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Sistem Sumber Manusia - Benefit Claim Based 'E’

INTRODUCTION

This user guide acts as a reference for Employee (Front End User) to manage Benefit
Claim Based module. 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

Submit Application Submission
Click on Click Add & Click on q f g
Application —> Fill inthe — Attachment tab & —» C!ICk otn pote tib & YES— c“i)k f:bm't End
Submission Application Details Upload Document fnputyour notes utton

NO

v

Click Cancel button

Save Application Submission as Draft

Click on Click Add & Click on q 4
Start Application —» Fillin the | Attachment tab & —| C!ICk oiNotetab & paveias YES| e los Draft End
. e " input your notes Draft? button
Submission Application Details Upload Document

NO

v

Click Cancel button

Copy Application Submission

Click on - Make any Changes 9 q "
Start Application Select APphCathn & Upload C!lck on Note tab & YE Click Submit End
. 1D & Click Copy input your notes button
Submission Document

NO

v

Click Cancel button

Delete Application Submission

o Select Application
Start Application » 11 Delete? YES—{ Click Delete button End
L ID & Click Delete
Submission

NO

v

Click Cancel button

Submit Claim Submission

Click on Claim v ane: Gedoaiclaim frcon Click on Notes & Click Submit
Start - — Select Application — Form Tab & Enter —» Attachment tab & — YES End
Submission N Input notes button
D Elaun Form details upload Document

NO

v

Click Cancel button
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Save Claim Submission as Draft

4 4 Click Add & Click on Claim Click on _ 4
Start ety = C!alm — Select Application —»| Form Tab & Enter —| Attachment tab & — RlcSniNates & Sayeiss YES| iedsavelas Draft End
Submission N Input notes Draft? button
ID Elaun Form details upload Document

NO

v

Click Cancel button

Copy Claim Submission

4 4 . Click on Claim Click on _ 4 !
Start Click on C!alm N Select A;?pllcatlon L »! Form Tab & Make —| Attachment tab & —] Click on Notes & YESD] Click Submit End
Submission 1D & Click Copy Input notes button
any Changes upload Document

NO

v

Click Cancel button

Delete Claim Submission

Click on Claim Select Application N Click Delete
Submission 1D & Click Delete pelete? VESH button gnd

NO

v

Click Cancel button

Create New Voluntary Deduction Request

Click on Click Add & 9 . .
Voluntary P Fillinthe Voluntary » C:lnckuutr\ t’;‘l?:i;at:s& YES—P c“‘;kuftuobnmlt End
Deduction Deduction Details By 7y
NO

Click Cancel button

Copy Voluntary Deduction Request

Click on - q i g
Start Voluntary L p Select APphOathn L 3! Make any Changes — C!ICk on Note tab & YES Click Submit -
Deduction 1D & Click Copy input your notes button

NO

v

Click Cancel button

Stop Voluntary Deduction Request

Click on Select Click Sto
Voluntary P Application ID & YES—| buttonp End
Deduction Click Stop

NO

v

Click Cancel button
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Application / Claim Status Description

STATUS DESCRIPTION

APPROVED Application / Claim submission is approved by Approver.
CANCELED Claim submission is canceled by Approver.
CERTIFIED Application / Claim submission is certified by Certifier.
DRAFTED Application / Claim is drafted by Employee.

Approved claim submission has been submitted to TAFIS to be

INPROCESS
processed.
PROCESSED Approved claim submission has been processed in TAFIS.
Application submission has been stopped by Application
STOPPED PP PP yapp
Approver.
Application / Claim has been successfully submitted — pending for
SUBMITTED
Certifier’s action.
VERIFIED Claim submission has been verified by Claim Verifier.
REWORKED TO Application / Claim submission has been reworked to Employee
REQUESTER by Certifier / Verifier / Approver.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 6
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SUBMIT APPLICATION Front-End User

SUBMISSION Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Application Submission tile.
1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application PAl-im Submission

] submission Benefit Claims

Benefit Application

Voluntary Deduction

@

3. Click on Add button to create new application

Note: Application Submission Page will be displayed. .

< o Application Submission Page v

My Application Application Submission Page

Search.... Q

No data

v

No matching items found.

Check the filter settings

K]
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Note: Create Application Submission Page will be displayed.

4. Click on Information tab to view the Employee Data.

Create Application Submission Page

Employee Data

Personnel Number: Name:
Identitication Number: Business Unit
Personnel Area: Personnel Subarea:

Employee Group: Employee Subgroup:

Application Details

*Application date: | Tue, 01 Aug 2023
*Submit To Department:
*Claim type: | Claim typ

*Application purposes:

Navigate down to Application Details and proceed with the following steps:

5. Click on Calendar icon to select the Application Date.

Application Submission Page v

< Copy Application Submission Page
Personnel Number: Name:
Identification Number: Business Unit:
Personnel Area: Personnel Subarea:
Employee Group: Permanent Employee Subgroup: Division IV
Application Details 5
*Application date; | Fri, 21 Jul 2023
e *Submit To Department: | SA01 - JPM ©
= *Claim type: | C0081001 - E. Lebih Masa 2
Declaration
Segala bum butir keterangan yang saya turunkan dalam borang ini adalah benar, Jika saya didapati Duut -butir yang palsu, atau tidak

tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengaﬂ kelakuan dan tataterntib pegawal pegawal Ke(a]aan

Jika didapati butir-butic keterangan adalah palsu, mengetirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelutusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat

| Swve 22 Drat
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Note: Calendar drop-down window will be displayed.

L Application Submission Page v

., < Copy Application Submission Page

Employee Group: Permanent Employee Subgroup: Division [V

Application Details

*Application date: | Thu, 20 Jul 2023

@

*Submit To Department: ¢ July 2023 >

@

*Claim type: su

@

E

Mon Tue Wed Thu Fri Sat

*Application purposes: | 25 5 26 27 28 29 30 1

27 2 3 4 5 6B 71 8

@® 9 10 11 12 13 14 |15

Declaration 2 16 17 18 19 @ 21 22

% 23 24 25 26 27 28 29

U Segala butir-butir keteranganyangsay 3. 30 31 1 2 3 4 5 ikasaya didapati memberikan buti-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya bol| 1asuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peratutarryang uengan garr ib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

6. Select the Application Date.

Application Submission Page v

i < Copy Application Submission Page
Employee Group: Permanent Employee Subgroup: Division IV
Application Details
*Application date: | Thu, 20 Jul 2023 O
*Submit To Department: < July 2023 >
*Claim type: Sun Mon Tue Wed Thu Fri Sat

*Application purposes: | 25 35 26 27 28 29 30 |1

7 2 3 4 5 6 7 |8

2 9 10 11 12 13 14 15

Declaration 2 16 17 18 19 @ 21 22

% 23 24 25 26 27 28 29

O

Segala butir-butir keterangan yangsa§ 31 30 31 1 2 3 4 5 [ka saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya bol lasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-perat itertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 3
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7. Click on the Lookup icon to select which department to submit the application to.

