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INTRODUCTION

This user guide acts as a reference for Sistem Sumber Manusia (SSM) Back-End User to
manage Personnel Administration. All Individual names used in this user guide have

been created for guidance on using SSM.

Where possible; user guide developers have attempted to avoid using actual Companies

and Individuals; any similarities are coincidental.

Changes and updates to the system may lead to updates to the user guide from time to

time.

Should you have any questions or require additional assistance with the user

guide materials, please contact the SSM Help Desk.

GLOSSARY

The following acronyms are used frequently:

Term Meaning

SSM Sistem Sumber Manusia

SAP GUI SAP Graphical User Interface/Back End
FIORI Front End/Web Portal

ESS Employee Self Service

MSS Manager Self Service

FURTHER ASSISTANCE

Should you have any questions or require additional assistance with the user
guide materials, please contact SSM Help Desk at +673 238 2227 or e-malil

at ssm.helpdesk@dynamiktechnologies.com.bn.
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SAP ICONS

The table below shows the icons that are frequently used in the SAPGUI (Back-End)

system:
Icon Name Purpose
- . For an overall view of the selected infotype or
Overview .
action type.

ﬂ Create To input new information into the system.
/ Change To edit the selected information.

E|—] Copy To copy the selected information.

@ Delete To delete the selected information.

':", Delimit To limit the period of selected information.
{5_,3 Display/View To view a specific information.
@ Execute To execute task.

6

Previous Record
& Next Record

Next Record: Infotype does not require any
updates or changes. Acts as a skip button.

Previous Record: Acts as a return/back button that
brings user to the previous infotype page.
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Backend User
Department HR Administrator and HR Administrator (JPA)

Copy Actions

The SAP Easy Access page will be displayed.

1l
N
|
h
X

bE‘ '? SAP Easy Access
r 2 ~ R
E F & S Ohermenu k& 1 Createrole More v o o B Ea
L 4

[ Favorites
~ T3 SAP Menu
> [ Connector for Multi-Bank Connectivity
» [ Office
> [7 Cross-Application Compaonents
> [3 Logistics.
> [ Accounting
» [ Human Resources
» [ Information Systems
> [J Service
> [3 Tools
> [J WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PA40 in the

Search Bar and press Enter button on the keyboard.

Cd g x
SAP Easy Access
= & & Othermenu W T Createrole More v Q o T Exit

[ Favorites o
~ 3 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [0 Office
> [ Cross-Application Components
> [3 Logistics.
> [ Accounting
~ 13 Human Resources
%3 PPMDT - Manager's Desktop
~ 19 Personnel Management
3 Administration
~ 4 HR Master Data
&8 PA30 - Maintain
3 PA20 - Display
#8 PA10 - Personnel File
&% PA70 - Fast Entry
43 PA42 - Fast entry: Actions
» [ Info System
> [ Tools
» [ Settings
» [J Recruitment -
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Note: Click on SAP Menu > Human Resources > Personnel Management >

Administration > HR Master Data > PA40 — Personnel Actions

The Personnel Actions (PA40) page will be displayed.

= <o _ g X
< »-E‘ " Personnel Actions
v (5 More v Exit
AANES
Find by
- s 2
~ &2 Person Personnel no.: l:le
L 4
@ Collective Search Help
* From:
Q Search Term
C, Free search
Personnel Actions c]
Action Type Personnel ... EE group EE subgroup
Lantikan <
Kenaikan Pangkat
Pemindahan
Penempatan
Dipinjamkan ke Swasta
P: Bukan Kakitangan
Penurunan Pangkat
Penamatan .
< <y~
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= < d g x
< ;.z- ', Personnel Actions
~| (&  More Ext
¥ A
Find by
=% Person Personnel ncf 236
1 Collective Search Help verofl 15.01.2022
1 Search Term
| Free search
&

Personnel Actions
Action Type Personnel... EE group EE subgro...

Lantikan

Kenaikan Pangkat

Pemindahan

Penempatan

Dipinjamkan ke Swasta
Penambahan Bukan Kakitangan

Penurunan Pangkat
Penamatan

Bersara

Digantung Perkhidmatan
<>

2. Enter the Personnel number and the action From date. Press Enter on the keyboard.

= ¢ 3 %
4 Personnel Actions
Exit
Find by
=% Person Personnel no.: 236
1 Collective Search Help Name: [nafiz Hafizul
1 Search Term
L Free search EE group: 1 Permanent Persarea: SA | Prime Minister's Office
EE subgroup: 03 Division Il
*From: 15.01.2022
Personnel Actions @
Action Type Personnel... EE group EE subgro...
Memangku

Petukaran Organisasi
LDP - Dalam Negeri
LDP - Luar Negeri
Melapor Diri
Perubahan Perkhidmatan
+ Pengambilan Semula

Penyelarasan
Penyambungan Perkhidmatan
<>

Pengambilan Semula

3. Under Personnel Actions page, click on the | *  and select

4. Click on ® icon.
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The Copy Actions page will be displayed.

< (S !' " Copy Actions

~| @ ( Executeinfogroup /# Changeinfogroup More v

Pers.No. 236
Name: Hafiz Hafizul
EE group: 1 Permanent Pers.area: SA Prime Minister's Office]
EE subgroup: 03 | Division Il

*Start: 15.01.2022 *to: 31.12.9999

Personnel action
Action Type: Pengambilan Semula ~
Reason for Action

Job Data Notes: Enter text here..

