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MAMPU o \IBANGUNAN DAN PELAKSANAAN SISTEM <UJDOMS?20

DAGITAL DOGUMENT MANAGEMENTSYSTEM
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Pengurusan Fail-fail Dan Surat-surat
Kerajan, 1 September 2016
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REKA BENTUK SISTEM

.=DDM .EE.U

DIGITAL DOCUMENT MANAGEMENT SYSTEM

s
uEy

BERSAMA-SAMA MELAKSANAKAN TRANSFORMASI

istem pengurusan rekod kerajaan secara elektronik
bertujuan meningkatkan kepantasan akses,
mengurangkan penggunaan kertas serta menjamin
perkhidmatan kerajaan vyang lebih telus melalui

penggunaan aplikasi ICT.

48 0R 2O

7

4 kategori  Akta Arkib Pekeliling MS 150 16175 Berpusat Capaian 24x7 Pelbagai Pelbagai
pengguna  Negara Perkhidmatan (Clougl Platform Jenis Rekod
2003 Bilangan 5 Computing)

Tahun 2007



DMS2p FAKTA RINGKAS

EHGITAL BOCMENT MANAGEMENTSYSTEM

N\
Hvbrid = Pengurusan Rekod dilaksanakan dalam
yori bentuk manual DAN elektronik
J
T = Setiap Bahagian mewujudkan, memuatnaik,
Registri Tidak mengedarkan dan menyimpan rekod di P
Berpusat Bahagian masing-masing S
N\ 4
Skop = Rekod terbuka sahaja
J
o N N
. p e . = Fail menggunakan kod klasifikasi daripada
Klasifikasi Fail DDMS &8 P
J
Y ~
. = Pejabat Pengurusan Atasan dan Semua
Penglibatan Bahagian di MITI
J

\—




AKSES KEPADA APLIKASI DDMS

URL :
https://ddms.malaysia.gov.my

Google Chrome
Highly recommended
KOMPUTER RIBA Not recommended
TELEFON / Internet Explorer
PINTAR e Not recommended
AKSES DDMS 2.0
MELALUI PERANTI MUDAH
ALIH ANDA

* Browser yang digunakan hendaklah sentiasa dikemaskini (updated)



DAFTAR MASUK (LOGIN)

[INombor I.C.@MITI]

Username 771122334401 @MITI

Password . %k 3k 3k %k k 5k %k %k




FIRST TIME LOGIN/FORGOT PASSWORD

1. Klik > Forgot Password

[OF* Malaysian Administrative Mod... (MY) | https://ddms.malaysia.gov.my/share/page/

/

12345678@MITI

Password




MENDAPATKAN KATA LALUAN DDMS 2.0

2. Masukkan > Username

i .J J.=DDM .EE.U

DIGITAL DOCUMENT MAMAGEMENT SYSTEM

Forgot password

We can send you details on how
Username
12345678 @MITI

= 2016 Hak Cipta Kerajaan Malaysia

reset it. Please enter your username.




MENDAPATKAN KATA LALUAN DDMS 2.0

3. Klik > Send Instruction

& j =DDM .EE.U

DIGITAL DOCUMENT MAMAGEMENT SYSTEM

Forgot password

We can send you details on how to reset it. Please enter your username.

Username

\\Al2345678@MITI

= 2016 Hak Cipta Kerajaan Malaysia




EMEL DARI DDMS 2.0

6. Klik > Reset Password pada emel yang diterima

52 Reply (2 Reply All (3 Forward
Fri 14/4/20017 3:47 PM

ddms2 . 0admin@mampu.gov.my
DDOMS 2.0 - Reset Password Instructions
To  Muhammad Shakirin b, Nasuredin

ﬁ If there are problems with how this message is displayed, click here to view it in a web browser,

Reset the password associated with this e-mail address.

If you did not request your password to be reset, you can normally ignore
this email.

The link will expire in 24 hours.

Regards.

DDMS 2.0 Administration




KATA LALUAN BAHARU

7. Masukkan Kata Laluan baharu

DAGITAL DOCUMENT MAMAGEMENT SYSTEM

S

%

8-12 AKSARA

HURUF DAN NOMBOR
HURUF BESAR

HURUF KECIL

SIMBOL

S

%

Reset your password

S

%

Update your user password here.