Application Submission Page v

< Create Application Submission Page
Employee Group: Employee Subgroup:

Application Details

*Application date: | Wed, 21 Dec 2022 7

it To Department

Claim type i)

*Submit To Department: | 5.

*Claim type:

*Application purposes:

Declaration

By clicking here and and submitting the details above, | am indicating that | have checked and confirmed the accuracy of data and is fully responsible for the accuracy and
completeness of the information provided

Dengan menandankan kotak semak dan hkan ini, saya ) bahawa yang diberikan di atas adalah benar dan saya bertanggungjawab
sepenuh nya atas k 1 makl yang diberikan.

Note: Select Department pop-up window will be displayed.

Select Depart

‘ |search

SAD1
JPM

SAD4

Narkotik

Cancel

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 10
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8. Select the correct department to Submit To.

Select Depart

Eearm

SAO3
Audit

SA04

Narkotik

Cancel

9. Click the Lookup icon to select Claim type.

ion Page v

£ Create Application Submission Page
Application Details

*Application date: | Fri, 21 Jul 2023

*Submit To Department: | SAOL - JPM

B < [

*Claim type: | Claim type

*Application purposes:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 1
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Note: Select Claim Type pop-up window will be displayed.

Select Claim Type

[ |search

C0081001

E. LEBIH MASA

C0081002

E. LEBIH MASA - NATIONAL DAY

C0151001

E. PERJALANAN H/KILOMETER

C0151002

E. PERJALANAN H/KILOMETER - NATIONAL DAY

Cancel

10. Select the correct Claim Type.

Select Claim Type

[ |search

C0081001

E. LEBIH MASA

€0081002

E. LEBIH MASA - NATIONAL DAY

C0151001

E. PERJALANAN H/KILOMETER

C€0151002

E. PERJALANAN H/KILOMETER - NATIONAL DAY

Cancel

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 12
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11. Fill in the Application purposes of the application.

n Submission Page v

Create Application Submission Page

Application Details

*Application date: | Fri, 21 Jul 2023

*Submit To Department: | SAO1 - JPM
*Claim type: | CO081001 - E. LEBIH MASA

*Application purposes:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan

berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

12. Click on Attachment tab to upload any supporting document(s).

13. Click on the add icon button to add attachment.

14. Click on Browse button.

Application Submission Page v

Create Application Submission Page

Attachment
~ Supporting Document Type Maximum Size File Name 14 Action
= Supporting Document  JPG, PDF, PNG 35MB Delete

Declaration
Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

13
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15. Select the Document to be uploaded.

16. Click on Open button.

Application Submission Page v

Create Application Submission Page

IC Number 4 % > ThisPC > Documents
Organize > New folder
a

™ This PC
3D Objects
= Desktop
Attachment s
Supporting Document b Dowcloads
2 Music | & supporting Document
Supporting Document & Pictures

B Videos

LI0S(@) <
v

>
Declaration File name: | = 16 t
] [_Open ]| Conce

Segala butir-butir keter Jisu, i atau tidak tepat,
saya mengaku bahawa saya boleh dil tindakan undang- )enayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan Kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: The document has been successfully uploaded.

Application Submission Page v

Copy Application Submission Page

IC Number:
=
@ &)

Attachment

Supporting Document Type Maximum Size File Name

Supporting Document JPG, PDF, PNG 3.5MB \ Supporting Document..... [ Browse...

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang i |n| adalah benar. Jika saya didapati butir-butir yang palsu, atau tidak tepat,
saya mengaku bahawa saya boleh tindakan undang: |enayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 14
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17. Click on Notes tab.
18. Input Notes accordingly.

19. Tick on the Declaration checkbox.

20. Navigate to and click on the Submit button.

(D Application Submission Page v

< Copy Application Submission Page

IC Number

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati butir-butir yang palsu, 1g¢ atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan

berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: A Success pop-up window will be displayed.

M Success

Document has Been Created

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 15
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21. Click on the OK button.

¥ Success

Document has Been Created

Outcome: Application has been successfully submitted.

< (5 Application Submission Page v

My Application Application Submission Page

A000

Transaction Id: AO(

E. Lebih Masa Application Status : SUBMITTED
SUBMITTED > «
Submission Date : Fri, 21 July 2023

E. Lebih Masa
Fri, 21 July 2023

< A0O —_—
D DRAFTED
\d“v E. Lebih Masa Employee Data
\'1-,;”‘:_ : Fri, 21 July 2023
A Personnel Number: Name:
SUBMITTED
Identification Number:
E. Lebih Masa - -
Business Unit:
Fri, 21 July 2023 Personnel Area:

Personnel Subarea:
Employee Group: Permanent o

Employee Subgroup: Division IV
Application Details

*Application Id:

*Application date:

[(rad | 2 | veteee |

Note: Refer to Application / Claim Status Description table for more details regarding the

displayed status.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 16
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SAVE APPLICATION Front-End User

SUBMISSION AS DRAFT Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Application submission tile.
1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application A :im Submission

] submission Benefit Claims

Benefit Application

Voluntary Deduction

&

3. Click on Add button to create a new application.

< o Application Submission Page v

My Application Application Submission Page

Search.... Q | Y

No data

v

No matching items found.

Check the filter settings

3

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 17
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Note: Create Application Submission Page will be displayed.

4. Click on Information tab to view the Employee Data.

Application Submission Page v

Create Application Submission Page

Employee Data

Personnel Number: Name:
Identification Number: Business Unit:
Personnel Area: Personnel Subarea:
Employee Group: Employee Subgroup:

Application Details

Navigate down to Application Details and proceed with the following steps:

5. Click on Calendar icon to select the Application Date.

Application Submission Page v

4 Create Application Submission Page
Employee Group: Employee Subgroup:

Application Details
*Application date: | Wed, 21 Dec 2022
*Submit To Department: To Department =
=

*Claim type:

*Application purposes:

Declaration

By clicking here and and submitting the details above, | am indicating that | have checked and confirmed the accuracy of data and is fully responsible for the accuracy and ‘

completeness of the information provided

Dengan menandankan kotak semak dan menyerahkan permchonan ini, saya mengaku bahawa maklumat yang diberikan di atas adalah benar dan saya bertanggungjawab ‘

sepenuh nya atas ketetapan maklumat yang diberikan.

