMASI

Perkara di atas adalah berkaitan dan dirujuk.

Mesyuarat Jawatankuasa IT & Elektronik Negeri (JITEN) UiTM Cawangan Selangor di dalam
mesyuarat Bil 02/2016 yang diadakan pada 27 Jun 2016 (Isnin), jam 9.00 pagi
Ahli Jawantankuasa telah membuat keputusan seperti berikut:-

Permohonan Y.Bhg. Prof/Prof Madya/Dr/Tuan/Puan adalah:
e

.
\/ Diluluskan

Tidak diluluskan

Ditangguhkan

Lain-Lain

RIM 21,836.00 / Syarikat: «..vveveiiviniiiiciniiinnnn

Ulasan Pengerusx Jawatankuasa:

MMWM ot M_?Jv{ e | /ﬁ Zé/ /b

()
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S BORANG INIT APD
UNIVERSIT! TEKNOLOG! MARA

CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM
D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FF1

Tajuk Tawaran CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILAR! DAN MENYELENGGARA
PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit FAKULTI FILEM, TEATER & ANIMASI. UiTM KAMPUS PUNCAK PERDANA

No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

Arahan Mengisi Borana:
i, Bahagian (A ) perlu dilengkapkan oleh pemohon berdasarkan keperluan PTJ
ii. Bahagian (B) dan (C) hanya diisi oleh pihak syarikat/pembekal setelah mendapat pengesahan spesifikasi dari
JAPD.

* (/) jika butiran keperluan dipenuhi.
*(x) jika butiran keperluan tidak dipenuhi,

i BUTIR KEPERLUAN UITM TAWARAN
(A) _ ( B) (C)
KUANTITI | MODEL YANG | HARGA JUMLAH *TANDA
DITAWARKAN | SEUNIT (RM) (/)Ya
(RIVI) { X) Tidak
" 1.0 | GENERAL REQUIREMENT Y, R R
1.1 The proposal eguipment must have a

local services centre near to UiTM Shah
] Alam to provide a full technical support
! and maintenance. |

i 1.2 | Catalog must be attached upon
] submission of tender documents.

2.0 | GENERAL SPECIFICATION N
Type Of Camera 2 SET D7200

Single-lens reflex digital camera

2.2 Lens Mount |

Nikon F mount (with AF coupling and
AF contacts)

| 2.3 | Effective Angle Of View

f Nikon DX format; focal length in 35

i mm [135] format equivalent to approx.
1.5% that of lenses with FX format
angle of view

2.7 | Dust-reduction svstem |
: Image sensor cleaning, Image Dust |
i Off reference data

{ 24 | Effective Pixels
24.2 million
J 2.5 image Sensor
23.5x 15.6 mm CMOS sensor l
; 28 Total pixels
T 24.72 million

e =

Kerunaan JNIT SELANGOR : muka | depd 15
Pengesahan Spesifikasi Teknikal Perolehan Runcit/Terus Copyright @208
i p
7 zM/Z,
| SETIAUSAHA

Jawaiankuasa IT & Elektranik Negeri (HTEN}
UiTh Cawangan Selanger



o

UNIVERSITI TEKNOLOGI MARA

CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM

D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FF1

BORANG JNIT APD

Tajuk Tawaran . CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA
PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit
No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

: FAKULTI FILEM, TEATER & ANIMASI, UiTM KAMPUS PUNCAK PERDANA

. 214

Viewfinder

Eye-level pentaprism single-lens
reflex viewfinder

2.15

Frame coverage

+ DX (24%16) image area: Approx.
100% horizontal and .
100% vertical « 1.3% (18%12) image |
area: Approx. 97%

horizontal and 97% vertical

2.16

Magnification

Approx. 0.94x (50 mm /1.4 lens at
infinity, -1.0 m-1)

217

Eyepoint

19.6 mm (-1.0 m-1; from center
surface of viewfinder
eyepiece lens)

Diopter adjustment

-2 to +1 m-1

2.19

Focusing screen

Type B BriteView Clear Matte Mark ||
screen with AF area

brackets (framing grid can be
displayed)

2.20

Reflex mirror

Quick return

T 2.21

Depth-of-field preview

Pressing Pv button stops lens
aperture down to value

selected by user (A and M modes) or
by camera (other modes)

2.22

Lens aperture

i]

Instant return, electronically controlled |

T

T
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UNIVERSITE TEKNOLOGI MARA
CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM

D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FF1

BORANG INIT APD

1
I

Tajuk Tawaran

CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA

PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit
No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

FAKULTI FILEM, TEATER & ANIMAS!, UiTM KAMPUS PUNCAK PERDANA

2.28 | Approximate frame advance rate

« JPEG and 12-bit NEF (RAW)
images recorded with DX (24x16)
selected for image area: Cl 1 to 6 fps,
Ch & fps

* JPEG and 12-bit NEF (RAW)
images recorded with 1.3x

(18x%12) selected for image area: Cl 1
to 6 fps, Ch'7 fps

+ 14-bit NEF (RAW) images recorded
with DX (24x16)

selected for image area: Cl 1 to 5 fps,
Ch 5 fps » 14-bit

NEF (RAW) images recorded with
1.3% {18%12) selected for

image area: Cl 1 to 6 fps, Ch 6 fps
Maximum frame rate in live view is
3.7 fps

2.28 | Seif-timer

25,55,105s,20s; 1109 exposures
atintervals 0f 0.5, 1, 2
or3s

2.30 j Remote control modes (ML-L3)

Delayed remote, quick-response
remote, remote mirror-uz

. 2.31 j Exposure metering

i TTL exposure metering using 2016-
5 pixel RGB sensor

Lo

I

i
i

E
E

v
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P BORANG INIT APD
UNIVERSITI TEKNOLOGI MARA
CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM
D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FF1
Tajuk Tawaran :  CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA

PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit
No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

- FAKULTI FILEM, TEATER & ANIMASI, UiTM KAMPUS PUNCAK PERDANA

2.36

Exposure compensation

Can be adjusted by -5 to +5 EV in
increments of 1/3 or 1/2

EVinP, S A M, SCENE and %
modes

Exposure lock

Luminosity locked at detected value
with A AE-L/AF-L
button

ISO sensitivity

ISO 100 to 25600 in steps of 1/3 or
1/2 EV;in P, S, A, M modes, can also
be setto approx. 1 or2 EV (ISO
102400

equivalent; monochrome only) above
1SO 25600; auto ISO

sensitivity control available

2.39

Active D-Lighting |

Auto, extra high, high, normal, low, off

-2.40

Autofocus

Nikon Advanced Multi-CAM 3500 ||
autofocus sensor

module with TTL phase detection,
fine-tuning, 51 focus

points (including 15 cross-type
sensors, /8 supported by

one sensor), and AF-assist illuminator
(range approx. 0.5 to

3m/1ft8in.to 91t 10in.)

2.41

AF detection range

-3 to +18 EV (1ISO 100, 20°C/68°F)

2.42

Lens servo

* Autofocus (AF). Single-servo AF
(AF-8); continuous-servo |
AF (AF-C); auto AF-S/AF-C selection |
(AF-A), predictive focus '
tracking activated automatically
according to subject status

> Manual focus (M): Electronic range
finder can be used

2.43

Focus point

Can be selected from 51 or 11 focus
points

2.44

AF-area modes

LRSI T pre

Single-point AF; 8-, 21- or 51-point
dynamic-area AF,
3D-tracking, auto-area AF

[ e ——
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UNIVERSITI TEKNOLOGE MARA
CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM

D/A: BAHAGIAN TEKNOLOGT MAKLUMAT, ARAS 3, BANGUNAN FF1
Lz

BORANG JNIT APD

Tajuk Tawaran . CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA
PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit
No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

. FAKULTI FILEM, TEATER & ANIMAS!, UITM KAMPUS PUNCAK PERDANA

i 2.53 | Nikon Creative Lighting System
(CLS)

Nikon CLS supported; commander
mode option available

2.54 | Sync terminal

AS-15 Sync Terminal Adapter
(available separately)

2.55 | White balance

sunlight, flash, cloudy, shade, preset
manual (up to 6 values

can be stored, spot white balance
measurement available

during live view), choose color
temperature (2500 K to

10000 K), all with fine-tuning

2.56 | Bracketing types

Exposure, flash, white balance and
ADL

2.57 { Live view modes

photo live view, movie live view

2.58 | Live view lens servo

- Autofocus (AF): Single-servo AF
(AF-8); full-time servo AF
(AF-F) « Manual focus (M)

2.59 | AF-area modes

Face-priority AF, wide-area AF,
normal-area AF, subjecttracking
AF

2.60 & Autofocus

Contrast-detect AF anywhere in frame
(camera selects

focus point automatically when face-
priority AF or subjectiracking

AF is selected)

2.61 | Movie metering

TTL exposure metering using main
image sensor

2.62 | Movie metering method

Matrix or center-weighted

2.63 | Frame size (pixels) and frame rate

+ 1920 x 1080, 60p (progressive),
50p, 30D, 25p, 24p

« 1280 x 720; 80p, 50p

e
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UNIVERSITI TEKNOLOGT MARA

CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM

D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FF1.
— —

‘rBORANG JNIT APD |
1

—

Tajuk Tawaran . CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILAR! DAN MENYELENGGARA
PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit - FAKULT! FILEM, TEATER & ANIMASI, UiTM KAMPUS PUNCAK PERDANA

No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

2.73 | HDMI output : | '
Type C HDMI connector

2.74 | Accessory terminal

Wireless remote controllers: WR-1
and WR-R10, Remote

cord: MC-DC2, GPS unit: GP-1/GP-
1A (all available

separately)

2.75 | Audio input

Stereo mini-pin jack (3.5-mm
diameter; plug-in power

supported)

2.76 | Audio output

Stereo mini-pin jack (3.5-mm
diameter)

2.77 | Wireless standards

|EEE 802.11b, IEEE 802.11g

2.78 | Operating frequency

2412 to 2462 MHz (channels 1 to 11)
2.79 | Range (line of sight)

Approx. 30 m/98 ft (assumes no
interference; range may

vary with signal strength and
presence or absence of

obstacles)

2.80 j Data rate

i 54 Mbps; maximum logical data rates
according to IEEE

standard; actual rates may differ
2.81 | Authentication

Open system, WPAZ2-PSK

1 2.82 | Wireless setup

Supports WPS

2.83 | Access protocols

Infrastructure

| 2.84 | NFC operation

2} NFC Forum Type 3 Tag

1

=

o B T N I
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UNIVERSITI TEKNOLOGI MARA
CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM

/& BAHAGIAN TEKNOLOGI MAKLLUMAT, ARAS 3, BANGUNAN FF1

|
| BORANG INIT APD

Tajuk Tawaran

CADANGAN MEMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA

PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit
No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

FAKULT! FILEM, TEATER & ANIMASI, UiTM KAMPUS PUNCAK PERDANA

2.93

Supplied accessories

EN-EL15 Rechargeable Li-ion
Battery, MH-25a Battery Charger,
UC-E17 USB Cable, AN-DC1 BK
Camera Strap,

BF-1B Body Cap, DK-5 Eyepiece
Cap, DK-23 Rubber Eyecup

2.94

Standard Lens

AF-S DX NIKKOR 18-140MM
/3.5 - 5.6G ED VR

o Lens construction :
17 elements in 12 groups

« Minimum focus distance :
0.45m/1.48ft (AF),

s Maximum reproduction ratio :
1/4.3x

e  Filter-attachment size : 67m

¢ Accessories : Hood HB-
32(optional)/Case CL-
1018(optional)

ADDITIONAL ACCESSORIIES

AF-S DX NIKKOR 10-24MM
/3.5 -4.5G ed
o Lens construction :
14 elements in 9 groups
o  Minimum focus distance
0.24m/0.8ft (AF),

g 0.22m/0.7% (MF)

¢ Maximum reproduction ratio .
1/5x

o  Filter-attachment size : 77m

» Accessories : Hood HB-
23/Case CL-1118

2.98

Camera Bag ( 2 Unit)

i 2.97

Lens Case ( 2 Umt )
“QTHERS . :

3.1

Manufacturer S Drrect support

(Please do provide letter from the focal

or authorized manufacturer or

Distributor for support to render the
after sales service)

| .

| Cost of Delivery
Cost of delivery of the equipment is borne
by the tenderer.

: -
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e BORANG JNIT APD
UNIVERSIT! TEKNGLOGE MARA
CAWANGAN SELANGOR, KAMPUS PUNCAK ALAM
D/A: BAHAGIAN TEKNOLOGI MAKLUMAT, ARAS 3, BANGUNAN FFI
Tajuk Tawaran . CADANGAN MEWMBEKAL, MENGHANTAR, MENGUJILARI DAN MENYELENGGARA

PERALATAN PANDANG DENGAR DIGITAL SLR CAMERA

Nama Fakulti/ Jabatan/ Unit

No. Rujukan Sebutharga Fakulti/ Jabatan/ Unit

Tarikh Tutup Tawaran Perolehan Runcit

** NOTA PENTING:

*FAKULTI FILEM, TEATER & ANIMASI, UiTM KAMPUS PUNCAK PERDANA

Pembekal/ Kontrakior yang mengambil bahagian perlu menyertakan salinan pendaftaran syarikat dan salinan syarikat
Bumiputera dengan Kementerian Kewangan bersama-sama dokumen ini. Semua maklumat di bawah ini periu dipenuhi oleh

Pembekal/ Kontraktor.

Untuk keterangan lanjut.sila berhubung dengan

Nama Pegawai dan no. telefon utk dihubungi { PTJ) : Abdul Shukur Bin Ismail ( 012-3842364 )

4 Tempoh Jaminan (minimum 1 Tahun)
5 Tempoh akhir sah laku tawaran
6 Tempoh serahan
7 Tarikh borang ini dilengkapkan
8 Keterangan Syarikat:
Nama Pegawai Bertanggungjawab
Tandatangan
Tarikh .
Jawatan

Cop Rasmi Syarikat

No. Telefon
No. Faks
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Rekod Kehadiran Latihan Pelajar Latihan Industri-Praktik di Bahagian ICT, UITM Cawangan Selangor, Kampus Puncak Alam

Nama Pelajar

-l Fovdyomu binhi 1) shapmad Noor f=0m
- Diptoma/Sarjana Muda P en(urpsan  Sistem  (MaklumGt

No Kad Pengenalan

420922~ W -54(2

Program

Institusi Univugitt TikpmloGr Mart Cuitm)  fhothGhg |, K o cottp

Tempoh Latihan | Pebpugwi Q0(F °  Hingga %0 Jup 20\F
Bil | Tarikh Nama Latihan Jumlah Kompetensi , Anjuran

Jam (Umum/ICT)

1 122fo2{201% |Upusehia J1en Bil 2203 WiTm Cowangun Selanger|0930 - i%00| 1] bahagan 11
2 |i0f0%)2013  |Sest Parkumbonoun Teknolo iy - Projektor Cagio " lioog-1230 | roud bahagian 1O
3 [imfoylzor |45 Lotinan Poppounaon Sisten PumaatGuln 1.:_@; L5 -12% | 14 b abagian i
v |i%fok 20 |Upusthia difed "Bt 3 2013 wiTm Q_s_ms@s S0unger|I555- 1745 | 14 Bahasan | OT
5 o205 [20)F | Takfimat Skop Latihun  Praktik. " loqeo-1300| 1a bahagion | OT |
b |02og]an¥ | TakkmGr PupgonGlan Ponfurupih ?@% \T [500-1%0 | (U _ Buhagoh |9
% |2 (05 [200% | Bacaan Yoson hulan Ramadhtn Hoo-iyoo | U1 Babagian L1
5|2 [of2017 [Ses Lutibln Penggunaan S6fem Makumut Bahagion (<1200 - 14p| 141 bahugun | 1
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Laporan Bahag

Teknologi Maklumat

UiTM Cawangan Selangor

Kampus Puncak Alam

1]




BAHAGIAN 1
A PENGENALAN BAHAGIAN TEKNOLOGI MAKLUMAT

Bahagian Teknologi Makiumat diketuai oleh seorang Timbalan Ketua Pegawai Teknologi Maklumat,
tiga orang Pegawai Teknologi Maklumat Kanan, seorang Pegawai Teknologi Maklumat dengan
dibantu oleh 4 orang Penolong Pegawai Teknologi Maklumat Kanan, 10 orang Penolong Pegawai
Teknologi  Maklumat, seorang Juruteknik Komputer dan seorang Pembantu Tadbir
(Perkeranian/Operasi).

