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INTRODUCTION

This user guide acts as a reference for Time Administrators (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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SAP GUI (Back-end) Time Administrator

Log on SAP GUI

SSM Quallty System

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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SAP Easy Access.
# v A W Crestercle More v Q o @ b

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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NAVIGATE TO TIME Time Administrator

DATA PAGE VIA SAP
MENU SAP GUI
<l & x

SAP Easy Access

[ Training and Event Managsment
[ Training Needs Management
[ Organizational Management

[ Information System

[ Additional Functions

1. To navigate for Time Management Process, click =~ [ Human Resources

dropdown folder to expand to more selections.

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

SAP Easy Access

Mult-Bank Connectivity

3. Click » [ Administration  dropdown folder.
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LOMBER

* o
Sumpen ™

4 Human Resources

PPMDT - Manager's Deskiop

[ Personnel Management

3 Time Management
) Shift Planning

£ PATL - Fast Entry
£ PAB2 - Malntain Additional Data
£ PTSO - Quota Overview
) Time Evaluation
Work Schedule
Informaton System
Tools

Settings
Environment
1 Incentive Wages
1 Time Sheet
) Payroll

) SAP Leaming Solution

3 Training and Event Management

) Training Needs Management
" Oreanizational Management

4. Click

5. Click

]

Find by
& Person
A Collective Search Help
1 Search Term

A Free search

» [ Time Data

24 PAB1 - Maintain

Infotype Text

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

dropdown folder.

dropdown folder for Time Management Process.

s. Period

h
oy
x

6. Maintain Time Data Page will be displayed.
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Time Administrator

CREATE ABSENCES SAP GUI

Ei: " SAP Easy Access

PAG1 M B F L& &S othermenu W * F v A & createrole  More™ Q d @ Ext

el
61 - Time Management -> Administration -> Time Data -> Maintain

% PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ T SAP Menu

» [ Connector for Multi-Bank Connectivity

> [ Office

> [ Cross-Application Components

> [ Logistics

» [ Accounting

» [ Human Resources

» [ Information 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 Time Evaluation from SAP menu screen,

otherwise navigation to Time Evaluation could be as follows:

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

EE: 7 SAP Easy Access

v B F & & otermenu k. kS v A ® Create role  More™ Q =

~{13 Favoried :
+ PAB1 - Time Management -> Administration -> Time Data -> Maintain
“ PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ 13 SAP Menu
> [1 Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
> [ Logistics
> [] Accounting
43 PPMDT - Manager's Desktop
» [ Personnel Management
> [ shift Planning

I ~ T Administration Ig

& PTMW - Time Manager's Workplace
D
& PAB1 - Maintain i =

43 PA51 - Display .

. DAT1 . Eaet Entrs
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< _v.- Maintain Time Data
P stentry [ Week Month  EJ Year More

Infotype Text s.
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

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.

< -.3 7 Maintain Time Data

o
x

2 m P e
¥ A
Find by
& Person
L Collective Search Help
A Search Term
A Free search
data
Infotype Text s.

Absence Quotas

Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Absences.
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Sumpen ™

s si
> 7,
Ia

(%

h
o
x

- < W Maintain Time Data

Find by
£ Person EE group: |1
L Collective Search Help
A Search Term

A Free search

Period

Infotype Text
Actions

oo s 10.05.2021 1505.2021
Personal data

Planned Working Time

CREC QP

Time Recording info
+ Absences
Attendances
Time Events v

Substitutions g

<

Absence Quotas
Montoring of Tasks v
Date Specifications v

Direct selection

Absences y 2]

5. Select Period and select Today.

(]

6. Click button to create Absences for the employee.

(4 S "6 Maintain Time Data
i Z @ ® @@ M ustenry [3 Week [ Month [ Year More

L Collective Search Help

i

h
o
x

Find by

24 Person

1 Search Term

A Free search

Period

Infotype Text
Actions

oo s 10.05.2021 1505.2021
Personal data

Planned Working Time

CREC QP

Time Recording info

* Absences
Attondances
Time Events v

Substitutions g

<

Absence Quotas
Montoring of Tasks v
Date Specifications v

Direct selection

Absences y 2]
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Find by
& Person oup: 1
L Collectiva Search Help

X Search Torm

A Free search

Infotype Text
Actions

Personal data
Planned Working Time
Time Recording Info

Absences
Attendances

Time Events
Substiutions
Absence Quotas
Monitoring of Tasks
Date Specifications.

