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1.Introduction

* An Introduction to electronic government or E-Government in 1997
has opened a new chapter in records management in Malaysia

« 4% July 2011 the National Key Economic Areas (NKEA) Steering
Committee agreed to implement the Electronic Record Management
System (ERMS) to the Digital Document Management System
(DDMS) under EPP : e — Government Paperless Government.



« To develop an effective and efficient electronic
records management system

* to create control over government official records

* to iImprove government service delivery systems.

« The life cycle of record starts from the creation,
storage, maintenance and disposal of records.



2. National Archives of Malaysia (NAM) early
preparation

» Creating an Electronic Records Management Division

* Recruitment of archival staff with background in IT
field

* The development of expertise and officers who know
about technical matters




« e-Strategy for Preservation of Government Records
and Archives (e-SPARK)

« Study on best practice

« Australia, United Kingdom, United State, Korea,
Canada and other countries.



e-SPARK Project Phase | Tools/guides

 Electronic Records Management and Archives
Management Policy

« SOP — Archives Management Framework for Electronic
Records

 SOP - Archives Management of Electronic Records

 SOP - Appraisal Management of Electronic Records

« SOP - Guidelines for the Management of Electronic
Records in Public Offices



* Guidelines on Electronic Records Management

» Electronic Records and the National Archives Act 2003

 Electronic Records Management System
Specifications

* Electronic Records Management Training and
Education Guidelines

* Electronic Records Management In Structured
Environment

« Management of Electronic Records In Unstructure
Environment

* Electronic Records Management In the Web
Environment




e-SPARK phase Il, 2006 — 2008 encompass 2 components :

* Electronic Records Management System (ERMS)
* o manage the whole life cycle of electronic records from
Its creation to disposal
» Archival Management System (AMS)
* Providing storage space for digital object and its
metadata based on Open Archival Information System
(OAIS)



 NAM is the lead agency for the development of an
electronic records management system
« TRIM Context at NAM commencing 4 February

2008



3. Record Management Issues and Benefits

« High paper consumption involves a high purchase cost
 use of storage space

« Unable to share information

* Loss of institutional memory

* electronic records will be able to speed up service delivery
« Short duration

« Shared by many employees/staff

« Overcome the time and place

» Sustainable record management at the ministerial level
 Better control and uniform rules

« Control its use



4. Strategic Partnership Approach.

* In cooperation with Malaysian Administrative Modernisation
and Management Planning Unit (MAMPU)

 NAM become Subject Matter Expert (SME)

« MAMPU more to technical aspect and system development

* Department of Standards Malaysia (SM)

« Standard Industrial Research Institute of Malaysia (SIRIM)
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* In 2009, MS ISO 15489 has finally become MS

2223:2009 - Information and Documentation -
Records Management Part 1 — General dan MS
2223:2009 - Information and Documentation -

Records Management Part 2 - Guidelines



* NAM also sits on the Committee Meeting of the
Government Information Technology and Internet
Committee (GITIC)

 the Dbasis of standardizing electronic records
management approaches and methods in Malaysia



5. The initial stage of implementation of ERMS /
DDMS project

 NAM together with MAMPU and local IT Company
to develop an ERMS / DDMS system as a team
 NAM guides the regulatory and legal matters



 NAM also identifies the needs and constraints faced
by public offices. Selection to implement DDMS in all
25 ministries.

 several public offices entities as a pioneer project

* Two prerequisites for the implementation of DDMS
* File Classification Plan (FCP)
* Records Disposal Schedule (RRS)



* The lack of a dedicated setting for record management

* No specific Departmental Records Officer (DRO)

* NAM established five task forces to assist FCP
development

 Train staff to gain a common understanding and
approach

* Workshop with ministries.



Introduction to uniform classification codes:

 House Keeping Records
100 — Administration
200 — Management, Land, Building and
Infrastructure
300 — Asset and Store Management
400 — Financial Management
500 — Human Resources Management



Functional Records

600 — First Function
700 — Second Function
800 — Third Function; and so on



* Development of RDS, it iIs a step after FCP Is
developed
* Must get approval from NAM’s Director General



6. Towards the Implementation  of
ERMS/DDMS

Records Management Aspects:

 File Classification Plan as a Pre-
gualification to be use as a baseline for
every department

* Mapping Process.



