%\)MBER 41

/C" cfp
2 2.
z -y -

o) §

Y K
UMBER

SISTEM SUMBER MANUSIA

User Guide
for Treasury EA Approver
Front End (SAP FIORI)

Education Allowance
(Application)

VERSION: 1.0



Sistem Sumber Manusia - Education Allowance '74"

INTRODUCTION

This user guide acts as a reference for Treasury Education Allowance Unit (Front End
User) to manage Education Allowance. All company and individual names used in this

user guide have been created for the purpose of guiding users on the use of the system.

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

EA Education Allowance

FURTHER ASSISTANCE

Should you have any questions or require additional assistance with the user guide
materials, please contact SSM Help Desk at +673 2382227 or e-mail at

ssm.helpdesk@dynamiktechnologies.com.bn.
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Sumpen ™

Process Overview

Approve Education Allowance Application

Click on the

Click . - Select the Application ID Click on ‘Expand’ icon to Click on ‘Attach . . .
Start | on Allowance [l SEIE:‘ Ih:w'zf.pt‘i';a"m with the — view and approve the [—» Supporting G?;sf;a‘niu;‘lggz —] a&‘;};;:‘mi:ss?fur?;lzd
Approver tab PP status ‘Submitted’ application details Documents’ icon Eﬁuﬁumanls q
. . Click an'Application .
N . . Enter the notes to Click on *Approve’ button . . e o Click on ‘Application
End Click mlnipupnrﬁ:_;‘e buton activate the [4— to verify the Education |4— kacr?c‘zc;anm?:nbox S;ifro:ca‘llga?:n ':Z“Jf [#—] Notes' icon to view notes
Approve’ button Allowance application ppdetan ¥ from applicant
—
A
Click on 'Cancel’ button
to cancel
Click on the
Click ‘ Select the Application ID Click on ‘Expand’ icon to Click on ‘Attach N B N
Start »| on Education Allowance |—p| Selectine ‘Application | ] with the l—p| viewand approvethe  f—p Supporting Display buttonto 1 __f ~ Click on 'Add" button to
Approver tile . . " . . display the files or add documents if required
Approver tab status ‘Submitted application details Documents’ ican
documents
. . Click on ‘Application .
| Enter the notes to Click on 'Rework’ button . . . Click on *Application
End Click on‘Rework’ bution activate the l—] to rework the Education [a=—y Tick D\sc\a\m_er box Hlstuncal_Da_(a feon fo [¢—— Motes' icon to view notes
to confirm . aonce confirm view application history .
Rework' button Allowance application detail from applicant
—
[
Click on 'Cancel’ button
o cancel
Click on the
Click ‘ Select the Application ID Click on ‘Expand’ icon to Click on ‘Attach N B N
Start | on Education Allowance [y Select the A".D‘.'ca"m with the = view and approve the = Supporting E.J'SPIEY butten to — Click on "Add l_:urlun _tu
Approver tile . . " . . display the files or add documents if required
Approver tab status ‘Submitted application details Documents’ ican documents
! Click on “‘Application
. . . Enter the notes to Click on ‘Reject’ button L P y i Click on ‘Application
End Click on ‘Reject’ button activate the [— to reject the Education  [e— Tick ‘Disclaimer’ box Historical Data' icon to [¢—] MNotes’ icon to view notes
to confirm . once confirm view application history .
Reject’ buttan Allowance application datail from applicant
A

Click on 'Cancel’ button
o cancel
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Process Overview

Generate Education Allowance View Apps Group Report

Start

;

Allowance View Apps

Click on Education

Group tab

| Select the View
Application' tile

Click on Lookup
» icon tofillin the
required details

Click on

Tick the
» checkbox to

End

Generate Education Allowance Reconciliation Report

Click on 'Export' to
download report of
all applications

Click on 'Export As'
to download report
of filtered
applications

Click on Dropdown icon to
export viewed applications to

desktop

» 'Settings' icon to
generate filters

select category

Click on 'Education

Select the 'EA

Allowance Report' tab

"|Reconciliation Report' tile

Click on

Click on 'Arrow' (>) icon

'Settings' [«
icon

to view the details of
application (if required)

Requestor may tick

on the checkbox to
'select more filters'

Click on > v
icon to view Click on Click on
the details of |« 'Go' < 'OK'
application (if button button
required)
Click on Click on 'Lookup'
» 'Adapt Filters' » icon to fill in the
button details
- Tick on the checkbox
Click on )
. . . to select which
More Filters' |«
category to apply
button .
filters with

Click on ‘Export’ to
download report of
filtered applications

automatically
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Ti?k the checkboxl Click on Click on 'Dropdown’
to 'select/deselect 1 -
) ; > OK icon to export and End
detalls of viewed button download report "
applications P
Click on ‘Export As’ to
download and rename
— report of filtered I
applications
5
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a,
",

APPROVE EDUCATION

Front End User
ALLOWANCE

APPLICATION Treasury EA Approver

1. Click on Education Allowance Approver.

2. Select the Application Approver tile.

Benefit Program My Notification Education Allowance Approver

Application
Approver
Education Allowance

0|

Note: The Education Allowance Application Page will be displayed.