Direct selection

Organizational assignment

Maintain Time Data

Period

10.05.2021 10.05.2021

ST N

<

<

Absences

7. Click = button.

8. Choose Absence/Leave type.

Find by

& Parson 1

1 Collective Search Help
1 Search Term
| Free search

anagement data

Infotype Text
Actions
Organizational assighmey
Personal data
Planned Working Time
Time Recording Info

+ Absences
Attandances
Time Events
Substitutions
Absence Quotas
Monitoring of Tasks

Date Specifications

Direct selection

Nek [ Month (1 v

Maintain Time Data

5 fi x
gL =2
PS.. AAType Att/abs. type te;
99 1000  Cuti Tahunan o
99 1010  Cull Mandatori
90 1020 Cuti Sakil Swasta
99 1030  Cuti Sakit Kerajaan 2L
99 1040  Cuti Sakit Ker. Uni RBPF
99 1050  Culi Baluk Kering

99 1060  Cuti Menemani Pesakit

99 1070 Culi Meneman| Suami kstri
99 1080 Culi Kanwin 14
99 1080  Cuti Kawin7 -
29 Entries found
v
P
pe: | Absences ST

m
x

9. Create Absences page

will be displayed.
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Create Absences
B8 Personslwork schedule  Costassignment (&} Mors
¥ AR
Find by Pers.area Cost Ci
& Person EE subgrp: (03 | Division If S rule: NODL000L Standard 1
* Start rlﬂ.ﬂi.lﬂ!l Vj * To: 15.05.2021
Absence

type: | 1000 Cuti Tahunan

6.00

6.00 Days

10. Input Start Date and End Date. Cross-check Leave Type and Leave Deduction

information to ensure its accurate.

11. Click =0z button.
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Time Administrator

CHANGE ABSENCES SAP GUI

- B8 X

1l
~
En

EE " SAP Easy Access
1
® F & Sothemeu M Kk £ vV A B Createrole  Morev Q o B e

[t Favorites
% PAE1 - Time Management -> Administration -> Time Data -> Maintain
% PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
# PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ 13 SAP Menu
> [7] Connector for Multi-Bank Connectivity
> [0 Office
> [ Cross-Application Components
> [ Logistics
» [ Accounting
» [T Human Resources
> [ Information Systems
> [ service
» [ Tools
?

1 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 Time Evaluation from SAP menu screen,
otherwise navigation to Time Evaluation could be as follows:

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

I
~
=g
|

a]]
X

W SAP Easy Access

v B = & 2 othermenu W ok v ~ @ Createrole  More™ Q d DB Ext

- * PAEl - Time Management -> Administration -> Time Data -> Maintain
+ PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview

~ 13 SAP Menu

> [ Connector for Multi-Bank Connectivity

> [0 office

> [7 Cross-Application Components.

» [ Logistics

> [] Accounting

& PPMDT - Manager's Desktop
» [ Personnel Management

~ 1 Time Management [l 2}

> [ Shift Planning
¥ PTMW - Time Manager's Workplace
D
E
1¥ PAS1 - Display

% DAY _ Eact Entrs
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< _v.- Maintain Time Data
s @ 8 B Ustenty 3 Week Month F Year More

Infotype Text s.
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

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.

< -.3 7 Maintain Time Data

b
o
x

Find by
% Person
A Collective Search Help
A Search Term

A Free search

Infotype Text s.