* Formation of Records Management Committee

 To plan, design, implement and monitor the
records management program based on the
requirement from MS2223

* Guidelines for the creation and registration of
Electronic Records in the DDMS environment



* Implementation of centralised and decentralised
registry

 Location to be identify

* For decentralised reqistry, there will be a different
set of file classification plan

* Implementation of hybrid records management
and are place In the centralised registry



* For centralised registry, the classification coding will
be the same as Iin the physical file and in the DDMS

» Keep In registry and not for circulation purposes

 The content of the records electronic must be the
same as In the physical file



Infrastructure requirements:
« At least PC/note book with 2gb RAM, Operating
System XP or higher, Google Chrome (Best View)
and having access to internet.



* Cost and location for scanner:

e Support terrain compliant drivers, optical scan
resolution up to 600 dpi, scan up to 20ppm/40ipm at
300 dpi, able to scan up to 1000 pages daily duty
cycle, 50 page automatic document feeder, and catch
misfed pages with ultrasonic double feed detection.



Applications:

* Determine the user role

 Record Administrator (RA) — Records Officer
Agency/Officer in charge

« System Administrator (SA) — system administer with
IT background

* End User (EU)

 Information Worker (IW) — at Registry

* View Only User (VOU) — support staff




Change Management and Trainings:

* Awareness and exposure

* Implementation of records management procedure
* Training on DDMS



* Implementation is done phase by phase

* Top Management

 Officers and supporting staff

* Access and sharing become faster and easier
* Real time transaction

* Progress Is monitored in gant chart



System Design and User Implementation

* The platform is web — based solution

* Cloud computing concept

* Application system, software and hardware is based at
data centre under the supervision of MAMPU

* Accessible through 1Gov*Net/MyGov*Net or internet
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Digital Document
Management System (DDMS)

Core Modules Supporting Modules

l ]

MODULE 1 MODULE 2 PT1 PT2
Record Creation and Maintain and Use of Print Create Record Type &
Capturing Record Metadata

PT3

MODLULE 2 MODULE 4 Search

System Record
Administration Administration

MODULE 5
Record Disposition




« System Is developed based on requirement from MS
ISO 16175 : 2012 Information and documentation —
Principles and functional requirements for records In
electronic office environments - Part 2 : Guidelines and
functional requirements for digital records management
systems.

 Eight stages of Record Ilife cycle are, create,
identification, classification, maintain, hybrid records
management, retention and disposition, discriminate and
administer.



* Application test has been done on September dan
October 2014
* 2 agencies pioneer :
» Malaysian Administrative Modernisation and
Management Planning Unit (MAMPU)
» Malaysia’s Performance Management and Delivery
Unit (PEMANDU)



Records Management Procedure in DDMS Application

The Elements:

 Creation of records

* Records capture
Capturing incoming malil
Capturing outgoing maill
Capturing attachment
Capturing facsimile
Capturing official email
Capturing forms
Capturing Financial records



» Security and access control

» Searching and detection
 Circulation and usage

* Minutes and order

» Capturing amendment of misfilling

* Opening and closing new file volume
» Updating User Profile

* Records Disposal
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FAST

The record is accessible for
less than 10 seconds

SERVICES
FLEXIBILITY

Every direction can be more
transparent and open

CONTROL OF CONTENTS, CONTEXT
AND STRUCTURES OF RECORD

INFORMATION PARTNERSHIP
AND PUBLIC SECTOR
RESOURCES CENTRE

Records can be shared and
download easily

SUPPORT THE
GOVERNMENT GREEN
ICT INITIATIVES

Record keeping is electronically

INSTITUTIONAL MEMORY CAN and centrally
BE PRESERVED

Each record describing the decision, direction
and management of the leadership is maintained
as a departmental memory of the institution



In the Year 2015, MAMPU and NAM has
Implemented DDMS 1.0

* Ministries (25) and agency (4)

« 20,000 active users are registered

 DDMS 1.0 developed by an outsource company

« Pay Per Use Per Month

« 2 years contract basis



Transition to DDMS 2.0

» Attachment of Archives Officer to every ministries

* Feedback on the usage of the system consist of the
Infrastructure needs, space, software and hardware

* Meeting Committee of Communication Content and
Infrastructure (CCIl) on May 2015

* Implementation of DDMS2.0 for the year 2016



DDMS 2.0 will have the following key goals :

» Centralized system for all stakeholders to standardize the
Records Management processes across all agencies,
with robust security mechanism

« Compliance with MS ISO 16175

* Integration with Email clients such as Outlook and Zimbra

* Integration with third party application — myMesyuarat

« Data migration from DDMS 1.0 to DDMS 2.0

- The DDMS 2.0 project will have Joint Application
Development (JAD) model, wherein MAMPU'’s team will
be actively engaged during the entire project lifecycle.