S

%

=
S

%

12345678@MITI

P@ssword.123

Reset Password




PENETAPAN SEMULA KATA LALUAN BAHARU

8. Klik > Reset Password

(3
el .
s, 7 Gt DD M

- DIGITAL DOCUMENT MANAGEMENT SYSTEM

Reset your password
ir user password here.




EMEL DARI DDMS — RESET PASSWORD BERJAYA

9. Notifikasi > Reset Password berjaya ditukar

DDMS 2.0 - Reset Password Request

ddms2.0beta@mampu.gov.my -

To: Ra

This is an automated email to notify vou about your reset password request
The password for the user @ARKIB' has been successfully
reset

Regards.

DDMS 2 0Adm|n|strat|9_rj_ TR e

L D0 VO
bbb L1 A

This email was sent to you because the user associated with this email requested
information from DDMS 2.0

GO GREEN PAPERLESS] Sia pertimbangkan alam sekitar sebelum mencetak emel ini.

FOneganan KeseBeratan | Kerahsiaan  E-ssal i Memasih 300-300 00 mpesn yaeg ShAstAt Bacsama SCaS (ANS0 200 DemuRan JemMa-= s uotuk Keguaaan ndvids yang SBMMEn SANNE SR 3008 BUkEn DEnerma yang SRt ke SR8 3nST pertatian DaAENA Segals Dentok tind

mengedarkan atau meryake e-mel i adalah diarang 3ama sekal S Sertabu penghactar dengan kacar segera melaks e-mel jha 39¢a telah menenma e-mel i 3ecara tdak daengaakan seta mengambil tndakan Cengat Memadamian Jau Mmesghapushan e-mel 233l tersebet termasik




LOGIN KE SISTEM DDMS 2.0

10. Login ke dalam sistem DDMS 2.0
Fﬂ Malaysian Administrative Mod... (MY) https://ddms.malaysia.gov.my/sheﬁarfe{@gﬁeﬁ/f7”7 N I

ﬁ=DDM .=£'.D

CH— DIGITAL DOCUMENT MANAGEMENT SYSTEM

User Name

12345678 @MITI

Password




MUKA DEPAN — DASHBOARD DDMS 2.0

&« (&} # ddms.malaysia.gov.my/share/page/user/840925146792%40MITl/dashboard or ¢

Shared Files Sites -

Admin Tools

rah Bahaldin - Q, Search files, peaple, sites

M Basyarah Bahaldin Dashboard

My Sitas My Activities
My Favorites - Iy activities - all items - in the last 28 days -

ds Management

@ Re Last week
@' Records Management Site

. Basyarah Bahaldin previewed document [] 07022018160943 (2018-151799122
2 days ago

A | more ¥

Older Activities

AR 13 days ago

1 more ¥

My Tasks My Documents.

Active Tasks - ':"’ Start Workflow My Favorites - .

rah Bahaldin previewed document O Minit

yuarat PTB Bilangan 2 Tahun 2018 (2018-1532316648854).msg in & Records

<< < 1-100f10 > >> Active Tasks | Completed Tasks D MITI.100-12/1/1 JLD2 Jawatankuasa Pengurusan Rekod Kementerian Perdagangan Antarabangs
Modified over 3 years ago in @ Records Management

ngan Antarabangsa dan Industn

D MITI.100-12/1/2 JLD2 Klasifikasi Fail Kementerian Per
Modified over 2 years ago in & Record

RIAN PERDAGA

. GSA DAN INDUSTRI (MITI)

Minit Review DDMS, Not Yet Started D MITI.100-12/1/3 JLD2 P
. Modified about a year ago in & Reco

elaksanaan Digital Document Management System

ITLA00-12/2/2 L ds Management
FENEUREIEY M )0-12/1/4 nat Nasihat Arkib dan Rekoc
DO N BACT WERMMEMTEDIAK DEDDUAC AKIC A K - i IT 1CH 2 <hdn| - N |Iat. Il{t - R |{ _



My Sites

All -

MUKA DEPAN — DASHBOARD DDMS 2.0

Records Management

Records Management Site

?

