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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.

DYMK_CM_UG_SSM_TM_Front End (FIORI)_ESS_v1.0



. . . ;'\N“MI:E
Sistem Sumber Manusia - Time Management 'L"

».3 P4 SAP Easy Access
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Note:

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

that could be navigated through.

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

through the system.

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

system.
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ORGANIZATION AND Time Administrator
STAFFING CHANGE SAP GUI

SAP Easy Access

[ Connector for Muls-Bank Comectivty
5 Offce

Application Components

jent Ul Framework

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

Note:

» Transaction code PPOME is to access Organization and Staffing Change.

» Organization and Staffing Change page will be displayed.

<d 5 x
< »-3- P4 Organization and Staffing Change
o 1
X ¥|[& ) M| 13052021 -3 Month
Find by n
4 Structure Search Organizational Management
 Objest History
- Poston This is the indial screan for g your entarprisss plan. You can create your i and Siaff for sach unit
£ Person ~|  The userinterisce is dvided into four aress:
= = = + In the S ults of his search are displayed in the Selection area
¥ a ENEl I ENENE + Th i emvironment
+ The bottom area of the
Name Code Gatting started.
= Government of Brunei GOBRN ok
i J ADAT ISTIADAT NEGARA S5AD02001 one of the search funclions to select an organizatinal object, and then transfer the object to the averview area by double-clicking.
— I switch to create made In the SAP menu. choase Human Resources - = ~> Organization and Staff Assignment -> Create.
= Ministry of CM SNOSTB Baginning with a root organizational unit, creats an organizational structura and staff assignment plans.
= Ministry Workflow WFQ001

For more detailed documentation. choose

+ Help -> Application help [contaxt-related documentation)
+ Help - SAP Library -> Parsannel =

(completa

DYMK_CM_UG_SSM_TM_Front End (FIORI)_ESS_v1.0 6



\\\\\MAM

Sistem Sumber Manusia- Time Management : ‘) 2 :
4 %N\
Sumper w
= <o & x
O SAP Qrganization and Staffing Change
$ O Mo Exit
Lt o + 3 Month:
Find by A
ucture Search Organizational Management
T i
- Postion This is the initial screen for maintaining your enterprise's organizational plan_You can create your izational structure and Staff for each wnit
2 Person 5| The user interfaca s dvided into fourare
= = = = ? Inthe Search area on e il of ha i The results of th h are isplayed in the Selec
A || (@] [ ENG . eganizational objects can be Overview area, where they are displayed wihin their organizational emvironment
* T bollom ared of he scraen 1 the Dotoll area. nformalion about Individyslobjects s dsplayed ond can be sdied i the detalarea
Mame Code Gatling started:
= + Using Golo > Ghange View, choose the view with which you want to wark
= * 11 you have already created your enterprise's organizatlonal plan. use one ofthe search funcilans 0 select an organizalional object, and |th transfer the abject to the overview area by duuhle{ll(k\nq
+ If you have not already created your enterprise’s arganizational plan, switch to (ma[! mode_ In the SAP menu, choose Hi “> Organization and Staff Assignment -> Create.
- g with 2 root i, create an structurs and st
= For more detailed documentation. choose:
+ Halp -> Application help (context-related documentation)
+ Help -> SAP Library -> Personns! >0
~

‘4 SAP Organization and Staffing Change
7 o More
» P
« ; ¥|[a Fs B + 3 Moatia
Find by ER cv)Ev] | [+~ 1 2 all &
8 Organizational unit = = Retatonship text T
L Free search :
0 10002329 Acting Position AL
L Search Term
S 30000769 Incorporates
QU Structure Search
S 30000675 Incorporates
1 Object History
. S 30000677 Incorporates
& Position -
& Position A2 54000002 5 30000755 Incorporates
24 Person N
e Sonch Pasitian Ad SADOOD0S S 30000678 Incorporates
+ Collective Search Felp Postion AS SADC00CS 5 30000679 Incorporates
4 Search Term
- — Pasitian AB SADOOD0G S 30000740 Incorporates
L Struce
= et :"" - & Position A7 5AD0000T § 30000741 Incorporates
4 Free seard - Position AB SADC00CE § 30000742 Incorporates
TQ ; L oS - b PP, .
] Details for Position Demation Pa N
L0 =D data  Accountassignment  Authorities/Resource  Position Group
0 Government of Brunei GOBRN .
™ Government of Brunei Gorn [

™ Government of Brunei Darussalan GOBRN Demation Position

. HT HT Job: Mot assigned Valid On:  13.05.2021
= Institut Pendidian Teknkal B SFO6
= Jabatan Pentadbiran dan Pekhid DA
= JBT Kememarian Pertshanan 5801
& Kementerlan Hal Ehwal Luar Nege SC
& Kementerlan Tenaga&Perindustria SQ01

fling status:

8 Ministry of Development K Hoer pescrpton

B Wiy o Homa Al - feon Holder Percentage Assigned as of Subtyp: General description

