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1.0 Introduction

This document serves as a User Guide for using IMS system and the flow to be followed. This
manual also explains how the modules are provided in this system. Each module will be

described in detail by using the graph for ease of understanding for consumers.

2.0 User Group

The followings are the user group involved in this module:

No User Group Functional

1 Student a. Attend briefing session.
b. Request new company.
c. Send INTRA application.
d. Respond to offer.

e. Fill in Report Duty.

f. Fill in E-Logbook.

g. Upload Industrial Report.

h. View presentation information.
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3.0 Modules

Modules and functionalities that can be access by this student are as follows;

No Module Description

1 Briefing e Student able to view the information about briefing session
that has been setup by Intra Unit at your institute.

e Student able to capture attendance for the briefing session

2 Company e Student can view list of company registered in system.
e Student can request for a new company if the company is

not listed in system.

3 Application e Students search for company placement.

e Students can request or add a new contact information if
the contact is not listed in the company selection by the
students. System was strongly suggesting that the contact
person request should someone students know that who
will receive the online application.

e Students send the INTRA application.

e Students response to the offer by the company
(acceptance).

e Students can view the list of companies applied.

4 Placement e Students to fill in the online Report Duty form.

e Students fill in the E-Logbook entries for daily and complete
the monthly analysis summary.

e Students to submit the Industrial Report via online for
university supervisor to evaluate by the end of the INTRA

semester end.
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4.0 Process Flow

The overview of process flow for IMS is as follows;

)
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5.0 User Guide Step-by-Step

5.1. Accessing the system

5.1.1. Login

e Visit link: https://ecitie2.unikl.edu.my/

e You will be redirected to landing page for ECITIE V2.
e Click at STUDENT icon to login system:

oW Unif
() s

Welcome to Ecitie UNIKL
i B i Bk D AR 0

0006

VISITOR STUDENT

e Tologinto IMS system use your 0365 email account.

e Key in your 0365 email address and click

[ Unif Uni}

. . « testing1.christina@s.unikl.edu.my
Sign in

Enter password
testing1.christina@s.unikl.edu.my

Password

Can't access your account?
Forgot my password

Back Next

To login to Portal, please go to portal.unikl.edu.my To login to Portal, please go to portal.unikl.edu.my

» Key in your password and click | sonn |

5.1.2. Logout

e Click Sign Out link at Profile icon at upper right on screen.

A

% Settings

™ sign Out
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5.2. Briefing Session

5.2.1. Attend Briefing Session

e Click IMS > Industrial Training to view submenus.

lu IMsS ~

Dashboard Industrial
Training

Industrial Training

e Submenus will be displayed.

Industrial Training > Application > New Application

e To view list of briefing session, click Briefing > Briefing List.

= Briefing List

e List of briefing session will be displayed:

Briefing List ~
Search
# Semester Name Event Name Date/Time Venue Briefing Link Session Attendance
1 January 2022 InTra Briefing January 2022 29/09/2021 Microsoft Teams Attendance
uary I rienng uary 02:00 PM | endance
2 January 2022 InTra Briefing January 2022 29/09/2021 Microsoft Teams Attendance
uary I rienng uary 02:00 PM | endance
Attendance
. . Attendance
e Choose the desired event and click Attendance for attendance.

e Pop-up window will appear to verify your attendance. Click to verify.
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Attendance

Attendance v

Notification

Are you sure you want to attend this Briefing Session ?

Time In

e Attendance will be recorded and display as ATTEND in Briefing List.

Briefing List

Search

# Semester Name Event Name Date/Time Venue Briefing Link

Session ~ Attendance
- ATTEND
. Jonary 2022 InTra Briefing January 29/09/2021 Mierosoft Teams U1 MS00ZM3LWEAMMAINZITNMSY WYAZTca%40thread v2/0? 28/09/2021
Ay 2022 0200PM e 902-8bf9-40c0-abaf- 09:58:57
a32a934-8521-49cd-9f3e-3788dd29a233%22%7d AM
) R InTra Briefing January 29/09/2021 Mierosoft Teams
e 2022 02:00 PM e

5.3. INTRA Application

5.3.1. Application Form Access

e Application form will be displayed according to student’s status as follows;
o If the Student is yet to Register INTRA Course

= Student will not be allowed to access the Industrial Training pages.

