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ABSTRACT

Industrial training an important phase of student life. This report writing is based on
industrial training which had been completed by trainee from period from 1° August 2018 to 31*
December 2018 in Human Capital Policy (HCP) Petroliam Nasional Berhad (PETRONAS). The
trainee has undergoes five month of industrial training at PETRONAS. The trainee has faced
multiple types of challenges and experience during the internship period where the trainee has
been given a various kind of task. The trainee was given responsibilities in managing records in
the Human Capital Policy where the trainee requires to digitized policy, guideline, and
procedure (PGP), doing filing, and prepared records list for the HCP unit. Besides that, HCP
unit also has request me to develop a Record Tracking System for the check in and check out of
the PGP documents in the HCP unit. The trainee has learn a lot during the internship period,
which result in better improvement in lot of aspect such as discipline, skills, time management,

leadership, team work, and knowledge.

Keywords: Records management, Record Tracking System, Policy, Guideline, Procedure.
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CHAPTER 1: INTRODUCTION

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

the seeds start to a career in your selection profession.

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

students, a 5 months period is allocated for training at locations chosen by themselves.

For students of Information Management, we have to undertake this industrial training
during our last semester for five months. I have been given the opportunity to complete the
Industrial training at Petroliam Nasional Berhad (PETRONAS), Kuala Lumpur. So, right
on the 1% of August 2018, I started the industrial training at the organization chosen and

the internship program will be end on 31 December 2018. During industrial training, Puan
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Nurul Sha’adah Binti Abdul Kalam has been incharged in trainee activities and ensuring

the trainee would gain the knowledge and experiences as much as possible.

1.1 Background of the Organization

Figure 1: The logo of Petroliam Nasional Berhad (PETRONAS)

Established in 1974, Petroliam Nasional Berhad (PETRONAS) is Malaysia’s fully
integrated oil and gas multinational ranked among the largest corporations on FORTUNE
Global 500%.

The growing demand for energy inspires and strengthens the purpose of PETRONAS to

steadily drive for new solutions and push boundaries towards a sustainable energy future.

In PETRONAS, they apply innovative approaches to technology which helps them to
unlock and maximise energy sources from even the most remote and difficult
environments. PETRONAS fully integrated value chain spans from exploration to

marketing, logistics to technological infrastructures, with operations in over 50 countries.

Throughout PETRONAS rapidly expanding network and steady growth trajectory,
PETRONAS has consistently and successfully implemented various social, environmental
and community programmes. Guided by PETRONAS Corporate Sustainability
Framework, they carry out their business in a socially responsible and holistic manner for

the benefit of the present and future generations.
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1.1.1 Mission

We are a business entity.
Oil and gas is our core business.
We add value to this resource.

We contribute to the wellbeing of the society.

1.1.2 Vision

A Leading Oil and Gas Multinational of Choice

1.1.3 Shared Values

PETRONAS values are embedded in their culture as the backbone of their business
conduct, reflecting their sense of duty and responsibility in upholding their commitment
towards contributing to the well-being of peoples and nations wherever PETRONAS

operate.

Loyalty

Loyal to corporation

Integrity
Honest and upright.

Professionalism

Strive for excellence.

Cohesiveness

United, trust and respect for each other.
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1.1.4 Location Maps

Figure 1.2 shows the location Petroliam Nasional Berhad (PETRONAS) Kuala Lumpur.
PETRONAS was located at Tower 1, PETRONAS Twin Towers Kuala Lumpur City
Centre 50088 Kuala Lumpur, Malaysia
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Figure 2: PETRONAS’s map location
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1.1.5 Contacts Information

Address : Tower 1, PETRONAS Twin Towers Kuala Lumpur City Centre 50088
Kuala Lumpur, Malaysia

Phone : +(603) 2051 5000

Facebook : PETRONAS

Instagram : @petronas

Twitter - @Petronas

1.1.6 Corporate Governance

Corporate governance is vital to PETRONAS value creation and business excellence.
PETRONAS continuous commitment to foster a culture of integrity, ethical behaviour and
professionalism underpins PETRONAS ability to remain a resilient organisation. This

promotes higher levels of accountability and transparency.

PETRONAS policies are aligned to applicable laws and regulations of countries where

they operate, in view of stakeholder’s expectations on good corporate citizenship.

The PETRONAS Board of Directors, supported by the relevant Sub-Committees, provide
effective foresight on the business’ strategic direction as stipulated in the Board Charter,

aligned with all applicable laws.

The Executive Leadership Team (ELT) assists the President and Group CEO in managing
the organisation’s strategic business development plans and growth strategies, including
cross-business issues of the PETRONAS Group.

The Board and ELT collectively ensure that PETRONAS delivers upon its obligations in a
responsible manner, ensuring all aspects of business decision making adhere to strict

ethical standards.
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1.1.7 Business Ethics

The PETRONAS Code of Conduct and Business Ethics (CoBE) underpins PETRONAS
commitment to upholding the highest standards of ethics and integrity in the conduct of the
Group’s business and operations and this applies to all employees, directors and third
parties who represent or act for the Group. The CoBE also contains specific provisions on

anti-competitive practices.

The CoBE is supported by the PETRONAS Anti-Bribery and Corruption Policy &
Guidelines (ABC Manual) which is applicable to all employees as well as third parties.
PETRONAS enforces zero tolerance for all forms of bribery and corruption. Our No Gift
Policy and PETRONAS Integrity Compliance Framework collectively aim to further
fortify the culture of ethics and integrity across the Group.

The Whistleblowing Policy encourages disclosure on any form of improper misconduct,
where matters raised are deliberated by the Whistleblowing Committee. Updates are
provided on a regular basis to the Audit Management Committee and Board Audit

Committee.
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1.1.8 PETRONAS Cultural Beliefs

Results Matter

e [ stretch my limits to deliver superior results
Own It!

e I own the results and don’t blame others
Nurture Trast

¢ 1always keep my promise and build mutual trust
Focused Execution

o I plan, commit and deliver with discipline
Tell Me

o Iseek, give, and act positively on feedback
Shared Success

e [ collaborate for the greater good of PETRONAS
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1.2 Awards

i. PETRONAS 2018 Awards

a. Product of the Year Award — PETRONAS Lubricant International (PLI)’s Arexon
Svitol Easy received the Product of the Year 2018 Award in Italy for product
innovation.

b. Asia— Pacific Stevie Awards - PETRONAS Leadership Centre (PLC) received the
Gold Stevie® Award for Managerial Excellence (ME) Leadership Development
Journey under the Innovation in Human Resources Management, Planning &
Practice Category.

c. APAC NOC of the year award - PETRONAS was named National Oil Company
(NOC) of the Year for the second #ime running at the Energy Council’s APAC
Energy Assembly & Awards Dinner 2018.

d. Most Attractive Employer in Malaysia - PETRONAS was crowned as Most
Attractive Employer in Malaysia 2018 under the Randstad Employer Brand
Awards.

e. Best General Publication Award
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1.3 Organizational Structure

Table I : Table Board of Directors

Board of Directors

5

DATUK AHMAD NIZAM SALLEH
TAN SRI WAN ZULKIFLEE WAN

Ao ARIFFIN

e President & Group Chief
Executive Officer
e Executive Director

TAN SRI AMIRSHAM A AZIZ TAN SRI MUHAMMAD IBRAHIM
¢ Chaimrman Of Board Governance & e Member Of Board Governance & Risk
Risk Committee Committee
e Independent Non Executive Director e Independent Non Executive Director

10



Petroliam Nasional Berhad (PETRONAS)

DATO’ MOHAMAD IDRIS MANSOR

CHAIRMAN OF BOARD AUDIT KRISHNAN CK MENON
e Committee e Member Of Board Audit Committee
e Member Of Board Remuneration e Member Of Board Governance & Risk
Committee Committee
e Independent Non Executive Director e Independent Non Executive Director

AINUL AZHAR AINUL JAMAL DATUK SITI ZAUYAH MD ESA
e Chairman Of Board Remuneration e Member Of Board Audit Committee
Committee e Independent Non Executive Director

Member Of Board Audit Committee
Independent Non Executive Director

11
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2

PUAN ZAKIAH JAAFAR YM TENGKU MUHAMMAD TAUFIK
e Member Of Board Governance & Risk TENGKU AZIZ
Committee e Executive Vice President & Group
e Non Independent Non Executive Chief Financial Officer
Director e Executive Director

INTAN SHAFINAS (TUTY) HUSSAIN

e Company Secretary

12
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Table 2 : Executive Leadership Team

Executive Leadership Team

@D

TAN SRI WAN ZULKIFLEE WAN DATUK MOHD ANUAR TAIB
ARIFFIN
e Executive Vice President Ceo
e President & Group Chief Executive Upstream
Officer

YM TENGKU MUHAMMAD TAUFIK
DATUK MD ARIF MAHMOOD TENGKU AZIZ

e Executive Vice President Ceo e Executive Vice President & Group
Downstream Chief Financial Officer

13
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DATO’ RATIHA AZNI ABDUL RAHMAN MOHAMED FIROUZ ASNAN

e Senior Vice President Group Human Senior Vice President Corporate
Resource Management Swategy

MAZUIN ISMAIL MALIKI KAMAL MOHD YASIN

e Senior Vice President Project Delivery Senior Vice President Group General
& Technology Counsel

14
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CHAPTER 2: ORGANIZATION STRUCTURE
2.0 Information Structure
In this chapter, the trainee needs to describe the details information about the unit where they has

been placed during the industrial training.

2.1 Unit Structures

For the internship program, I has been placed in the Human Capital Policy (HCP) Unit for five (5)
months. In this unit, there is five staffs who are responsible to manage and ensure all the activities
in HCP’s were going smoothly and clearly. In HCP Unit, Puan Azzah Ghazali act as a Head of

HCP unit. There is one senior manager, two manager and two executives.

Figure 3: HCP's Team Members

16
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\
Azzah Binti Ghazali
Senior Manager
7 N\
Rozy Indayu L [, llliza Binti Baharom
Manager j i Manager
\ J/
N\ V'
Nurul Sha’adah Anis Hafidza Binti
Binti Abdul Kalam | % Makthahar
Executive Executive
7/ \.

Figure 4: HCP's organization structure

2.2 Human Capital Policy (HCP) Unit Functions
i.  Actas a custodian of the Policy, Guideline, and Procedure (PGP)
ii.  Prepared the Limits of Authority for Petroliam Nasional Berhad (PETRONAS)
ili.  Answer to any issue related to the Policy, Guideline, and Procedure (PGP)

iv.  Act as a system administrator for Knowledge Management (KM) Portal

17
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CHAPTER 3: INDUSTRIAL ACTIVITIES TRAINING
3.0 Training Activities

For Chapter 3, the trainee will describes and explain about the activities during his industrial
training in Pewoliam Nasional Berhad (PETRONAS). Even though a trainee has been placed in
the HCP Unit, but sometimes a trainee should be exposed with the activities from the other units
and departments in PETRONAS. All the daily activities during the industrial trainee must be
recorded in the log book and all the activities will be briefly explain in this chapter. In other words,
in this chapter it is about the summary of all the activities from trainee since 1 August 2018 until

31t December 2018.

3.1 Practical Trainee Activities & Deliverables
3.1.1 Record Management Policy Guideline (RMPG)

There is five sub activities under the RMPG which is administrative and secretariat role in
consolidation of Group Human Resource Management (GHRM) RMPG efforts,
inventorising records, performing records management for storage and archival purposes,

assisting in disposition on records, and assisting in awareness and training activities.

The outcome from this activities is comprehensive GHRM Group List, completion on Tier
1 assessment for GHRM, readiness for Tier 2 assessment for GHRM, and lastly

comprehensive storage and archival of GHRM records.

19
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3.1.2 Knowledge Management (KM)

Under the lmowledge management activities, there is four task that has been given to me
which is metadata clean up, performing clean up on KM assets, inventorising KM assets,

assisting in KM awareness and administrative activities.

The deliverables from this activities is data integrity for Human Capital Management
(HCM) assets and access, increased KM awareness and activities, and efficient and

effective storage and retrieval of records.

3.1.3 Digitisation

In the digitisation activities, the task that has been given to me is inventorising and weeding
of physical records, digitisation and cataloguing including assigning metadata, and

performing administrative role in the storage and archival or digitised.

The outcomes from this activity is removal of obsolete physical records based on RMPG,
archival of relevant records for HCM corporate memory, and efficient and effective storage

and retrieval of records.

3.1.4 Communication and Awareness

In the fourth activity there is only two task that has been given to me which is assisting in
organising sharing session and communication session of policies, procedures and
guidelines, and performing administrative and secretariat role for overall HCP

communications activities.

20
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3.2 Other Activities

3.2.1 Software Installation

Installation of software is a common activity in any organizations or institutions. It same
goes to the PETRONAS, in the HCP, I have been assigned to install SIERRA ILS to all of

the HCP staff laptop.

GRLOME TO

sierra

P o B ¢t

o O | a

Figure 5: SIERRA ILS interface

3.2.2 Knowledge Management (KM) Portal Access Request

For this task, I have to respond to the request from the user that want to access the KM
Portal. KM Portal is the share point where all the HR fraternity use to stored documents
that can be shared. My job is to make sure that all the HR fraternity have the access to the

KM Portal.

At the end of the year, I have to prepare the KM year-end report for the reference of the

HCP team. The information needed is the usage stats which is number of user, number of

21
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active users and number of HR fraternity and non HR fraternity. Other than that, HCP team
also wants to know about total site hits which is average daily, average monthly, and
average person. Lastly I also have prepared most visited page, most viewed, and most

downloaded documents.

3.2.3 Organized Rendezvous and Away Day

Another task that has been given to me is to organize Rendezvous for the Human Capital
Expertise (HCE). Rendezvous will involves all the units in HCE which is Human Capital
Management Office, Human Capital Policy, Talent Sourcing and Industrial Relations,
Compensation and Benefits, Organization Development and Design, and Leadership and
Capability Development and Talent Management. There is four session of rendezvous that
has been done for all of the HCE staff. I and a few number of staff successfully managed
to organized the rendezvous in Centre for Advanced Professional Education (CAPE) and

Galeri Petronas.

Figure 6: Rendezvous meeting

22
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Next, I also involved in the away day program for the HCE on 13" and 14" December
2018. The away day has been given name “Together towards Tomorrow”. The location of
the away day was at Lexis Hibiscus, Port Dickson, Negeri Sembilan. During the away day,
we have provide two buses for the transportation of the HCE staff. But some of the staff

went to the location by their own because of some limitations.

Figure 7: HCE away day at Lexis Hibiscus

23



Petroliam Nasional Berhad (PETRONAS)

3.2.4 Create Standard Operating Procedure (SOP) and Service Level Agreement (SLA)

Furthermore, I have been assigned to create the SOP and SLA for the KM Portal. For this

task, I have been discussed with my supervisor, Puan Nurul Sha’adah Binti Abdul Kalam.

Puan Sha’adah has guide me to create the SOP and SLA for the KM Portal. Next, we have

discussed the SOP and SLA with the HCP team members to get feedback.

Access: Add User to Common Folder

REQUEST REMOVE REQUEST
HCP @ UPDATED HR EXISTING UPDATED HR

FRATERNITY NAME IN KM FRATERNITY |

MEMBERS PORTAL MEMBERS

¥
h 4
HRCS PROCESS
CREATE LIST
REQUEST SENDLIST |

Figure 8: Example of Standard Operating Procedure

3.2.5 Get in touch with Record Manager and Record Controller

For the RMPG activities we need to meet with all of the representative from every unit in

Human Resource Department which is Human Capital Management Office, Talent

Sourcing and Industrial Relations, Compensation and Benefits, Organization Development

24
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and Design, Talent Management, Upstream, Downstream, Human Resource Holding
Company, Education and Learning, Leadership and Capability Development, Human

Resource Centralized, and Project Delivery and Technology.

My task is to set up a meeting with each of the Record Manager and Record Controller for
each of the unit in Human Resource Department. I have to communicate with them to lanow
their available time and get the location for the meeting. During the meeting, my supervisor
will explain to the Record Manager and Record Controller on the RMPG, and my task is

to take note on the issue or any request from the respective unit.

3.2.6 Retrieval of Archive at PETRONAS Resource Centre

On 14" December 2018, I and Puan Anis Hafidza has went to the PETRONAS Resource
Center to retrieve the documents that has been keep in the storage. The document has been

digitised by me for the reference purposes. The documents year range is from 1974 —2018.

3.2.7 Contact PETRONAS Record Centre on Disposition

Another task that I have done is to get in touch with PETRONAS Record Center, Bangi
staff. I have collected cost centre details for each respective unit and check on the

documents stored for each respective unit in the PETRONAS Record Centre.

Other than that, I also need to get the information for the disposition process and the price

for storage in the PETRONAS Record Centre. Later, after each of the respective unit in the

25
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Human Resource Department has separated documents that need to be disposed, we will

consolidate with the PETRONAS Record Centre for the disposal activity.