Implementation of DDMS 2.0, NAM Is the system

owner and responsible for:

* To provide and update standard and procedure of
records management

« User manual

« Compliance to all public sectors

* Impact Assessment Study DDMS 2.0

 Allocation for the improvement of DDMS 2.0 at
RMKe-12 (Five Years Malaysia Plan,



* Allocation and Implementation for Change
Management Including  forum/user  group,
promotion, training

* Implementation up to different level security of
access

« Data leakage protection system issue

* To plan and implement DDMS 2.0 from the year
2017 with MAMPU
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Recently Modified
Recently Added
My Favorites
Synced Content
Synced with Errors

w Shared Files

@@ Shared Files

MNET Framework for Windows
2010 Office Addin
2013 Office Addin
2016 Office Addin
Addins BacklUp

User Manuals - BM
User Manuals - English
WVideo Tutornial

WSTO setup

Zimbra

¥ Categories
=1 Category Root

v Tags

O

O

O

O

O

Create__.

Upload «= Sync to Cloud Selected ltems_.. ~

Disposition User_Manual_RM v1 .0 . docx
Created 2 months ago by Administrator 3 MB
(None)
Mo Tags

Faworite
First time Login_pdf K
Modified about a year ago by Administrator 570 KB
(None)
Mo Tags

Faworite
User_ Manual_Agency_Admin v1_.3 docx
Modified about a year ago by Administrator 10 MB
(None)
Mo Tags

Faworite
User_ Manual_Info_Worker v1_3 . docx
Modified about a year ago by Administrator 9 MB
(None)
Mo Tags

Faworite
User_ Manual_RM v1.3 docx
Modified about a year ago by Administrator 12 MB
(Mone)
Mo Tags

Faworite
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Shared Files - Video

— C B MAMPLU (Malaysian Admin Modemnisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/c

v Documents
All Documents

I'm Editing

Others are Editing
Recently Modified
Recently Added
My Favaorites
Synced Content

Synced with Errors

¥ Shared Files
B Shared Files

@@ NET Framework for Windows |
2010 Office Addin
2013 Office Addin
20186 Office Addin
Addins BacklUp
User Manuals - BM
User Manuals - English
@ Video Tutorial
B WETO setup
» Zimbra

¥ Categories
=1 Category Root

¥ Tags

]

O

O

]

Select ~ Create___

Upload = Sync to Cloud Selected ltems_.. ~

1 Module Login.mp<
Meodified about a year agoe by Administrator 144 MB
(None)
Mo Tags
Fawvorite
2 Module create record melalul fungsi muat naik.mp4
Modified about a year agoe by Administrator 147 MB
(None)
Mo Tags
Fawvorite
3 Module create record melalui Microsoft Word.mp<
Modified about a year ago by Administrator 94 MB
(None)
No Tags
Fawvorite
4 Module create record melalui Excel dan Powerpoint. mp4
Modified about a year ago by Administrator 157 MB
(None)
MNo Tags
Favorite
S Module create Outlook Email.mp<4
Modified about a year ago by Administrator 73 MB
(None)
Mo Tags

Fawvorite



Shared Files - Video

DESECEEELA
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& ¢ & MAMPU (Malaysian Admin Medemisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/context/shared/document-details?nodeRef=workspace://SpacesStore/fbddaadd-b4d0-4718-8318-e6199284a030

M Document Details

—

Shared Files > §& Video Tutorigl

Modified by Administrator on Fri 3 Mar 2017 17:23:46 Favorite Like 0

¥ Document Actions

[ View In Browser

iE Copy to...

DIGITAL DOCUM™ ™~ MANAGEMENT
SYSTEM 2.0 (DDM P TRAINING VIDEO

5 Start Workflow

[ Email as link
7 Minit
Print Metadata

3 Module create record melalui Microsoft Word.mpd

0:00/5:00 Print Metadata With Content

e Print Content
Print Matadata For Al Records

Print Matadata For Selected Records

Comments

¥ Properties
Add Comment

Name: 3 Module create record melalui Microscft Word. mpd
No comments Title: (Mane)
Description: {None)

Author: (None)
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& G & MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/site/rm/dashboard

Sites

) Records Management

Site Activities

My activities ~ all items « in the last 14 days -

All Members

ARKIB Agency Admin Last week
Rale Agency Admin

. En. Jaafar Sidek bin Hj Abdul Rahman previewed document [ PENCALONAN V
(2018-1541120165477).msg