18
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Note: Calendar drop-down window will be displayed.

L Application Submission Page v

., < Copy Application Submission Page

Employee Group: Permanent Employee Subgroup: Division [V

Application Details

*Application date: | Thu, 20 Jul 2023

@

*Submit To Department: ¢ July 2023 >

@

*Claim type: su

@

E

Mon Tue Wed Thu Fri Sat

*Application purposes: | 25 5 26 27 28 29 30 1

27 2 3 4 5 6B 71 8

@® 9 10 11 12 13 14 |15

Declaration 2 16 17 18 19 @ 21 22

% 23 24 25 26 27 28 29

U Segala butir-butir keteranganyangsay 3. 30 31 1 2 3 4 5 ikasaya didapati memberikan buti-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya bol| 1asuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peratutarryang uengan garr ib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

6. Select the Application Date.

Application Submission Page v

i < Copy Application Submission Page
Employee Group: Permanent Employee Subgroup: Division IV
Application Details
*Application date: | Thu, 20 Jul 2023 O
*Submit To Department: < July 2023 >
*Claim type: Sun Mon Tue Wed Thu Fri Sat

*Application purposes: | 25 35 26 27 28 29 30 |1

7 2 3 4 5 6 7 |8

2 9 10 11 12 13 14 15

Declaration 2 16 17 18 19 @ 21 22

% 23 24 25 26 27 28 29

O

Segala butir-butir keterangan yangsa§ 31 30 31 1 2 3 4 5 [ka saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya bol lasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-perat itertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 19
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7. Click on the Lookup icon to select which department to submit the application to.

Application Submission Page v

< Create Application Submission Page
Employee Group: Employee Subgroup:

Application Details

*Application date: | Wed, 21 Dec 2022 7

it To Department

Claim type i)

*Submit To Department: | 5.

*Claim type:

*Application purposes:

Declaration

By clicking here and and submitting the details above, | am indicating that | have checked and confirmed the accuracy of data and is fully responsible for the accuracy and
completeness of the information provided

Dengan menandankan kotak semak dan hkan ini, saya ) bahawa yang diberikan di atas adalah benar dan saya bertanggungjawab
sepenuh nya atas k 1 makl yang diberikan.

Note: Select Department pop-up window will be displayed.

Select Depart

‘ |search

SAD1
JPM

SAD4

Narkotik

Cancel

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 20
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8. Select the correct department to Submit To.

Select Depart

Eearm

SAO3
Audit

SA04

Narkotik

Cancel

9. Click the Lookup icon to select Claim type.

ion Page v

£ Create Application Submission Page
Application Details

*Application date: | Fri, 21 Jul 2023

*Submit To Department: | SAOL - JPM

B < [

*Claim type: | Claim type

*Application purposes:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.
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Note: Select Claim Type pop-up window will be displayed.

Select Claim Type

[ |search

C0081001

E. LEBIH MASA

C0081002

E. LEBIH MASA - NATIONAL DAY

C0151001

E. PERJALANAN H/KILOMETER

C0151002

E. PERJALANAN H/KILOMETER - NATIONAL DAY

Cancel

10. Select the correct Claim Type.

Select Claim Type

[ |search

C0081001

E. LEBIH MASA

€0081002

E. LEBIH MASA - NATIONAL DAY

C0151001

E. PERJALANAN H/KILOMETER

C€0151002

E. PERJALANAN H/KILOMETER - NATIONAL DAY

Cancel
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11. Fill in the Application purposes of the application.

n Submission Page v

Create Application Submission Page

Application Details

*Application date: | Fri, 21 Jul 2023

*Submit To Department: | SAO1 - JPM
*Claim type: | CO081001 - E. LEBIH MASA

*Application purposes:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan

berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

12. Click on Attachment tab to upload any supporting document(s).

13. Click on the add icon button to add attachment.

14. Click on Browse button.

Application Submission Page v

Create Application Submission Page

Attachment
~ Supporting Document Type Maximum Size File Name 14 Action
= Supporting Document  JPG, PDF, PNG 35MB Delete

Declaration
Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

23
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15. Select the Document to be uploaded.

16. Click on Open button.

R4 = Desktop
Attachment
L1} Documents R—
5 Supporting Document & Downloads —
d Music | & supporting Document
Delete ‘

Application Submission Page v
Create Application Submission Page

. <
X
IC Number 4 % > ThisPC > Documents v O  Search »
g Organize»  New folder -0
7 PN
( Name Statu
| -
O =

% This PC

3 3D Objects

. Supporting Document & Pictures
% & Videos
LI0S(@) >

v <
Declaration o ” z 16 =
Cancel -
fisu, i atau tidak tepat,

jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

Segala butir-butir keter:
saya mengaku bahawa saya boleh di tindakan
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

a:

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: When saving the application as draft, the uploaded documents will not be saved.

Employees are required to upload documents only before submitting the application.

Application Submis:

Create Application Submission Page

Attachment
Maximum Size File Name Action

Supporting Document Type
Delete |

Supporting Document JPG, PDF, PNG 3.5MB Supporting Document. pdf \ Browse.

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan
Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan

berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Submit Cancel

24
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17. Click on Notes tab.
18. Input Notes accordingly.

19. Tick on the Declaration checkbox.

20. Click on Save as Draft button.

Application Submission Page v

< Create Application Submission Page

IC Number:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati butir-butir yang palsu, atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat

Submit

[ Save as Draft ‘ Cancel ‘

Note: A Success pop-up window will be displayed.

¥ Success

The document has been successfully saved as a draft

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 25
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21. Click on the OK button.

¥ Success

The document has been successfully saved as a draft

Outcome: Document has been successfully saved as draft.

(D Application Submission Page v

My Application Application Submission Page

AOC

Transaction Id: AOO

E. Lebih Masa
DRAFTED
Submission Date : Fri, 21 July 2023
SUBMITTED

E. Lebih Masa Employee Data
Fri, 21 July 2023

E. Lebih Masa
Fri, 21 July 2023

A00

Personnel Number: Name:

Identification Number:

Business Unit:
Personnel Area:

Personnel Subarea:
Employee Group: Permanent o

Employee Subgroup: Division IV
Application Details

*Application Id:

*Application date:

Add |
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COPY APPLICATION Front-End User

SUBMISSION Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Application Submission tile.

Application

submission Benefit Claims

Benefit Application

Voluntary Deduction

&

3. Navigate to the selected application and click on the Copy button to copy the selected

application.

Application Submission Page v

My Application Application Submission Page

Search Q

A0O

Transaction Id: AOO!