VISI

Merealisasikan visi UiITM melalui penyediaan perkhidmatan ICT yang menyeluruh dan berkualiti.

MISI

Mempertingkatkan pengurusan infrastruktur & infostruktur UiTM dengan teknologi ICT terkini agar
mencapai kecemerlangan Universiti.

ALAMAT

Bahagian ICT

Aras 5

Plaza Satelit B

Universiti Teknologi MARA Cawangan Selangor
Kampus Puncak Alam

42300 Bandar Puncak Alam

Selangor Darul Ehsan

HUBUNGI KAMI
+603-32584554
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Nod

Jumlah nod mengikut lokasi

Bil Lokasi Kaedah Blok Bangunan Kuantiti
1. Satelit A Fasa 1 Reka & Kolej Rafflesia & 2832
Bina Angsana i
2. | Fakulti Fakulti Farmasi,
. Reka & Fakulti Sains Kesihatan,
Satelit B Fasa 1 Rina Dewan Kuliah, 4,656
Bangunan Petandbiran
3. Private
. Financial Kolej Casuarina &
Satelit A Fasa 2 “iriitiative Surau lbnu Sina
(PFI)
4. Fakulti Perakaunan,
Fakulti Pengurusan
Hotel & Pelancongan,
. Fakulti Pengurusan 2,668
F/;;’Qf;.ea/ Perniagaan, PTAR,
Satelit B Fasa 2 Initiative Dewan Serbaguna,
(PFI) | Pejabat Pengurusan
Fasiliti, Pusat
Kesihatan, Pusat
Kegiatan Pelajar &
Kafeteria
5. Private
Satelit A Fasa 3 7/;7;:;\2/ Kolej Dahlia -
__(PFY)
6. Fakulti Seni Lukis &
Seni Reka, Fakulti
Senibina Perancangan
& Ukur, Pejabat Polis
Private "Bantuan, Dewan
Satelit C (Kompleks Alambina & | Financial Berlian, Tadika,
Senireka) | Initiative Bengkel Am, Unit }
(PFI) Pengurusan Fasiliti,
Depoh Kenderaan,
PTAR 2, Kolej Baiduri 1
[ &2, Kolej Zamrud, Budi
Siswa
Jumlah 10,156
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4. Distribution Switch

Jumlah distribution switch mengikut lokasi

Bil | Lokasi Kaedah Blok Bangunan Kuantiti |
1. | Satelit A Fasa 1 Reka & Kolej Rafflesia & 19
Bina Angsana
2. Fakulti Fakulti Farmasi,
. Reka & Fakulti Sains Kesihatan,
Sateit B Fasa 1 Bina Dewan Kuliah, 9
_ | Bangunan Petandbiran
3. Private
. Financial Kolej Casuarina &
RatelitAcasa 2 Initiative Surau [bnu Sina L
(PFI)
4, Fakulti Perakaunan,
Fakulti Pengurusan
Hotel & Pelancongan,
, Fakulti Pengurusan
F,ijr:gf;?a / Perniagaan, PTAR,
Satelit B Fasa 2 Initiati Dewan Serbaguna, 7
nitiative ;
(PF) Pejabat. Pgngurusan
Fasiliti, Pusat
Kesihatan, Pusat
Kegiatan Pelajar &
Kafeteria
5. Private
Satelit A Fasa 3 fnancial Kolej Dahlia 5
(PFI)
6. Fakulti Seni Lukis &
Seni Reka, Fakulti
Senibina Perancangan |
& Ukur, Pejabat Polis
Private Bantuan, Dewan
Satelit C (Kompleks Alambina & Financial Berlian, Tadika, 6
Senireka) Initiative Bengkel Am, Unit
(PF1) Pengurusan Fasiliti,
Depoh Kenderaan,
PTAR 2, Kolej Baiduri 1
& 2, Kolej Zamrud, Budi
Siswa
Jumlah 40
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6. Wireless Access Point

Jumlah wireless access point mengikut lokasi

Bil Lokasi Kaedah Blok Bangunan Kuantiti
1. . Reka & Kolej Rafflesia &
Satelit A Fasa 1 Bina "~ Angsana 8
2, Fakulti Fakulti Farmasi,
. ) Reka & Fakulti Sains Kesihatan,
Satelit B Fasa 1 Bina Dewan Kuliah, 438
Bangunan Petandbiran
3. Private |
. Financial Kolej Casuarina &
Satelit A Fasa 2 Initiative Surau Ibnu Sina 153
(PFI)
4. Fakulti Perakaunan,
Fakulti Pengurusan
Hotel & Pelancongan,
. Fakulti Pengurusan
Flf’r/vat? / Perniagaan, PTAR,
Satelit B Fasa 2 l/r?gngla Dewan Serbaguna, -
nitiative ;
(PFI) Pejabat' Eengurusan
Fasiliti, Pusat
Kesihatan, Pusat
Kegiatan Pelajar &
Kafeteria
5. Private
Satelit A Fasa 3 s Kolej Dahlia 198
(PF1)
6. Fakulti Seni Lukis &
Seni Reka, Fakulti
Senibina Perancangan
& Ukur, Pejabat Polis
Private Bantuan, Dewan
Satelit C (Kompleks Alambina & Financial Berlian, Tadika, 288
Senireka) Initiative Bengkel Am, Unit
(PF1) Pengurusan Fasiliti,
Depoh Kenderaan,
PTAR 2, Kolej Baiduri 1
& 2, Kolej Zamrud, Budi ‘
Siswa
Jumlah 1085 ‘
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Bil

10

11

12

13

14

15

16

17
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C. SENARAI APLIKASI YANG DIGUNAPAKAI OLEH SEMUA UITM

Nama Sistem
Sistem SIMS Akademik

Sistem SIMS Pengambilan

Financial Application
Information System (FAIS)

FinePortal

Staff Resources information
System (STARS)

Portal I-Staf

eProses STARS

Integrated Service
Management System (iSMS)

Vendor Monitoring System
(VMS)

Sistem ePelekat Kenderaan
Sistem eSPAK (Pelajar)
Fasilities Management System
Sistem Pengurusan Kaunseling

eKaunseling Staf V2

Sistem Pengurusan Tempahan
Ruang Tanpa Kelulusan

Sistem Tempahan Universiti

eMeeting System

Letter Tracking System

: Pemilik Proses Staf PTJ
Hal Ehwal Akademik

Bahagian Pengambilan Pelajar

Pejabat Bendahari

Pejabat Bendahari

Pejabat Pendaftar

Pejabat Pendaftar
Pejabat Pendaftar

InfoTech

InfoTech

Pejabat Polis Bantuan
Pejabat Polis Bantuan

Pejabat Pengurusan Fasiliti

Pusat Kerjaya dan Kaunseling, Bahagian
Hal Ehwal Pelajar, UITM Shah Alam

Unit Kerjaya&Kaunseling, UiTM Shah
Alam

Tiada (pada masa kini di bawah InfoTech
UiTM Shah Alam)

Tiada (pada masa kini di bawah InfoTech

UiTM Shah Alam)

Pentadbiran PTJ

Pentadbiran PTJ

Pelajar
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LAMPIRAN 1 - Caj Bil IP Telefon Tahun 2013 — 2015

Bil Telefon Tahun 2013

Bulan | Tempatan | : STD -~ | Jumiah
Panggilan Tempoh Caj | Panggilan Tempoh Caj Panggilan
Januari 4777 202:45:41 | 661.20 5965 162:42;55 | 6,941.70 | 7,602.90
Februari 3959 165:39:11 | 546.00 4937 131:29:37 | 5,625.40 | 6,171.40
Mac 5618 211:06:53 | 723.68 6961 163:33:49 | 7,036.90 | 7,760.58
April 5032 203:23:00 | 680.72 6732 | 170:37:22 | 7,269.80 | 7,950.52
Mei 4606 184:45:24 | 617.20 5979 | 150:18:58 | 6,402.20 | 7,019.40
Jun 4392 179:03:33 | 596.12 6491 166:50:40 | 7,046.50 | 7,642.62
Julai 4806 210:10:58 | 681.24 5924 147:52:22 | 6,332.30 | 7,013.54
Ogos 3329 | 137:29:18 | 456.88 4278 108:17:57 | 4,605.10 | 5,061.98
| September 4810 195:03:09 | 650.52 5923 145:36:54 | 6,220.30 | 6,870.82
Oktober 4149 176:14:49 | 574.68 5858 132:09:26 | 5,700.00 | 6,274.68
November 4167 162:36:06 | 546.56 5470 120:20:36 | 5,220.70 | 5,767.26
Disember 3994 147:35:22 | 4989.76 6076 130:02:12 | 5,593.20 | 6,092.96
Jumlah | g4 525 66

| Bil Telefon Tahun 2014
Bulan Tempatan STD Jumlah
Panggilan Tempoh Caj Panggilan Tempoh Caj ' Panggilan
Januari 4263 173:09:.08 | 565.80 5118 119:37:56 | 5,101.50 | 5,667.30
Februari 3713 159:31:50 | 513.48 4861 118:04:52 | 5,067.60 | 5,581.08
Mac 4535 | 183;04:30 | 600.32 5628 128:28:24 | 5432.20 | 6,032.52
April 4044 162:05:14 | 533.76 4942 122:27:38 | 5,190.30 | 5,724.06
Mei 3968 156:21:08 | 522,12 | 5184 130:33:33 | 5,529.10 | 6,051.22
Jun 3983 159:10:45 | 527.52 | 5389 4:09 ' 5,399.60 | 5,927.12
Julai 3603 166:45:10 | 528.40 3729 :4,241.40 | 4,769.80
Ogos 3678 157:42:00 | 513.28 5154 5,286.20 | 5,799.48
| September 5152 230:08:02 | 730.36 7916 ! T83:26:18.4% 7,801.70 | 8,532.06
Oktober 5466 232:00:02 | 759.84 6674 167:12:44" | 7,169.30 | 7,929.14
| November 5200 | 227:14:48 | 731.52 6852 167:58:06 | 7,174.60 | 7,906.12
| Disember 4801 | 202:21:27 | 661.08 6762 | 168:03:30 | 7,206.70 | 7,867.78
Jumlah | 77 787 68
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Graf Perbandingan Bayaran Bil IP Phone

Mengikut tahun secara keseluruhan

Bil IP Telefon 2013
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Mengikut setiap bulan

502000

2,660.08

2,000.00

1,006.00

januari 2013-2016
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1.0 Maklumat Am

Manual Pengguna
Memorandum Kebenaran

Saya telah menilai dengan teliti Manual Pengguna untuk Sistem Maklumat Bahagian ICT.
Dokumen ini telah disiapkan mengikut keperluan Bahagian ICT UiTM Cawangan Selangor
Kampus Puncak Alam.

PENSIJILAN PENGURUSAN - Sila tandakan kenyataan yang bersesuaian.

|Z Dokumen ini diterima.

] Dokumen ini diterima sementara menunggu perubahan diperhatikan.
1] Dokumen ini tidak diterima.
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1.4 Kumpulan Pembangunan

1.4.1 Carta Organisasi Sistem

Sistem ini merupakan sistem yang dibangunkan oleh 5 orang pelajar latihan praktik dari

Diploma Sains Komputer, Fakulti Sains Komputer dan Matematik (UiTM Cawangan
Kampus Jasin) yang menjalankan latihan praktik di UiTM Cawangan Selangor Kampus

Alam selama 8 minggu. Projek ini adalah sebagai tugasan istimewa mereka.
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Gambarajah 1 Carta Organisasi Kumpulan Projek Pembangunan Sistem Maklumat Bahagian ICT
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Bahagian 4.0

Bahagian 5.0

Bahagian 6.0

Bahagian 7.0

Menggunakan Sistem (Pentadbir Sistem)

Bahagian ini menerangkan cara dan langkah yang betul bagaimana
pengguna vyang bertindak sebagai Pentadbir Sistem untuk

menggunapakai sistem.

Menggunakan Sistem (Ketua Bahagian ICT)

Bahagian ini menerangkan cara dan langkah yang betul bagaimana
pengguna yang oertindak sebagai Ketua Bahagian ICT untuk

menggunapakai sistem.

Menggunakan Sistem (Ketua Unit)

Bahagian ini menerangkan cara dan langkah yang betul bagaimana
pengguna yang bertindak sebagai Ketua Unit untuk menggunapakai

sistem.

Menggqunakan Sistem (Staf Pentadbiran)

Bahagian ini menerangkan cara dan langkah yang betul bagaimana
pengguna vyang Dbertindak sebagai Staf Pentadbiran untuk

menggunapakai sistem.
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2.0 RINGKASAN SISTEM

2.1 Senibina Sistem

KOMPUTER PENGGUMNA
Contoh: Laptop, Dekstop

PELAYAR WEB

Contoh:
[hozilla Firefox, Google Chrome

INTRANEY

10.27.8.151

SERVER APLIKASI

Xampp versi 3.2.2
Apachevers 3.2.2
PhPwersi 5.2.2

WSl versi 5.0.7

SERVER PANGKALAN DATA

IyS0OL Wersi 5.0.7

|

INTRANET

|

Xamppversi ¥532.2

|

Gambarajah 2 Seni Bina Sistem Maklumat Bahagian ICT
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4+ Modul Pelajar Latihan Industri-Praktik

Makiumat Peribadi Pelajar (Nama Penuh, No Telefon, No Kad Pengenalan, No Pelajar,
Alamat Rumah), Makiumat Institusi (Nama [nstitusi, Alamat Instituéi, Nama Program
Pengajian), Tarikh Mula Dan Akhir, Tugasan Utama, Tugasan Terperinci, Unit, Penyelia,
Aktiviti Yang Dihadiri (Tarikh Mula, Tarikh Tamat, Masa Mula, Masa Tamat, Aktiviti,

Lokasi, Anjuran)

2.3 Tahap Akses Pengguna

Jadual 1 Tahap Akses Pengguna Sistem Maklumat Bahagian ICT

: Ketua Staf
099UNa | pantadbir Sistem Ketua Unit |
Bahagian ICT Pentadbiran
Perkara
Mewujudkan akaun
o | e
;np ingign mengakses
yang Ing keseluruhan - Mengemaskini
menggunakan sistem Mengemaskini rekod & boleh
Ciri - Ciri sistem tersebut, o rekod & boleh .
boleh mengakses AISGErIaskii menjana laporan menjana
. rekod & boleh ' laporan.
keseluruhan sistem, .
menjana
selenggara laporan
parameter dan P '
selenggara projek.
Terhad kepada Terhad kepada
Had Tiada Had Tiada had rekod di bawah rekod di bawah
kawalan kawalan
Kekerapan o L L o
Penggunaan Tinggi Tinggi Tinggi Tinggi
Cara Menggunakan Nama Menggunakan Menggunakan Menggunakan
. Nama Nama
Mengakses Pengguna dan Kata Nama Pengguna
. Pengguna dan Pengguna dan
Sistem Laluan dan Kata Laluan
Kata Laluan Kata Laluan
Page 2-3
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3.2 Menu Sistem

Menu sistem akan berbeza mengikut kepada setiap pengguna sistem kerana setiap pengguna

akan mempunyai menu dan akses kepada menu tertentu sahaja.

