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Sistem Sumber Manusia- Counselling 'L‘

INTRODUCTION

This user guide acts as a reference for Department Admin (Front End & Back End User)
to manage Counselling 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

Fill in Referral Application

. Click the first tab Select Pekerja

Navigate to Select Referral and move on to Fill in Jenis yang dirujuk and
start SsM —> Coun§e|l|ng — Click+sign Header: Butiran ) Permohonan —> fill in Sebab

Homescreen Tile . _—

Rujukan Dirujukan
Check Data Pekerja to
. - Select a " " . .
Click Save Fillin document to Click Second Click see if application
End t to submit |« Supporting [« upload by clickin < Tab for < Declaration |« details are correct
application Document field P " v W J Attachments Checkbox and check maklumat
Browse... .
pekerjaan
Submit Borang R

Navigate to Select Referral Search for Move on to

Start SSM P Counselling = s ' Click on second tab t——»| Header: Data
. Application .
Homescreen Tile Pekerja
Go to Header: Borang
R: Dirujuk kerana Yes
End | difikirkan perlu oleh ¢ | Search for Status Kaunselling is
pihak jabatan and Pegawai Fokal “Pending Pegawai Fokal”2
answer the questions
provided.

T

Submit Borang LPJ

. Check if details Go to Header:
Navigate to Select Referral Search for for data Borang
Start SSM —P Coun.sellmg — Application =P Click on third tab f=——Jp»| pekerja is —p Laporan dan
Homescreen Tile L
correct Penilaian Awal
. Fill in Items for Isu Go to Section A2. R ¢
Gl(():t(;rsae:t:,:. yang Berbangkit and KRITERIA LAIN YANG se?/zsrictn b:'f tehaf:h Go to Section
1 Penilai agnd = fill in Sila Isikan section <= TIDAK DISENARAIKAN (€= listed isz by fillin = Al.ISUYANG
Dt for Lemah/Rendah/ DAN PERLUKAN aLA ISIl\(/AN & BERBANGKIT
Memadai/Baik PERHATIAN
Submit Borang LPJS
Navigate to Select Referral Search for Click on Pi:f\:/;i Cheg(r I;:teatalls
Start SSM —P Coun§elllng — Application —P fourth tab —» Fill in Fasa F—P» yang —P pekerja is
Homescreen Tile -
Dirujuk correct
Fillin Ya or Go to Section A2. .
Go to Section: Tidak for KRITERIA LAIN YANG Go to Section Al. 15U Go to Header:
Keterangan Question: TIDAK DISENARAIKAN YANG BERBANGKIT Borang Laporan
End | penilaiand | @ | hoakaH | | DANPERLUKAN [ | 2?‘;:2?2::: :::’:J'tz ¢ dan Penilaian
select ID KHIDMAT PERHATIAN and fill in Sila Isikan g Jabatan
KAUNSELING... Isu yang Berbangkit
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Process Overview

Fill Communications Page

Navigate to Select Select
Start SSM P Communications = Click + Sigh f=—————pp{ Personnel
Homescreen page Number

Select Browse and find Fillin Komen if
Click Save |t the documentthat [ Fillin Dokumen |€————

would be uploaded needed

0

View Communications

Select the Communications
— 1

Start Select Communications Page t that would like to be viewed

End

?

Fill in Counselling Infotype

. Enter
Start Navigate to —» Enter PA30 > Personnel +—P» Select Counselling
SSM Backend
Number
Fill in all the
Click the Save < Lo < Fill in Start ¢ Click the paper
End button deta;l:glz the Date End Date button
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FILL IN REFERRAL Front-End User

APPLICATION Department Admin

1. Navigate to SSM Homescreen and click on the HR Counselling Group tab.

3
My Info My Payslip My Time My Notification HCM Counselling

My Profile
Manage my profile

View My Payslip

L2

Confidential

My Info My Payslip My Time My Notification

| self-Referral Referral Application Counselling Counselling Communication
Counselling... Refer Employee for ... Summary Report Schedule Page
Request/View Couns...
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3. Click on + button.

PSC Counselling ~

< Application List

No data

3

4. Fill in Jenis Pemohonan.
5. Select Pegawai/Kakitangan yang dirujuk.

6. Fill in Sebab Dirujuk.

< (& PSC Counselling v

4 Application List

Search a o
No data
Request Date

5.12.2023

Application Type:

Department/Ministry/PSC Referral

Butiran Rujukan

No data

Application Details

Application Status:

New

Jenis Permohonan: I

Pegawai/Kakitangan yang I 00000000

dirujuk:

Sebab Dirujuk:

I~III
oo

© en o
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Sistem Sumber Manusia- Counselling

Note: Department/PSC may check employee’s Data Pekerja and Maklumat Perkerjaan by

clicking the arrow > next to their respective header to expand them.