& Create Site

Site Content

I've Recently Modified -

Modified about an hour ago in @& Records Management 234 KB

Favorite Like 0

User_Manual_RM v1.2 (2016-1475136203457).docx

£
R Modified about an hour ago in @ Records Management 9 MB
o Favorite Like ©
Site Activities
My activities - all items - inthe last 7 days -
Today

Pn. Raihana Abd Rahman previewed document [ 2kali_bahan (2016-1475813887848).jpg
. about an hour ago
4 more ¥

Last week

Pn. Raihana Abd Rahman previewed document [ 2kali_bahan (2016-1475813887848) jpg
3 days ago
10 more ¥

Site Dashboard File Classification Plan Records Search

. JABATAN KETUA PENGARAH TANAH DAN GALIAN PERSEKUTUAN (2016-1476067763583).rtf

* Untuk kali pertama login, Klik
Records Management -> Pilih
File Classification Plan

Site Members

G.




PAPARAN — KLASIFIKASI FAIL

r Navigation

i File Classification Plan
B MITI
B MITIDDMS

¥ File Disposition Plan
9 Transfers

Holds
[ZY Unfiled Records

r Saved Searches

Select - New Classification Mew File Record Scan I Manage Permissions r;o Manage Rules Selected ltems... -

£+ RecordMo -

& F MITIDDMS.
C @ Created by: Administrator  Modified on: Sun 1 Oct 2017 22:55:13

< MITIL
Ic Created by: Administrator odified on: Wed 27 Sep 2017 10:53:56

1-20f2 =< 1 ==




KLASIFIKASI FAIL MITI DDEB

DIGITﬁLDOﬂ.NEITM‘\NAGEMENTSYS‘I’EM
M Records Management
- Navigatiﬂn Sekect - B Mew Classification B Mew File A Manags Permissions e
@ File Classification Plan i
o 5 F MIT1. 100 PENGURUSAN PENTADBIRAN
BN MITI 100 = Created by: Administrator  Maodified on: Wed 27 Sep 2017 10:53:56
B MITLZ00
B MITL300
B MITL400 - . - _ ! -
ER— = F MITI.200 PENGURUSAM TANAH BANGUMAN DAN INFRASTRUKTUR
a TI-EC{.'- = Created by: Administrator Medified on: Wed 27 Sep 2017 11:.07:25
B MITLT0D

B MITIDDMS
T MITIL.300 ASET ALIH/ HIDUP DAN STOR KERAJAAN
Created by: Administrator Modified on: Thu 3 Jan 2019 12:13:02

g |

* File Disposition Plan
I Transfers

+f Holds
5% Unfied Records
MITI. 400 PENGURUSAMN KEVWANGAM
Created by: Administrator Modified on: Wed 27 Sep 2017 11:10:13

|

v Saved Searches

MITI.500 PENGURUSAN SUMBER MANUSIA
Created by: Administrator Maodified on: Wed 27 Sep 2017 11:17:25

|

MITI.&00 PERDAGANGAN ANTARABANGSA
Created by: Administrator Modified on: Wed 27 Sep 2017 11:26:41

g |

" MITL. 700 PEMBANGUNAN INDUSTRI
Created by: Administrator Modified on: Thu 2 Nov 2017 09:50:21

q |




PAPARAN SUSUNAN REKOD

' Classification = New File Record Scan ¥ Manage Permissions rjo Manage Rules Selected ltems... -
Pilihan: menaik / menurun =——p =i Recordno -
MName
| Popularity
MITI.100-1 PENGURUSAN PENTADBIRAN-Perundangan ;‘gzmpﬁm
Created by: Administrator ~ Modified on: Wed 27 Sep 2017 10:53:57 Created
Creator
Modified
Maodifier
MITI.100-2 PENGURUSAN PENTADBIRAN-Perhubungan Awam a'fn‘;we
Created by: Administrator  Modified on: Wed 27 Sep 2017 10:54:16 Type

MITIL.100-3 PENGURUSAN PENTADBIRAN-Program Kerjasama Dalam Negern
Created by: Administrator  Modified on: Wed 27 Sep 2017 10:54:57

Pilihan Kategori

susunan.
MITIL.100-4 PENGURUSAN PENTADBIRAN-Program Kerjasama Luar Negara

Created by: Administrator  Modified on: Wed 27 Sep 2017 10:55:30



Log masuk DDMS 2.0

®
1

Cari fail untuk
pendaftaran
rekod

A 4

Klik butang
Record

v

Pilih dokumen untuk
dimuatnaik

!