3.3 Special Project
3.3.1 Introduction of the system

Special project is a main task for each trainee to compete it before end of the industrial
training. Human Capital Policy (HCP) has request a Record Tracking System from the
trainee. HCP wants Record Tracking System because they want to track the movement of
policy, guidelines, and procedure in the Human Resource Department. After the discussion
with the supervisor and Encik Munawwar from PETRONAS Resource Centre, we have
found out some of the limitations for developing the system. Based on Encik Munawwar
advice, he told us to use the SIERRA ILS system which is the system for the PETRONAS

Resource Centre.

Current practice in the HCP unit is they are still using the manual system by writing the
movement of policy, guideline, and procedure (PGP) in the log book. Which means every
time the documents are being received or borrowed, the HCP staff need to write the details
of the activity in the log book. For example, when someone from the Human Resource
Department send the guideline to the HCP team, HCP team needs to write the details of the

guideline and get the signature from the sender of the documents.

26
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3.4.2 Level of Access

Next, Sistem Stor MAIPs have three difference users which are Super Admin, Admin, and

user. Table 3 below shows the different level of access for the Sistem Stor MAIP

Table 3: SIERRA ILS level of access

Roles Person in Charge
Super Admin PETRONAS Resource Centre
Admin Puan Anis Hafidza Binti Makthahar
User HCP Staff

27
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3.4.3 User Manual for SIERRA ILS

User manual for the SIERRA ILS has been provided by the PETRONAS Resource Centre
as a reference for me to understand more about the SIERRA ILS. This is because I am not
familiar with the library system before. User manual for SIERRA ILS can be seen in the

appendices.

3.4.4 Recommendation for Future Improvement

In the future, I would recommend the HCP to use the barcode scanner to check in and check
out the PGP from the HCP unit. Current system would need the HCP team to key in the
data of the PGP into the SIERRA ILS system. Which means that the automated system and

manual system both need the HCP staff to key in the data.

By using the barcode scanner it would be much easier for the HCP staff to manage the
check in and check out process of the PGP in the unit. Besides that, it also could prevent
the human error in check in and check out process and reduce the time consuming for the

check in and check out process.

Even though barcode scanner will incurred cost to the HCP unit but in my opinion it is one
of the important features that could give a benefits to the HCP unit. The process for tracking

the PGP will be much easier with the usage of the barcode scanner.

28
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CHAPTER 4: CONCLUSIONS

4.0 Conclusion

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

industry work.

For five (5) months the trainee has went for the industrial training in Petroliam Nasional Berhad
(PETRONAS) under Human Capital Policy (HCP) Unit but the trainee also need to do another
tasks and activities from another Unit such as Human Capital Management Office (HCMO).
Besides, the trainee had learnt a lot of new things in the industry in term of work tasks, goods
employee personality, leadership and how to handle the matters and come out with the good

decision to resolve the matters.

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

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

supervisor, HCP Unit staff and other colleagues in PETRONAS.

a) Communication Skills for Information Professionals (IMD121)
Firstly, I has been applied the knowledge from the subject Communication Skills for
Information Professionals (IMD121). This subject was learnt during diploma in
semester two (2). I has been used this knowledge when I need to communicate with
various level people in PETRONAS. I needs to communicate with various level of
people from different races and nationality. This is important to build improve the

communication skills of the intern.

b) Electronic Publishing (IMD214)
Secondly, for the subject Electronic Publishing (IMD214) in semester three, I has used
my skill in designing to design the shirt for the Human Capital Expertise (HCE) away
day at Lexis Hibiscus, Port Dickson. I has use the Adobe Photoshop and Adobe

Ilustrator to complete the design.
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¢) Technical Support Services and Maintenance For Information Agencies (IMD222)
Thirdly, during my semester four (4) during my study, I has been taught the subject
Technical Support Services and Maintenance for Information Agencies (IMD222).
This subject is more to the practical task and it is about the computer maintenance and
make a network cabling. So, during industrial training I has applied all of those
knowledge and skills to complete the tasks from the supervisor and staffs in HCP Unit
itself. Most of the activities in PETRONAS will related to this course such as the trainee

needs to set up printer and troubleshoot the device and laptop of the HCP Staff.

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

is because Human Capital Expertise (HCE) always have a programs with their unit.
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4.1.2 Skills Gained

a) Communication Skill

During the industrial training in Petroliam Nasional Berhad (PETRONAS), I has
discovered a few knowledge and gain the experience and skills in communication skills.
This is because I need to communicate a lot with level of people either it is formal or
informal communication. For instance, I need to communicate with Encik Raja Abdullah
Monshie to request his permission to take focus recognition video for the Human Capital
Expertise (HCE) away day. Encik Raja Abdullah Monshie is a General Manager in the

Human Resource Department.

Other than that, I also need to communicate with people through phone call. For example,
I need to call the person in charge in PETRONAS Record Centre, Bangi to get the
information on the disposition process. This activity also help me to gain the skills on how
to communicate with people through phone call. Hopefully, I can make a lot of
improvement in this communication skills from what I has got and leamt from my activity

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

Furthermore, in the industrial training, it has teach me on how to control the emotion,
mental and physical under stress. In PETRONAS, I can understand on how the
employee works on their tasks given. Sometimes, I also has faced difficult time where
I need to treat colleagues that does not give support. I also have to complete task that I
get in short amount of time which gives a lot of mental stress to me. But in the end, I

successfully complete the task with the help from the colleagues in PETRONAS.

c¢) Time Management Skill

Time management skill is a required skills in the industry. Through this industrial
training, I can improve my skill to be better in future. During industrial training, I has
received multi-tasking task in short amount of time, I have to manage the time to
complete everything on time. My supervisor has guide me very well to manage my time

so that I could complete the task before the due date.

e) Self-Motivation Skills

During industrial training in PETRONAS, I has improve my self-motivation skill from
time-to-time. This is because in Human Capital Expertise (HCE) every moming before
they start the work, all the employees would have a breakfast together at the pantry and
communicate with each other. Sometimes they would discuss if they have any problem
with their work or life. From this activity, the trainee was realized that as fellow staff,

we need to support each other if our fellow colleagues has problem.
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4.2 Personal Thought and Opinion

Based on my personal thought industrial training is very important for the last semester
students. This is because through industrial wraining the students can develop and make an
improvement to his or her future profession. Besides, industrial #raining also can help to
introduce the real world of working in the industry to the students. So, for sure students will be

more ready to face the challenges and obstacles when he or she will enter the industry later.

During industrial training I feels the PETRONAS has provides a lot of opportunities and
supportive to each other. The work environment in PETRONAS was like with a family because
all the staffs is supportive to each other and friendly. The real purpose for me to complete the
industrial training is to gain knowledge, improve the skills and gain more experience in the

industry. So, by chosen PETROLIAM Nasional Berhad (PETRONAS), I has achieved my

purposes.

4.3 Lesson Learnt

During the industrial training, I has leamnt to be more discipline, punctual and has an
improvement in many skills and knowledge. I has learnt how to commit with time rightly even
after I has received multiple task and I can do it under stress. I managed to complete all the
tasks and works on time before the due date given from the supervisor or staff. PETRONAS
has exposed me on many new field of knowledges and I had a chance to apply what has been

taught throughout five years study.

Besides, I also has been exposed to the real world working environment that is obviously
different from what I has leamnt in classes. This has given me a chance to develop more practical

skills by my efforts. The industrial training program was definitely beneficial for the students.
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Clearly, I knows and get experiencing in work, learn how to communicate with the different
staff members, learn how to work on team, and learn how to solve problems faced in the

workplace.

4.4 Limitations

For the limitations, for my special projects it is difficult for me to get the permission from
PETRONAS ICT to develop the system. Some of the limitation for me to develop the system
is PETRONAS ICT are not allowing me to use the open source software to develop the system.
This is mainly because of the security issue.

Next, if I develop the system for the HCP unit, another problem that I need to face is where to
place the system. This is because PETRONAS ICT will not allowed me to place the system in
their server. My recommendation is to provide a personal computer (PC) as a server in the
Human Capital Policy (HCP) unit.

Lastly, it would also be hard for HCP unit to maintain the system when I am leaving

PETRONAS after my intemnship ends.
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APPENDIX 1 : EXAMPLE OF FORM



Appendix IX

PETRONAS

NAME

INTERNSHIP ATTENDANCE SHEET

DETA
ICNO

DEPT/DIV

COST - CENTRE

H/P NO

EXTNO

EMAIL

CONTACT PERSON
*Dept. Focal/Secretary

PETRONAS Scholar | Yes

|| No

DATE | TIMEIN

5 A

TIME OUT

REMARKS

lst

znd

3rd

4th

sth

| Gth

7th

sth

gth

loth

1 1th

1zth

13th

14"

15th

1 Gth

17(h

18th

19

zoth

21 st

zznd

23rd

24"

25t

ZGth

27th

28"

thh

30th

31

TRAINEE

APPRO

APPROVED BY (Supervisor)

Pk

SIGNATURE

NAME

POSITION

DATE

Internal

E&P Industrial Training Attendance Sheet



Annual Leave
Entitlement _ |

| Leave Taken [ ]
| Leave Balance |

@7 INTERNSHIP LEAVE APPLICATION FORM
A RA D A
NAME MUHAMMAD AFIQ 8- MOUD A)mik SECTION GHem
DEPT/DIV HUMAN CAPITAL POL|cY LOCATION Towge | . LEvEL 6O
H/P NO 012 - 4914727 EXT NO {
CONTACT PERSON
i *Dept. Focal/Secretary

B. EMERGENCY CONTACT
NAME RELATION

H/P NO
OFFICE

C. PURPOSE OF LEAVE TAKEN
JUSTIFICATION \

ADDRESS CONTACTS

| TYPEOF
| PROGRAM
| DATE

1 ]
ANNUAL LEAVE ! | MEDICAL '
|

|

DURATION

TRAINEE VERIFIER
|
|
SIGNATURE ||
( |
NAME |
POSITION | ]
DATE ' |
REMARKS *To be filled by Interaship Unit 1
RECOMMENDED BY | APPROVED BY
l
SIGNATURE \
NAME | |
POSITION "| l
DATE | ]
REMARKS *To be filled by Supervisor (only applicable for Supervisor | *Manager of the department |
l who is not a manager of the department) | ,|
*Annual Leave : 1 day paid leave per month
*Sick Leave : 14 days sick leave for whole duration of internship (with medical certificate)
*Unpaid : Upon approval from Manager of department (with supporting letter)

Open



RENDEZVOUS, 9 SEPTEMBER 2018

Training Room 1, Centre for Advanced and Professional Education (CAPE)

NO. NAME SIGNATURE
1 Nur Isyatul Bt M Noor Rosli (HRM/PETH)

2. Intan Adliana M Ibrahim (HRM/PETH)

3. Nursafni Bt M Salleh (HRM/PETH)

4, Zaakiyah Bt Mohammad (HRM/PETH)

5. Fariza Juliana Abd Fazil (HRM/PETH)

6. Azwin Nadia Bt M Amir (HRM/PETH)

7. Ruzmilawati Bt Ismail (HRM/PETH)

8. Syaimaa Bt A Rahim (HRM/PETH)

9. Ainulmardhiyah Bt Ibrahim (HRM/PETH)
0. Noor Arina Bt Noor Adnan (HRM/PETH)

11, Nurul Nisha Bt Saharudin (HRM/PETH)

12. Hairunniza Hairuddin (HRM/PETH)

13. Mashitah Aminah Bt Turahim (HRM/PETH)
14. Rose Arienah Bt M Hamdan (HRM/PETH)
15. Nor Suriana Bt A Rahim (HRM/PETH)

16. Rubaina Shokat (HRM/PETH)

17. M Bazli B A Aziz (HRM/PETH)

18. Nor Alia Azida Bt M Musa (HRM/PETH)

19. Norsyima Bt Ismail (HRM/PETH)

20. | M Nur Aufa Mustapa (HRM/PETH)

21 4' Zuraida Mohammed (HRM/PETH)

22. M Fazzly B Kamari (EDU/PETH)

| 23. Nurul Sha'adah Bt A Kalam (SVP_GHRM/PETH)
24 Munirah Bt Md Zaidi (HRM/PETH)

25. Nor Ashikin Mustaffa (HRM/PETH)

26. Nor Hafizahtul Akmal Bt Hj Omar (HRM/PETH)
27. Zatil 'ismah Azmi (HRM/PETH)

Internal



RM Tier-1 Assessment Questions

A. RM Roles and Capabilities (10 Marks}

No. Question Atlocated Score Guidelines/Description Y:snsmt:o Your Score Remarks
The following Records Management Roles have been nominated for your
organisation:
OPU/HCU needs to demonstrate evidence of Records
Al |Records Manager 1.5 marks Management Roles appointment. This can be via a formal emait 0
or approved organisation structure.
Records Controller 1.5 marks 0
The following Records Management Roles have attended the Records
Management Program (RMP) 2.0 Training.
Nominated Records Manager and Records Controller(s) needs to
A2 |Records Manager 1.5 marks sign up for and attend the centrally-conducted RMP 2.0 Training 0
session led by EIM.
Records Controller 1.5 marks 0
Records Manager and Records Controlter(s) needs to
The Records Manager and Records Controller{s} have carried out their demonstrate evidence that they have cascaded information such
A3 |responsibilities in driving Records Management-related initiatives in the 3 marks as the importance of Records Management and compliance, the 0
organisation. availability of RM Guidelines and RM Roles to all staff within the
organisation.
The Records Manager and Records Controller(s) are available to provide R.ecords. Manager and Becords e myst e
A4 . 0.5 mark via Email/Lync and available as and when required, e.g. to 0
further assistance on contact. - . o
facilitate audit request or to receive any latest updates from EIM.
OPU/HCU needs to demonstrate that procedures are in place to
Replacements are being identified for the Records Manager(s) and Records identify replacements for the Records Manager(s) and Records
A5 f 0.5 mark R R R 0
Controller(s) when required. Controller(s) when required, e.qg. during periods of long leave or
transfer of department/organisation.
(¢
B. OPU/HCU Recards List (30 Marks)
Answer
No. Question Altocated Score Guldelines/Description Your Score Remarks

Yes | No




The OPU/HCU Records List is maintained as the single source of truth for the

Single Source of Truth denotes that the OPU/HCU Records List is
the only documentation that exist for the purpose of maintaining

Sl OPU/HCU. AL the list of all appticable Record Types and it's relevant attributes .
for the OPU/HCU.
0
C. RM Processes /Tools and Facllitles {60 marks)
Answer
No. Question Allocated Score Guidelines/Description Yes NG Your Score Remarks
All Physical and Electronic Records must be, at a minimum, be accompanied Mand.atory m(?t.ada.ta includes Rec.ord Type, Title, Author, Owner,
c1 ) ] S 6 marks Security Classification, Record Series, Reference Number, Active 0
by the set of mandatory metadata defined in the RM Guidelines. R . X . .
Date, Expiry Date, Retention Period, Disposition Rule.
All Physical and Eiectronic Records are stamped in accordance to the Becords Security Class'ﬂf:atlon uhe b_e VIS.lbly stamped or plac_Ed
c2 *Stamping Security Classification” defined in the RM Guidelines 2 marks in every page of pre-designated locations in the Records (applies 0
’ to both Physical and Electronic Records).
Secret Records are to be secured by 4 or more Entry Points;
All Physical Records are subjected to the mandatory "Secured Physical Entry Confidential Records are to be secured by 3 or more Entry Points;
c3 e . . R - 2 marks 0
Points” in accordance to their respective security classification. Records for Internal Use Records are to be secured by 2 or more
Entry Points.
All Electronic Records Management Systems incorporates user access
C4 |permissions to ensure the appropriate level of access to the Electronic 2 marks 0
Records in accordance to their respective security classifications.
controls, such as audit trails, the routine testing of system hardware and
C5 . . 4 marks 0
software, and procedures for measuring the accuracy of data input and
oulma
Records that are no longer required to be maintained by
Processes have been documented for Records that have reached the end of ap[{llcable laws and “.18 organisation’s pollc:‘nes are to be
. . - . subjected to destruction, returned to the clients, transferred to
C6 [their lifecycle in accordance to the HCU/OPU Records List and designated 2 marks R R ) . ) 0
; " another organization in connection with a divestiture, or
for Records Disposition. . X . . .
transferred for ongoing preservation to an historical archives,
library, or museum.
Any Third-Party Offsite Storage Facility that is currently being used have
o2 el y J v v being 2 marks 0

been declared to and approved by EIM.




c) Approximately 51% to 80%. 11 marks
d) Approximately 81% to 59%. 17 marks
e) All. 20 marks
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APPENDIX 2 : USER MANUAL



Circulation

Sierra Training Manual



Overview

Sierra Circulation allows staff to do the following: check out items, check in items,
search all patrons, place holds, maintain hold queues, maintain course reserves
lists, manage fines and bills, and perform other Circulation-related functions.

Log In
= Double click on the Sierra icon on your computer’s desktop:

=  When the Login and Password dialog box
appears, enter your Sierra Circulation login
name and password. Your assigned login and
password determine the privileges and
functions you can perform in Sierra.

= (Click the OK button or press the <Enter> key twice.
= This connects you to the server and loads the Sierra Circulation software.