E. Lebih Masa Application Status : SUBMITTED
Submission Date : Fri, 21 July 2023

[ XCRORC,

DRAFTED
E. Lebih Masa
Fri, 21 July 2023

A0O

SUBMITTED
E. Lebih Masa Employee Data
Fri, 21 July 2023

Personnel Number: Name:

Identification Number:

Business Unit:
Personnel Area:

Employee Group: Permanent Parmonnel St

Employee Subgroup: Division IV
Application Details
*Application Id:

*Application date:

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 27
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Note: A warning pop-up window will be displayed.

4. Click on OK button.

!\ Warning

Are you sure you want to copy this request AOO

Outcome: The selected application has been successfully copied.
Note: Employee are required to make adjustment on the copied submission accordingly

before submitting a new application.

Application Submission Page v

Copy Application Submission Page

IC Number: 00

QO ©®

Employee Data

Personnel Number: Name:

Identification Number: Business Unit:

Personnel Area: Personnel Subarea:
Employee Group: Permanent Employee Subgroup: Division IV

Application Details

*Annlication date: | Fri 04 8ud 2023 =
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DELETE APPLICATION Front-End User

SUBMISSION Employee Self Service (ESS)

1. Click on Benefit (Employee) tab.

2. Select on Application submission tile.

Application

submission Benefit Claims

Benefit Application

Voluntary Deduction

@

3. Select the application that the employee wishes to delete.
Note: Only Drafted application can be deleted.

4, Click on the Delete button.

Application Submission Page v

My Application Application Submission Page
Search. Q

A0O

Transaction Id: AOO

E Lebih Masa Application Status : DRAFTED

SUBMITTED
Submission Date : Fri, 21 July 2023
E. Lebih Masa
Fri, 21 July 2023
/N0 N0 S\
| JORONC
AOO == s =
DRAFTED

E. Lebih Masa Employee Data
Fri, 21 July 2023

A Personnel Number: Nome:
SUBMITTED
E. Lebih M; Identification Number:
i Pt 1 Area: Business Unit:
Fri, 21 July 2023 'ersonnel a:

Employee Group: Permanent Personnel Subarea:

Employee Subgroup: Division IV
Application Details

*Application Id:
*Application date: =

| Add 7 Delete m

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 23



Sistem Sumber Manusia - Benefit Claim Based "2’

Note: A Warning pop-up window will be displayed.

4. Click on OK button.

1\ Warning

Are you sure you want to delete this request AOD

Note: A Success pop-up window will be displayed.

5. Click on OK button.

[ Success

The document has been successfully deleted

Outcome: Application Submission has been successfully deleted.
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SUBMIT CLAIM SUBMISSION —  Front-End User

OVERTIME ALLOWANCE Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Claim Submission tile.

1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application Claim Submission

| submission Benefit Claims

Benefit Application

Voluntary Deduction

@

3. Click on Add button to create a new claim.

Note: Claim Submission Page will be displayed. .

L Claim Submission Page v
My Claim Claim Submission Page
Search..... Q
No data

v

No matching items found.

Check the filter settings

m Delete

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 31
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4. Click on Information tab to review the Employee Data and Claim Details.

5. Navigate to Claim Details and click on the Lookup icon to select the Application ID.

< &  Claim Submission Page v

< 4 Claim Submission Page

Claim Details

Declaration

aharaan juga berhak untuk menarik ballk sebarang kelulusan yang diberikan

Application ID

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 32
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6. Choose the correct Application ID with the claim type - E. LEBIH MASA.

Note: User may search for specific Application ID in the search bar.

Note: Application ID has been successfully selected.

< &  Claim Submission Page v

< Claim Submission Page

0 ‘f}*\: ‘*?ﬁ: ‘(é ‘/@f:

1 Employee Data

Declaration

untuk menarik balk sebarang kelulu
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7. Click on Application Details tab to view employee’s application data

Claim Submission Page

Application Details

v

Supporting Documents

v

Application Notes

v

Application Historical Data

v

Previous Claim Details

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar, Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelinskan atau tidak tepat,
saya mengaku bahawa saya boleh dkenakan tindakan undang-undang (termasuk pendawaan jenayah) dan ks berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mans-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertb pegawal-pegawsi Kerajaan

Jika didapati butir-butic keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat

8. Click on Claim Form tab to view the claim details.
9. Select the correct Claim Period.

10. Click on the add icon to add a claim.

Claim Submission Page v

Claim Submission Page
® ®

*Claim Period:

Claim Period.

Elaun Lebih Masa Form

Date Day Statuses Overtime Start Overtime End Overtime Duration Basic Salary

No data

Total duration for Public Holiday overtime
Calculated Amount
Total duration for Normal overtime.
Calculated Amount
Accumulation for overtime duration:
Accumulation for calculated Amount:

Monthly Capped Amount:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberian butic-buti keterangan yang palsu, mengelirukan atau tidak tepat.
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatert
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawal Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut ballk pembayaran yang mungkin telah dibuat.
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11. Select the Date — when the overtime was taken.
12. Select the Day Status.
Note: Day Status available are (1) Normal Working Days (1.5x) and (2) Public Holiday

(2.0x).

13. Fill in Overtime Start and Overtime End time (in a 24-hours format).

Claim Submission Page v

Claim Submission Page

ONCON BONC)

08/2023

*Claim Period:

Elaun Lebih Masa Form

Overtime Start

Overtime Duration Basic Salary

1825.00 BND

Wed, 02/08/2

Total duration for Public Holidaj

Calculated Amount

BND 35.00

Total duration for Normal overtime:  00:00 Hours

Caleulated Amount

BND 0.00

Accumulation for overtime duration: 09:00 Hours

Accumulation for calculated Amount: BND 36.00

Monthly Capped Amount: 150,00 BND

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan [Ika berkenaan, saya juga boleh dikenakan tindakan tataterti
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Korajaan,

Jika didapati butr-buti keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang keluiusan yang diberikan
berhubung dengan permohonan ini dan menuntut ballk pembayaran yang mungiin telah dibuat.

Note: Employee can add more than one row of claim, provided that the Accumulation for

Calculated Amount does not exceed the set Monthly Capped Amount.