4 (D PSC Counselling v
< Application List Application Details

Search Q O

No data

Butiran Rujukan

Jenis Permohaonan: | Kaunseling
Pegawali/Kakitangan yang
dirujuk
Sebab Dirujuk:

Data Pekerja
Maklumat Pekerjaan

Deklarasi
Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukkan bahawa awda telah memberikan butiran serta

mengesahkan maklumat dan butiran yang betul dan tepat serta bertanggungjawab ke atas butiran tersa
@ Cancel

7. Tick Declaration checkbox.

4 (D PSC Counselling v
< Application List Application Details

Search Q O

No data

Butiran Rujukan

Jenis Permohaonan: | Kaunseling
Pegawali/Kakitangan yang
dirujuk
Sebab Dirujuk:

> Data Pekerja

> Maklumat Pekerjaan

Dek| Ei
Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukkan bahawa awda telah memberikan butiran serta
mengesahkan maklumat dan butiran yang betul dan tepat serta bertanggungjawab ke atas butiran terse

Save | Cancel
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8. Click on the Attachment tab.

9. Click on Browse... to upload Attachment.

£ (& PSC Counselling v

< Application List Application Details

Search Q
No data
Request Date: Application Status:
5.12.2023 New
Application Type.
Department/Ministry/PSC Referral

Sila ambil perhatian bahawa semua dokumen mestilah PDF, JPG, JPG atau PNG dengan saiz maksimum 3.5 sahaja.

File Name Supporting Document Action

9

Browse...

+ E m Cancel

Note: A file explorer window will open.
10. Find and select the document to be uploaded as an attachment.

11. Click Open to upload the document as an attachment

< ", PSC Counselling v

Q o &
@ Open X
4 Application List
A 1 « Documents > v U Search 2 |
Search 3
Q Organize ~ New folder - m @
No data & Pictures Bl Name Status Date modif
e Security Vetting I @ Sample Document 2 ® 8/21/2023 1
= This PC
3 3D Objects
n Desktop
2 Documents

4 Downloads

b Music

= Pictures

B Videos
2505(C) |ksimum 3.5 sahaja.

[ yo— i >
File name: |Sample Document 2 ~ | |All Files =
14 open || cancel Action
Browse.

+ 6 m Cancel
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12. Fill in Supporting Document Name in Supporting Document.

13. Then, click Save.

PSC Counselling v

< Application List

No data

Application Details

Request Date: Application Status:

5.12.2023 New

Application Type:
DepartmentMinistry/PSC Referral

(@
N/

Sila ambil perhatian bahawa semua dokumen mestilah PDF, JPG, JPG atau PNG dengan saiz maksimum 3.5 sahaja.

File Name Supporting Document Action

ELULE | Cancel

Outcome: Referral Application has successfully been saved and is pending approval.

< o PSC Counselling v

< Application List
[ searcn Qe
CP2300000039

Pending Approval

a 2 8

Application ID: CP2300000039

Request Date: Application Status:

Pending Approval

Application Type: Completion Date
Department/Ministry/PSC Referral

B ® ® 6@ ® @ @

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 10
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Front-End User

SUBMIT BORANG R X
Department Admin

1. Navigate to HR Counselling.

& Home v

My Info My Payslip My Time My Notification HCM Counselling l

My Profile

Manage my profile

View My Payslip

L2

Confidential

My Clock In/Out My Leave Requests

Craata My Clack InlOur Manasa My | eave D

My Info My Payslip My Time My Notificay HCM Counselling

Referral Application Counselling Counselling I Employee Feedback Communication
Summary Report Schedule Page

Counselling...

| Refer Employee for ...
Request/View Couns...

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 1
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Note: Referral Application page will be shown.