Sierra Circulation Window

Once logged into Sierra, the circulation window opens. The right side dropdown box
lists the various functions assigned to the login.




Custom Settings and Preferences

Many Sierra functions are customizable (for example:
screen and text colors, font and font size, new record | Changing the font size and
template creation and maintenance, print templates, | Screen colorisa decision of
and a number of other Sierra functions.) the local librarv

New Record Templates

The Sierra system uses new record templates to create new records. A new record
template can be configured by the local library to prompt the staff member to fill in
specific fields. A new record template can also be configured by the library to
contain default data in certain fields which is automatically inserted into the record
during the new record creation process. The library may configure an unlimited
number of new record templates in the Sierra System.

Record Structure

Review Patron Record Fields

Along the top, at the far right, are icons for Editing, Save, Delete, Print and Close.

Tip: Always Save before closing the patron’s record.

The first half of the Patron record are fixed-length fields, containing information on
expiration date, birth date, money owed, notice preference and last circ activity.

The record’s second half are variable-length fields, containing the patron’s name,
address, messages, notes, email and barcode.
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Review Item Record Fields

Along the top, at the far right, are icons for Insert Field, Save, View, Edit,
Summary, Export, Print and Close.

Tip: Always Save before closing the item record if you made any changes.

The first half of the Item record are fixed-length fields, containing information on
location, item type, # of renewals and overdues, status, checkout date, total
checkouts and last circ activity.

The record’s second half are variable-length fields, contacting the call #, item field
and barcode.

Capyta . oty Data (L2 L e

Sierra Circulation Modes
Circulation Desk Mode




Circulation Desk mode is where most of the daily circulation functions take place,
check in, check out, paying fines, creating a new patron record.. Pull down the
Function list on the right and choose Check in (Circulation Desk) Mode to open.



Patron Records

Search for a Patron record e i R

Patron records may be searched by any | =
Y

indexed field in the Patron record. —

RUHNKE. CHARM NAGME
2207800024956%
2953 MAURO AVENUE
LASALLE. IL 61301

(o

1. Go to Check Out (Circulation Desk)
function

2. Type or Scan the patron barcode into the query box in the upper left-hand
portion of the screen. e ——

B (@ Yow (a Town Adme per

sierrg

P
v

3. Or Type the letter "'n” (to designate the name
index) and search by the patron’s last name, first
name. Do not insert a space after the letter *n”. This searching option informs
the system that it should search the Name Index instead of the Barcode Index.

4. Or Type the letter “e” to search the personal pepe——
information index (address, telephone or email). FEEEENERENENES

Do not insert a space after the letter “e.” This sierra
searching option informs the system that it N

should search the Personal Information Index i
instead of the Barcode index. Personal information reads left to right and is a
phrase search.

5. Or Type the letter "u” to search the Unique ID & i ot i
(formerly AlItID). Do not insert a space after the | =

letter “u.” This informs the system that it should i;’_é;q
search the Unique ID index.  wwicn

6. After typing your search term, press the <Enter> key or click the Search
button. If necessary, select the appropriate index from the drop down list of
Name, Barcode, or Record number. Type the appropriate data into the query
box and press the <Enter> key (or click the Search button)

7. From a browse screen of a list of Patron records, double click on the line for the
selected patron name or highlight the line for the patron name and click the
Select button.



Create New Patron Record

1. Search the Sierra database for the patron. If there isn’t already a patron record,
create a new patron record.

2. Click the New Patron Record button or use the dropdown menu File | New
Patron

3. Select a new record
template from the B e g s 5
preferred list or use
the default new
record template, if
that is the
appropriate template. |" —
Patron Record : =
templates can be

selected as preferred _

templates in the dropdown menu Admin | Settings | Record Template.

4. Insert patron information in the fixed- and variable-length fields as prompted by
the new record template. To skip a field, click Next

[

q : Tip - to enter the expiration date, type
—]' either t or c in the box. Typing t enters

today’s date, and you can change the year.
Typing c displays a calendar to choose the
expiration date.

| Edit Data

Expiration Date

5. Double-click with the mouse in the white part of the desired field to display a
list of valid codes and/or meanings for that specific field, and click on the
appropriate line for the chosen field to select it.

6. Type the necessary data into the white area of the variable-length field
display box.

insert a non-MARC field




tnsert a non-MARC field

: | 100 mam st
: | ANYTOWN, IL 60006

[ Next X Cancel New Record Creation

Insert 3 non-MARC field

ey s
m Cancel New Record Creation -

Note: enter primary telephone number in Telephone. Ten digits are required with
hyphens (including area code). Use Telephone 2 for alternate numbers.

20055000034567

m _ Cance) New Record Creation

Scan or type 14 digit barcode in barcode field.

Type the last four digits of the barcode as the user’s PIN, then enter the four digits
again to confirm.

Enter PiN

Confirm

Once you have added the PIN and hit OK, it will appear as an encrypted code. To
edit the PIN in the future, you will need to highlight the encrypted text and replace
it with the last four digits of the barcode again.



Adding Another Variable Length Field

. Bl Blomde 1 1)

There are three ways to add another variabmeld. 1) Click at the end of the field
above where you want to insert a field, and press <enter>. A field will be entered
with a blank pink field label and question mark. The “?” indicates that you must
insert a valid field tag which is appropriate for the field to be inserted. Or 2), you
can right click and choose Insert Field. Or 3), you can use <control>I. Both of
these latter methods will open the Insert a Non-MARC Field box at the top of the
record.

List of variable fields and their codes:

n=name u = unique ID No. (Public libraries
should enter Alt ID in this field)
a = address
m = message (displays as pop u
h = address 2 ge (display S

for circulation staff)

t = telephone X = note (displays in record but

p = telephone 2 does not pop up for staff)
o = mobile telephone b = barcode
s = alias Cc = patron status

zZ = email

10
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To move a field within the same field group (i.e.: rearrange the displayed order of

several NOTE fields), position the cursor inside the field to move, right-click on the
mouse, and select” Move Up”, "Move Down”, or “Move to Top”, or "Move to Bottom
of Group” from the pop-up menu.

Check the other fixed fields to add other desired information such as Notice
Preference.

Click the Save button when you have finished entering all the needed data in the
patron record:

DGIOIC)

|
1913562228  LestUpdaad: 05-06.2012  Created: 0506-2012  Revistons: 1 -

Expiragon Date VS08AM2 - Home Ubrary er EdlePubiic Library  Carmem Ham D ° "\ s b
Poton Code 1 e Polros Measa0e . o Measage Pairen Code & 1300 Unknows a\le UttO n

Patron Code 2 - —.. _ + wonuelBlock T Pawen Agency 0 No ccde
Patron Code 3 255 Wikoown  Clatme Returned 0 _ . LasCwcActvty - .
Pawoa Tyve 1 adutt Mossy Cwed sam Prutecmoa Language «ng Engilsh

TomiCheckouts o CurrantitemA o "7 motice Preforence b
Tous! Renawais ° CurenthemB o Total Ragstraticns °
CurrentCrackone D WL Request ° Tose! Propmms Amaded  ©
Birt Dsse Curreathemc o Wohtsts on Recard

Hame BROWN, RITAMAE  __
Addrese 100 MAIN ST
ANYTOWN. (L 60006

Telephons  309.777.7771
Uessage  ersrmvsmwoe
Barcodo  20055000034567

Copy a Patron Record

It is possible to create a new Patron record by copying an existing record. This is
useful for entering muiltiple patrons from a group (for example: a classroom or a
family).

= Retrieve a Patron record by searching by name or any other appropriate
field. If a browse list is presented, select the appropriate line by double-
clicking on the line or by clicking in the “Select” button. Then, click on the
Edit icon on the toolbar button. With the selected Patron record open, use
the dropdown menu Edit | Copy Record to copy the selected record and
simultaneously create a new Patron record from the selected record.

= The data from the original record will be copied into a new record according
to the fields you have selected. It is necessary to edit the new Patron record
for changes as appropriate. When all changes have been completed, click on
the Save icon on the toolbar.

12



Check Out

Check Out Tab

1. To check out an item, retrieve the Patron record using any of the methods
above.

2. A brief version of the Patron record displays in the upper part of the display
screen. Along the record’s left side are tabs with allowable actions: Check Out,
Checked Out Items, Holds, Fines, Check In and Linked Patrons.

7034500003 I5ET

0E MAKY 5§

MHF LA, 1L L3006
972

L

Ty Ty

3. Scan or type the item barcode in the blank field in the upper left-hand corner
of the screen.

13



4. After checking an item out to a patron, it is possible to override the system-
selected Due Date. To override the system-selected Due Date, click on the
Change Due Date button. Select an appropriate due date from the calendar
box presented and click the OK button. It is possible to retain the changed due
date by selecting the checkbox at the bottom of the calendar display.

o WEITE PO e, (LA

e S Tew G e g e

5. It is essential to close the Patron record to complete the checkout transaction
and to move checked out items into the Checked-Out Items tab. Use <Alt>
+Q or click the Close icon in the toolbar to close the patron’s record. Closing a
Patron record assures that the Patron record does not unnecessarily remain “in
use” and also protects the privacy of patron information.

Once the patron record is closed, the items move from Check Out to Checked Out
Items.

14



Checked-Out Items Tab
Click “Checked Out Items” tab on the left to display the Checked-Out Items.
Several functions may be performed using the Checked-out Items tab, including

s Swerra . PrasreCar - homer 1l Uncutaben

Fie [dd \Bew Go Tools Admin liasip

HROWN, Kl & MAL
20045N0B034467
10D MAIH ST
ANYEDWN. L 10006
KON rg

Checked-Out {tems "I

L) L Tsrvaws Ca toon Lecation L Dun (e T

] 1 32076001096120 LP GRAFTON pusig A" i9 for alibi (text (larg® print)] : a Kinsay MKhone my—. 05.08.2013

Linked Pations

Renew, Claim Returned, Mark Lost Item, and Change Due Date. .

Fines

Within a Patron record, it is possible to view current fines, view a history of fines
paid, manually add a charge, waive charges or collect money. The Fines tab
displays in a warning color if a patron’s fines exceed a library-defined limit.

o - PR | M P Lo

(e B8 e G s At e
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Mol & 63345
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Collect money

1. To collect money for an unpaid fine, retrieve the Patron record using any
method and click the Fines tab
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2. Select the appropriate fine(s) by clicking on and highlighting the appropriate
line(s).

3. Click the Collect Money button. The checkbox at the left side may also be used
to select the appropriate fine or fines.
The system displays the total amount owed for that particular fine but it is possible

to accept partial payment of a fine or bill. This is determined by library policy.
There are no special settings to accept partial payments. If a patron chooses to pay
a partial amount of a specific fine, the system will ask if the remaining amount of
the fine or bill should be waived. Only staff who is authorized via their initials and
password will be permitted to waive fines.

4. Enter the amount being collected/paid into the box, click Ok.

5. If the Payment Types table has been enabled, the system will propose the
option to enter the type of payment received (for example: cash, credit card,
check, etc.).

6. Printing a receipt for the patron is an optional feature. During the fine collection
process, if a receipt is desired by the patron, click on the print button at the
bottom of the payment display box. This is an option, and may be performed as
needed.

View Fines Paid

1. To view the fines paid by the patron, click the Fines Paid button within the
Fines Tab.
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| Fines Paid

Payments Made By Hutchinson, Sydnie Rae (Total Paid = $0.50)

_ Invoice Charge Type Description AmountDue  Amount Paid Date Paid |
164 {Manual Charge Misc AV case ... $1.00. $0.50,05-10-2012 &

2. To view details about the item pertinent to a fine paid, highlight the
appropriate line and click the View Item button. The View Item option is
not available for manual charges since such charges are normally not
associated with a specific item. It is possible to print the resulting screen
with the Print button.

3. Click the View Fine button to view the details of a fine or to reinstate a fine.
| Paid Fine Detait
Payments Made By Hutchinson, Sydnie Rae

r Detaif—— —— r Balance

| Invoice: 164 Item Charge:
Charge Type: Manuat Charge Processing Fee;
Call Number: Billing Fee:
Author:
Barcode: Total:
Description: Misc AV case replacement Previous Paid:
Charge Location: hd Amount Paid:
Statistics Group: 0 I
Checkout Date: Amount Due:
Due Date:
Assessed Date:  05-10-2012
Date Paid: 05-10-2012
Payment Status: Partial Payment
Login: jfw

Add a Fine (Manual Charge)
This function is used to add miscellaneous charges to a patron’s account, anything

not automatically generated from an overdue item. Examples are: Book Drop Fee,
Damaged Book, Hold Not Picked Up, etc.
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1. In the Fines Tab, click the Add Charge button.

': {Pre-deﬁned ~Details

Predefined: Amount: [
Reason:

2. Click the Predefined drop-down menu and choose the desired charge. The
reason and amount will be automatically entered. The amount can be adjusted
as needed.

3. If you don’t want to use a Predefined Charge, you can simply add a charge
and type in the Reason for the charge. A reason is required to assess a
manual charge. Click OK.

Waive Fines

1. To waive a fine, select the appropriate fine or fines and click the Waive
Charges button.

2. Only users authorized to waive fines will be permitted to complete this function.

Renew Material

Renew with Patron

1. Retrieve the Patron record and click on the Checked Out Items tab.

2. Select the item to be renewed from the displayed list by highlighting the
appropriate line and then click the Renew button.

Renew without Patron
The Renew mode can be used to renew items without accessing a patron record:

1. Change the current mode to Renew (No Patron) in the function box

2. Two methods of renewing an item are possible:
o Search by Item record number, and then select the item to be renewed
o Scan or type in the barcode of the item to be renewed

3. Click the Close button
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Holds

Holds may be added to a Patron's account from their Patron Record tab. Or holds
may be placed in the Search/Holds function. It is also possible to cancel or modify
existing holds in both places.

The number of holds already on a title displays from the Holds/Bookings tab
summary, in the last column to the right on the Holds/Bookings tab.

If the patron already has a bibliographic-level hold on this title, the system will not
accept the hold.

v v— Y Oy —
g G Do -

There are two types of holds:

= Bibliographic level holds, which are also called “Title level” or "Copy Returned
Soonest” holds. The first copy checked back in will be selected to satisfy
the hold. This is the level of hold that should be used normally for all
patron holds.

= Item level holds is the second type. For item level holds, only a specific copy will
satisfy the hold (for example, a particular volume, or particular autographed
copy, etc.) This level of hold should only be used when you want to retrieve a
specific copy, such as to have it returned to technical services for repair.

Holds can be placed on:

= A title or item that is checked out
= A title or item that is not checked out
= A Bibliographic record with an attached On Order record

Holds cannot be placed on:

= An item currently checked out to this patron
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= An item with status o (“library use only”)

= An item pointing to a Loan rule whose “Code” element is "N” (non-
circulating)

= Anitem pointing to a Loan rule whose HOLDABLE element is set to "N” (no)

Place Bibliographic (Title) level holds - Copy returned soonest

It is possible to place a bibliographic-level hold from Check Out (Circulation
Desk) mode or from Search/Holds mode on the navigation bar.

Placing a hold from the Check Out (Circulation Desk) mode:

4. Select Check Out (Circulation Desk) mode r
Retrieve the Patron record using any method.

Click the Holds tab
Click the Add Holds button

A browse window pops open; retrieve the desired Bibliographic record by
performing a search, using an appropriate index (author, title, subject) for
searching.

L U

RUMHIE CHRRIM RAGMS
22070000249363
62 MALNQ AVENLE et
CASALLE & S0 bl o B

9. Select the record for the request by highlighting the appropriate results line in a
browse screen then clicking Select. Or double click on the wanted item. If there
is a direct hit for a title, the Bib record automatically displays.

10.From the Summary tab list of attached Item records, click the Hold Copy
Returned Soonest button.
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Type in or select the desired hold parameters for pickup location, not wanted after
date and click OK. Hold parameters are configured in Circulation Parameters.

Place a Title Jevel Hold B
Patron: BROWN, RITA MAE p13562228

Pickup Location: ' =
Limit to Location: | I-

Not Wanted Before: [ - 20

Not Wanted After: [dsifs.zow
Hold Note:

Placing a bibliographic level hold from Search/Holds mode

1. Go to Search/Holds mode on the Function box on the right side of the screen.

2. Retrieve the Bibliographic record by searching an appropriate index (author,
title, subject) for searching.

3. If the search results in a browse list, select the Bibliographic record on which the
hold will be placed by highlighting the line of the appropriate title. If the search
results in a direct hit for only one Bibliographic record, the Bibliographic record
will display on the screen).

4. From the Summary tab list of Item records, click the button for Hold
Copy Returned Soonest.

5. Retrieve the desired Patron record by using the Add Patron button and
searching for the patron

6. Type in the desired hold values for pickup location and not wanted after date
and click OK

= If no Item records for this title are eligible for hold placement (for example, they
all contain a status of “Library Use Only”), the system will display a "REQUEST
BLOCKED"” message. The system will place, instead, a bibliographic-level hold.
By using the bibliographic level hold option, if the library later changes the
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status of any attached item record or acquires new items for that title for which
holds may be placed, the HOLD will be fulfilled. If item level holds are placed,
only that particular item may satisfy the hold and if that item becomes
unavailable, the hold will never be satisfied.