PLACEMENT APPLICATION

You have not REGISTER INTRA COURSE.
You are not allowed to view Industrial Training pages.

o If the Student is Not Eligible or dropped the INTRA course.

= Student will not be allowed to access application form.

PLACEMENT APPLICATION

You are not eligible to undergoing for Industrial Training.
You are not allowed to view this application form.
Please contact Unit INTRA for further information.

o If the Student is Eligible
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= Student will be allowed to access application form.

PLACEMENT APPLICATION

You are only allowed to apply maximum of 3 companies.
You have remaining 2 companies to apply.
Please take note that your application will be closed on 16/12/2020.
Please contact Unit INTRA for further information.

o If the Student is Eligible however the Application Date is Closed.

= Student will not be allowed to access application form.

PLACEMENT APPLICATION

You are not allowed to view this application form.
Industrial Training application has been closed on 16/12/2020.
Please contact Unit INTRA for further information.

o If the Student is Eligible and has reach maximum placement application.

PLACEMENT APPLICATION

You have reach maximum of 3 companies placement application.
Please take note that your application will be closed on 16/12/2020.
Please contact Unit INTRA for further information.

o If the Student is already accepting the company offered and Intra Unit has

confirmed placement.

PLACEMENT APPLICATION

Your placement has been confirmed by INTRA Unit
You are not allowed to add new application.
Please contact INTRA Unit for further information

5.3.2. New INTRA Application

e Click Application > New Application to apply for Industrial Training.
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Application ~

== Application List
== New Application
== Appeal Form

= ViewRequestList

aster

o List of companies will be displayed.

5

2,017 records

List of Company

Name

JABATAN HAL EHWAL AGAMA ISLAM KELANTAN

KPJ TAWAKKAL SPECIALIST HOSPITAL

KUEHNE + NAGEL SDN BHD

MALAKOFF CORPORATION BERHAD.

PETROLIAM NASIONAL BERHAD (PETRONAS)

Contact No

Status

Active

Active

Active

Active

Active

Select

Search

Request

Request New Contact
Request New Contact
Request New Contact
Request New Contact

Request New Contact

o BonE

a4 >

» Next

e Click hyperlink of company name to view company information.

Name

AA ASSOCIATES CHARTERED ACCOUNTAMNTS

L eenbews =00 |

e Company Information will be displayed.

Company Info

Company Info

Company Information

Nature of Business

Parent Name

Name

: AAASSOCIATES CHARTERED ACCOUNTANTS

SSM No

Address

City

Postcode

State

: NO.6, JALAN MELAKA RAYA 35,

TAMAN MELAKA RAYA,

: BATU BERENDAM

: 75000

: MELAKA

Contact Person
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Company Info

Company Contact Person

# Category Name

Company Info

Contact Person

v

Job Title Contact Info

salbiahjalaniselasih@gmail.com

1 HR Puan Salbiah Jalani Head of Human Resources 342

056909129

o If contact person is not listed, click hyperlink Request New Contact to register new

Request

Request New Contact

contact.

e Register contact person form will be displayed.

©

Company
Information

Company Information

Nature of Business *
Parent Company

Name *

Address

State
City

Postcode

Office Tel No

Contact
Information

: KAYEL RUBBER PRODUCTS SDN BHD

: LOT 395, LORONG PERUSAHAAN LAPAN,

hfhgfhg

: PULAU PINANG

: 13600
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o ®

Iniormatin Information
Contact Detail v
n Search
# Category Name Job Title Phone No Fax No Email Action
No records

< Previous « Back To Application Form

e Clickicon “ to add new data.

e Fill in the required information.