3. Select an application.

e PSC Counselling v

< Application List
Search
CP2300000001
Approved
Butiran Rujukan
CP2300000002
Pending Approval Jenis Permohonan:
Pegawai/Kakitangan yang
dirujuk:
CP2300000003 S2Talmre
Pending Approval
> Data Pekerja
CP2300000004
Pending Approval > Maklumat Pekerjaan
Deklarasi
CP2300000005 e £ Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukkan bahawa awda telah memberikan butiran serta
manmanahlan mallimar dan butien e hatil das tanas o hartannm natan b Lo ~tan hitiean tarsab

+ [ sen

4. Go to the second tab.

5. Data Pekerja may be checked if necessary.

e PSC Counselling v

< Application List
Search Q < Request Date: Application Status:
18.10.2023 Pending Approval
CP2300000001
Approved Application Type: Completion Date:
Department/Ministry/PSC Referral
CP2300000002

Pending Approval

CP2300000003
Pending Approval
CP2300000004 S Bl
Pending Approval
Declaration
Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukan bahawa awda telah memberikan butiran serta
mengesahkan maklumat dan butiran yang betul dan tepat dan bertanggungjawab di atas butiran tersel
CP2300000005

+ =
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Note: Pegawai Fokal is only needed when Status Kaunseling is “Pending Pegawai Fokal”

6. Select Pegawai Fokal.

e PSC Counselling »

4 Application List
Search Q | ~ Data Pekerja
CP2300000001
Approved
Nombor Pegawai/Kakitangan: Kad Pengenalan
CP2300000002
Nama Warna Kad Pengenalan:
Pending Approval
Tarikh Lahir: Umur:
CP2300000003
Pending Approval Jantina Agama:
Bangsa: Status Perkahwinan:
CP2300000004
Pending Approval
Pegawai Fokal:
I 00000000 [y n
CP2300000005 Jawatan FokKal: e

Note: Pegawai Fokal is only entered when Status Kaunseling is “Pending Pegawai Fokal”

e PSC Counselling »

4 Application List
Search Q P
(Ba)
CP2300000001 ~—
Approved
Jadual Sesi Kounseling
CP2300000002

Pending Approval ID Kounselor:

Status Kounseling; I Pending Pegawai Fokal I

Kenyataan
CP2300000003
Pending Approval
Lampiran Kounseling
Nama Fail Lampiran Tindakan
CP2300000004 \
Browse... J Download

Pending Approval

CP2300000005 e
Fasa Sesi Pilihan Tarikh Tarikh Mula Ta

13
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7. Expand Borang R: Dirujuk kerana difikirkan perlu oleh pihak jabatan (The first Borang

R header)
PSC Counselling
< Application List
Search Qo Request Date: Application Status:
18.10.2023 Pending Approval
CP2300000001
Application Type: Completion Date:

Approved
Department/Ministry/PSC Referral

> o o o
CP2300000002 [T% (®) (@)

Pending Approval ~—

CP2300000003 > Data Pekera

Pending Approval =

| > BorangR

CP2300000004 > BorangR

Pending Approval

Declaration
Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukan bahawa awda telah memberikan butiran serta

CP2300000005

mengesahkan maklumat dan butiran yang betul dan tepat dan bertanggungjawab di atas butiran tersea

8. Fillin KETERANGAN RINKAS SEBAB PEGAWAI/KAKITANGAN DIRUJUK.
9. Answer the question SEBELUM DIRUJUK ADAKAH PERNAH DIBAWA BERUNDING ATAU

DIBERIKAN TEGURAN?

10. Answer the question ADAKAH PERNAH DIAMBIL TINDAKAN TATATERTIB KEATASNYA?

L4 0 PSC Counselling v

< Application List
— Q- v Borang R
CP2300000001 Dirujuk kerana difikirkan perlu oleh pihak jabatan
Approved
KETERANGAN RINGKAS SEBAB PEGAWAIKAKITANGAN DIRUJUK:
CP2300000002

Pending Approval

CP2300000003 SEBELUM DIRUJUK ADAKAH PERNAH DIBAWA BERUNDING ATAU DIBERIKAN TEGURAN?

Pending Approval
Ya ~

CP2300000004

Pending Approval 300 characters remaining

ADAKAH PERNAH DIAMEIL TINDAKAN TATATERTIB KEATASNYA?

CP2300000005 6
Ya ~
+  save |

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 14
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11. Fill in Bil Memo/Surat SPA.
12. Type in or select a date for Tarikh Memo/Surat SPA.
13. Fill in Sebab Tindakan Diambil.

14. Click the Save button.

L4 o PSC Counselling »

4 Application List
Search Q
CP2300000001
Approved 300 characters remaining
ADAKAH PERNAH DIAMBIL TINDAKAN TATATERTIB KEATASNYA?
CP2300000002
Ya ~
Pending Approval
CP2300000003 Bil Memo / Surat SPA: I

Pending Approval / .
g App Tarikh Memo / Surat SPA: I 01.01.1900 m

Sebab Tindakan Diambil: I

CP2300000004

Pending Approval

CP2300000005 > BorangR
14
+

Outcome: Changes has been saved and Borang R: Dirujuk kerana difikirkan perlu oleh

pihak jabatan has successfully been submitted.