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

< e Education Allowance v

Application List (1) Education Allowance Application Page

| search a &

EAS® By

ransaction Id: EAZ TR0

pplication Status : SUBMITTED Submission Date : May 28, 2024

SUBMITTED
Submission Date : May 28, 2024

— 0O ¢ © ©

> . Employee Details

> Il Contact Details
> lll. Employment Details
> IV. Spouse Details

>

>

>

V. Children Details

VI. Application History

VII. Payment Details

Declaration

[ Approve ] w [ I‘Re]ecl ]
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4. Click on Application Details tab.

Note: EA Approver can only view the application details.

Education Allowance ~

Application List (1) Education Allowance Application Page

| Search a |

EASS B

Transaction Id: EAZ DGR

tion Status : SUBMITTED Submission Date : May 28, 2024

i 2

SUBMITTED

Submission Date : May 28, 2024
S— @)

> I. Employee Details

> Il. Contact Details

> lll. Employment Details
> IV. Spouse Details

> V. Children Details

> VI Application History
> VI Payment Details

Declaration

(approve ) (CEEEED

5. Click on Supporting Documents tab.
6. Click on Display button to view supporting documents.

7. Click on Add button to upload attachments (if required).

Education Allowance v

Application List (1) Education Allowance Application Page

‘ Search Q = |

EAZ" I

Transaction Id: EAZ4- w175

[SUBMITTED Submission Date : May 28, 2024

Application St

SUBMITTED
Submission Date : May 28, 2024

TR @

View Personal Attachment 7

Supporting Document File Name File Size Ad 6

EA24000556_001_001.jp
4

Supporting Doc PDF, JPG, PNG 25.1 KB

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
P 1 yang itan dengan dan il i-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 permoheonan ini dan menuntut balik pembayaran yang

mungkin telah dibuat.
[rermove) (X
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8. Click on Notes tab to view any remarks or notes entered by Employee and/or Department

Administrator.

Education Allowance Application Page

Application List (1)

| Search a = ‘
Transaction Id: EAZ47 w17,
EAL i i
Application Status : SUBMI = Submission Date : May 28, 2024
SUBMITTED

Submission Date : May 28, 2024

TR @

Notes
No data
Declaration
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 peraturan

yang berkaitan dengan kelakuan dan P pegawai K

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.

=] =]

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

10. Tick on Declaration checkbox.

Education Allowance v

Application List (1) Education Allowance Application Page

Search aQ = ‘
Transaction Id: EAZ4[¥ 2851

EAZS 3.3
Application Status : SUBMITTED Submission Date : May 28, 2024

SUBMITTED 9

Submission Date : May 28, 2024

S O @

History

Employee Date Time Status
10100329 May 28, 2024 DRAFTED
10100329 May 28, 2024 SUBMITTED

tion

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 pen dan jika , saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
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.

=3 -]
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Sistem Sumber Manusia - Education Allowance '74';:

Note: Depending on the scenario, EA Approver may also click on the following buttons:
i. Approve button to approve applications.
ii. Rework button to rework applications.

iii. Reject button to reject applications.

< Education Allowance v

Application List (1) Education Allowance Application Page

Search aQ = ‘

EAZS 3.3

Transaction Id: EAZ4[¥ 2851

Application Status : SUBMITTED Submission Date : May 28, 2024
SUBMITTED

Submission Date : May 28, 2024

e O @ @& @&

Employee Date Time Status
10100329 May 28, 2024 DRAFTED
10100329 May 28, 2024 SUBMITTED
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 pen dan jika , saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
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 yan,
mungkin telah dibuat.

=1

Outcome: The application has successfully been approved / reworked / rejected.

SSM_UG_Front End (FIORI)_Education Allowance (Application) _EA Approver v1.0 9
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GENERATE EDUCATION Front End User
ALLOWANCE GROUP

REPORT Treasury EA Approver

1. Click on Education Allowance View Apps Group tab.

2. Select View Application tile.

Education Allowance View Apps Group l

Note: The View Application Page will be displayed.
3. Click on Lookup icon to fill in the required details.