< <>

Status
Customer-specific: Active v
~

Employment: Active

Special payment:  Standard wage type

Organizational assignment

Exit

SSM_UG_PA_Back End (SAP GUI)_Pengambilan Semula (Re-Hiring)_v.0.1
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A
B
|
o
3

4 »z- " Copy Actions
Exit

v @ S Executeinfogroup  # Changeinfo group  More
Pers.No. 236
Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA Prime Minister's Office
EE subgroup: 03 | Division Il

*Start: 15.01,2022 *10: 31,12.9999

Personnel action

Action Ty
Reason for Action:

Job Data Notes: | £ here...

Status
Customer-specific: Active
Employment: Active

Special payment: Standard wage type

Organizational assignment

T
5. Under Personnel action section, click on Jl'_:I icon for Reason for Action.

[y
x

< '~: : J Copy Actions
Exit

Execute infogroup  / Changeinfo group  More v

Reason for Action (1) 3 Entries found -

Pers.No 236
lp View for Reasons for Actions

Hafiz Hafizul

a: SA  Prime Minister's Office

ermanent

Type: Z8
p of action type: Pengambilan Semula

* Start: 15.01.,2022 “1o: 31.12.9999

Personnel action

Action Type: Pengambilan Semula

Dipinjamkan Kembali Dr Swasta

Reason for

Job D;

3 Entries found

Status
Customer-specific: Active
Active

Standard wage type

Organizational assignment

6. Select Reason for Action option, for example: 02 Pengambilan Semula Slp Bersara

7. Click on W icon.
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Personnel action
Action Type:
Reason for Action:

Job Data Notes:

Status

Customer-specific:
Employment:

Special payment:

Organizational assignment

Position:
Personnel area:
Employee group:

Employee subgroup:

Y Record valid from 01.01.2022 1o 31.12.9999 delimited at end View detail

Pengambilan Semula

02| Pengambilan Semula Sip Bersara

Re-hiring

Active
Active

Standard wage type

32018092 PEMANDU V.LP.
SA Prime Minister's Office
1 Permanent
03 Division Ill

[« (S Executeinfo group  # Change info group

Copy Actions

More ~

o
x

Exit

8. Press Enter on the keyboard and click

Outcome: Record is created.

The Copy Organizational Assignment page will be displayed.

SSM_UG_PA_Back End (SAP GUI)_Pengambilan Semula (Re-Hiring)_v.0.1
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Copy Organizational ~ Backend User

Assignment Department HR Administrator and HR Administrator (JPA)

= ¢ 3 %
4 ;-E- " Copy Organizational assignment
| ~ & (5 @ OgStucture  More v Exit
Personnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division Il
*Start: 15.01.2022 “to: 31.12.9999
Enterprise structure .Hl:i’
CoCode: GOB Government of Brunei
Persarea: SA Prime Minister's Office Subarea: SA0L JPM
Cost Ctr. Bus. Area:
Personnel structure
EE group: 1 Permanent * Payrarea: |GB  Gov. of Brunei
EE subgroup: 03 Division Il * Contract: Local Contract w
Organizational plan Administrator
Percentage: 100,00 ¥ Assignment Group: GOB
Position: 32018092 SAD00012 PersAdmin
PEMANDU V.LP Time:
Jobkey: 00000000 PayrAdmin

100NNNNT <o Sunarnvicar

Note: The employee previous record from the system will automatically be filled in.

1. If there are no changes in Copy Organizational Assignment page, press Enter on the

keyboard and click m

= ¢ 3 %
4 ;-E- " Copy Organizational assignment
~ & (5 @ OgStucture  More v Exit
Personnel No: 236 Name: Hafiz Hafizul -
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 | Division lll
* Start: | EPOIWFIEA ([T *to: 31.12.9999
. i
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: [SAOL | JPM
Cost Ctr: Bus. Area: 0001 Business area 0001
Personnel structure
EE group: 1 Permanent * Payr.area: |GB|  Gov. of Brunei
EE subgroup: 03  Division Il * Contract: | Local Contract ~
Organizational plan Administrator
Percentage: | 100.00 ¥ Assignment Group: GOB
Position: | 99999999 Integration: default posi PersAdmin:
Job key: 00000000 Time:
Org. Unit: 00000000 PayrAdmin: 1

Org.key: SAOL Supervisor:

Cancel

[ Record vatia rom 01.01.2022 to 31.12 9999 delimited at end Vie

11
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Outcome: Record is created.

The Copy Personal Data page will be displayed.