Pilik Record Type

!

Masukkan metadata

A 4

Klik butang OK

Rekod yang telah diimbas telah dimuatnaik ke DDMS 2.0




PENAWANAN REKOD

share/page/site/rm/documentlibrary#filter=path%7

€  C | ® 1029161780

%e2FARKIBTEST %2252C%2FARKIBTES T9252C400-%2FARKIBTEST%252C200-1_%2FARK E_EI

Records Mana geme nt Site Dashboard  File Classification Plan  Re
v Navigation Select + New Classification = Scan i Import i Export All @ Manage Permissions o
& File Classification Plan
5 ARKIBTEST "]
Gt ] ARKIBTEST.200-1/1/1(1) (surat xx000x)
@ ARKIBTEST.200 - Date Filed:
i ARKIBTEST 200-1 Modified by- @ Open X
B ARKIBTEST.200-1/1 — v A <« Desktop » Kirin Work » w | Search Kirin Work 2
@ ARKIBTEST 200-1 e Newfolder = o @ |
8 ARKIBTEST.300 File records * 2 5 _—y N ~ ou e . R
oCUments ame ate moditied Ype
I ARKIBTEST.400 S st e Lo
‘ Select records to file | " =] Pictures * = arn e e A
B8 ARKIBTEST500 |&| logo.png 9/8/2016 9:22 AM PMNGF
B ARKIBTEST 600 Kursus INFRA M| Minit Mesyuarat Pelaksanaan DDMS 2.0 ... 19/5/2016 433 PM Micros
[ ——— & Google Drive # 7 Senarai Akaun Emel Warga Arkib Sehing...  19/2/2016 300 PM  Micros
- Hands On Train M| Senarai nama pengguna DDMS 2.0 ANM ... 16/5/2016 11:43 AM  Micros
¥ File Classification Plan Kirin Werk B sql lesen.rar 19/3/2016 9:46 AM - WinRA
Tersies User Manuals E sqldeveloper_32bit.rar 19/ 16 1037 PM - WinRA
Holds BLh >
[5% Unfiled Records File name: |Senarai Akaun Emel Warga Arkib ¢ v| All Files 3 v
1
» Saved Searches m




PENAWANAN REKOD - Pelayar Web

[ Dcims 2.0 » File Classific: T e )
& (& | @® 10.29.16.17:8080/share/pag filter=path%7C%2FARKIBTEST%252C%2FARKIBTEST L+ ¢ | W 9
£=f Apps [ Computer (] Info (] Entertainment (*J Programming [ Produk (] Rumah (] Arkib Project (3 Motor

e £ )
Senarai Akaun Emel Warga Arkib Sehingga Julai 2016.xIsx gh cemuibE s o "J]
[
Records Management | Record Type: | Laporan M ication Plan  Records Search  Site Members £ *
v Navigation Select - lermissions r® Manage Rules Selected ltems... +
. 24 Created - Opti w
@ File Classification Plan N i e phons
5 ARKIBTEST. [ s
8 ARKIBTEST.100 o 2 | Fair -
@ ARKIBTEST.200 - ARKIBTEST.200-1/1/1
@ ARKIBTEST.200-1 5 )
enyedia:
@ ARKIBTEST.200-1/1 Muhammad Shakirin D
@ ARKIBTEST.200-1
. Warikh Disediakan: I
8 ARKIBTEST.300 I 9/9/2016
8 ARKIBTEST.400 | I
8 ARKIBTEST.500 ey
8 ARKIBTEST.600 Bahasa Malaysia v
8 ARKIBTEST.700 .
Hybrid
¥ File Classification Plan Fempat Penyimpanan:
Transfers Select M
Holds )
ama Pewujud: *
[Z% Unfiled Records 3 L uifadzli
» Saved Searches Misfiling Remark:
4 -