Aniza bt. Mohd A days ago

Role.End User

Cik Che Juliana Che Mat
Role End User

A Cik Fadzlette Azra hinti Fesal M



' ] Ddms 20 My Tasks

@ My Tasks

¥ Tasks
Active
Completed

¥ Due
Today
Tomarrow
Next 7 days
Overdue
Na Date

¥ Priority
High
Medium

Low

¥ Assignee
e

Unassigned

X

My Tasks

+

& - C @ MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/my-tasks#filter=workflows|active

5% Start Workflow

— =l

* 0

Q, search files, people, sites

x)
\'x) ]

2131456 7|8]9

ARKIB.100-1/6/5/(4)-Pelaksanaan Pekeliling Kemajuan Pentadbiran Awam (PKPA) Bil.4 Tahun 2018 myPortfolio: Panduan Kerja Sektor Awam - Ketua Setiausaha,Kementerian Pelancongan, Seni Dan Budaya Malaysia.

Due: (None) Started: 02 November, 2018
Status: Not Yet Started
Type: Minit Review

Description: ARKIB.100-1/6/5/(4)-Pelaksanaan Pekeliling Kemajuan Pentadbiran Awam (PKPA) Bil.4 Tahun 2018 myPortfolio: Panduan Kerja Sektor Awam - Ketua Setiausaha, Kementerian Pelancongan, Seni Dan Budaya Malaysia

Started by: Pn. Nazathul Hamimi Abdullah

ARKIB.600-2/2/1 JLD2/(84)-Pengemaskinian Pelantikan Pegawai Rekod Jabatan (PRJ) Kementerian Pendidikan Malaysia, Oktober 2018
Due: (None) Started: 02 November, 2018

Status: Not Yet Started

Type: Minit Review

Description: ARKIB.600-2/2/1 JLD2/(84)-Pengemaskinian Pelantikan Pegawal Rekod Jabatan (PRJ) Kementerian Pendidikan Malaysia, Okiober 2018
Started by: Pn. Nurul Shahidah Khalid

ARKIB.500-3/5/8i(17)-requesting to preparing workshop
Due: (None) Started: 02 November, 2018
Status: Not Yet Started

Type: Minit Review

Description: ARKIB.500-3/5/8/(17)-requesting to preparing workshop
Started by: Pn. Nazathul Hamimi Abdullah

ARKIB.100-8/2/2(12)-Mesyuarat Kalendar Bagi Tahun 2019 Bahagian Perancangan dan Penyelarasan (BPP)

Due: (None) Started: 02 November, 2018

Status: Not Yet Started

Type: Minit Review

Description: ARKIB.100-6/2/2/{12)-Mesyuarat Kalendar Bagi Tahun 2019 Bahagian Perancangan dan Penyelarasan (BPP)

Started by: Pn. Amy Ngau Ing

ARKIB.100-8/1/1/(6)-PENCALONAN WAKIL BAGI JAWATANKUASA PERINDUSTRIAN STANDARD PENGURUSAN KUALITI DAN ORGANISASI (ISC Y)
Due: (None) Started: 02 November, 2018

# Edit Task
View Task
& View Workflow

10
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« > C

My Tasks

. .

& MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/my-tasks#filter=v

@ My Tasks

v Tasks
Active
Completed

¥ Due
Today
Tomarrow
Mext 7 days
Owverdue
Mo Date

¥ Priority
High
Medium
Lo

¥ Assignee
M

Unassigned

Start Workflow

ARKIB.100-1/6/5/(4)-Pelaksanaan Pekeliling Kemajuan Pentadbiran Awam (PKPA) Bil.4 Tahun 2018 myPortfolio:
Due: (None) Started: 05 November, 2018

Status: Not Yet Started

Type: Minit Review

Description: ARKIB. 100-1/6/5/(4)-Pelaksanaan Pekeliling Kemajuan Pentadbiran Avwam {PKPA) Bil. 4 Tahun 2018 myPortfolio: Pa
Started by: Pn. Nazathul Hamimi Abdullah

ARKIB.600-2/2/1 JLDZ/(84)-Pengemaskinian Pelantikan Pegawai Rekod Jabatan (PRJ) Kementerian Pendidikan
Dus: (Mone) Started: 02 Movember, 2018

Status: Mot Yet Started

Type: Minit Review

Description: ARKIB.6OD-2/2/1 JLD2/(84 }-Pengemaskinian Pelantikan Pegawai Rekod Jabatan (PRJ) Kementerian Pendidikan Mz
Started by: Pn. Nurul Shahidah Khalid

ARKIB.S00-3/5/8/(17)-requesting to preparing workshop
Due: (None) Started: 02 NMovember. 2018
Status: Not Yet Started

