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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

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 B Crestercle More QA < @ ea

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

- SAP4 SAP Easy Access -

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

[ Information Systems

[m

[ 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
® L & Othermenu 4 B9 Create role  More

3. Click » [ Administration  dropdown folder.
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SAP4 SAP Easy Access

5 Favorites

* PAGL - Time Management ->

tor for Multi-Bank Connectivity

ieation Companents

Human Resources
PPMOT - Manager's Desktop
[ Persannel Management

« 5 Time Management

ime: Manager's Workplace

5
& PASI - Display
& PAT1 - Fast Entry
& PAG2 - Maintain Additional Data
& PT50 - Quota Overview
1 Time Evaluation
1 Work Schedule
) Information System
1 Tools
) Settings
1 Environment
[ Incentive Wages.
[ Time Sheet
) Payroll
") SAP Learning Solution
) Training and Event Management
) Training Needs Management
"1 Organizational Management

4. Click =~ 3 Time Data dropdown folder.

5. Click = “ PABL - Maintain | gropdown folder for Time Management Process.

$ &l = %
< »2» p - Maintain Time Data
0 2 6 8§ B Musewy [BW B Moth B "
v|[a i 5
Find by
& Person
A Collective Search Help
1 Search Term
{ Free search
e ma ent dat
Infotype Text s Period
Actions

Organizational assignment
Personal data

Planned Working Time
Time Recording Info
Absences

Attendances

Time Events

Substitutions

Absence Quotas ] e
Manitoring of Tasks

Date Specifications

Direct selection

6. Maintain Time Data Page will be displayed.
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CREATE Time Administrator
ATTENDANCES SAP GUI

SAP Easy Access

v A I Creatarcle

™) Tools

") WebClient Ul Framewark

e
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

SAP4 SAP Easy Access

B

9 Administration

£ PAT1 - Fast Enry
£ PAG2 - Maintain Addtional Data

& PT50 - Quota Overview
1 Time Evaluation

Wark Schedule
Information System
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< -.3‘ 7 Maintain Time Data
C 4 [ 1o} ist entry Week Month 3 Yeas More

Find by
% Person
A Collective Search Help
A Search Term

A Free search

Infotype Text
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.

< _y p Msintain Time Data

B,
i
X

Find by
2 Person
A Collective Search Help
X Search Term
A Free search

Infotype Text s.
Actions
Organizational assignment

Personal data

Planned Working Time

* Jttendances

Substitutions

Absence Quotas

4. Select infotype text Attendances.
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< ,,,3: P4 Maintain Time Data

«
»

Find by
2 Person
A Collective Search Help
A Search Term
\ Free search

Infotype Text s Bera

Actions
ol T m 11.05.2021 Tor 11.05.2021
Personsl dats
Planned Working Time
Time Recording Info
Absances Foom corrdate Last week

« Btendances i
Tima Events
Substitutions

Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

5. Select Period and select e.g. Today.

6. Below at STy, click Y putton.

- SA ’J Maintain Time Data

- s E ML B Woek [ Month [ Yea
¥ A
P by Name
o pacaiin EEgroop: (1| Permanent
A Collective Search Help €E st 03 Cost

2\ Search Term
2 Free search

Period

Infotype Text

Actions .
Ougnizationsl esgwnent From: 11.05.2021 To 11.05.2021
Personal data

Planned Working Time

CLLLLey

Time Recording Info
Absences
* Attendances

<

Time Events
Substiutions
Absence Quotas v
Monitoring of Tasks v
Date Specifications v

Direct selection
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Maintain Time Data

0 / @ & @& 0@ ustery 3 Week [ Month Year Mora
[ Parsonnel no
Find by Nam:
# Person EEgroup: 1| Permanent
1 Collective Search Help = ok ! .
subgroup Division Cost Cantor.
1 Search Term
| Free search
Time management data
= pes for infotype "Attendances” (1) 4 Entries found x
Infatype Text
Actions
Organizational as | — 1 o | Trsmom