4. Click on Settings icon to generate filters.

s
Standard Vv =
Personnel subarea: Personnel number: Application 1D: Status: School ID: Start Date:

5 = @ © © ©
End Date:

[ Adapt Filters m

~ R
]

Personnel subarea Personnel number Application ID Status School ID Start Date End Date fullname Identity Number

To start, set the relevant filters.

SSM_UG_Front End (FIORI)_Education Allowance (Application) EA Approver v1.0 10
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§ :
£ :
z =
H =z
) B
' &
L'u-n:“

Note: The View Settings page will be displayed.

Note I: Under the Columns, Sort, Filter and Group tab, requestor may sort and select
specific categories for all applications to be displayed.

5. Tick the checkbox to select category.

6. Click on OK button.

Note II:

i. Requestor may click on Cancel button to cancel filter.

ii. Requestor may click on Restore button to reset selection.

View Settings

Filter

Q, | Show Selected

1 SelectAll (019)

Personnel subarea

Personnel number

Application ID

Status

School ID

Start Date

End Date

fullname

Identity Number

adate

name

Description

Interval ID Number

Institution Name

INSTITUTE TYPE

© [OK Cancel Restore NOTE Il

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 1
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7. Click on Go button.
Note: Applications in their selected categories will be displayed.

8. Click on > icon to view the details of application (if required).

=

Standard * v

Personnel subarea Personnel number: Application ID: Status: School ID: Start Date:

) 7 7 [y 7 [y

Adapt Fiuers
NOTE | & @ -

Personnel subarea Personnel number Application ID

o

SA

End Date:

)

SA
SA
SA
SA
SA
SA
SA
SA
SA

SA

SA

9. Click on Dropdown icon export viewed applications to desktop.
Note Il
i.  To download report of all applications, click on ‘Export’.

ii. To download report of filtered applications, click on ‘Export As’.

Standard * v @
Personnel subarea: Personnel number: Application ID: Status: School ID: Start Date:
) [ [y ) & =
End Date:
= Adapt Filters m
~ ®

=
9

Personnel subarea Personnel number Application ID
NOTE Il

R R B B R R R R R T R T I T I )

SSM_UG_Front End (FIORI)_Education Allowance (Application) EA Approver v1.0 12
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Note: The Export As page will be displayed when ‘Export As’ is selected.
10. Fill in the required details.

11. Click on Export button.

Export As

File name:

|

Split cells with multiple values

Include filter settings

Outcome: Education Allowance Application has successfully been downloaded in Excel

format.

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 13
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GENERATE EDUCATION  Front End User
ALLOWANCE

RECONCILIATION Treasury EA Approver
REPORT

1. Click on Education Allowance Report tab.

2. Select EA Reconciliation Report tile.

EA Reconciliation
Report

Note: The Reconciliation Report page will be displayed.

3. Click on ‘Adapt Filters’ button.

< e Reconciliation Report v Q 2 8
Standard Hide Filters [
Application ID: version: Personnel number: Employee Full Name: Identity Number:

) ) 3 = 1?
Created on: Allowance Start Date: Allowance End Date: Payee:
) ) [l [ Il ~dapt Filters B
—
&
Application ID Application Version Personnel No Applicant Name Employee IC
To start, set the relevant filters.
I

SSM_UG_Front End (FIORI)_Education Allowance (Application) EA Approver v1.0 14



Sistem Sumber Manusia - Education Allowance '72'

Note: The Adapt Filters page will be displayed.
4. Click on Lookup icon to fill in the detalils.
5. Tick on the checkbox to select which category to apply filters with.

6. Click on ‘More Filters’ button.

Adapt Filters
4]
Show on Filter Bar

Application D
version.

Personnel number.
Employee Full Name
Identity Number:
Identity Number:
Created on:
Allowance Start Date
Allowance End Date:

Payee:

EA Reconciliation Report

More Filters (23) Jll5)

6
(@ Ginis

Note: The Select Filters page will be displayed.
7. Requestor may tick on the checkbox to select more filters.

8. Click on OK button to save selected filters.

Select Filters

T

Search for Filters

Personnel subarea
pvdate

Last Run Date

Pay to Viendor
payeename
child_name

Interval ID Number
INSTITUTE TYPE
Approved Ent Amount
Qver payment Amount
Expense Amount

Pay to Employee
Document Number
Vioucher

Account

Funds center

@ Ginis

Commitment item

Cancel

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 15



Sistem Sumber Manusia - Education Allowance '72'

Note: Requestor may click on Cancel button to cancel selection.