3.3 Menukar Staff ID & Kata Laluan

Staff ID adalah sesuatu yang tidak boleh ditukar kerana ia adalah no. pekerja bagi setiap
staf UiTM sejak mula bekerja di UiTM. Untuk menukar kata:laluan, anda boleh melakukannya
menerusi Portal i-Staf UiTM. Setiap kata laluan yang digunakan di Portal i-Staf UiTM adalah
sama dengan kata laluan yang digunakan di dalam Sistem Maklumat Bahagian ICT. Sekiranya
anda mengubah kata laluan untuk Portal i-Staf UiTM, secara automatic juga kata laluan untuk

Sistem Maklumat Bahagian ICT turut berubah.

3.4 Keluar dari Sistem

Setelah anda Log Masuk, di dalam menu sistem dan juga setiap antara muka, akan terdapat

@ _ozout

e

butang - . Ini akan memudahkan anda untuk Log Keluar pada bila-bila masa

sahaja. Langkah ini adalah sama untuk semua jenis pengguna sistem ini.
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4. MENGGUNAKAN SISTEM (PENTADBIR SISTEM)

» Setelah anda selesai log masuk, akan dapat melihat paparan Dashboard sebagai
Pentadbir Sistem seperti dalam Gambarajah 4.

) :
S 8 SISTEM MAKLUMAT BAHAGIAN ICT

MOHD ROZ! BiN TALIB

I OmaTEM wa

e R POl 30 RUm Tnanan Tk E e FeDa VAN FInaLNInyak ann

Gambarajah 4 Skrin Dashboard Pentadbir Sistem

4.1 Daftar Peranan Pengguna

> Sila tekan menu Daftar Peranan Pengguna. Paparan sepeti dalam Gambarajah 5.

Gambarajah 5 Menu Utama SMBI untuk Pentadbir Sistem
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Anda boleh mengemaskini Level pengguna seperti didalam skrin di atas namun anda
tidak dibenarkan untuk mengemaskini ID Pengguna dan nama pengguna. Sila klik ikon

- seperti yang ditandakan didalam Gambarajah 8 dan Pop Timbul seperti didalam
Gambarajah 9 dan Gambarajah 10 akan dipaparkan.

10278151 shys

Trigrban geonest

QK il

Gambarajah 9 Pop Timbul Teruskan Proses

TO2T.8.15T savs;

PN A A TE] AR FERAVA [ B AR KIN

OK

Gambarajah 10 Pop Timbul Kemaskini Berjaya
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4.2.1 Tambah Staf

> Sila tekan butang Tambah Staf didalam Menu Profil Staf seperti dalam Gambarajah
13 dan skrin Tambah Rekod Staf seperti didalam Gambarajah 14 akan dipaparkan.

Gambarajah 13 Menu Profil Staf untuk Pentadbir Sistem

RO STAF

NG RAD PENGLALANASE

ALAMAT

HRED BAR

TARINE LANTIHAN

UNT

HAMPUS

N TELEFURIHP

RQ.TAY

EAEL

STATHGS

Gambarajah 14 Tambah Rekod Staf
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» Anda boleh mengemaskini Semua Maklumat Staf namun anda tidak dibenarkan untuk
mengemaskini No Staf. Setelah selesai mengemaskini maklumat seperti di dalam

Gambarajah 17, sila kiik butang

dan Pop Timbul seperti didalam
Gambarajah 18 akan dipaparkan.

ALY

SN

HEARPUE

N TERESQUME

EHRL

Gambarajah 17 Skrin Senarai Rekod Staf dan tkon Kemaskini

Gambarajah 18 Pop Timbul Rekod Staf Berjaya Dikemaskini
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10278157 savsl

AYA TIDAFTAR

SACKLLMAT SELAVAIAN ARDA TT LA 28

OK

Gambarajah 21 Pop Timbul Maklumat Kelayakan Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Maklumat Rekod Kelayakan yang telah

ditambah. Maklumat tersebut boleh dikemaskini. Sila kiik ikon seperti yang
ditandakan didalam Gambarajah 22 untuk kemaskini.

| e et e Seare
BiL © MUETAF = HANA KELAYAEAN I TARIKH KELAYANAN L JEBIS KELAYAKAR i PROSES
N
i FTand S
“ [ -3
3 L MAFLURIAT ¥
ETURTRE 4
L P
] UATENOTE PENIKIMFUTETAN, i 4
Fuweeng Tro bl omies e v

Gambarajah 22 Skrin Senarai Rekod Kelayakan dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Kelayakan Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon — ,
Gambarajah 23 akan dipaparkan.

TRR A ERTPIRA KILRT AN

.

FA ]

HETE

Gambarajah 23 Skrin Kemaskini Maklumat Kelayakan Staf
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> Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 27 dan Gambarajah 28 akan dipaparkan.

Gambarajah 27 Pop Timbul Teruskan Hapusan

Gambarajah 28 Pop Timbul Hapusan Berjaya
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1027 8157 savs:

VAILLMAT FENLIBATAN ANDA TELAH BERGAYA TIDAFTAR

ook

Gambarajah 31 Pop Timbul Maklumat Penglibatan Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Maklumat Penglibatan yang telah ditambah.

Maklumat tersebut boleh dikemaskini. Sila klik ikon “- seperti yang ditandakan didalam
Gambarajah 32 untuk kemaskini.

B T reIovde pEY BERge

Fpar
=L < NQSTAF KA PROUER . PERANAN PENSLISATAN PROSES
...... ;*‘M;;. R
3 g
‘ Sy

Gambarajah 32 Skrin Senarai Rekod Kelayakan dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Penglibatan Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon
Gambarajah 33 akan dipaparkan.

NC SIAF

NAMS PROJEK

KATEGOR:

PERANAN DALAN PENGLIBATAN PRIIFK

TENMPOH PERSLIBATANISUL oM

Gambarajah 33 Skrin Kemaskini Maklumat Penglibatan Staf

Manual Pengguna Sistem Maklumat Bahagian ICT Page 4-13



4.0 Menggunakan Sistem (Pentadbir Sistem)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 37 dan Gambarajah 38 akan dipaparkan.

Gambarajah 37 Pop Timbul Teruskan Hapusan

10.37.8.151

P—
el 3 1oL BEYE

oK

Gambarajah 38 Pop Timbul Hapusan Berjaya
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memperbetulkan dan mengisi semula maklumat dan Pop Timbul seperti didalam
Gambarajah 41 akan dipaparkan:-

TSI TECESS

RAAST A8
WIARLUMAT BIEL sRiDrzE

Gambarajah 41 Pop Timbul Maklumat Sijil Profesional Staf Berjaya Didaftarkan

> Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon - seperti yang ditandakan didalam
Gambarajah 42 untuk kemaskini.
>
sl > hu STAF = HANS MM B TARIME SIHL ARJURAN 2 PROSES

Gambarajah 42 Skrin Senarai Rekod Sijil dan kon Kemaskini

> Anda boleh mengemaskini Semua Maklumat Rekod Sijil namun anda tidak dibenarkan

untuk mengemaskini No Staf. Selepas anda menekan ikon -, Gambarajah 43 akan
dipaparkan.

NO STAF

NAMA

TEMTLH KURSUS

TARHH SLUL BITERHGA

TERJURAN

Gambarajah 43 Skrin Kemaskini Maklumat Sijil Profesional S
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» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 47 dan Gambarajah 48 akan dipaparkan.

IRE7E 15 savs

GK

i
H
!

Gambarajah 48 Pop Timbul Hapusan Berjaya
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ST G ACT - oaes
13278151 aEYel

PEALT TMAAT SERIALCRANT AR TSE TR AL BED AiA TITATTAR
IALLAAT AENARIRalN ARNDA TTUAR BEFUAYA DIDATTAR

Gambarajah 51 Pop Timbul Maklumat Sijil Profesional Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 52 untuk kemaskini.

Gambarajah 52 Skrin Senarai Rekod Kemahiran dan lkon Kemaskini

> Anda boleh mengemaskini Semua Maklumat Kemahiran Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon =,
Gambarajah 53 akan dipaparkan.

& STAF

EDANTE REMAHIRAN

Gambarajah 53 Skrin Kemaskini Maklumat Kemahiran Staf
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» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 57 dan Gambarajah 58 akan dipaparkan.

10378150 says:

e
g X

i H i
5 OK | Canee.

i

Gambarajah 57 Pop Timbul Teruskan Hapusan

Gambarajah 58 Pop Timbul Hapusan Berjaya
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X

AT R AT e
W27 RIRL says

[ L]

o AR b ok 1 N ma e AN VA T £ ML 8 TV A LT A D
REAN_LMAT SUIVBAT GAN ANDA TILAH BERISYA DIDAFTAR

Gambarajah 61 Pop Timbul Makiumat Sumbangan! Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 62 untuk kemaskini.

T &L THREE RS TAREH AKHIR & PROSES

Gambarajah 62 Skrin Senarai Rekod Sumbangan dan lkon Kemaskini

» Anda boleh mengemaskini Semua Sumbangan Kemahiran Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon -,
Gambarajah 63 akan dipaparkan.

WO STAF e

BIOANDG KEMAHIRAN

Gambarajah 63 Skrin Kemaskini Maklumat SumbanganStaf
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4.0 Menggunakan Sistem (Pentadbir Sistem)
» Tekan butang

untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 67 dan Gambarajah 68 akan dipaparkan:-

10781 savs:

[ T,
ERLEdaN RARUEA

Gambarajah 68 Pop Timbul Hapusan Berjaya
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.3.1 Tambah Program

> Sila tekan butang Tambah Program didalam Menu Bantuan Teknikal seperti dalam
Gambarajah 71 dan skrin Tambah Program seperti didalam Gambarajah 72 akan

dipaparkan:-
2 Bantuan Telrikal
Gambarajah 71 Menu Profil Staf untuk Pentadbir Sistem
NAE PROGRAR
pegaspRaeEa T
PIRGARR . .
TARKH N LA
TR TRAT
W58 RERS

5% TRMAT

©ERANAN BALRK PROSIAM

STAF BERTANTR A0 RREE

Gambarajah 72 Skrin Tambah Rekod Sijil Profesional

> Anda perlu memenuhi ruang kosong yang disediakan untuk menambah rekod
program. Setelah selesai, sila klik butang atau untuk

memperbetulkan dan mengisi semula maklumat dan Pop Timbul seperti didalam
Gambarajah 73 akan dipaparkan:-

TO2TAAS sy

FAAFAA AN PROGRAM AL TELAR BER AV DIDASTAR

OK

Gambarajah 73 Pop Timbul Maklumat Program Berjaya Didaftarkan
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Setelah selesai mengemaskini maklumat, sila klik butang dan Pop Timbul
seperti didalam Gambarajah 76 akan dipaparkan.

2TBASRT yays!

SERSATINTD BERIAYA

DK
Gambarajah 76 Pop Timbul Kemaskini Berjaya
» Untuk menghapuskan rekod, sila klik ikon seperti yang ditandakan didalam
Gambarajah 77 untuk menghapus rekod.

~  PENGANIUR «  TARIKH MULA TARIKH TAMKE PROSES

]

Gambarajah 77 Skrin Senarai Maklumat Program dan lkon Hapus
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.4 Modul Bayaran Bahagian ICT

> Sila tekan butang Bayaran Bahagian ICT dan menu seperti dalam Gambarajah 81 dan
Statistik Maklumat Pembayaran seperti didalam Gambarajah 82 akan dipaparkan:-

ER Daflar Faranan Fengoeng

8-t ST

i Bavaran Baiaglan K7 ¢

Gambarajah 81 Menu Utama SMBI untuk Pentadbir Sistem

STATISTIK MAKLUMAT PEMBAYARAN

STATUSIBULAN JAaM FEB ER"IAR APRIL | MEY JUN SULY 0GOS SEPT OKT NOV  DEC  JUMLAH
.

§2:36% Al

STATUL/SUMBER

WANG
PERUNTUKAK FENGURUSAN - AMANAH PENDAPATAN PEMBANGUNAN PERNVELIDMAN TIADA PANJAR

Gambarajah 82 Statistik Maklumat Pembayaran
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4.0 Menggunakan Sistem (Pentadbir Sistem)

> Anda boleh melihat paparan Senarai Rekod Pembayaran yang telah ditambah.

Maklumat tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 86 untuk kemaskini.

¥ eCudapacpars Senrch

NAMS PEGANAL «  DIOKUMEK B AN TAHUGNAN PEVBAYARA & KATEGORE PEMBAYARAN - XLPMBER PERUNTUKAN PROSES

FELEARG FY
FENGELT o 3( B

Gambarajah 86 Skrin Senarai Maklumat Pembayaran dan Ikon Kemaskini

> Anda boleh mengemaskini Semua Maklumat Pembayaran namun anda tidak
dibenarkan untuk mengemaskini ID Pembayaran dan Nama Pegawai. Selepas anda

menekan ikon — , Gambarajah 87 akan dipaparkan.

0 PENBAVARAN
HAMA PEGAWA]
O RUYSUKAR

DOHUMEN FEMBAYARAN

TARIKY DOKUMEN

BULAK TAHUHAN PEMEAYARAN

TULIAN PERBAVARAK

KATEGUR PEMRAYARAN

SUMRER PERUNTURAN

SUMLAH PEMBAYARANRIG - ER

Gambarajah 87 Skrin Kemaskini Maklumat Pembayaran
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4.0 _Menggunakan Sistem (Pentadbir Sistem)

> Skrin Hapus Maklumat Kemahiran Staf akan dipaparkan seperti dalam Gambarajah
90.

LDKIMEN

TARIRH

SUMBLR PLRUNTUKAN

JUMLATE R

Gambarajah 90 Skrin Hapus Maklumat Program

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 91 dan Gambarajah 92 akan dipaparkan.

10278151 says;

TERLIAAN FAFLAENT

QK Carcs - [

Gambarajah 91 Pop Timbul Teruskan Hapusan

Gambarajah 92 Pop Timbul Hapusan Berjaya
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.5.1 Tambah Kontrak

> Sila tekan butang Tambah Kontrak didalam Menu Kontrak Bahagian ICT seperti
dalam Gambarajah 95 dan skrin Tambah Rekod Kontrak seperti didalam
Gambarajah 96 akan dipaparkan.

Gambarajah 95 Menu Profil Staf untuk Pentadbir Sistern

STAF BERTANCOUNGIAWAR

B PEROEEHAN

TANK

RILAS (KBS

FIEAH CAGARAN (I
TARH PERLIANBAN
TARKHWILA

TARKHE TAMAT

KATES o8 L oprhatesal i

KAMS PEMBEKAL

ALAMAT REIREKAL

Gambarajah 96 Skrin Tambah Rekod Kontrak
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4.0 Menggunakan Sistem (Pentadbir Sistem)

RARY PESAWAE

NG PEROLERAN

TASK KONTRAK

NILAL KORTRAK [R¥}

JUMLAR CAGARAN (U4}

TARMH PERSSHAAN

TLRKH ULA RONTRAR

TAHTEAH TAMAT RONTRAK

KATEGGRI ey —— -

NARS PEMBIKAL

ALAMAY PEMBEKAL

Gambarajah 99 Skrin Kemaskini Maklumat Kontrak

> Setelah selesai mengemaskini maklumat, sila klik butang dan Pop Timbul
seperti didalam Gambarajah 100 akan dipaparkan.

