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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)
Log on SAP GUI

B,
oy
®

1. Fill in 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 q

[ Connector for Multi-Bank Cannectivity
[ Office

[) Cross- Application Components

rara v re

™) WebClient Ul 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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NAVIGATE TO TIME Time Administrator

DATA PAGE VIA SAP
MENU SAP GUI
<l & x

SAP Easy Access

[ Training and Event Management
[ Training Needs Managament
[ 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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INPUT ABSENCE Time Administrator

NOTES SAP GUI

= > GHG (1) 200 & 8 x
SAP 1 SAP Easy Access

et ] B F & Romemew k Rk £ VA B Crestercle  More 2

Connector for Multi-Bank Connectivity
Office
‘Cross. Application Companents

Human Resources
Informatian Systems
Sendce

Toats

ebClient Ut Framewark

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 > Maintain

> cHo () 200 & _ & x

SAP 4 SAP Easy Access

Information System
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< ..En " Maintain Time Data
sy A B Btenty 3 Wee Moath B Yesr More

Infotype Text s. Period
Actions
Organizational assignment
Personal data
Planned Working Time
Time Recording Info
Absences
Attondances
Time Events
Substiutions
Absence Quotas
Manitoring of Tasks
Date Spacifications

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 to maintain time data of the employee.
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Note:

Once an Absence record is created under IT2001 or a leave is requested from ESS,

system will create a duplicate record of that leave under Absence Notes (IT9009) to

maintain notes.

Maintain Time Data

Time management data

Infotype Text 5. Period
Attendances
Time Events.
Substiutions

Absence Quotas

Direct selection

4. Select infotype text Absence Notes.
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SUmpe

> cHommo & = x

< -E- :, 6 Maintain Time Data
0 72 0 BIR2)=stenry B week M momn M vewr More

< Person el Pers.aren: 84
 Collective Search Help

Find by

E o1 ¢
Time management data -
inforype Text 5. Period
Anendances v
v
o 01.01.1800 To 31.12.9999
Substitutions
Absence Quotes v
Manitaring of Tasks v .
Date Specifications v
i @ Avsence Notes v

Direct selection

pe: Absence Notes

5. Under Period, select All.

6. Click button to view List of Absence Notes record transactions.

i
e
R
5
8
B
|
(i1
x

4 -E: p 8 List Absence Notes
a g § & wore

¥
Find by g L —— Persavea: [SA | Prime Mikster's Offce
Parsan 25 subaroue: [82] o
\ Collective Search velp -

01.01.1800 To: 31.12.9999

Start Date End Date Absence Notes
| poosao21 28062021 Cuti Tahu

7. Select Absence Notes record transaction.

8. Click 4 button to edit the Absence Notes record transaction.
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= 00 & — 8 x
< -E? Change Absence Nates
Find by 1
o 01
 Collective Search H
lecthe b 26.06.2021 To: 28.06.2021 Chngd: 29.06.2021  DYNAMIK4
Absence Notes
Ir‘ d
10 B coca

9. Input any notes/comments in the Absence Notes field.

10. Click [ 55 button.

Note:
* Any comments left by employees when requesting leave from ESS will also be viewed

from here.
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CHANGE ABSENCE Time Administrator

NOTES SAP GUI

= > GHG (1) 200 & 8 x
SAP 1 SAP Easy Access

et ] B F & Romemew k Rk £ VA B Crestercle  More 2

o 540 e
Connector for Multi-Bank Connectivity
Office:
Cross-Appiication Companents

Human Resources
Informatian Systems
Sendce

Toats

ebClient Ut Framewark

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 > Maintain

> cHo () 200 & _ & x

SAP 4 SAP Easy Access

Information System
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< _v.- Maintain Time Data
s @ 8 B Ustenty 3 Week Month F Year More

Find by
2 Person
L Collective Search Help
A Search Term

A Free search

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.

= > cHOmo B

< -E‘ :’ Maintain Time Data
# ry We More

oy
x

(n]
=}
fii

«

Find by
Person
| Collective Search Help

Time management data

Infotype Text s Period
Attendances 2| @
Time Events.

