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1.0 PENGENALAN

1.1 Pendahuluan
Pengurusan Pinjaman Peralatan di Universiti pada masa ini kebanyakannya
dilaksanakan secara manual dan tidak seragam. Bagi meningkatkan keberkesanan
dan kecekapan sistem pinjaman peralatan termasuk aset, inventori dan bekalan,
Jabatan Bendahari telah menambahbaik sistem pengurusan pinjaman peralatan dari
segi permohonan secara online, keperluan borang dan laporan pinjaman peralatan
melalui MyUPSI Portal dan sistem MyFIS.

1.2 Kategori Pengguna
Sistem ini juga telah ditambahbaik dengan memperluaskan penggunaannya kepada
pelbagai pihak iaitu:-
i. Kakitangan Universiti — bagi keperluan rasmi universiti.
ii. Pelajar - bagi keperluan pengajian & pembelajaran serta aktiviti kelab /
program / persatuan yang telah didaftarkan di bawah JHEPA
iii. Umum - mana-mana pihak yang mendapat kebenaran membuat pinjaman

peralatan

1.3 Aliran Proses

Bil Proses Tindakan Medium
1 Daftar aset/inventori/bekalan | Pegawai Aset PTj pemberi MyFIS
yang ingin diberi pinjam pinjam
2 | Permohonan pinjaman Pemohon MyUPSI Portal (Staff)
MyUPSI Portal (Pelajar)
3 Menyokong (recommend) a. Kakitangan : Ketua PTj My UPSI Portal
permohonan pinjaman Pemohon
b. Pelajar :

1) Keperluan P&P
Pensyarah Program

2) Aktiviti/Kelab/Program/
Persatuan berdaftar di
bawah HEPA : Penasihat

3) Umum/Majlis Rasmi
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Universiti : Pentadbiran
PTj
4 Mencetak borang | Pemohon MyUPSI Portal
permohonan
5 Menerima dan menyemak | Pegawai Aset PTj pemberi MyFIS
permohonan pinjaman pinjam
6 | Melulus / menolak | Ketua PTj pemberi pinjam MyFIS
permohonan pinjaman
7 Penyerahan dan daftar keluar | Pegawai Aset PTj pemberi MyFIS
peralatan kepada peminjam pinjam
8 | Pemulangan semula | Pemohon MyFIS
peralatan
9 Semakan dan daftar masuk | Pegawai Aset PTj pemberi MyFIS
peralatan pinjam

2.0 CARTA ALIR KERJA SISTEM PENGURUSAN PINJAMAN PERALATAN (ASSET
BOOKING) — SET UP MyFIS

2.1 LOGIN
2.1.1 Loginke https://myfis.upsi.edu.my:8890/ims/

2.1.2 Pilih laluan masuk Cost Centre
2.1.3 Masukkan ID Pengguna (Username) dan kata laluan (Password).

ool
@\l o [oRs UNIVERSITI PENDIDIKAN SULTAN IDRIS

LUIms

UPSH INTEGRATED MANAGENENT SYSTEM

% 5]IMS- Integrated Manage.

System Admin
- User. Group & Role

System Requirements : Web Browser (Mozia Firefox, Chrome, IE), Java 6, Acrobat Reader
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2| Integrated Management System
Exit Window

|2

{2IMS Login

:8 MAC 2018

: 00

$UIMms

UPSI INTEGRATED MANAGEMENT SYSTEM

Username :
Password :

Login

2.1.4 Pilih menu Asset/Inventory Management

IEI Integrated Management System

File Parameter Setup Budgeting Purchasing Account Payable Account Receivableﬁtnre Management Payroll Others Window

¢EIMS - Financial System For Cost Centre

Ul

Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, RelUpdate and Cancel
Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer
Asset Booking
Asset Disposal

Asset Query
Asset Reports

UPSI INTEGRATED MANAGEMENT SYSTEM
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2.1.5 Pilih menu Asset/Inventory Management -> Asset Booking

|/ Integrated Management System

File Parameter Setup Budgeting Purchasing Account Payable Account Receivable Store Management Payroll Others Window
@IMS - Financial System For Cost Centre Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel

Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer 3

Pracess Appiication

, List of Application
Manual Entry
»

Asset Disposal

Asset Query

Check-Out Equipment
Check-In Equipment

Asset Reports

Ul

UPSI INTEGRATED MANAGEMENT SYSTEM Main Booking Setup
Asset / Inventory Registration
Category Registration

Equipment Store

Report

2.2 DAFTAR KATEGORI PERALATAN

2.2.1 Pilih menu Asset/Inventory Management -> Asset Booking - > Category

Registration

| £ Integrated Management System

File Parameter Setup Budgeting Purchasing Account Payable Account Receivable Store Management Payroll Others Window
@IMS - Financial System For Cost Centre Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve. ReUpdate and Cancel

Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer 3

Process Application

Asset Disposal , List of Application

Manual Entry
Asset Query

Asset Reports

»
Check-Out Equipment
Check-In Equipment

Ul

UPSI INTEGRATED MANAGEMENT SYSTEM Wain Booking Setup
Asset [ Inventory Registration

Category Registration
Report

Equipment Store
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|2 Integrated Management System
Action Edit Query Block Record Field Help Window
GS P XRDD HE A« b Ee @] 7
IMAZAHARMMT - ABF307N - NON-ASSET/INV Equipment Category Setup
Equipment Category

Category Name Category Type
[oad] [AssETmvENTORY =
[kemputer Desktop [assETmvENTORY

[computer Riba [assETmivenTory

[Printer [assETmvENTORY

[visuaizer [assETvENTORY

[Dmpiny Boara [Von-asseTm

[erusi Pameran [non-AssETMV

| Meja Pameran [noN-AssETMY

[Portable Reader [non-AssETMY

{8 I I I I 10

d

2.2.2 Pada skrin ini, perlu mewujudkan nama kategori peralatan yang ditawarkan
untuk dipinjam dan menetapkan jenis kategori sama ada aset atau inventori

kemudian klik save.

2.3 DAFTAR ASET/INVENTORI YANG INGIN DIBERI PINJAM

2.3.1 Pilih menu Asset Management -> Asset Booking -> Asset/Inventory

Registration

(] Integrated Management System
Action Edit Query Block Record Field Help Window

GO P MDD WMBE Ay b G| 7
1 ABF401 - Register Asset into Resource Boaking

Registered Equipment [ASSET / INVENTORY] }

Bil Aset Code Aset Code Brand Model Description Category Accessibility Bookable
_ 030-200212148 A00026 ﬂ STAFF EH | -

2 |[030-200212148-400043  [icT Compaq Compag EV0 D510 Komputer Riba NS

3 |[o30-200210843-400085 [icr coupsa  [Evontio Komputer Deskiop [starr -] ¥

4 ||030-200212148-400044  [iCT Compag Compag EVO D510 Komputer Riba m I

5 ||012-P0090600045-A00007 [icT Averhedia SPEISO-TANVAN IVisualizer W =

6 |[012-PO090E00045-A00008 [icT Averiedia  ||SPB3SO-TAWVAN Visualizer ’m v

7 [|012-P0090600045-A00008 [icT Averlledia  ||SPB3SO-TAMAN Visualizer [srarr =] W

8  (|012-P0090600045-200010 [icT Averledia || SPBISO-TANVAN Visualizer W v

9 |j012-Po0SK 45 11 ict SPB3SO-TAMAN [Visualizer ’m [

10 012-P0090600045-A00012 it averitedia  ||SPB3S0-TAWVAN Visualizer NS

11 |[{012-PO090600045-A00008 |IcT Averlledia  ||SPE3S0-TAMAN Visualizer m [

12 |[030-200410192-003010  [icT Sony LWD-520 N

13 [|030-JL200112113-400093 [icT HP LASERJET S000N Printer W =

14 |[030-P0110400086-00001 ficT HP PROBOOK 4|HP PROBOOK 4320S||NOTEBOOK Komputer Riba m [

15 |[030-PO110400086-00006 [IcT HP PROBOOK 4|HP PROBOOK 43205 [NOTEBOOK Komputer Riba o |fsrare =] ]

o save e \

Record: 1/83 <0SC=
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2.3.2 Pada paparan ini, Pegawai Aset PTj akan memasukkan id aset / inventori
yang ditawarkan untuk dipinjam

2.3.3 Klik butang Add Asset/Equipment, masukkan maklumat no,id aset /
inventori. Maklumat pada ruangan Asset Code, Brand, Model dan
Description akan keluar secara automatik setelah no.ID aset / inventori
dipilih.

| £ Integrated Management System
Action Edit Query Block Record Field Help Window