02T RS sayse

LERTAVEINE RIRIAA

OK

Gambarajah 100 Pop Timbul Kemaskini Berjaya

Manual Pengguna Sistem Maklumat Bahagian ICT Page 4-41



4.0 Menggunakan Sistem (Pentadbir Sistem)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 103 dan Gambarajah 104 akan dipaparkan.

10278151 says

i ¢ =

ESIIGHE R AT [E AN
TERLSAR FARUAANT

Gambarajah 104 Pop Timbul Hapusan Berjaya
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.6.1 Tambah Pelajar

> Sila tekan butang Tambah Pelajar didalam Menu Latihan Industri-Praktik seperti
dalam Gambarajah 107 dan skrin Pelajar seperti didalam Gambarajah 108 akan
dipaparkan.

Gambarajah 107 Menu Latihan Industri-Praktik untuk Pentadbir Sistem

FENVELIA

ND PELAJAR

MO KAD PERGENALAN

D NARA PELAJAR

NC TELEFON

ALsmat

HANAR INSTITUS]

NAMS RENGAJIAN

TUBASAN UTAMA

- TUBASAR TERPEMNGE
TAFIKE MULA

TARKH ARHIR

BHiT

Gambarajah 108 Skrin Tambah Pelajar
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4.0 Menggunakan Sistem (Pentadbir Sistem)

LIARA PEBSWR!

KQ PELAJSR

NO KAD PENGENALAN

NAMA PEL&JAR RS

KO TILEFOR

ALAMKT

HAMA NETITUS!

NARA FENSAISH

TUSRSAN LTALS

TURATAN TERFIRING]

TARIKH M A

TARIKE AKRIR

LT

Gambarajah 111 Skrin Kemaskini Maklumat Pelajar

> Setelah selesai mengemaskini maklumat, sila klik butang dan Pop Timbul
seperti didalam Gambarajah 112 akan dipaparkan.

10.27.8.151 savs:

SR BERIAYA

QK

Gambarajah 112 Pop Timbul Kemaskini Berjaya
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4.0 Menggunakan Sistern (Pentadbir Sistemn)

» Tekan butang
Gambarajah 115 dan Gambarajah 116 akan dipaparkan.

%

FHISL save

(63

ic.

]

=2

WAL FARLEANT

FADUSAN BERIAVA

Gambarajah 116 Pop Timbul Hapusan Berjaya

untuk menghapus rekod dan Pop Timbul seperti didalam

Page 4-49
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4.0 Menggunakan Sistern (Pentadbir Sistem)

» Anda perlu memenuhi ruang kosong yang disediakan untuk menambah aktiviti.

Setelah selesai, sila klik butang - atau untuk memperbetulkan
dan mengisi semula maklumat dan Pop Timbul seperti didalam Gambarajah 119 akan
dipaparkan.

Gambarajah 119 Pop Timbul Maklumat Aktiviti Berjaya Didaftarkan

> Anda boleh melihat paparan Senarai Rekod Aktiviti yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 120 untuk kemaskini.

LOKAS:

ViTL AT

SN ESYIERYT BARAGIALICT

Gambarajah 120 Skrin Senarai Rekod Aktiviti dan Ikon Kemaskini

» Anda boleh mengemaskini Semua Rekod Aktiviti namun anda tidak dibenarkan untuk

mengemaskini Bilangan. Selepas anda menekan ikon =, Gambarajah 4.121 akan
dipaparkan.
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Skrin Daftar Kehadiran Pelajar akan dipaparkan seperti dalam Gambarajah 124.

={i M H %
NEMA AKTITH MELAWAT BIL K SERVER
TARIKHE MULA : 20170402
TARIKR AKHR 2617-06.07
MASA MULA
BUASA TAMAT
LOKAS LiTh PALAN
NO FELAIAR
¥
Gambarajah 124 Skrin Daftar Kehadiran Pelajar
> Anda harus memasukkan No Pelajar dan klik pada butang . Gambarajah 125

akan dipaparkan:- .

NAMAPE‘.AJ:\F{ T MA RDODHIATUL AMTMAH PHOR YAZID
— R
Gambarajah 125 Skrin Daftar Pelajar
> Seterusnya, anda perlu klik pada butang untuk mendaftar pelajar tersebut

dan Pop Timbul seperti Gambarajah 126 akan dipaparkan.

TLZTAST says:

erires Xzsin Wekloret Telsh Diasfiar

Gambarajah 126 Pop Timbul Maklumat Telah Didaftarkan
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4.0 Menggunakan Sistem (Pentadbir Sistem)

> Tekan butang

untuk menghapus rekod dan Pop Timbul seperti didalam

Gambarajah 129 dan Gambarajah 130 akan dipaparkan.

)

EF A - v i R PN B
10275001 sayer

4

RN LEA T T T
IRUELAN AR AT

DK Zacoe

Gambarajah 129 Pop Timbul Teruskan Hapusan

OK

|

Gambarajah 130 Pop Timbul Hapusan Berjaya
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4.0 Menggunakan Sistem (Pentadbir Sistem)

O STAF ~ NAMS

AT PENGENALAN GRED GAt voOUNET NO. TELEFON - TRISES

Gambarajah 133 Skrin Jana Laporan Profil Staf ICT

> Anda boleh melihat paparan mengenai maklumat Profil Staf ICT. Sila kiik ikon Ei
seperti yang ditandakan didalam Gambarajah 134 untuk melihat skrin Skrin Paparan

Senarai Rekod Staf Secara Individu seperti dalam Gambarajah 135.

A pLrpEle Sew b

NO STAF - KA R KAD PERGENALAN GRED GAY 212443 ¢ NGLTELEFON o L PROSES

R

sezE7s vy L1 T PERTACEIRAL | ensessgs (\}

Gambarajah 134 Skrin Paparan Senarai Rekod Staf Secara Individu
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4.0 Menggunakan Sistem (Pentadbir Sistem)

LADCERAE WIINN ARSI

B RANA TARIKH MULA TARKH AKHIR PERANAN

73588 s

Gambarajah 136 Skrin Paparan Laporan Keseluruhan Profil Staf ICT dan lkon Cetak

> Anda juga boleh melihat Laporan Staf Mengikut Bidang Kemahiran. Klik butang Jana
Laporan Staf Mengikut Bidang Kemahiran seperti yang ditandakan dalam
Gambarajah 137 dan dan Skrin Jana Laporan Profil Staf ICT mengikut Bidang

Kemahiran seperti dalam Gambarajah 138 akan dipaparkan. Anda boleh mencetak

laporan tersebut dengan hanya klik pada ikon = .

R G )

M STAF ~ NARA o o BGL KAR PENGENALAN GRED GAg

Gambarajah 137 Skrin Jana Laporan Profil Staf ICT dan butang Jana Laporan Staf Mengikut Bidang Kemahiran
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4.0 Menggunakan Sistem (Pentadbir Sistem)

LAPDSAN SENALAI STAF MENGIKUT 818

F OGRS T

SiHL PROFESIONAL KO STAF NAMA

Gambarajah 140 Skrin Jana Laporan Profil Staf ICT mengikut Sijil Profesional

» Anda juga boleh melihat Laporan Staf ICT Secara Keseluruhan. Klik butang Jana
Laporan Staf ICT Secara Keseluruhan seperti yang ditandakan dalam Gambarajah
141 dan dan Skrin Jana Laporan Staf ICT Secara Keseluruhan seperti dalam

Gambarajah 142 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon = .

¥ . pevoria par page

. PRASES

N STAF - NAMA §H KAD PONGENALAN TRED GA

14730

Gambarajah 141 Skrin Jana Laporan Profil Staf ICT butang Jana Laporan Staf ICT Secara Keseluruhan
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4.0 _Menggunakan Sistem (Pentadbir Sistem)

o et Sem

B $TAF BERTANSPUNGIANAE  SROTES
= RARRRUERAN LKA R FROIRAM 4 <

P NI

Gambarajah 144 Skrin Senarai Maklumat Program

> Anda boleh melihat paparan mengenai Senarai Maklumat Program. Sila klik ikon —
seperti yang ditandakan didalam Gambarajah 145 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Program Bahagian ICT seperti dalam Gambarajah 146.

Seamh
: STAF PROSES §
LOKAK PROGRAM i FENGANSIR o | DERTANGGUNGIARSE  ~ -
CIE. 26 QRN S EARRGLLANFFY T ALTEAN & JULEIR RURADRT LOHEDR LEA f;{_ }

Thoevg il of? onties

Gambarajah 145 Skrin Senarai Maklumat Program dan lkon Maklumat Lanjut

Ir.\:,.e;m.& ?ROGRAI’\A‘ ' REWANG BUBUR LAMBUK 2017

PENGANIUR 1 | BAHACIAN PENTADBIRAN & SUMBER JJANUEA

AR ULA 4 e SOV s Ao D o S
TARISH TAMAT

wAsAMULA

MASA TAMAT

[ 2T B
PERANAN DALAN PRUGRAN o ASK REWARG
STAF BRTSNGGUNG.AWAR : NURA BINTI MOHD THALRS

Gambarajah 146 Skrin Maklumat Lanjut Program Bahagian ICT
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.7.3 Jana Laporan - Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT didalam Menu Jana Laporan seperti dalam
Gambarajah 149 dan skrin Senarai Maklumat Pembayaran seperti didalam
Gambarajah 150 akan dipaparkan.

SEE mpee | e

SE pra Laporar

Gambarajah 149 Menu Jana Laporan untuk Pentadbir Sistem

BiL | HOMBOR DOKUMEN TARIKH BULAN TAHUNAN BATEGOR! SUBMBER PROSES

N PERCLEHAN | NAMS PEGAYA! PEVRAYARAN DTRUMEN FEMBAYARAN T FEVBAYARAN - PERUNTUKSN
) HrTIT WezdT TRACT WROTEMGIR R s

FIMT TR APLIARLT - FENDATATAN

PELGAARAN 57050 Y5-I003% TESTEL, AFUSAR FTUBANCTUNAN

Gambarajah 150 Skrin Senarai Maklumat Pembayaran

» Anda boleh melihat paparan mengenai Senarai Maklumat Pembayaran. Sila klik ikon —
seperti yang ditandakan didalam Gambarajah 151 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Bayaran Bahagian ICT seperti dalam Gambarajah 152.
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4.0 Menggunakan Sistem (Pentadbir Sistem)

iz T felous oo

] L TAR SULAN TAHUNAN

SURARER PROSES
RULUKAK RARKL FEGAMA > XEE v DORU PEMDAVARAN 5 3

Gambarajah 153 Skrin Jana Laporan Pembayaran dan butang Jana Laporan

A [ £ R

NOMBOR DOBULEN TARHYH BULAN TAHUNAN TUJUAN KATEGORI SUMBE
L PERDLEHAN NANA PEGAWAL FENBAYARAN DOKUMEN  PEMBAYARAN PEMBAYARAN PEMBAYARAN PERUN

ZINTIYAH 2047480

RARTRUKT U=

e

Wil

e

Gambarajah 154 Skrin Senarai Pembayaran Bahagian ICT
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4.0 Menggunakan Sistem (Pentadbir Sistem)

Search:

RILAHRM:  TARKH PERISNJIAN PROSES
} RAHA FEREEKAL

GED AT

Gambarajah 157 Skrin Senarai Maklumat Kontrak dan Ikon Maklumat Lanjut

NERA PROANA | RASHIDAR BINT: YA

ROLEHAN

o TESTING TAJURKONTRAX
RN

CACURAN

TARKH PERISNSAN

TARH RULA

B ;

TEMPON . ipauian
e e

HSHA PEMBEKAL o SEE MARR
ALANIC PEMECKAL  PUNCAK RLAM

BTATUS - BERKUATKUASA :

Gambarajah 158 Skrin Maklumat Lanjut Kontrak Bahagian ICT

> Anda juga boleh melihat Laporan Kontrak. Klik butang Jana Laporan Kontrak seperti
yang ditandakan dalam Gambarajah 159 dan Skrin Senarai Kontrak Bahagian ICT

seperti dalam Gambarajah 160 akan dipaparkan. Anda boleh mencetak laporan

tersebut dengan hanya klik pada ikon = .

Manual Pengguna Sistem Maklumat Bahagian ICT Page 4-69



4.0 Menggunakan Sistem (Pentadbir Sistem)

4.7.5 Jana Laporan — Latihan Industri-Praktik

> Sila tekan butang Latihan Industri-Praktik didalam Menu Jana Laporan seperti dalam
Gambarajah 161 dan Senarai Rekod Staf Secara Individu seperti didalam
Gambarajah 162 akan dipaparkan.

wdadn-Pr

Gambarajah 161 Menu Jana Laporan untuk Pentadbir Sistermn

MAMA PELAJAR HOTELEFCN . PROSES

z

Gambarajah 162 Skrin Jana Laporan Pelajar Latihan Industri-Praktik

» Anda boleh melihat paparan mengenai Senarai Maklumat Pelajar Latihan Praktik

Secara Individu. Sila klik ikon - seperti yang ditandakan didalam Gambarajah 163
untuk melihat skrin Skrin Paparan Laporan Pelajar Latihan Praktik (Nama Pelajar)

seperti dalam Gambarajah 164 dan anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon =
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Anda juga boleh melihat Laporan Pelajar Praktik Keseluruhan. Klik butang Laporan
Pelajar Praktik Keseluruhan seperti yang ditandakan dalam Gambarajah 165 dan dan
Skrin Jana Laporan Profil Staf ICT mengikut Bidang Kemahiran seperti dalam

Gambarajah 166 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya Kiik pada ikon =

NOPELAJAR * NG KADPENGEHALAN NAMA PELAJAR MO TELEFDOR © PRDSES

5011

TATCAAR

Gambarajah 165 Skrin Jana Laporan Pelajar Latihan Industri-Praktik dan butang Laporan Pelajar Praktik

Keseluruhan
N DELAJAR: TRIGRH KRILA
N KAL PENGENALAN ¢ TARIKH AKHIR ¢ NI
NANA FELAJAR @ LNET ¢
K. TUSASAN TERPERINGE FILA

ALARRT ¢ LS PENYELIA

THGASAK UTBNA: PELBAMGLN e SETER BTATUS Terl TR

5 ASRA] AKHITE VARG TELAR SRV e

Bit BAME AKTRATE TARIRH REHLA TARIKH AKHIR MASA NULA | BASA TAMAT

TEATa255

Gambarajah 166 Skrin Jana Laporan Pelajar Latihan Industri-Praktik Keseluruhan
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.8 Cetak Statistik

> Sila tekan butang Cetak Statistik dan menu seperti dalam Gambarajah 169 dan
senarai Senarai Cetak Statistik Mengikut Modul seperti didalam Gambarajah 170
akan dipaparkan.

Dater Feranan Pengiura

{y‘j:r« o de Mgt i TNT
aelrsk BEzhanian
L Y bl qin gl Ve 0k
£ Leiihan indosir-Foaiik
i Jgna Lappran
-
| BTk et

Gambarajah 169 Menu Utama SMBI untuk Pentadbir Sistem

CETAK STATISTIK MENGIKUT MODUL

Gambarajah 170 Cetak Statistik Mengikut Modul

Manual Pengguna Sistem Maklumat Bahagian ICT

Page 4-75



4.0 Menggunakan Sistem (Pentadbir Sistem)

4.8.2 Cetak Statistik — Modul Bantuan Teknikal

> Sila tekan butang Modul Bantuan Teknikal didalam Skrin Cetak Statistik seperti
dalam Gambarajah 173 dan Senarai Statistik Bantuan Teknikal seperti didalam

Gambarajah 174 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon .

CETAK STATISTIK MENGIKUT MODUL

Gambarajah 173 Cetak Statistik Mengikut Modul dan butang Modul Bantuan Teknikal

STATISTIN MAKLU REMGHUT BULAN
| STATUS/BULAN JAN  FEB  MAR  AFRL WMED JUN JULY falelsl) SEPT OKT  NOV  DEC  JUMLAHIRM}

R

Gambarajah 174 Skrin Laporan Statistik Bantuan Teknikal
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.8.4 Cetak Statistik — Modul Kontrak Bahagian ICT

» Sila tekan butang Modul Kontrak Bahagian ICT didalam Skrin Cetak Statistik seperti
dalam Gambarajah 177 dan Senarai Statistik Kontrak Bahagian ICT seperti didalam

Gambarajah 178 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon

CETAK STATISTIK MENGIKUT MODUL

i ——————————

Gambarajah 177 Cetak Statistik Mengikut Modul dan butang Modul Kontrak Bahagian ICT

STATISTIK MAKLUMAT KONTRAK

STAIKETEGOR! SISTER AFLIKASE PERKHEBMA’:’A;& iT INFRASTRUKTUR T

4 1

ALEGD 69 L5400

STKATEGCR! SISTER AFLIKASL PERKHIDIATAN IT INFRASTRUKTUR iT
E 5 1 1

Btz dsarak pats 0 A0

Gambarajah 178 Skrin Laporan Statistik Kontrak Bahagian ICT

JUMLAH

JUMLAH
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4.0 Menggunakan Sistem (Pentadbir Sistem)

4.9 Parameter

> Sila tekan butang Parameter dan menu seperti dalam Gambarajah 181.

Gambarajah 181 Menu Utama SMBI untuk Pentadbir Sistem

4.9.1 Parameter — Jenis Sumber Peruntukan
» Sila tekan butang Jenis Sumber Peruntukan didalam Menu Parameter seperti dalam

Gambarajah 182 dan skrin Tambah Sumber Perutukan seperti didalam Gambarajah
183 akan dipaparkan.

Gambarajah 182 Menu Parameter untuk Pentadbir Sistem
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Tekan butang untuk mengemaskini rekod dan Pop Timbul seperti didalam
Gambarajah 186 dan Gambarajah 187 akan dipaparkan.

02TEAET savs

Tarinkan pigees

OK Canoat

Gambarajah 186 Pop Timbul Teruskan Proses

0273151 savs:

TELAH BERIAYA DIREMASEN

QK

Gambarajah 187 Pop Timbul Maklumat Berjaya Dikernaskini

4.9.2 Parameter — Kategori

» Sila tekan butang Kategori didalam Menu Parameter seperti dalam Gambarajah 188

dan skrin Tambah Sumber Perutukan seperti didalam Gambarajah 189 akan
dipaparkan.

¥

Gambarajah 188 Menu Parameter untuk Pentadbir Sistem
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4.0 Menggunakan Sistem (Pentadbir Sistem)

> Tekan butang untuk mengemaskini rekod dan Pop Timbul seperti didalam
Gambarajah 192 dan Gambarajah 193 akan dipaparkan.

WETE5T snve

Terurkan proseed

GK Lance!

Gambarajah 192 Pop Timbul Teruskan Proses

027 857 sove

TELAM BERIAYS LIERASKE NI

OK

Gambarajah 193 Pop Timbul Maklumat Berjaya Dikemaskini

4.9.3 Parameter —~ Penganjur

» Sila tekan butang Penganjur didalam Menu Parameter seperti dalam Gambarajah 194
dan skrin Tambah Penganjur seperti didalam Gambarajah 195 akan dipaparkan.

Gambarajah 194 Menu Parameter untuk Pentadbir Sistemn
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4.0 Menggunakan Sistem (Pentadbir Sistem)

> Tekan butang untuk mengemaskini rekod dan Pop Timbul seperti didalam
Gambarajah 198 dan Gambarajah 199 akan dipaparkan.

2T A5 sovs

Tk et

OK Cancel

Gambarajah 198 Pop Timbul Teruskan Proses

TOZ7EBARY savs

TELAM BERIAA LIERATIIN

OK

Gambaraja"h 199 Pop Timbul Maklumat Berjaya Dikemaskini

4.9.4 Parameter — Jenis Kelayakan

» Sila tekan butang Jenis Kelayakan didalam Menu Parameter seperti dalam
Gambarajah 200 dan skrin Tambah Jenis Kelayakan seperti didalam Gambarajah

201 akan dipaparkan.

Gambarajah 200 Menu Parameter untuk Pentadbir Sistem
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4.0 Menggunakan Sistem (Pentadbir Sistem)

» Tekan butang untuk mengemaskini rekod dan Pop Timbul seperti didalam
Gambarajah 204 dan Gambarajah 205 akan dipaparkan.

0K E g

Gambarajah 204 Pop Timbul Teruskan Proses
10278151 savs:

TELAN BERIAYA LEERAMINI

oK

Gambarajah 205 Pop Timbul Maklumat Berjaya Dikemaskini
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.1

5.

>

MENGGUNAKAN SISTEM (KETUA BAHAGIAN ICT)

Setelah anda selesai log masuk, akan dapat melihat paparan Dashboard sebagai Ketua
Bahagian ICT seperti dalam Gambarajah 206.

Fy ST DL DL S R v

o
A SISTEM MAKLUMAT BAHAGIAN ICT

SAJUDIN B SAMAD

ke, Rl oah s R LE Pl it an

Gambarajah 206 Skrin Dashboard Ketua Bahagian ICT

Profil Staf ICT

Sila tekan butang Profil Staf ICT seperti dalam Gambarajah 207 dan Statistik Profil
Staf ICT seperti didalam Gambarajah 208 akan dipaparkan:-

= Bavorar Behagior 10T <
L Korirak Babaglen 107
o8 Larian ndusti-Prabdk <

= Jars Laporen

& ate) Datiztik

& arud Pergoune

Gambarajah 207 Menu Utama SMB/ untuk Ketua Bahagian ICT
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.3 Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT seperti dalam Gambarajah 211 dan Statistik
Maklumat Bayaran Bahagian ICT seperti didalam Gambarajah 212 akan dipaparkan.

R SR

rarar Babogiar L7

il
b

8% Latibar mdusti-Praitik

o

= lana Laporan

= siak Satistik

Gambarajah 211 Menu Utama SMBI untuk Ketua Bahagian ICT

STATISTIK MAKLUMAT PEMBAYARAN

STATUSIBULAN JEN FEB RIGR APRIL BEL UK JULY jalciets] SERT OKT NOV DEC SURLAR{RM)

zh 2 4 1 ; - - 1 5416

13400 . 12z - : - 708 s oo 7T

N

STATUS/BUMBER FERUNTUKAR PENGURUSAN  AMANAH PERDAPATAN  PEMBAKGUNAN | PENYELIDIKAN  TiADA& CWARG PANJAR  JUMLARIRN)

3 . . z : 1 B £

Gambarajah 212 Statistik Maklumat Program Bantuan Teknikal
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.5 Latihan Industri-Praktik

» Sila tekan butang Latihan Industri-Praktik seperti dalam Gambarajah 215 dan
Statistik Maklumat Kontrak Bahagian ICT seperti didalam Gambarajah 216 akan

dipaparkan.
<
<
Gambarajah 215 Menu Utama SMBI untuk Ketua Bahagian ICT
STATISTIK BiL PELAJAR U_PRAKTIK MENGIKUT UNIT & AKTIF
STATUSANGT SISTEM APLIKASE PERKHIDMEATANIT INFRAS TROKTUR [T URIT PENTADBIRAN MURMLAK

BETIF - R i

Gambarajah 216 Statistik Maklumat Pelajar Praktik Mengikut Unit dan Akrif
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

NO 5TaF ~ NAMA KD, KAD PEMGINALAN &

Gambarajah 219 Skrin Jana Laporan Profil StafICT

> Anda boleh melihat paparan mengenai maklumat Profil Staf ICT. Sila klik ikon =
seperti yang ditandakan didalam Gambarajah 220 untuk melihat skrin Skrin Paparan

Senarai Rekod Staf Secara Individu seperti dalam Gambarajah 221.

- GRED GAd UNIT

Gambarajah 220 Skrin Paparan Senarai Rekod Staf Secara Individu
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

LAPORAN SUMRAN ZAN STAT

248 WARW TAFH REHLA TARK: AKHIK PERANAN

= s A

Gambarajah 222 Skrin Paparan Laporan Keseluruhan Profil Staf ICT dan lkon Cetak

> Anda juga boleh melihat Laporan Staf Mengikut Bidang Kemahiran. Klik butang Jana
Laporan Staf Mengikut Bidang Kemahiran seperti yang ditandakan dalam
Gambarajah 223 dan dan Skrin Jana Laporan Profil Staf ICT mengikut Bidang

Kemahiran seperti dalam Gambarajah 224 akan dipaparkan. Anda boleh mencetak

laporan tersebut dengan hanya kiik pada ikon = 4

e e

NO 5738 ~ NAWA RO KAD PENGENALAN GRED GAJ L UNT NO. TELEFCN PROSES

SETS7E . i

FX

Gambarajah 223 Skrin Jana Laporan Profil Staf ICT dan butang Jana Laporan Staf Mengikut Bidang
Kemabhiran '
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

SHIL PROUFESIONAL

LAPOGRAN SENARAL GTAF MENGEUT SILL FRICHE

2]

INAL

NO STAF

KAMA

N
>

WO RTAT

Gambarajah 226 Skrin Jana Laporan Profil Staf ICT mengikut Sijil Profesional

Anda juga boleh melihat Laporan Staf ICT Secara Keseluruhan. Kiik butang Jana
Laporan Staf ICT Secara Keseluruhan seperti yang ditandakan dalam Gambarajah
227 dan dan Skrin Jana Laporan Staf ICT Secara Keseluruhan seperti dalam

Gambarajah 228 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon !

TSRO P LRge

.. GRED GAH

-

Hama UNIT

=

Gambarajah 227 Skrin Jana Laporan Profil Staf ICT butang Jana Laporan Staf ICT Secara Keseluruhan
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

Bt STAF BERTALDTMNGIAWAZ  FROSES
- RAMAFOIERAR T LRSI ATIRA PERCARER 5

Gambarajah 230 Skrin Senarai Maklumat Program

» Anda boleh melihat paparan mengenai Senarai Maklumat Program. Sila klik ikon =
seperti yang ditandakan didalam Gambarajah 231 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Program Bahagian ICT seperti dalam Gambarajah 232.

S S 2z

SEAF
JSRAM r PENGANIUR v BERTANGGUNGIAWAR
5 ¢ PERTALDI AN & JUNBER BURA B 0
i bera B

el of D enines

Gambarajah 231 Skrin Senarai Maklumat Program dan lkon Maklumat Lanjut

D PROGRAM 1]

N&RAS PROGRAM RE&‘QANG BUBUR LAMBUK 2617

LOKAS: PROSRANK . BANGUNANFF1

PENGANIUR T BAHAGIAN FENTADBIRAN & SURMBER MANUSIA
E— s :., .zm,?,‘os;r;.; s e s o o .
TARIKH TAMAT T RT08.07

WASANULS :V £‘3E;G‘C;:‘)B »

SGASA TAWAT PO e} Jec )

PERAKAN DALAK PROGRAY T AJK BEWANG

STAF BRIANGGUNGJAWRE T NURA BINTI MOHD THALHA

i At ]

Gambarajah 232 Skrin Maklumat Lanjut Program Bahagian ICT
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.6.3 Jana Laporan — Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT didalam Menu Jana Laporan seperti dalam
Gambarajah 235 dan skrin Senarai Maklumat Pembayaran seperti didalam
Gambarajah 236 akan dipaparkan.

Gambarajah 235 Menu Jana Laporan untuk Ketua Bahagian ICT

T TS U Pend Foaeth,

BiL KOMBECR DOKUMEN TARIKH BULAN TAHUNAK KATEGORE SUWBER PROSES
4 PERCLEHAN = NARMA PEGAWA! PEMBLYARAN . DOKUMEN FEMBAYARAN - PEMBAYRRAN PERUNTUKAR Ed

PAIEESR ] OR-ZOTT ETRIKIUS FEN

Gambarajah 236 Skrin Senarai Maklumat Pembayaran

» Anda boleh melihat paparan mengenai Senarai Maklumat Pembayaran. Sila kiik ikon =
seperti yang ditandakan didalam Gambarajah 237 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Bayaran Bahagian ICT seperti dalam Gambarajah 238.
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

BULAN TAHUNEN KATEGOR: SUREZR
+ LOKINEN PEMBATAAN PEMBATARIN PEKISAYARAS ¢ PERUNTUKAN
: WFFARTRUTIR OT  FLYEARTUASK
B D5 Rk FEVELTIRAY &
IFTASTRATUR 15T FEBAOS AN
]

NOMBOR DOBUNMEN TARIKH BULAR TAHUNAN TUSUAN KATEGORI SUMBE
BL PERDLEHAN NAKIA PEGAWA FEMBAYARAN DOKUMEN  PEMBAYARAN PEMBAYARAN PEMBAYARAN PERUN
H 74 TN
& 77
3 &1 975017

&3

Gambarajah 240 Skrin Senarai Pembayaran Bahagian ICT
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

S NG PERCLEEAN HNILAHRRE  TARGCH PERJANMAN
- FAAK <

Gambarajah 243 Skrin Senarai Maklumat Kontrak dan lkon Maklumat Lanjut

HARS PEGAWAL o RASHIDAH BINT YAH

TESTING AU KOKTRAK

FRLA

SMLAH TaGARR
THRIKH PERSANJAN

TARIKH BUES
TARIKH TA05T
TEMRER i _GEULAN

K& x4 ¢ SSTEMAPLIKAS

A PERSS SEG! A2
ALAM R e A
STATUS © BERKUATKUASA

" Waldureat sl B B ldun 2017

Gambarajah 244 Skrin Makiumat Lanjut Kontrak Bahagian ICT

> Anda juga boleh melihat Laporan Kontrak. Klik butang Jana Laporan Kontrak seperti
yang ditandakan dalam Gambarajah 245 dan Skrin Senarai Kontrak Bahagian ICT

seperti dalam Gambarajah 246 akan dipaparkan. Anda boleh mencetak laporan

tersebut dengan hanya klik pada ikon -
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.6.5 Jana Laporan — Latihan Industri-Praktik

» Sila tekan butang Latihan Industri-Praktik didalam Menu Jana Laporan seperti dalam

Gambarajah 247 dan Senarai Rekod Staf Secara Individu seperti didalam
Gambarajah 248 akan dipaparkan.

