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Sistem Sumber Manusia - Time Management 'Z."

INTRODUCTION

This user guide acts as a reference for Time Administrator (back end user) to
manage Time Management. All Company and 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 will be used frequently:

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-mail at

ssm.helpdesk@dynamiktechnologies.com.bn.
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Process Overview

Change Planned Work Schedule

Input Personnel Select latest Navigate to Work Change
Start Access PA61 Number and Select Period: All » Transaction and > 3 » Additional time
. N Schedule Rule
Select Infotype click Change icon ID
Elick Eancel [=NO Save Data?
button

YES

End Click Save button
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SSM - SAP GUI (Back-end) B

SAP GUI (Back-end) Time Administrator
Log on SAP GUI

1. Fillin the User and Password.
2. Press Enter on the keyboard.

3. The home page will be displayed.

Note:
* The information tab will show the different clients present in the system serving different
purposes. The client number used in this user guide would be 220, which is for training

and demonstration purposes pertaining to the navigation of the system.
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SSM - SAP GUI (Back-end) )

SAP Easy Access q

[ Tools

[ WebClient Ui Framework

1. The home page will be displayed showing different areas in relation to the organization

that could be navigated through.

2. The home page will also display shortcuts that could assist in the ease of navigation
through the system.

3. A Search tool could be utilised to select a specific module of interest, contained in the

system.
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SSM - SAP GUI (Back-end) )
NAVIGATE TO TIME Time Administrator
DATA PAGE VIA SAP
MENU SAP GUI
= <l & x
w SAP Easy Access

=) and Event Managemant
[ Training Nesds Management
[ Organizational Mansgement
[ Information System
[ Additional Functions

[ Information Systems

WebClient Ul Framework

» [3 Human Resources

1. Tonavigate for Time Management Process, click
dropdown folder to expand to more selections.

2. Click » [0 Time Management = gropdown folder for Time Management Process.

.3- P SAP Easy Access
) DR 1 4 B9 Createrole  More

3. Click » [3 Administration  dropdown folder.
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SSM - SAP GUI (Back-end)
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SAP4 SAP Easy Access

5 Favorites

S PAGL - Time Management

PPMOT - Manager's Desktop

[ Personnel Management
3 Time Management
[ Shift Planning
15 Adrminisration
& PTMW - Tirne Manager's Workplace
/] exmE
% PAS1 - Display
# PAT1 - Fast Entry
& PAG2 - Maintain Additional Data
& PT50 - Quota Overview
1 Time Evaluation
1 Work Schedule
1 Information System
1 Tools

) Settings
) Environment
[ Incentve Wages
[ Time Sheet
3 Payrall
3 SAP Learning Solution
3 Training and Event Management
) Training Needs Management
"1 Organizational Management

4. click 2 [0 Time Data dropdown folder.

5. Click ' &3 PAB1 - Maintain = dropdown folder for Time Management Process.

[l
&
oy
x

L& SA " Maintain Time Data

a @ @ B st B w £ Montt
Y A
Find by
A Person
1 Collective Search Help
1 Search Term
4 Free search
o RO

Infotype Text s Period

Actions

Organizational assignment
Personal data
Planned Working Time
Time Recording info
Absences
Attendances

Time Events
Substitutions

Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

6. Maintain Time Data Page will be displayed.
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SSM — SAP GUI (Back-end) )

CHANGE PLANNED Time Administrator
WORK SCHEDULE SAP GUI

SAP Easy Access

EH F & & Othermenu ¥ W 7 v A & createrole  More™ Q d @ Ext

J PA61 - Time Management -> Administration -> Time Data -> Maintain
s PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ 19 SAP Menu

> [71 Connector for Multi-Bank Connectivity

> [0 office

> [ Cross-Application Components

> [ Logistics

> [1] Accounting

s

Human Resources

> [71 Infermation Systems

> [0 service

» [ Tools

> [ WebClient Ul Framework

1. Onthe Search bar, input transaction code PA61 and press enter on the keyboard.

Note:

» Transaction code is used to quickly access Maintain Time Data from SAP menu screen,
otherwise navigation to Maintain Time Data could be as follows:

Human Resources > Time Management > Administration > Time Data > PA61 Maintain

= < B _ B8 x
EE ’ SAP Easy Access
H F & & othermenu W k7 v A & createrole  More™ Q o @ Exit

e
J PAG1 - Time Management -> Administration -> Time Data -> Maintain
& PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ T3 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
» [ Logistics.
> [ Accounting
43 PPMDT - Manager's Desktop
> [T Personnel Management

~ 19 Time Management [l 3]

» [ Shift Planning
& PTMW - Time Manager's Workplace
D
=

&k PAS1 - Display .

7% DAT1 _ Eaet Entns
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SSM - SAP GUI (Back-end) 'Lg

0) - ® X
< -.3‘ 7 Maintain Time Data

0 2 6 @ st entry Week Month ) Year  More q
Find by

% Person

«
»
p—

A Collective Search Help
A Search Term

A Free search

Infotype Text s Period
Actions

Organizational assignment

Planned Working Time
Time Recording Info
Absences
Attendances

Time Events
Substitutions

Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

2. Maintain Time Data page will be displayed showing fields for different infotypes for

Time Management, Period and Direct Selection for the Personnel Number selected.

3. Input Personnel Number for time management of the employee.

1}

o
x

Maintain Time Data

Wsivg

Absences

Attondances

Time Events
Substitutions
Absence Quotas
Monitoring of Tasks
Date Specifications.

Direct selection

4. Select infotype text Planned Working Time.
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SSM - SAP GUI (Back-end) )

Maintain Time Data

Month

Infotype Text s.

Actions

oo s m: 01.01.1800 31.12.9999

Personal data

« Planned Working Time
Time Recording info
Absences
Attendances
Time Events
Substitutions
Absence Quotas
Monitoring of Tasks

Date Specifications.

Direct selection

Planned Working Time

5. Select Period and select All.

6. Click button to display List of Planned Working Time.

List Planned Working Time

p: |1 Permanent Pers.area
EE subgroup: |03 | Division il

=] Choose: [01.01.1800 () 31.12.9993

7. Select the latest Planned Working Time record transaction.

8. Click 7 button to edit the Planned Working Time record transaction.
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SSM — SAP GUI (Back-end) )

= < a -8 x
< w Create Planned Working Time
E B Workst 5
e Per "
Find by group: | 1| Permanent Frre

& Person EE subgroup: |03 | Divisian Iil
L Collective Search Help
1 Search Term
L Free search

* Start: |13.04.2021 ‘o |31.12.9999

Work schedule rule

*Work schedule rule: NOD10001 | Standard

Working time
Daily working hours 0.00

jorking hour 0.00

0.00
0.00

0.00

9. Select Additional Time ID and change to ‘02’.
Note:

» Additional Time ID is to determine whether an employee is eligible for any leaves. For
example, suspended employees are not eligible for any leaves or employees that require

offline leave approvals.

10. Click m button.

< _ & x
< h-i- " Create Planned Working Time
I~ BB Work sch il
= 10075965 Mame: KHAIRUL AMIRIN BIN MOHAMMAD
Fad by e #) G s =
;. 03 | Division 11l Cost Cente 100200
~Start |13.04.2021 ‘T 31.12.9999

Work schedule rule
de: NOD100OL
1atus: 1 - With Anendance / Clack in - Out / Time Event

02  NO LEAVE REQUEST

Daily working hours 0.00
Weekly working hou 0.00
0.00
0.00
0.00
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SSM - SAP GUI (Back-end)

)

Important Note:

* Monthly Leave Entitlement will stop when an employee take any of the leaves listed

below:
i.  Cuti Haji
ii. Cuti Beranak (Maternity Leave)
iii. Cuti Menemani Pesakit (Unpaid)
iv. Cuti Menemani Suami / Isteri

v. Cuti Tanpa Gaji (Unpaid Leave)

» Once the employee is eligible for their monthly leave entitlement, Time Administrator

must change the Additional Time ID from ‘02’ to ‘01’.
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