Type: Minit Review

Description: ARKIB.S00-3/5/8/(17 }-requesting to preparing workshop
Started by: Pn. Nazathul Hamimi Abdullah

ARKIB.100-6/2/2/(12)-Mesyuarat Kalendar Bagi Tahun 2019 Bahagian Perancangan dan Penyelarasan (BPP)
Dus: (None) Started: 02 November, 2018

Status: Not Yet Started

Type: Minit Review

Description: ARKIB. 100-6/2/2/(12)-Mesyuarat Kalendar Bagi Tahun 2019 Bahagian Perancangan dan Penyelarasan {BPP)
Started by: Pn. Amy Ngau Ing

ARKIB.100-8/1/1/(6)-PENCALONAN WAKIL BAGI JAWATANKUASA PERINDUSTRIAN STANDARD PENGURUSAM
Due: (Mone) Started: 02 Movember. 2018
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Users  Groups
Search for Site
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| O, Search

ARKIB Agency Admin

Administrator SPRE

Ahmad Sahbuddin Bin Hj. Jamhari

Al Shonia Olviatie binti Samsudin

Aniza bt. Mohd

Azlina binti Yahya

CHE REHAN BINTI HARUN

Cik Che Juliana Che Mat

Cik Fadzlette Azra binti Fesal

P

L

Site Dashboard

File Classification Plan

w0

Q, searchfiles, people, sites

Records Search  Site Members

Agency Admin

Agency Admin

End User

End User

End User

End User

End User

End User

End User

0



Search for Site Members
R <>

_— [ B  MAMPLU (Malaysian Admin Modemisation and Mgmt Planning Unit) [MY] | httpss

Records Management

Users SGroups

Search for Site Members

. Search

ARKIB Agency Admin

Administrator SPRE

Ahmad Sahbuddin Bin Hj. Jambhari

Ad Shonia Olviatie binti Samsudin

Aniza bt. Mohd

Aziina binti Yahya

CHE REHAMN BINTI HARUM



Site Members — Site Activities

' [ Dams 205 Records Mansgeme: % [+

€ C @ MAMPU (Malaysian Admin Modemisation and Mgt Planning Unit) [MY] | https,//ddms.malaysia.gov.my/share/page/site/m)dashboard % 0

Q Searchfiles, people, stes iﬁ]

M RECOI’dS Maﬂagement Site Dashboard  File Classification Plan  Records Search  Site Members O'
M
L=
Site Members Site Activities
1-1000f 100 All Members My acfvities = allitems ~ inthelast 14 days -
ARKIB Agency Admin Last week
Role Agency Admin

. En. Jasfar Sidek bin Hj Abdul Rahman previewed document [} PENCALONAN WAKIL BAGI JAWATANKLASA PERINDUSTRIAN STANDARD PENGURUSAN KUALITI DAN ORGANISASI (ISCY)
(2018-1541120165477) msqy

Aniza bt Mohd 3daysago

Role End User

Cik Che Juliana Che Mat
Role End User

M Cik Farzlette Azra hinti Fesal M
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IE] Dddns 20 » Fle Classification Fie. % o

& (¢ & MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY]

https://ddmsmalaysia.gov.my/share/page/site/rm/document]ibrary

*r 8

Q. search files. people. sites ] =

@ Records Management

Site Dashboard  File Classification Plan.  Records Search  Site Members (3

v Navigation Selact - New Classific, Naw File Recard Scan @ o Mz Selected llems.... - £+ Name - Opfions ~
8 File Classification Plan J
I ARKIE

o F ARKIB.
¥ File Disposition Plan E, Created by: Adminisirator

B Translers 1-10f1 s 1 2
[ Holds
=1 Unfiled Records

Modifiad on: Tue 26 Sep 2017 20:18:42

» Saved Searches

MM 18 2016 Hak Cipta Kerajsan Malaysia

'
\i‘ 1541146707778 (20..48F *

‘§hnwnl| %




File Classification Plan — Cont...

