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Abstract

The goal of this article is to highlight a special project completed by a final semester
Bachelor of Information Science (Hons.) Resource Centre Management student at UiTM
Shah Alam’s Perpustakaan Tun Abdul Razak (PTAR). In addition to the internship activity in
the company or organisation, students must complete a special project as an extra task that
will contribute to the library. The focus of this article is on a particular project involving a
tutorial on how to use the library UiTM’s MyKnowledge Management (MyKM) website. The
development method was used, with stages such as analysing the learning objectives, creating
a storey board, validating the story board, revising the story board, and creating video tutorial
media. The article will be discussing about the process of creating the video tutorial and user
guidelines.
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1. Introduction

Knowledge management has now become a mainstream priority for businesses of all sizes.
According to Bhojaraju, G. (2019), Securing and effectively disseminating a company’s most
valuable Knowledge (asset) across the enterprise is a business-critical issue for many helps
desk, customer support, and IT departments. Abdul Kalam (2004), have earlier stated that the
systematic process of finding, selecting, organising, distilling, and presenting information
improves an employee’s comprehension in a specific area of interest in knowledge
management, that will assist the organisation in gaining insight and understanding from its
own experiences. Specific knowledge management tasks aid in the acquisition, storage, and
utilisation of knowledge for problem solving, dynamic learning, strategic planning, and
decision making. It also reduces the deterioration of intellectual assets, improves firm
intelligence, and increases flexibility. This is later enhanced by the Gartner Group (2005),
that define knowledge management as a discipline that encourages an integrated approach to
identifying and managing all of an organization’s information assets, that include database
records, rules, and processes, as well as individuals’ unarticulated skill and experience, are
examples of information assets and this will go through process of developing, technical, and
organisational infrastructure; all aspects of knowledge management are being done for the
purpose of systematic storage and easy retrieval. Intezari, A. et al. (2017) have mentioned that
knowledge management encompasses more than just knowledge technology. To achieve
strategic business objectives, knowledge management must be an enabler. Attempts to impose
new technical infrastructures that are either unsuited for their work settings or where
employees are unwilling to share expertise have resulted in a lot of organisational garbage.
As a result, the knowledge management effort emerges as a solution to such difficulties,
bringing together people, processes, and technology to assist corporations in achieving their
goals and vision.

The situation of emergence technology and fast changing trends nowadays had made most of
the organizations to reduce cycle times, operate with minimal fixed assets and overhead
(people, inventory, and facilities), shorten product development time, improve customer
service, empower employees, innovate and deliver high quality products, increase flexibility
and adoption, capture information, create knowledge, share, and learn in order to serve
customers well and remain relevant in business. None of this is possible unless all employees
and teams, at work and in the marketplace, maintain a constant focus on the creation,
updating, availability, quality, and use of knowledge.
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Figure 1. Component of knowledge management

Based on the actual experiences of the world’s leading KM case studies, the components of
KM can be broadly classified into three classes: people, processes, and technology (as seen in
Figure 1). While all three are necessary for developing a learning organisation and achieving
business results from KM, the majority of organisations worldwide that have implemented
KM have found it relatively easier to implement technology and processes. This is the focus
of UiTM Library in creating the My knowledge Management (MyKM) where the objectives
are to serve people and adapting to as much technology as adherence to the process all
together.

2. My Knowledge Management (MyKM)

UiTM Library has created the My knowledge Management (MyKM) system to collect,
manage, and disseminate knowledge information based on reference materials produced by
UiTM authors and researchers as well as the rest of scholar’s contributions all around the
world. The goal of MyKM is to collect and manage knowledge through the provision of
reference materials in various fields that are produced and published either within or outside
the university, to promote the element of knowledge transfer and knowledge sharing to
improve intellectualism among the university community, and to empower MyKM as a
leading reference and user in gaining knowledge transfer and knowledge sharing to improve
intellectualism among the university community and empowering MyKM as a leading
reference and reader in gaining knowledge based on research expertise and best practices.
This is done to support the library’s objectives of providing the best possible services to
library users, as well as to contribute to raising awareness of the importance of celebrating
knowledge in all forms.

3. My Knowledge Management (MyKM) Tutorial Video

Technology alone cannot promote the expected returns because returns are realised by
end-users through the use of technology. According to Mmatloa (2020), organisations have
realised that deploying a solution is the easy part of supporting KM. This have influenced the
establishment of the project in order to further provide a medium for the users to be able to
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connect with MyKM more effective. When it comes to teaching a procedure or offering
step-by-step directions, tutorial videos are the go-to educational tool. Tutorial videos are
typically 2—10 minutes long and use a variety of instructional strategies. The greatest
instructional videos, sometimes known as “how-to” videos, are well-planned and polished.
Video tutorials have been proved to be an effective medium for learning, for example, by
providing user-guided experience (Duffy, 2008) and encouraging learners to explore and
learn at their own pace (Mullampy, 2010; Duncan, 2013). Video tutorials are useful in
offering an introduction to a technology and displaying how a piece of software may be built
within an IDE (Integrated Development Environment), according to a study by MacLeod et al.
(2015) on programming videos on YouTube. Ponzanelli et al. conducted a developer poll a
year later (2016), and found that many developers use video tutorials on a regular basis. The
proposals of creating a tutorial video and guideline for the user were accepted by the library
after a pitching session on justifying the needs to embrace the user’s feedback and
informational needs. With these, it is hoped that students or library users will be able to
obtain a wealth of information, and this website will be more tailored to the individual who is
logged in. The notable part of MyKM is that students can check on their own how many
books they have borrowed, what books they still have borrowed, if they have a fine or not,
and so on. Every UiTM student should be conscious of and exposed to this website, as it is a
novel system with numerous advantages.