* Aftendances | ag 2020 Seminar

Substitutions
Absance Quatas
Monitoring of Tad
Date Spacificatic

Direct selection

4 Entries found

Personal data

Planned Working PS. AIAType Att /abs. type text B
Time Recording lfG6™ 2000 Latinan Om Perkniamatan
Absences - — }

TimeEvents |5 2030 Penaanan Femiagaan

7. Choose Attendance type.

8. Click ll button to create Attendances for the employee.

@ B @ M Usterty [3 Week [ Month
Personnel
Find by
& Person EEgroup: 1 Permanen
L Collective Search Help = S
4 Search Term i
L Free search
T agement data
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

nlotype: Attendances

CERRK P

<

Maintain Time Data

Period

11.05.2021 To: 11,05.2021
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= | & %
'8 SAP4 Create Attendances
@ BB Personal work schedule  Aciivity allocation  Cost assignment  External services (B} More
= Pers No Mame
£ [ 1
03 i S rule: NOO10001 1
T].1.05.202]. 1\_3 11.05.2021
2000
1.00

9. Create Attendance page will be displayed.
10. Under Create Attendances: Start Date, End Date and Attendance Type can be referred

to if it is the preferred date and the correct information.

11. Click [=:0EN button.

12
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CHANGE Time Administrator
ATTENDANCES SAP GUI

SAP Easy Access

F v A E Createrole

™) Tools

") WebClient Ul Framewark

e
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

SAP4 SAP Easy Access

£ PAT1 - Fast Entry

£ PAG2 - Maintain Addtional Data
£ PTS0 - Quota Overview
1 Time Evaluation

Work Schedule

Information System
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< ..En " Maintain Time Data
s 0 B Bl Ustenty 3 Weel ath B 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.

< ~E- 7 Maintain Time Data

&
|
[
x

Find by
2 Person
A Callective Search Help
A Search Term
\ Free search

Infotype Text s. Pdod
Actions
Organizational assignment
Porsonal data
Planned Working Time
Time Recording Info
Absences

+ Pinendances

Substiutions
Absence Quotas
Monitoring of Tasks

Date Specifications

Direct selection

4. Select infotype text Attendances.
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7,
&

-

m
X

= < W 6 Maintain Time Data
(d 7 G ’-n tentry £ Week 3 Month [ Year More

Infotype Text

Actions.

b From: 11.05.2021 Tor 11.05.2021
Personal data y

Planned Working Time

Time Recording Info

SRR S Gy

Substitutions
Absence Quotas

<

Monioring of Tasks
Date Specifications

<<

Direct selection

Attendances Ty 2000

5. Under Period, select Today.

6. Click button to view List of Attendances.

< r.E- '7 8 List Attendances
v ff H B wmoe

EE subgrp: 03 | Division I WS rule: NDO10001 Standard 1
Choose: | 11.05.2021 Tor 11.05.2021
Attendances

7. Select Attendances record transaction.

8. Click »# button to change/edit the Attendances record transaction.
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= < —fF x
< ».3‘ P4 Change Altendances
E BB Personalworkschedule  Activity allocation  Costassignment  Externalservices () More »
¥ AR
d by Cast C
& Person EE subgrp: 03 Division | WS rule: NOD10D0L
Collective 5 e *Start |11.05.2021 [(D)| ¢ To: |11.05.2021 Chg.: 11.05.2021
1 Search Term . :
Free searc

tendance type: | 2000

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

10. Click m button.

Note:
* In change page, Time Administrator will not be able to change the attendance type. If
Time Administrator wishes to do so, the Time Administrator will firstly delete the wrong

transaction and create a new attendance transaction.
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DELETE Time Administrator
ATTENDANCES SAP GUI

SAP Easy Access

F v A E Createrole

™) Tools

") WebClient Ul Framewark

e
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

SAP4 SAP Easy Access

£ PAT1 - Fast Entry

£ PAG2 - Maintain Addtional Data
£ PTS0 - Quota Overview
1 Time Evaluation

Work Schedule

Information System
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o
x

< -.3‘ 7 Maintain Time Data

(1 2 O B B B ustoty [BWesk [ Moth [ Yo Mors
¥l A I i )