Add New

Category H GENERAL HR TRAINING
Name

Job Title

Phone No

Fax No

Email

Status : Active Not Active

flose

e Click to save information.
e Saved data will be listed in the list.
e Click to redirect back to Application Form.

e Select company and click Next.

List of Company

Search
# Name Contact No Status Select Request
1 Euro Jasmine Holding Sdn Bhd 03-9173 1522 Active Request New Contact
2 IN-TUNE BUSINESS SERVICES SDN BHD 603 8061 3380 Active Request New Contact

2,980 records < - 2 3 4 5 . 896 >

Page | 13



User Manual Guide for Student Intra Management System (IMS)

e Confirmation notification will be displayed.

Are you sure to continue?

“

e Click to proceed.

e Summary of chosen company will be displayed.

Student Info v

Institute : UniKL BMI

Student ID : 51101118023

Name : MUHAMMAD ASYRAAF SYAHMI BIN RAMELI

Student Status : ACTIVE

Programme : DIPLOMA OF ENGINEERING TECHNOLOGY IN ELECTRICAL AND ELECTRONICS - DET EE

INTRA Semester : JANUARY 2021

List of Company v
# Nature of Business Name Contact No PIC Contact Action
1. ADVERTISING AAAA 123 =

PIC Contact

e Click icon to select contact person

e Select contact person.

PIC Contact

Contact Choosen v
# Category Name Job Title Contact No Status Action
1 HR Raden Amirah HR radenamirah@gmail.com Active

e Contact person had been listed.
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List of Company v

# Nature of Business Name Contact No PIC Contact Action

Raden Amirah
radenamirah@gmail.com

1 ADVERTISING AAAA 123

@ Please take note the company PIC contact that selected by the student will sent notification

email to the company for industrial training application related matters.

e Click to submit application.

e Confirmation notification will be displayed.

Confirmation

Are you sure to submit?

n

e Click to proceed.
o List of Applied Company will be displayed.

List of Applied Company

# Company Detail Cover Letter Last Date to Respond Company Acceptance Status Student Acceptance Status Intra Status

ARMADA PETROLEUM SDN. BHD,
NOT CHOOSE YET

Download Cover Letter PENDING OFFERED ACCEPT CONFIRMED

Action
n &
New Application

e Student can click at n to notify company contacts if the company contact

person does not received email from system regarding your application for

industrial training.
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5.3.3. Update Company Contacts

e Students can update the company contact if the company contact is changed.

List of Applied Company v
# Company Detail Cover Letter Last Date to Respond Company Acceptance Status Student Acceptance Status Intra Status Action
ARMADA PETROLEUM SDN. BHD Download Cover Lette PENDING OFFERED ACCEPT CONFIRMED 4 @
NOT CHOOSE YET ounload Boverkerer

New Application

@ Please take note the company contact that selected by the student will sent notification email to

the company for industrial application related matters and report duty completion by company

contact.

@
e C(lick onicon if to change or update the company contacts person in charge.

e Update company contact window will be displayed.

Update Company Contact x

Company Contact PIC v

Company Name : ARMADA PETROLEUM SDN. BHD.

Choose Contact * : E

*Please select New Contact Name from list.

Contact Name *

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.
-
5.3.3.1. Add New Company Contact
e C(Click on Choose Contact LOV icon E to select a new company contact.
e Choose Contact window will be displayed.
Update Company Contact

Choose Contact

Clear Value Search

No. Name Email Address

1 [ Add New Company Contact PIC Name ] -None -

Name

e Click | tasanewcompany comaciricname) | to add new Company contact PIC.
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Update Company Contact

Company Contact PIC

Company Name : ARMADA PETROLEUM SDN. BHD.

Choose Contact * * [Add New Company Contact PIC Name | E
*Please select New Contact Name from st

Contact Name *

Position

Contact No

FaxNo

Email

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.

e Fill in the required information for new company contact PIC.

e Click on once completed key in the required information.

