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INTRODUCTION

This user guide acts as a reference for Conveyance Loan Administrator to manage
Conveyance Loan. 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

CL Conveyance Loan

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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Sistem Sumber Manusia - Conveyance Loan

Process Overview

Update Conveyance Loan Application

Click on Select the Click Click on V’Vehlc\e Click on 'VI. .
‘Conveyance Loan Select the Application 1D with on ‘Expand’ icon to Information’ tab and Guarantor Details’
Start Maigtenance —»| ‘Conveyance Loan [—» PP the status —> view a';d verify the > click on the Lookup —9 tabtoaddnew |—
Submission' tab Maintenance' tile ‘Approved' aoplication des;ails button to fill in guarantor details
PP PP infarmation details (if required).
Click on ‘Add’ icon
to add additional Click on ‘Application ‘ . — Click on the
__| and/or updated Click on the " Historical Data’ icon %E&:’qcﬁgﬁgc\ig&n ‘Browse’ button to Click on ‘Supporting
repayment details ‘Repayment tap [~ to view application - upload the files or Documents’ icon
. . . notes from applicant
and fill in the histary detail documents
required information
Click on *Add’ icon
to add additional Tick on ‘Disclaimer’
Click on ‘Adjust and/or updated Click on the
— " L — End
g Repayment’ tab adjust repayments CheCkbo.x once ‘Repayment’ tap "
" . confirm
details and fill in the
required information
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UPDATE CONVEYANCE Frontend User

LOAN APPLICATION Conveyance Loan Administrator

1. Click on Conveyance Loan Maintenance Submission tab.

2. Select the ‘Conveyance Loan Maintenance'’ tile.

ification Conveyance Loan Maintenance Submission Conveyance Loan CL Admi

Conveyance Loan
Maintenance...

Maintenance Subm

16

Conveyance Loan CL Admin

Application
Submission Dept

Conveyar

®5

3. Under the Application List, select the Application ID with the status ‘Approved’.

Note: Under ‘Application Details’ icon, all data that is available in Section | to IV and VII

have been auto-populated based on the information filled in the ESS Portal / Back End.

Conveyance Loan Maintenance Submission Page v

Application List (6) CL Maintenance Submission Page

Transaction Id: CL
CL
Application Status : APPROVED Submission Date
APPROVED
Submission Date _ N a
© ® ©
CcL
APPROVED > L Employee Details
Submission Date
> Il Contact Details
> lil. Employment Details
CL
APPROVED > V. Application Details
Submission Date a
> V. Vehicle Information
> VI Guarantor Details
CL
i > VIl Loan Details I
CLEARED
Submission Date
@ Gini
Declaration @ Ginis
CL r
CLEARED Clear Loan | Cancel
5
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4, Click on V. Vehicle Information’.

5. Click on maintain version.

Conveyance Loan Maintenance Submission Page v

Application List (6) CL Maintenance Submission Page
Q . > IV. Applicatio <l
CL v V. Vehicle Information
APPROVED
Submission Date Version: | 000
Vendor ID: Company/Dealer Name:
CL Company/Car Dealer address: Email
APPROVED Price: | 0 BND Vehicle Make
Submission Date Vehicle Brand: Model \
Registration Number Registration Date:
Engine No/Chassis No Serial Num:
CL
SecondHand Vehicle: Valuation Amount: | 0
APPROVED
Submission Date Valuation Date Ownership Transfer Date:
Ownership Claimed By New Vehicle Registration Num
Government:
CL
CLEARED > VI Guarantor Details
Submission Date
> VI Loan Details
CL
CLEARED Clear Loan | Cancel

6. Fill in the required information.

Vehicle Information

Version:

Registration Number z
s Registration Date: | dd.MM.yyyy

Engine No/Chassis No: Serial Num:

SecondHand Vehicle AT 2
Valuation Amount

Valuat " i, MM.
Viliastion Date: | St ALY Ownership Transfer Date:
Ownership Claimed By

Government ew Vehicle Registration

Num:

® Ginis
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7. Click on VI. Guarantor Details.

8. Click on Add button to add new guarantor details (if required).

©

Conveyance Loan Maintenance Submission Page ~

Application List (6) CL Maintenance Submission Page
Search Q 3. > V. Vehicle nf
CL v VI. Guarantor Details
APPROVED
Submission Date :
GApplication Employee Employee 3 Service
Id I ey SN Group SubGroup Santee EndDate
CL
APPROVED o Data
Submission Date :
IC Number Date of Birth Name Sub Area Employee Group Employee Service End
cL SubGroup Date
APPROVED No data
Submission Date :
» VIl Loan Details
CL
CLEARED Declaration
Submission Date : o
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
cL peraturan yang berkaitan dengan kelakuan dan tatatertib pegawal-pegawai Kerajaan.
CLEARED Jpdate  Clear Loan | Cancel |

9. Click on ‘Attach Supporting Documents’ icon.

10. Click on Browse button to add documents (if required).

o Conveyance Loan Maintenance Submission Page v
Application List (6) CL Maintenance Submission Page
Search a 2. \
Transaction Id: CL
CL
Applicatiol ROVED Submission Date :
APPROVED
Submission Date :
{527y < ®
i ® © @ ©®
@) & © @ &
ey View Personal Attachments
APPROVED
Submission Date
Supporting Document Uploaded By Uploaded On
CL CLDOCS
APPROVED
Submission Date GLoocs
CL Declaration
CLEARED
Submission Date Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir B )
keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang ®6G
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana AT
peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
CL lika didanati b ic.hitie kataranaan adalah nalsin mendalinikan atai tidal tanat  |ahatan Parhandaharaan inaa harhal intil
CLEARED e Clear Loan | Cancel
J
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11. Click on Notes tab to view any remarks or notes.