Personnel No: 236
EEgroup: 1 Permanent
EE subgroup: 03 Division lll

* Start: 15.01.2022

Name
* Last name:  Hafizul

* First name: Hafiz

Copy Personal data

5 E Morev

Persarea: SA Prime Minister's Office

*to: 31.12.9999

Full Name: Hafiz bin Haji Hafizul

Additional data
Gender: Lelaki

* Birth date: 08.08.1990

* Mar status: | Bujang

Birthplace: Brunei Darussalam

Ctry o.birth:  Brunei Darussalam v

State: BM | Brunei-Muara

* Nationality: Bruneian

Religion: | Islam

Country of Residence: Brunei Darussalam

Exit

Record created View details

SSM_UG_PA_Back End (SAP GUI)_Pengambilan Semula (Re-Hiring)_v.0.1
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Backend User
Department HR Administrator and HR Administrator (JPA)

Copy Personal Data

Copy Personal data

[ v A 6 @ Moev Exit

EE group: 1 Permanent Pers.area: SA Prime Minister's Office

ubgy
tart: 15.01.2022 *to: 31.12.9999

e Hafizul

Name

Hafiz

ull Name: Hafiz bin Haji Hafizul

Additional data

Gender:
* Birth date:
Birthplace

Ctry obirth

State

ountry of Residence:

Lelaki
08.08.1990
Brunei Darussalam

Brunei Darussalam

BM | Brunei-Muara

Bruneian

* Mar status: | Bujang

Religion: | Islam

Brunei Darussalam

Record created View details

1. In Copy Personal Data page, under Name and Additional Data section, enter

details in the related fields as per example below:

Sub Section Field Mandatory (?) Example

Last Name v Hafizul

Name First Name v Hafiz
Full Name x Hafiz bin Hj Hafizul
Gender x Male
Birth date v 08.08.1990
Marital Status v Bujang
Birthplace x Brunei Darussalam

. Country of Birth x Brunei Darussalam

Additional Data State x BM - Brunei Muara

Religion x Islam
Nationality v Bruneian
Cou.ntry of X Brunei Darussalam
Residence

Note: If there are no changes in Copy Organizational Assignment page, press Enter on

the keyboard and click

SSM_UG_PA_Back End (SAP GUI)_Pengambilan Semula (Re-Hiring)_v.0.1
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Personnel No:

Copy Personal data

v 8 B @ Mrev

236

B
|

o
X

Exit

EE group: 1 Permanent Persarea: SA Prime Minister's Office
EE subgroup: 03 Division lll
* Start: IERIOWEFH [ *to:|31.12.9999

Name

* Last name:

* First name:

Full Name:

Additional data

Hafizul
Hafiz

Hafiz bin Haji Hafizul

Gender: |Lelaki
* Birth date: 08.08.1990 * Mar.status: | Bujang
Birthplace: Brunei Darussalam
Ctry o.birth: | Brunei Darussalam v
State: |BM | Brunei-Muara Religion: |Islam

* Nationality: | Bruneian

Country of Residence: | Brunei Darussalam

m Record valid from 08.08.1990 to 31.12.9999 delimited at end Vi

2. Press Enter button on the keyboard and click m
Outcome: Record is created

The Copy Personal IDs page will be displayed.

o
X

< W Create Personal IDs

~ O 6 @ Morew Exit

Personnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03  Division lll

* From: 15.01.2022 *to: 31.12.9999

Personal IDs

ID type: IC ~
* 1D number:

Author.
Date of issue

Valid to:

Place of issue:

Country of issue:

1
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Backend User
Department HR Administrator and HR Administrator (JPA)

Create Personal IDs

o
X

< y Create Personal IDs

| v A 6 @ Moev Exit

rsonnel No: 236 Name: Hafiz Hafizul
Persarea: SA Prime Minister's Office

ubgroup: visio
rom: 15.01.2022 *to: 31.12.9999

Date of issue
Valid to:

Place of issue:

Country of issue

1. In Create Personal IDs — IC ID page, under Personal IDs section, enter details

in the related fields as per example below:

Sub Section Field Mandatory (?) Example
ID Number v 01100008 (No space or dash)
Author x Brunei Darussalam
Personal IDs Da'Fe of Issue x 01.01.2020
Valid to X 01.01.2030
Place of Issue X Brunei Darussalam
Country of Issue X Brunei Darussalam

1
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< ;.z- ', Create Personal IDs
Exit

| v & G5 B Morev

236 Name: Hafiz Hafizul

Personnel No:

EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office

EE subgroup: 03 Division Il
* From: 15,01,2022 *to: 31,12,9999

Personal IDs

ID type: IC
*ID number: 01100008

Author:  Brunei Darussalam
Date of issue: 01.01.2020

Valid to: 01.01.2030

Place of issue: Brunei Darussalam

Country of issue: | Brunei Daruss. v

Save your entries

2. Click [t

The Create Personal IDs — Uniform ID page will be displayed.

Create Personal IDs

Personnel No:

EE group: 1 Perman

EE subgroup: 03  Divisior

* From

Personal IDs

ID type:

* 1D number:

Author.:

Date of issue

Valid to:

Place of issue:

Country of issue:

236

S G = Morew

Name: Hafiz Hafizul

nent Persarea: SA Prime Minister's Office

15.01.2022 *10: 31,12.9999

Uniform ID

Exit

16
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ame: Hafiz Hafizul

Pers.area: SA Prime Minister's Office

“10:31.12.9999

Create Personal IDs

Personal IDs

Record created View details

ID type: Uniform ID

By
|

o
X

3. In Create Personal IDs — Uniform ID page, under Personal IDs section, enter

details in the related fields as per example below:

Sub Section

Personal IDs

Field Mandatory (?) Example
ID Number v Uniform 1D
Author x Brunei Darussalam
Date of Issue x 01.01.2016
\Valid to x 01.01.2026
Place of Issue x Brunei Darussalam
Country of Issue X Brunei Darussalam

Note: Uniform ID is mandatory for Uniformed personnel only.