Actions

Organizational assignment

Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Absences.
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'y,
&

-

b
o
x

< W 6 Maintain Time Data
0 72 a "1: Wtentry B2 Week [ Month B3 Yesr More

# Person £E group: |1

Find by

A Collective Search Help
4 Search Term
A Free search

Time management data a

Infotype Text Period

Actions
Organizational assignment From: 01.01.1800 31.12.9999
Personal data

Planned Working Time

LSS A O

Time Recording Info
* Absences
Attandances
Time Events v
Substitutions.
Absence Quotas v

Monitoring of Tasks v
Date Specifications.

<

Direct selection

5. Select Period and select All.

6. Click button to view List of Absences.

N

List Absences.

(=]
M
2]
(1]
®

«
»

Find by Pers.area c
£ Person EE subgrp: 03

do: NOOLODOL | Standard 1
2L Collective Search Help o Croones [o2.00. 1900 312999
4 Search Term - h

4 Free search

« 10052021 15082021 1000 Culi Tahunan 6.00

7. Select Absences record transaction.

8. Click # button to edit the Absences record transaction.
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OMBER
R D
{ "‘h‘%
N - =
4 s
Sumpen "
= < & = x
< ».2:7 Change Absences
E BB Pasouilworkschecule  Costasignment @ M
== Mame:
Find by Pors.area
2 Person

1 Collactive Search Help
1 Search Term

= uie: NOD10DOL
4 Free search

Standard 1

: 10.05.2021

Absence

9.

Input the new preferred date in both the Start Date and End Date fields.

10. Click [ 55 button.
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Time Administrator

DELETE ABSENCES SAP GUI

(/B & X

EE 'J SAP Easy Access

PAG1 J® F L& K othermew W *k F VA [ createrole Morev Q o @ Exit

[t Favarites
L= o=y

% PA61 - Time Management -> Administration -> Time Data -> Maintain
% PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview

~ U9 SAP Menu

» [1] Connector for Multi-Bank Connectivity

» [3 office

» [J Cross-Application Components

» [ Logistics

» [0 Accounting

» [ Human Resources

» 7 Information Systems

> [ 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 Time Evaluation from SAP menu screen,
otherwise navigation to Time Evaluation could be as follows:

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

EE: 7 SAP Easy Access

v B [ & B othermenu W Rk £V A B createrole More™ Q d @ Exit

I |
~11 Favorites| o
* PAE1 - Time Management -> Administration -> Time Data -> Maintain
“ PT63 - Report Selection -> Work Schedule -> Personal Work Schedule

% PT64 - Report Selection -> Attendance -> Attendance Data Overview

~ T3 SAP Menu
> [71 Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics

> [] Accounting

~ Ty Human Resources A
T EEMDT

> [ personnel Manaze
> [ shift Planning
& PTMW - Time Manager's Workplace
E
43 PA51 - Display -

# DAT1 - Eaer Enrns
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< -.3‘ 7 Maintain Time Data

d Z @ 5 @ 3 ustentry Week Month Y Year More
¥l A I i )

A Collective Search Help

Find by

% Person

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.

< -.3‘ 7 Maintain Time Data
a0 ¢»2 a4 8 v Wesk Moath| B Your | Mors

b
o
x

G

i
1
i
)

Find by
% Person
A Collective Search Help
A Search Term

A Free search

Infotype Text s Period
Actions

Organizational assignment

Planned Working Time
e Racoctos Lo

<

Substitutions

Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Absences.

SSM_UG_Time Management_Back End (SAP GUI)_Maintain Absences_v1.0 18



MBER
‘

Sistem Sumber Manusia — Time Management e

-

[}

h
o
x

< W 6 Maintain Time Data

Infotype Text Period
Actions

Dipacatcel sesgmant From: 01.01.1800 31.12.9999
Personal data

Planned Working Time

LSS A O

Time Recording Info
+ Absences
Attendances
Time Events v
Substitutions
Absence Quotas

<

Monitoring of Tasks

<

Date Specifications. v

Direct selection

5. Select Period and select All.

6. Click button to view List of Absences.

&

<& 8 x
< ..E":' 8 List Absences.