Success

Permohonan awda telah di Save

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 15
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Front-End User

SUBMIT BORANG LPJ X
Department Admin

1. Navigate to HR Counselling.

My Profile
Manage my profile

View My Payslip

L2

Confidential

My Info My Payslip My Time My Notification HCM Counselling

Self-Referral Referral Application i Counselling I Employee Feedback Communication

Counselling... Refer Employee for ... Schedule Page

Request/View Couns...

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 16
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Note: Referral Application page will be shown.

3. Select an application.

< o PSC Counselling Qa 4L 8
< Application List
Search
N
(@)
CP2300000001 T
Approved
Butiran Rujukan
CP2300000002
Pending Approval Jenis Permohonan
Pegawai/Kakitangan yang
dirujuk:
CP2300000003 Sebab Dirujuk:
Pending Approval
> Data Pekerja
CP2300000004
Pending Approval > Maklumat Pekerjaan
Deklarasi
CP2300000005 e £ Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukkan bahawa awda telah memberikan butiran serta
manmanahlan maliimar dan hitiean sane harol dan sanat saes hartanmmmaisnink la aras istiean saren e

+

Note: Borang LPJ may only be edited/submitted when Status Kaunseling is “Pending

Borang LPJ”.

PSC Counselling v

4 Application List
Search Q
CP2300000001
Approved
Jadual Sesi Kounseling
CP2300000002
Pending Approval ID Kounselor
Status Kounseling IPEnding Borang LPJ ~ I
Kenyataan
CP2300000003
Pending Approval
Lampiran Kounseling
Nama Fail Lampiran Tindakan
CP2300000004 — —_—
‘ Browse... ] Download

Pending Approval

CP2300000005 a
Fasa Sesi Pilihan Tarikh Tarikh Mula Ta

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 17
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4. Go to the third tab.

5. Data Pekerja may be checked if necessary

e PSC Counselling v

< Application List
Search Qo
Application ID: CP2300000002
CP2300000001
Request Date: Application Status:
Approved 18.10.2023 Pending Approval
Application Type: Completion Date:
CP2300000002 Department/Ministry/PSC Referral

Pending Approval

CP2300000003
Pending Approval |
> Data Pekerja
CP2300000004 > Borang Laporan dan Penilaian Awal

Pending Approval

CP2300000005 a
+  save |

6. Go to Borang Laporan dan Penilaian Awal and fill in Al: ISU YANG BERBANGKIT.

L4 o PSC Counselli

a o 8
4 Application List
Search Q
“ Borang Laporan dan Penilaian Awal
CP2300000001
Approved 1. 1SU YANG BERBANGKIT E
BIL NAMA SILA ISIKAN
SIKAP BEKERJA
SRR B Seperti Kelakuan dalam menerima tugasfarahan yang diberikan temah -~
Pending A \ KEDATANGAN
ending Approva 2 Seperti Ketepatan masa datang dan balik pejabat atau waktu kerja(shift) Lemah ~

yang diaturkan

KEBERADAAN
CP2300000003 3 Seperti Keberadaan semasa waktu pejabat atau waktu kerja(shift) Lemah v

vang diaturkan
Pending Approval

PERGAULAN
4 Seperti Pertuturan atau tingkah laku dengan orang atasan / rakan sejawat Lemah iva
| orang bawahan
CP2300000004 PERLAKSANAAN TUGAS UTAMA
5 Lemah v

Pending Approval Seperti Kecekapan dalam melaksanakan/menjalankan tugas-tugas utama

PENGLIBATAN DALAM AKTIVITI PEJABAT h
6 Seperti penglibatan dalam aktiviti-aktiviti keugamaan/sosial/sukan Lema ™

- —
A2. KRITERIA LAIN YANG TIDAK DISENARAIKAN DAN PERLUKAN PERHATIAN

CP2300000005 BIL ISU YANG BERBANGKIT Sla
+ S

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 18
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7. Fill in Section A2: KRITERIA LAIN YANG TIDAK DISENARAIKAN DAN PERLUKAN

PERHATIAN.