4. For Non-Uniformed personnel, user may skip this page by clicking G icon.

5. Click

Outcome: Record is created.

The Create Personal IDs — Passport ID page will be displayed.

17
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By
|

o
x

< y 7 Create Personal IDs
| v a - & More v Exit

236 Name: Hafiz Hafizul

1 Permanent Pers.area: SA Prime Minister's Office

EE subgroup: 03 Division Il

* From: |15.01.2022 *to: 31.12.9999 n

6. In Create Personal IDs — Passport ID page, under Personal IDs section, enter

details in the related fields as per example below:

Sub Section Field Mandatory (?) Example
ID Number v Passport ID
Author x Brunei Darussalam
Personal IDs Dat.e of Issue x 01.01.2016
Valid to X 01.01.2026
Place of Issue x Brunei Darussalam
Country of Issue X Brunei Darussalam

Note: Passport ID is mandatory for foreign personnel only.

7. For local personnel, user may skip this page by clicking = icon.
8. Click m

Outcome: Record is created.

The Create Home Address page will be displayed.

1
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The Change Addresses page will be displayed.

< (S ! . " Change Addresses

| v a6 @ wmrev

Personnel No: 236 Neme: [Hafiz Ratizal

EE group: 1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 03 Division lll
*Start: 01.02.2021 *to: 31.12.9999 Chng 10.04.2021 012345678

Address

ype: Home Address

Street and House No: No. 1, Spg. 234, Kg. Delima Satu
2nd Address Line:
Postal code / city: BB431S Kg. Delima Satu

District: Brunei Muara

* Country Key: Brunei Darussalam -

Additional fields

Goverment Housing

Distance in KM

Exit

SSM_UG_PA_Back End (SAP GUI)_Pengambilan Semula (Re-Hiring)_v.0.1
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Backend User
Department HR Administrator and HR Administrator (JPA)

Change Addresses

< (S !' " Change Addresses

v a6 @ wmrev

Exit
Personnel No 236 Name: Hafiz Hafizul

EE group: |1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: |03  Division Il

* Start: |1 01.02.2021 “to; 31.12.9999 Chng 25,05,2021

* Address type: Home Address

Address

Street and House No: No 7, Spg 32-37
2nd Address Line: Kg Anggerek Desa
Postal code / city: BB3713 Bandar Seri Begawan

District: Brunei Muara

* Country Key: Brunei Darussalam -

Additional fields
Goverment Housing

Distance in KM

1. In Create Addresses page, under Address and Additional fields sections,

enter details in the related fields as per example below:

Sub Section Field Mandatory (?) Example
Address type v Home Address
Street and House No. X No 1, Spg 234, Kg Delima Satu
2nd Address Line X Kg Delima Satu

Address

Postal Code x BB3713
City x Bandar Seri Begawan
District X Brunei-Muara

2
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4 »z- " Change Addresses
Exit

| v & G5 B Morev

Personnel No: 236 Name: Hafiz Hafizul

: SA Prime Minister's Office

EE group: 1 Permanent Persarea

EE subgroup: 03 | Division il

*Start: | 01.02.2021 “1o: 31.12.9999 Cchng 25.05,2021

Address
* Address type: Home Address
Street and House No.: No 7, Spg 32-37
2nd Address Line: Kg Anggerek Desa
Postal code / city: BB3713 Bandar Seri Begawan

District: Brunei Muara
* Country Key: Brunei Darussalam -
Additional fields

Distance in KM

2. Under Additional fields section, click on " for Government Housing.

3. Select Yes or No.

A
B
|
o
3

4 »z- " Change Addresses
Exit

| v & G5 B Morev

Personnel No 236 Name: Hafiz Hafizul

EE group: | 1| Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 | Division il

* Start: 01.02.2021 *lo: 31.12.9999 chng 25.05.2021

Address

: Home Address

Street 2 5 No 7, Spg 32-37
2nd Address Line: Kg Anggerek Desa
Postal code / city: BB3713 Bandar Seri Begawan

District: Brunei Muara

* Country Key: Brunei Darussalam -

3

Additional fields

Goverment Housing No “

Distance in mq

4. Under Additional fields section, enter Distance in KM.

21
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< (S !' " Change Addresses
Exit

v a B @ Mrev

Personnel No: 236 Name: Hafiz Hafizul

EE group: | 1| Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 | Division il

*Start: | 01.02.2021 “1o: 31.12.9999 Cchng 25.05,2021

Address
* Address type: Home Address

- No.: Mo 7, Spg 32-37

Street and Ho
2nd Address Line: Kg Anggerek Desa
Postal code / city: BB3713 Bandar Seri Begawan

District: Brunei Muara

* Country Key: Brunei Darussalam ~

Additional fields

Goverment Housing No "

Distance in KM

5. Press Enter button on the keyboard and click

Outcome: Record is created.

The Create Planned Working Time page will be displayed.