Find by Pers.area CostCir
A Parson EE subgrp: 03 Division Il WS rule: HOOLOGOL Standard 1
Q4 Collective Search Help B , 01.01.1800 31.12.9999
4 Search Term

4 Frea saarch

» [10.05.2021  15.05.2021 1000 Culi Tahunan

7. Select Absences record transaction.

8. Click Tl, button twice delete the Absences record transaction.

SSM_UG_Time Management_Back End (SAP GUI)_Maintain Absences_v1.0 19
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LOCK/UNLOCK Time Administrator
ABSENCES SAP GUI

(/B & X

EE 'J SAP Easy Access

PAG1 J® F L& K othermew W *k F VA [ createrole Morev Q o @ Exit

[t Favarites
L= o=y

% PA61 - Time Management -> Administration -> Time Data -> Maintain
% PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview

~ U9 SAP Menu

» [1] Connector for Multi-Bank Connectivity

» [3 office

» [J Cross-Application Components

» [ Logistics

» [0 Accounting

» [ Human Resources

» 7 Information Systems

> [ 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 Time Evaluation from SAP menu screen,

otherwise navigation to Time Evaluation could be as follows:

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

EE ? SAP Easy Access

v B = & & otermenu ¥ k F VvV A [ createrole MoreV Q o B et

-]

~{3 Favoried
& PAB1 - Time Management -> Administration -> Time Data -> Maintain
% PTE3 - Report Selection -> Work Schedule -> Personal Work Schedule
% PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ 13 SAP Menu
> [1 Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
> [ Logistics
> [] Accounting
A
£ PPMDT - Manager's Desktop
> [ Personnel Management

19 Time Managemen B

> [ shift Planning

-~ T Administration C

& PTMW - Time Manager's Workplace
D)
£ PAB1 - Maintain E

&3 PA51 - Display

. DAT1 . Eaet Entrs
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o
x

Wsivg

Maintain Time Data

/7 @ B B 0 ustewy [@Week [ Month [ Year More
v|[a I . 7
Find by
£ Person
L Collective Search Help
L Search Term
\ Free search
ata
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

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.

o
x

Maintain Time Data

e -

Infotype Text s Period

Absence Quotas

Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Absences.
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a
S
[
%

< ..2‘7 Maintain Time Data
0 »2 a ® B Ustentry [3 Week [ Month [ Year More

5 Period

v ’
Y From: 01.01.1800 31.12.9999
v

Planned Working Time v day

Time Recording Info v

+ Absences

Attandances

Time Events v

Substtutions

Absence Quotas. o =

Manitoring of Tasks v

Date Specifications v

Direct selection
o | Absences y 1000 | ¢

5. Select Period and select All.

6. Click button to view List of Absences.

-

< W 8 List Absences.

Find by Pers.area CostCir
£ Parson EE subgrp: 03 Division Il WS rule: NOOLOGOL Standard 1
4 Collective Search Help = Choose: |01..01.1800 Tor 31.12.9999
4 Search Term o
sen

1 Free search

» [10.05.2021 15052021 1000 Culi Tahunan

7. Select Absences record transaction.

8. Click El button to lock Absences record transaction.
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= < d -8 x
< 'J Lock Absences
B B @
¥|[a
Find by Cost C
& Person EE subgrp: (03 Division | S rule: NOD10OOL 1
1 Collective Sesrch Help Start: | 10.05.2021 To:|14.05.2021 Chg.: 10.05.2021 &8
1 Search Term

1 Free search
Absence

1000
5.00

5.00 Days

9. Click button.

10. Alock icon will appear in the lock column of the Absences overview page

to indicate the record has been locked/unlocked.
= < & x
< w List Absences

e [01.01.1800 (7 +[31.12 9999

Note:

The purpose of the lock/unlock function is to temporarily restrict transaction from being

runned in the system.
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DISPLAY ABSENCE Time Administrator
DATA REPORT SAP GUI

EE J SAP Easy Access

d H = & & Ohermenu W & v A & Createrole  More ™ Q d 2 Exit

& PAG1 - Time Management -> Administration -> Time Data -> Maintain
% PT63 - Report Selection -> Work Schedule -> Personal Work Schedule
s PT64 - Report Selection -> Attendance -> Attendance Data Overview
~ 15 SAP Menu

> [] Connector for Multi-Bank Connectivity

> [ Office

> [ Cross-Application Components

> [ Logistics

» [ Accounting

> [71Human Resources

» [ Information Systems

> [ Service

> [ Tools

> [ WebClient Ul Framework

1. Onthe Search bar, input transaction code PT64 and press enter on the keyboard.
Note:

» Transaction code is used to quickly access Time Evaluation from SAP menu screen,
otherwise navigation to Time Evaluation could be as follows:
Human Resources > Information System > Reports > Time Management > Time data

administration > Absence > PT64 Absence data overview

= < B — B X
| Rl " SAP Easy Access
H F & & othermenu W ok SV A [ createrole More™ Q @ P Exi

> [ Accounting
A
¥ PPMDT - Manager's Desktop
> [ Personnel Management
> [ Time Management
> [ Payroll
> [T SAP Learning Solution
> [ Training and Event Management
» [ Training Needs Management
> [7] Organizational Management
B
» [7] Personnel Management

-~ 1 Time Management D

> [ Shift planning

I ~- 17 Time data administration Ig

> [ Work Schedule

> [7] Attendance

~ TV Absence

[+ PT64 - Absence data overview

L BTN . Aheanra Nata: Calandar Visw e
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< P-E‘ " Attendance/Absence Data: Overview

[
(=}
m

Period

Selection

Select Period and select Current Year.

Input Personnel Number.

Select Classification of Data.

Click button.

[EESA 'J Attendance/Absence Data: Overview

2
3
4. Input Absence Type.
5
6

[Attendancelabsence types for eval.

Absance type: to

Data format

on organizational as:

Classification of data in initial list by

SSM_UG_Time Management_Back End (SAP GUI)_Maintain Absences_v1.0 25
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7. Attendance/Absence Data Overview Report will be displayed.
= (8 x
< W Anendance/Absence Data: Overview
2, Vv B B " B m &8 B B Collapse ¥ [31  Layout More v Exit
Attendance/Absence Data: Overview
Period: 01.01.2021 - 31.12.2021
Statistics not complete
i e
I I 3,463.00 15257745400 0.00 % 472.00 20343255.00 0.00 % a7
SA T 157500 2248527400 001 % 22000 299808200 001% ]
SA  SAD2 60.00 179.32350 003% 6.00 23.885.00 0.03% 1
SA SAD3 180 00 36604300 005% 2200 48.770.00 005% 2
SA  SAD4 67 50 74003650 001% 900 99 86200 001% 1
SA  SADS 17T1.00 25291350 007T% 2400 33.763.00 007 % 4
SA SADE 19000 158346700 001% 2800 21250300 001% 1]
SA  SAOT 0.00 11765250 000% 000 15.687.00 0.00 % ']
A SAD8 5450 235881050 000% 800 31455500 000% 2
SA  SA10 3750 91712200 000% 500 12235500 0.00 % 2
SA SA11 10500 12702000 008% 1400 16,935 00 008 % 2
8A  SA12 000 1136631400 000% 000 151549900 000% ']
L R T BT R T
SA  SA1S 0.00 0897750 000% 000 13.197.00 0.00 % ']
SA SA16 000 186,750 00 000 % 000 24 90000 000 % 0
SA  SA18 0.00 4855500 000% 000 6.474.00 0.00 % ']
SA SA20 0.00 15313500 000 % 0.00 20.418.00 0.00 % 0
SA  SA21 60.00 467 55750 001% 800 62.341.00 001% 1
SA  SA22 118 50 54316800 002% 1800 72,456 .00 002% 4
SA SA23 0.00 199.82250 000 % 0.00 26.643.00 000 % 0
SA  SA24 0.00 560250 000% 000 T47.00 0.00 % ']
SA SA25 70 00 58071500 001 % 900 77,420 00 001% 2