5.3.3.2. Update the company contacts information

@
e C(lick onicon if to change or update the company contacts person in
charge information i.e. email address.

e Update company contact window will be displayed.

Update Company Contact

Cumpany wuiaus £ v .

Company Name : MALPRO INDUSTRI SDN BHD

Choose Contact * * Datin Saveyah Bt Hj Senin E

Contact Name *

Position

Contact No : 0360929030
Fax No

Email : | alimalpro@yahoo.co

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.

-

e Select the desired information require to update.

e Clickon to save the information.

Student required to click on notifyn after making any changes to the company contact email address.
Email notification will be sent to the updated company contact email address for industrial application

related matters to make sure the company contact can response to your industrial training application.

5.3.4. Update Company Contacts (Company Application)

e Students can update the company contact if the company contact is changed.
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List of Applied Company
# Company Detail Cover Letter Last Date to Respond Company Acceptance Status Student Acceptance Status Intra Status Action

ARMADA PETROLEUM SDN. BHD, Download Cover Lot PENDING OFFERED ACCEPT CONFIRMED 4 |
NOT GHOOSE YET oumibad toverteter

New Application

@ Please take note the company contact that selected by the student during the application will sent

notification email to the company for industrial application related matters and report duty

completion by company contact.

@
e Click onicon if to change or update the company contacts person in charge.

e Update company contact window will be displayed.

Update Company Contact x
Company Contact PIG v
Company Name : ARMADA PETROLEUM SDN. BHD.

Choose Contact * : E

*Please select New Contact Name from list.

Contact Name *

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.
o
5.3.4.1. Add New Company Contact
e Click on Choose Contact LOV icon E to select a new company contact.
e Choose Contact window will be displayed.
Update Company Contact

Choose Contact

Clear Value Search

No. Name Email Address

1 [ Add New Company Contact PIC Name ] -None -

Name

o Click | tagdnencompany conacipicrame) | to add new Company contact PIC.
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Update Company Contact x

Company Contact PIC v

: ARMADA PETROLEUM SDN. BHD.

© [Add New Company Contact PIC Name ] E

* Please select New Contact Name from list

Company Name

Choose Contact *

Contact Name *
Position
Contact No
FaxNo

Email

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.

e Fill in the required information for new company contact PIC.

e Click on once completed key in the required information.

5.3.4.2. Update the company contacts information

e C(lick onicon if to change or update the company contacts person in
charge information i.e. email address.

e Update company contact window will be displayed.

Update Company Contact x

Cumpany wuiaus £ v ~

Company Name : MALPRO INDUSTRI SDN BHD

* Datin Saveyah Bt Hj Senin E
*Please lew Contact rom

Choose Contact *

Contact Name *

Position
Contact No : 0360929030
Fax No

Email : | alimalpro@yahoo.com

Note: For Student Semester July 2021, after change Company Contact, you can notify your Company PIC to perform Report Duty at Report Duty page.

-

e Select the desired information require to update.

e Clickon to save the information.

Student required to click on notify nafter making any changes to the company contact email address.

Email notification will be sent to the updated company contact email address for industrial application related

matters to make sure the company contact can response to your industrial training application.
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5.3.5. Download Cover Letter

Cover Letter

Download Cower Letter

e Click hyperlink Cover Letter to print.

e Cover Letter will be displayed.

ecitie2.unikl.e... InPrivate "

1016 Jalan Sultan [smail,
50250 KUALA LUMPUR,
Malaysia

Tel: (603) 2175 4000

Fax (603) 2175 4001
Website: www.unikLedu.my

UniKL/ UnikL MFI/ INTRA/ MECHA2/ JULY 2021
Date 28/09/2021

ARMADA PETROLEUM SDN. BHD.