G T o)) ENG




MENAMBAH LAMPIRAN PADA REKOD

ARKIBTRG.100-1/3/1(4) (SuratLathan - 1

Pilin Add = DateFiled: Fi 1 Aug 2017 11:10:04 & Wi
Modified by: Administrator ~ Modified on: Fri 11 Aug 2017 11:10:04 16 KB
Attachment

F7 Add Attachment

++ More. .

g ARKIBTRG.100-1/3/1(4) (Surat Lafihan) .
— File r®Cords X
Date Filed: Fri 11 Aug 2017 11:10:04
Modified by: Administrator ~ Modified on: Fri 11 Aug 2017 Select records fo file

| | Pilih Lampiran dan

¢ | “ masukkan metadata
e berdasarkan jenis rekod
oo N e A Dsendies & yang dipilih

Surat Latihan DDMS 2.0 ANM Negeri - Letterhead.doce  2/5/2017 11:29 AL

@ OneDrive

{5 Surat Latihan DDMS 2.0 ANM Negerni Kedah Perlis.docx  8/5/2017 10:39 AN
& This PC (0] Surat Latihan DDMS 2.0 ANM Negeri Sabah.doc 10/8/2017 3:57 P ARKIBTRG.100-1/3/1(4) (Surat Latihan)
u Desktop " ME1 Surat | atihan NDMS 2.0 ANM Nengri Sarawak.dnrx 10787207 401 T‘» ¥ - Date Filed: Fri 11 Aug 20 4
Modified by: MOHD AR AHIR - Modified on: Fri 11 Aug 2017 11:1729 16 KB
File name: | Surat Latihan DDMS 2.0 ANM Neg V‘ All Files v

)

LAMPIRAN-1 (SenaraiNam

ARKIBTRG.100-1/3/1(4

ate Filed: Fn 11 Aug

Perl((]'l'(](]ﬂ |_ AMP'R AN ' Modified by: MOHD ARFFINBINTAHR  Madied o Fri 11 Aug 2017 11:1729  15KB
akan keluar di bawah
rekod

1-6of6 << 1 =




Log masuk DDMS 2.0

®
1

Klik pada Site ->
Records
Management Site

y

Klik pada File
Classification Plan

v

Navigasi ke fail yang
mempunyai record

!

Klik pada pautan ‘Minit’

!

Masukkan nama penerima
(emel), Butiran Minit, Priority

v
Klik butang OK

Minit di hantar dab di simpan di “History”




MEMBUAT MINIT PADA REKOD

1. Pilih dan klik pada rekod untuk melihat butiran
2. Klik butang “Minit” untuk menambah Minit pada rekod

DIGITAL DOCUMENT MANAGEMENT SYSTEM (DDMS 2.0))

Date Filed: Fri 10 Mar 2017 12:05:09
Modified by: Administrator  Modified on: Wed 27 Sep 2017 11:00:29 20 KB

Eavorite

MITI100-12/1/3 JLD2(1) (PENGUNAAN NOMBOR FAIL BAHARU MENGIKUT NOMBOR FAIL DIDALAM

1 1w MITIL100-12/1/3 JLD2(2) (BORANG PENGESAHAN PELANTIKANDUTAATAU AGEN PERUBAHAN

| DDMS)
! ' Date Filed: Wed 3 Jan 2018 16:58:06
M | Modified by: Nur Shazwani Binti Mohd Radzi  Modified on: Wed 3 Jan 2018 16:58:06 525 KB

Favorite

Relationships

There aren't any relationships defined yet

¥ Actions

7 Edit Metadata
+ | Reopen Record
“71 Edit Disposition Date
! Copy to...
& Move to...
! Link to...
¥ Delete
" View Audit Log
» Manage Permissions
5’ Add Relationship

+) Add Relationship 4 Classify

2

7 Minit

& pownload

1

I



MEMBUAT MINIT PADA REKOD

1. 7 Klik pada butang “To" untuk memilih nama pengguna yang hendak dihantar
2. Tambahkan arahan/komen /kenyataan di dalam bahagian Minit.
3.  Klik butang “Send” untuk menghantar Minit.