= The number of holds already on a particular title displays on the summary tab
on the left. Click on the Bib-Level Hold tab to display the current holds.

Evanovich. Janet.

Between the Plums [sound recording}/ Janet Evanovich.
[New York, N.Y.] : Macmillan Audio. p2009.
9781427207791

1427207798

Cbr o .zzzzz gp N .uk .rl . sn _tm .wa .wd

Bib-Level Hold

M L Date Placed Pavon Kame Patron Twpe Pickusp At Lim#t T Not Before Mol After Holdnots Pickilp Oste
D 1 05-18-2012 3:59.. BROWN, RITA MAE Adutt fp 1 ;05-1 8.2013 :

If the copy being held has a Status of AVAILABLE (meaning on the shelf and
available to be checked-out), the system can print a paging list (formerly known as
the picklist) so that staff may retrieve the hold and place it on the hold shelf for the
patron. The item must be scanned at the desk, using "Check-In” mode, after which
the system will generate a hold pickup notice.

= If the desired item cannot be located on the shelf, it is possible to change the
item status to missing, and to place another bibliographic level hold for the
patron. Changing the item status to missing places the item in the On Search
File. The library will need to periodically create a list of missing items to
determine disposition of missing items in the collection.

Place Item level Holds
It is possible to place an item-level hold from Check Out (Circulation Desk)
mode or Search/Holds mode.

Placing an item-level hold from Check Out (Circulation Desk) mode:

1. Retrieve the patron record using any method.

2. Click the Holds tab in the patron’s record
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Click the Add Holds button

Retrieve the desired Bibliographic and Item record using an appropriate search
index.

From the Summary tab of attached Item records, select the desired Item
record by highlighting the line, and click the Hold Selected Item button.

Type in the desired hold parameters and click OK

Placing an item-level hold from Search/Holds mode:

4.
5.

. Go to Search/Holds mode on the navigation bar on the left side of the display.
. Retrieve the Bibliographic and Item record, using any appropriate search index.
. From the Summary tab of attached Item records, select the desired Item

record by highlighting the appropriate summary line of the Item record and click
the Hold Selected Item button.

Retrieve the desired Patron record using the Add Patron button
Type in the desired hold parameters and click OK

Modify Holds

The hold parameters (for example: not-wanted-before or after dates, hold note,
pickup location, etc.) can be changed by staff members. Holds can be modified
from Check Out - Circulation Desk mode and Search/Holds mode. The
procedure is the same in both modes:

1.

Retrieve the Patron record (Check Out Circulation Desk mode) or
Bibliographic and Item record (Search/Holds mode)

2. Select the appropriate Holds tab.
3. Highlight the line or lines of the hold(s) to be modified.

. Click the Modify Holds button to modify the required field of pickup location,

the optional not-wanted-before date, the optional not-wanted-after date and the
optional hold note. The Pickup Location is required. Other values are optional.

Cancelling Holds

Holds may be cancelled from Check Out (Circulation Desk) mode and
Search/Holds mode on the navigation bar. The procedure is the same in both
modes:

1.

Retrieve the Patron record (Check Out - Circulation Desk mode) or
Bibliographic/Item record (Search/Holds mode)

2. Select the appropriate Holds tab.

3. Highlight the line or lines of the hold(s) to be cancelled.
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4. Click the Cancel Holds button to cancel all of the selected holds and to
generate hold cancellation notices (if you have chosen to send notices for
cancelled holds).

Viewing Cancelled Holds

When staff cancels a hold, there is an option to create a notice confirming the hold
has been cancelled. This notice can be printed or emailed to the patron, this is a
local decision.

1. To view the patron’s cancelled holds, to the patron’s record
2. Choose the Holds tab, then choose the View Cancelled Holds button.

3. The screen displays a list of all holds cancelled on the patron record. This list can
be printed.

Check in items with holds

If a patron returns an item which has a hold on the item, Sierra Circulation will
present a message alerting the staff that there is a hold on the item. It is possible
to print a slip or wrapper to insert in the item before it is placed on the Hold Shelf.

At the exact moment an item which satisfies a hold is returned, the system sets the
item status to On Holdshelf for patron pickup. If the item is on hold for another
library, the item status will be changed to In Transit. See the In Transit section for
more information. Depending on the library’s notice settings, a hold pickup notice
may be generated that night for the patron.

If the item has a hold, the screen Hold on item 11386354 for March, Amy.
display’s this pop-up message. ] Fuifill hold k
Staff has the option of Fulfill
Hold, Check in, do not fulfill
hold and Cancel hold. Choose
Fulfill Hold.

[ Message

Once Fulfill Hold is clicked, the screen 27 e Ot MRa iR i = Rastek
displays this message. Click Yes to print a Frie e =
transit slip. Staff may be prompted to select
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a printer, if the default printer has not been set. This is a local decision.
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Check In

Check in with Patron Present

When an item is checked in using Check Out - Circulation Desk, the patron’s
record displays. This allows staff to perform patron-specific circulation functions
such as collecting fines and viewing the history of fines paid while the patron is at
the desk.

1. Go into Check Out (Circulation Desk)
2. Retrieve the Patron record and click on the Check In tab

Sierta - Mawelat - Homer Pl Cirenlation

Fie Edit View Go Tools Adewn  Help

Sierra

Check in

Chochin Der Anes:

‘ Thury Ligy 10 2012 m Toiat [ 50.00

Amoam sabectat: | 900!
Proet receim Waive 2041008 an ltemp baing CHECRed .

2 Cat v (Call Tte Patyun thgnia ammny O Sistire

3. Scan the item barcode to check it in.

= [t is possible to backdate the check-in date by using the Backdate button.
It is essential to click the Backdate button before scanning the item barcode
to check it in

= It is possible to waive charges or to collect money immediately by selecting
the checked in item and clicking the Collect Money or Waive Charges
button, which will become active if the user is authorized to perform this
function.

= If printing a receipt acknowledging the return of an item, the system will
print the date & time, title, barcode, patron name, and record humber on the
receipt.

= It is also possible to check in items from different patrons using this same
tab without closing the previous Patron record.

Check in without Patron Present
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In the function dropdown box, choose Check In (No Patron) and begin scanning
item barcodes.

Should the item be needed to fill a hold/request, the screen will display the
appropriate pop-up screen.

Backdate Check Ins
To backdate checked in items (assign a return date earlier than the current date):

= Choose Check In (No Patron) from the Function box.

= Click the Backdate button before checking in the materials. Choose the desired
date of return (checked in date) from the popup calendar. Depending on local

R T I —.
[ L g e e

slerra
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Ouch nOwe -Fuss
PETTIE TR — . Tt

&

decision, the waive fines box may also be checked.

= Scan the item barcode (or type in the item barcode). Should the item be needed
to fulfill a hold/request, the appropriate pop-up screen will appear.

Check in overdue items
If a patron returns an overdue item (i.e., the time of check-in is later than the
Item record's DUE DATE field), Sierra Circulation generates a fine as established
in the Loan Rules, and adds the fine to the charges assessed in the Patron
record. .
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Check in billed items

When a patron returns an item which is billed, the system will change the amount
assessed in the Patron record to the amount specified by the library. The library
has the following options:

Reduce the billed amount to:

the BILLING FEE

the greater of the BILLING FEE or the overdue fine

the /esser of the BILLING FEE or the overdue fine

no charge; Sierra Circulation waives the fine automatically if this option is
selected. Note that it may be necessary to enter your initials and password to
waive the fine. The ability to waive fines is controlled by authorizations
associated with individual initials and password.

This option is set in the Circulation Options, “"Check-In of Billed Item: Reduce
bill to” option.

Patron Record Maintenance

4 Sierra - PrairieCat - PrairieCat Circulation Supenvisor

Recent Patron Record Y et View Go Tools Admin Help

To access the last 5 patrons | Recent Search —
without scanning their | Recent Record = Sl . ut
barcodes, go to File | Recent 4 3 RUHNKE, MELISSA
Patrons, then choose the New Patron b: RUHNKE, CHARM NAOMI
patron. This option only Next Record Ctrl-Close Bracket S March. Amy

appears when in the Check Previous Record Ctrl-Open Bracket

Out (Circulation Desk) Print Table (Receipt Printer)  Ctrl-P

function. Select Printer

Close Alt-Q

Locating and Searching by p Number

The software automatically assigns each patron a unique number, called the p
number. The p number stays with the patron through any changes to their barcode,
address, name, etc. The p number is in the patron’s record and is also in the item
record of their checked out items. Additionally, the p number may be located Last
Patron field of the item record.

28



In the Patron record

1. Search for the patron in e
Check Out (Circulation
DeSk) 15316 Laripdetad 06 11 2012 Crostad 84 27 2012 Revesas; 143

2. Click the Edit Patron . s R oo D] wemians
Record icon M-c--: :w-o-q-nm o :—m“:’-p -

Pairoa 1ype “ YN Mo0sy e $1109 Proterad L aagusgd -

3. When the Edit Patron e ® bl anere ¥
Record pop up window Cormmcmarres 5 o oo
appears, the p number is at o e —_— .
the top of the window. Mo | e

e e we cem e cemmassse

In the Patron No. field of the item record R o
When the item record displays, the Patron  Checkout Location 0

No. is listed in the fixed fields, under the Due Date 05-22-2012

Date Due field. The humber does not begin

Patron No. 1356239
with p and only shows 7 digits.

Last Patron 0

Last Checkin o

In the Last Patron field of the item record

Sometimes damage to an item is not discovered until after the item is checked in.
The last patron to have borrowed that item can still be determined by using the
Last Patron field in the item record. When the item record displays, the Last
Patron field is listed just below Patron No. Again, the number does not display
with a leading p and is only 7 digits long. PraireCat convention permits the last
three patrons to be lists in the Last Patron field.

Searching by p number

1. To find the patron connected to the p number, in Check Out (Circulation
Desk) click on the Search button

2. Select Search by
Record No. from
the drop down box

3. Typeinthe p ' p1356338a
number, if the

number is onir 7
digits, add the letter ‘a’ to the end of the digits to make 8 characters

4. Click Search button
5. The patron’s record displays

Find a patron

File
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Adding Patron Messages

The circumstance for adding a pop-up message to a patron’s account is a local
decision. These messages display on the staff side (Sierra), not on the patron side.

1.
2.

Search the Sierra patron database for the patron.

Once the patron’s account is displayed, click on the Edit Patron Record icon in
the upper right side of the screen.

Next, click the Insert Field icon, in the upper right.

The variable field (Insert non-Marc field) box appears. From the drop down
box, choose Message.

. Type the Message in the long rectangular box. The message field can hold

10,000 characters. Include your initials and the date (mm/dd/yyyy).

Click Ok and then Save. The new message will appear the next time the
patron’s account is accessed by staff.

Removing Patron Messages

1.
2.

Search the Sierra patron database for the patron.

Once the patron’s account is displayed, click on the Edit Patron Record icon in
the upper right side of the screen.

. Next, click in the Message field.
. Right click once in the Message field. From the drop down box, choose Delete

Field.
Click Save.

Merging Duplicate Patron Records - advanced login permissions
If two patron records were created for one patron, the two records can be merged.

To merge two patron records into a single record,

the p number is needed for both records. Tip: it helps to print both patron

1.

2.

records before beginning to merge
Display the patron records to see the p the records.
number, choose Edit Patron Record. The p is

at the top left, above the fixed fields.

Choose Merge Duplicate Patron Records from the Function box. If this choice
does not appear, the login does not have merging permissions/privileges.
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3. Two boxes appear, the first/top box is for the p number you want to remove, or
merge into the Destination (second/lower) box.

4. Enter the p numbers for the patron records into the appropriate box.
5. Press Enter key

6. Confirm the merger. Clicking the Cancel
button stops the merge.

Duplicate Title level Holds

), Sowce and dextiation records bhove .
If either record has items on the hold shelf, </ hoko(s) on the same thie. .
the two records cannot be merged until the

| Keep destmation recor F'w hokisi only |

item is checked out to the patron.
: <)

7. Add a note to the merged patron record
indicating both p numbers, staff initials,
library name and date.

Linking Patrons - Local Decision
Linked patrons may be used to link family groups, university graduate assistants, or

for any other purpose deemed useful by the library. Using this option is a local
decision.

Note: if you link Patron A to Patron B who is already linked to multiple
patrons (Patrons C-E), all the patrons are automatically linked to each
other. For example, Bob Smith is linked to Mary and Billy Smith. Then

later Sally Smith is linked to Bob, Sally will also be linked to Mary and
Billy. All four are linked together.

1. In Check Out (Circulation Desk) display the patron record and click the
Linked Patrons tab.

2. Click the Link button and search for the Patron record to link to the original
patron record.

RUMNKE CHARM NAORK

Lmkad Paton:

3. Alist of possible choices appears. Highlight the Patron record to be linked to the
original record and click the Select button. Repeat the process to link multiple
patrons to one patron.

siafrra
oS
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If you search by the full name, the software presents likely matches and
automatically links the two patrons.

Moving Between Linked Patrons
Once linked, if any of the patrons within the linked group has a hold, fine, or
overdue, the joint Linked Patron tab displays in red.

1. At a patron record, go to the Linked Patrons tab

2. Select the desired linked patron by highlighting the appropriate line. Click the
Go To Patron button to retrieve a linked patron record. You are now at the
patron record for the linked record. You can check out, pay fines, and all other
functions associated with the patron record.

Unlinking Patrons

Note: if two patrons are unlinked, it unlinks all the patrons who were
linked. For example, if Bob Smith is linked to Sally Smith, Mary Smith and
Billy Smith. And Bob is unlinked from Sally, Mary and Billy are also
unlinked from Sally.

1. At a patron record, go to the Linked Patrons tab

2. Select the patron to unlink
3. Then click the Unlink button to remove the link.

Assigning New Barcodes

If a new barcode needs to be assigned to a patron, the old barcode number is
moved to a Note field with the comment “this is an old barcode”, staff initials,
library name and date.

Retrieve the patron’s record in Check Out (Circulation Desk)
Click the Edit Patron Record icon
Copy the patron’s current (soon to be former) barcode from the Barcode Field

Click the Insert Field icon
. Scroll through the field choices, selecting Note

owHwN e

Paste the barcode into the new Note field, adding the comment Previous
Barcode, include your initials, library name and the date
Note TEST.TESTTPSTMORETOOD _ T TR =] I
Note Otd tawrcmie Z207EMIT2483 12 cr 68/2012{NOTE: NEW |.OGO CARD OON'T CHARGE . )

~ V_lr ,,.,E,E -
Patvon stidus N N

7. Next move the mouse cursor to the Barcode Field, remove the old barcode
from the field and scan the new Barcode into the Barcode Field.

8. Click the Save icon.

Item Messages

4_)) When cecied ol 662012 book was
L mmeMuaremem
cr 6/6/2012
Checlin tem? l




Periodically circulation staff may need to add a message to the item’s record.

Adding Item Message at Check-out
1. Check out the item to the patron.

e e [ [ rremrau
Jie (68 \pewm yu (oom Acoen  Wandow lob

s1erva
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Check Qut

I707AB06I2Y26 4 Satehantmn 1 poul ._.

2. Right click on the item, click View this Item
3. The item’s record displays, click on the Edit button (not the icon, but the

23Tt ny e i e o e, -

button)
4. Now click the Insert Field icon
. Choose Message from the Insert Field drop down box.

wn

6. Add the message, remember to include your initials, library name and date with
the message.

N

. Click the Save icon

@

. Continue checking out to the patron. The message will appear/display the next
time the item’s barcode is scanned.

Removing Item Message
1. In Check-in (No Patron), scan the item’s barcode.
2. Right click on the item, click View this Item
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3. The item’s record displays, click on the Edit button (not the icon, but the

button)

4. Scroll down to the Message field; click
the mouse cursor on the Message.

5. Right click, choose Delete Field

6. Click the Save icon
Note: Item messages must be manually

deleted.

Paging (Pick List)

1. Select Check-in (No Patron) from the
Function drop down box

2. Scan the item’s barcode

3. If the item is for a patron at your library, a
message displays with instructions to put
the item on the hold shelf.

If the item is for a patron at another library,

a message display with instructions to put
the item in transit for delivery to the other
library.

= s =
oo

W Sierre « Protriec .

Message

2

Put on holdshet! &t ABerrsan High School
for RUHMNKE, DANEEL 13561935 (hascode
24387951214787).

Piclag notice will be printed.

Print sfip to ptace in book?