9 New organizational unt New org 1 = | MOHAMAD AMIR WAFI HAJI ARIFFIN 100,00 01.05.2021 a

0 New organizational unit New org 1 Demot ion Position

0 New organizational unit New org 1

= New organizational unit New org 1

= New organizational unit New org | - .
S test org unit testorg w )
[ Testing on SubUnit 1- Wilsan ~ TSUL o o

= UNISSA SF03 -

Valid from
01.01.2021
01.01.2021
01.01.2021
01.01.2021
01.01.2021

01.01.2021
01.01.2021
01.01.2021
01.01.2021
01.01.2021

Valid to
Unlimitad
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimted
Unlimited
Unlimted

Exit

Workflow

3. Select position for Position Group that is to be maintained.
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Find by

1 Organizational unit
| Free search
1 Search Term

4 Structure Search

1 Object History

3, Position

2 Person
1 Collective Search Help
4 Search Term
4 Structure Search

4 Free search

i 2| [8] s
MHame Code

-

-

-

-

-

-

-

-

+ Basic data

Organization and Staffing Change

- [ [5 13.05.2021 + 3 Months
P olla(£]cv]= All~]] [=] ] [&][a & all(w
Staff assignments (structure] Code. ) Relationship text Chief
= Dopartmant A ) Acting Position AL
& Acting Position A1 s Incorporates
B Incorporates
mployes A A e Holder
2 Employee B B e Holder
£ Employee C c 3 Holder
2 Employee D o P Holder
 Employes £ 3 3 Holder
A P Holder
2 Position A3 s s Incorporates
] Details for Posit

Account assignment  Authorities/Resource

Py n: | S Demotion Position
Job: | Mot assigned
{ead of own organizational unit B Periads exist
Staffing status

Hoidar Description

leon| Holder Percentage Assigned as of Subtyp: | General description

= | MOH 100.00 01052021 =

Demotion Position

Valid from
01.01.2021
01.01.2021
01.01.2021
31.03.2021
31.03.2021
31.03.2021

31.03.2021
31.03.2021
01.01.2021
01.01.2021

Valid to
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimted
Unlimited
Unlimted
Unlimted

Workflow

4. Select Position Group tab.

5. Select Subtype 9002 and specify validity period.

Note:

+ Validity period using same period as Validity Position.

6. Click | [

Find by

1 Organizational unit
| Free search
1 Search Term

4 Structure Search

1 Object History

3, Position

2 Person
1 Collective Search Help
4 Search Term
4 Structure Search

4 Free search

Ta nEEIRIONS

Hame Cade
m- o
-

-
-
-
-
-
-

+ Basic data

Organization and Staffing Change

- ® m
P o|la) £]cv (= 3 &) &) |
Staff assighments (structure) Code D Relationship text Chief
= Department A o Acting Position AL
& Acting Posiion AL s s Incorporates
& Position A1 s B Incorporates
22 Employes A A e Holder
22 Employee B B e Holder
£ Employee C c 3 Holder
# Employee O o P Holder
A Employee E E 3 Holder
& 3 Holder
2 Position A3 B s Incorporates

4] Details for Position Position A1

Authorities/Resource

Account assignment Position Graup

D Description Start Date End Date

Valid from
01.01.2021
01.01.2021
01.01.2021
31.03.2021
31.03.2021
31.03.2021
31.03.2021
31.03.2021
01.01.2021
01.01.2021

button to create Position Group according to details selected.

Valid to
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimted
Unlimited
Unlimted
Unlimted

Workflow
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Organization and Staffing Change
$ O Mo Exit
P
= L id | - ) 13.05.2021 +3 Months
Find by Bv] | |d Cv]Ev]]|a]l¥ Q ] all|w
0 Organizationsl ik 2 Stalf assignments (structure) Code. D Relationship text Chief Valid from Valid to Workfow
QU Free search .
Departmant A s o Acting Position AL 01.01.2021 Unlimited .
QU Search Term i Post g
& Acting Position A1 s s Incorporates 01.01.2021 Unlimitedt
Structure Search > -
& Posiion A1 s s Incorporates 01.01.2021 Unlimitedt
L Object History .
e 2 Employes A A [ Holder 31032021 Unlimited
© Postien 2 Employes B 3 [ Holder 31.03.2021 Unlimited
2 Person
| Colloctive Semeh Hel 2 Employes € ¢ B Holder 31.03.2021 Unlimited
Y Su h:e earch Help 2 Employse D o P Holder 31.03.2021 Unlimited
Y :arc :m- \ 5 Employee £ 3 P Holder 31.03.2021 Unlimited
L Structu
. e :“" - A Abu H P Holder 01.01.2021 Unlirmited
4 Free seard - & Position A3 5 5 Incorparates 01.01.2021 Unlimited R
£1a AIEIERIE0INE N - - A JOpU . -
) Details for Position Posito
Name (=25 v Basicdata  Accountassignment  Authoriies/Resource ' Position Gros
> . I/
> -
-
- 1 sl from: 01.01.2021
-
5. Time Management - 1 To: 31.12.9899
-
-
= I1+} Descipton Start Date End Date @
= | B Teaching Staff 01.01. 2021 9999 o
-
-
-
=
-
=
= o e
=
-
=

7. Select ID 1 : Teaching Staff.

8. Click [==U= button.
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Time Administrator
SAP GUI

MAINTAIN POSITION

SAP Easy Access

[ WebClient Ul Framewark

1. Onthe Search bar, input transaction code P013 and press enter on the keyboard.

Note:

» Transaction code PPOME is to access Maintain Position page.