NO. 5, JALAN 5/KUE, KAWASAN PERINDUSTRIAN SUNGAI PULOH, 42100 KLANG, SELANGOR, MALAYSIA.
-IKIZ-“ABP(';.:,SELANGDR. MALAYSIA

Dear SirfMadam,

INDUSTRIAL TRAINING (INTRA) FOR ACADEMIC SESSION JULY 2021

With reference fo the above matier, we would like to view the prospect of our students carrying out their industrial
training at your arganization for the period of 24 weeks starting from 26/07/2021 fo 07/01/2022.

The student is as stated below:

NAME + A T, AL B TR

:‘GONOIPASSFDRT e

STUDENT ID NO + Bl i

PROGRAMME : e i Mooy s e ey Do e oy e rosras

The General Descriptions of the Industrial Training are as follows:
1. The industrial training is compulsory for our final semester sludenis. The main objective of this training attachment is
to expose our students 1o the real industrial working experiences

2. During the attachment, a representative from your company and a representative from our University will jointly carry
out follow-up sessions and assessment on the trainee(s). This will enable the progress of the trainee(s) to be better
monitored

3. Throughout the training period, trainees will remain as students of Universiti Kuala Lumpur. Therefore, the university
will provide them with insurance coverage (hospitalization only)

4. We %reaﬁy appreciate ggur willingness o wsllivgg guide, molivate and nuriure our student during the training.
] il

Please find enclosed the ceptance Form to be filled by the company and emailed to us at intra.mfi@unikl.edu.my
latest by 25/06/2021.
For further inquiries, please do not hesitate to contact the Industrial Linkages Unit:

NAME H

FAX NO :03-89132806 EXT:1606

EMAIL : intra.mfi@unikl.edu.my

We would like to take this opportunity to invite your company to register freely at our recruitment portal, Talent Inside
Portal at hitp://talentinside unikl edu.my/talent This portal enables industry players to cultivate and recruit promising
from UnikL.

5.4. Company

5.4.1. Request New Company

e Click Company > Request New Company.

== Company List

= Request New Company

e Form will be displayed.
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e Fill in required information.

Company Contact

Information Information
Company Information v
Nature of Business ** £ v
Parent Company H E
Name ** :
Address *
State * v
City * s v
Postcode * 2 v
Office Tel No *

o ®

Company Contact

Information Information
Contact Information ~
H n Seareh

# Category Name Job Title Email Fax No Contact No Action
No records

< Previous SAVE

e To add contact information, click Tab: Contact Information.

e Clickicon n to add new data.

e Fill in the required information.

Add New

Category * : GENERAL HR OTHERS

Name *
Job Title
Email *

Fax

Contact No

flose

e Click m to save information.
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e Saved data will be listed in the list.

e Clickicon [~ | of selected data in the list to edit contact information.

e Selected data will be displayed. Edit required information.

Edit Data

Category *

Name *
Job Title
Phone No
Fax No

Email *

: (2 GENERAL HR TRAINING
NOR AZURA BINTI ADNAN

EXECUTIVE
056885388
056886288

sales@bumibahtera.com.my

Close

Click [e=] to save updated information.

Saved data will be listed in the list.

e Clickicon - of selected data in the list to delete contact.

Category *

Name *
Job Title
Phone No
Fax No

Email *

Selected data will be displayed.

: OGENEHAL HR TRAINING

NOR AZURA BINTI ADNAN
EXECUTIVE
056885388
056886288

sales@bumibahtera.com.my

Close B DELETE

e Click to delete information.

e Confirmation notification will be displayed.

Confirmation

Are you sure to delete?

“ e

e Click to confirm deletion.

e Data will be removed from list.
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e Click to continue save information.

e Saved data will be listed in the List of Request Company.

5.5. Report Duty

5.5.1. Fill in Report Duty

e Click Placement > Report Duty.

compsny =

= Report Duty

== Daily Logbook Entry
= Monthly Logbook Analysis

== Upload Industrial Report

e Report Duty form will be displayed.

e Fill in required information.