OO
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4, Repeat steps 2-4 until all the items pulled for the Paging list have been handled.
Holds

Check-in without triggering hold

When checking in an item with a hold, the pop-up screen displays four options:
Fulfill Hold; Check in, do not fulfill hold; Cancel

?} Hold an item 11379740 for RIMIGKE,
hold; and Cancel. Y —r
e Usually, the Fulfill hold option is chosen. ————
e But if the item cannot be used to fill the hold

because of damage, choose Check in, do not

fulfill. This moves the hold to the next available item. Once the damaged
item is repaired, check it in using Check-in (No Patron) to put the item back
in circulation for holds, etc.

e Choosing Cancel hold terminates the hold. DO NOT CHOOSE Cancel hold

e Cancel ends the transaction, the item is not checked in and the hold remains
outstanding.
Note: Staff should not choose Check in, do not fulfill hold unless the item

needs to be processed, mended or other technical services. The option is
not to be used because the current patron wants to renew the item or
because staff does not want to send the item to another library.

Viewing Outstanding Holds - Advanced Login Permissions

Use view outstanding holds on a weekly basis to find holds for bibliographic or
volume records that no longer have any holdable items, for items that are billed or
claimed returned, and for high-demand items whose holds are not filled in a timely
manner.

To see the outstanding holds by all the library’s patrons,

1. Go to the Function box, selecting View Outstanding Holds from the Function
box
2. The software displays Limit Display To and Pickup Location choices

3. Modify the Holds placed before date to view holds placed before a different
date. Today's date displays by defaulit.

4. For Pickup Location, choose the location(s) for viewing outstanding holds
5. Choose View Outstanding Holds to generate the Outstanding Holds Report.
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This report can be sorted by the entries in the table. By default, the report sorts by
hold status, then by title. To sort the table manually, click the top of each column.

View more information about a specific hold, right-click the entry in the table. The
system displays an options menu.

Print the report by choosing the Print icon, or selecting the Print Report from the
right-click menu. Once you have printed the report, you can cancel or transfer
holds for items that are no longer holdable.

Clearing the Hold shelf

. Once the applicable items are pulled from the hold shelf, they should be checked
in to activate the next hold or send the item back home or return the item to the
library shelves.

1. Select Check In (No Patron) from the Function box

2. Scan the item’s barcode

3. Follow the screen directions displayed by the software

4, II:ep:;latdsteps 2-4 until all the items removed from the hold shelf have been
andled.

Claim Items Returned - local decision

If a patron claims to have returned an item but the item has not yet been checked
in, it is possible to mark the item as "claim returned”. It is a local decision whether
to make an item claims returned and who at the library may make the change.

8. Retrieve the Patron record and click on the Checked Out Items tab
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9. Select the appropriate item(s) from the list of items checked out and click the
Claim Returned button

10.When the calendar screen appears, select the date the patron claims to have
returned the item by clicking in the appropriate day. If the patron does not
indicate a specific date, click the Blank Date button.

11.Choose from the displayed options. All three options place the item into the
ONSEARCH FILE (a missing items report) and a note is added to the Patron and
Item records indicating that the item has been claimed returned by the patron.
It is not possible to automatically select or display only one of the three choices

presented when the Claim Returned button is selected. An appropriate choice
must be made in order to continue with the claims returned process.

(V] xf

Check in items (with no fines) and change status to MISSING

)

2 | |
, Check in items (with no fines) and change Status to CLAIMS RTRND [
| |

Leave items checked out (send overdue notices) and change status to CLAIMS RTRND

|gmce||

= Choice 1 - item is declared MISSING and removed from the Patron
record, no fines are assessed. The patron is no longer responsible for the
item.

= Choice 2 - item is declared CLAIMS RTRND and is removed from the
Patron record, no fines are assessed. The patron is no longer responsible
for the item.

» Choice 3 - the system leaves the Item record checked out to the patron
and the system will continue to send overdue notices, generate a biil,
accrue fines, etc., and the status of the item changes to CLAIMS RTRND.
The patron remains responsible for the item.

Clearing Claims Returned

If an item with a claims returned status is checked ) in
. . & Item status is CLMS RETD.
(or out), using any normal check-in or check-out 8 o it
function the system prompts the staff member:
Yes No

It is a local decision which staff members are authorized to check in a claims
returned item. If the selection is "No”, the item remains checked out to the patron.
The only way to clear the item status of claims returned is to answer “Yes” to the
prompt.
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Marking Items Lost
To indicate that one or more items have been reported lost by a patron:

1. Retrieve the patron’s record and click the Checked Out Items tab.

2. Select the item by clicking in the appropriate line and clicking the Mark Lost
Items button.

3. The Mark
Lost Items = =
pop-up @
window
displays.

4. Clicking the _
Update Bill pen
button
allows staff
to adjust
sections of the bill. Always click Update Bill if ANY changes are made to the bill,
then click Add Bills

5. Clicking the Add Bills button adds the bill to the patron’s account.
NOTE: You must Update Bill if there are any changes or adjustments before

clicking the Add Bills button.

= Appropriate charges and fees are added to the Patron record.

* The status fixed-field of the lost item is changed to n: BILLED, not yet paid
when a bill is calculated by the system.

= A note is added to the Item record by the system indicating that the item is
billed.

= The Fines tab is used to collect money for the lost item.
Fines - Reinstating Fine

If a fine is mistakenly paid or waived, the fine can be reinstated. You can reinstate
all types of fines except:

« Any Manual charge added as a fine

e Adjustment charges for billed rental items

e Any library notice printing charges

e Any charge with a payment status of Adjustment
To reinstate a fine:

1. View the fine you want to reinstate from Fines Paid, either from the patron's list
of paid fines or within the Fines Paid function.
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2. Choose a fine to view within the Fines Bt e ==

Paid function i I ==
3. Choose the Reinstate Fine button. == I
4. The Reinstate Fine dialog box | e e '

prompts you: This fine will be — e

reinstated. Original fine payment '

information will be removed. = —=_A__

5. Choose the Confirm button.

Count Use - Local Decision

The Count Use functions enable the collection of in-house usage statistics for library
materials that do not circulate. For example, collecting use statistics on items found
unshelved among the stacks, items left by a copy machine, or non-circulating items
that are part of a special collection.

Sierra enables you to count usage in categories: internal use, copy use, item use 3
and portable reader. If the library uses a portable, handheld barcode reader, that
data can be uploaded by using Count Use — Portable Reader.

In the Functions box, choose the applicable Count Use option.
Scan the item(s) barcode
Reshelve the item(s)

e

The number of Count Use transactions now displays in the item(s) record. The
Count Use transaction numbers are not included in the regular checkout
statistics, but appear in the Internal Use statistics box.
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This book is issued to you to record your assignments and
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the-Supervisor.

All entries are made in ink, except sketches.

The book must be handed to your industrial Training Coordinator
upon completion of attachment.

0022016 15> 8tepp
MapiY . pa2min(@petenas (Om ey

M Ds@our 030%

N

=

S

=

|’.J

o

-

=Ty

3

<D
_»-G'Os
T 5 O d
«LOC
¥ % 23
[ Y v 4

Loy <

A < <
a%—smsé’;n
5 &3 5 5 2 ¢4
© —qaq;ﬁ
B VN ) IV
T T > ¢ 4 o
g g9 3 33 8 5 2

iR

mmmmmnmMnAEIEANIT/INANNSNAOS
i

FLNUJUVINALL W s maa

1. Name : MUHAMMAD ARIQ 8- Moup A2MiV

2. Student ID 1 2067399y

3. Programme : INFORMAIION  SYSTEM MANAGE MENT
4. Semester : 1

5. Home Address : NO-_ €0 PRGN PENGKALAN pia 3,

Meon PENGRALAN DRI 31€BO
JPOH  PERAK
6. Tel No (HP) . 0N 49147137

7. Email : _afigazmin 34 @ gmail-_cam.

ORGANISATION INFORMATION

1. Full Name & Address : PETROLIAM _NAsionaL gEH4D. PETROMAS

WIN TowEks TOWER | ,LEVEL g1,
Kudia Luspup CiTV CENMIRE . chppepe Kl

2. Department : HUMAN  CAPITAL POLicy

3. Supervisor P NuRuL SKA‘ADAH  BINTI_ABDUL KALAM

4. Position : SENIOR EXEcUTIVE

5. Tel : - HP :

6. Email ., : Shaa dah _akalam @ petranas - Com- iy

FOR OFFICE ONLY

Remarks :




DATE: |"§ J0(&.

4,
A
[}

50nk &G’em ‘ SUPERVISCR
e _ _ EXTRACT NATURE OF WORK DONE NN
: - ]
y E i O] Regort Duﬂj:
001240 ~ 00> —h Loct Certre. ' N | . @ Introduchion 4o Document Aivtdure, Guidelines.
By 2 (2) Into ction fo Records Management Riicy Guidelneg
/
) 4) Recordk  Management  Tmining Sidefack
| A ] LY 194 T
[ -
[ ®
E: =
B =
E A
| —E
E o
E o
E o
A » ‘ g Azzah Ghazali
- pepiee—————e, - Head
. : P 'Homan Capial Foiicy
E g < i‘;— &aﬂk &Fm"m*; Uyenan Canital & nt Department
3 Inqurong wrm. }
PRACT ICATRAI NI @G @tﬁwmﬂgs‘ﬁ\
E s LOGBOOK 8L+



EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

—_—

LOA Refrecher. Bl % by—pinee
_(_JMLY_L A«Akrm )

¥ gq”‘“q \U)JN? Dlacz

o m\xq\ ab  cortein  (ye|

HCP 1 cutipdiah.

9-30 = broak ol
156 ~ Ctanp
)-00 — end -

LOA 1o on lnghrument o delegetion 0]

boord 5 power, Conteining toy decigon

pobing  poe deo CSm peny

Powery M ‘rvmu > logsl

Dutgafreh op Autadhy =

— compoary

T\”Cj op LOA T projeyy

Samiony o, authod ty ( S04)

Azzah Chazall

Head

Human Capital r’ol'y

I.n«-‘nﬂ-;nJ:lJ
T1U1I OITCOE ¥ ‘

vy

PRACTICAL TRAINING =5 Jiamisss

LOG BOOK =i
S

F,

13
|
=t [x

— ke

g
N -

ﬂ'MMMMMMMMMMH
, |

5
3y
ik

' 1 — [olent

DATE: 5-8 01X

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(?

ﬂ_%o_lapto_p_ﬂ_mnngplq @

L

im.

(T K

l"‘,l‘f

‘ HR Upstream i\lm‘% l

T we ppgT

o HR Ho\din3 Com pany

Bducation ¢ Leuming (50L>

:!: Huen an qu-l'fﬁl Mﬂmf‘ OH\DL O‘KMCD

T‘_ O v 20861 Design § Hoy. LODD>

COWWE EQH‘HL C q;;>

‘P“ufin-q tem;, hj (TSiQ}

ﬂ Tal Ehi’munnﬂo,mg,\} CTN‘>

Lea durgiyg C
s (o)

Azzah

Ghazali

HR Duwr\gb—qam
- |

buman ypeo., - el nd

Head

Human %a_gm;mmmm;z

i Y

R ol 1
(HRCS) cervices

ik

ment

= RS gy — e



|' - —

EXTRACT NATURE OF WORK DONE

SUPERVISOR |
REMARKS

|RMPG ecord ispagHion pojedd .

= Aesing with  Puan Zoiotrar B4 g1 Zoinoy

__Ldl}n_ (10- —?Oa@_LQveIJSl‘,Tower—!

. Mzﬁﬁng withM Bazyy b 4. A712

V\/FT W work fore? (or fomgrrow -

o

— | Hcmo

2Tk

> opp

@]

— 1t g ey 3, ks

o Tm

_.7 Dowhwm{/

Wanagemprit Department

=5 - U{’%\“

:‘7' PDET zalt

- © H_Qﬁ‘s %olicy
I ear

PF

L__

N W@ W«

M M m m m

7

m m v m 8 W

P

oW b o W b W W oW W

w o W a

UAare "

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

L‘M_Lmﬂ_ﬂqmﬂﬂnﬂ_}m}m

= n b Vahln

(10-20 am) _0ODD UM* 62 Tower | 9

— Appinimend with Agiao

(300 P.m) _Dowhetream

(v)

# conpirm 10cOHion  with Kkhairul -

Azzah Ghazali

Head

Human-Capital-Policy
Human Capital Managen

ent Denartment

b hMDeTigpose) ) (4l

‘ﬁ: myj KAZRAO) Hﬂl: fiid

m (!tm'.‘) kcmd I

; -
ﬁ'normr\g Lom/mh‘(m
il Mg ey AT

(| &ma phugical haong ,dmilrc-l)

PRACTICAL TRAINING BXTHER

LOG BOOK &3i




. T

DATE: 1€ 2018

v ~ B
. SUPERVISO i SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKSR EXTRACT NATURE OF WORK DONE REMARKS
i r %
RMpG r =
— Ligt oL debie challgnae Ao _ >
] 2 =
kM (knowtedse Management ) | ot
~ drayr  duarted Pmage figw_chatt for | 4 o
km Cinclude retec) —
0] Up\wdmé | A4 s
' \
@ Delosnn - | — HCP team meeing LAugﬁmt)ﬁ
i e X 230~ 630 pm-
¥
(S|
et A
2 —!: o
‘,'.'.'. 4 p 3 \.':,.l*. o i e g o
‘f ’ " X S
Y F ']
i) oof i  SEK, e
I
Azzah Ghazali
B Hoa |
AzzahrGhazal “Human Capital Poficy
_ Head Hmmbpilal.&hm;em#l.ﬂemﬂmaﬂ—
Human Capital Policy =
FHuman Capifal Management Dipartment )
B
E i
PRACTICAL TRAINING @ R PRACTICAL TRAINING e
LOG BOOK =i+ s+ LOGBOOK B




—

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
KM Ryrfal Diccuscion C NSAKY B
—_—
L_ —
Azzah Ghazali
Fead
Human Caital Poticy
& ot A 0¢ e Human Capital Managempnt Department -
Whatapp

Tor 4.

h@ Wh()}'jﬂ Cheird! ‘J’ dtrru"@

shwinq oh ld\’.&l— up l ‘LEP”)““I n COE.

’L.ﬂﬂﬁb_nﬁ._l@_g,n Qr_n__o'q

gnovify ¥ teminduy gn aCtivities % QF( WMo T

" Sociel work pvenls fhel ylsped to HIE

~ by, day o/ now bomy — u[cl*k by A s

L"V-Vv\“\, )

etk L Moy couMes \m‘gu

abene j« ;
PRACTICAL TRAINING

n UN[VERS]TI
LOG BOOK &2
MARA

n 4 K § §

¥

T M M M M M Mo

A

(&

Wi i

L

1 TR TR TRRNT TRRT TRV 1

!

VR VRt |

R Y

URIE:

D O KK’

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

RMPG Reword Digposition Project

X M?ﬁhn Wi Sik NorAowina B Adullah

g_NUNl Wagng Bt Homhn f\o ‘00am — Oam

1> Leved 33»7 Tower 2 -

* Mwhnq with _Puniiha Shanmugom )
Zahnda Bi. Md- Basir . (12 0O p.m ~ 1-00p. w)

¥ Methng with  Rigon B Rachidi &

J b
Num\a\?nz Br- A. Samad -fg'fﬁgm" 4-'00}:40

% Mecting with Sycimac 1. A-Rahim ‘a

‘r’aridﬂ\} B- H- dAhmad {"mhr&— Sbm\

ij:‘,f:i:"::’ BT

Wine 15 mmmm& (\c)mwhw‘ e

lgt
PP L A LR T U S |

Azzah Ghazall -

Head

14 ¥ o ] 9
T 4

Hurnan Capital

PRACTICAL TRAINING

VAR50

UNIVERSITI
. TEKNOLOGI

MARA




EE AL = e T St

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(1) kilLIEX

— UiTM kelanton

Azzah Ghazali

Head

T Capital PoRCy
Human Canital Mz

1t 1 MUt v (me/v- \ aty m.u,)/\
il n 04 . F 3
nyenlory_gysienm.)

PRACTICAL TRAINING g sasGe

.OG BOOK ‘= i

TEKNOLOGI
@ MARA

\\

M f1 © ® ©

LI\

m T mm Mmoo

/]

W

(i

(dl Ui

(i

W W oW W u

'

woow

‘i

[V S B adl 1)

ERVI
EXTRACT NATURE OF WORK DONE ngmi\{aigR
(2)_ KiLUEX r
— UiTM keianton
) Azzah Ghazali
Head
Human Capitat Policy
<6 v, Human Capital Managermen: Department
PRACTICAL TRAINING 3 D«Jﬁ..w.u\
LOG BOOK Ed&+
ARA
S

R = R PR

-




DATE ;: I 8- 201¥
EXTRACT NATURE OF WORK DONE SgEEM'j\VRligR '
@) kiLLIEX N
= UiTM keanton ]
1oy " 3 . _‘
K ‘ Azzah Ghazali
Head
- HumarCaptatPotey—
LA Human Capital Manageme W Department
-

TEKNOLOGI
<@ MARA

PRACTICAL TRAINING ! praciee o

LOG BOOK B} =

m m m m M M B BN X

|“ I“ .“

«

”

| u

TR TR}

tai

iiL

S

W W W u

o

LY

m]

17-8- 2018

DATE :
EXTRACT NATURE OF WORK DONE Sg‘;ﬁ;‘gﬁg"
() RMPG  Discugsion
- Chiex Area  Lovel 6] , Towsr |
(2) kM Portal  fanual
.
B Y
R —AZZah Ghazali
gm0 et aluielt Sdlels 807 - Haad
Human Capital Poficv
Ruman Capital Management Departmen;

PRACTICAL TRAINING

LOG BOOK

BT
UNIVERSIT!
TEKNOLOG!