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

o
x

Find by
2 Person

A Collective Search Help

A Se

Infotype Text s. Pidod
Actions
Organizational assignment
Porsonal data

Planned Working Time

Time Recording info

Substitutions.
Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Attendances.
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[}

< »3‘7 Maintain Time Data
0 ¢ a ® B Ustontry 3 Week [ Month [ Yesr More

Infotype Text

Actions

oo s m: 01.01.1800 31.12.9999

Personal data
Planned Working Time
Time Recording info
Absences

+ Attondances

LLLCLLLLe Y

Time Events
Substitutions
Absence Quotas

<

Monitoring of Tasks v

Date Specifications. vl <

Direct selection

Attendances 2000

5. Select Period and select All.

6. Click button to view List of Attendances.

< »-37 8 List Attendances
0 ¢ alglle wvoe-~

¥ AR
Find by
& Person 03 T I - NODLOOOL
L Collective Search Help +u: [02.00.1200 s [i.12.9990
A Search Term -
Attendances
L Free search
Start Date End Date Ane... Afabs. type text Caldays L

I- T 05 2021 11052021 2000 Latinan Dim Perkhidmatan 1.00

7. Select Attendances record transaction.

) i ) )
8. Click ™  putton twice delete the Attendances record transaction.
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LOCK/UNLOCK Time Administrator
ATTENDANCES SAP GUI

SAP Easy Access

F v A E Createrole

™) Tools

") WebClient Ul Framewark

e
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

SAP4 SAP Easy Access

£ PAT1 - Fast Entry

£ PAG2 - Maintain Addtional Data
£ PTS0 - Quota Overview
1 Time Evaluation

Work Schedule

Information System
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< ..En " Maintain Time Data
s = ook £ Wes " B Yesr 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- " Maintain Time Data

o
x

= M a8 e 5]
¥ A
Find by
Z4 Person

A Collective Search Help

A Search Term

A Free search

50

Infotype Text s Period
Actions

Organizational assignment
Parsonal data

Planned Working Time
Time Recording Info
Absences

+ Bitendances

Substitutions
Absence Quotas
Monitoring of Tasks
Date Specifications

Direct selection

4. Select infotype text Attendances.
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-

i i
]
o
x

< ».E A , Maintain Time Data
- B Ustenty (S Week [ Month B Year More
Find by

& Parson EEgroup: 1| Permanent
A Collective Search Help
1 Search Term
1 Free search

Infotype Text Period

Actions

Organizaticasl ssvgeenent 01.01.1800 31.12.9999
Personal data
Planned Working Time
Time Recording Info
Absences

CLUCLCLLLEL P

+ Attondances
Time Events

Substitutions

<

Absence Quotas
Monitoring of Tasks

<<

Date Specifications

Direct selection

Attendances y 2000 | Latihan

5. Select Period and select All.

6. Click button to view List of Attendances.

< L 8 List Attendances

z
¥|[a .
Fndby Pers.ares =it
= Person € subgrp: 03| Division | WS rule: NOOL000L  Standard 1
1 Callective Search Help . i 01,01, 1800 Tor 11.12.9999
% Search Term . .
Attendance:

1 Free search

» 11052021 11052021 2000 Latihan Dim Perkhidmatan 1.00

7. Select Attendances record transaction.

8. Click El button to lock Attendances record transaction.
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18 SAP4 Lock Attendances
B B E @®
¥ AR
Find by Pers.area Cost Cb
# Person EE subgrp: [03 | Division | WS rule: | NODL0D0L
4 Callective Sesrch Help Start: 11.05.2021 To: 11.05.2021 3.5 11.05.2021 )
L Search Term
L Free search
Anendance
tenaance type: [2000 | Latihan Dim Perkhidmatan
1.00

9. Click button.

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

to indicate the record has been locked/unlocked.