GS B ADD BT A r e ERE?
G ABF401 - Register Asset into Resource Booking

Registered Equipment [ASSET / INVENTORY] \

Bil AsetCode  List of Asset/Inventory x|
89 030-P0111000068-1000 ol

90 [j030-PO111000068-000 Find|%

91 030-PO111 L
[Aih_Aset_Code [Aih_Brand_Name [«]
92 030-PO111000068-1000
003-20020815-100055
93 _||P03-20020815400055 | 403.p005040039-00010 clw 4 shelf plywood
o4 |[003-20020815400055 | 003-PO05040033-00007 Metal Racking
95  ||030-PO111000068-1000 |030-199810211-00016 Image
% |[030p0140400001 000 |003-PO05040038-00005 Safety Box by Keyless

003-PO05040039-100008 Metal Racking
030-20000811-A00010
030-20000811-A00011
99 [|130-PO140400001-1000 |03 20001270-100433

97  |[030-P0140400001-000

98 |[030-PO140400001-1000

P Ll 030-200310722-100113 CANON

101 [[oz0-po140400001-1000 |030-200310722400114 CANON

102 ||030-PO140400001-1000 030-JL.20001270400434

-ﬁ 030-JL20001270-A00159
030-JL20001270-A00160 - =
1 5

Eind Cancel

2.3.4 Masukkan maklumat Category (Rujuk perkara 2.2)

2.3.5 Masukkan maklumat Accessibility — merujuk kepada pihak yang dibenarkan
membuat pinjaman peralatan tersebut.

2.3.6 Klik butang Save.

2.3.7 Kilik butang Exit untuk keluar skrin.
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PENDAFTARAN ‘MAIN SETUP’

2.4.1 Pilih menu Asset Management -> Asset Booking -> Main Booking Setup

I@ Integrated Management System

@ IMS - Financial System For Cost Centre

sul

UPSI INTEGRATED MANAGEMENT SYSTEM

File Parameter Setup Budgeting Purchasing Account Payable Account Receivable FRSEEUENGVANEIEREGENE Store Management Payroll Others Window

Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, Relpdate and Cancel
Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer 4

Process Application

, List of Application
Manual Entry

Asset Query 4

Asset Reports

Asset Disposal

Check-Out Equipment
Check-In Equipment

Equipment Store

Main Booking Setup
Asset / Inventory Registration
Category Registration

Report
£ Integrated Management System
Action Edit Query Block Record Field Help Window
3 1 o o
GO B DD | RiE 4 4r b | HRE?
@MAZN‘(ARMMT*ABFEMF’—
Wain Category Sub Category
Desc Sub Category Campus Accessibity
EQUIPMENT | Teaching and Learning Tools [Ksass | {InTernaL | S
| Computer [Ksals | .. |fnrernaL ~]
Office Equipment [K5AJ5 | T =~
Equipment Group. 1 Approver 1
Current
Equipment Type Group Quantity
ASSETINVENTORY [Komputer Desktop 4 | -]
|ASSET/INVENTORY Printer 4
|ASSET/INVENTORY [Komputer Riba 4

2.4.3 Maklumat bagi Sub Category akan di set secara automatik

2.4.4 Klik J pada ruangan Campus bagi penempatan lokasi aset / inventori

2.4.5 Pilih Accessibility berdasarkan kepada keperluan berikut;

:8 MAC 2018




MANUAL PENGGUNA Muka surat :9/39

NIVERSITI
SILE}NDIDPIRK(\N PROSES PINJAMAN PERALATAN Tarikh :8 MAC 2018
ULTAN |DR(S (ASSET BOOKING)

Il o3 i)

SULTAN IDRIS EDUCATION UNIVERSITY

UPSI(1SO)/BEN/P08/MP04

Pindaan : 00

i. Internal Staff — bagi peralatan yang diberi pinjam dikalangan
kakitangan dalam jabatan yang sama sahaja.

il. Open - Dbagi peralatan yang diberi pinjam kepada pelajar dan
kakitangan.

iii. Open Staff - bagi peralatan yang diberi pinjam dikalangan
kakitangan universiti sahaja.

iv. Internal — bagi peralatan yang diberi pinjam dikalangan student dan
staff sahaja.

V. Off — bagi peralatan yang tidak dibuka untuk pinjaman.

2.5 DAFTAR KUMPULAN PERALATAN DI ‘MAIN SETUP’

2.5.1 Pilih pada subcategory yang telah didaftarkan seperti di langkah 2.4
2.5.1.1 Kilik pada Tab Equipment Group

2] Integrated Management System

Action Edit Query Block Record Field Help Window

GS| B LADD DB Q> bR ?
PIMAZAHARMMT - ABF301P - Equipment Main Setup

Mai Category Sub Category
Desc Sub Category - Accessibity

| [Teaching and Learning Toos |[ksAss || Imrernac JE3 [
| [computer [[ksals || wrernar |

[office Equinment [lsats. [ ==

[EQuipkENT |
]

[ Equipment Group :} Approver | StoreOfficer | PTJ Polioy Related Depariment

rent
Group Quantity

jass| omputer Desktop
55| printer

|ss| [Komputer Riba

Record: 2/3 =05C>

2.5.1.2 Masukkan maklumat Equipment Type

2.5.1.3 Kilik J untuk menentukan kumpulan di ruangan Group

2.5.1.4 Masukkan bilangan aset / inventori di ruangan Current Quantity
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2.5.2 KIlik Tab Approver

IEI Integrated Management System

Action Edit Query Block Record Field Help Window

GS R AID|BFH a4y G547
GIMAZAHARMMT - ABF301P - Equipment Main Setup

Wain Category Sub Category
Desc Sub Category Campus Accessibity
‘EnU\PMENT ‘ | Teaching and Learning Tools KSAIS ‘\NTERNI«L ﬂ =
] Conputer ksas | j
Office Equipment KSAJS el xl v
Equipment Group - A . I Store Officer PTJ Policy Related Department

Recgive

Staff memo ?
luhammad ‘ N
lohd Azahar bin Mamat M
Fara Ezwana Bt Dardihi o
Norhayaty binti Abdul Rahaman T

2521 Approver merupakan Pegawai Aset yang akan menerima dan

menguruskan permohonan yang dimohon melalui myUPSI
Portal.

25.2.2 Klik J dan pilih nama Pegawai Aset yang terlibat.

25.2.3 Isi maklumat terimaan memo sekiranya ada.

2.5.3 KIlik Tab Store Officer

IE/ Integrated Management System

Action Edit Query Block Record Field Help Window

S B ADD RRE e BEE ?
GEIMAZAHARMNT - ABF301P - Equipment Main Setup

Main Category Sub Category
Desc Sub Category Campus Accessibiity
[EQuPNENT || Teaching and Leaming Tools [kaais e
N Computer [ksaus INTERNAL ﬂj
Office Equipment |ksass IivreRnaL |
Equipment Group I Approver Stnra Ufﬂcar PTJ Policy Related Denartmentl

Hohd Azahar bin Mamat
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2.5.3.1 Store Officer merupakan pegawai yang bertanggungjawab

menyokong permohonan pinjaman

2.5.3.2 Kilik J dan pilih nama pegawai terlibat.

2.5.4 Kilik tab PTj Policy - Maklumat ini akan memberi kesan pada permohonan di
MyUPSI Portal.

Ig, Integrated Management System
Action Edit Query Block Record Field Help Window
By M- A = i
54 & X DD|R8% «r» dEd|?
IMAZAHARMMT - ABF301P - Equipment Main Setup
Hain Category Sub Category
Desc Sub Category Campus Accessiiity
EQUIPNENT ‘ Teaching and Learning Tools HKSAJS | NET 2]
N Computer [sais e
Dffce Equpment [N | T
Equ\pmentGmup} Approver ‘ Store Officer PTJPD\lcy ‘ Re\atedDepartment‘
Required Recommendation |y v

2541 Isi maklumat mengikut syarat dan peraturan yang ditetapkan
oleh PTj. Penerangan maklumat adalah seperti berikut;
i. Book Day — Tempoh tempahan (bilangan hari sebelum
tarikh diperlukan)
. Required Recommendation — Sekiranya memerlukan
sokongan pihak yang berkaitan

iii. Idle Day — tempoh kemaskini peralatan (sekiranya perlu)
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2.5.5 Kilik Tab Related Department

I@ Integrated Management System

Action Edit Query Block Record Field Help Window
GS B DD WBE A4 HEB® ?
GEMAZAHARMMT - ABF301P - Equipment Main Setup

Main Category Sub Category

Desc Sub Category Campus

Accessibity

[EQurnENT 1. Teaching and Leaming Tools KsAlS

] Computer KsAlS

Office Equipment K3AJS

M
[wreraL x|
i K2

Equipment Group I Approver 1 Store Officer PTJ Policy ;Re\alsd DEPMWENE

j
Department

Department Memo Text

Group
Group

I

Bahagian Keselamatan .. ||Makluman Pinjaman Peralatan

Pusat Teknologi Maklumat & Komunikasi CC System Developer

Staff |2
Staff
Staff | =

2.5.5.1 Fungsi tab Related Department adalah untuk memaklumkan unit

2552

atau PTj lain yang mempunyai kaitan dengan aset/inventori yang

diberi pinjam.

berkaitan.