.

EXTRACT NATURE OF WORK DONE SUPERViSOR |
REMARKS
RMPG vocnrd digposithdn _ PraTect . . T
— Meotina Wik, Twotalune  Awan g
=7 N q e |
("00 q-m\)
== Ma{\nc with  Nun L.calm Br. A Pohrun
——————
(3- 00 p-m \ ]
—————
= KM Parte|
(_knowlodae. Manqggmw Syslem )
I 7 ]
Azzah Ghazali
Head
Henr s TEN5® FomaTCapi@i Puty
o S P Human Casital Managamiant Degartmeant
L AR
T S L it b Lo CET
———

PRACTICAL TRAINING

BEEAT )
UNIVERSITI
LOG BOOK &=

L B B B S B |

b

mﬂim,mmm

”

Lt

1y
P

£,
il

P

1
o’

i

(TR TR TR T TR T TR )

v ¥

"

DATE : 12-%.1201&.

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

ﬁaparailg;n %!}.L_ﬂ,b_d_l;.7 Lo s 24 Aun.,. cl
1y p'f Pavs ‘hQn_._tQIZ_ Ahﬂ La Al 2

1D Slred  anink  pueking [:u‘oa}

Azzah Ghazalt
Hcar!

Human Capital Policy

Human Capital Management

Department

PRACTICAL TRAINING

LOG BOOK

LIS
U NIVERSITI
TEKNOLOGI
MARA




| EXTRACT NATURE OF WORK DONE mli 1
| REMARKs
HCM  Rondo 2vouce =
e
(9-1) o
— Golgxi Petronag | kL(C -
7 B
—
T
—
o, =
__\_‘._
i
————
1k
ol el &
Azzah Ghazali ﬂ
Heat—
Human Capital Policy
Human Capital Management|Department
=

PRACT! CALTRAINING

LOG BOOK =
¥

= ey
&3 UNIVE! RSI'l 1
o TEKNOLOOI

AN

\

-

N

4

T A v o«

AN

m m m M M

]l!

f ¢

i

wow oW oW w oW ow W u

w

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

\

' Tp do in_Aua

() KM Portal Accogr .

’l') Pw»a\f&harw Poy mpg Elndaha

* Foccd nermn unda{*e

¥ GHM Groyp Ilecwd Lig+ tpdate.

¥ Tier | checxlis updote -

¥ Digpogal exercise update

¥ Ttafning calendar gpdaf'e-

Azzah Ghazali

bt
neay

Human Canitat Policy

Human Capital Managem

nt Department

Bor T S0 g (U o sy )

Al vt

hows s gor QUEM

Hoa Tty € ?KMLK;

Pumision € jony

o

Rﬂqd onW \

~

__"Emhc.%

PRACTICAL TRAI NNG

LOG BOOK Bi

G MArA




DATE ; 28-&-)01%-

' SUPERVISO
R |
EXTRACT NATURE OF WORK Do_rjE REMARKS
RAPG \Updote Session - 0=l am
| (Focug Bezmmtien Room (LL PETT | 3 EE
gxex] f1gn :
Rendezvouy Mzuvno E-6 pm i

(D‘SCUE,(IOV\ R00"’\ |‘ Lovel 62 ,,Tower-’ )

Azzah Ghazali

Head
Hiyman Canilal Pokicy

Human Capital Management Dephrtment

PRACTICAL TRAINING

LOG BOOK &

{

;‘. YEEAC EE
UNIVERSITI
TF‘[\\IDLDGI

M o 8 € = «

]

m om m m mM M NN

m

»

aaaa

R

L)

w o wow

W

9 oW

DATE: 24

K- 2018

EXTRACT NATURE OF WORK DONE

SUPERVISOR

REMARKS

. Tj__@d | _Accocanomk -

— RmPq updatr, Feedback -

r.a—_-‘f.

T eem—

il

} :AE,‘-’EVJS wort.  cchedube  J0IE / '.:'
| — » it
Long \a - Handover Noteg 3i-12 ]
Teo | o
Goailg - - kM lﬂvmmru 1 f bec
| clean up E
| — Digposor 6T/ DEC
' - gpeéjoﬂ Project - a1 - (@ uve) |
p—— .
mid" | - Tier | Aspomend A - DEC
Term | — Rewised GRL ‘ Aur-bec |
Goonlg- ' . Rmpa Shoring Session Nov If
~ kM Shanng Cogsion / Moy
Regresher-
| - HCP Rocordl Digitisoion  SEPT—DEc
Shor - Rondszyoug . 69 |
Term ~ peci #l prjert spipacal , 39 I
Goal ¢ — Contack PRC on d@mp}mn 30y |
i A= RMPQ Torz | aq
~ kM QOp &Lq 34
- Retnoyal o archive . 54
@ pPre -

i — Craate pmiect fimeline. ‘

i for ;T E;oox 5

Sy —

PRACTICAL TRAINING

LOG BOOK %

YLK
R UNVRRSIT
TEKNOLOGI

MARA

AZzan Gnazatt
Head
Human Capitat Policy

Human Capital Management Department



R R VI = RA F el DAIE : D. i J’Ul!\

=
]
(s

=== SUPERVISOR
EXTRACT NATURE OF WORK DONE —S:m 1 EXTRACT NATURE OF WORK DONE REMARKS
| S W—= [
> Contacd PETRONAL € el Confpe - - 1o Jpeial Pm’!cc& Dfoposal
1> PMPG TOR Distusrion. P -N | WM e /oia.
e : . \—l : -
Toe = Tetme ot Q_Uuin . E B, SQPG SLA
\ bl
Confendte . RAWG—mpsivernen! | 2 S Ston dord Covyicy leved agremeent.
) ) Qvervigw il o] tlhpe o 4i0page | Opamiding 0 Aoﬂ{t\j QCLe (S ?:L
2-) Roleg ¢ porgibilitieg - ‘; S %xrgn,duho. o g (C-
Q Worggnw - ‘ (3) Document UPIOOOI
1@)_Timeline R D) Add oiccecs € remove (2 lUgcage reporis.
() De,lm’,,mbleg < Marby ipoc ) ‘ ocLeLs
I - Avua E 3 (2) Docunent uotoad
N ! downloqchm
: 3 ;
= S O Asgign medg deta Azzah Ghazali
: (@ Ugoge. repor fs. Hoad
Human Capitai Policy
= "g Human Capital Management Department
— BN GRTE
B = Sl el coctimis, e
Azzah Ghazali (\R‘rﬂm roumrannL \\
Head . -~ i | Traekm‘; {he
Human Capital P u .
ﬁm:i]i? cﬂiuf&ﬂp@mm___. @J@gﬂ@_ jocortion o}, he. U S%dbr of the
= = reca rds - redrd § / documents.
= =
PRACTICAL TRAINING @ng PRACTICAL TRAINING Sl
LOG BOOK TEKNOLOGI o . LOG BOOK TDKNOLOG!

/
B

w

n A



DATE: T 4Gig"

o SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
———— e

1% Discugsion & feedback — GHRM

Trmn.s_grmah an Qalwru Walk.
~

_ (Io=2), Propestionation Wmhey

Rogm f’fl ’_Lélf

| vy HCP Team Mesking Seplembr o1&

2~ Health
T POt Chnyes Nbn ke vegbcied o (@U_E

COrmmasis =2b ! In  AME |21—'.|§' 'C_-1DJ.. :

1Mﬁﬂj b 1Oy 'M’h-c wit  comdected ia

kel

Azzah Ghazali

LY. 8

Treas

Human Capital Policy

Human Capital Managemenj D

Am 13 Acount manader (foeal)

PRACTICAL TRAINING E‘ bt e

UNIVERSITI
LOG BOOK i
I\ARA
q.-~

NN N NN

L I I

m R mw

WUATE D 5 1 eie

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
% Brilng gn VOl Check in Form,
I
1 Kl P / sLa  Warkpow procegs-
| l \
‘—_Q _Q.C Lg&_'}o FALHIQ ’ \
foldes Dacag o\
prvate foider
() decimzhe
\!P|000l £log -
FITER TR
~Azzah Ghazali
“Head
IR R RGP Joatastyn OF Human Canital Dohoy
Human Capital Management Department
PRACTICAL TRAINING g o St
LOG BOOK i
3



7

AN

—_—
1

DATE: I-4-1013.

t

2

Y,

N

«
wl

N

Ay

'
Je

<\
Wow

ml

X

h )

W W oW

h)

EXTRACT NATURE OF WORK DONE Sg;ﬁi‘gicsm
> R e 2voug D“j Run . (\gtwomum9
___—'_PLQ?AW—WQI‘_Q}._QMQQmRn&‘Qg .
— T'\ri,_mre__qydhoa_pr_wod bact (LO"OO”/\
Azzah Ghazali
L';:- Q» l'kad
.. - Human Capital Management Dephrtment

W W

T m T M

BTV

-

PRACTICAL TRAINING % peis

LOG BOOK %255
&

T
i

i

RS

n
=

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
1 Rendeavouo-
( cagseoom | _Cente e felvinced
Prop sional Fducekon [caee] )
f. 008 -
v vy R Azzah Ghazali
Head
Human Capitat-Policy
Human Capital Managemdnt D i
PRACTICAL TRAINING % {ﬁ%;gs"#;‘
~=y TEKNOLOGI
LOG BOOK ‘==
o~




EXTRACT NATURE OF WORK DONE SUPERVISOR
REMARKS
Poliey  Guidalines & Prowdures (Pagp) diccumion - =
> Pro cqx_c_gam__-tSLA .
Pohu; — low) |- (Q bu &mri\
C\tudalme, — Lovel D - (» " ‘DQQROth)

Pocedure — Lovel 3 - (\ AL nGMm Lmﬂ
: |
Azzah Ghazali
Head
Human Capilal Faiicy
tHuman Canital Managemert Department |
e .

PRACTICAL TRAINING

LOG BOOK
y

WIS ERY
@ UNIVERSITI
-9 TEKNOLOGI

‘e MARA

m "o o 8 § 8 8§ 9@ @
W W W

)

™

mm

m
a

m

T —— A e ot

n

w

"

W,

F7

s

FT TR

ll

A\

ey =as

UAIL

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Poh‘g\} Guidefineg § Proce dures (P‘ig P)

e Proceqo qow + SLa
Wgrk%ljow pocess for Raﬁcgi Guide,linif‘?mmdum,

*Azzah Ghazali

> IR A

‘Head
Hyran Capital Dakiey

Human Capital Management Departme

PRACTICAL TRAINING

LOG BOOK B3




EXTRACT NATURE OF WORK DONE
REMARKS

e
Q&&uo' Prole_ Prpud ;
_ ]

— Qiyechves

- — Doblem equtement
— whO will be. Involver] _ ,
== _coch . (
| — ExpeCled delivercd feg - |
-~ Timeline.

RN S

f\\

—‘_——‘__‘———_
SUPERVISOR

= _ ]

2 Refieval of oxchive ot PP( I

—————Azreh-Ghazall
_ Head

.+, Human Capital Policy
——ﬁmmfmm% -

sariment

S

SU e

- -
%

:::—:_\E}E

PRACTICAL TRAINING

LOG BOOK &
5{.

N W

<

m m M oM m M

e

72

(s

LA \

)

{ad}

7

Wy W

W W W oW w

sy Rt R Crerom— . —
w

W oW

DAfE: 1671 4V |g ¢

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

16 Cott (ontre, dedallc.

W RMP& TOR Pwpqr—.;-g-ion.

Coot Contre -

() Um—frwm

(\) Domn&frmm

,.
14
m

% Holding_compoany (oo
4) Educotion € Leoming (Ed\\

i0n (L Developm en ( ODD\

Z Cnmaemmnngiﬁen?,m (CQB\

O quan’r &)umm ]hduwhc.l Lojatien (T&‘IB‘

@ Tatent Manamu (k)

I8 hzmderehmg Capability Development (L)

(1) Human Mourte thuhzzd Sﬂmm [ mam\

Azzah Ghazali

Head

Hurnan Capttal Folcy

Haman CoplalManagerer

PRACTICAL TRAINING 2R sussies

LOG BOOK Bt



EXTRACT NATURE OF WORK DONE SUPERVISOR
o REMARKS
- PPE= Y —
) Sgecx.al P Jeck: -
— Diccuccion with Yok Aaic.
2) kM Porte] ey
Azzah Ghazali
Heag
_Hyman Capttal Pokcy
Human Capital Management Departrment

PRACTICAL TRAINING

LOG BOOK &%
\V

SRS
UNIVERSIT(
TEI\NOI 0OG)

N 8N § W

N X
W W

i
i

-

e
=7

mommomom m

™

”:;

o

&

e e

A

in

b e

[t

ii‘:jl

Wl

r

T

im|

»,

9

DATE: J09-20I}

EXTRACT NATURE OF WORK DONE Sg‘;fn'}\‘gig'?
=2 A 1 i ik P {,‘k .
G iems-
— (guges
| T onCequences: —_—
—_mitigatioh o E Y
~— e
— Likelihoed.-
- Inmct
- o €
— Koy ndicator ricy.
g
£?F'LL{1W Ness- R(}h rm
(D Highly unsehcractony Green — low
_@J\lsohemcmj Yellow ~ medium
) SGhsﬂmom O'“"%e =~ high.
® Good
©) begp . ,.
Azzah Ghazali
Head
HurmarrCapttat Poficy
Human Capital Management Denartment |

PRACTICAL TRAINING

LOG BOOK E3i=

MARA




[ S R B~ L

EXTRACT NATURE OF WORK DONE

HCP Event - Fai & Ten .

[ T~

_——___\—-_‘——————
SUPERVISOR
REMARKS

_Qﬂkgk_gu;dgﬁg_(z_rémmd Floor .

Azzah Ghazalt
e

Human Captal Policy

Human Capital Managemend Degartiment

PRACTICAL TRAINING

LOG BOOK %+
'

»-‘ e o
UNIVERSXTI
TEKNOLOGI

MARA

N 8N 8 S

N
W

m Mo

i)
oW ow W w

m m

n m

(s

1

e 3 - —

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

| Catch Up Sesgion . [paPs)
e Nagiroh (Lovel 6f_ Chilax )

Records  Migiisation

—~PHC L0A~ 39 Nov 20O (1/2)

e A
Loy ac

s Azzah Ghazali
*"Head

Human Capital Policy
H‘J—'%'-!ﬁﬁ‘gm%ﬂaw

i Deparment

PRACTICAL TRAINING

LOG BOOK B




UATL L Ly T a0l = s DATEZ_Q.B‘Ui '-.)-OEE —

. N s e v
EXTRACT NATURE OF WORK DONE W Sg’;ﬁ;‘gi‘;" ) EXTRACT NATURE OF WORK DONE W Sléﬁ;‘g,s(gR
o o v X
Reg@ng@.hm B . Record Diaitizotion.-
~ PiC LOA = 29 Nev 2010 (1/;) e | 7. - ququ Copy=DSq [ LCDE T4 )
~ Pesronas (irculoy . Year J000— 2005 : - — LOA - cidd«ﬁcnal "°+<f goding Rucdde L
~ Petronas Orcllor € tem Ciroular - T =X 4 other &uvmrhm “us.
B — Hem PP ¢ Hem Mem
X ~ Circulare ¢ Updutes of WE § Updalue on
l. NQn Dormmendt Rkl%A
xR —
¥ =
E N
| S|
===
' k= ‘3 Azzah Ghazali
Azzah Ghazall : 7 Head
... Head l 2 i H‘%ﬁ’;ﬁ’}}n
- Human Capial Policy . TE i
T 'iWuWrW&Wmﬂt———— E ﬁ ﬂ i Human Capital Manggerment Department
‘ | S |
= =
B E =
E &
PRACTICAL TRAINING = ;», oo | PRACTICAL TRAINING %ﬁ}&ﬁ:’sﬁﬂ
LOG ROOK ElE=  =» LOGBOOK &8s

s Q



DATE: 171-9 - 2018 - DATE : 110 00| -

I'D ,_‘L
B SUPERVISOR
EXTRACT NATURE OF WORK DONE sg‘;ﬁ;‘gﬁg" . EXTRACT NATURE OF WORK DONE REMARKS
~ ~
bW
E E T e
Records  Digitization - _ * Record s ngiﬁgu'h()h
L L — B Wi A
- Qendm (onu - Dss [ c_f.).p.lg Blannmaﬂ ODD\ r ; 3 L= Foictes poiculers MDC_/IC oM
“=|_Rwd1nq CQ,,,, 056 - ] ~ ~ Digiti 20tian_lit.
% — Rp.ad\nq Copu — DSy D a
V.E ,}
| T
» |
=
E = e
L , Azzah Ghazalt
Azzah Ghazali _ : Haad
) et B= | ) R ~ Human Capital Policy
- Human Capital Bolicy Human Capital Managsment Department
Human Capital Managerrent Departrrient -
PRACTICAL TRAINING s
PRACTICAL TRAINING [ s i
LOG BOOK iz s a LOGBOOK &g

A




PP

SUPERVISOR

EXTRACT NATURE OF WORK DONE REMARKS
B@ﬂe« - Daitiaotfio —
RarAd, iy (Opu — b4 —
h»ﬁ\'h),o;ﬂ on i8] —
_ 14 Rooddin I Cong_SG'

=

Azzah Ghazali

L St Head

e HiTRITCapial Fotcy

Human Cap#tal Manageme:

PRACTICAL TRAINING [ pissziis

LOG BOOK &=

9%

EKNODOG!