[B] Cdms 2.0 » File Classific: %

< 2> C |(D 10.29.16.17:8080/share/page/site/rm/documentlibrary#fitter=path%7C%2FARKIBETES T%252C%2FARKIBTES T%252C300-%2FARKIBTEST%252C100-3_%2FARKIETH

E=' Apps [:l Computer [_:l Info [_:l Entertainment [:l Programming D Produk D Rumah D Arkib Project [_:l Motor

. ) Se-h . ——— —~ - - - —_— e ,-: . L . - e -— - - - -
¥ Navigation | Minit X
@ File Classification Pl b
ile Classification Plan ATy 1
@ ARKIBTEST.
- To:
ARKIBTEST.100
= @ idzwan(@arkib.gov.my
8 ARKIBTEST.100-1
I8 ARKIBTEST.100-2 z
t
@ ARKIBTEST.100-3 ect User
@ ARKIBTEST.100-311 C
: O c:
5 ARKIBTEST.100- shakirin@arkib. gov.my
@ ARKIBTEST.200 I
8 ARKIBTEST.300 i
s ARKIBTEST.400 Select User
ARKIBTEST.500 1
- ] Subject
I ARKIBTEST.600 2 ARKIBTEST.100-3/1/1/(3)-Senarai Pengguna DDMS 2
B ARKIBTEST.700 — "
init:
¥ File Classification Plan Sila ambil tindakan
Transfers “
Holds . .
22, Unfiled Records Priority: Attach History: Attach Document:

Low v Yes ¥ Yes ¥

» Saved Searches | 3

| Send | | Save ‘ Cancel|




CARIAN MENDAPATKAN SEMULA REKOD

0 DDMS 2.0 menyediakan pelbagai kaedah untuk
membuat carian dan mendapatkan semula rekod

yang telah ditawan.

O DDMS 2.0 juga menyediakan kaedah pencarian
secara terperinci  dimana pengguna boleh
menggabungkan pelbagai jenis kaedah pencarian
dalam satu carian asas.



CARIAN MENDAPATKAN SEMULA REKOD

O Jenis carian yang biasanya digunakan adalah:-

I. Carian melalui Sistem Klasifikasi Fail
(Browse Via File Classification Plan)

1. Carian Pantas (Quick Search)

li. Carian Terperinci (Advanced Search)



CARIAN MENDAPATKAN SEMULA REKOD

L Carian melalui Sistem Klasifikasi Fail

M Records Management Site Dashboard  File Classification Plan

—

L Select 1 Record S £, Import L, Export All
¥ Navigation 1L 3 Scan b= Imp b Exp =

& File Classification Plan

& ARKIBTEST
8 ARKIBTEST 100 "
B8 ARKIBTEST.100-1 - -
g _‘ ARKIBTEST.100-2/1/2(1) (Book1)
5 ARKIBTEST 100-2 I Date Filed: Thu 15 Sep 2016 13:13:40
& ARKIBTEST.100-2/1 ull Modified by: Administrator  Modified on: Thu 15 Sep 2016 13:13.40 8 KB

@ ARKIBTEST.100-2/1/2
@ ARKIBTEST.100-3
5 ARKIBTEST.100-31 d s ARKIBTEST.100-2/1/2(2) (Book1~"1@#5%"()_-+=,.)
@ ARKIBTEST.100-3/111 I Date Filed: Thu 15 Sep 2016 13:27:51
@ ARKIBTEST.200 .I Modified by: Administrator  Modified on: Thu 15 Sep 2016 13:27:51 8 KB
@ ARKIBTEST.200-1

8 ARKIBTEST.200-1/1
& ARKIBTEST 20011411 © —h ARKIBTEST.100-2/1/2(3) (Presentation1~"I@#$%®(()_-++..

&5 ARKIBTEST.300 ‘ Date Filed: Thu 15 Sep 2016 13:34:15
- ARKIBTEIST 300-1 Modified by: idzwan  Modified on: Tue 20 Sep 2016 09:00:52 29 KB