Klik bahagian Group untuk mewujudkan kumpulan PTj yang
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| £/ Integrated Management System
Action Edit Query Block Record Field Help Window
Go| e 2 0B E 44 PP 7
@S\T\ - ABF301P - Equipment Main Setup
Main Category Sub Category
Desc Sub Category Campus Accessibility
[EauiPnENT N PERALATAN PEJABAT [[ksais . |Jopen =~
| PENGINBAS KODBAR (BARCODE SCANNER) [[Ksats |opEN =
SMARTPHONE |[ksals .| lopen =
Equipment Group 1 Approver 1 Store Officer PTJ Palicy Related Department 1
Group
Gr
2 Related Department Group £l
-
Find| %
Department Group ﬂ
| |B
Iz
~
FEind Cancel
|| Integrated g System
Action Edit Query Block Record Field Help Window
G@ B DD DB E A4y b E]?
€SITI - ABF301P - Equipment Main Setup
Main Category Sub Category
Desc Sub Category s Accessibity
EQUIPENT | PERALATAN PEJABAT [ksas || lopen =~
| PENGIMBAS KODBAR (BARCODE SCANNER) [Ksals | |fopen =]
SMARTPHONE [ksass | _|fopen ==~
EqupmentGroup | Approver |  Store Officer PTI Policy Related Department
Group
Group
jj Related Department x
] Find|%
Depariment
Department
Dept =
Bahagian Keselamatan [SECURITY] - Makluman Pinjaman Peralatan
Bahagian Keselamatan [SECURITY] - Buka / Tutup Bilik
Fakulti Pendidikan dan Pembangunan Manusia [FPPM] - Bantuan Teknikal Makmal Pemt
Jabatan Pengurusan Pembangunan & Harta Benda [JPPHB] - Perkhidmatan Pencucian B
Jabatan Pengurusan Pembangunan & Harta Benda [JPPHB] - SEMAKAN PENYELENGG
\Jabatan Pengurusan Pembangunan & Harta Benda [JPPHB] - SEMAKAN PENYELENGG
Iahatan Panaumizan Pamhanaunan & Harta Randa LIPPHAT - Rantian Pancician Kawae ™
l »

2.5.5.5 Kilik Juntuk pilih Department/PTj dan klik OK

2.5.5.6 Kilik butang Staff dan pilih nama Kakitangan yang terlibat



MANUAL PENGGUNA Muka surat :14/39

NIVERSITI
ENDlDPl\K(\N PROSES PINJAMAN PERALATAN Tarikh :8 MAC 2018

ULTAN |DR(S (ASSET BOOKING)

T 0 B TR TRE T

SULTAN IDRIS EDUCATION UNIVERSITY

UPSI(1SO)/BEN/PO8/MP04 Pindaan  : 00

|2 Integrated Management System

Window
GEISITI - ABF301P - Equipment Main Setup
Main Category Sub Category
Desc Sub Category Campus Accessibiity
EQUIPMENT | PERALATAN PEJABAT [ksaJs |...|Joren JEa |5
m PENGIMBAS KODBAR (BARCODE SCANNER) [KsaJs ||Jopen =]
SHARTPHONE [Ksass |_Jloren 3|k
EqupmentGroup | Approver | StoreOfficer | PTJ Policy Related Department
Group
Group
HE ¥ERelated Department Staff i[=[3)
N Staff
] Staff D Name
[koosa1] Norashikin binti Zainal Abidin =
Department

Department K01331 Ahmad Wiraputra bin Selamat
K01526 Siti Munirah binti Ahmad

Pusat Teknologi Maklumat & Komunikasi Bantuan My(

o

Keluar

3.0 CARTA ALIR KERJA PINJAMAN PERALATAN (KAKITANGAN) — APPLICATION
@ MyUPSI PORTAL

3.1 LOG IN
3.1.1 Login ke https://eportal.upsi.edu.my/

3.1.2 Pilih laluan masuk

3.1.3 Masukkan ID Pengguna (Username) dan katalaluan (Password).

B gj{r\w;—tnsm

< ENDIDIKAN
QEQ! ULTAN ]éﬁs MyUPSI| Portal P
L] o Luim
LS 8 = U
e

Username: + UJIAN BERTULIS MUET SEST MAC 2018
« YAYASAN SIME DARBY SCHOLARSHIP PROGRAMME
- BIASISWA TUNKU ABDUL RAHMAN (BTAR) 2018

- * TAKLIMAT ROADSHOW BAHAGIAN HAL EHWAL AKADEMIK PELAJAR BAHARU SM/SMP AMBILAN
[~ rogm| FEBRUARI SESI 2017/2018

Password

- KEMPEN UNDIAN DAN PERMOHONAN BIASISWA FAIR & LOVELY 2018

st ti in?
First time login? Please click here . BIASISWA MYBRAINSC KPT 2018

Forgot your password?

Click here to reset = PROGRAM ANUGERAH BIASISWA AGROBANK 2018
Meed help? Contact us at +605- = SESI TAKLIMAT & SEMAKAN DOKUMEN TAWARAN PERJANIIAN PTPTN PELAJAR IJAZAH KELOMPOK IT
4505826 or portal@ict.upsi.edu.my SEMESTER 1I SESI 2017/2018 BERSAMA PEGAWAI BAHAGIAN HAL EHWAL PELAJAR (BHEP)

. . = BANTUAN WANG SAKU & YURAN PENGAJTAN PELAJAR ORANG KURANG UPAYA (OKU) BAGI DAZAH
Sodal Networks Links SEMESTER 1I SESI 2017/2018

+ Seminar » The Depression
=l f) - Pentina : Sesl Pertemuan Pelaiar Sariana Muda Pendidikan Yana Perlu Menalkuti Seminar Kursus



https://eportal.upsi.edu.my/
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3.2 PERMOHONAN TEMPAHAN/PINJAMAN PERALATAN
3.2.1 Pilih User Menu Admin -> Resource Booking -> Book Equipment (Staff)

Pilih User Menu Miscellaneous -> Space Booking -> Book Equipment

(Pelajar)

| +f. ! HEP
e e"“‘-’ll"-
-1} apmIn | «}« ! ACADEMIC
- iDCC -
B Audit Survey { %. FINANCE
M E-Meeting e
I E-Meeting {..i.,__.
» E-Senate ’L-T-.‘ MISCELLANEOUS
P Resource Booking et
B Space Adrmin - Vehicle Registration
B Equiprment Admin
= Wehicle Admin »‘ Summaon
I Book Space »Complaint
I Book Equipment
I Book wehicle * SDHCE BDDkiI’Ig

- Task

 Recommendation

B Book Equipment

3.2.2 Klik butang Book Equipment .

Equipment Booking

HOTLINE
Tel : 7028, 7027, 7043
Email : myadmin@ict.upsi.edu.my

Book Equiprnent | Status |

New Equipment Application V2s::

Equipment Option : | ... ~

UNIVERSITY EQUIPMENT
UNIVERSITY DECORATION SERVICE

I DEPARTMENT EQUIPMENT

3.2.3 Pilih Department Equipment.

Equipment Booking

HOTLINE
Tel: 7028, 7027, 7043
Errail : myadmin@ict.upsi.edu.my

Book Equiprernt I Status I

Book Equipment ::

Book Equipment Af :
...Choose PTI... V||...Choose Equipment Category... ~
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3.2.4 Pilih PT]

§%}NIVEI\SITI

ENDIDIKAN
ULTAN [DRis — MyUPSI Portal 4 P
.—,J;...:u.vl‘,—i,' ‘ i - gl —

SULTAN 1DRIS EDUCATION, UNIVERSITY -
Thursday, 8 March 2018 o _— " Ky 9 3 S 3
12:08:18 PM Sz Nushaya bisti/fad Hashien m . L 2D R(® ) ‘ﬂ Googe v |(@)
2018
S M TWTF § HOTLINE
i3 3 Tel : 7028, 7027, 7043
3 5 B 7 & 9 0 Email : supportsystem@ict.upsi.edu.my
11 12 13 14 15 16 17 Book Equipment status
18 19 20 2 3 24

7n .
25 26 27 28 29 30 31 DBoOKEquipmentv2::

v v [eo Book Equipment At :
Mar 2018 | Jabatan Bendahari v v
| UserMenu __|merea
Bahagian Hal Ehwal Pelajar
Fakulti Sains Sukan dan Kejurulatihan
Jabatan i
FINANCE Jabatan Pengurusan Pembangunan & Harta Benda
s Kolej Ungku Omar
Pusat Kebudayaan
Pusat Ko-Kurikulum
= Pusat Pembangunan Akademik
’.i_‘; IMS LINKS Pusat Sukan
s’ Pusat Teknologi Maklumat & Komunikasi