* Maintain Position Page will be displayed.

¢ _F x
i < ».3- p Maintain Position

» 0 7 6 C 8 @ m
¥ [&
Find by
2 Posit ersion: | Current plan
1 Search Term 30000675
Siruciure Search__ -
Abbr: | SAO0G00L

Active  Planned  Submitted  Approved  Rejected

Infotype Name
Object

@ Time period

Relationships

L P

om Jo1.01.2021 15| 1o: 31.12.9990
Description 4 I

Department/Staff day Current week
Planned Compensation

Acct. Assignment Features

Authorities/Rescurces

Work Schedule ST
Employee Group/Subgroup

Obsolete 3 Selnc

Cost Planning

Standard Profiles
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'L SAP 5 Maintain Position
7/1 BEE YRS

¥||&
Find by
5 Pasition “Plan e Siceoioe
1 Search Term | .
L Structure Search S—

bbr: SADO0DOL

Active  Planned  Submitted  Approved  Rejected

Infatype Name s.. ¢ Takistec
Subordination Relatnshps ¢ @ rero
R oED *From [01.01.2021 31.12.9999
—
Currant wesk
c .

‘Command & Control Support
Operation/Exercise Relat
Weghtg Factor f. Readiness
NATO Information

Planring of Pers. Costs
Areas

Agsmt Rf3 Sales Structure
Key Indicstion

Carser Type

2. Input Position ID.

3. Specify Validity Period.

4. Select Position Group infotype.
5. Click (] button to maintain position according to the specified details.

Note:
» Position group selected must be position group that is wanted to be maintained.

+ Validity period usually the same period as the validity of the position itself.
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Create Position Group
D & Mo
1Py
= Position:  SADD00DL Position A
Find by Planning Stalus: | Active
3 Pasition “Validny: [01.01.2021 10: 31.12.9999 £ Displ
3, Search Term ~ type: Time Management
L Structure Search __

Position Group

6. InputID 1: Teaching Staff.

7. Click F=E0E0 button.

DYMK_CM_UG_SSM_TM_Front End (FIORI)_ESS_v1.0
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Employee
MAINTAIN OBJECT

I
o
m
x

SAP 1 SAP Easy Access

P Memy
[1 Connector for Mult-Bank Connectivity
[ Officn

Cross-Application Componants

[r i r A r T

On the Search bar, input transaction code PP01 and press enter on the keyboard.
Select Object Type.

1
2
3. Select Object ID.
4. Specify Validity Period.
5

Select Position Group infotype.

6. Click (] button to maintain position according to the specified details.

= < d -8 x
= < ».3- '7 6 Maintain object
2 /s & a0 8 B B v
¥ A
Find by
S Positl

Active  Planned  Submitted  Approved  Rejected

Infotype Name s :

Subordination Relatashps H e

e * From: 01.01.2021 1o 31.12.9999
Command & Control Support

OperationExercise Relatn
Wghtg Factor f. Readiness All Current month
NATO Information
Planning of Pers. Costs.
Areas

Assmt R/3 Sales Structure

Key Indicatian
Career Type B Sewct
Career Tyoe 5

.
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Creste Position Group

@D B Mo
¥ |Aa
= Position:  SADD00DL Position A

Find by Planning St

3 Position
L Search Term

atus: | Active

01.01.2021
L Structure Search_

to: 31,12,9999

se: Time Management

Position Group

Object ID: | 00000001 (D

7. Select ID 1: Teaching Staff.

8. Click Ll button.
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MAINTAIN PLAN DATA: Employee
EXPERT DATA -

SAP Easy Access

nactor for Multi-Bank Connectivity

[ Cross- Application Componants

1. Onthe Search bar, input transaction code PP02 and press enter on the keyboard.

Note:

» Transaction code PP02 is to access Organization and Staffing Change.

* Maintain Plan Data: Expert Mode page will be displayed.

< P-E' " Maintain Plan Data: Expert Mode

Object ID; 30000675

bject abbe.: SAO0D001

Infotype Selection
Subtype

tatus: |1

Validity: |01.01.2021 to: 31.12.9999
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< w Maintain Plan Data: Expert Mode

Infotype Selection

to 31.12.9999 n

N

. Select Object Type.

w

. Select Object ID.

4. Specify Validity Period.
5. Select infotype 9100 and subtype 9002.

Click (] button to maintain position according to the specified details.

< 53 P4 Maintain Plan Data: Expert Mode
s &8 @ B 8 B ¥ Mrew

o

|
=

o
x
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Create Position Group

M & Morev

01.01.2021 to: 31.12.9993

* Subtype: Time Management

Pasition Group

[T Jooowo

7. Select Object ID.

8. Click Lsitl button.
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