Claim Submission Page v

Claim Submission Page

*Claim Period: | 0812023

Elaun Lebih Masa Form

Date Overtime Start Overtime End Overtime Duration Basic Salary

310 D] 1825.00 BND [Delete
Frl, 04082023 [ | | Public Holiday... ~ | [ 07:00 B 1600 ) 1825.00 BND

Action

Day Statuses

Wed, 02/08/2... 3 Public Holiday | fo7:00

18:00 Hours

Total duration for Public Holiday overtime

Calculated Amount: BND 72.00

Total duration for Normal overtime:

00:00 Hours

BND 0.00

Calculated Amount

Accumulation for overtime duration: 18:00 Hours

Accumulation for calculated Amount: BND 72.00

150.00 BND

Monthly Capped Amount:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borsng inf adalah benar. Jika saya didapati memberikan butir-butic keterangan yang paisu, mengelirukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaltan dengan kelakuan dan tatatentib pegawah-pegawal Kerajaan.

Jika didapati butk-bute keterangan adalah paisu, mengelinukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik ballk sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut bailk pembayaran yang mungkin telah dibuat.

| Seve 2s Oran
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14. Click on Attachment tab to upload the mandatory supporting document(s).

15. Click on Browse button.

Claim Submission Page v

Claim Submission Page

®® @

Supporting Document Maximum Size File Name.

*Surat Kel

raniArahan Bertugas JPG.PDEPNG 35M8

JPG.PDFPNG 35M8

*Borang Tuntutan Lebih Masa

Additional Attachment 1 JPG.PDEPNG 35MB

Additional Attachment 2 JPG.PDFPNG 35M8

Declaration

Segala butir-butir keterangan yang saya turunkan dalsm borang inl adalah benar. Jika saya didapati memberian but-butir keterangan yang palsu, mengelirukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boieh dikenakan tindakan tatatertis
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawal-pegawai Kerajaan

Jika didapati butir-butr keterangan adalah paisu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: Open window pop-up will be displayed.

Claim Submission Page

e—— -

Action
4 %> ThsPC » Documents v& | SearchDocuments » e >
*Surat Kebenaran/Arahan Bertug | Delete
Organize »  New folder v 1@ Kl
*Borang Tuntutan Lebih Masa e A Nome % Dolete
Additional Attachment 1 0.3 Otyects [ Detete
‘» Desktop —
Additional Attachment 2 5 Documents: [ Detete
N Duwelonds £ Borang Tuntutan Lebih Masa —
Declarat B Musie £ Contoh Borang o
s & Pictures & Contoh Surat
 Videos “ Supporting Document
Segala butir-butr keterangany & 0S(C) ¥ Surat Kebenaran Pgelirukan atau tidak tepat,
saya mengaku bahawa saya bé % tindakan tatatectib
dibawah mana-mana peraturar
v o< >
Jika didapati butir-butir keterar " fudusan yang diberikan
berhubung dengan permohond Filename: | v | [AlFiles =t
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16. Select the Document to be uploaded.

17. Click on the Open button.

Claim Submission Page

T W > ThisPC » Documents

*Surat KebenaraniArahan Bertuy [Detete

Orgenize v New folder

*Borang Tuntutan Labih M; A Name & [ Delete
rang Tuntutan Lebih Masa >k " [ Dolo

Supporting Document A

cton
80 Ogecs Delete
= Desktcp S
Additional Attachment 2 ~ Documents: [ Dotete
| % Downloads

» Music

Additional Attachment 1

£ Borang Tuntutan Lebih Masa

£ Contoh Borang

B Pictres 5| Contoh Surat

S W Videos £ Supporting Document z
Segala butir-butr keterangany & 0S(C) £ Surat Kebenaran Pgelirukan atau tidak tepat,
saya mengaku bahawa saya b§ X tindakan tatatertih
dibawah mana-man peraturaf

|

Declaration

v

Jika didapati butir-butir ketera
bechubung dengan permohond

File name: [| fudusan yang diberikan

Note: The document has been successfully uploaded.

Claim Submission Page v

Claim Submission Page

ORONON - NO

Supporting Document Maximum Size File Name

Type Action

*Surat Kebenaran/Arahan Bertugas JPG.PDFPNG 35M8 Surat Kebenar... || Browse. (Delete
*Borang Tuntutan Lebih Masa PG PDFPNG 35M8 Borang Tuntut... || Browse [Detete

Additional Attachment 1 JPG PDFPNG 3sm8 | Browse. | Delete
Additional Attachment 2 1PG,POFPNG 35M8 | Browse. Delete

Declaration

Segala butir-butic keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberian butir-butir keterangan yang palsu, mengelirukan atau tidak tepat.
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tataterti
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tataterib pegawal-pegawai Kerajsan.

Jika didapati butir-butic keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik ballk sebarang keluusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: The two mandatory documents for Overtime allowance are;

1. Surat Kebenaran / Arahan Bertugas

2. Borang Tuntutan Lebih Masa
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18. Click on Notes tab.
19. Input Notes accordingly.
20. Tick on the Declaration checkbox.

21. Navigate to and click on the Submit button.

Claim Submission Page

Note: A Confirmation pop-up window will be displayed.

22. Click Submit button to confirm submission.
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Note: A Success pop-up window will be displayed.

23. Click on OK button.

Outcome: Claim Submission has been successfully submitted to Claim Certifier.

| My Claim Claim Submission Page

Nl v |

72.00

- oo

00 ®®®® O

Transaction ID : C230t 72.00 s

Employee Data

Claim Details

e: 0081001 - E. LEBIH MASA
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SUBMIT CLAIM SUBMISSION —  Front-End User

MILEAGE ALLOWANCE Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Claim Submission tile.

1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application Claim Submission

| submission Benefit Claims

Benefit Application

Voluntary Deduction

@

3. Click on Add button to create a new claim.

Note: Claim Submission Page will be displayed. .

L Claim Submission Page v
My Claim Claim Submission Page
Search..... Q
No data

v

No matching items found.

Check the filter settings

m Delete
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4. Click on Information tab to review the Employee Data and Claim Details.

5. Navigate to Claim Details and click on the Lookup icon to select the Application ID.

< &  Claim Submission Page v

< 4 Claim Submission Page

Declaration

aharaan juga berhak untuk menarik ballk sebarang kelulusan yang diberikan

Application ID
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6. Choose the correct Application ID with the claim type — E. PERJALANAN H/KILOMETER.

Note: Users may search for specific Application ID in the search bar.

Application | Note

BIH W
Validity Period : 27/07/2023 - 26/08/2023

A000
E. LEBIH MASA
Validity Period : 01/08/2023 - 04/08/2023

A00OC
E. PERJALANAN H/KILOMETER
Validity Period : 01/07/2023 - 01/08/2023

AOOC
E. LEBIH MASA
Validity Period : 01/07/2023 - 01/08/2023

AQ0O
E. PERJALANAN H/KILOMETER
Validity Period : 19/07/2023 - 31/08/2023

Cancel

Note: Application ID has been successfully selected.