HUMAN RESOURCE

SERVICES

3.2.5 Pilih Kategori peralatan yang ditawarkan untuk dipinjam

SI%JNIVERSITI
ENDIDIKAN
ULTAN [DRis ~ MyUPSI Portal

A eae i)

SULTAN IDRIS EDUCATION UNIVERSITY 4
Thursday, 8 March 2018 o s s A} ) 9 <
12:09:52 PM ity Nurhaya binti i Hashim Mo & hdWNR2Q Google ¥
L march [ couipment Booking )
2018
HOTLINE
smTw IT ZF 35 Tel : 7028, 7027, 7043
4 % & 78 8 10 Email : supportsystem@ict.upsi.edu.my
I 412 2137 1% 515 168 AR Book Equipment Status.
18 19 20 21 22 23 24

25 26 27 28 20 30 31 [
Mar v |[2018 v |[e0 Book Equipment At :
Jabatan Bendahari v v

73 PERALATAN PEJABAT
\2f=) HUMAN RESOURCE PENGIMBAS KODBAR (BARCODE SCANNER)

SMARTPHONE

{ &3 ms ks

{ 4.3 services
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3.2.6 Pilih maklumat Application Type

Google v

Th”rs‘iaz?’ig:gf;c;" 2018 5t Nurbaya binti Md Hashim m ‘:J $
Equipment Booking
HOTLINE
'll' 2F ES Tel : 7028, 7027, 7043
4 s 5 7 8 a 1 Email : supportsystem@ict.upsi.edu.my
11 12 13 14 15 16 17 Eook Equipment Status

1 2
ég ég ég %é %5 %g 5‘11 Book Equipment at Jabatan Bendahari::
The application should be submitted in 14 working day(s) before actual date of usage

Mar v |[2018 « Start date should be on 28/03/2018 onwards

Equipment Owner  Jabatan Bendahari

Jabatan Bendahari

UMAN RESOURCE Organisation

Tel(0ffice) 05-4506390 H/P 012-2749716 Email |nurbaya@bendahari.upsi.edu.my

From{date) 08/03/2018 08/03/2018

(time) 08:00am * | 08:00am v

Application Type | FORMAL ¥

Program Level v

Purpose

" A

Selected Equipment(s) :
... No record ...
Add Equipment
Recommender v

Memo | Calendar | Forums | Logout

3.2.7 Pilih Program Level

Th“”‘i;ﬁg_g‘;m 2018 i Nurbaya binti Md Hashim Google M
HOTLINE
Tel : 7028, 7027, 7043

Email : supportsyst ct.upsi.edu.my

Book Equipment Status

1 12 13 14 15
18 19 20 21 22
25 26 7 28 22

Mar v ||2018 v

Equipment Owner  Jabatan Bendahari

Jabatan Bendahari

1 Book Equipment at Jabatan Bendahari::
The application should be submitted in 14 working day(s) before actual date of usage
Start date should be on 28/03/2018 onwards

HUMAN RESOURCE Organisation

Tel(Office) 05-4506320 H/P |012-2749716 | Email |nurbaya@bendahari.upsi.edu.my
FINANCE —

From(dats) 08/03/2018 08/03/2018

(time) 08:00am v | 08:00am v
ADMIN Application Type | FORMAL ¥

Program Level
IMS LINKS P

u University Level P
Department/Faculty Le

SERVICES i J

Selected Equipment({ Ciub/Society Level

St iev
| Personal
@ "CT; ﬂ Recommender v

Memo | Calendar | Forums | Logout
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3.2.8 Lengkapkan maklumat Purpose — bagi tujuan pinjaman.

NIVERSITI
ENDIDIKAN
ULTAN [Sﬁgs MyUPSI Portal

P ot

LTA RIS EDUCATION UNIVERSITY i o optewn
Thursday, 8 March 2018 - - y rﬁﬁ & % 5 N .
12:20:11 PM Siti Nurbaya binti Md Hashim iR ﬁ \é (10) Q ‘£ Q 'ﬂ Google v @
L e[ Equipment Booking) L)
2018
HOTLINE
S M T W ;l' 2F 35 Tel : 7028, 7027, 7043
4 5 6. 708 9 0 Email : supportsystem@ict.upsi.edu.my
1Y 12 13 34: 15 16 17 Book Equipment Status
18 19 20 2 23 24

25 26 27 %é 29 30 31 Book Equipment at Jabatan Bendahari::
The application should be submitted in 14 working day(s) before actual date of usage

Mar v | 2018 v Start date should be on 28/03/2018 onwards

Equipment Owner  Jabatan Bendahari

i HUMAN RESOURCE Organisation Jabatan Bendahari

Tel(Office) 05-45063%0 H/P 012-2749716  Email nurbaya@bendahari.upsi.edu.my
1 FINANCE
From(date) 08/03/2018 08/03/2018
s (time) 08:00am v | 08:00am v
} ADMIN Application Type  [FORMAL
Program Level Department/Faculty Level ¥

BENGKEL KPI DAN MS ISO 201

} IMS LINKS

Purpose

} SERVICES

ent(s) :

... Norecord ...

Add Equipment
@ ‘23 a Recommender Wahidanoor binti Wahid - PEGAWAI KEWANG|

Submit |

3.2.9 Klik butang Add Equipment di ruang Selected Equipment(s) —> paparan
Add Equipment -> lengkapkan maklumat No., Quantity dan Specification
-> Klik butang Tambah

3.2.10 KIik butang Close untuk keluar paparan

e — o —
Thursday, 8 March 2018 P _ o 5 s > B6 )
T Siti Nurbaya binti Md Hashim fﬁlﬁ ) ﬁ s L LD RS | Google Y@
s Cipment Booking
2018
HOTLINE
S M T W { 2F ? B Tel : 7028, 7027, 7043
995 6 7 8 & Email : supportsystem@ict.upsi.edu.my
112 13 14 15 16 17 Book Equipment status

2
;? ;2 33 gé %E ég %‘1' Book Equipment at Jabatan Bendahari::
The application shauld be submitted in 14 working day(s) before actual date of usage

Mar v |[2018 v Start date should be on 28/03/2018 onwards

Equipment Owner  Jabatan Bendahari

UMAN RESOURCE Organisation Jabatan Bendahari

Tel(Office) 05-4506390 H/P |012-2748716 | Email |nurbaya@bendahari. upsi.edu.my
From(date) 08/03/2018 08/03/2018
(time) 08:00am v | | 08:00 Add Equipment
Application Type FORMAL ¥
Program Level Department/Faculty Ly No. MEJAPLASTIK v | Quantity
T BENGKEL KPI DAN Ms  Specification

Tamgah

Selected Equipment(s) :

Close

Recommender Wahidan:

rums | Logout
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3.2.11 Pilih Recommender yang berkaitan. Penerangan berkenaan pihak

Recommender adalah seperti berikut;

Kategori Tindakan
Pemohon Kakitangan Recommender — Ketua Jabatan
Pemohon Pelajar - | Mendapatkan accessibility dari pendaftaran Kelab /
bagi keperluan | persatuan / aktiviti yang didaftarkan di JHEPA untuk
program / aktiviti | dijadikan recommender.
pelajar
Pinjaman bagi | Mendapatkan accessibility dari pendaftaran subjek

keperluan pengajian / | pelajar dimana pensyarah yang berkaitan akan
semester dijadikan sebagai recommender.

Pinjaman bagi | Mesyuarat mencadangkan permohonan mendapatkan
keperluan umum dan | recommend dari Pen. Pendaftar bagi setiap program

lain-lain yang terlibat.