9 ARKIBTEST.300-1/1
@ ARKIBTEST.300-111/1 [ [H]

ARKIBTEST.100-2/1/2(4) (MARKETING MALAYSIAN CONTENTS TO SOUTH AMERIGA)
% ARKIBTEST.400 Date Filed: Thu 15 Sep 2016 14:15:27
B8 ARKIBTEST.500 Modified by: idzwan  Modified on: Thu 15 Sep 2016 14:15:27 32 KB




CARIAN MENDAPATKAN SEMULA REKOD

O Carian Pantas (Quick Search)

Documents
Si
100-12 1 2V05 39 Mesyuarat Ahli Jawatankuasa BAIS Bil. 1 2014 (2076-
1473022899205).docx
" Records Management | 80081401 5849@ARKIBTEST | 6 days ago | 202 KB

=4 | Created - Options =




CARIAN MENDAPATKAN SEMULA REKOD

O Carian Terperinci (Advanced Search)

People Advanced Search

Advanced Search...

m Record s Ma ﬂageme Nt Site Dashboard  File Classification Plan  Recq advanced Search...

Look for Agenda Mesyuarat ~

Keywords:

Required Fields

Tajuk:

Fail:
Nama Pewujud:
Tempat Mesyuarat:

Tarikh Mesyuarat:




CARIAN MENDAPATKAN SEMULA REKOD

O Carian Terperinci (Advanced Search)

M Sea c h Site Dashboard  File Classification Plan  Records Search  Site Members

i

Searchin: Records Managem... v

Q. Malaysia

Filter by: 38 - results found Relevance * €3 *
¥ Creator 1-10 of 38 + Back 1 Mext> 10 perpage *
idzwan 23 ARKIBTEST.100-1/1/1(13) (RE Senarai KF Arkib Negara Malaysia dan Senarai Pengguna - Actions ¥
Administrator 8 excel) ()

Modified 6 days ago by Administrator
Muhammad Shakirin Bin Nasuredin 4 RE: Senarai KF Arkib Negara Malaysia dan Senarai Pengguna - excel

zulfadzli 3 Site: Records Management
In folder: ARKIBTEST JARKIBTEST,300-/ARKIBTEST,100-1_/ARKIBTEST,100-1_1_/ARKIBTEST,100-1_1_1_
¥ FileType Size: 229 K&
Microsoft Word 2007 13
Microsoft Outlook Message 10 ARKIIBTEST.1OO-1{1,-‘1 (6) (Re Senarai KF Arkib Negara Malaysia dan Senarai Pengguna - Actions ¥
excel) (i)

Microsoft Excel Madified 7 days ago by Muhammad Shakirin Bin Nasuredin

Microsoft Word 4 Re: Senarai KF Arkib Negara Malaysia dan Senarai Pengguna - excel

Adobe PDF Document 2 Site: Records Management

chow More In folder: ARKIBTEST JARKIBTEST,300-/ARKIBTEST,100-1 _/ARKIBTEST,100-1_1_ARKIBTEST,100-1_1_1_
Size: 52 KB

¥ Created i i . i )

Today 17 ARKIBTEST.100-2/1/2(16) (RE Senarai KF Arkib Negara Malaysia dan Senarai Pengguna - Actions ¥
excel)

This week 38 Modified 2 days ago by idzwan

Thiz month 32 RE: Senarai KF Arkib Negara Malaysia dan Senarai F‘en%una - excel




MUAT TURUN DOKUMEN

[ Di sebelah kanan Menu, pengguna dapat melihat pautan ‘Download’.

B — - MAMPLL200-2/171(1) (CrossPiatiom (2016-1457 28301 76401)
Lirmgiie Rec o Mamifier 2016-WE3991732573
Oate Filad: Wed 20 Ja 2016 13:07-12
Modihad by nl 1T i Wodfied on: Wied 20 Jul 3015 12:05:13 24 KB
Descrptian

O Klik pautan ‘Download’ untuk memulakan Muat Turun



MENETAPKAN FAVOURITE PADA FAIL

Pilih Fail

d r ;I 1 600-3/2/1 Konsultansi Pengurusan Rekod Elektronik Pejabat Awam
$ ited by: Administrator  Modified on: Thu 10 Aug 2017 16:02:50
I Favorite I