< ;.z- ', Create Planned Working Time
Exit

~ & (3 B BB Workschedule  More v

Name: Hafiz Hafizul

Personnel No: 236
EE group: 1 Permanent Persarea: SA Prime Minister's Office
EE subgroup: 03  Division Il
* Start: | EROWEPR (0] * To: 31.12.9999

Work schedule rule
* Work schedule rule: NOO10001 Standard 1

Time Mgmt status: 1 - With Attendance / Clock In - Qut/ Time Event

* Additional time ID:

Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Mon orking hrs: 0.00
Annual worki urs 0.00

Weekly workdays 0.00

22
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Create Planned Backend User

Working Time Department HR Administrator and HR Administrator (JPA)

= <d -3 x
4 ;-E- " Create Planned Working Time
~| & (3 @ BB Workschedule  More v Exit
Personnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: 03 Division lll

*Start: 15.01.2022 * To: 31.12.9999

Work schedule rule
* Work schedule rule: [NO010001 (5! tandard 1
Time Mgmt status: 1 - With Attendance / Clock In - Qut/ Time Event ~

* Additional time ID:

Working time
Daily working hours 0.00
Weekly working hours 0.00
Monthly working hrs 0.00
Annual working hours: 0.00
Weekly workdays 0.00

1. Under Work schedule rule section, click on 2| icon for Work schedule rule.

4

= ¢ 3 %
4 ;-E- " Create Planned Working = __
= Restrict Value Range (1) 88 Entries found x
~ & (3 [ Bh Workschedule  More v Restrictions Exit
ouping: 2
Personnel No: 236 Name: Hafiz Hafizul JCJ=y Calendar ID: BN
ouping: 99
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office
=) (o] (@] [&] (2] B>
EE subgroup: 03  Division Il . 2
St 15.01.2022 “ 7o 31.12.9999 WS rule Work schedule rule text PWS Start Date End
N0O010001 Standard 1 NOO1 01.01.1900 31.12.9999 .,
N0020001 Standard 2 N002 01.01.1900 31.12.9999
Work schedule rule
NOO30001 Standard 3 NOO3 01.01.1900 31.12.9999
* Work schedule rule: | NOO10001 | Standard 1 NOO40001 Standard 4 NDO4 01.01.1900 31.12.9959
Time Mgmt status: 1 - With Attendance / Clock In - Qut/ Time Event ~ NOO50001 Standard 5 NOO5 01.01.1900 31.12.9999
+ Additional time ID: NOOB00O1 Standard 6 NOOB 01.01.1900 31.12.9999
NO0O70001 Standard 7 N0O7 01.01.1900 31.12.9999
~ N00B0QO1 Standard 8 N0O8 01.01.1900 31.12.9999
Working time
N00S0001 Standard 9 NOOS 01.01.1900 31.12.9999
Daily working hours: 0.00 OFF OFF ‘OFF 01.01.1900 31.12.9999
Weekly working hours: 0.00 50010001 Shift 1.1 $001 01.01.1900 31.12.9999
T T TR 0.00 50010002 Shift 1.2 $001 01.01.1900 31.12.9999
! working hrs .
50010003 Shift 1.3 S001 01.01.1900 31.12.9999
Annual w ours: 0.00
50010004 Shift 1.4 $001 01.01.1900 31.12.9999
Weekly workdays: 0.00 50010005 Shift 1.5 $001 01.01.1900 31.12.9999
50010006 Shift 1.6 $001 01.01.1900 31.12.9999
50010007 Shift 1.7 S001 01.01.1900 31.12.9999
50010008 Shift 1.8 S001 01.01.1900 31.12.9999 .

88 Entries found

2. Select Work schedule rule, NO010001 Standard 1.

3. Click on ¥ icon.

2
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* o
Sumpen ™

£ '~: E: J Create Planned Working Time

& 5 @ B Workschedule  More v

Exit

Personnel No: 236 Name: Hafiz Hafizul

EE group: 1 Permanent Pers.area: SA Prime Minister’s Office
EE subgroup: 03 Division Il

*Start: 15.01.2022 *To: 31.12.9999

Work schedule rule
* Work schedule rule: NO010001 = Standard 1

Time Mgmt status: |1 - With Attendance / Clock In - Out / Time Event

* Additional time ID: 0 - No Attendance / Clock In - Out/ Time Event

I 1 - With Attendance / Clock In - Qut/ Time Event 5
Working time

Daily working hours: 0.00
Wi king hours: 0.00
g hrs: 0.00

Annual working haurs: 0.00
Weekly wor 0.00

4. Under Work schedule rule, section click on  *  for Time Management status.

5. Select Time Mgmt status, 1 — With Attendance / Clock In — Out / Time Event.

A
By
|
o
x

< w Create Planned Working Time

~ & 3 @ B Workschedule More

Exit

Personnel No: 236 Mame: Hafiz Hafizul

EE group: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: |03 Division il
* Start: | 15.01.2022 = To: 31.12.9999

Work schedule rule

* Work schedule rule: 1 Standard 1

Time Mgmt status: ittendance / Clock In - Out / Time Event v

* Additional time ID

Working time
Daily working hours 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00

Weekly workdays: 0.00

Savel Cancel

6. Under Work schedule rule section, click on JI'_:I icon for Additional time ID.

2
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e,

s si
7,
Ia

o
&
(%

o
Sumpen ™

§ sapg
v A
Personnel No: 236
EE group: 1 Permanent

EE subgroup: 03 Division lll
*Start: 15.01.2022
Work schedule rule
* Work schedule rule
Time Mgmt status

* Additional time ID:

Working time
Daily working hours:

Weekly working hours:

Mo

y working hrs
Annual working hours:

Weekly workdays

¢l 9 x
Create Planned Working Time
(3 [ BB Workschedule More v Exit
Name: Hafiz Hafizul = Additional time ID (1) 2 Entries found X
Persarea: SA  Prime Minister's Office strictions
B

* To: 31.12.9999

NOQ10001  Standard 1

1 - With Attendance / Clock In - Qut/ Time Event

2 Entries found

0.00
0.00
0.00
0.00

0.00

7. Select Additional Time ID, 01 With Leave Request.

v

8. Click on icon.

= < _ 9 x
< w Create Planned Working Time
| ~v| & B @ B Workschedule More v Bxit
Personnel No: 236 Mame: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: |03 Division il

15.01.2022 = To:|31.12.9999

* Start:

Work schedule rule

* Work schedule rule: NOO10001 Standard 1

Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event

* Additional time ID: |01 ~ With Leave Request

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual 1950.00
5.00

Weekly workdays:

Cancel

Save

Save your entries

9. Press Enter button on the keyboard and click

Outcome: Record is created.
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The Change Date Specifications page will be displayed.

< W Change Date Specifications

S G E Morewv

Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: 03 Division lll
Chng 12.04.2021 012345678

*Start: 01.02.2021 *to: 31.08.2022
Date Specifications
Date type Date Date type Date
z1 Join Date: | 01.02.2021 z3 End of Contract: 01.08.2022
L1

Exit

Save

26
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Change Date Backend User

Specifications Department HR Administrator and HR Administrator (JPA)

< W Change Date Specifications

v & B3 B Morew =
Personnel No: 236 Name: Hafiz Hafizul

EE group: 1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 03  Division Il
*Start: 01.02.2021 “to: 31.08.2022 chng 25.05.2021 DYNAMIK14

Date Specifications

Date type Date Date type Date

1 Join Date: 01.02.2021

Save your entries

1. Under Date Specifications section, click on JL:' icon for Date type.

A
B
|
o
3

< W Change Date Specifications

& G5 E Morew

Exit

Personnel No: 236 Name: Hafiz Hafizul

EE group: 1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 03  Division Il
*Start: 01.02.2021 “to: 31.08.2022 chng 25.05.2021 DYNAMIK14

Date Specifications

Date type Date Date

-
1 Join Date: 01.02.2021

Save your entries

2. Select Date Specifications, Z3 End of Contract.

3. Clickon ¥ | icon.

2
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< W Change Date Specifications
v & (G @ Morev Exit

Name: [Hafiz Hafizul = Date type (1) 5 Entries found

Personnel No: 236
EE group: 1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 03 Division Iil
* Start: 01.02.2021 *to: 31.08.2022 Chng 25.05.2021 DYNAMIK14

DT Date type
Date Specifications 21 .
AT Date Date type Date Z2 Retiremer
21 Join Date: |01,02,2021 23 End of Contract
Z4 End of Probation

Z5 Bond End Date

5 Entries found

4. Under Date Specifications section, enter the date for Z3 End of Contract.

< -

x

< W Change Date Specifications
Exit

I a6 @ wev

Name: Hafiz Hafizul

Personnel No: 236
EE group: 1 Permanent Persarea: SA Prime Minister's Office
EE subgroup: 03 Division Iil
* Start: 01.02.2021 *to: 31.08.2022 Chng 25.05.2021 DYNAMIK14

Date Specifications

Date type Date Date type Date

Z1 Join Date: |01.02.2021 23 End of Contract:  30.08,2022

Save your entries

5. Press Enter button on the keyboard and click m

Outcome: Record is created.

The Create Monitoring of Tasks page will be displayed.
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Create Monitoring of ~ Backend User

Task

Department HR Administrator and HR Administrator (JPA)

—_ x
< W Create Monitoring of Tasks

~ & G B Moev Exit
Personnel No: 236 Name: Hafiz Hafizul

EE group: 1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 03 Division lll

Task 1

* Task Type: ||

* Date of Task:

Reminder

Reminder Date:

Comments

1. Under Task section, click on _ > for Task Type.

<& -3 x
< P-: E: ; Create Monitoring of Tasks
v & 5 @ More xit
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1  Permanent Persarea: SA  Prime Minister’s Office

EE subgroup: 03 Division Il

* Task Type: | Contract Expiry Datg
* Date of Task: Anniversary Date 2
[Contract Expiry Date

Reminder End of Probation

Task

Reminder Date: In-Service Training

Month to Month
Comments Retirement

Record changed View details

2. Select Task Type, Contract Expiry Date.

2
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= < a3 %
4 .-!: " Create Monitoring of Tasks
'—\ \T A6 = Mrew Exit
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Pers.area: SA  Prime Minister's Office
EE subgroup: 03 Division Il
Task
* Task Type: Contrac 3 Pate
* Date of Task:
Reminder
Reminder Date: | 30.01.2022
Comments
4

Save your entries

3. Under Task section, enter the Date of Task selected.

4. Press Enter on the keyboard and click

Outcome: Record is created.
Note: Reminder Date of task will be auto filled based on Task Type and Date of

B
|
o
X

Task.
The Create Communication — ESS/MSS page will be displayed.