8. Go to KETERANGAN PENILAI.

9. Select ID.

10. Click the Save button.

©

PSC Counselling »

4 Application List
Search Q
CP2300000001

Approved
CP2300000002

CP2300000003

CP2300000004

CP2300000005

Pending Approval

Pending Approval

Pending Approval

PENGLIBATAN DALAM AKTIVITI PEJABAT

© Seperti penglibatan dalam aktivitiaktiviti keugamaan/sosial/sukan Lemah -
A2. KRITERIA LAIN YANG TIDAK DISENARAIKAN DAN PERLUKAN PERHATIAN
BIL ISU YANG BERBANGKIT SILAISIKAN
7 Lemah ~
8 Lemah ~
9 Lemah ~
KETERANGAN PENILAI E
BIL ID NAMA JAWATAN
1 9
Declaration

Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukan bahawa awda telah memberikan butiran
serta mengesahkan maklumat dan butiran yang betul dan tepat dan bertanggungjawab di atas butiran tersebut

+ o

Outcome: Changes has been saved and Borang LPJ has successfully been submitted.

Success

Permohonan awda telah di Save

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 19
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Front-End User

FILL IN BORANG LPJS X
Department Admin

1. Navigate to SSM Homescreen and HR Counselling Group tab.

My Info My Payslip My Time My Notification

My Profile
Manage my profile

View My Payslip

B2

Confidential

My Clock In/Out My Leave Requests

Craata My Clack InlOue Manaoa Myt sava o

My Info My Payslip My Time My Notification

Self-Referral Referral Application i Counselling I Employee Feedback Communication

Counselling... | Refer Employee for ... Schedule I Page

Request/View Couns... |

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 20
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Note: Referral Application page will be shown.

3. Select an application.

< G PSC Counselling v aQa o A
< Application List
Search
N
(@)
CP2300000001 NS
Approved
Butiran Rujukan
CP2300000002
Pending Approval Jenis Permohonan
Pegawai/Kakitangan yang
dirujuk:
CP2300000003 Sl
Pending Approval
> Data Pekerja
CP2300000004
Pending Approval > Maklumat Pekerjaan
Deklarasi
CP2300000005 a 1 Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukkan bahawa awda telah memberikan butiran serta
+  Save ]

Note: Borang LPJS may only be edited/submitted when Status Kaunseling is “Pending

Feedback”.

o PSC Counselling v

4 Application List
Search Q o — — —
(Ea) (&) @ (@)
CP2300000001 d ~— ~
Approved
Jadual Sesi Kounseling
CP2300000002

ID Kounselor

Pending Approval
Status Kounseling: Pendmg Feedback vI
Kenyataan:
CP2300000003
Pending Approval
Lampiran Kounseling
Nama Fail Lampiran Tindakan
CP2300000004 r \
‘ Browse. Download J

Pending Approval

CP2300000005 e ‘ - ‘ ,
Fasa Sesi Pilihan Tarikh Tarikh Mula Ta

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 21
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4. Click on the fourth tab.

5. Fill in Fasa.

6. Select Pegawai yang Dirujuk.

7. Data Pekerja may be checked if necessary.

8. Go to Borang Laporan dan Penilaian Jabatan.

< e PSC Counselling v Q o 8

< Application List
Search Qo 18.10.2023 Pending Approval

CP2300000001 Application Type: Completion Date:

Department/Ministry/PSC Referral
Approved

CP2300000002

Pending Approval

Kaunseling

CP2300000003

Pending Approval Fasa:

o]

]

Pegawai Yang Dirujuk:

CP2300000004 _ 7
> Data Pekerja

Pending Approval

I) Borang Laporan dan Penilaian Jabatan p

CP2300000005 e

9. Fill in Section Al. ISU YANG BERBANGKIT.

PSC Counselling »

4 Application List
Search Q
CP2300000001 v Borang Laporan dan Penilaian Jabatan E
Approved Al. ISU YANG BERBANGKIT
BIL NAMA SILA ISIKAN
SIKAP BEKERJA
1 § i Lemah ~
CP2300000002 Seperti Kelakuan dalam menerima tugas/arahan yang diberikan
Pending Approval KEDATANGAN
2 Seperti Ketepatan masa datang dan balik pejabat atau waktu kerja(shift) Lemah v
yang diaturkan
KEBERADAAN
CP2300000003 3 Seperti Keberadaan masa datang dan balik pejabat atau waktu kerja(shift) Lemah v

Pending Approval yang diaturkan

PERGAULAN
4 Seperti Pertuturan atau tingkah laku dengan orang atasan / rakan sejawat Lemah ~
[/ orang bawahan
CP2300000004 PERLAKSANAAN TUGAS UTAMA
5 P Lemah ~
Pending Approval Seperti Kecekapan dalam melaksanakan/menjalankan tugas-tugas utama

PENGLIBATAN DALAM AKTIVITI PEJABAT N
5 Seperti penglibatan dalam aktiviti-aktiviti keagamaan/sosial/sukan Lemal ™