1-10f1 == 1 ==

- Klik pada bintang
$ r 2 3.6[]0—3.-'?.-‘1 KCFIH.SLIHEIHSI F*'engu.rusan R_ekod Elektronik F’ejat—nat _Awam dan warna kuning
I;:mted by: Administrator ~ Modified on: Thu 10 Aug 2017 16:02:50 O
menandakan fail itu
telah ditetapkan
1-10f1 <« 1 >> . . .
sebagai fail ‘favorite’
Fail ‘favorite’ akan My Favorites -
dipaparkan pada user | . ARKiB 100-15/2/8 DOMS 2.0
dashboard. Modified 2 months ago in & Records Management
™ ARKIB.600-3/2/1 Konsultansi Pengurusan Rekod Elektronik Pejabat Awam
Modified 23 hours ago in & Records Management




TUTORIAL PENGGUNAAN

DHGITAL DOCUMENT MANAGEMENT SYSTEW

My Favorites -

04

Records Management Site

M Shared Files

—

v Documents
All Documents

I'm Editing

Others are Editing
Recently Modified
Recently Added
My Favorites

v Shared Files

@ Shared Files
B NET Framework for Windows
B 2010 Office Addin
2013 Office Addin
2016 Office Addin
Addins BackUp
DDMS 2.0 Mobile
IRM Client
MIUAP - Office Addin
PEKELILING
User Manual Fasa Il - BM
User Manual SSC MIUAP
User Manuals - BM
User Manuals - English

IFFFEFFREERNER

Select -

I le " A = 0DLA
SOr anuals 3

Modified 2 months ago by Ad

Zimbra

Modified over 2 years ago by Support Ad

NET ¢ Eoio A4
NF Framework r Window

Modified over 2 years ago by Admin DDM
This folder contains the NET framework required for installing plugins

hiden
Modified over 2 years ago by Ad
This folder contains Training Video for End User




TUTORIAL PENGGUNAAN DD 20

DHGITAL DOCUMENT MANAGEMENT SYSTEW

Module Login.mp4

Log in/ forgot password (5 min)

Modified over 3 years ago by Admnistrator

Record/ upload record (6 min)

Modified over 3 years ago by A

Y 3 Module create record melalui Microsi 4L 5 Module create Outlook Email. mp4 [
Modified over 2 years ago by Admmnistrator 94 A Modified over 3 years ago by Administrator 73 MB

Y 4 Module create record melalui Excel ¢ O itiook Email dengan Lampiran.mp4

Medified over 3 years ago by Ad Strate 157 Mcdified over 2 years ago by Administrato 111 MB

-
P— 3 ¥ P EERE I, o Vo Ty mpee
» 0 ;,‘_1]‘;‘ create Out i

Download, minit/edaran &
carian rekod (11 min)

Modified over 3 years ago by Ad




RUMUSAN

* LOGIN DENGAN NOMBOR KAD PENGENALAN@MITI

. KAEDAH CAPTURE
- save rekod

= KAEDAH PENCARIAN

- Carian melalui Sistem Klasifikasi Fail (Browse Via File Classification Plan)
- Carian Pantas (Quick Search)
- Carian Terperinci (Advanced Search)

= MEMBUAT MINIT & MENGHANTAR EMEL

= TETAPAN FAVORITE PADA FAIL



MAKLUMAT PERHUBUNGAN

MEJA BANTUAN
MITI

OLEREGEEL IS Sl Unit Pembangunan 6200 0341 (Encik Mohd Hasri Hassan)
dan User Name Industri, Bahagian 6200 0362 (Puan Marina Zainal)
Pengurusan Maklumat  industribpm@miti.gov.my

(i)Pengendalian Fail  [8}li Urus Rekod, 6200 0107 (Puan Basyarah Bahaldin)

dan Rekod Bahagian Pentadbiran 6200 0122 (Puan Rohaliza Mohd Yatim)
6200 0136 (Cik Norazlina Abdul Aziz)
urusrekod@miti.gov.my

MEJA BANTUAN
MAMPU
yALE NI EY AT ]l Helpdesk DDMS helpdeskddms@mampu.gov.my
Il ERNIGEE A (MAMPU)



mailto:industribpm@miti.gov.my
mailto:urusrekod@miti.gov.my
mailto:helpdeskddms@