Select Filters

|Search for Filters

Personnel subarea
pvdate

Last Run Date

Pay to Vendor
payeename
child_name

Interval ID Number
INSTITUTE TYPE
Approved Ent Amount
Qver payment Amount
Expense Amount

Pay to Employee
Document Number
Voucher

Account

Funds center

@ Ginis
Commitment item

m cancel N[N

Note I: The selected filter will be displayed.

Note II: Depending on the scenario, the requestor may click on the following buttons:
i.  Click on Go button to adapt filters.

ii. Click on Save button to save filter as options.

iii. Click on Restore button to reset filter selection.

iv. Click on Cancel button to cancel filter selection.

Adapt Filters

Search for Filters Q

Basic Show on Filter Bar

Application ID: ?

version: 2

Personnel number: v

Employee Full Name: ¥

Identity Number: 2

Identity Number: 2

Created on: 2

Allowance Start Date: i

Allowance End Date: =

[« [&] [&] [&] [&] [&] [&) [&) [&] [¢]

Payee: ?

EA Reconciliation Report NOTE |

Personnel subarea:

More Filters (22)

NOTE Il

m Save  Restore  Cancel

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 16



Sistem Sumber Manusia - Education Allowance '74';:

Note: The filtered applications will be displayed.

9. Click on Arrow (>) icon to view the details of application (if required).

10. Click on Settings icon.

Reconciliation Report v

Standard * v Hide Filters [
Application ID: version: Personnel number Employee Full Name: Identity Number:
= = ) = &
Created on: Allowance Start Date: Allowance End Date: Payee:
2 | =01012024% © © © [ Adapt Filters (1) ﬂ
0 BEE
Application ID Application Version Personnel No Applicant Name Employee IC
EA24 1 >
EA24 1 >
EA24 1 >
EA24 2 >
9
I

Note I: The View Settings page will be displayed.

Note II: Under the Columns, Sort and Filter tab, requestor may sort and select specific
categories to be displayed.

11. Tick the checkbox to select/deselect details of viewed applications.

View Settings NOTE Il

Sort Filter

Q| ShowSelected @A A~
Select All (33/33)
Application ID

Application Version

Personnel No

Applicant Name

Employee IC

Uniform ID

Application Approval Date

Allowance Start Date

Allowance End Date

School ID/ Payee

School / Payee name

Child Name

Child ID

School Type

Approved Allowance Amount

¥
)
)
I
¥
&
)
)
¥
¥
&
)
v
¥
¥
)
Lz

Quernayment Amount

m Cancel  Restore

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 17
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12. Click on OK button.

Note:

i. Requestor may click on Cancel button to cancel filter.

ii. Requestor may click on Restore button to reset selection.

Columns

Select All (33/33)
Application ID

Application Version

View Settings

Sort

Filter

Q

Show Selected A

~

Personnel No

Applicant Name

Employee IC

Uniform ID

Application Approval Date

Allowance Start Date

Allowance End Date

School ID / Payee

School / Payee name

Child Name

Child ID

School Type

Approved Allowance Amount

< (Lo | fa] [ [&] | &) [ Lol | (&) [ =] | [<] [ =] | (&) [ L&) &) [ =] | (&) [<] [=]

Duernavment Amount

Note I: Applications in their selected view settings will be displayed.

13. Click on Dropdown icon to export and download report.

< ©

Reconciliation Report v

Cancel  Restore

NOTE

i il 2
Standard * ™ Hide Filters [}
Application ID: version: Personnel number: Employee Full Name: Identity Number:
© = = [ =
Created on: Allowance Start Date: Allowance End Date: Payee:
| [-oLo12024% © © © Adapt Filters (1) E
—{~— 13
& v
. N ) __| Export
Application Version Personnel No Applicant Name Employee IC Unif
1 Export As...
1 >
1 >
2 >
I

SSM_UG_Front End (FIORI)_Education Allowance (Application) _EA Approver v1.0
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Sistem Sumber Manusia - Education Allowance '72'

Note:
i.  Todownload report of filtered applications automatically, click on ‘Export’.

ii. Todownload and rename report of filtered applications, click on ‘Export As’.

< 0 Reconciliation Report v

Standard * Hide Filters [
Application ID: version: Personnel number: Employee Full Name: Identity Number:
= = = = |y
Created on: Allowance Start Date: Allowance End Date: Payee:
9| | =01.01.2024x © o [ Adapt Filters (1) ﬂ
& -
Application Version Personnel No Applicant Name Employee IC NOTE
1 Export As...
1 >
1 >
2 >

Note I: Filtered applications will automatically be downloaded.
Outcome: Education Allowance Reconciliation Report has successfully been downloaded in

Excel format.

Export Document

Generating file

@ Ginis

SSM_UG_Front End (FIORI)_Education Allowance (Application)_EA Approver v1.0 19
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