#E Jera Laporen N

Gambarajah 247 Menu Jana Laporan untuk Ketua Bahagian ICT

o LUl e PRED

NOPSLASAR NG KAL PENGENALAN NEMAPELRIAR HD TELEFCN & PROSES

Gambarajah 248 Skrin Jana Laporan Pelajar Latihan Industri-Praktik

» Anda boleh melihat paparan mengenai Senarai Maklumat Pelajar Latihan Praktik

Secara Individu. Sila klik ikon = seperti yang ditandakan didalam Gambarajah 249
untuk melihat skrin Skrin Paparan Laporan Pelajar Latihan Praktik (Nama Pelajar)

seperti dalam Gambarajah 250 dan anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

> Anda juga boleh melihat Laporan Pelajar Praktik Keseluruhan. Klik butang Laporan

Pelajar Praktik Keseluruhan seperti yang ditandakan dalam Gambarajah 251 dan dan

Skrin Jana Laporan Profil Staf ICT mengikut Bidang Kemahiran seperti dalam

Gambarajah 252 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon L& |

HO PELAJAR * NOKAD PENGENALAN NAMA PELAJAR 3 ND TELEFDN

BTREALIEELL 483247212

* PROSES

Gambarajah 251 Skrin Jana Laporan Pelajar Latihan Industri-Praktik dan butang Laporan Pelajar Praktik

Keseluruhan
MO PTLAJAR ¢ TRRIRH BRILA ¢ 2085161
ND KAE FENGENALAN @ TARIKH AKHIR @
NAMS PELAMR UNIT
MO TELEFON TUSASAN TERPIRINGE: TER AKTY
BEBIERT 5 FENYELIAL PR RDHD THELHA
TUGHSAN UTAMA: ITAYUS:
SENARAL AKTIATE YALS TELAR £V IATHEL DLEH
BiL KARA AKTHRTE TARBH MULA TARIKH AKHIR MASAMULA . KASA TAMAT
1 TECHNDLLS .

Gambarajah 252 Skrin Jana Laporan Pelajar Latihan Industri-Praktik Keseluruhan
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.7 Cetak Statistik

» Sila tekan butang Cetak Statistik dan menu seperti dalam Gambarajah 255 dan
senarai Senarai Cetak Statistik Mengikut Modul seperti didalam Gambarajah 256
akan dipaparkan.

P Stgt T ¢
2= Bartuar Tabriiml <

e

& Cetok Stz

Gambarajah 255 Menu Utama SMBI untuk Ketua Bahagian ICT

CETAK STATISTIK MENGIKUT MODUL

Gambarajah 256 Cetak Statistik Mengikut Modul
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.7.2 Cetak Statistik — Modul Bantuan Teknikal

S
>

Sila tekan butang Modul Bantuan Teknikal didalam Skrin Cetak Statistik seperti
dalam Gambarajah 259 dan Senarai Statistik Bantuan Teknikal seperti didalam

Gambarajah 260 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon

CETAK STATISTIK MENGIKUT MODUL

SR A s B B e

Gambarajah 259 Cetak Statistik Mengikut Modul dan butang Modul Bantuan Teknikal

ETATETIK BAKLULIAT PROGRAM MENGIKUT BULAN

STATUSBULAN SaN FEB MAR APRIL ME! Jun SULY oGas SEPT ORT NOV DEC JUMLAHIRM}

[

i

Gambarajah 260 Skrin Laporan Statistik Bantuan Teknikal
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5.0 Menggunakan Sistem (Ketua Bahagian ICT)

5.7.4 Cetak Statistik — Modul Kontrak Bahagian ICT

> Sila tekan butang Modul Kontrak Bahagian ICT didalam Skrin Cetak Statistik seperti
dalam Gambarajah 263 dan Senarai Statistik Kontrak Bahagian ICT seperti didalam

Gambarajah 264 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon =4

CETAK STATISTIK MENGIKUT MODUL

&
Gambarajah 263 Cetak Statistik Mengikut Modul dan butang Modul Kontrak Bahagian ICT
STATISTIK MAKLUMAT KONTRAK

STAKATEGURS S{ZTEM AFLIKESE PERKBEIDMATAK {7 : {NFRASTRUKTUR‘EI‘;M. JUMLAH
2l 4 1 4

RS R ATEEOD 2300404
STAMATEGURS SISTEM ABLIKESI PERMKIDMATAN IT o INFRESTRUKTURIT JUMLAR
EAi8 3 3 1

JLIC0.00 LALEA G0

R o prss (heun-30

Gambarajah 264 Skrin Laporan Statistik Kontrak Bahagian ICT
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6.0 Menggunakan Sistem (Ketua Unit)

6.0 MENGGUNAKAN SISTEM
(KETUA UNIT)
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6.0 Menggunakan Sistem (Ketua Unit)

STATISTIK PROFIL STAF ICT

SSTER A LIKES PERMHISMATAN ICT INFRASTRUKTUR (CT PENTATIBIRAN AREAR
STATUSKELATAKAN SEAL s DIFLOMA DEGRES HMASTER FHE SUMLAH
oL

Gambarajah 269 Statistik Profil Staf ICT

6.2 Bantuan Teknikal

» Sila tekan butang Bantuan Teknikal seperti dalam Gambarajah 270 dan Statistik
Maklumat Program Bantuan Teknikal seperti didalam Gambarajah 271 akan

dipaparkan:-

B Peofil S127 107

f 5= Eartuan Tehrikol ¢

i -
& Korieak Eshoglar 107
5 Lotikon nduset-Prakih
#22 Jang Lapotan
& Cetak Seatisil
& mrual B
# Logoud

Gambarajah 270 Menu Utama SMBI untuk Ketua Unit
STATISTIK MAKLUMAT PROGRAM
ETRTUSRULEN SN FER BAT APR MED Risi JUL fnleind 3= GKY KOV DIE JUNLAH

Gambarajah 271 Statistik Maklumat Program Bantuan Teknikal
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6.0 Menggunakan Sistem (Ketua Unif)

» Anda boleh melihat paparan Senarai Rekod Program yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila kiik ikon - seperti- yang ditandakan didalam
Gambarajah 275 untuk kemaskini.

OFROGRAR » RAM TARERH RWLA

Gambarajah 275 Skrin Senarai Rekod Program dan Ikon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Program namun anda tidak dibenarkan

untuk mengemaskini ID Program. Selepas anda menekan ikon = , Gambarajah 276
akan dipaparkan.

10 PROGRARM

NARA PRALGRAR
LOKASE PROGRAN

SENGANIUR

TRRIEH RILA

ARG TANAT

HAABA WULA

PANRA TANKT

PERARAN BAlAN PROGOARM

STAF BERIANGEUREIAWAS

Gambarajah 276 Skrin Kemaskini Maklumat Program Bantuan Teknikal
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6.0 Menggunakan Sistem (Ketua Unit)

PROGRIM

PENSANIGR

TERKE MILA

TARIHE THMAT

HASE WULA

MESA TANAT

ve DaLakd ©

STAF BERTANZGUNGIRWAL

Gambarajah 279 Skrin Hapus Maklumat Program

S

» Tekan butang - untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 280 dan Gambarajah 281 akan dipaparkan.

10278151 save

oK Carcs

Gambarajah 280 Pop Timbul Teruskan Hapusan

Y

[}

Gambarajah 281 Pop Timbul Hapusan Berjaya
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6.0 Menggunakan Sistem (Ketua Unit)

6.3.1 Tambah Bayaran

» Sila tekan butang Tambah Bayaran didalam Menu Bayaran Bahagian ICT seperti
dalam Gambarajah 284 dan skrin Tambah Rekod Pembayaran seperti didalam
Gambarajah 285 akan dipaparkan:-

Gambarajah 284 Menu Profil Staf untuk Ketua Unit

FEGHNAIBERTARGTINS AT

ZUMER
BERUL RSN

108 R

Bl B TARIAN PEMERERAN + fuian ¥ [Tahun

Tejuny

EATEGOR!

& TBIE PERTURR Y

RLAY

Gambarajah 285 Skrin Tambah Rekod Pembayaran

» Anda perlu memenuhi ruang kosong yang disediakan untuk menambah rekod

pembayaran. Setelah selesai, sila klik butang atau untuk
memperbetulkan dan mengisi semula maklumat dan Pop Timbul seperti didalam

Gambarajah 286 akan dipaparkan.

AbP ANDATELAR BERCANA DDASTAR

Gambarajah 286 Pop Timbul Maklumat Pembayaran Berjaya Didaftarkan
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6.0 Menggunakan Sistem (Ketua Unit)

» Setelah selesai mengemaskini maklumat, sila klik butang dan Pop Timbul
seperti didalam Gambarajah 289 akan dipaparkan.

TRATBAST savs

FERLA N BRI

oK
Gambarajah 289 Pop Timbul Kemaskini Berjaya
» Untuk menghapuskan rekod, sila klik ikon seperti yang ditandakan didalam
Gambarajah 290 untuk menghapus rekod.
¥R fE PO el
NARIS PLLAWA +  DOKUMEN o BULAK TAHUNAN FENBAYARARN ¢ KATTGHOR: PEMBEARAN o SUNIPER FERUNTUMAN PROSES -

FEL e
59 5
ESBPAL KE D N
Gambarajah 290 Skrin Senarai Maklumat Pembayaran dan Ikon Hapus
» Skrin Hapus Maklumat Kemabhiran Staf akan dipaparkan seperti dalam Gambarajah

291,
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6.0 Menggunakan Sistem (Ketua Unit)

6.4 Kontrak Bahagian ICT

» Sila tekan butang Kontrak Bahagian ICT seperti dalam Gambarajah 294 dan Statistik
Maklumat Kontrak Bahagian ICT seperti didalam Gambarajah 295 akan dipaparkan.

Gambarajah 294 Menu Utama SMBI untuk Ketua Unit

STATIST.K MAKLUMAT KONTRAK

STRTUSIKATEGORI SISTER AFLIASH FERKHIDIATAR T INFRASTRUKTUR Y SURILAH

STATUSKATEGORE SISTER APLIKAS! PERKHIDMATANIT INFRASTRUKTURIT JUML AN

1

AB000.LL 4TEL BT &7

Gambargjah 295 Statistik Maklumat Kontrak
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6.0 Menggunakan Sistem (Ketua Unit)

Gambarajah 298 Pop Timbul Maklumat Kontrak Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Kontrak yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon -~ seperti yang ditandakan didalam
Gambarajah 299 untuk kemaskini.

Tz

BENSE

L NG PEROLEHAN TARIKE PERISKEAR

-~ 3 TR KETEGORI WAMS PEREIEKAL » PROSER.

Gambarajah 299 Skrin Senarai Maklumat Kontrak dan Ikon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Kontrak namun anda tidak dibenarkan

untuk mengemaskini Nama Pegawai. Selepas anda menekan ikon -, Gambarajah
300 akan dipaparkan.
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6.0 Menggunakan Sistem (Ketua Unit)

YOGS I LIl

B NG PERS

o MERA PEMBIRAL PROGES -

$n

Gambarajah 302 Skrin Senarai Maklumat Kontrak dan lkon Hapus

»> Skrin Hapus Maklumat Kontrak akan dipaparkan seperti dalam Gambarajah 303.

NAKA FEEANAL

K3 PEROLEAAN

TASK KONTRAR

HILAL KONTRAK (2

JUdLaH

AN (RRL

TR PERJANJIAN

TARIRH MULA KONTRAK

TR

HAT KONTRES

RATESOR

NAR PERBERAL

ALANAT PENGERAL

Gambarajah 303 Skrin Hapus Maklumat Kontrak
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6.0 Menggunakan Sistem (Ketua Unit)

6.5 Latihan Industri-Praktik

» Sila tekan butang Latihan Industri-Praktik seperti dalam Gambarajah 306 dan
Statistik Maklumat Kontrak Bahagian ICT seperti didalam Gambarajah 307 akan

dipaparkan.
B
i
L G
Gambarajah 306 Menu Utama SMBI untuk Ketua Unit
STATISTIK BiL PELAJAR LI_PRAKTIK MENGIKUT UNIT & AKTIF
STATUSIUNIT SIZETEM APLIKASR] PERKEIDMATLN IT INFRASTRUKTURIT UKIT PENTADBIRAN JUMLAH

TR 3 ; - 1

Gambarajah 307 Statistik Maklumat Pelajar Praktik Mengikut Unit dan Aktif
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6.0 Menggunakan Sistem (Ketua Unit}

L
= RARR BROGRAN LIS E PROGRIN PEMEAR R

CLUHGOAWAR  PROJES

Gambarajah 310 Skrin Senarai Maklumat Program

» Anda boleh melihat paparan mengenai Senarai Maklumat Program. Sila klik ikon »
seperti yang ditandakan didalam Gambarajah 311 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Program Bahagian ICT seperti dalam Gambarajah 312.

L
< HARS PRUGRAM o LORAS PROGRAN

Gambarajah 311 Skrin Senarai Maklumat Program dan lkon Makiumat Lanjut

D PROGRAN ooz

RARML PROGRAM : REWANG BUBUR LANEBUK 2017

LOKAS PROGRAM o BANGUNAN FF1

PENGANIUR o BAHAGHGN PENTACBIRAN & SUMBER MANUSIA
AR LA . srronar PR [,
TARIMKE TAMAT T ZD1T-88.07

ABA LTULA PR 1 R o]

TARSA TEMAT L sEGEDs

PERANEN DAL AN PROSRAK I AJK REWERG

STAF BRIANGOUNGIANAE o NURA BINT: MOMD THALHA

Gambarajah 312 Skrin Makiumat Lanjut Program Bahagian ICT
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6.0 Menggunakan Sistem (Ketua Unit)

6.6.2 Jana Laporan — Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT didalam Menu Jana Laporan seperti dalam
Gambarajah 315 dan skrin Senarai Maklumat Pembayaran seperti didalam
Gambarajah 316 akan dipaparkan.

Gambarajah 315 Menu Jana Laporan untuk Ketua Unit

= FEITSS e pane Fo—
Bl KNOMBOR DOHUMEN TaRWH BULAN TAHURAR KeTEROR! SUMBER PRGSES
= PERCLEHAK HANA PEGAWAL PEMBAYARAN DOKUMEN »  FEUBAYARAN FELBAYARAN PERUNNTUKAR ~ L

TuT FEHBUTL AN

=4

Gambarajah 316 Skrin Senarai Maklumat Pembayaran

» Anda boleh melihat paparan mengenai Senarai Maklumat Pembayaran. Sila klik ikon =)
seperti yang ditandakan didalam Gambarajah 317 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Bayaran Bahagian ICT seperti dalam Gambarajah 318.

Manual Pengguna Sistem Maklumat Bahagian ICT Page 6-22



6.0 Menggunakan Sistem (Ketua Unit)

TARHH

BAYARAN BORUMER

Gambarajah 319 Skrin Jana Laporan Pembayaran dan butang Jana Laporan

HOMBOR DOKUNEN
8ii PERDLEHAN NARA PEGAWA! PEWRBAYARAN

4 Tl
i 75

TARH
DCHUMEN

347

BULAN TAHUNEN
PEMBAYARAN

TUCLAN KATEGOR|
FPEMBAYARAN PEMBAYARAN

PHOSES

SUMBE
PERUN

Br

Gambarajah 320 Skrin Senarai Pembayaran Bahagian ICT
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6.0 Menggunakan Sistem (Ketua Unit)

Tearh,
=18 RILAHRIA:  TARIMH PERIANCIAN PROSES
- KATEGORE hadde PENDERAL
x REZA SA & )
Bl »
43 TERR S0 BT i
Gambarajah 323 Skrin Senarai Maklumat Kontrak dan lkon Maklumat Lanjut
NALE 245 T RASHIDAH PNTE YAH
N P d
TR H TERTHES TAJLH KONTRAK
L& h
L ORAN
TARIKH FORIANSAN
TARIRH RULA
TRRIKM TANRY
| SECI MR
4 PIRIAK ALAM
SIATUS t BESKUATHUASA
Gambarajah 324 Skrin Maklumat Lanjut Kontrak Bahagian ICT
A

> Anda juga boleh melihat Laporan Kontrak. Klik butang Jana Laporan Kontrak seperti
yang ditandakan dalam Gambarajah 325 dan Skrin Senarai Kontrak Bahagian ICT

seperti dalam Gambarajah 326 akan dipaparkan. Anda boleh mencetak laporan

tersebut dengan hanya klik pada ikon
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6.0 Menggunakan Sistem (Ketua Unit)

6.7 Cetak Statistik

» Sila tekan butang Cetak Statistik dan menu seperti dalam Gambarajah 327 dan
senarai Senarai Cetak Statistik Mengikut Modul seperti didalam Gambarajah 328
akan dipaparkan.