Claim Submission Page ¥

< Claim Submission Page

Employee Data

Personel Number: Name:
Identification Number: Personel Subarea:
Personel Area: Employee Subgroup: 04 - Division [V

Employee Group: 1 - Permanent

Claim Details

*Application ID: | ADOI 5y

Claim Type

Submit to Department:

o] R (o)
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7. Click on Application Details tab to view employee’s application data

Claim Submission Page

> Application Details

> Supporting Documents

> Application Notes

> Application Historical Data

> Previous Claim Details

Declaration

Segala butir-buti keterangan yang saya turunkan dalam borang ini adalah benar, Jika saya didapati memberikan butir-butir keterangan yang paisu, mengelinukan atau tidak tepat,
saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jia berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawal-pegawai Kerajaan

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin teiah dibuat

8. Click on Claim Form tab to view the claim details.
9. Select the correct Claim Period.

10. Click on the add icon to add a claim.

Claim Submission Page v

< 8 Claim Submission Page

*Claim Period: | Claim Period..

Elaun Kilometer Form

Date Day Statuses Description Distance (Km) Action

No data

Total distance: 0 KM
Calculated Amount: BND 0
Monthly Capped Amount: 180.00 BND

Declaration

D Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
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11. Select the Date.

12. Select the Day Status.

Note: Day Status available are (1) Normal Working Days (1.5x) and (2) Public Holiday
(2.0x).

13. Fill in Description.

14. Fill in Distance (Km).

Claim Submission Page v

£ Claim Submission Page

Do ®®

*Claim Period: | 07/2023 |

Elaun Kilometer Form

Date Day Statuses Description Distance (Km) Action
Sat, 01/07/2023 = Public Holiday (x1.0) 1 | 5.00 Delete

Total distance: 5 KM
Calculated Amount: BND 2.50
Monthly Capped Amount: 180.00 BND

Declaration

U Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

]

Note: Employee can add more than one row of claim, provided that the Calculated Amount

does not exceed the set Monthly Capped Amount.

< (% Claim Submission Page v

Do ®®

Claim Submission Page

*Claim Period: | 07/2023 |
Elaun Kilometer Form
Date Day Statuses Description Distance (Km) Action
| sat, 010772023 & | | Public Holiday (:1.0) | [ deseription | [5.00 | [petete
IEX B | [ Public Holiday :1.0) | \ | | | [petete

Total distance: 5 KM
Calculated Amount: BND 2.50
Monthly Capped Amount: 180.00 BND

Declaration

[ 1
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14. Click on Attachment tab to upload any supporting document(s).

15. Click on Browse button.

Claim Submission Page v

8 O a

Claim Submission Page

Supporting Document Type Maximum Size File Name Action
.
u *Surat Kebenaran/Arahan Bertugas JPG,PDF.PNG 3.5MB
> *Borang Tuntutan H/IKM JPG,PDF,PNG 3.5MB
Additional Attachment 1 JPG,PDFPNG 3.5MB
Additional Attachment 2 JPG,PDF,PNG 3.5MB
*Salinan Buku Pendaftaran Kenderaan (BL... JPG,PDFPNG 3.5MB
*Salinan Lesen Memandu JPG,PDF,PNG 3.5MB
Additional Attachment 1 JPG,PDFPNG 3.5MB
Declaration

Note: Open window pop-up will be displayed.

< Claim Submission Page v

a4 < ClaimSubm'\sswonPaie

i Organize + Mew falder E=~ O @
i R ==
= This C Neme

5 3D Objects

Supporting Document Type m Desktop
Gl * Documents
- *Surat Kebenaran/Arahan Bertugas JPG
4 Downloads . i
e £ Borang Tuntutan Lebih Masa

» Music . Select 2 file to preview.
*Borang Tuntutan HIKM JPG 22| Contoh Borang

& Pictures §| Contoh Surat

- .

Additional Attachment 1 PG & Videos Supporting Dacument

45 05(C) # Surat Kebenaran
Additional Attachment 2 JPG F

Tv o< >
*Salinan Buku Pendaftaran Kenderaan (BL.. JPG, File name: “ v‘ Al Files -
*Salinan Lesen Memandu JPG
Additional Attachment 1 JPG,PDFPNG 3.5MB
Declaration
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16. Select the Document to be uploaded.

17. Click on the Open button.

4 (5 Claim Submission Page v

< ! Claim Submission Paie
@ @ B » ThisPC » Documents v &| | Search Documents )

Organize v New folder = M @
™ This PC Name
» 3D Objects
Supporting Document Type m Desktop
“ Documents
*Surat KebenaraniArahan Bertugas JPG + D
£ Borang Tuntutan Lebih Masa §
 Music . Select a file to preview.
*Borang Tuntutan HIKM PG Contah Borang
= Pictures & Contoh Surat
- Vid =
Additional Attachment 1 JPG, - Videos supperting Document
49 05(C) 2| Surat Kebensran
Additional Attachment 2 JPG,
rv o« >
*Salinan Buku Pendaftaran Kenderaan (BL.. JPG e “ v‘ p 17 -

*Salinan Lesen Memandu JPG, m Cancel
Additional Attachment 1 JPG.PDFPNG 3.5M8 [ |[srowse.]

Declaration

Note: The document has been successfully uploaded.

(D Claim Submission Page v

Do ® e ®

Claim Submission Page

Supporting Document Type Maximum Size File Name Action

*Surat Kebenaran/Arahan Bertugas JPG PDFPNG 3.5M8
*Borang Tuntutan HIKM JPG PDFPNG 3.5MB
Additional Attachment 1 JPG PDFPNG 35MB [ |[rowse.]
Additional Attachment 2 JPG PDFPNG 3.5M8 :
*Salinan Buku Pendaftaran Kenderaan (BL.. JPG,PDFPNG 3.5MB
#Salinan Lesen Memandu JPG PDFPNG 3.5MB
Additional Attachment 1 JPG PDFPNG 35MB [ |[rowse.]

Declaration

«»
H
g
El

B s o orer |
Note: The four mandatory documents for Mileage allowance are;
1. Surat Kebenaran / Arahan Bertugas
2. Borang Tuntutan H/KM
3. Salinan Buku Pendaftaran Kendraan (Bluecard)

4. Salinan Lesen Memandu
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18. Click on Notes tab.
19. Input Notes accordingly.
20. Tick on the Declaration checkbox.

21. Navigate to and click on the Submit button.

Claim Submission Page

Note: A Confirmation pop-up window will be displayed.

22. Click on Submit button.

Confirmation

1. You have already submitted a claim this month
2. If your claims have already exceeded the capped amount, the claim amount will be defaulted to
capped amount

Do you still wish to submit?