= o F ox
< y List Absences
" 8
£ subgrp: |03 - NOD10001

m Choose: [01.01.3800 [i51)  Ter[31.22.9999

Absences
Start Date End Date Abs... ALIabs. typs text CaLdays
10052021 14052021 1000 Cuti Tabunan s.04 10

Note:

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

runned in the system.
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DISPLAY Time Administrator
ATTENDANCE DATA

REPORT SAP GUI

SAP Easy Access

dministration - Time Data -> Maintain
chedule -> Persanal Wark Schedule
-> Attendance -> Attendance Data Overview

"3 [ Connector for Muiti-Bank Connectivity
[ Office
[ Cross-Application Components

[ Logistics

[ WebClient Ul Framework

e
1. Onthe Search bar, input transaction code PT64 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 > Information System > Reports > Time Management> Time Data
Administration > Attendance > PT64 Attendance Data Overview

w SAP Easy Access

H F & & othermenu W R S v A ® Createrole  More™ Q

> [] Accounting z
X PPMDT - Manager's Desktop
» [ Personnel Management
> [ Time Management
> [ Payroll
> [71 SAP Learning Solution
> [ Training and Event Management
» [7] Training Needs Management
> [7) Organizational Management
~ 19 Information System B
C
> [7) Personnel Management
i pement D
> [ Shift glanninﬁ
I T3 Time data administration -
> [ Work Schedule
1 Attendance
(€]
{3 PT9O_ATT - Attendance Data: Calendar View

@5 DTA1 ATT . Artandanca Mata: Multinla Emnlnvaa Ve =

- 5 Time Mana
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< D 'J AttendanceiAbsence Data: Overview
@ o B wm
i E oy o=
Period
Up
Other pel
I©
Pay
Selection

Data format

® Hide texts o

Select Period and select Current Year.

Input Personnel Number.

Select Classification of Data as shown.

2

3

4. Select Evaluate attendances only to view Attendances.
5

6

Click button.

= < a8 x
< Y Attendance/Absence Data: Overview
-] . @ B e Ext
Attendance/absence types for eval.
Attendance type
Execute
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7. Attendance/Absence Data Overview Report will be displayed.
E < y AttendanceiAbsence Data: Overview : -

Attendance/Absence Data: Overview

Period: 01.01.2021 - 31.12.2021

Statistics not co

47 Frene during svaluatin

PA  Subarea Hrs Planned hours Hrs/pind Days Planned days Daysipind Ho records
I I 60600 152577454 00 000 % 8700 2034325500 000 % 30
8A 1 20550 2248527400 000% 4000 200800200 000% 15
SA  sAD1 6000 115817750 001% BO00 15433800 001% 3
SA SA0Z | 3000 17932350 002% 400 2388500 002% 1
SA  SA03 1600 36604300 000% 200 4877000 000% 1
SA  SAD4 2250 74903650 000% 300 9986200 000% 1
SA SA0S | 7500 25291350 003% 1000 3376300 003% 3
SA  SA0G 6200 150346700 000% 900 21250300 0.00% 4
SA  SADT 000 11765250 000% 000 1568700 000% o
SA  SAD8 000 235881050 000% 000 31455500 000% 0
SA  SA09 000 487.36200 000% 000 6498400 000% o
SA  SA10 000 91712200 000% 000 12235500 000% o
SA  SAN1 2250 12702000 002% 300 1693600 002% 1
SA sA12 000 1136631400 000% 000 151549900 000% o
SA  SAl4 000 30034150 000% 000 5203600 000% o
SA  BA15 000 0897750 000% 000 1319700 000% o
SA  SAlE 0.00 18675000 000% 000 2400000 000% o
SA  sA17 000 13259250 000% 000 1767900 O000% o
8A SA18 000 4855500 000% 000 647400 000% o
SA  SA20 0.00 15313500 000% 000 2041800 000% o
SA  SA21 000 467 55750 000% 000 6234100 000% o
SA SA22 | 750 54316000 000% 100 7245800 000% 1
SA  SA23 0.00 10982250 000% 000 2664300 000% o
SA  SAZ4 000 560250 000% 000 74700 000% o
SA  SA25 000 58071500 000% 000 7742000 000% L]

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

made by employees.
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