Gambarajah 327 Menu Utama SMBI untuk Ketua Unit

CETAK STATISTIK MENGIKUT MODUL

O T

Gambarajah 328 Cetak Statistik Mengikut Moduf
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6.0 Menggunakan Sistem (Ketua Unit)

6.7.2 Cetak Statistik — Modul Bantuan Teknikal

> Sila tekan butang Modul Bantuan Teknikal didalam Skrin Cetak Statistik seperti
dalam Gambarajah 331 dan Senarai Statistik Bantuan Teknikal seperti didalam

Gambarajah 332 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon .. .

CETAK STATISTIK MENGIKUT MODUL

10 0 S

Gambarajah 331 Cetak Statistik Mengikut Modul dan butang Modul Bantuan Teknikal
STATISTIN 244X URAT PROGRAN MENGIKUT BULAN

STATUS/BULAN SAN FER AR APRIL RMEf JUN ULY &GOS SEFT KT NG DEC SUKLAH{RM)

Gambarajah 332 Skrin Laporan Statistik Bantuan Teknikal
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6.0 Menggunakan Sistem (Ketua Unit)

6.7.4 Cetak Statistik — Modul Kontrak Bahagian ICT

» Sila tekan butang Modul Kontrak Bahagian ICT didalam Skrin Cetak Statistik seperti

dalam Gambarajah 335 dan Senarai Statistik Kontrak Bahagian ICT seperti didalam

Gambarajah 336 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon :

CETAK STATISTIK MENGIKUT MODUL

Gambarajah 335 Cetak Statistik Mengikut Modul dan butang Modul Kontrak Bahagian ICT

STATISTIK MAKLUMAT KONTRAK

STABATEGDR! SISTEM APLIKASE PERKHIDMATAN IT INTRASTRUKTUR iT JUMLAR
S i 1 1
FILANRIN TEIGU LR L3000 83064 60 SEOR3 &0
STAMATEGTR SISTEN AFLIKASE FERKHDMATAM IT INFRESTRUKTURIT JUMLAH
Sk i 3 1 a
AR 4000 3564 50 $5.733 10
[ w pE
Gambarajah 336 Skrin Laporan Statistik Kontrak Bahagian ICT
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.0 MENGGUNAKAN SISTEM
(STAF UNIT PENTADBIRAN)
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

STATISTIK PROFIL STAF iICT

SIETEM &PLRAR) FEREHIDMATAR T INERASTRUKTUR T UNIT PENTADSRAN JUNLAH

Sn ETIE B

&PR; DHPLOMA DEGREE MIARTER FHD JuiLas

STATUBKELAYAK2 o =

Gambarajah 341 Statistik Profil Staf ICT

7.1.1 Tambah Staf

» Sila tekan butang Tambah Staf didalam Menu Profil Staf seperti dalam Gambarajah
342 dan skrin Tambah Rekod Staf seperti didalam Gambarajah 343 akan dipaparkan.

Gambarajah 342 Menu Profil Staf untuk Staf Pentadbiran
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

G KO KAD PENGENALANMMF & ALAMAT

Gambarajah 345 Skrin Senarai Rekod Staf dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Staf namun anda tidak dibenarkan untuk
mengemaskini No Staf.

G

BTN

N2 IELET SO

AT,

Gambarajah 346 Skrin Senarai Rekod Staf dan lkon Kemaskini

> Setelah selesai mengemaskini maklumat, sila klik butang = . dan Pop Timbul
seperti didalam Gambarajah 347 akan dipaparkan.

O

Gambarajah 347 Pop Timbul Rekod Staf Berjaya Dikemaskini
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

T IELAYALAR ANDA TEUAK BERIAYA [MDAFTAR

0K

Gambarajah 350 Pop Timbul Maklumat Kelayakan Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Maklumat Rekod Kelayakan yang telah

ditambah. Makiumat tersebut boleh dikemaskini. Sila klik ikon - seperti yang
ditandakan didalam Gambarajah 351 untuk kemaskini.

S oan BT RY PN Searein

BiL * NOSTAF PARLA KELAYAKAN T TARIKH KELAYAKAN JENIS KELAYAKAN ¢ PROUSES
o
Al 2 LIRSEH SMS £ DML RS SA0 R A £iEREL Lo
2 LPLCHA bl
% Y
-~
. B
g EIY CIYLDMIE BARE ¢ B_LRA =5
% PR WATAH GARIRS MULS EATEY ATH FEMGHOMPUTER AR W

Samg ool aiins

Gambarajah 351 Skrin Senarai Rekod Kelayakan dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Kelayakan Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon -,
Gambarajah 352 akan dipaparkan.

e FERERS,

hates
TAR A MENIRINA KELAYAR Y
dERE

IHETHTS

Gambarajah 352 Skrin Kemaskini Maklumat Kelayakan Staf
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 356 dan Gambarajah 357 akan dipaparkan.

H

Gambarajah 357 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

0270051 save

SAAT PENCLHBATAN ANDA TELA- BERIAYA DiDaFTAS

0K

Gambarajah 360 Pop Timbul Maklumat Penglibatan Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Maklumat Penglibatan yang telah ditambah.

Maklumat tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 361 untuk kemaskini.

£azy

L ~  NU STAF NARA FROJEK PERANAN FENGLIDATAN

FEE, FIRLS PROGEK

Gambarajah 361 Skrin Senarai Rekod Kelayakan dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Penglibatan Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon
Gambarajah 362 akan dipaparkan.

NG STaF

NARS PROJEK

KATEGOR!

SERANAN DAL AN PENGLIBATAN PROCEK

TEMPOH PENGLIBATANIBUL AN

Gambarajah 362 Skrin Kemaskini Maklumat Penglibatan Staf
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 369 dan Gambarajah 367 akan dipaparkan.

W

it

Gambarajah 367 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

o0

10278151 savs:

B P et ;o 5o

Nt A et i EEETe s D
CARNLLNGAT SLTL FROSSEIZNAL ANDATELAH BERIAVE ILAFTAR

Gambarajah 370 Pop Timbul Maklumat Sijil Profesional Staf Berjaya Didaftarkan

> Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 371 untuk kemaskini.

aft “ KRG STAF NARA SLHL TRAIEE S0 NNJIEEN PROSES

Gambarajah 371 Skrin Senarai Rekod Sijil dan Ikon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Rekod Sijil namun anda tidak dibenarkan

untuk mengemaskini No Staf. Selepas anda menekan ikon ~-, Gambarajah 372 akan
dipaparkan.

NO STaF

NAMA

TEMPOH KURSUS

PAEHGH SIAL D9 RIS

ARIRAN

Gambarajah 372 Skrin Kemaskini Maklumat Sijil Profesional Staf

Manual Pengguna Sistem Maklumat Bahagian ICT Page 7-14




7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 376 dan Gambarajah 377 akan dipaparkan.

S5

Gambarajah 377 Pop Timbul Hapusan Berjaya

Manual Pengguna Sistem Maklumat Bahagian ICT Page 7-16



7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

oy

(ARIRAN ARKDA TELAR FER

Gambarajah 380 Pop Timbul Maklumat Sijil Profesional Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon — seperti yang ditandakan didalam
Gambarajah 381 untuk kemaskini.

T OIRORSL Lt BOGE Searc
BIL “ NG STaF v EFDAND KEMAHIRAN ~ . FROSES

= v

= ks

S 4

-~

3 il 3

: i

NEHEN LEA PR

Shrang 113 50f 3 arties

Gambarajah 381 Skrin Senarai Rekod Kemahiran dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Kemahiran Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon -,
Gambarajah 382 akan dipaparkan.

Ki> 5TaF

ETUANG KEAAHIRAR

Gambarajah 382 Skrin Kemaskini Maklumat Kemahiran Staf
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang «- untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 386 dan Gambarajah 387 akan dipaparkan.

| é P
OK i Laroa

Gambarajah 386 Pop Timbul Teruskan Hapusan

o
10278151 says:
g".ﬁ‘f:ég_i:“.‘
oK |

Gambarajah 387 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

Gambarajah 390 Pop Timbul Makiumat Sumbangan! Staf Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Sijil yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 391 untuk kemaskini.

o TARKH MULA TARIKE AKHIR - PROSES

%

Gambarajah 391 Skrin Senarai Rekod Sumbangan dan lkon Kemaskini

> Anda boleh mengemaskini Semua Sumbangan Kemahiran Staf namun anda tidak

dibenarkan untuk mengemaskini No Staf. Selepas anda menekan ikon -
Gambarajah 392 akan dipaparkan.

Gambarajah 392 Skrin Kemaskini Maklumat SumbanganStaf
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 396 dan Gambarajah 397 akan dipaparkan:-

10278151

s
70

-
Ve

TIE SRt L AT T AR
TERUSHAN FABUSANT

Q
&

Gambarajah 397 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.2.1 Tambah Program

» Sila tekan butang Tambah Program didalam Menu Bantuan Teknikal seperti dalam
Gambarajah 400 dan skrin Tambah Program seperti didalam Gambarajah 401 akan
dipaparkan:-

Gambarajah 400 Menu Profil Staf untuk Staf Pentadbiran

TARR PROGIR
LTKATI BROTHAN:

PERGRIOR

TARIKH RLA fromen
TARIES TRASAT

HRLANTD R

ATUBE YAWAT

BERAAAN DALAY PRUGRZA

BYAF SERTARSLUNG s

Gambarajah 401 Skrin Tambah Rekod Program

» Anda perlu memenuhi ruang kosong yang disediakan untuk menambah rekod

program. Setelah selesai, sila klik butang atau untuk
memperbetulkan dan mengisi semula maklumat dan Pop Timbul seperti didalam
Gambarajah 402 akan dipaparkan:-

TOATBALT Say

SAANLLTALT - RUDRARS ARNDE TELAK BERAYA Dily

Gambarajah 402 Pop Timbul Maklumat Program Berjaya Didaftarkan
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Setelah selesai mengemaskini maklumat, sila klik butang A dan Pop Timbul
seperti didalam Gambarajah 405 akan dipaparkan.

0K

Gambarajah 405 Pop Timbul Kemaskini Berjaya

» Untuk menghapuskan rekod, sila klik ikon g seperti yang ditandakan didalam
Gambarajah 406 untuk menghapus rekod.

0 PROGRAM & NAMA FRODRAN = FENGANMR 5 TARIGEWERA  r TARNGHTAMAT  PROSES
S ®

L
ARG
e

Gambarajah 406 Skrin Senarai Maklumat Program dan lkon Hapus

» Skrin Hapus Maklumat Program akan dipaparkan seperti dalam Gambarajah 407.
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.3 Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT seperti dalam Gambarajah 410 dan Statistik
Maklumat Bayaran Bahagian ICT seperti didalam Gambarajah 411 akan dipaparkan.

FEB MAR

5 Latibar ndustni-Praiil

Zanak Btatistil

1

& lzrust Pangours

= Ha

 iogout

Gambarajah 410 Menu Utama SMBI untuk Staf Pentadbiran

STATISTIK MAKLUMAT PEMBAYARAN

SUNMLAH{RM]

APRIL RAER JUN JULY [siciel:)

44445 122 4t

STATUS/SUMBER FERUNTUKAN

[

Gambarajah 411 Statistik Maklumat Program Bantuan Teknikal
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

> Anda boleh melihat paparan Senarai Rekod Pembayaran yang telah ditambah.

Maklumat tersebut boleh dikemaskini. Sila klik ikon ~ seperti yang ditandakan didalam
Gambarajah 415 untuk kemaskini.

Senrel,

Nals PEGAWAL = CIOXUMIEN BULAN TAHUNAH PENGAYARAN KATEGCGR: PEMEAVARAN SIMBER PERUHTUKAN > PROSER

PEABANG

RS ENT

2=,

PEHY

Gambarajah 415 Skrin Senarai Maklumat Pembayaran dan lkon Kemaskini

» Anda boleh mengemaskini Semua Maklumat Pembayaran namun anda tidak
dibenarkan untuk mengemaskini ID Pembayaran dan Nama Pegawai. Selepas anda

menekan ikon , Gambarajah 416 akan dipaparkan.

1D PEMEAVARAN
HAMA PEGAWAL
RO RUSUKAR

DUKUMEN PEMBATARAK

TARIKE DUKUER

EULAK TRHUNAK PEMRAYAREN

TUSLAN PEMEAYARAN

KATEGCORI PEMEAYARAN

FURBER FERURTUKAR

SURILAK PEMBAYTARNNEEM

Gambarajah 416 Skrin Kemaskini Makiumat Pembayaran
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

HOBEIR PEROLER,

HANE PESAWA:

L RUKUMER
AR

ESIL SN YARUNAN FENSAYARAN

TUHIAN
RAYEGORE
SUMBER PERUNTIRAN

JURLAT (B

Gambarajah 419 Skrin Hapus Maklumat Program

»> Tekan butang

untuk menghapus rekod dan Pop Timbul seperti didalam

Gambarajah 420 dan Gambarajah 421 akan dipaparkan.

178151 s

s g

e

o

TERLUSCAN BARUSANT

Gambarajah 421 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.4.1 Tambah Kontrak

» Sila tekan butang Tambah Kontrak didalam Menu Kontrak Bahagian ICT seperti
dalam Gambarajah 424 dan skrin Tambah Rekod Kontrak seperti didalam
Gambarajah 425 akan dipaparkan.

Garmbarajah 424 Menu Profil Staf untuk Staf Pentadbiran

LFAF BERTARIZUKG JAWSE

K3 RERTLEANY

FABK

KEA R

JURLAH CATGARAK (RM

TARINY FERIAK AN

TRURG LA

TARIKH TAMAT

KATEGORI

BAaRS PEMBENAL

ALRRUTY PERBEKAL

Gambarajah 425 Skrin Tambah Rekod Kontrak

» Anda perlu memenuhi ruang kosong yang disediakan untuk menambah rekod kontrak.

Setelah selesai, sila klik butang .. .. atau © . untuk memperbetulkan
dan mengisi semula maklumat dan Pop Timbul seperti didalam Gambarajah 426 akan
dipaparkan.
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RAMA SECAWAL

ND PEROLEPAN

TASK KONTRAR LT

HILAS KURTRAK (1Y IR O

BIVLAR CAGARAN (88

TAREHH PERIANIAN

TAAHKH TIULA KONTRAR

THRKH TAMAT HONTRSK

HATEGGR!

NAMS FERBERAL

ALAMAT PEMEEKAL
Gambarajah 428 Skrin Kemaskini Maklumat Kontrak
> Setelah selesai mengemaskini maklumat, sila klik butang - dan Pop Timbul

seperti didalam Gambarajah 429 akan dipaparkan.

10278157 sovs

FERARKNL BERIAYS

Gambarajah 429 Pop Timbul Kemaskini Berjaya

> Untuk menghapuskan rekod, sila klik ikon ¢ seperti yang ditandakan didalam
Gambarajah 430 untuk menghapus rekod.
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 432 dan Gambarajah 433 akan dipaparkan.

fn
i

Gambarajah 433 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.5.1 Tambah Pelajar

» Sila tekan butang Tambah Pelajar didalam Menu Latihan Industri-Praktik seperti
dalam Gambarajah 436 dan skrin Pelajar seperti didalam Gambarajah 437 akan
dipaparkan.