CP2300000005

BIL ISU YANG BERBANGKIT Sl

SSM_UG_Front End (FIORI)_Counselling_Department Admin_v1.0 22



OMBER
B i,

Sistem Sumber Manusia- Counselling 'Z:

10. Fill in Section A2. KRITERIA LAIN YANG TIDAK DISENARAIKAN DAN PERLUKAN
PERHATIAN .

11. Answer the question ADAKAH KHIDMAT KAUNSELING MASIH PERLU KE ATAS
PEGAWAI/KAKITANGAN BERKENAAN?

12. Go to KETERANGAN PENILAI.

13. Fill in the ID.

14. Click the Save button.

4 e PSC Counselling v

< Application List
~ Sepert penglbatan dalam akuviti-akuviti Keagamaanisosiausukan
Search Q Z
[A7 RRITERIA LATN VANG TIDAR DISENARAIRAN DAN PERLURAN PERAATIAN
CP2300000001 BIL ISU YANG BERBANGKIT SILA ISIKAN
Approved
7 Lemah ~

CP2300000002

Pending Approval

ADAKAH KHIDMAT KAUNSELING MASIH PERLU KE ATAS PEGAWAI/KAKITANGAN BERKENAAN? Ya " 11
CP2300000003
KETERANGAN PENILAI 12
Pending Approval
BIL ID NAMA JAWATAN
; L3
CP2300000004 Declaration
Pending Approval Dengan menandakan petak ini serta menyerahkan butiran di atas maka menunjukan bahawa awda telah memberikan butiran

serta mengesahkan maklumat dan butiran yang betul dan tepat dan bertanggungjawab di atas butiran tersebut

CP2300000005 G
+
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Outcome: Changes has been saved and Borang LPJS has successfully been submitted.

¥ Success

Permohonan awda telah di Save
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Sistem Sumber Manusia- Counselling

FILL COMMUNICATIONS Front-End User

PAGE Department Admin

1. Navigate to the HCM Counselling section by clicking on the tab with the same name.

2. Click on the Communication Page tile.

Myinfo  MyPaysip  MyTime My Notification | HCM Counselling

| Self-Referral | Referral Application Counselling Counselling Employee Feedback i Communication

| Counselling... Refer Employee for Summary Report Schedule Page

Request/View Couns.

€

Note: Communication Page will be shown.

3. Click on the i button to create a new communication.

B Communication Page v
¢ Communication Page (1, Communication Page
8 8
Search Qo )
Dari Kepada
Sub Area: Sub Area:

Communication 001

Jabatan: Jabatan:
Personnel Number: Personnel Number:
10000447
Nama: Nama:
Komen:

Sila ambil perhatian bahawa semua dokumen mestilah PDF.JPG atau PNG dengan saiz maksimum 3,5 MB sahaja
Dokumen Nama Fail Tindakan

———
| Download |

-
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Note: A new communication is made.

4. Click on the Lookup button to select a Personnel Number to communicate with.

(& Communication Page v
< Communication Page (1) Communication
Search a o
Dari Kepada
Sub Area: Sub Area:

Communication 001

Jabatan: Jabatan:
Personnel Number: Personnel Number: 4
00000000
Nama: Nama:
Komen :

Sila ambil perhatian bahawa semua dokumen mestilah PDF,JPG atau PNG dengan saiz maksimum 3,5 MB sahaja

Dokumen Nama Fail Tindakan

Browse...

+ mq

Note: A list of Employees with their Names and Personnel Numbers will be displayed.
5. Click on the employee to communicate with.

Select Employee

Isearch

Cancel
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6. Fill in any commentsin Komen if needed.
< (3 Communication Page v Qa 4o 8
< Communication Page (1) Communication
Search Qo
Dari Kepada
Sub Area: Sub Area:
Communication 001
Jabatan: Jabatan
Personnel Number: Personnel Number:
o]

Nama: Nama:

Komen :

Sila ambil perhatian bahawa semua dokumen mestilah PDF,JPG atau PNG dengan saiz maksimum 3,5 MB sahaja

Dokumen Nama Fail Tindakan

Browse

m icel

7. Fill in the document description in Dokumen.

8. Click Browse... to select a document to be attached.

< " Communication Page v Q A 8
4 Communication Page (1) Communication
- ~
Search Q o .
Dari Kepada
Sub Area Sub Area:
Communication 001
Jabatan: Jabatan
Personnel Number: Personnel Number
(g

Nama Nama

Komen :

Sila ambil perhatian bahawa semua dokumen mestilah PDF.JPG atau PNG dengan saiz maksimum 3.5 MB sahaja

Dokumen Nama Fail 8 Tindakan
|
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Note: A file explorer window will open.
9. Find and select the document to be attached.