Note:
* Report will only show absences created by Time Admin and posted leave requests

made by employees.
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DISPLAY LEAVE Time Administrator
REQUEST REPORT SAP GUI

1. Input transaction code ZHRTMO0001 and press enter on the keyboard.

= Easy A g 3 x
».3‘ P4 1 SAP Easy Access
EH = & HKOthermew % k& # Vv A  ECreaterole More QA < B e

5 Favarites
k PAGL - Time Max
* PT63 - Report S
K PT64 - Report S
5 SAP Meny

[ Connector for Mult-Bank Connectivity
[ Office

[ Cross-Application Companents

2. Input Period.
3. Input SAP Personnel Number.

4. Input Relate Data Selection Period.

5. Click button.

= < d -8 x

'8 SAP4 Display Leave Requests (Database of Requests)

Further select Search help: t ord
—

Period

Today c

Up to today

Otner period

Par
Payroll p

Select

Relate Data Selection Period to Following Fields

) Re

Use Personnel Number for Following Role

= Owner
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6. Report on Leave Request will be displayed.
= < - x
i Display Leave Requests (Database of Requests)
4 =2 = ¥V B & (w @ B % W & @ Bwoklow Morev Q @ b
List of Requests
005056AADFT61EDBACAAQTITOTIBELEC 1 ABSREQ SENT 00505 00505. 00505... | [
B106928633431EDBASESAEBSEATBALER 2 ABSREQ  SENT 00505 00505. 00505... .
B106828633431 EDBATED T836CE8468 2 ABSREQ  SENT 00505, 00505, 00505...,
B106928633431EDBAAF952B5642B8468 2 |ABSREQ  WITHDRAWN 00505, 00505. 00505... |
B1060286323431EDBAAFO580055454468 2 |ABSREQ  WITHDRAWN 00505... 00505.
B106928633431EDBAAFB2B4D03ACE4ER 1 ABSREQ  SENT 00505 00505,
B106928633431EDBAAFB2E44650E6468 1 ABSREQ  SENT 00505, 00505.
B106028633431EDBABSTFSBBDF 456468 2 |ABSREQ  WITHDRAWN 00505... 00505.
B106928633431EDBABSS33B123CA4468 1 |ABSREQ  SENT 00505, 00505,
s HEMNOT IS 2 s 4PPROMD Joueg et
B106028633431EDBABBEOCB10ED1C46B 2 |ABSREQ REJECTED 00505 00505.
B106928633431EDBABSEJDOSA3EE0IER 2 |ABSREQ  APPROVED 00505 00505.
oMM ALSIEND 3 sestc POSTED s g
B106028633431EDBABO2616FF JECA4GE 2 |ABSREQ  APPROVED 00505 00505.
B106928633431EDBABO2803F 4AB 10468 3 |ABSREQ POSTED 00505 00505.
B106828633431 EDBABAZE2F 4505EA468 3 ABSREQ POSTED 00505, 00505,
B106028633431EDBABOI4CF 1C207646B 2 |ABSREQ  WITHDRAWN 00505 00505.
B106028633431EDBABOISICT2C24A46B 2 |ABSREQ  WITHDRAWN 00505, 00505.
B106928633431EDBABOISTE 195CFC468 2 |ABSREQ  WITHDRAWN 00505, 00505,
B106928633431EDBABIISEF 143144468 2 ABSREQ  APPROVED 00505 00505.
B106028633431EDBABOITFO4F 14B6468 3 |ABSREQ  POSTED 00505. 00505.
B106928633431EDBABO43DEETEBFCAE8 2 |ABSREQ  WITHDRAWN 00505, 00505,
Secmsciecamasmscicens | 3|semec  wroRm ons, wwss
B106028633431EDBABOJFBEAGTEACIEE 4 |ABSREQ POSTED 00505. 00505.
B106928633431EDBABOS275B032EALER 2 |ABSREQ  SENT 00505 00505.
B106828633431EDBABABB46ADCBD2468 2 |ABSREQ  REJECTED 00505 00505,
B106028633431EDBABAE 33A00AIAB46I 2 |ABSREQ  WITHDRAWN 00505 00505.