22
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Note: A Success pop-up window will be displayed to indicate successful submission.

23. Click on OK button.

Success

Document has Been Created

Outcome: Claim Submission has been successfully submitted to Claim Certifier.

4 < Claim Submission Page v
My Claim Claim Submission Page
‘ Search..... o8 |
Transaction ID : C230! 2.50 sn0
C230000292 2.50
BND col E. PERJALANAN H/KILOMETER Claim Status : SUBMITTED
SUBMITTED Submission Date : Fri, 04 August 2023

0151001

E. PERJALANAN H/KILOMETER o @4 1 1

Employee Data

Personel Number: Name:

Identification Number:

Personel Subarea:
Personel Area:

Empl Sub, : 04 - Division IV
Employee Group: 1 Permanent mployee Subgroup fuisian

Claim Details

BNU

Add m [ Delete |
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Front-End User

SAVE CLAIM AS DRAFT X
Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Claim Submission tile.

1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application Claim Submission

| submission Benefit Claims

Benefit Application

Voluntary Deduction

@

3. Click on Add button to create a new claim.

Note: Claim Submission Page will be displayed. .

L Claim Submission Page v
My Claim Claim Submission Page
Search..... Q
No data

v

No matching items found.

Check the filter settings

m Delete
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4. Click on Information tab to review the Employee Data and Claim Details.

5. Navigate to Claim Details and click on the Lookup icon to select the Application ID.

< &  Claim Submission Page v

< 4 Claim Submission Page

Declaration

aharaan juga berhak untuk menarik ballk sebarang kelulusan yang diberikan

Application ID
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6. Choose the correct Application ID.

Note: User may search for specific Application ID in the search bar.

Application | Note

BIH W
Validity Period : 27/07/2023 - 26/08/2023

A000
E. LEBIH MASA
Validity Period : 01/08/2023 - 04/08/2023

A00OC
E. PERJALANAN H/KILOMETER
Validity Period : 01/07/2023 - 01/08/2023

AOOC
E. LEBIH MASA
Validity Period : 01/07/2023 - 01/08/2023

AQ0O
E. PERJALANAN H/KILOMETER
Validity Period : 19/07/2023 - 31/08/2023

Cancel

Note: Application ID has been successfully selected.

Claim Submission Page ¥

Employee Data

Personel Number:

Identification Number:
Personel Area:

Employee Group:

Claim Details

*Application ID:

Claim Type

Submit to Department:

1 - Permanent

Claim Submission Page

Name:

Personel Subarea:

Employee Subgroup: 04 - Division [V

ADOI

o] R (o)
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Once all details are filled in accordingly, proceed with the following steps :
7. Tick on the Declaration checkbox.

8. Click on Save as Draft button.
< (D Claim Submission Page v a Ao &
| < Claim Submission Page

Personel Area: Employee Subgroup: 04 - Division IV

Employee Group: 1 - Permanent

Claim Details

*Application ID: | A230C [

Claim Type:

Submit to Department:

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
7 dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Save as Draft

Note: When saving the application as draft, the uploaded documents will not be saved.

Employees are required to upload documents only before submitting the application.

SSM_UG_Front End (FIORI)_ Benefit Claim Based_ESS Normal Employee_v2.0 52



Sistem Sumber Manusia - Benefit Claim Based ‘74'

Note: A Success pop-up window will be displayed

8. Click on the OK button.

¥ Success

The document has been successfully saved as a draft

Outcome: Document has been successfully saved as draft.

< (D Application Submission Page v

My Application Application Submission Page

Transaction Id: AOO

E. Lebih Masa Application Status : DRAFTED
DRAFTED
Submission Date : Fri, 21 July 2023
O 9 @ ©
\\‘—,//‘ “‘, =/ l\r 7,,‘

AOC

E. Lebih Masa
Fri, 21 July 2023

A0O
SUBMITTED
\; E. Lebih Masa Employee Data
'“-ﬂ_ . Fri, 21 July 2023
B Personnel Number: Name:

Identification Number:

Business Unit:
Personnel Area:

Employee Group: Permanent Permormat Subsomc

Employee Subgroup: Division IV
Application Details
*Application Id:

*Application date:

Add |
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Front-End User

COPY CLAIM SUBMISSION

Employee Self Service (ESS)

1. Navigate to and click on Benefit (Employee) tab.

2. Click on Application Submission tile.
1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application Claim Submission

§ submission Benefit Claims

Benefit Application

Voluntary Deduction

&

3. Navigate to the selected application and click on the Copy button.

¢ Claim Submission Page v

My Claim Claim Submission Page
‘ Search..... Q ‘
Transaction ID : C2300 2.50eno
C2300 2.50
BND C0151001 - E. PERJALANAN H/KILOMETER Claim Status : SUBMITTED
SUBMITTED Submission Date : Fri, 04 August 2023

C0151001

E. PERJALANAN H/KILOMETER o @4 1 1

Employee Data

Personel Number: Name:

Identification Number:

Personel Subarea:
Personel Area:

Empl Sub; : 04 - Division IV
Employee Group: 1 Permanent mplayee Subgroup isien

Claim Details
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Note: A Confirmation pop-up will be displayed.

4. Click on Copy button.

Confirmation

Are you sure you want to Copy this Claim?

Outcome: The selected Claim Submission has been successfully copied.
Note: Employee are required to make adjustment on the copied submission accordingly

before submitting a new claim.

4 (5 Claim Submission Page v

Copy of Claim Submission Page

00 @®®

Employee Data

Personel Number: Name:
Identification Number: Personel Subarea
Personel Area: Employee Subgroup: 04 - Division IV

Employee Group: 1 - Permanent

Claim Details

*Application ID: | AQD. [un

Claim Type:

Submit to Department:
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Front-End User

DELETE CLAIM SUBMISSION

Employee Self Service (ESS)

1. Click on Benefit (Employee) tab.

2. Select on Claim Submission tile.
1

~/
My Notification Benefit (Employee) Voluntary Deduction

Application Claim Submission
| submission

Benefit Claims
Benefit Application

Voluntary Deduction

@

3. Select the claim submission that the employee wishes to delete.

Note: Only Drafted submission can be deleted.

4, Click on the Delete button.

& Claim Submission Page v

My Claim Claim Submission Page
| Search..... Q ‘
Transaction ID : C230!
C2300 12.00
BND C0081001 - E. LEBIH MASA
DRAFTED Submission Date : Fri, 04 August 2023
C0081001

E. LEBIH MASA 2 @D 1 1

Employee Data

Personel Number:

Identification Number:

Personel Subarea:

Personel Area:

Employee Group: 1 Permanent

Claim Details

4

Employee Subgroup: 04 - Division IV

12.00eno

Claim Status : DRAFTED
Note
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Note: Confirmation pop-up will be displayed.