10. Click Open to attach the document.

< (D Communication Page v
@Open X
< Communication Page (1)
r v U Search Sample uf
Search =3
Q< Organize > New folder

& Pictures 2~ Name

@ Secrty Vetiog I i Sample Document 2

Communication 001
% This PC

3 3D Objects

m Desktop
Documents

& Downloads ;

& Music

& Pictures

I Videos

2305(C)

S e i<

File name: |Sample Document 2 v A 10 !
| Open | Cancel m 3,5 MB sahaja

Dokumen Nama Fail Tindakan

Sample document ‘ Browse...
mgﬂ

11. Click the Save button to communicate with the chosen employee.

< " Communication Page v Q A 8
4 Communication Page (1) Communication
- ~
Search Q o .
Dari Kepada
Sub Area Sub Area:
Communication 001
Jabatan: Jabatan
Personnel Number: Personnel Number:
©
Nama: Nama:

Komen 3 Here are the documents you needed |

Sila ambil perhatian bahawa semua dokumen mestilah PDF.JPG atau PNG dengan saiz maksimum 3.5 MB sahaja

Dokumen Nama Fail Tindakan

Sample document Sample Document 2.pdf Browse

28
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Outcome: Message has been sent to the other employee.

< (D Communication Page v

Communication Page

< Communication Page (2)

Search Qo
Dari

Sub Area:

Communication 001

Jabatan

Communication 001

Personnel Number

Nama

Komen :

Kepada

Sub Area

Jabatan

Personnel Number:

Nama:

Sila ambil perhatian bahawa semua dokumen mestilah PDF,JPG atau PNG dengan saiz maksimum 3,5 MB sahaja

Dokumen Nama Fail

Sample doc Sample Document 2.pdf

Tindakan

l Download )

£ ( 1§
$
“ =
:
Sppen
a &

:D
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Front-End User

VIEW COMMUNICATIONS .
Department Admin

1. Navigate to the HCM Counselling section by clicking on the tab with the same name.
2. Click on the Communication Page tile.

My Info My Payslip My Time My Notification HCM Counselling
" e

Self-Referral Referral Application Counselling Counselling Employee Feedback Communication
Counselling... Summary Report Schedule 1 Page

Refer Employee for
Request/View Couns.

€

Note: Communication Page will be shown.

3. Click on a Communication to view.

Communication Page v

< Communication Page (3) Communication Page
| Search Q

Dari Kepada

Sub Area: Sub Area:
Communication 001

Jabatan: Jabatan:
Communication 001

Personnel Number. Personnel Number:
Communication 002 Nama: Hame

Komen:

Sila ambil perhatian bahawa semua dokumen mestilah PDF.JPG atau PNG dengan saiz maksimum 3.5 MB sahaja

Dokumen Nama Fail Tindakan

Sample Document 2.pdf Download
=
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Outcome: Selected Communications can be viewed on the right.

Communication Page v

Communication Page

< Communication Page (3)
Search Q o
Dari Kepada
Sub Area: Sub Area:
Communication 001
Jabatan: Jabatan

Communication 001
Personnel Number:

Personnel Number:

Communication 002 Nama: Nama:

Komen :

Sila ambil perhatian bahawa semua dokumen mestilah PDF,JPG atau PNG dengan saiz maksimum 3,5 MB sahaja

Dokumen Nama Fail Tindakan

Sample Document 2.pdf Download
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FILL COUNSELLING Back-End User

INFOTYPE Department

Log into SAP GUI (Back-End) and proceed with the following steps:

1. Enter PA30 into the command field and hit Enter.

EE: 7 SAP Easy Access

PA30| W [* & S5 Othermenu W W Createrole  More v Q o @ Exi
[ Favorites
1y SAP Menu
") Connector for Multi-Bank Connectivity
| Office
" Cross-Application Components
] Logistics
] Accounting
] Human Resources
] Information Systems
] Service
] Tools

] WebClient Ul Framework

Note: Maintain HR Master Data page will be shown.