Note:
* Report will show all (posted and unposted) leave

requested/entered by the employees using ESS (front-end).

requests that have been
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POST LEAVE Time Administrator
REQUEST SAP GUI

1. Input transaction code ZHRTMO0008 and press enter on the keyboard.

E o & x
SAP 1 SAP Easy Access
E F & Botemw k k F vV A B Costercle  More v 0o o @ ea

2. Input Period of the requested leave.

3. Input SAP Personnel Number.

4. Click Display checkbox under Log panel.
5

Click button.

< -E- , Leave Requests: Post
Save as Variant ore

g,
|

oy
X

Selection

Database
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Sumpen ™

6. Records of Post Leave Request will be displayed.

< KL " Leave Requests: Post

v B B8 (0 B @ & H More
Log of Leave Requests Posted that Have the Status "Approved"
No. of Successful Records: 22
Na_ of Records with Errors: 1 (Recards were added to the time admimistrator's worklist)
No. of Locked Records: 0
“Number Send Date Time Sent Person Ho Name of Requester ID Request GUID Message Class  Mumber Type Message
1 VDG 042021 094949 005056AADF781EDBASBE2E32FAC2AL6A
2 05042021 10:01:23 005056AADF 761 EDBASBESAZAD2OE 2464
3 05.04.2021 10:02:30 005056AADF 761 EDBASBESEBACEB24464
4 05042021 100544 005056AADF 781EDBASBEEDE1004CE46A
5 05.04.2021 10:07.24 005056AADFTE1EDBASBETS3117FBA46A
6 0504 2021 10:1510 00S0S6AADF T81EDBASBEATDEACAACAEA
7 05042021 142154 005056AADF781EDBASBAEGBA9B50246A
8 05042021 150335 005056AADF781EDBASBBADOOZAACALEA
9 05.04.2021 15:31.08 005056AADFTE1EDBASBC1CE0B2C1E4GA
10 05042021 168511 00S055AADFT81EDBASBCSTAGT280E 46A
11 05042021 16:00:30 005056AADF7B1EDBASBCOFACO00B246A HRTIM ABS REQ 87 E Mo data for Infotype 2001, personnei no
12 06.04.2021 09.5126 005056AADFT61EDBASCFS30000EAAIEA
13 1304 2021 091957 B108928633431EDBASFECAE4030EB4EB
14 15042021 09:59:55 B106028653431EDBATB1CE1EGASANGE
15 15.04.2021 10:05:32 B106028633431EDBATBIE12F25F0C46B
16 15042021 10:08:26 B106028633431EDBATB1EEABAT C26468
17 04052021 08:2413 B106028633431EDBABSDE 16BEFOCE4EE
18 04052021 09:03 30 B106928633431EDBABBEINOSAIEE046B
19 04052021 124154 B10602B633431EDBABD26 16FFAEGALEE:
20 04.05.2021 13:38.40 B106028633431EDBABOISEF 1A3144468
21 06062021 115353 B106328633431EDBABC3DS2FBAG1 E468
22 06052021 154918 B106928633431EDBABCSDIMSEF 504468
23 07.05.2021 13.04.44 B106028633431EDBABDE37683BAA4468

Penod 20210405, (20210407)

Note:

* This tool will validate whether the record can be posted or not by displaying the error

message in the log result.

» After successful run, once the employee refresh their My Leave Requests page, the

status of their request will change from “APPROVED” to “POSTED”.
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