N Y 8 W

A

1

i

A\

A\

m m m M m m

mm

Lu,

W

inl

DAIE: D J210 -

EXTRACT NATURE OF WORK DONE

Pocords ! ngﬂl 2atienN-

SUPERVISOR
REMARKS

E P - DQOdina (,oou — Dse

— Digifiza hon llct

- n"pm.dm (o — DS

- Urwlfur 2100

¢

‘Azzah Ghazali
Head

Human Capital Policy

_ Hu{nan Capital Management Depifitment

PRACTICAL TRAINING S

LOG BOOK &



paTE: 410 20|}

EXTRACT NATURE OF WORK DONE SUPERVISOR |
B REMARKS
Plgiiiah o T —
Lo G - fem @C"rés gl Ph.gpd,lmg Manuaf < T
qm i velum ¢ | — 2002 )
w - Cu'tM av CMMMJS ]
1> 2 Petonae Cigular Voo Jo06—2001 .
> 1 Febonag Gieedlag = Your (976 1968 i
! [HAN TR
Azzah Ghazali
Head _
Hurman Capitai Foiicy —
{yman Canital Manageme Department

PRACTICAL TRAINING

LOG BOOK

LS
UN[VERSITI
TEK.NOLOGI

MARA

i

"
[T

N

4

—— e — —— Pl
Pl i )
‘- 35

— et e i B

W oW oW w w w

W w

W

DATE: 5-10:2018 "

EXTRACT NATURE OF WORK DONE S‘;‘;ﬁ;‘gﬁgR
Digiﬁzaﬁgn :
1> |- Petromas Cireular Year [|989- 1999.
A A
Q. N Y
(FEIE T N St Azzah Ghazali
Heed
Human Capital Policy
Human Capital Managemerjt Department

PRACTICAL TRAINING

LOG BOOK BiH




EXTRACT NATURE OF WORK DONE
| Records Digrtisabion Update.
) kM Porte| R e

AZzan Gnazall |

Head

Human Capital Pokicy

fuman Captal Managemet Department

—
SUPERVISOR
REMARKS

{_w__

PRACTICAL TRAINING WIS
LOG BOOK &

¥

o B R MM B ®

12“

i

Wow W oW W W W

J W W

W

paTe: 9-10-Jol1§.

EXTRACT NATURE OF WORK DONE

SUPERVISOH
REMARKS

) Commy  (Cahort  Session

- Nyrjure Tust Room. _Lg__e,[__él 171

Azzah Ghazali

Head

T wﬂ'eauﬁfﬂ’ [K¥] i‘ky

Human Capital Management Decarment ———

—

PRACTICAL TRAINING

LOG BOOK %=

% P i{&x ;e.c)
TEKNOLOGI



AT . = oS

EXTRACT NATURE OF WORK DONE

SUPERVISOR

—

® Discugsion on - PG‘Q__P
—_ C]"'i"ﬁ)c M‘C«QI leyel €2 .

— Anig Hopidza P Marrolar

Azzah Ghazali

Head

(rzsé Hyman Capital Doicy
Human Capital Management Clepartment
v Lo 5
0 il

L

PRACTICAL TRAINING BE,
@

LOG BOOK =35
o

ARA

Ao N o & & 8
il

n-m m m M M

ies oy

WO oW W W W Wl

" (et ) M e owr g

4 b

id

U ¢

11-10 - 2013~

DATE :
SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
Djﬂi’h'zaﬁon‘
® 5. Poironas Untter Yeor 19&9- 1994.
GRRE. L1 LTURA
Azzak Chazali
£ wwns” Head
sty et gia . Human Capital Policy
Humen-Capt Ty eI ment

PRACTICAL TRAINING % et
O

LOG BOOK &3

MARA



DAIC T VO )0~ 200 PALIE: 10 v seaw

v
{7

e i | supErvisoR | EXTRACT NATURE OF WORK DONE SUPERVISOR
T REMARKS o 5 REMARKS
@H&Lup_hn.mLms_AsmmE ‘ ! . Digitizeion.
% : i; l) Ponqasﬂ Pmcﬂ,dwel Human Resoyre .Mana)om'n’«—
() k. Porta| - O Reciccn —> ¥Mm fortal -

N
w

©) ODD Video —»> Upload 48 kM Portal.

~ Accese Pequest

M A N
il

F

E :
E: N
Azzah Ghazalt J—
Head . I - Azzah Ghazali
Human Captal Policy = 1 :g Head"> |
Human Capital Management Department Human Capital Foucy
1o " pyman Capital Management eparjmiant
!IE f§ :3 3 22 <o
[
E =
E i
S .‘.a\
# -
PRACTICAL TRAINING SEETRE PRACTICAL TRAINING o
LOG Book B+ s PSEEESK R

L

i

-



DATE: |3/ 10/ 2018

— SSTE—— =
EXTRACT NATUR SUPERVISOR
' E OFqWORK DONE T REMARKS
& TR
) Niogio . -
Lllblgihm{mﬂ ) R)llue,g FPmmdqrgg‘ o
’l? Human chmmo Monagoment S
(2) ODD Vicko ~b Uptoodt to ki forfal.
‘é) Dl\(}l‘HLﬁrﬂOh —D Exe::ghw,__ﬂgnjhoo_kgﬁ)__ﬂ
—
T Azzah Ghazali
- Head
. e - Hyman Canital Policy
Human Capital Management Dejfartment

PRACTICAL TRAINING

Vs R

a UNWERsm

LOG BOOK i
> MARA

-

.
[ p‘

m mom

m

m m m

¢
r

m

()

L w

:w.wmmwwwwwm@w

DATE: '% /10 / 20i& -
EXTRACT NATURE OF WORK DONE SUPERVISOR
&
() Dlom 2ation —b & '(3)
@ RPG Syadicohnn “‘Z_M\nma I

@) Rovised Emoiouﬂhom,-Term Wef] | OCT 1008

1) = SQU‘Q-‘!fJN Hang boak ‘

— Pohnum 2°0 — (olagbomb oN  Leccion _GN

communj cortion hange
manadement gtriedy-

¥ Mm@gij Rum | Loval 59 Tawer |

Azzan (;hazali

Head

Uyman ("mv“" Dolicy

innan Cabttal Management Department

PRACTICAL TRAINING

JOASEISE Spel
UNIVFRSIT!
LOG BOOK B

M: AM




DATE : {4 /1O / OIS -

EXTRACT NATURE OF WORK DONE

REMARKS

@) "

© D Diattization ~% §- S@mﬁqﬁ‘\lﬂg@

—% 6 Policy s ar,

L —> T Peiplo Dallcres € Pracadurer

_ (Pdp) Manuer. (vol- | ]

SUPERVISOR

Azzah Chazali

.Human Cépltal Policy

Hr nan Eﬁpﬂﬁ*‘;’\wﬁgfmm!'

Department

PRACTICAL TRAINING

LOG BOOK

0,

T WD)
== UNIVERSIT!
S TEKNOLOGI

MARA

<

\J

N 8 8 8§ 8 ¥ &«
W W W w “

m m &M

mom o

r——

— e —

4 4

T/

wow W

LY

oaTe: 23/10/ 208 -

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(D Digitzation —u * People Ruicie €

Proedure [Pp)

Manuat - Cvoi:27 8

Lvol.37

—% £ - HRM Policiec €

Procedurge U’GP)

Manual-

TE
sz:h (“"nvah

< Hedd ™*

- Human Capxtall’ohcy
Hefran Canital Managamen! Depastment

PRACTICAL TRAINING

LOG BOOK i

TI:KNOL,OGI




DATE: 22 /i) /201%

—_——

EXTRACT NATURE OF WORK DONE

SUPERVISOR |
REMARKS

(5 Digitiaotion —» 9 Roicies & Procg dures ;

GROUP Hppm

10- Hem Policieg ap;mm.c.

i Dalicieed Procedures

vol- . |

D _An_Iitation : PETRONAS peup 1CT Forum

2018

¥ Conjorone Hajl , tovel 4| , Towor |

Azzan Gnazall

Hﬁman Capital-Policy

Human Capital Managemenc Depjriment

p

PRACTICAL TRAINING

LOG BOOK EI&

~—d TEKNOLOGI
<@ MARA

f % & 8§ X =

momm m MM A | R

n

i ¥

w

WOWOWW W W oW W oW w w

W

DATE: 24 /10 /208 g

—

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

et a4

0) Digih‘mﬁofl —p 13- Regerence for People
ﬂ\onage,mon.} : Technicel

Trade &‘Pe,dqll'QJr--

" Reroctnce for poODle.

management : Secretuy

>
Hondboot .

- Human Resourres

Mahag exent  Paliciec E;

Ope. m{ng Proedure, for

e ety -

i

Azzah Ghazail - -

Human Capital ?olicy

Human Capital Management Department

e

Fagpeuba

UNIVERSITI

%3 KNOLOGI
&> MaRrA

PRACTICAL TRAINING

LOG BOOK




f
!

DATE : 2( /'O /2018

YAre . 2D FYO Ve 'ﬁ_ ’f .:nq |
EXTRACT NATURE OF WORK DONE ngﬁi\gﬁgR 2} ] _i EXTRACT NATURE OF WORK DONE 4_‘ Sggs&‘gigR
Y. !
(1D Petruiters  Community o_Pryciica. (ECOP) ‘ © Digitization —n 4. Py § Proceduri 20k
( 26™ Qctober 20(8) E ; .,g
3 How not 1o be repiaced by Robo - _ i
[ 25+ Ocr Qﬁl(g’) (3- Sj fLavel 46) 7 g
= N
e 3
= 3
= 3
E 13
Azzah Chazali [ B ! = -
Head - Azzah GRazali &%
Human Capital Policy . ) == Head st
A_g:: f-_apap}:aa; Hozﬂlcyiw Department ‘E —3 uexi:\R_CaF‘ 4] Doty
i ¢ Hipran Cépital Management Departrrlent
S E j
E
N
P
K
PRACTICAL TRAINING SR _ PRACTICAL TRAINING SIS
LOG BOOK E& x. - LOGBOOK B

rel



DAIE LY 7 20V

EXTRACT NATURE OF WORK DONE

SUPERVISOR

REMARKS

) Du, f2ohion - M Pohq‘ & Proedure J014

—p 15 - 2013 po\\w g Prcedu e,

T _____G'amu_‘_s_:'m,g wopiYs &

Mol with  omendmenty

hedte.

¥ €« € «

-5 16-2009 ,pability dev2|opmen

E‘gcx(ﬁumnm on‘ginqj_

Ciane d Rip

- 1. EETRONA( Ve

toan / T—mgncmm

Rchame,

-~ 1§ PFTQDNM‘ “ﬂll&ﬂnn

lann /hnm,a anni\fj‘
fCneme .

Azzah Ghazali |

Fizad
Human Capital Pobicy.~

iHuman Capital Management Department

PRACTICAL TRAINING BECEL

LOG BOOK 13

oy

i

m M N N

-
w o N W W W w W o’

¥

m m m m

»

TR 7 s

v J

()

DATE: 30-i0-20|% ¢

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Q) JCp— Pcp

1> Shane paing

Human Caplzal Policy

Tilviol wa gt

LUy

PRACTICAL TRAINING % LR

LOG BOOK B+

TEKNOLOGI

Lz




DATE: 3)-10-J0)§

SUPERVISOR
EXTRACT NATURE OF WOT D_ONE REMARS
() JCP — pcp SN e
" Shampoim ]
@ KM Portal Discugsion ]
¥ PRC wioilite. Countor tevel 59 |

Azzah Ghazait
Lland

o

Human Capital Pelicy

Human Capital Management Department

PRACTICAL TRAINING - [ e
e

LOG BOOK =35+

8 & & «

[
m

,r,
i

V.

W W W W oW W W W oW W w w

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(n JCp—Pcb

g &hase,lnow

Head

Human Capital Poticy

Humar Capitat Managenrent Department

PRACTICAL TRAINING @ i

LOG BOOK 7™

\J

= t——

e

S B e




SUPERVISOR
REMARKS

DATE : D.-H-J-le’
EXTRACT NATURE OF WORK DONE
® JcP — pcp : -

le Shae Pui nt

O, 3m0kfm:3+ CatCh Up_wih_kak fha

¥ mec , lovel 43, PETT 2.

Azzah Ghazali

Head-
Human Canital Policy

Human Capital Management Departrment

TEKNOLOGI
MARA

PRACTICAL TRAINING % VS
<o¥

L O G B O O K S UNIVERSITI

. 1
'\EE.

o

3
{

w

+

o

{

A\l
w

W W

| &

g
mom

8

m W oW AN

g

w

W W W W

i

e

DATE: _F 11. 2018~

" SUPERVISOR |
EXTRACT NATURE OF WORK DONE ——/T REMARKS
)y Jcb — pch

‘e Share.poink- .
(3) T ( Together Toward TOW\OWOW) —

 discussion_ond  Deefovali  Celebrohion
¥ Son Pruncisco Coppee

-
._.Az;ah.,ghazafi;} i
‘Head
Human Capitat-Pohcy
Human Capital Management Department

PRACTICAL TRAINING % proe
<

LOG BOOK % e

MARA

R s TR e

i

g IR
R T e L B

e



UVAIE . O N oy DATE : 9 I- -10‘8

— “ N -
EXTRACT NATURE OF wonj< DONE Sg’;‘:ﬁ\gigR r EXTRACT NATURE OF WORK DONE sgﬁ&\gigla
L B ] ¥ N
© Special ProTecs - o 1 (h_JcP— P P
= (bn’r@ﬂf % f@[om ] L7 ~ 29 Shorepsink
— DFED
— ERD | o®
= ¥ SN
| = 9
|
| B |
LTI
B i =]
= a9
E o
Azzah Ghazali E | ﬂ
Head Azzah Ghazah ¥
Human Capifal Foltcy : ——r e -
Human Qaphl M:q-aﬂf-f'-’-’"' D"E.l — J i g Human Caplta POIICY
Human Capital Management Department
E =
E =
&K =
PRACTICAL TRAINING e s
LOG BOOK B3 | FOCESOK B

(8§

g



TAIE T w1y ZUls

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

F) &FQOU, :PID'J\ZGF :

-
(2) Mmpg Dmcumon Protescianalism

Room Love| 6-’1, Towey |-

A zzah Vad EPONIR 1]

= 2 p v eri] ll
Head

Human Capilal Policy 5%

CIS T

>

Hﬁaﬁ%&pﬂn pRITmen

PRACTICAL TRAINING

LOG BOOK
g

-~ UNIVERSITY
== TEKNOLOGI
&> MARA

&

%

mom o mom o m ™M NN O8N 8 U E oo
CTR TRV T TR TR TR/ U o

b

"

(7

|

N

DATE: '2-11- 0 1€

EXTRACT NATURE OF WORK DONE

| sSupERVISOR

@) Qpecial  Prajeck

REMARKS

6‘.} Prepomﬁon [0y &APZM'COY visit

}______

}___’_,A

S |

L »

; =
]

A')-rah Chazall

wHead: Wy e
Wuman Capxtal Pollcy
Liena ital sem .

PRACTICAL TRAINING

LOG BOOK =

»ié?ku
UNIVERSI
TEKNOLOGI
MARA



L B R 2 R

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(D) empPG @gndi catioh .

Suhaitni & Haun — Shale  everuthineg
S A

Omwa 4o, benining
\ S

Nadirah A\ tdruc = Chare g werything  dhok

WL owe hok

Punha — Chave bebronag  gel

PLC — Qhaw P@ggﬂfah'on Jlj__(l

Ofrere ~ Tier | ehealid, Propose d

GHRM EMp  preten

Jitt oy R @cC

lon paCk ,
[] /

Azzah Ghazali

o P
HiTad

Human Capital Policy

Human Capital Management Department

"

PRACTICAL TRAINING

LOG BOOK

7 -

)Lia;'d‘fbr |
== UNIVERS(TI
TEKN OLOGI

T

|

KON N

AV
1}

i

R

1A
W

LI

mm m m
LV I I VR T 7

;:
Ry T T W

W au u wuw

"

N

15-11- 2018«

DATE :

EXTRACT NATURE OF WORK DONE

SUPERVISOR

REMARKS

0 Pegontotion Tock  (Q¢ Vidt).

(@) SV Visis Dry Run  (3-5)

— FE B  Booking

J
— Pecentation Poct.