3. Enter the Personnel no.

= HRmasterdata Edit Goto Extras Utilities Settings System Help < f _ 9 x
< '-:i:‘ 'J Maintain HR Master Data
v 0 7 & @G 0O W W Morev Exit

Y| |A q .
[ ¥||a
personnel no.: | =

Find by
~ &% Person
(] Collective Search Help v,

Basic personal data

Infotype Text S Period
Actions S (e Period

Organizational assignment

From To:
Personal data
e Today Curr.week
Planned Working Time All Current month
TR From curr.date Last week
Bank Details

N To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks ] choose
Family Member/Dependents M,

SSM_UG_Front End (FIORI)_Counselling_Department_v0.1 32



OMBER
B i,

Sistem Sumber Manusia- Counselling 'Z.ﬂ

" o
Sumpen ™

Qs s
> 7
1

S
(%

4. Find Counselling in Infotype Text and click the circle (Radio button) next to it to select it.

5. Click the Create [l button.

= HRmasterdata Edit Goto Extras Utilities Settings System Help < &

L sieg

Maintain HR Master Data

Il More v | Exit

&}
2

5
. 1 2 6 4G O &

[ ~a] .
Personnel no
Find by Name: |
v 22 Person r~ EE group: Pers.area
1 Collective Search Help 4
EE subgroup: Cost Center

Basic personal data

Infotype Text s... Period
Examination Details 3 o Period
Performance Management v .
From To
Stop Allowance v
Training Today Cumweek
Cost Planning Details All Current month

Qualifications From curr.date Last week
ip Pr
3 To Current Date Last month
* [Counselling

Current P Current Year

15] Choose

Note: Create Counselling page will be shown.
6. Fill in Start.

7. Fillin To.

= |Infotype Edit Goto Extras System Help < 8 x
4 »E' " Create Counselling
v & More v Exit
\ v[A :
Personnel No: Name:
Find by EE group Pers.area:
&2 Person - EE subgroup Cost Center
4 Collective Search Help - T
I'S',a-l = ITc‘
L Ih
Counselling
1D Rujukan

Tarikh Permohonan

Fasa ~

Sesi ~

Jenis Permohonan v
Jenis Isu

Tahap Keseriusan Kes
Counsellor
Sebab Dirujuk

Pegawai Fokal ~

<> <>

Savel Cancel
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8. Fill'in ID Rujukan.

9. Fill in Tarikh Permohonan.

10. Select the Fasa.

11. Select the Sesi.

12. Select the Jenis Permohonan.

13. Fill in Jenis isu.

14. Fill in Tahap Keseriusan Kes.

15. Fill in Counsellor by selecting a counsellor through the lookup button or type in their ID.
16. Type in Sebab Dirujuk.

17. Select Pegawai Fokal.

18. Fill in Tarikh Kaunselling.

19. Select Status Sesi.

20. Select Lokasi.

21. Fill Tarikh Tamat.

22. Fill Kenyataan if there are any remarks.

23. Then, click the Save button.

= Infotype Edit Goto Extras System Help ¢ B X
{ E :‘ 'J Create Counselling
v & More v Exit
¥ |A Counselling
1D Rujukan %
Find by [
« £ Person Tarikh Permoho
) Collective Search Help I Fasa v 0
i v
- N 1) |
Jenis Isu I -E
Sebab Dk L
Pegawai Fok 17
Tk Kaunsetng
Status Sesi I \.!.
Lokasi I \m:.
>
sae 23
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Note: A notification stating Record created will be displayed.
24. To view completed page, make sure Counselling is selected.

25. Then, click the Overview [aS button

= HRmasterdata Edit Goto Extras Utilities Settings System Help < & B X

E:! D 4 Maintain HR Master Data
a s & G0 @ 25 2] e

A (o 7
Personnel no. [
i

«

Find by Name:
25 Person y EE group: Pers.area
4 Collective Search Help ¥
EE subgroup: Cost Center

Basic personal data

Infotype Text S Period
Cost Planning Details $ ) Period
el it From To

CSLP Flagship Program

I %) Counselling ‘/ Today Curr.week

Al Current month

From curr.date Last week
To Last month
Current Period Current Year

=] Choose

Record created View details

Outcome: It can be seen a new Infotype has been created for the selected personnel.

= |Infotype Edit Golo Extras System Help ¢l 8 x
4 v-E' " List Counselling
vl 1l 2 A4 B & Moev Exit
\ ¥ A
Personnel No! Name: |/
Find by EE group Pers.area:
v &2 Person ,“ EE subgroup: Cost Center:
1 Collective Search Help hd | " o
Choose: Q@ To: STy.
I i

ApolID. Dale EASA SESL L
I 04.12.2023 31.01.2024 CS2300000003  01.12.2023 1 1 DEPARTMENT/MINISTRY/PSt I

Entry 1 of:1
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