Substiutions

Absence Quotas
Monitoring of Tasks:

Direct selection

4. Select infotype text Absence Notes.
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SUmpe

> cHommo & = x

< -E- :, 6 Maintain Time Data
0 72 0 BIR2)=stenry B week M momn M vewr More

Find by
< person EE group: | 1| Permanent Pers.aren: A
| Colective Seareh Help
= € oL ¢
Time management data
infotype Text 5. Pariod
Anendances v
v

D 01.01.1800 To 31.12.9999
Substiutions
Absence Guotes v
Monitoring of Tasks v .
Date Specifications v

i @ Absence Notes v

Direct selection

pe: Absence Notes

5. Under Period, select All.

6. Click button to view List of Absence Notes record transactions.

> GHA(1)200 &

m
%

< >3: ) 8 List Absence Notes

Find by EEgoup: 1 Perm Pers.area: SA
Person = stgrouy: 01| 0

4 Collective Search Help
e 01.01.1800 0: 31.12.9999

Stant Date End Date Absence Notes
@ P6.05.2021  28.06.2021  KELUAR NEGERI WAKTU CUTI PADA 26.06.2021 HINGGA 27.06.2021 KE MIRI Cuti Tahu

7. Select Absence Notes record transaction.

8. Click 4 button to edit the Absence Notes record transaction.
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MBER

¥
Pe
Find by EEgroup: 1 Permanent Pers.ares: SA
2 Person EE subgroup: O1 Division |

| Collective Search Help

tart: 26.06.20: To: 28.06.202 hngd: 29.06.2021

Change Absence Notes

DYNAMIKA

9. Make any necessary changes to the existing Absence Notes.

10. Click [ 55 button.

& Notes I ADA 26.06.2021 HINGGA 27.06.2021 KE MIRI. Rujuk borang APFO0034| '

> GHO (1) 200

10

5
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DELETE ABSENCE

NOTES SAP GUI

= > GHG (1) 200 & 8 x
SAP 1 SAP Easy Access

et ] B F & Romemew k Rk £ VA B Crestercle  More 2

o 540 e
Connector for Multi-Bank Connectivity
Office:
Cross-Appiication Companents

Human Resources
Informatian Systems
Sendce

Toats

ebClient Ut Framewark

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 > Maintain

> cHo () 200 & _ & x

SAP 4 SAP Easy Access

Information System
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< _v.- Maintain Time Data
s @ 8 B Ustenty 3 Week Month F Year More

Find by
2 Person
L Collective Search Help
A Search Term

A Free search

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.

= > cHOmo B

< -E‘ :’ Maintain Time Data
# ry We More

oy
x

(n]
=}
fii

«

Find by
Person
| Collective Search Help

Time management data

Infotype Text s Period
Attendances 2| @
Time Events.

Substiutions

Absence Quotas
Monitoring of Tasks:

Direct selection

4. Select infotype text Absence Notes.
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SUmpe

> cHommo & = x

< -E- :, 6 Maintain Time Data
0 72 0 BIR2)=stenry B week M momn M vewr More

Find by
< person EE group: | 1| Permanent Pers.aren: A
| Colective Seareh Help
= € oL ¢
Time management data
infotype Text 5. Pariod
Anendances v
v

D 01.01.1800 To 31.12.9999
Substiutions
Absence Guotes v
Monitoring of Tasks v .
Date Specifications v

i @ Absence Notes v

Direct selection

pe: Absence Notes

5. Under Period, select All.

6. Click button to view List of Absence Notes record transactions.

> GHA(1)200 &

m
%

< >3: ) 8 List Absence Notes

Find by EEgoup: 1 Perm Pers.area: SA
Person = stgrouy: 01| 0

4 Collective Search Help
e 01.01.1800 0: 31.12.9999

Stant Date End Date Absence Notes
@ P6.05.2021  28.06.2021  KELUAR NEGERI WAKTU CUTI PADA 26.06.2021 HINGGA 27.06.2021 KE MIRI Cuti Tahu

7. Select Absence Notes record transaction.

) i ) .
8. Click ™ | putton twice to delete the Absence Notes record transaction.
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Note:
« If Time Admin requires to input any notes/comments after Absence Notes record has
been deleted, they can re-create the same Absence Notes record again by clicking on

ll

the create icon
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