3.2.12 Klik Butang Submit untuk menghantar permohonan

Thursday, 8 March 2018 . . s % fh - -
19038:57 PM Siti Nurbaya binti Md Hashim Tlaﬁ &l $ \J/— :. 5 Q Lﬂ Google @
[T —
2018

HOTLINE
smMTow I ZF §' Tel : 7028, 7027, 7043
4 5 6 7 8 9 10 Email : supportsystem@ict.upsi.edu.my
11 12 13 14 15 16 17 Book Equipmert Status

122
ég é; %g %é é; %S g? Book Equipment at Jabatan Bendahari::
The application should be submitted in 14 working day(s) before actual date of usage
Mar v |[2018 v Start date should be on 28/03/2018 onwards

Equipment Owner  Jabatan Bendahari

MAN RESOURCE Organisation Jabatan Bendahari

Tel(Office) 05-45063%0 H/P |012-2749716 | Email |nurbaya@bendahari.upsi.edu.my
NANCE
From({date) 08/03/2018 08/03/2018
(time) 0800am v | |08:00am ¥
MIN Application Type | FORMAL *
Program Level Department/Faculty Level ¥
S LINKS " 1
Pu BENGKEL KPI DAN M5 IS0 2817 y
“ SERVICES Selected Equipment(s) :
N d..
Menu 0 recor
Add Equipment
@ ‘3; a Recommender Wahidanoor binti Wahid - PEGAWAI KEWANGAN W44 v

Wahidanoor binti Wahid - PEGAWAI KEWANGAN W44
Khadijah binti Hamdan - BENDAHARI
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3.3 MENYOKONG (RECOMMEND) PERMOHONAN PINJAMAN

3.3.1 Permohonan pinjaman akan dimajukan kepada ketua PTj peminjam untuk

tujuan sokongan (recommendation)

4 * UJIAN BERTULLS MUET SESI MAC 2018
B 19 7 0D M wlated] DS Mar 2018, 10:44:05 AM
+ YAYASAN SIME DARBY SCHOLARSHIP PROGRAMME
My v 2008 v Iﬂ pdated] D8 Mor 2018, 10:29:34 AM
m o BIASISWA TUNKU ABDUL RAHMAN (BTAR) 2018

Ipcaned (17 Mar 018, 02:40:54 M
4+ ) HumAN nesOURCE

Updalod U7 Mas 2018, 20:20:43 AM
o« ) FINANCE

* KEMPEN UNDIAN DAN PERMOMONAN BIASISWA FAIR & LOVELY 2018
whated 05 Mar 2018, 032330 oM

e ) ADMIN

W 1oce
W Avdit Survey
W E-Mesting
»s
P F Serate
P & Mon
W Resouice Booking
» Adoin

S

P Hook Fquipmant . No o beand
P Hook Vehide
P Task
P Ascommendat
W Complant
W Statt Movement
W Work Order

‘ Vehicle Raﬂrlﬂoﬂ

* TAKLIMAY HAL EHWAL DEMIK PELAIAR BAHARU SM/SMP AMBILAN FERRUART SEST 2017/2018

3.3.2 Klik pada memo yang tertera

s M T WTF s (Inbox] (Compose ) (Empty Trash ) (New Foider] (Settings] (3] (@)

1 6 7 A
" 12 13 4 15 16 1/
18 19 20 21 22 23 24 Inbox
e n ey A Prev View Memo MNext

Mar v 2018 v (To Emai ]]“'W ‘"”F""’"“]@ Move Memo To Folder; v

i. HUMAN RESOURCE

Date 07 Mar 2018, 11:42:34 AM

From Muharnmad Wazir bin Shahidan
\ To Wahidanoor binti Wahid

.i». FINANCE cc

s Subject Need Racommendation (Fquipment Application)

i) ADHIN Status

~ Message Recommendation : Equipment Application Detail
4+ ] IMS LINKS

Date Start : 27/03/2018 08:00 am
Date End : 28/03/20
(4.} services Purpose : Test

Click here W recornmend

Attachments Nore

‘.ﬁ “é n (e Emat J‘ﬁ"" ‘"”“"w"d] Move Memo To Folder: v

(Inbox] (Compose ) (Empty Trash ) (Haw Foidar] (Sattings] (3] (@)
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3.3.3 Pilih menu Admin -> Resources Booking -> Recommendation

{ .£.} HUMAN RESOURCE

{ %_ FINANCE
{ ?:_ ADMIN
- iDCC
W Audit Survey
B E-Meeting
p E-Meeting
p E-Senate
- Resource Booking
» Space Admin
» Equipment Admin
p Vehicle Admin
» Book Space

p Book Equipment
» Book Vehicle

p Task
‘ p Recommendation

3.3.4 Skrin recommendation akan terpapar

HOTLINE
Tel : 7028, 7027, 7043
Email : supportsystem@ict.upsi.edu.my

Need Recommendation History
NEED RECOMMENDATION v2::

Application = Applicant Applicant Apply Application Purpose Status Recommendation
Category Dept Date Detail Session
EQUIPMENT Erma Muriati ICT 31/01/2018 Jamuan APPLY (Wait for
2018-02-03050 binti Adnan Akhir Tahun Recommendation)

EQUIPMENT  Mohd Azahar ICT 24/01/2018 tempah  APPLY (Wait for

2018-02-03042 |bin Mamat test Recommendation) RECOMMEND
EQUIPMENT ~ Mohd Azahar ICT 24/01/2018 Tempahan | APPLY (Wait for CLOSED REJECT
2018-02-03041 bin Marmat Peralatan  Recormmendation) View Deta
VEHICLE Shariza IcT 17/01/2018 test APPLY (Wait for ~ CLOSED

2018 Haryati binti Recormmendation) View Detai

V01-01811 Zabri
Recommend Al O

Reset Al O

3.3.5 KiIik = bagi pilihan sokongan sama ada recommend atau reject.
3.3.6 Pilih Butang Save.
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3.3.7

3.3.8

Klik butang Need Recommendation untuk melihat maklumat lengkap

permohonan

Book Equipment Detail ::

Application No.:2018-03-6325]
Date From :27-03-2018 08:00
an
Organisation :Jabatan Bendahari

Tel(Office):05-4506319

To:28-03-2018 07:38 am

iy
s

Thursday, 81

-

12:52:( _
m H/P:012-9768816
- Email :wazir@upsi.edu my
1 “Tes HOTLINE
s M T W Purpose :Test e
To Locate :null I i)
45 6 7 L
TERTIRE Status :APPLY bn || History
8 19 XA
P PVl
List of Equipments: Beatica
Mar v 2 Equipment Usage/Specification Qty Request hus
| s KERUSI PLASTIK fest | g e
4.1 Humal
Klik butang History untuk melihat senarai permohonan.
218 HOTLINE
b g L Tel )27, 7043
5 6 7 8 9 10 [ =it
12 13 14 15 16 17 History
1920 21 22 21 21 RECOMMENDATION HISTORY::
26 27 /B ¢ 30
Application Applicant App. Apply Application Purpose Status Recommendation
Mar v 2018 ¥ Category No Date Detall Status
m:ul.urw~n £ 2018- 07/03/2018 APPLY  RECOMMEND View
1 Detai
) HUMAN RESOURCE 5
LQUIPMENT 201 PPROVE RECOMMEND View
) FINANCE detal
VEHICLE 7- 23/11/2017 KEJOHANAN MIZUNO AMATEUR VOLLCYBALL APPROVE RECOMMEND View
i. ADMIN vo1- CHAMPIONSHIP 2017 FINA Jotal
. 1€
4] s LINKS c 017 - - =
v ie hamad | Yotail
. Asrl b 49(
.f. SERVICES Semar
¢t HICLE 1 ] UNIM I K {[ nsite wn! APPROVE RECOMMEND View
Jetall
WAI-PLGAWAL ASCT/INVENTORI APPROVL RCCOMMEND View
11 PENDIDIDIXKAN SULTAN IDRIS tall
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3.4

MENCETAK BORANG PERMOHONAN @ MyUPSI PORTAL

3.4.1 Permohonan yang telah disokong (recommendation) akan tertera di bahagian

memo MyUPSI Portal pemohon.

e —
Thursday, 8 March 2018
2:21:07 PM

Muhammad Wazir bin Shahidan

s cnas 204 =y

Google

2018

S M T W T F S
2 3

4 5 6 7 8 9 10
12 13 16 17
19 20 21 24
28 27 31
Mar v|[2018 ¥

HUMAN RESOURCE
FINANCE

ADMIN

IMS LINKS

SERVICES

Latest News

View Headline News

+ UJIAN BERTULIS MUET SESI MAC 2018

Updated 08 Mar 2018, 10:44:05 AM

* YAYASAN SIME DARBY SCHOLARSHIP PROGRAMME

Updated 08 Mar 2018, 10:29:34 AM

= BIASISWA TUNKU ABDUL RAHMAN (BTAR) 2018

Updated 07 Mar 2018, 02:40:54 PM

* TAKLIMAT ROADSHOW BAHAGIAN HAL EHWAL AKADEMIK PELAJAR BAHARU SM/SMP AMBILAN FEBRUARI SESI 2017/2018
Updated 07 Mar 2018, 10:33:45 AM

* KEMPEN UNDIAN DAN PERMOHONAN BIASISWA FAIR & LOVELY 2018

Updated 05 Mar 2018, 03:23:30 PM

* Your EQUIPMENT application for the date 27-MAR-18 - 28-MAR-18 has been Recommended - Wahidanoor Bt Wahid (08 Mar 2018, 12:50:55
PM, Read)

= Staff Attendance - Appm’a Of Reason - Wahidanoor Bt Wahid (06 Mar 2018, 04:15:45 AM, Unread)

