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INTRODUCTION

This user guide acts as a reference for Treasury EA Verifier (Front End User) to manage
Education Allowance. 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

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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Process Overview

Verify Education Allowance Maintenance

Click Select the "Application Select the Application 1D Click on ‘Expand’ icon to
Start on Education Allowance |——j»| . Ppic: with the = view and verify the
Verifier tab Maintenance' tile

status ‘U_Submitted’

application details

I

Click on ‘Application

Click on ‘Application
Historical Data’ icon to

Notes' icon to view notes

Click on 'Add' button to
-+

add documents if required

Click on the
‘Display’ button to
display the files or

documents

Click on ‘Attach Supportin
< PP g

Documents' icon

Tick ‘Disclaimer’ box

Click on ‘Verify’ button to
verify the Education

Y

Enter the notes to

activate the

Click on “Verify' button to

view application history once confirm Allowance Maintenance Verify' button confirm End
detail application
~
Click on ‘Cancel’ button
to cancel
Click Select the 'Application Select the Application ID Click on ‘Expand’ icon to
Start on Education Allowance = Maimenanp::i‘ e with the > view and verify the
Verifier tab status ‘U_Submitted’ application details
Click on the
Click on ‘Application ¢ Click on 'Add' bufton to ¢ ‘Display’ button to ¢ Click on ‘Attach Supporting
Notes' icon to view notes add documents if required display the files or Documents' icon
documents
Y
Click on ‘Application Click on ‘Rework’ button Enter the notes to
Historical Data’ icon to Tick ‘Disclaimer’ box al| forework the Education Click on ‘Rework' button
» " activate the y End
view application history once confirm Allowance Maintenance Rework' button to confirm
detail application
~

Click on ‘Cancel’ button

to cancel
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(UMBER

VERIFY EDUCATION
ALLOWANCE

Front End User

Treasury EA Verifier

MAINTENANCE

1. Click on Education Allowance Verifier.

2. Select Application Maintenance tile.

< Zducation Allowance Department Education Allowance Endorser Education Allowance Employee Education Allowance Treasury
Application Application
Verification Maintenance
Education Allowance Verification
&4 - |
Education Allowance

Employee Appraisal

My Performance
Appraisal

Input as Appraisee

Education Allowance Verifier

Note: The Education Allowance Maintenance Verification Page will be displayed.

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

< e Education Allowance Maintenance Verification =

Application List (1)

| search aQ |

ransaction Id: EAZIKZI&SE

Application Status : U_SUBMITTED

EAC# Tl
U_SUBMITTED
Submission Date : May 29, 2024

e QO ¢© @ O

> |. Employee Details

» . Contact Details

> lll. Employment Details
> IV. Spouse Details

» V. Children Details

> VL. Application History

> VII. Payment Details

Declaration

Education Allowance Maintenance Verification Page

Submission Date : May 29, 2024

SSM_UG_Front End (FIORI)_Education Allowance (Maintenance)_ EA Verifier v1.0



MBER
S ,

Sistem Sumber Manusia - Education Allowance '72’

4. Under Application Details icon, click on Expand icon to view and verify the application

details.

Note: Education Allowance Maintenance Verifier can only verify the application details.

@ Education Allowance Maintenance Verification v
Application List (1) Education Allowance Maintenance Verification Page
‘ Search aQ | N

Transaction |d: EAZ“ XIS E

EAs# Tl
tion Status : U_SUBMITTED Submission Date : May 29, 2024
U_SUBMITTED

Submission Date : May 29, 2024

- N,
- 9 ©

> |. Employee Details
» Il. Contact Details

> lll. Employment Details
> IV. Spouse Details

» V. Children Details

> V1. Application History

> VII. Payment Details

Declaration

5. Click on Supporting Documents icon.

6. Click on Display button to view supporting documents.

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

Education Allowance Maintenance Verification v
Application List (1) Education Allowance Maintenance Verification Page
‘ Search Q o | 5

Zeon © @ & @

U_SUBMITTED
Submission Date : May 29, 2024
w—

View Personal Attachment 7

Supporting Document File Name File Size
Supporting Doc PDF, JPG, PNG :AZ4000596,001,001.jp 25.1 KB Display
Supporting Doc PDF, JPG, PNG ?24000596*001*Gu2‘ip 25.1 KB Display
Supporting Doc PDF, JPG, PNG ?24000596*001*0']3‘” 25.1 KB
Supporting Doc PDF, JPG, PNG EA24000596_001_004.jp 25.1 KB Display

B

Declaration

— @ Ginis
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
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8. Click on Notes tab to view any remarks or notes entered by Employee and/or Department.

@ Education Allowance Maintenance Verification v

Application List (1) 8 Education Allowance Maintenance Verification Page
| Search Q = | . E - .
U_SUBMITTED

Submission Date : May 29, 2024

.

Notes

] : endorse
May 29, 2024
i verified
May 29, 2024
ST rework
May 29, 2024
e verify
May 29, 2024

Declaration

U [ Segala butir-butir keterangan vang sava turunkan dalam borang ini adalah benar. Jika sava didapati memberikan butir-butir I

S|

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

Education Allowance Maintenance Verification v
Application List (1) Education Allowance Maintenance Verification Page
| Search Q o |
Transaction Id: EAZA ik =4z
EAZ:I = 3%
Application Status : U_SUBMITTED Submission Date : May 29, 2024
U_SUBMITTED 9

Submission Date : May 29, 2024

L e @ @4 4

History
Employee Date Time Status
an- Jun 3, 2024 U_SUBMITTED
F o Jun 3, 2024 U_SUBMITTED
R Jun 3, 2024 U_SUBMITTED
i May 29, 2024 DRAFTED
[ ] May 29, 2024 SUBMITTED
I ITTY May 29, 2024 ENDORSED
. May 29, 2024 VERIFIED
TITITTS May 29, 2024 VERIFIED
[ ver
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10. Tick on Declaration checkbox.
Note: Depending on the scenario, EA Verifier may also click on the following buttons:

i.  Verify button to verify the application.

ii. Rework button to rework the application back to EA Administrator.

@ Education Allowance Maintenance Verification v

Application List (1) Education Allowance Maintenance Verification Page
| Search a < [T Jun 3, 2024 U_SUBMITTED
EA™ & W =R LI o Jun 3, 2024 U_SUBMITTED

U_SUBMITTED
Submission Date : May 29, 2024 | e May 29, 2024 DRAFTED

AT .

ST May 29, 2024 SUBMITTED
1] May 29, 2024 ENDORSED
-rrr.. May 29, 2024 VERIFIED
R ] May 29, 2024 VERIFIED
—_—rrr... May 29, 2024 REWORK TO VERIFIER
10 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 pendakwaan jenayah) dan jika berkenaan, 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. @ Ginis

Outcome: The application maintenance has successfully been verified.
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