MyKnowledge Management

MyKnowledge Management

00016
$renE

Figure 2. Snapshot of video tutorial my knowledge management (MyKM) opening

The narrator in this video tutorial, which lasts 14:39 minutes, goes over each component of
the website, including the home page, information resources, knowledge sharing, open
educational resources, and MyKM. There are online databases, E-books, local content hubs,
exam papers, khazanah melayu (Malay Heritage) repositories, open access discovery, and
institutional repositories amongst some of the information resources. According to Bao, L.
(2018), system developers not only require not only conceptual knowledge, for example
knowledge about the concepts and APIs involved in the task, but also procedural knowledge,
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that is all actions and manipulations that apply conceptual knowledge in the task, to complete
a programme task. Software artefacts, such as task-created code, keep track of factual
information for software development. Although the project does not require the assessing
and creating of guidelines for the developer that are more technical, guideline for the user is
crucial and important. These strongly suggest that having a tutorial guide will help in
completing the task in a programme; as in this case the MyKM.

3.1 Methodology

Research indicates that the active generation and elaboration of material explanations is more
useful than the passive spending of time reading or listening to teachers, lecturers or tutor
((Graesser, et al., 2005). In developing MyKM guidelines, a strategic plan based on a
successful tutorial development are taking place.

PROPOSAL DEVELOPMENT

PLANNING STAGE STAGE

IMPLEMENTATION

STAGE

Figure 3. Stages of tutorial development

3.1.1 Proposal Stage

During the proposal stage, there are a few vital elements included that is the objectives, the
targeted user and layout plan. Objectives in education are brief statements that describe what
is the outcomes expected by the user; for MyKM it is to further enhance their comprehension
and skills in administering and navigating the sites. During a monthly department meeting,
the proposal is presented to the ICT department supervisor with the presence of the
organization’s heads. After a pitching session the library accepted the proposals for creating a
video tutorial and user guidelines justifying the user needs in terms of feedback and
information.

3.1.2 Development Stage

A layout plan was used to develop the video tutorial (see Figure 4). Content determination is
carried out with copywriting as it is aimed at persuading a reader to undertake a specific
action, specifically for this project as it will ensure that the script establishing a connectivity
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towards the user. Users can understand more if they present the tutorial in a layman manner
and warm atmosphere with appropriate supporting media (Hampel & Hauck, 2004). The
recording is done later in the development stage, when the content has been determined.

HOW TO MAKE A TUTORIAL VIDEOS

6 Step Process

Sync your
Script Record audio and

writing Video m\ldeo)

Plan Record Cut out and
Audio Trim
Narration footages

Figure 4. 6 Step Process of how to make tutorial videos

Source: Techsmith.com.

3.1.3 Implementation Stage

Choose a share destination and a location for this video. For this project it is embedded
within the MyKM sites that are administered by the ICT team. It is suggested that as a final
step to share the video with a few people to solicit feedback (Frick & Eyler-Werve,
2014). This is an excellent technique for ensuring that your message is clear and that your
video is accomplishing its goals.

4. The MyKM Guidelines in PDF

According to Cambridge.org (2019), a guideline is intended to streamline specific operations
in accordance with a predetermined routine or best practise. Any business (public or private)
can establish and apply guidelines to make the behaviour of its employees or divisions more
predictable and, presumably, of greater quality. A guideline resembles a rule. Therefore,
although there is a video tutorial designed for MyKM, it is also important to have in a written
form as the users of the MyKM may choose between this two, according to their preferences.
Susan Aitchinson (2019) have created a survey on preferences of video tutorial and written
guidelines, there are some have mentioned that written tutorials are preferred since it allow
them to learn at their own pace rather than at the pace of the video. Emily Cotlier (2019) have
discussed the advantages of using written guidelines rather than video tutorials. First, writing
instructions is easier to generate and update than making a high-quality video. Second, it’s
easier to translate written instructions into a different language than it is to translate spoken
instructions. Lastly, users can quickly locate the piece of instructions that they require. The
guideline created are basically a screenshot of every webpage and compiled accordingly in a
PDF form. Below is the table of process taken to develop the guidelines (Table 1).
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Table 1. Process of establishing guideline

TASK ACTIVITY

Task 1 Gathering all the necessary information and materials, study through the MyKM website
Task 2 Draft a proposal and mock up to establish a guideline

Task 3 Develop the guideline

Task 4 Embed guideline to the website

The guidelines are established using the Web Content Accessibility Guidelines (WCAG)
mentioned by Comperverde-Molina, et al. (2020), are guidelines for web accessibility
developed by the Web Accessibility Initiative and the World Wide Web Consortium. These
recommendations state, in general, that websites must be secure.

e Perceivable: Visitors are aware of the content on your site.
e Operable: The functionality of your website should be possible in different ways.
e Understandable: All content and alerts can be easily understood.

e Robust: Your website is usable across different assistive technologies, devices, and
browsers.