<« C & MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/site/rm/document

- . Select - Mew Classification Mew File Record Scan Manage Permissions Jp Manage Rules
¥ Navigation N : o liznag

= File Classification Plan kol

O

i ARKIB. wp F ARKIB.
B ARKIB.100 |§| Created by: Administrator  Modified on: Tue 26 Sep 2017 20:18:42
s ARKIB.200

I ARKIB.300 1-1o0f1 =< 1 ==
I ARKIB.400
B ARKIB.S0D
n ARKIB.G0OD
» ARKIB.T00

¥ File Disposition Plan
9 Transfers

Holds
[% Unfiled Records l

» Saved Searches
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&« (&} & MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/site/rm/documentlibrary#filter=path%7C%2FARKIE G2

Records Management

v Navigation Select - Mew Classification New File Record Scan @ Manage Permissions rjo Manage Rules Selected Items... -
i File Classification Plan ]
5 ARKIB. B F ARKIB.200-1 Tanah, Bangunan dan Infrastruktur-Tadbir Urus Tanah, Bangunan dan Infrastruktur
B8 ARKIB.100 - @ Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:52:29
9 ARKIB.200
53 ARKIB.200-2 Tanah, Bangunan dan Infrastruktur-Perclehan, Pelepasan dan Tukar Guna Tanah
8 ARKIB 200-1 -
- = I_I - ) B - - -
B ARKIB200-2 @ Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:52:35
8 ARKIB.200-3 P F ARKIB.200-3 Tanah, Bangunan dan Infrastruktur-Perclehan/ Pembinaan/ Pelupusan/ Naik Taraf Bangunan
9 ARKIB.200-4 - @ Created by: Administrator  Modified on: Tue 26 Sep 2017 20:52:51
) ] 200-4 Tanah, Bangunan dan Infrastruktur-Sewaan
5 ARKIB.200-5 % ARKIB 200-4 Tanah, B dan Infrastruktur-S
£ ARKIB.200-6 . B Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:55:41
I8 ARKIB.200-7
I ARKIB 300 P F ARKIB.200-5 Tanah, Bangunan dan Infrastruktur-Keselamatan Bangunan/ Tanah
8 ARKIB.40D " - @ Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:56:43
i ARKIB.500 P F ARKIB.200-6 Tanah, Bangunan dan Infrastruktur-Penyenggaraan
B9 ARKIB 600 - = Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:57:27
In ARKIB.700
" _200-7 Tanah, Bangunan dan Infrastruktur-Tempahan Penggunaan Fasilifi
b ARKIB.200-7 Tanah, B dan Infrastruktur-Ti han P Fasiliti
¥ File Disposition Plan - @ Created by: Administrator ~ Modified on: Tue 26 Sep 2017 20:58:26
9 Transfers
[#} Holds 1-Tof7 << 1 >

[&% Unfiled Records

» Saved Searches
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< (&) # MAMPU (Malaysian Admin Modernisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/share/page/site/rm/documentlibrary#filter=path

Records Management

v Navigation Select - Mew Classification Mew File Record Scan W@ Manage Permissions r@ Manage Rules Selected ltems... -
@@ File Classification Plan
B ARKIB. o ARKIB.300-1/1/1 Pelantikan Pegawai Aset Alih
B8 ARKIB.100 B Created by: Administrator Modified on: Fri 27 Jul 2018 09:58:52
B ARKIB.200 Favorite
@ ARKIB.300

ARKIB.300-1/1/2 Pelantikan Jawatankuasa Penyiasat
Created by: Administrator Modified on: Tue 26 Sep 2017 20:58:43

B ARKIB.300-1
@ ARKIB.300-1/1
I ARKIB.300-1/1/1
I ARKIB.300-1/1/2
I ARKIB.300-1/1/3
I ARKIB.300-1/1/4
» ARKIB.300-1/1/5
I ARKIB.300-1/1/8
I ARKIB.300-1/1/7
m ARKIB.300-1/2
» ARKIB.300-1/3 ARKIB.300-1/1/5 Pelantikan Pegawai Pemeriksa Aset Alih
» ARKIB.300-1/4 Created by: Pn. Raabiatul Adawiyah Mat Tari Modified on: Wed 6 Jun 2018 11:25:07
I ARKIB.300-1/5 Favorite
I ARKIB.300-2
I ARKIB.300-3
I ARKIB.300-4

O
de

IEEEY.

Favorite

ARKIB.300-1/1/3 Pelantikan Jawatankuasa Pengurusan Aset Alih Kerajaan
Created by: Administrator Modified on: Tue 26 Sep 2017 20:58:43

Favorite

ARKIB.300-1/1/4 Pelantikan Pegawai Stor
Created by: Administrator Modified on: Fri 17 Aug 2018 11:35:44

Favorite

O
&e-

O
4e-

o ARKIB.300-1/1/6 Pelantikan Lembaga Pemeriksa Pelupusan Aset dan Stok
fs ARKIB.300-5 4 Created by: Pn. Raabiatul Adawiyah Mat Tari  Modified on: Tue 22 May 2018 08:28:51
M ARKIB 400 _
B ARKIB.500 Favorite
I ARKIB.G0OOD D-g r ARKIB.SDD—H‘I#’T_ Pemyeriﬁkasi Stor _
I ARKIB.T00 Created by: Cik Hafizah Mat Isa Modified on: Mon 8 Oct 2018 10:37:06