- Mohamad Najib B. Mohamed (02 Mar 2018, 05:17:00 PM, Unread)

ved and Viewed - INTAN NURASYIKIN BINTI SHAPIE (27 Feb 2018, 09:08:57 AM, Read)

= KELULUSAN BAGI PERMOHONAN SURAT PENGESAHAN DIRIT DAN PERAKUAN PEGAWAI - Norhaslina binti Mohammed Taharim (27 Feb 2018,
08:31:26 AM, Rezd)

= NoTo Do Found

3.4.2 Klik Menu -> Admin -> Resources Booking - > Book Equipment

| HUMAN RESOURCE
| FINANCE

DMIN

| e
W Audit Survey
W E-Meeting
B E-LPU
I E-Senate
P E-Mesting
W Resource Booking

—

_\\” NIVERSITI
ENDIDIKAN
ULTAN IDKS MYU PS| Portal
P e
D“. suL S EDUCATION UNIVERSITY
Th”“”agfl’;a“h 2018 luhammad Wazir bin Shahidan fﬁﬁ ﬁ . Q “_ 0 '-?ﬂ Google MY
2018
S M TWTF § B
12 3 Tel : 7028, 7t
4 s & 7 8 & i Email : supportsystem@ict.upsic L‘I"h
1012 13 14 15 16 17 Book Equipment status
8019 20 21 2 23 M
3 3 35 8 s 35 3 Listof Booking Application v.4::
Mar v |[2018 v Equipment PTI Apply  Book Seq From To mmendation
Category Date
| usermenu ___[EONPEON BENDAHARI 07/03/2018 2018-05- 2803/, ¥ (RECOMMENDED)  viewDetan  Cancet
63251 07:58

PEJABAT

Application Form
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3.4.3 Klik butang Application Form

SEMARAI PERALATAN YANG DIMOHON :

[(Eu_seria Paraiatan S vamn o

[ 1 remusiriasme

©. PERAKLIAN
Dan,

3.4.4 Cetak borang permohonan
3.4.5 Lengkapkan Tandatangan & Cop rasmi di ruangan C — Perakuan dan

D — Pengesahan permohonan
3.4.6 Hantar borang permohonan ke PTj pemberi pinjam.

4.0 CARTA ALIR PINJAMAN PERALATAN (KAKITANGAN) - PENGURUSAN
PERMOHONAN PINJAMAN @ MyFIS

4.1 LOGIN
41.1 Log in ke https://myfis.upsi.edu.my:8890/ims/

4.1.2 Pilih laluan masuk Cost Centre
413 Masukkan ID Pengguna (Username) dan katalaluan (Password).
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5 E)IMS - Integrated Manage...

T

Luims

uPs| INTEGRATED MANAGEMENT SYSTEM

ancial Information System

System Requirements : Web Browser (Mozila Firefox, Chrome, IE), Java 6, Acrobat Read

X UNIVERSITI PENDIDIKAN SULTAN IDRIS

|| Integrated Management System
Exit Window
# ?

HIMS Login

LuIMms

UPSI INTEGRATED MANAGEMENT SYSTEM

Username :
Password :

Legin

Show desktop
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4.1.4 Pilih menu Asset/Inventory Management

|| Integrated Management System

@\MS - Financial System For Cost Centre Update Asset Information

File Parameter Setup Budgeting Purchasing Account Payable Account Receivable FEEEEUENGIZANEGERENETS Store Management Payroll Others Window

Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel
Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer 3
Asset Booking 3
Asset Disposal 3

Asset Query 3
u I | Asset Reports

UPSI INTEGRATED MANAGEMENT SYSTEM

4.1.5 Pilih menu Asset/Inventory Management -> Asset Booking

(=] rated Management System

@IMS- Financial System For Cost Centre Update Asset Information

Eile Parameter Setup Budgeting Burchasing Account Payable Account Receivable A UL AL 0] Store Management Bayroll Others Window

Update Asset Information by Batch
Asset Verify, Approve, ReUpdate and Cancel
Asset Farm Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer b
Asset Booking Process Application
Asset Disposal , List of Application
Manual Entry
Asset Query 3
Asset Reports Check-Out Equipment
Check-In Equipment
Equipment Store
UPSI INTEGRATED MANAGEMENT SYSTEM Wain Booking Setup

Asset / Inventory Registration
Category Registration

Report

4.2 PROSES PERMOHONAN

4.2.1 Proses terimaan dan semakan permohonan.

4.2

.1.1 Pilih menu Asset/Inventory Management -> Asset Booking -> Process

Application
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|| Integrated Management System

File Parameter Setup Budgeting Purchasing Account Payable Account Receivable Store Management Payroll Qthers Window
'EIMS - Financial System For Cost Centre Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel

Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer b

List of Application
Manual Entry
.

Asset Disposal v

Asset Query
Asset Reports

Check-Out Equipment
Check-n Equipment

Ul

UPSI INTEGRATED MANAGEMENT SYSTEM Main Baoking Setup
Asset / Inventory Registration
Category Registration

Equipment Store

Repart

4] Integrated Management System

Action Edit Query Block Record Field Help Window

&S B DD MBE A4y b Heg ] ?
@MAZAHARMMT— ABF128E - List of Applications to process

Showr Dept Recommended Application Show All Application ‘

Detal | Detail 2 | Dept Recommendation | Process Status | Atachment | Notifcation |

Seq Type Applicant Type Name Equipment Location
T |
|2018-02-02401 Computer Process FORMAL ~ ||STAFF Mohd Azahar bin Mamat
12017-02-56991 Computer Process FORMAL v ||STAFF Mohd Azahar bin Mamat
12017-02-50920 [Teaching and Learning T Process FORMAL v ||STAFF Muhamad Haris bin Miran Dewan Konvensyen
2017-02-48423 [Teaching and Learning Teols|23/08/2017 11 APPLY Process FORMAL v |[STAFF Prabu a/l Tharmalingam ict
2017-02-43422 [Teaching and Learning Tools|23/08/2017 11 APPL Process FORMAL s | STAFF Prabu a/l Tharmalingam ict
2017-02-45034 Computer |22/05/2017 01 Process FORMAL ~ ||STAFF Nur Hazwani binti Ridzuan Bahagian Governan, Jabatan Pendafta
12017-02-45033 Computer Process [FORMAL xl [STAFF Nur Hazwani binti Ridzuan Bahagian Governan, Jabatan Pendafta
12016-02-33033 Computer 1 Process FORMAL ¥ |[STAFF Muzamir bin Yunus Dewan Sri Tanjong. UPSI
2016-02-33032 Computer 1 Process FORMAL s | STAFF Muzamir bin Yunus Dewran Sri Tanjeng. UPS!

IREEmd 01 <08C>

4.2.1.2 Klik butang Show All Application untuk melihat senarai penuh
permohonan

4.2.1.3 Permohonan yang telah disokong oleh pihak peminjam akan tertera di
skrin Process Application.Pilih permohonan yang hendak diproses dan

klik butang Process.
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) Integrated Management System

Action Edit Query Block Record Field Help Window

G P eDD BRE 4P ES
GIMAZAHARMMT - ABFA04EP - Equipment Selection

Application Details

Application No : [2018-02-04344 | Appicant Type - |STAFF | AsplyDate

Name:  [Amirul Amin bin Wd Jabarulla |

Organisation: [Pusat Teknologi Makilumat & Komunkasi |
Matric. 11! Staff o= k01765 | Teloffice : [saz7is830 | TeltP: 0134041344 | programLever: [Personal ]
BookDate: [26/02/2018 03:00 am | To [27/0212018 07:58am | ClubiSubject: | |
Purpose

* ltest system

Status - APPLY

STORE OFFICER RECOMMENDATION

e —
Recommendation

Recommandation Remarks : |

Computer I
Equipment List ay  ay
Added by Equipment Usage / Specification Request Select Type Admin Remarks.
USER test iz 0 \ASSET/NVENTORY Select Equipment | Deiete
Save Add Equipment Send Recommendation Exit
IRecurd: 0/1 <05C>
£ Integrated Management System
Action Edit Query Block Record Field Help Window
GS|® |00 [ BBH a4 »»(HRE|?
GEMAZAHARMMT - ABF404EP - Equipment Selection
Application Details
Name: [amirul Amin bin Md Jabarula |
Organisation : [Pusat Teknologi laklumat & Komunikasi |
Matric/IC/ StaffNo - [ko1765 | TelOffice : [se27rse30 | TelHP (0134041344 | ProgramLevel: [personal |
PN - 1
Book e 250212015 0800 an gy iy |
Purpose: o5t system
[ Komputer Riba ]
STORE OFFICER RE Seloct Equipmant
Fropose Brand T Wodel Asset ID
Trere] I I | _sekct | Deete |~
o | I | _setect | Delte ‘
it L 1 1 i
I Maklumat Peralatan X
Computer |
Equipment List
— Find|030-%
Added by Equipment 1™ =
USER Komputer Rica iJ
Compag EVO D510
030-200212148-A00044  Compagq Compag EVO D510
030-P0110400086-100001 HP PROBOOK ... HP PROBOOK 43208
030-P0110400086-100006 HP PROBOOK ... HP PROBOOK 43205 &
e AR PALARIAARRR IAARA4 IR ARARAAL, IR ARARAAL 4388
Eind Cancel
IRecuru 071 . <0SC-

4.2.1.5 Skrin Select Equipment akan terpapar. Masukkan Id aset/inventori.
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Action Ed

s

Watric /IC/ Staff Ho - [ko1765 | TelOffice : [se27isz30 | TelHP:[013-4041324

(2] Integrated Management System

it Query Block Record Eield Help Window
BN | HMBE « 4 BB ?