The goal here is to create a website that anyone can use, including people with disabilities or
other limitations. The language and structure of the sentence used in a MyKM guideline is
also important. Although experienced employees can often be relied on to bend rules to their
advantage, there may be some guidelines from which no deviation is permissible, particularly
in the areas of security and branding. A phrase that encompasses such a broad range of
meaning is therefore necessary. Brown, G. (2018) mentioned that using the definitions
developed by Scott Bradner at the Internet Engineering Task Force (IEFT) is a good way to
accomplish this. The IEFT has produced a number of terms that indicate the strictness by
which particular rules must be respected. By using these, a high degree of confidence about
how guidelines are interpreted may be established.

These terms are:
e Must: This word indicates an absolute requirement that cannot be ignored.
e Must Not: This phrase indicates an absolute prohibition that cannot be ignored.

e Should: This word means that valid reasons may exist to ignore an item, but the full
implications must be understood and carefully weighed before choosing a different
course.
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e Should Not: This phrase means that there may exist valid reasons when a particular
behaviour is acceptable or even useful, but the full implications should be understood
and the case carefully weighed before implementation.

e May: This word means that an item is truly optional.

Merging these wording guidelines with the document structure already indicated, it is
possible to imagine how a website ‘manual’ might look. for example, in developing MyKM,
it is divided into five sections (as in Figure 5)

r (e . [

My KA My kM Web My KM My KR My kA
Irtrod - 4
METOCACKSGE Components Tab Maintenance Development Governance

Figure 5. Sections in MyKM Guideline

The sections of MyKM Guideline are developed as a guidance of a mainframe of the actual
guideline contents. It is as per details provided below:

4.1 Introduction

The introduction’s purpose is to explain the overall goal of the guideline. It could also include
suggestions for document sections that are appropriate for different audiences. Librarians, for
example, should be familiar with library governance rules, whereas developers and designers
will benefit most from development guidelines (not in the scope of the project)

4.2 MyKM Components

This section provides the content arrangement of MyKM. This is to ensure that the guidelines
are synchronize with the webpage interface.

e Homepage
e Information Resources

= Online Database
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e Local Content Hub
¢ Business Fundamentals
e Download
= Journal
e EQPS
e Repositori Khazanah Melayu
e Open Access Discovery
¢ Institution Repository
e Knowledge Sharing
e MyCourseware
4.3 MyKM Web Tab

MyKM Tab is the features of the website that enable to right-click the content desired without
having to leave the current page. These are the pages that enable a right-click function;

e  Online database

e  Download

e Instituitional Respository

e  Repositori Khazanah Melayu
4.4 MyKM Maintenance

This section outlines the rules that must be followed for maintenance activities. As an
example:

“To ensure that the intranet is available and functioning properly, it must be checked for
Quality Assurance issues. This task should be completed weekly, but at the very least
monthly “

4.5 MyKM Governance

This section outlines the most stringent rules for running a site. It could also include an
overview of the factors that influence and necessitate such structures, such as the law,
company policies, technology, and so on. For example:

“The following legislation must be respected when making a change of any kind to the
website: Data Protection Act, Criminal Damage Act, Electronic Commerce Act”.
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Figure 6. A screenshot of creating the PDF guideline in word doc. for MyKM

After that, the draft of guidelines is made in a word document (as seen in Figure 6) before
converting it into a PDF (as seen in Figure 7). It is a straight forward procedure that does not
need any additional software for the process of emerging word document to PDF.

B oportPDF A

Adobe ExporiFOF

s
o CUgtain A DB wd s L [

Figure 7. A screenshot of creating the PDF guideline for MyKM

5. Conclusion

Creating a guideline and video tutorial for MyKM provides more insight into how the website
works and could benefit users who are aware of the website’s existence greatly. The library
has raised a lot of awareness, and the response has been positive. The experience gain from
this is there are many ways to be adapted in creating the guideline and tutorial videos.
However, with further research and professional analysing helps in choosing the right process
within the capabilities of an inexperience website admin. It can be suggested that the MyKM
admin master shall take a serious look into this and come up with a more interactive and
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creative looking tutorial that usually takes a lot of effort and more time given. Library can
also play an important part of scrutinizing more details that are needed by conducting an UX
survey in order to understand and take actions on user feedback for MyKM usage. Finally,
My Knowledge Management (MyKM) is a new system website that provides a wealth of
information to users, particularly students. As students, they should seize the opportunity to
use this system because it provides numerous benefits and is extremely beneficial. This
research is one method of promoting the My Knowledge Management (MyKM) website to
the readers. They can learn and experiment with this website.
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