Create Communication

§sApg

& 5 @ Morewv
Personnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division lll
*to: 31.12.9999

* Start: 15.01.2022

Communication
Type: 0001 ESS/MSS ID

* System ID: ||

30

Record created View details
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Backend User
Department HR Administrator and HR Administrator (JPA)

Create
Communications
Exit

Create Communication

1 sand
~ &  More v

a 6
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanen Persarea: SA  Prime Minister's Office

EE subgroup: 03 Division I
*to: 31.12.9999

* Start: 15.01.2022
Communication
Type: 0001 ESS/MSS ID
=

* System LI |

Record created View details

1. Under Communications section, enter System ID for ESS/MSS ID.

/\
B
|
o
X

Exit

Note: ESS/MSS ID is the personnel’s IC number.

Create Communication

1 sand
&  More v

I Yl a e
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division lll
* Start: 15.01.2022 *to: 31.12.9999

Communication
Type: 0001 ESS/MSS ID

* System DY 01100008

31
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= ¢ 3 %
< W Create Communication
d 6 B Mrwev Exit
rsonnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division lll
art: 15.01.2022 *to: 31.12.9999
Communication
ype: 0001  ESS/MSS ID
* System ID: |NSUSIiE]

m User 01100008 does not exist in this period

2. Press Enter button on the keyboard and click m
Outcome: Record is created.

Note: User OLXXXXXX does not exist in this period means that user can

proceed to create ESS/MSS ID as the IC number is currently unused.

The Create Communications — Office Email page will be displayed.

2
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= ¢ 3 %
< W Create Communication
I V[ a6 B mrev Exit
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: 03 Division lll

*Start: 15.01.2022 *to: 31.12.9999

Communication
Type: 0010 Office Email
* system DY

Save your entries

3. Under Communications section, enter System ID for Office Email.

Note: Office Email can only be in “.gov.bn” or “.edu.bn”

= (S N i S
< W Create Communication
I v A 6 @ Morew Exit
Personnel No: 236 Name: Hafiz Hafizul
EE group: 1 Permanent Persarea: SA  Prime Minister's Office

EE subgroup: 03 Division lll

*Start: 15.01.2022 *to: 31.12.9999

Communication
Type: 0010 Office Email

* System ID: HAFIZ.HAFIZUL@JPM,GOV.BN

Save your entries
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Create Communication

<

5 E Morev

-1 A
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division lll
* Start: 15.01.2022 *to: 31.12.9999
Office Email

Communication
Type: 0010
* System ID: HAFIZ.HAFIZUL@IPM.GOV.BN

Save your entries
4. Press Enter button on the keyboard and click m

Outcome: Record is created.

The Create Communications — Mobile Number page will be displayed.
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Exit

Create Communication

5 E Morev

v &
Name: Hafiz Hafizul
Prime Minister's Office

Personnel No: 236
EEgroup: 1 Permanent Persarea: SA
EE subgroup: 03 Division lll
* Start: 15.01.2022 *to: 31.12.9999

Communication
Mobile Number

Type: 0023

* System DI

ID for Mobile Number.

o
X

5. Under Communications section, enter System

Create Communication

1 sand
(3 & Morev

~| &
Name: Hafiz Hafizul
Prime Minister's Office

Personnel No: 236
EEgroup: 1 Permanent Persarea: SA
EE subgroup: 03 Division lll
* Start: 15.01.2022 *to: 31.12.9999
Communication
Type: 0023 Mobile Number

* System ID: 8888812
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= (S N i S
< W Create Communication
v 8 G B Moev Exit
Personnel No: 236 Name: Hafiz Hafizul
EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division Il
*Start: 15.01.2022 *to: 31.12.9999
Communication
Type: 0023 Mobile Number
* System ID: 8888812

Cancel

Record created View details

6. Press Enter button on the keyboard and clickm

Outcome: Record is created.

The Personnel Actions (PA40) page will be displayed.

= ¢ 3 %
| v 4 »-z- " Personnel Actions
v More Exit
¥ A
Find by
=% Person Personnel no.: 236
4 Collective Search Hel, 5 -
! d Name: Hafiz Hafizul
1 Search Term
L Free search EE group: 1 Permanent Persarea: SA | Prime Minister's Office
EE subgroup: 03 Division Il
*From: 15.01.2022
Personnel Actions @
Action Type Personnel... EE group EE subgro...

Memangku
Petukaran Organisasi
LDP - Dalam Negeri
LDP - Luar Negeri
Melapor Diri

Perubahan Perkhidmatan
+ Pengambilan Semula J‘
Tempoh Percubaan
Penyelarasan
Penyambungan Perkhidmatan
<>
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Y, S
Unpen ™

Backend User
Department HR Administrator and HR Administrator (JPA)

View Action Overview

<d 8 x
SAP Easy Access
H = & S Ohermenu W B Createrole  More v Q o & Exit

[ Favorites o
~ 3 SAP Menu

> [ Connector for Multi-Bank C

» [0 Office

> [0 Cross-Application Components

> [3 Logistics

> [3 Accounting

~ 2 Human Resources
#3 PPMDT - Manager's Desktop
1 Personnel Management
“ 3 Administration
~ 13 HR Master Data
# PA40 - Personnel Actions
e .
3 PA20 - Display
&% PA10 - Personnel File
#4 PA70 - Fast Entry
3 PA42 - Fast entry: Actions
> [0 Info System
> [0 Tools
» [0 Settings
> [ Recruitment

1. Navigate to Maintain HR Master Data page by entering transaction code, PA30

in the Search Bar and press Enter button on the keyboard.