Favorite

—rIE L PwE_ o _ _TaT_ TN
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Q Search files, people, sites

i) ®
@ Records Management Site Dashboard ~ Flle Classification Plan  Records Search — Site Members 0
Y Navigation Selet + NewCiassiicaon W NewFie & Record % Scan N Manage Permissions o Manage Rules  Selected lems...» i4 Name-  Options -
[ File Classfication Plan ]
5 ARKIB. . ARKIB.300-1/1/1(29) (Pelantikan Peganai Aset Arkb Negara Malaysia Neger PeriisKedah)
B ARKBAN - Date Fld: i 12 Jan 2018 155047
[ ARKIB.200 Modified by: Pn. Nurul Shahidah Khaid  Modified on: Fri 12 Jan 2018 15:51:43  23KB
i ARKIB 300 Favorte
3 ARKIB 300-1
i ARKIB 3004/ B ARKIB.300-111/1(30) (Pencalonan Bagi Pelantikan Sebagai Pegawai Pemericsa Aset Alin dan Stor Kerajaan Arkib Negara Malaysia Neger Perak Bagi Tahun 2018-2019)
& ARKBAN- - Date Filed: Wed 17 Jan 2018 145235
: Modified by: Pn. Fatimah Abdul Rashid -~ Modified on; Wed 17 Jan 2018 14:54:37  37KB
[ ARKIB 3001112
Favorile
[ ARKIB 3001173
[ ARKIB.300-1114 )
- ARKIB.300-1/1/1(25) (FW PENCALONAN NAMA PEGAWAI ASET DI SEKSYEN PAMERAN DAN ARKIB PENDIDIKAN) ¥ Download
B ARBAC-NE Date Fled:ii3Nov 2017 12005 B i
[ ARKIB300-1116 ~ Modifed by En. Mohamad Arf Mofd Yunus  Modified on:Fri 3 Nov 2017 120046 33KB B Add Azchment
[ ARKIB300-1177 : Favoite o Mo
[ ARKIB 300-112
BOARKBILG 8 ARKIB300-111(27) (Menyemak Mengemaskini Nama-nama Pegawai Aset ANM Sedia Ada)
. ARKIB 300-1/4 . ::__ Date Filed: Tue 9 Jan 2018 09:51:45
o ARKE 00-45 - Modified by: En. Mohamad Arif Mohd Yunus -~ Modified on: Tue 9 Jan 2018 095824 91KB
e Favorte
[ ARKIB300-2
8 ARKE 30 - ARKIB.300-1/1/1(14) (Nama Pegawai Aset Seksyen Perkfidmatan Repositori)
0 ARKIB 004 | . Date Fled: Wed 26 At 2017 144157
5 ARKIB300-5 Modified by: Administrator  Modified on: Tue 26 Sep 2017 205639 29KB
. ARKIB.400 Favorite
[ ARKIB 500
[ ARKIB 600 - ‘ ARKIB.300-1/111(21) (Pelantikan Pegawai Aset Alih ANM Negeri Johar)

I ARKIR 700 — DateFiled: Thu3 Aug 2017 15:35:3



File Classification Plan - Cont

B ARKIB.300-1/1/1(25) (FW PENCALONAN NAMA PEGAWAI ASET DI SEKSYEN PAMERAN DA

Date Filed: Fri 3 Nov 2017 12:00:15
S Modified by: En. Mohamad Arif Mohd Yunus ~ Modified on: Fri 3 Nov 2017 12:00:16 33 KB

Favorite

o

ARKIB.300-1/11(27) (Menyemak Mengemaskini Nama-nama Pegawai Aset ANM Sedia Ada)

o Date Filed: Tue 9 Jan 2015 09:51:45
Modified by: En. Mohamad Arf Mohd Yunus ~ Modified on: Tue 9 Jan 2016 09:58:24 91 KB

— Favorite
ARKIB.300-1/1/1(14) (Nama Pegawai Aset Seksyen Perkhidmatan Repositori)

Date Filed: Wed 26 Apr 2017 14:41:57
Modified by: Administrator ~ Modified on: Tue 26 Sep 2017 20:56:39 29 KB

Favarite
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% ARKIB.300-1/1/1(27) (Menyemak Mengemaskini Nama-nama Pegawai Aset ANM Sedia Ada) [
Modified by En. Mohamad Arif Mohd Yunus on Tue 9 Jan 2018 09:58:24