o Conveyance Loan Maintenance Submission Page v

Application List (6) CL Maintenance Submission Page

Search Q . \

Transaction Id: CL

CL
Application Status : APPRQ Submission Date :
APPROVED
Submission Date :
) © ® ©
S = /
CL
APPROVED Notes

Submission Date :

: upload document
23.07.2024

CL
APPROVED F endorsed
23.07.2024
Submission Date :

: verify
& 23.07.2024
CL

CLEARED
: approved

23.07.2024

Submission Date :

CL

CLEARED pdate  Clear Loan | Cancel |

12. Click on Application History tab to view application history details.

Conveyance Loan Maintenance Submission Page v

©

Application List (6) CL Maintenance Submission Page

Search Q .

Transaction Id: CL24000548
CL24000671
Application Status : APPROVED Submission Date : 09.07.2024

e -
Submission Date : 22.07.2024
)
SO

Danial Norazmi

@E\

CL24000548
APPROVED
Submission Date : 09.07.2024 Status
Rahman Abdul Hafiz APPROVED
CL24000546 VERIFIED
APPROVED DRAFTED
Submission Date : 09.07.2024
Abdul Rahman Rahim
Declaration
CL24000535 o
CLEARED 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
Submission Date : 07.07.2024 (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
Hazim Hakim peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
Jika didapati butir-butir 1 adalah palsu, i 1 atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran yang
CL24000369 RO S

CLEARED pdate  Clear Loan | Cancel |
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13. Click on ‘Repayment’ tab.

©

Application List (6) CL Maintenance Submission Page I

Search Q ).

Transaction Id: CL

cL
Application Status : APPROVED Submission Date :

APPROVED

Submission Date :

® ©
o 14

APPROVED -
. Repayment Details -
Submission Date
Payment Deducting Deduction Remaining .
Date Organization G Numben Nams Amount Loan Balance  eceiPtNo Remanks
cL No Data
APPROVED
Submission Date
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

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

CL

Submission Date
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.

CLEARED Clear Loan [ Cancel |

CL

14. Click on ‘Add’ icon to add additional repayment details, if any.

15. Fill in the required information.

Repayment

Payment Date:
dd.MM.yyyy

Deducting Organization:

IC Number.

Name:

Deduction Amount

Receipt No:

Remarks.

Add | | Cancel |

@ Ginis
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16. Click on ‘Adjust Repayment’ tab.

Application List (6) CL Maintenance Submission Page l

Search Q ). .
Transaction Id: CL

CL
Application Status : APPROVED Submission Date :

APPROVED
Submission Date :
TN o N
(i) 2 ©)
NS —e =/
CL
APPROVED Adjust Repayments
Submission Date - N
Etfective Current Loan  Repayment  Installment  Deducting Recovered
Date Balance Installments  Period Organization ~ From Name Status Remarks
No Data
CL
APPROVED
Declaration

Submission Date

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
CL (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
CLEARED
Submission Date Jika Uwgapalll butir-butir keterangan adalalh palsu, mengelirukan atau tidak tepat, Jab.alan Perbendaharalan juga berhak untuk
menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran yang
mungkin telah dibuat.

CcL
CLEARED Clear Loan [ Cancel |

17. Click on ‘Add’ icon to update repayment adjustment details.

18. Fill in the required information.

Adjust Repayment
Effective Date
dd.MM.yyyy
Installment Period
Deducting Organization:

Recovered From:

Remarks:

[ Add | [ cancet |

@ Ginis
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19. Tick on ‘Disclaimer’ checkbox once confirm.

o Conveyance Loan Maintenance Submission Page v
Application List (6) CL Maintenance Submission Page
Search Q 2.
Transaction Id: CL
CL.
Application Status : APPROVED Submission Date :
APPROVED
Submission Date :
I [N |
CL
APPROVED Adjust Repayments
Submission Date : A
Etfective Current Loan  Repayment  Installment  Deducting Recovered
Date Balance Installments  Period Organization  From Name Status Remarks
CL
APPROVED
Submission Date : ion
Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
cL 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
CLEARED peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
Submission Date : 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. =
CL
CLEARED Update JClear Loan | Cancel

20. Click on ‘Update’ button.

o Conveyance Loan Maintenance Submission Page v
Application List (6) CL Maintenance Submission Page
Search a 22|) . .
- Transaction Id: CL
CL Application Status : U_SUBMITTED Submission Date
U_SUBMITTED
Submission Date : /\ Vo i
. \
® © ® 0 @ @
CL -
Adjust Repayments
APPROVED
Submission Date Effective Current Loan  Repayment Installment Deducting Recovered
Date Balance Installments  Period Organization ~ From lName Statss Remarks
‘ ! 1 ; ! | | @
CL
APPROVED .
Submission Date Declaration
k2 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
CL (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
CLEARED
Submission Date Jika didapati butir-butir adalah palsu, geli atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
8 menarik balik sebarang yang diberikan g dengan pr ini dan menuntut balik pembayaran yang _
mungkin telah dibuat. @ Ginis
CL
CLEARED Update  Clear Loan

Outcome: The application has successfully been submitted and listed under the

Application List with the status ‘U_Submitted’.

11
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