Student Report Duty Confirmation
Name : MUHAMMAD ASYRAAF SYAHMI BIN RAMELI
IC No : 000109070441
ID NO : 51101118023
Programme : Diploma of Engineering Technology in Electrical and Electronics
Address (during practical) * :  TEST
TEST
State * :  WILAYAH PERSEKUTUAN KUALA LUMPUR
City *
Postcode *
Contact No : 0184618827
Email : dummy25@unikl.edu.my
Proof of Report Duty * © | uid62_202131622472. pdf [
Report on Current Paying Member.pdf
Date * H 11/01/2021

W Delete

s}

Submit Report Duty

e Click to save information.

e After submission of Report Duty, student required to notify the company HR to

complete the report duty by company and company supervisor assign.
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REPORT DUTY FORM v

Your report duty is successfully submitted.

Student Report Duty Confirmation v
Name D ANE D S A i L RA RN

IC No : oI

1D No

Programme D BTk R E r r il e a

Address (during H NO. 73, JALAN SG KAPAR INDAH 8B, TAMAN SUNGAI KAPAR INDAH

practical)

Country I MALAYSIA -
State * SELANGOR v
City . KAPAR v
Postcode © 42200 ¥
Contact No : A

Email : B ik s makl i e

Proof of Report Duty :  Report Duty Form.tif

Reporting Date : 26/07/2021 =]

@ Please take note the company PIC contact must be listed in application page before click on Notify button.

Please refer to section 5.3.3 Update Company Contact to update your company HR contact if not listed.

e Clickon to notify the company HR or company person

in charge.
o System will display an error message if the company contact is not listed in

student application page.
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5.6. E-Logbook

5.6.1. Key In Logbook Entry

e Click Placement > Daily Logbook Entry.

Placement ~ Company ~
== Report Duty

Daily Logbook Entry
Monthly Logbook Analysis

Upload Industrial Report

e List of Daily Entry will be displayed.

LOGBOOK FORM

v
INTRA Unit will assign your University Supervisor soon.
Please fillin all required field when submitting the logbook.
List of Daily Logbook Entries v

ﬂ ﬂ seer

# Month Date Title Description of Jobs/ Tasks/ Project s/ Work Produced Action
~Report Duty. - Briefing with Engineer. Mr Kamirul my supervisor briefing me regarding about what is Armada project or task.
Basically, for Armada projects oil and gas, it will be separated into two parts. The first part is Phase 1 consists of Cleaning, Filing,
and Gauging (CFG), Hardness test (HT). The second parts is Dewatering, Drying which is Air drying, Nitrogen Drying and Vacuum
Month-  26/07/2021  Report Duty Discuss Work Progress for each ging (CFE), (HT) P 9, Drying ¥ing, Nitrogen Drying

1 Drying, and Nitrogen. The task that Mr Kamirul gave to me is to do a formatting for before do phase 1 which is consist of Function
1 -Monday Intem Engineer.  project.
Test (Equipments / Instruments) and work procedure for (Cleaning, gauging, Filling, Hardness Test, Dewatering and Drying). Also
Formatting form for Progress report, Acceptance certificate, material take off, Consignment of Good, Hand Over list. All of these
formatting we want to create a template that can be register to ISO.

For second day my Internship as a In this task my safety officer gave template and also points that should be include in the video. The software that | use for editing the
Vot 2770772021 Engineer, my task is given by a vides is using Powtoon and adobe premiere pro. After | finish the task and submit to Safety Officer, | proceed with my previous task
2 ; Mucsday Video Safety Director and Safety Officerto do a which is Procedure of before proceed Oil and Gas project. | discussed with my Project Manager Mr Kamirul what should | do ﬂn
video which is the fitleis (U~ SEE- U~ regarding the procedure of project. Basically, I need to do a formatting for all the procedure of the projects. So we can make a
ART REPORT SUBMISSION) template and register to the ISO.

Click icon n to add new data.