The Maintain HR Master Data (PA30) page will be displayed.

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

Personnel no.: | =

Find by

~ 22 Person
Q Collective Search Help
Q, Search Term

Q, Free search

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla.. > o

Infotype Text 5. Period

Actions. z ®) Period

QOrganizational assignment From: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
[T B To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education °
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Note:
* Click on SAP Menu > Human Resources > Personnel Management >

Administration > HR Master Data > PA30 — Maintain

» User may search for the personnel using their IC number via the Lookup icon.

< y Maintain HR Master Data
Oy H 3 e

«
»
N
S 1
=}
¥
3
“

Find by
4% Person
1 Collective Search Help
A Search Term
1 Free search

Basic personal data

Period

Infotype Text S
Actions
Organizational assignment
Personal data
Addresses
Planned Working Time
Basic Pay
Bank Details
Recurring Payments/Deductions

Additional Payments/Deductions

Monitoring of Tasks
Family Member/Dependents
Education

Direct selection

Infrhna: STv 22

2. Under Period section, click on '®* and select AL

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on 2| icon for Personnel No.

o
X

< W Maintain HR Master Data

I v 1 # & @ [ W & More- Exit

&«
»

Personnelno.;| = _x
Find by ¢ C: Personnel ID Number  I: IC number K: Organizational ... Free s. >.
=% Person
| Collective Search Help dentity Number: |:| 01100008

1 Search Term
| Free search

C Type:
Basic personal data Start Date
End Date:

Infotype Text

Personnel number:

Actions.
Organizational assig
Personal data
Addresses

Planned Working Tir
Basic Pay

Bank Details
Recurring Payments,
Additional Payments
Monitoring of Tasks
Family Member/Dep
Education

Direct selection N ch  J»Multiple Selection  [x]Close
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4. Enter the personnel IC Number.

5. Click on

@ More v

Personnel no.:

Find by
v &% Person
1 Collective Search Help
1 Search Term
| Free search
Basic personal data

Infotype Text
Actions.
Organizational assignment
Personal data
Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents
Education

Direct selection

Maintain HR Master Data

Exit
= Personnel Number (1) 2 Entries found - X

¢ C:Personnel ID Number I: 1C number  K: Organization...

jty Number: 01100008

Start Date_End Date _Pe!

01.02.2021 31.12.2021 00000236

15.01.2022 31.12.9999 00000236

Period

. Period
From: 01.01.1800
Today

. Al

From currdate
To Current Date
Current Period

5] Choose

2 Entries found

Infrhuna: STv

6. Select the searched personnel.

7. Clickon ¥ | icon.

0 W & More

Personnel no.: 00000236

Find by
4% Person
A Collective Search Help
A Search Term
A Free search
Basic personal data

Infotype Text
Actions
Organizational assignment
Personal data
Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents
Education

Direct selection

Maintain HR Master Data

Exit

Period

To: 31.12.9999

Currweek

Current Period

=] Choose

Infrtun STV

8. Press Enter button on the keyboard.
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= < — g x
< '~: : J Maintain HR Master Data
[ /Z 6 @A [ W & More Exit
Y A v " v
UL Personnel no-: | 236 G
Find by Name: Hafiz Hafizul
& Person 1 Permanent Persarea: SA  Prime Minister’s Office
A Collective Search Help
03 Division Iil
A Search Term
A Free search
Basic personal data
Infotype Text ! Period
Actions VA Peri
Organizational assignment v To: 31.12.9999
Personal data v
Addresses v
Planned Working Time v O
Basic Pay
Bank Details
Recurring Payments/Deductions 2
cl
Additional Payments/Deductions
Monitoring of Tasks v ] Choose
Family Member/Dependents
Education
Direct selection
<r 2

Infrthna: v

Note: The personnel information will be displayed.

= < — g x
i < w Maintain HR Master Data
a 72 & @ @ Exit
Y A %
SZULS Personnel no.: 236
Find by Name: Hafiz Hafizul
&% Person EEgroup: 1 Permanent Persarea: SA  Prime Minister's Office

A Collective Search Help
A Search Term
A Free search

03 Division Iil

Basic personal data

Infotype Text Period
1+ lctions vl
g Organizational assignment B AT T
Personal data v
Addresses v Today Currweek
Planned Working Time v * Al Current month
Basic Pay
Bank Details

Recurring Payments/Deductions

Additional Payments/Deductions

Monitoring of Tasks 4
Family Member/Dependents

Education

=] Choose

Direct selection

Infrthna: STV

9. Under Basic personal data section, clickon | '« and select lactions

10. Click on icon.
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The List Actions page will be displayed.
< o

List Actions
Exit

¥ A
= Pers.No 236
Name: Hafiz Hafizul
Pers.area: SA Prime Minister’s Office

Find by

v g Person
1 Collective Search Help

1 Search Term

EEgroup: 1 Permanent
EE subgroup: 03 Division Il

Choose: 01.01.1800

to: 31.12.9999

1 Free search
Start Date Action Type Reason for action
15.01.2022 Pengambilan Semula Pengambilan Semula Slp Bers.
01.01.2022 Bersara Bersara Awal - Pencen
01.022021 Lantikan Lantikan

Entry: 1 of: 3

<>

User can view the personnel actions in this page.
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