CEMAZAHARMMT - ABF404EP - Equipment Selection

Application Details

Application No Applicant Type : [STAFF Apply Date : |22 FEB-2018 16:44:45

Name: [Amirul Amin bin 1d Jabarula |

Organisation : [Pusat Teknologi Makiumat & Komunikasi |

BookDate: [26/02/2018 08:00 am @
1250272016 0600 o i Equipment

Purpose : ftost system

| ProgramLevel: [personal J

Komputer Riba

STORE OFFICER RE q
Select Equipment
Brand T Model

E— Asset ID
o] 030-P0O110400086-00019 i Select Delete.
Re Select
Select
|computer Zelaed
Equipment List Seiect Delste
Added by Equipment Seiect Delste |+
USER Komputer Rica Total Raqmr Total Sabecl
Exit
Save ‘Add Equipment Send Recommendation ‘ Exit
Record: 0/1 <0SC>

4.2.1.6 Masukkan bilangan aset/inventori yang dibenarkan untuk dipinjam di

ruangan total selected -> Klik Exit

4.2.1.7 Klik butang Save untuk menyimpan maklumat.

4.2.1.8 Klik butang Reset untuk memasukkan semula maklumat.

4.2.1.9 Klik bu

tang Exit untuk keluar skrin.

4.2.1.10 Pada ruangan Equipment Movement, akan terpapar maklumat rekod

pinjaman terdahulu (sekiranya ada).
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4.2.2 Proses Kelulusan Ketua Jabatan

4.2.2.1 Ulang proses 4.2.1.1 hingga 4.2.1.2 untuk ke skrin proses
permohonan

4.2.2.2 Klik butang Send Recommendation untuk kelulusan Ketua Jabatan

|~ Integrated g System
Action Edit Query Block Record Field Help Window
&S P gD RE| A4 | ERE ?
@A SITI - ABF404EP - Equipment Selection
Application Details

Appicaton io: [2017-05-56s52 Applcant Type AsplyDate

Name : (it Hurbaya binti Md Hashim

Organisation - |Jabatan Bendahari |

Matric 716/ StaffNo : k00499 | Teloffice : [vs-ss06290 | TelHP : [012-2749716

| Program Level; [peparmentracuty Level |
BookDate - [27/122017 08:00am | To [27/12/2017 11:58am | ClubiSubject | ]

Purpose s [y oot

Stan fiIRecommendation

STORE OFFICER RECOMMENDATION

= {Approvel
PrososeaDate i
Recommendation : [APPROVE Reject
Recommendation Remarks If REJECT. fill in the reason \

PERALATAN PEJABAT ] ‘
Equipment List

Added by Equipment Usage / Specification R

USER KERUSI PLASTIK wama putih 1 ~ send | cancal |

Delete | =
Delete
Defete
eiee |~

Save Add Equipment Send Recommendation

4.2.2.3 Skrin Recommendation akan terpapar

4.2.2.4 Klik Approve untuk meluluskan permohonan

4.2.2.5 Klik Reject bagi menolak permohan. Ruangan reason perlu di isi
sekiranya permohonan ditolak.

4.2.2.6 Klik butang Send untuk menghantar kelulusan.

4.2.2.7 Klik butang Cancel untuk membatalkan proses kelulusan.
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4.2.3

Penyerahan dan Daftar Keluar Peralaatan kepada Peminjam

4.2.3.1 Pilih menu Asset/Inventory Management -> Asset Booking -> Check

out Equipment

Em For Cost Centre

Int System

Budgeting Purchasing Account Payable Account Receivab\eimre Management Payroll Others Window

sul

UPSI INTEGRATED MANAGEMENT SYSTEM

Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel
Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer »
= ik Process Application
Asset Disposal , List of Application

Manual Entry

3
Check-Out Equipment

Check-In Equipment

Asset Query
Asset Reports

Equipment Store

Iain Booking Setup
Asset [ Inventory Registration
Category Registration

Report
e

|2/ Integrated Management System

‘Window

{HISIT - ABFO004 - Check-out Equipment v2
Application Details

Application No |

Name: |

| P —

Organisation = |

| Sews: |

Matric /1€ Staff o |

| | |

BookDate: |

el

| Proposed Remarks. | |

Froposed Remarks

Equipment List
Equipment

oty aty [

ity
Usage / Specification Request Select Checkout  Type

Check-out

Greck-out

Gheckout

Detail o
Detail
Detail
Detail -

Greck-out

Check-out Detail

Receiver I

Receiver Name - [

Date - |08/03/2018 03:56 pm

Remark j

Search Appication Print Check-out Form Print Appiication Form Extt

4.2.3.2 Klik butang Search Application untuk carian permohonan
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=) Integrated Management System
Window
@2 SITI - ABF004 - Check-out Equipment v2
Application Details
Appiication No : | | ApplcantType: [ |
Nams | ] aspyome: | |
Trmma | | Saws:[ ]
Matric /1] StaffNo: | | T | | Froposed Status. I:l
BookDate: | Jro | | Proposed Remars : | ]
Proposed Remarks Senarai Nombor Rujukan x|
Find|20%
Equipment List n ‘ :
SLLE Mo Rujukan |Status Nama No_ID =
2017-05-57... APPROVE Siti Nurbaya bin... K00499
2013-05-06... APPROVE Ahmad Rifaie bi... K01405
2013-05-06... APPROVE Ahmad Rifaie bi._. K01405
2013-05-05... APPROVE Nur Hazwani bin__. K02019
2013-05-05.. APPROVE Yanty Marhainis__. K00668
Check-out Detail 2012-05-14 .. APPROVE Mohd Fadli bin ... K01375
2012-05-13... APPROVE Yanty Marhainis__. K00668
Receiver IO 2012-05-13... APPROVE Yanty Marhainis... K0OG68
=i | 2012-05-13... APPROVE Azwina Shazwi . K01368
- 2012-05-12... APPROVE Azwina Shazwi... K01368
=18 0e/0312018 03:55 pm 2012-05-12.. APPROVE Mohd Azlan bin . K01470
2012-05-12... APPROVE Mohd Fadli bin ... K01375
2012-05-12_.. APPROVE Azwina Shazwi. . K01368 -

4.2.3.3 Paparan senarai permohonan akan tertera
4.2.3.4 Pilih permohonan yang hendak diproses - > klik butang OK
4.2.3.5 Klik butang Print Check Out Form untuk cetakan Borang Pinjaman
Peralatan — lengkapkan tandatangan dan tarikh di ruangan :
i. C — Perakuan Pemohon
ii. D — Pengesahan Pegawai (Store Officer) rujuk langkah 2.5.3 —
PTj pemberi pinjam
iii. E — Kelulusan Ketua Jabatan PTj pemberi pinjam

4.2.3.6 Borang diserahkan semasa penyerahan peralatan kepada pemohon.
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vt s
[% DDA JABATAN BENDAHARI
S [ BORANG PINJAMAN PERALATAN NO. : 3017-05-5T007

HNama Siti MNurbaya bimti Md Hashim o id Smafl/ Pelajar | K009
FTJ Jabanan Bandahari

Jawaran FEMOLOMND ANAUNTAN W28 Mo Telefon 05-45DEIR0
Tarkh Pijaman 200172018 0200 am  hinga 2502018 DESE pm

Tujuan Finjaman by 2

B. BUTIR-BUTIR PERALATAN

BEMARAI FERALATAN YANG DILULUEKAN :

Bil  Janis Paralatan Jus Mohon  Jum. Lulus Catatan
1 HAMERA 1 o

T HERUSH PLASTIK n ]

3 MEA PLASTIK n

BEMARAI ABET YANG DILULLEHAN :