°
e Fill in the required information.
Add New
Month * : -
Date * |- v
* Please refresh page if date not appear or not in list when edit data
Title
Descriptions of
Jobs/Tasks/Project y
* Please use a dash (-) for bullets. Unsupported emojis and symbols will be removed
after saving.
ivities/Work Produced
!
*Please use a dash (-) for bullets. Unsupported emojis and symbols will be removed
after saving.
Comments/Conclusion
!
* Please use a dash (-) for bullets. Unsupported emojis and symbols will be removed
after saving
Upload B ¥
* Please make sure your file size is below than 10 mb.
close
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e Click m to save information.
e Saved data will be listed in the list.

e Click close to close the window.

e Clickicon a2 of selected data in the list to edit data.

o Selected data will be displayed. Edit required information.

Edit Data

Month * : | Month-1 -

Date * I | 26/07/2021 - Monday -
* Please refresh page if date not appear or not in list when edit data

Title : Report Duty Intern Engineer.

Descriptions of :  Discuss Work Progress for each project.

Jobs/Tasks/Project y
* Please use a dash (-) for bullets. Unsupported emojis and symbols will be removed
after saving

Activities/Work Produced : - Report Duty =

- Briefing with Engineer. /
* Please use a dash () for bullets. Unsupported emojis and symbols will be removed
after saving

Comments/Conclusion 1| Fully briefing about Armada Petroleum Project and work scope

W
* Please use a dash () for bullets. Unsupported emojis and symbols will be removed
after saving

Upload H uid249_202185174415.pdf ¥
* Please make sure your file size is below than 10 mb.

Close B Save

e Click [e=] to save updated information.
e Saved data will be listed in the list.

e Click close to close the window.

e Clickicon n of selected data in the list to delete data.

o Selected data will be displayed.
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Month : | Month-1

Date

Title : Weekly Meeting
Descriptions of : Weekly Meeting
Jobs/Tasks/Project

Activities/Work Produced :  Weekly Meeting

Comments/Conclusion ~ :  Testing

Upload

Close W DELETE

e Click to delete information.

e Confirmation notification will be displayed.

Confirmation

Are you sure to delete?

“ Yes

e Click to confirm deletion.

e Data will be removed from list.

5.6.2. Update Logbook Monthly Entry

e Click Placement > Monthly Logbook Analysis.

== Report Duty

== Daily Logbook Entry

Monthly Logbook Analysis

Upload Industrial Report

e List of Monthly Entry will be displayed.
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LOGBOOK FORM v

Please fill in all required field.

List of Monthly Logbook Summary %
# Month Date Title Student Remark Status Action
1. Month-1 25/01/2021 - 21/02/2021 PENDING n
2. Month-2 22/02/2021 - 21/03/2021 PENDING n
3. Month-3 22/03/2021 - 18/04/2021 Testing month good ACKNOWLEDGED n
4. Month-4 19/04/2021 - 16/05/2021 Testing Testing PENDING n

e Clickicon [~ | of selected data in the list to edit data.

o Selected data will be displayed. Edit required information.

Edit Data
Month : Month-1
Title : First month at Armada Petroleum
Start Date T 26/07/2021
End Date © 31/07/2021
Student Remarks : Forthe first month at Armada Petroleum, there is so many things that | have :
learned regarding to pre-commissioning oil and gas. This is my starting point to Y
Company Supervisor
Remarks
Close

e Click to save updated information.

e Saved data will be listed in the list.

5.7. Industrial Report

5.7.1. Upload Industrial Report

e C(Click Placement > Upload Industrial Report
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== Report Duty
== Daily Logbook Entry
= Monthly Logbook Analysis

== Upload Industrial Report

e Upload form will be displayed.

Upload Industrial Report v
Due Date o 07/02/2022
Industrial Report : ¥

* Please make sure your file size is below than 10 mb.

e To upload report, click ® and upload file.

e Click B= to save uploaded file.
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