Gambarajah 436 Menu Latihan Industri-Praktik untuk Staf Pentadbiran

FENYELIA

NG PELASAR

NC KaD PENGENALAN

MENME PELACAR

NS TELEFCN

AbaAY

NARES INETITUIS

MAKS PENGAJSIAN

TUSASAN UTAMA

TUGASAN TERFERING!
TARIKH MULA

TARIKH AKHIR

UNT

Gambarajah 437 Skrin Tambah Pelajar

» Anda perlu memenuhi ruang kosong yang disediakan untuk mernambah pelajar.

Setelah selesai, sila klik butang atau - untuk memperbetulkan
dan mengisi semula maklumat dan Pop Timbul seperti didalam Gambarajah 438 akan
dipaparkan.
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NARA PE3&WL

KO FELASAR

NI KAD FENGERALAN

HANA PELEBJAR

RO TELEFOK

ALRREAT

AN A NETITUS

RNARA PENGAIEN

TUSAEAR LTAWA

TURASAN TERPERING]

TARIKH MULA

TERIKH AHKIR

LNIT

Gambarajah 440 Skrin Kemaskini Maklumat Pelajar

» Setelah selesai mengemaskini maklumat, sila klik butang dan Pop Timbul
seperti didalam Gambarajah 441 akan dipaparkan.

102781571 says:

SERMALIINE BERIAVA

OK

Gambarajah 441 Pop Timbul Kemaskini Berjaya

» Untuk menghapuskan rekod, sila klik ikon <+ seperti yang ditandakan didalam
Gambarajah 442 untuk menghapus rekod.
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam
Gambarajah 444 dan Gambarajah 445 akan dipaparkan.

E

DK | Zance)

Gambarajah 444 Pop Timbul Teruskan Hapusan

Gambarajah 445 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Anda perlu memenuhi ruang kosong yang disediakan untuk menambah aktiviti.

Setelah selesai, sila klik butang atau untuk memperbetulkan
dan mengisi semula maklumat dan Pop Timbul seperti didalam Gambarajah 448 akan
dipaparkan.

PARDA TELAR BER:AYSE TIDATTAR

Gambarajah 448 Pop Timbul Maklumat Aktiviti Berjaya Didaftarkan

» Anda boleh melihat paparan Senarai Rekod Aktiviti yang telah ditambah. Maklumat

tersebut boleh dikemaskini. Sila klik ikon seperti yang ditandakan didalam
Gambarajah 449 untuk kemaskini.

Bit . PROSES

{ *)X .

Gambarajah 449 Skrin Senarai Rekod Aktiviti dan lkon Kemaskini

> Anda boleh mengemaskini Semua Rekod Aktiviti namun anda tidak dibenarkan untuk

mengemaskini Bilangan. Selepas anda menekan ikon ~, Gambarajah 450 akan
dipaparkan.
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

» Skrin Daftar Kehadiran Pelajar akan dipaparkan seperti dalam Gambarajah 453.

BIiL Dot
HAME LKTIT . MELAWAT BILIK SERVER

S el 5 2

TARIKH AKHIR T X |
MASA MULA S 04:02:08 o ‘ |
MASE TAMAT ¢ 1izes ;
LoKAS . uiTM PALAM

MO FELAJAR

Gambarajah 453 Skrin Daftar Kehadiran Pelajar
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7.0 _Menggunakan Sistem (Staf Unit Pentadbiran)

=38

TARIKH BULA

TARSKH AKHR

MASA MRULE

MASE TAMAT

MARA AKTIVITE

PENGANJUR
LOKASH .
Gambarajah 457 Skrin Hapus Maklumnat Aktiviti
> Tekan butang untuk menghapus rekod dan Pop Timbul seperti didalam

Gambarajah 458 dan Gambarajah 459 akan dipaparkan.

S

7

.

.
ol

10278151 seve

B

t

TERUSAK BFARURANY

cancg

K

Gambarajah 458 Pop Timbul Teruskan Hapusan

Gambarajah 459 Pop Timbul Hapusan Berjaya
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

NOSTAF - NAUa 15, KAD PENGENALAN © GRED Ght NO.TELEFON . TROSES

Gambarajah 462 Skrin Jana Laporan Profil Staf ICT
» Anda boleh melihat paparan mengenai maklumat Profil Staf ICT. Sila kiik ikon =~

seperti yang ditandakan didalam Gambarajah 463 untuk melihat skrin Skrin Paparan

Senarai Rekod Staf Secara Individu seperti dalam Gambarajah 464.

$sarsh,

KO STAF  ~ NAMA KO. KAL PERGENALAN © GREDGAE  + UNIT . TELEFON : FROSES
o
25 B
Fas
sa
Biog

Gambarajah 463 Skrin Paparan Senarai Rekod Staf Secara Individu
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

LAPGRAN SIMBANGAR STSF

Bit NANMA TARFH AIHIR PERANAN

AL

Gambarajah 465 Skrin Paparan Laporan Keseluruhan Profil Staf ICT dan lkon Cetak

» Anda juga boleh melihat Laporan Staf Mengikut Bidang Kemahiran. Klik butang Jana
Laporan Staf Mengikut Bidang Kemahiran seperti yang ditandakan dalam
Gambarajah 466 dan dan Skrin Jana Laporan Profil Staf ICT mengikut Bidang

Kemabhiran seperti dalam Gambarajah 467 akan dipaparkan. Anda boleh mencetak

laporan tersebut dengan hanya klik pada ikon = .

ORI S LRge

. NO $TaF «  HNARWA 5 KO, KAD PENGERALAN © GRED CAS - NO. TELEFON » FROSES

i

Gambarajah 466 Skrin Jana Laporan Profil Staf ICT dan butang Jana Laporan Staf Mengikut Bidang Kemahiran
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

LAPORAN SENAFA] STAF MENGIRUT 813

¢ eI Saunm

SIHL PROFESIONAL NGO STAF NAMA GREG GAJ UNIT

i

Gambarajah 469 Skrin Jana Laporan Profil Staf ICT mengikut Sijil Profesional

> Anda juga boleh melihat Laporan Staf ICT Secara Keseluruhan. Klik butang Jana
Laporan Staf ICT Secara Keseluruhan seperti yang ditandakan dalam Gambarajah
470 dan dan Skrin Jana Laporan Staf ICT Secara Keseluruhan seperti dalam

Gambarajah 471 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon | -

PONOSTAE - mama

~  GRED GAB

YUY
oy

=

Gambarajah 470 Skrin Jana Laporan Profil Staf ICT butang Jana Laporan Staf ICT Secara Keseluruhan
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

BRI T OPENCANIR B

Gambarajah 473 Skrin Senarai Makiumat Program

> Anda boleh melihat paparan mengenai Senarai Maklumat Program. Sila kiik ikon =
seperti yang ditandakan didalam Gambarajah 474 untuk melihat skrin Skrin Paparan

Maklumat Lanjut Program Bahagian ICT seperti dalam Gambarajah 475.

PROSIS

PENGAKRIIR

Gambarajah 474 Skrin Senarai Maklumat Program dan lkon Maklumat Lanjut

iD PROGRARY PRl 1]

NAWE PROGRAM © REWANG BUBUR LaMBUK 2017

LOKAS! PROGRAN 1 BAKRGUNAN Ff1e

PENGANIUR ‘ T BAHAGIAN PENTADBIRAN & SUPABE% BANL SIS
TARIKH NUBLA ) T ZOTF060T

TARMH TAMAT i EETT-0E-07

MASA MULA . I GMGt0s

MASA TAMAT o BOBBIGE

PERGNAN DALAR PROGRAM : AJK REWANSG

STF BRTANGQUNGIAWEE T NURA BINT: MIGHD THALHA

|k |
P

Gambarajah 475 Skrin Maklumat Lanjut Program Bahagian ICT
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.6.3 Jana Laporan — Bayaran Bahagian ICT

» Sila tekan butang Bayaran Bahagian ICT didalam Menu Jana Laporan seperti dalam

Gambarajah 478 dan skrin Senarai

Gambarajah 479 akan dipaparkan.

“ PEROLEHAN ©

£IT wmpeam

e

[ s st o e ~
P LA BT, SRR RES 2

Maklumat Pembayaran seperti didalam

Gambarajah 478 Menu Jana Laporan untuk Staf Pentadbiran

R Lo

ROMBOR DOWLIMER TAFEKH

WEAL PEGAVAT

74 HET50L
ke BANRFEN KSR NI

pEEFSERE
& SENLBAYAREN 20TEL50E

FERMBAYARAN & DORUMEN -

BULAN TAHUNANK
FEMBAYARSH

L O5-Z01F

55017

Sageh

SUKEER PRIGES

FERUNTURSN

KETEGQRI
FENBAYARAN &

PENGUNLEAN

T AL

N AFLRARE FELBENGUNAN 0

Gambarajah 479 Skrin Senarai Maklumat Pembayaran
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

BIL KRG

~ RUNIKAN

5a{ BULAN TRHUNAR
e N » PEMTAYARAN

NARIA PEGAWAY BOMINEN PEMBATRRAN ~

PROSBES

Gambarajah 482 Skrin Jana Laporan Pembayaran dan butang Jana Laporan

Demgch

IT-0E

Gambarajah 483 Skrin Senarai Pembayaran Bahagian ICT

NOMBOR DOBURMEN TARKH BULAN TAHUNAN TUSUAN KATERORE SUMBE
Bil PERCLEHAN HAKA PEGAWAL FENBAYARAN DOKUMEN  PEMBAYARAN FERMBAYVARAR PEMBAYARAN PERUN
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

B NG PERCLERAN MILANRRY  TARIKH PERIANHAN PROSES
-~ TAIIK s HAT i

- v

Gambarajah 486 Skrin Senarai Makiumat Kontrak dan Ikon Maklumat Lanjut

i
28]

PEGAWA T RASHDAR BING 1AH

TR TESTING TAJUK KONTRAK
NiLA D RN R
UMLAR CAGARAN e

FARIKH FERISHIAN

TARIKH be

TARIKH TAMAT &
E AN

SCSTEM APLIKAS!
A2
FbCo AR
SIS BERKUATKUASA

NAME FIMBERAL
ALAMAT PENSERAL

Gambarajah 487 Skrin Maklumat Lanjut Kontrak Bahagian ICT

> Anda juga boleh melihat Laporan Kontrak. Klik butang Jana Laporan Kontrak seperti
yang ditandakan dalam Gambarajah 488 dan Skrin Senarai Kontrak Bahagian ICT

seperti dalam Gambarajah 489 akan dipaparkan. Anda boleh mencetak laporan

tersebut dengan hanya klik pada ikon .::

Manual Fengguna Sistem Makiumat Bahagian ICT Page 7-66
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7.6.5 Jana Laporan - Latihan Industri-Praktik

» Sila tekan butang Latihan Industri-Praktik didalam Menu Jana Laporan seperti dalam
Gambarajah 490 dan Senarai Rekod Staf Secara Individu seperti didalam
Gambarajah 491 akan dipaparkan.

= iang Laclen

Gambarajah 490 Menu Jana Laporan untuk Pentadbir Sistem

TP DENT

AR *  NOKRADPINGENAL AN BAMA FELAJAR " PROSES

Gambarajah 491 Skrin Jana Laporan Pelajar Latihan Industri-Praktik

» Anda boleh melihat paparan mengenai Senarai Maklumat Pelajar Latihan Praktik

Secara Individu. Sila klik ikon e seperti yang ditandakan didalam Gambarajah 492
untuk melihat skrin Skrin Paparan Laporan Pelajar Latihan Praktik (Nama Pelajar)

seperti dalam Gambarajah 493 dan anda boleh mencetak laporan tersebut dengan
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

~

> Anda juga boleh melihat Laporan Pelajar Praktik Keseluruhan. Klik butang Laporan
Pelajar Praktik Keseluruhan seperti yang ditandakan dalam Gambarajah 494 dan dan
Skrin Jana Laporan Profil Staf ICT mengikut Bidang Kemahiran seperti dalam

Gambarajah 495 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon = .

T ONOPELAJAR MU HAD PENGEHALAN NAMA PELAJAR 3 NDTELEFON PROSES

Gambarajah 494 Skrin Jana Laporan Pelajar Latihan Industri-Praktik dan butang Laporan Pelajar Praktik
Keseluruhan

IKH LA

N PLLAIRR
NC KD PENSERALAN TARIKH AKHIR :
AR PELAJAK ¢ UNIT :

TUGASAN TERPERINGE

ALARAY . PENYELIA:
TUSASAN URANMA: STATUS;
SUNARAL AKTIATE YBHG TELAT D/HADNRI OLEY

8t RAMA AKTIVITH TARIKH 8314 TARIKH ARHIR MASA MELA MASS TAMAT

2T IS CRiEe 6243

* Wt umer

Gambarajah 495 Skrin Jana Laporan Pelajar Latihan Industri-Praktik Keseluruhan
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.7 Cetak Statistik

» Sila tekan butang Cetak Statistik dan menu seperti dalam Gambarajah 498 dan

senarai Senarai Cetak Statistik Mengikut Modul seperti didalam Gambarajah 499
akan dipaparkan.

== Brofl St T

9 Kontrak Babagise (07

o Lgtiber [ pdust-Prakail

2 ara Lanoran

Gambarajah 498 Menu Utama SMBI untuk Staf Pentadbiran

CETAK STATISTIK MENGIKUT MODUL

P

Gambarajah 499 Cetak Statistik Mengikut Modu/

Manual Pengguna Sistem Maklumat Bahagian iCT Page 7-72



7.0 _Menggunakan Sistem (Staf Unit Pentadbiran)

7.7.2 Cetak Statistik — Modul Bantuan Teknikal

> Sila tekan butang Modul Bantuan Teknikal didalam Skrin Cetak Statistik seperti
dalam Gambarajah 502 dan Senarai Statistik Bantuan Teknikal seperti didalam

Gambarajah 503 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon

CETAK STATISTIK MENGIKUT MODUL

Gambarajah 502 Cetak Statistik Mengikut Modul dan butang Modul Bantuan Teknikal
STATISTIK MIAKLURAT PROGEAL ENGIKUT BULAN
EYATUS/ZULAN AN FEB MAR APRL ME] JUN JULY foleled) SEFT OK? ROV DECD JUMLAH{RM]

Gambarajah 503 Skrin Laporan Statistik Bantuan Teknikal
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7.0 Menggunakan Sistem (Staf Unit Pentadbiran)

7.7.4 Cetak Statistik — Modul Kontrak Bahagian ICT

> Sila tekan butang Modul Kontrak Bahagian ICT didalam Skrin Cetak Statistik seperti
dalam Gambarajah 506 dan Senarai Statistik Kontrak Bahagian ICT seperti didalam

Gambarajah 507 akan dipaparkan. Anda boleh mencetak laporan tersebut dengan

hanya klik pada ikon =

CETAK STATISTIK MENGIKUT MCDUL

e e e i et e Ta K ST

Tt O S W

RS

Gambarajah 506 Cetak Statistik Mengikut Modul dan butang Modul Kontrak Bahagian ICT

STATISTIK MAKLUMAT KONTRAK

| STAIKATEGOR: SIS TEM AFLIKASE PERKMOCMATANIT INFRASTRUKTUR!T

JUKILAH

= 4 1
(R 2800000 T4E34 00
STRHATEGOR! SISTER APLIGASE PERKMDMATAR T INFRASTRUKTURIT JUNMLAH
I+ 1 1
LA ERD 9205800 4208000 T4E40D

Gambarajah 507 Skrin Laporan Statistik Kontrak Bahagian ICT
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