~ Sharing on_gpecial pjecs -

RzzanmGrazatt — - -
ljaar] : v

T

Human Capltal Policy

Human Capital Management uepaiticin

PRACTICAL TRAINING

LOG BOOK ¢

BEXIRRR

UNWERS(TI

TEKNOLOGE
@



DATE : 16"

2018

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

© v vig-
— hﬁguj@_gm\_, | evel G’)I, Tawer |-

(10=12) ~1611- 20

{000 am —o Dr. Tdswen armval

10— 13 —u 2= Tphternghip Pragrecy

Update -

o — T —Y Junch at Molaugian Po 410 leum

Ll_ub_ﬂrﬁjggﬁg;_:{&g_mcﬂ .

K Portal

Azzah Chazali

Head

Human Capital Pokcy

i+, &
human Capitahbanagement Bepartiment
s S 0

L

PRACTICAL TRAINING

LOG BOOK =5

WESREE
UNIVERSITI
TEKNOLOGI

W8 o«

A\

13

ANS

v &

» m m M R R N

o

g g e

MWW UL d

|
\

LYRR TR

5 VIR VR

AV

pATE: 19-1\- 201§
F SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
(i) Rmpe = Sgndd_u;it/ wHh RO
Pn. Farghana — Zdlinda- |
|_Encik ReTa = Woadirah. L
Encik tah — A;j'_'\wb\ Hanim, - =
|

(2) Coch up_.fession %

¥ ln}anJfL P&m Lavel 6.

-
L

| |

I-_ .
Azzah Ghazali

—Wead .-

FET 2 oman Mo at B

_, Human Capital Management Department

G AN S
’_
r—

-

PRACTICAL TRAINING

LOG BOOK %

BRI
UNIVERSITI
TEKNOLOG 1



DATE: 21-11 - 2018

.

EXTRACT NATURE OF WORK DONE

—

SUPERVISOR
REMARKS

/?2 Special Pro‘[ec#

ObJective o} his Syeten -

¥ provi iei r kKM w

that all_member can accese 4 have

the gome  updotes anyfime. He req uested - .

O guﬁhm &haul 4 CORaIN Q\l_l_\&{;m docs .

fhot hegs et e\lmocm bga_qm:m&

(2 100+
s
@ View lishing & Save
U
) Rﬁm\'l"\g dac.
_ Azzah 'G}iazali
L Head
- z Hn

Human Capital Managemgnt Department

PRACTICAL TRAINING

P
LOG BOOK Hli=

204

SN

I
€

A\

mom oW

T m

momom

m7om

L/

W oW

m v

§

119
[
b

i 4

[TV TR TR 1 7

M,I

W

Y

DATE: 23- (1 Q0|8

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
(D) Special frorect
| —® Diccugsion with _ Mungwor
Libi‘onal catalog ')l‘ Chore
= ifem dype dmn‘-zcd:o')
-~ loan nae.f. lnvmmm
— bih recard liet .
@) RMPG_ Folder (Lsub g‘&e,}.m in_ K Portg).
= »«' P.\éc.u;! GTIaZEI_ -
Head
Human Capital Polijy

ruman Capital Mankgement Department

PRACTICAL TRAINING

LOG BOOK EEE-




| VAV A V-

DRIc . D &

EXTRACT NATURE OF WORK DONE

———

SUPERVISOR |
| REMARKS

@E'V\EG Folder Q_gsub‘*Sﬁ_e__/) km Portal -

() HCP  Pgp D. Mamt Susdem -
N~ i \J v)
- Pmm%‘ dedails - -
= 8+a+§ m—
— anDQnson wh(e, —
=5 Mook UP

-~ N\Ovmg Iorwovd -
.

Azzah Crazal

Head

Human Capital Policy

rrmw.nﬁu... TEM S\.l,i, et
PRACTICAL TRAINING

- Jipdphose
UNIVERSITI

LOG BOOK %5

TN Y & § x

momm M mE &N

LTI\ T 1/ T /Ry

i~

W

%

i\ |

U U u

I

W o W W

UAILE IS

[ Bl

EXTRACT NATURE OF WORK DONE

| SUPERVISOR

REMARKS

© HCP Pap g;m9m+ Qysdern

% Pmlcﬁmrnﬁoﬂ_?&lﬁi_i&& 00 ratien:

@) SDP  Hondbook

e e e rowen evamem—

¥ Chillax Area  lavel 63

ﬂﬁnht

Ead ™ 1
L O IS

* Head

T w %" Human Capital Poficy
HomarrCapital Marzgerm

Ugnanment

PRACTICAL TRAINING

LOG BOOK Ei &

<@ MARA

P ———

e T

L r—

T m—
WAl rer—

——

. e

e ot o eatare e

fo. v ol e



DATE : =2y 27-1-201%

EXTRACT NATURE OF WORK DONE

“\\:

DATE : 25 -1-201& -

SUPERVISOR

]

N

AN

A\
/7

AN

W

A\

1\
"

]

.

—

4\

-

B

w

-

]

m

2 |

wow oW W

|

PR

L

i
Y

M-cC.
Azzan Ghazal
Head.
Human Capital Policy
» Human Capital Management [
L

b

i

PRACTICAL TRAINING % woE

LOG BOOK &3z

ixl

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
(D Pregentation Dry pun.
—t poctponed Jo €10 - JoiR-. —
D TTT_( Together Towords Tnmmorew>
Disciagsion
~ 3 Q, 14 Dec.
— Wibiseus , PD
Azzah Ghazali
Head
Human Capital Poticy
2 Huma QM_V‘NU- 7 .:\JE-HLf‘:‘-!}:ﬁaﬁmiuh
PRACTICAL TRAINING HOSSas

= UNIVERSIT!

LOG BOOK %5 &

TP e ST 5 5 St - it 4B e Tt

T L T




DATE: 20112018

e

S —

T ] TN :
EXTRACT NATURE OF WORK BONE SREMAR&S‘J EXTRACT NATURE OF WORK DONE S:Eﬁg\gig
R =
(® Ph lw'_il&co_f‘d_mgnggmom. ] © DoBeiiadh i «Hennd rdding
— T = @ Pregenation k. il
T Cmoee chock 4ho Wles.
— Rompye , :
moye documents fur :ﬂhwd,d:(\g j T E
—— & 29
e =
=
T AzratrShazatt
= g Head
. o _ Human Capital Policy
‘ Sija_” o E :E b WA G el Manageners Depanment |
B Human Capital Palicy R
Hurman Capial Maragene [0 Depaniiem o P
L E g
- E =
E =
E =
E =
» i
B =

PRACTICALTRAINING - [E senti ' PRACTICAL TRAINING

LOG BOOK & r

PERE S
Umvrxsrrr

LOG B 0 O K TEKNOLOGI

n
\Y




B L —_—

l
S
7./

EXTRACT NATURE OF WORK DONE SUPERVISOR

REMARKS EXTRACT NATURE OF WORK DONE SUPERVISOR

REMARKS

S
77

O Crage check ho 5 o
log -
3) PRESENTATION prck. =t (D) kL CONVEX RoOKING -

|
|
A

W

(3) PRESENTATION PAck.

3) CHECK UP WiITH MUN oN SyeTe M

i

3) CRASS CHECK FILEQ-

1
™
W

-

<,
i

w

s 1
Azzarr-Ghazalt

Azzah Chaceald

Head

Head

Human Capital Policy

- = Human Capital Policy

© — - H:-"rh»r'emgcmu X %?mﬁiﬂe 7

Ww oW oW W

an

AL

B,

UNNERSITI
TEKNOLOGI

PRACTICAL TRAINING MEEEERD

. LOGBOOK &&=

PRACTICAL TRAINING %

LOG BOOK

w mo o M m MmN N N N ©
T}



EXTRACT NATURE OF WORK DONE SgEEM'Z‘gigR
(1) PRESENTATION pAck.
r» . 5
D Discussion on_ " Togginer Towar ds
%ﬂmm-~ Tomorrow

A Pal ¥ 53+
RLLATTTONAZAN

Head

Human Capital Policy

e i Himar Capital Management Deng

JleT

PRACTICAL TRAINING

LOG BOOK

8> MARA

o W

&

Y
|

i

i

I

mommmmmME N

\\)

W w

R N

."4‘

7 AT A

Th

!

3

I I - T U /R

\J

DATE: 613 - Joj¥"

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(O HCP Team Meoting ~ Decewber.
8*00 aqm — S.OO pm

KL COnvEX -

(2) fugtom menlah'on-
<
@) U;\dcﬂ-o., an Toeo_,l-hﬂ,( Towec s

=< [

=FoTnn (UL

Tomorro #

A T i L 1.
MALiall Oilazail

Head

Human Capital Palicy

Hurmar Capital Managemem Uepan

Cient

PRACTICAL TRAINING

LOG BOOK

li{gl\IERslTl
- KNOLOGI
@D MARA

i



P E I&“ pATE: 10°12-J20(8-
R SUPERVISOR
EXTRACT NATURE OF WORK DONE ﬁ:ﬁi‘gi‘g" e . EXTRACT NATURE OF WORK DONE REMARKS
- | B 'S
© Gross check fleg . . - P @ Yocuced Recognition video for
@TTT kf "8 Tequher Towardsg Tmmrmw
video &md«‘rg:_&_hm_q; _ - — Nizam
- E S — Incik Abdullah  Monghie .
@ T Video ﬂo,cud{rg—— Syiman
I E g
— B =
- 1 E =
n E =
= o=
E =
E K E
Azzah Ghazali 1 ab Ot mwali
Head ‘ E E l::x?m —
Hu{nan Emaﬁ, = . Human Capital Policy
-Human Capital Management fip ’ E . ﬂ v —tHurmarr Capita MaraE e DEE e
PRACTICAL TRAINING E - a
Univonarn : PRACTICAL TRAI N N6 ey
LOG BOOK Bl £ly LOG BooK BEs



. -~ O

EXTRACT NATURE OF WORK DONE Sg';ﬁmig'*
D Leave
~ Intecview in ™ gqjie Pandavayo
Ipoh s
T ArrabrGimral—
Head
Human Capital Palicy
T = AUMTICogiital Miaragerment Department

UNWERS(T(
TCKNOLOGI

PRACTICAL TRAINING E

LOG BOOK

mom mm MmN NK

o

e m —————— - ——

A\l
A

1‘?

|

\

|

b

0 !
i )
i !

i

W

i

0 W

2

i

L ow
voEy
1 =

-
=

A\l

DATE : 12- 133018 -

—

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
() Togedner Towards Tomerrow dry mun._
T-Snirt digtnbution
)(:'D T1T :[o'ming_]n,gmqjon
S) Pre Take — oLe Pm'gnino
¥ (hillay Area , [m/u B
Azzah Ghazali
Head
' b Human Capital Policy
by = Human Capital Managertient Department

PRACTICAL TRAINING ! RS

LOG BOOK " i

TI:KI\.LOGI

T e e e



DATE :12-12 - 2Q1&-

—

EXTRACT NATURE OF WORK BONE SUPERVISOR
REMARKS
) Together Towards  Tomgrrow
— Day | =
L4
Lexis Hibiscus ,Port Dickson -

Head

Azzah-Chazali

. Human Capital Policy
kA ] Lapndi s B i :

PRACTICAL TRAINING oy o

LOG BOOK ‘fJi

o

A\ U VU

1]

mmmmRE N N

»om

N

]

L

WO NN W W

\}

DATE : 14-12-2018 -

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

1) Togethor Towarde  Tomorow.

o Dag L.

Lexlic Hibiccxlg/ Por+ Dickgeon

woou s g

X |

Azzah Ghazali

gt

Hum3n Caoita: Policy

Human Capital Managemdnt Department

PRACTICAL TRAINING e
LOG BOOK Elii




vt LA~ A A )

EXTRACT NATURE OF WORK DONE Sg‘éﬁ&\gﬁgR
(D Get in fouch wiih  Munawar-
— digeuge on  SIERRA LS .
= AerairShezait
Head
Human Capttal Policy
Humar Capitat Mansgement Ueparmert

PRACTICAL TRAINING S

il
UNIVERSIT!
Y79 TEKNOLOGI

LOG BOOK %=

1“7

o m MR MM NN K
W W

e —— e

o

}

w w w

w W W

L&)

N

I
)

iU

]

B\

DATE : 19-11-20(&

’7 EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

(M) Discussion an SiEeR A

¥ Munawor's Pl <o,

(3) Digcuccion on_ SIERDA

¥ (hitox  Area Love) 62

Azzah Ghazali
g Head
= P LT Human Capilal PoRcy

Human Cgpi':’ M:n:gWMEPMeQb |

TEKNOLOGI
MARA

PRACTICAL TRAINING @ BT

LOG BOOK &3



DATE: '4-12-201¥

_ij_Ll YA Mp&te._\_
Cap /

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

— L C’D

— ODD

— TR — °

"""--..__lf)

— HCMo ngp)

— H(P

Azzah Ghnazat
Hpad

Human Capital Poticy

Human Capital Managerrent Uepartmieni

PRACTICAL TRAINING

= fin
> E d
LOG BOOK =i

\3

& &

XA

i

.3
*

¥ o

U

i

‘li

o

mmmmmMmMM™M M N

F TR TRV TSI 7!

VNN W W

2\

DATE: 20 '1-301%
SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS
(1) S0P (sieres)
(E\
A
_ 1
]
3el o 13E |
[55]  [3%:59
- g may
_*
|
|
ieoz
{5 o
[ <32
4
|
el
>
53t =
23E > §
IV ] R
J<
{'_\ tiae e b F A’l?Zh 1“
J—‘\_;\ Head
L?”- ) N o Human Cagttal Policy
£ < Human-Capieianage e Department

RiC

(=
J
X

a
PRACTICAL TRAINING % oy

LOG BOOK o

KNOLOGI



TDAIET )TN0V

EXTRACT NATURE OF WORK DONE S‘;‘Ei&‘ﬁi‘é"
1) HCP Event: a date with  Arinue. :
% [lpm —6 pm
=
Azzah Ghazali
HEao
Human rag‘;&a}_g'ﬁ{\};mf
Human Capital Management Uepartment

PRACTICAL TRAINING % WAESTEES
@a>

LOG BOOK &3

TEKNOLOGI
MARA

™

-5y
&

)
L]

<

7

N

't

{

e
1

LN

|

miomom om oM omom W
1y (%)

[

I\

(i

T

Wi W ua i

(éd

EH \ad

&

I\

]

DATE : 24, |3.').0|8’

EXTRACT NATURE OF WORK DONE

SUPERVISOR
REMARKS

Leave -

FEErS P ,:.‘.'.Azzah Ghazali

- Head

TW e e Ahuman Capiar Palicy

Pra—— :A_‘l-l{uman (‘:_\pjl_ngﬁg

GﬂFﬁ“&TE e

PRACTICAL TRAINING et

LOG BOOK % i



DATE: 26 -12- 201 & -

EXTRACT NATURE OF WORK DONE SUPERVISOR
REMARKS
Locive. -
Y Ylion Amaii, qulm Bon darawy
J
Tpok .
T

AR ;'l amalh Lhazali
R Tt f o — i v raa 2

““ead

¢ 7= Human Capital Poficy

Tevegs onae g 5 . "
S ERIv L | l\-ﬂﬂﬂﬂ} !'lal ma.&e‘ lefR‘Tn;-yw‘ Ei-‘e T =

- TEKNOLOGI
MARA

PRACTICAL TRAINING g o
o>

L 0 G B O OK =3 UNIVBRSITI

&

kol
AX

\!

i

ﬁ iv;'.l
W

L I
W owow

A

"

18]

b/

7
18]

\Y

”

W

U L s W

i

(

l

Ao

DATE: 17- 12 -20\ &

SUPERVISOR
EXTRACT NATURE OF WORK DONE REMARKS

I} Tnternshi ' iy uah
Q.i\_. _lmgmﬁmy,;tgmmm_mw

——Azzak Chazall

T ead.

++ ey Human Capital Policy

- 7 T ::u.l.@c:ﬁk&%ﬁmge ent-Departmient

PRACTICAL TRAINING

é UNIVERSITI
LOG BOOK ‘s
> MARA



DATE: 18- 13 . 201%

EXTRACT NATURE OF WORK DONE S
0 Updqhz on SIERRA -
~ ged in_fouch widn Bc-.r:g Mun
on Manday -
~
@ km Doytal
— Access cequest
' Azzan Ghazalt
H@-ﬁd
. Human Capital Policy
7 Human Capital Management Depatment

PRACTICAL TRAINING

\_z.‘ TR
NIVERSIT!

L O G B O 0 K mxwor.ocx

N8 8 Y € 9

LB T

m m m

3
.

Wi

i.‘

W

¥

IS

sl

&
1

!
4

i1

<]
i

DATE: 31°12-201&

SUPERVISQOR |
EXTRACT NATURE OF WORK DONE REMARKSY

-l

@:—&g@ Records Taventory -

(2) kM Povied

— Access aguieet -

Azzah Ghazali

Head

Human Caputat Fohcy

Yuman Cangal Manan I tonamnt
NSEpid-Manageman-Pepariment

PRACTICAL TRAINING g WD

LOG BOOK .

TE KNOLOGI