Bl Paralatan Jenaima Modal Mo. Siri

Dangan ini Says akui Syare-Syarsl pinjaman parakatan sept bariut ©

i} Bertanggungjawab sepenubnya rhadap kesslamaian peralaian yang diginjam

i) Memulan gian peralatan dengan lengkap pada tarkh dan masa yang dilesapian

i} Ml aparkain setara Dertuls kerosakan enilen gan perlatan kepada Keta Pusat Tanggungievwal o Mana peralatan
dinjamkan cengan seqgera seria membuat laporan berdasarkan Bl 472001

g
dan Perakuan Barkanaan Kahdangan Wang aiau Har Uiniveesst kesada Bahaguan Ferndangan dan Taigtertd,

Pajahat Pendanar

Tariih Tandatangan & Cop Rasmi

D. PENGESAHAN PEGAWAI E. KELULUSAN HETUA JABATAN
DESAHKAN OLEH DILULUSHAN DLEH

MNama Marra

Tarian Tardtatangan P I Tarstatargar,

PEMYERAHAN OLEH DITERIMA DAN DISEMAK OLEH
Has Hama
oo, ko Yarkh [r—
Tarkn | arctatarsgan
e

4.2.4 Pemulangan Peralatan dan Daftar Masuk

4.2.4.1 Pemulangan peralatan ke PT] pemberi pinjam perlu disertakan
bersama borang pinjaman peralatan yang diterima bersama
peralatan yang dipinjam. Rujuk 4.2.3.6

4.2.4.2 Daftar Masuk Peralatan
4.2.4.2.1 Pilih menu Asset/Inventory Management -> Asset Booking

-> Check in Equipment
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| 2| Integrated Management System
File Parameter Setup Budgeting Purchasing Account Payable Account Receivable Store Management Payroll Others Window
@IMS - Financial System For Cost Centre Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, Relpdate and Cancel

Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer »

Brocess Applicaton

» List of Application
Manual Entry

Asset Disposal

Asset Query
Asset Reports

3
Check-Out Equipment
Check-In Equipment

Equipment Store

UPSI INTEGRATED MANAGEMENT SYSTEM Main Booking Setup
Asset / Inventory Registration
Category Registration

&ul

Report

4.2.4.2.2 Klik butang Search Application untuk carian permohonan

(2] Integrated Management System
Winedow
GEMAZAHARMMT - ABFOCS - Check-in Equipment

Application Details
Application Ne

| \ P —
| \ P
Organisation : | | Staws: [ |
[
[

Name

Matric / 1C/ Staff Ho : | Te: | ] Proposedstaws: [ |

Book Date o [ | Proposed Remarks : | |
Proposed Remarks
Equipment List ay aty aty ay
Equipment Usage ! Specification Request Selecl Checkout Checkln  Type

| | | chesin | Detl [+

| | | | Grizaion | oz

Senarai Nornbor Rujukan [ | Bt
Detail |~

FIndlZUWEﬂZﬂjUﬁﬂ%
Check-in Detail

Return by Name 2018-02-03__ APPROVE
Date :|26/02/2018 11:40 am

4.2.4.2.3 Paparan peralatan yang dipinjam akan tertera. Pilih peralatan

yang berkenaan. Klik butang OK
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| Integrated Management System
Window
GIMAZAHARMMT - ABFO0S - Check-in Equipment

Application Details
Application Mo

[2018-02-03054

Applicant Type : [sTAFF

| Apply Date : [12-FEB-2016 08:26:16

] Status - [APPROVE

] Proposed Status | |APPROVE

Name:  [Mond Azahar bin Wamat
0 ¢ [pusat Teknologi Maklumat & Komunikasi
Matric /IC/ StaffNo:  [kooaso | Tel: [017-3507387
BookDate: (12022015 o [12n02r2018

‘ Proposed Remarks. ‘ |

Proposed Remarks - |56t manual entry

Equipment List
Equipment Usage / Specification

i

Printer 1

Check-in Detail

Return by ID : (k00890 Remark
Return by Name - (110 Azahar bin Wamat
Date : 5210212018 11:41 am
Search Application Exit

Qty aty
Request Select Check-out Check-in

1
1

aty aty

Type

1 o |[asseTmven Checkn | Detal | &

0 0 |asst TOR| Checkin | Detai
Crecl) | | Deta
Creckdn || Detail |~

4.2.4.2.4 Klik butang Check In

|2 Integrated Management System

Window

GEIMAZAHARMMT - ABFO05 - Checkein Equipment
Application Details

Appication No : [2018-02-03054 |

Name:  [1iond Azahar bin Mamat J

Organisation :  [Fusat Teknologi liakiumat & Komunicasi |

Matric / IC/ Staff No
@Equipmam Check-In

|kousso | el [m7-asorser J

Select Equipment To Check-In

Status __APPROVE
Proposed Stalus . [APPROVE

Brand Wodel Asset D Stalus
B compan COMPAQ EVO D510 [ENETAPRIFNNIIEE |CHECK-OUT |- CheckdnDetsl | =
| ChecknDetai
I Check-In Detail
| CheckinDetei
| CheckinDetei
[ ChecknDetal |+
Select A7~
Check-in
Rewrn Cheskin B
Return by
Date :|58/02/2018 12:20 pm ‘ j
Search Applcation Exi

4.2.4.2.5 Pilih peralatan -> dan klik butang Check In

4.2.4.2.6 Klik Exit untuk keluar dari skrin
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5.0 CARTA ALIR KERJA PINJAMAN PERALATAN (KAKITANGAN) — PERMOHONAN
SECARA MANUAL @ MyFIS

5.1 LOGIN

5.1.1 Log in ke https://myfis.upsi.edu.my:8890/ims/

5.1.2 Pilih laluan masuk Cost Centre
5.1.3 Masukkan ID Pengguna (Username) dan katalaluan (Password).

@S] UNIVERSITI PENDIDIKAN SULTAN IDRIS

Luims

UPSI INTEGRATED MANAGEMENT SYSTEM

Financial Information System

ne, IE), Java 6, Acrobat Reader

System Requirements : Web Browser (Mozilla Firefox, Chrom

| 21| Integrated Management System
Exit Window
| ?

ZHIMS Login

LUIMs

UPSI INTEGRATED MANAGEMENT SYSTEM

Username :
Password :

Login
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5.1.4 Pilih menu Asset/Inventory Management

| =:| Integrated Management System

Eile Parameter Setup Budgeting Purchasing Account Payable Account Receivable Store Management Payroll Others Window
@\MS - Financial System For Cost Centre Update Asset Information
Update Asset Information by Batch
Asset Verify, Approve, ReUpdate and Cancel
Asset Form Printing by Batch
Update Asset Maintenance by Batch

Asset Transfer 3
Asset Booking 3
Asset Disposal 3

Asset Query 3
Asset Reports

Ul

UPSI INTEGRATED MANAGEMENT SYSTEM

5.1.5 Pilih menu Asset/Inventory Management -> Asset Booking

|/ Integrated Management System
File Parameter Setup Budgeting Purchasing Account Payable Account Receivable At fl00 06l MV ELES0 1Y Store Management Payroll Others Window
@IMS - Financial System For Cost Centre Update Asset Information

Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel

Asset Form Printing by Batch

Update Asset Maintenance by Batch

Asset Transfer

Asset Booking Process Application
, List of Application

Asset Disposal
Manual Entry

Asset Query
Asset Reports

»
Check-Out Equipment
CheckIn Equipment

\ I ul Equipment Store

UPSI INTEGRATED MANAGEMENT SYSTEM WMain Booking Setup
Asset / Inventory Registration
Category Registration

Report
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5.2 PROSES PERMOHONAN - MANUAL

521

Pemohon bagi kakitangan guna boleh memohon pinjaman peralatan melalui

MyFIS secara manual kecuali permohonan dari pelajar dan pihak luar.

5.2.2

Pilih menu Asset/Inventory Management -> Asset Booking - > Manual Entry

|=| Integrated Management Systern

File Parameter Setup Budgeting Purchasing Account Payable Account Recewab\eﬁtore Management Payroll Others Window
@IMS - Financial System For Cost Centre

Update Asset Information
Update Asset Information by Batch

Asset Verify, Approve, ReUpdate and Cancel

Asset Form Printing by Batch
Update Asset Maintenance by Batch

Asset Transfer

Process Applcaton

Asset Disposal

Asset Query

Asset Reports

UPSI INTEGRATED MANAGEMENT SYSTEM

sul

3

, List of Application
Manual Entry

»
Check-Out Equipment
Check-In Equipment

Equipment Store

Main Booking Setup
Asset / Inventory Registration

Category Registration
Report
| £ Integrated Management System
Action Edit Query Block Record Field Help Window
GO B 20D DRE @ rp|Egd?
¥ MAZAHARMMT - ABF220D - New Equipment Application
A Info
Type| J Calagnry’i
D J Name
Organisation| Tel (1] HiF| Eoai
Appl Info
5 | submi Date | | Clubinty
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5.2.5  Kilik butang Save untuk menyimpan maklumat.
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5.2.7  Klik butang Proses untuk memproses permohonan.