4. Click on Delete button.

@ Confirmation

Are you sure you want to Delete these changes for C23

Note: An Information pop-up window will be displayed.

5. Click OK button.

Information

Claim Information has been Deleted

Outcome: Drafted claim has been successfully deleted.
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CREATE VOLUNTARY Front-End User

DEDUCTION REQUEST Employee Self Service (ESS)

1. Navigate to and click on Benefit (Voluntary Deduction) tab.

2. Click on Voluntary Deduction tile.
1

Voluntary Deduction

&

My Notification

20

3. Click on Add button to create new request

Note: Voluntary Deduction Page will be displayed. .

< ¢ Voluntary Deduction Page v
My Application Voluntary Deduction Page

‘ Search..... Q ‘
Vool

SUBMITTED
Voo

STOPPED

11 July 2023
Voo

SUBMITTED
11 July 2023

3
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Navigate to Voluntary Deduction Details and proceed with the following steps:
4. Select desired Deduction Date.

5. Select Voluntary Deduction type.

6. Fill in Amount Per Month.

7. Fill in the Application purpose.

(5 Voluntary Deduction Page v

Create Application Submission Page

Voluntary Deduction Details

** Payroll's Deduction will be initiated in the upcomi

*Deduction Date: | MMM yyyy
*Voluntary I Voluntary Deduction type =

Deduction type:

*Amount Per Month: **Amount will be
deducted in Bi-Monthly
basis
*Application
purposes:
Declaration
U Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak

tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan
harhihiing dansan narmahanan ini dan manintit halil namhavaran vano minokin talah diboat

8. Click on Notes tab to view the notes.
9. Input Notes accordingly.

10. Tick on the Declaration checkbox.

< (D Voluntary Deduction Page v a N

< Create Application Submission Page

IC Number: 00

Nl

Notes
I ’UJL‘}' ‘our :'0?95 n

Declaration

0

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang diberikan

berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.
(]
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11. Click on the Submit button.

Voluntary Deduction Page v

< Create Application Submission Page
i IC Number: 00
.
™ Notes

Input Your Notes

Declaration

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir keterangan yang palsu, mengelirukan atau tidak
tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk menarik balik sebarang kelulusan yang dibe
berhubung dengan permohonan ini dan menuntut balik pembayaran yang mungkin telah dibuat.

Note: A Confirmation pop-up window will be displayed..

£\ Confirmation

Are you sure you want to SUBMIT this request?

C
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12. Click on the Submit button to submit.

A\ Confirmation

Are you sure you want to SUBMIT this request?

Note: A Success pop-up window will be displayed.

13. Click on the OK button.

Success

Document has Been Created
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Outcome: The Voluntary Deduction Request has been successfully submitted.

< (% Voluntary Deduction Page v Q N 8
| My Application Voluntary Deduction Page
\ ‘ Search.. Q |

| vooo

Transaction ID: VOO
ubmission Date I Voluntary Deduction Status : SUBMITTED I
I SUBM\'ITEDI
1 1
0

SUBMITTED

Employee Data

V000
STOPPED
11 July 2023
Personnel Number: Name:
Identification Number:
V000 ot 1
usiness Unit:
SUBMITTED Personnel Area:
Personnel Subarea:
11 July 2023 Employee Group: Permanent

Employee Subgroup: Division IV

Voluntary Deduction Details

Outcome: Voluntary Deduction Request has been successfully copied.

Note:

I.  When submitting a new request, employees are not allowed to create two request of the
same voluntary deduction type.

II. If an employee wishes to add the amount to an existing voluntary deduction, the
employee must first stop the existing voluntary deduction and create a new request.

lll.  When submitting / stopping voluntary deductions via SSM ESS, the amount will be

deducted / stopped in the following month.
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COPY VOLUNTARY Front-End User

DEDUCTION Employee Self Service (ESS)

1. Navigate to and click on Benefit (Voluntary Deductions) tab.

2. Click on Voluntary Deduction tile.
1

Voluntary Deduction

&

My Notification

20

3. Navigate to the selected ID and click on Copy button.

¢ Voluntary Deduction Page v

My Application Voluntary Deduction Page

‘ Search..... Q ‘

V0oo!

Transaction ID: VOOC

Submission Date : Voluntary Deduction Status : SUBMITTED

0@ ©

Employee Data

SUBMITTED

Personnel Number: Name:

Identification Number:

Business Unit:
Personnel Area:

P | Sub: 3
Employee Group: Permanent ersonnel Subarea:

Employee Subgroup: Division IV

Voluntary Deduction Details

e (e
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Note: A Warning pop-up window will be displayed.

4. Click on OK button.

/A Warning

Are you sure you want to copy this request VOO

Outcome: A Voluntary Deduction Request has been successfully copied.
Note: Employees are required to make adjustment on the copied request accordingly before

submitting a new request.
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STOP VOLUNTARY Front-End User

DEDUCTION Employee Self Service (ESS)

1. Navigate to and click on Benefit (Voluntary Deductions) tab.

2. Click on Voluntary Deduction tile.
1

Voluntary Deduction

&

My Notification

20

3. Navigate to the selected ID and click on Stop button.

¢ Voluntary Deduction Page v

My Application Voluntary Deduction Page

‘ Search..... Q ‘

V0oo!

Transaction ID: VOOC

Submission Date : Voluntary Deduction Status : SUBMITTED

0@ ©

Employee Data

SUBMITTED

Personnel Number: Name:

Identification Number:

Business Unit:
Personnel Area:

P | Sub: 3
Employee Group: Permanent ersonnel Subarea:

Employee Subgroup: Division IV

Voluntary Deduction Details
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Note: A Warning pop-up window will be displayed.

4. Click on OK button.

Warning

Are you sure you want to stop this request

Outcome: Voluntary Deduction Request has been successfully stopped.

< (D Voluntary Deduction Page v

My Application Voluntary Deduction Page

Transaction ID:
Submission Date Voluntary Deduction Status : STOPPED
STOPPED

o N\

([WR)
©@

SUBMITTED
Employee Data
TOPPED
Personnel Number: Name:
Identification
““““ Business Unit:
SUBMITTED Personnel Area:

Personnel Subarea:

Employee Group:
Employee Subgroup:

Voluntary Deduction Details

** Payroll's Deduction will be initiated in the upcoming month
*Application ID:
*Deduction Date: | Sep 2023

*Voluntary Deduction type: | POTONGANDANA DPMM
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