O @Previos @DNet [t /8 | = o 197% Maimize - Downlosd
- $ 14 v Actions

7 Minit

= Print Metadata

= Print Metadata With Content
! Print Content

v Properties

BAHAGIAN KHIDMAT PENGURUSAN

Record Type: Surat Menyurat

ARKIB NEGARA MALAYSIA Record No: ARKIB.300-1/11(27)
RUj. Kam| . ARK'B. 300-1."1[1 ( ) Classification: Open/Unclassified
Tarikh . Januari 2018 Tajuk: Menyemak Mengemaskini Nama-nama Pegawai Aset ANM Sedia Ada

Fail: ARKIB.300-1/1/1

Jenis Surat: Surat Keluar

Pengarah-Pengarah Bahagian
Ketua-Ketua Seksyen No. Rujukan Kami: ARKIB.300-1111027)
Pengarah-Pengarah ANM Negeri Taikh Suat Tue 9 Jan 2018

No. Rujukan Tuan: (None)

Tarikh Terima Surat: (None)
Nama Pengirim: (None)
Tuan'lpuan’ Jawatan Penginim: (None)

Jabatan Pengirim: Select

Jawatan Penerima: (None)



DDMS Document

4 Download
= Minit
= Add Attachment

«o+ More. ..




Search

& C & MAMPU (Malaysian Admin Modemisation and Mgmt Flanning Unit) [MY] | https://ddms.malaysia.gov.my/shara/page/site/rm/msearch i e
_ Q4 search files. people, sites ® I‘
Site Dashboard  File Classificstion Plan  Records Search  Site Members .
]
—

Search Saved Searcnes - || Delele Searel

Results

Query Text

Insert Fisld Insert Dale. 5

New Search

» Rasults opbons

SEANn

Mu 82016 Hak Cipta Kerajzan Malzysia

B 1591148707778 (2006 A

Shaw all X




Search — Cont...

[ & MAMPU (Malaysian Admin Modermnisation and Mgmt Planning Unit) [MY] | https://ddms.malaysia.gov.my/sha

Search
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Insert Field: Insert Date:

» Results options
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Search
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Results

Query Text

b Results o

Insert Field: | Select... - Insert Date:

Record

Disposition Schedule
Web Record

POF Record
Scanned Record

3
3
3
3
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Digital Photograph Record »

Keywords (text and name)
MName

Title

Description

Creator

Created

Modifier

Modified

Author
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Search

Cntena
Results

Query Text
Insert Field: | Select.. - | Insert Date:
Content 3
RECORENI  (cenifer
Disposition Schedule 3 Date Filzd
Web Record » Review Dale
» Resultsol PDF Record b Locafion
Scanned Record b Supplemental Marking List
Digital Photograph Record »
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Search

Criteria
RHesults

Query Text

Insert Field: | Select... - Insert Date:
Content b
Record r

1 DiSpesiion SEREAUSTI  Dispositon Events

Web Record Disposition Action Name
» Resultso| FPDF Record Disposition Action As Of Date
Scanned Record Disposition Events Eligible

Digital Photograph Record Disposition Period
Has Disposition Schedule
Disposition Instructions

JFR Mame
Vital Record Review Period

- T v v
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Search

Query Text

Insert Field: | Select.. - | Insert Date:
Caontent b
Record ’

Disposition Schedule 3

— [EOREONN  web site Name
» Resultso| PODF Record b Capture Date
Scanned Record b Content Management System
Digital Photograph Record » Web File Mame
Capture Method
Web Platform
Contact
Web Site URL
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Search

Crteria
Results

Query Text
Insert Field: | Select... - Insert Date:
Content b
Record b
Disposition Schedule 3
Web Record b
» Results ﬂ_ Creating Application
Scanned Record b Producing Application Version
Digital Photograph Record » Document Security Seftings
Producing Application
PDF Version
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Search

Query Text

Insert Field: | Select.. - Insert Date:

Content

Record

Disposition Schedule
Web Record

» Results o PDF Record
Scanned Record

Fhotographer
Image Source
Image Size X
EXIF Information
Caption
Compression

Bit Depth

Image Size Y
ICC/ACM Profile
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Look for: Agenda Mesyuarat -

Keywords:

Tajuk:

Fail:
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Conclusion

« DDMS has bring a new era of changing especially in the
landscape of records management in public sectors.

« Smart sharing between MAMPU (as technical support)
and NAM (as SME) has bring Malaysia to a level of
managing records like any other developed countries.

* The system Is developed based on the current needs of
organisation

« DDMS will be implement to the national level and will
become one of NAM important agenda in the future.
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