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Sistem Sumber Manusia - Honours & Awards ‘l:

INTRODUCTION

This user guide acts as a reference for Department HR Administrator (Back End User) to
manage Honours and Awards 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

Start

Access ZEMOVADM

—

Click on Bintang-
Bintang Kebesaran /
Pingat-Pingat
Kehormatan

Enter Personnel
Area and Personnel
Mumber

—

Click on Create icon

—»

MNavigate to Awards
Application Details
tab

Edit Application

Start

y

Click on Submit

Fill in Remarks and

Enter Awards Date,
Award Type, and

[¢«—— Tick Declaration [+—
button Involvement and
checkbox R
Contribution
Big':;ﬁ";:;z;::agl; / Enter Personnel Click on Changa MNavigate to Awards
Arcess ZEMOVADM —a Pin:at—Pingat Area and Personnel |—| icon < —=={ Application Details
Keharmatan MNumber tab
I Enter Awards Date,
Click on Submit Fillin Remarks and Award Type, and
End l#—— Tick Declaration  [#— YPE,

Withdraw Application

button

checkbox

Invalvement and
Contribution

Click on Bintang-
Bintang Kebesaran /

Enter Personnel
Area , Personnel

Fill in Remarks and

Click on Withdraw

button

Access ZEMOVADM & Pingat-Pingat Number and Click F» Tick Declaration ¥ button End
checkbox
Kehormatan on Change Icon
Check Employee Data
Ni’:;i;ti:gn:is Under Basic Click on Overview Select desired
Start Access PA20 —> P personal data, click — R — Awards and Tick
Enter on the icon
on Awards checkbox
keyboard
End Award PEta”S will r¢— Click on Choose icon
be displayed
Generate Report
Enter Application Click on Microsoft
Date, Personnel Click on Execute Honours and Excel icon to extract
Start AccessZPA_007 — ’ —» Awards Report page —»

Area, and Personnel
Subarea

will be displayed

report in excel
format

End
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Backend User
SUBMIT APPLICATION

Department HR Administrator

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

1. Enter ZEMOVADM in the search bar.

= Menu Edit Favorites Extras System Help

> GHO (1) 240 & —F X
Ei ‘ ’ 1 SAP Easy Access
Sl ok s

A More

> [ Favorites

> 71 SAP Menu

Note: Employee Movement Menu page will be displayed.

1l
m
;
D

Viovement MenL

> GHQ (1) 240 & | _

Employee Movement Menu

~
y
X

v More

Exit
Requestors

Endorsers/Approvers
Application Type:

Application Type:
Melanjutkan Tempoh Percubaan

Penetapan Jawatan
Pemindahan

Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
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2. Under Requestors: Application Type, click on Bintang — Bintang Kebesaran / Pingat —
Pingat Kehormatan.

= sSystem Help > GHQ (1) 240 o
Ei ’ Employee Movement Menu

v More

=5 X

Exit

( £l
Requestors Endorsers/Approvers
L 4

Application Type: Application Type:
I Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

Note: The Employee Movement Application: Type Selection page will be displayed.

= Program Edit Goto System Help > GHQ (1) 240 & _ 7 X
< E : J Employee Movement Application Type Selection
v @ save as variant... More v Exit
Selection

" 5
*Personnel Subarea : l:l't‘
& 4

*Personnel Number :

Application Status :

E Fill out all required entry fields Vi
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3. Navigate to Personnel Subarea, click on Lookup button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
4 EE: ’ Employee Movement Application Type Selection
~ (@l save as Variant. More Exit
Selection

=
Personnel Subarea o 3
L

*Personnel Number :

Application Status :

4. Select Personnel Subarea.

5. Click on Tick button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
w =  Personnel subarea (1) 2 Entries found X
~ ({ save as variant More v Restrictions Exit
e v
Selection Q| |a| | S| v
"Personnel Subarea P. PSubarea P.subarea text

" Personnel Number : [SA SAO1 JPM 4

SA SA10 JPA

Application Status :

2 Entries found Py
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. Enter employee’s Personnel Number.

[o2]

7. Click on Execute button.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X
EE : ’ Employee Movement Application Type Selection
e [ﬂl Save as Variant More Exit
Selection
*Personnel Subarea: SAG1
* Personnel Number 6
Application Status :
Execute
Note: Application List — Requestor page will be displayed.
> GHQ (1) 240 & _ 57 X

= System Help

< E : J Application List - Requestor
Exit

~ 1 Z & Morev

Application ID Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. S
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8. Click on Create icon.

System Help

> GHQ (1) 240 o 3 X

Application List - Requestor
v W 2 moew

Exit

Application ID Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. S

Note: Application List — Requestor page will be displayed.

= System Help

> GHQ (1) 240 & _ 57 X

Application List - Requestor

~ Submit  More

Exit
Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN Appl. Date : 07.06.2023
Application 1D : Version: 1 Status : New
Personnel No :
IC No
Name :
Employee Details Download Service Record
+' Basic Info v Performance v Unpaid Leaves v Grievances v Training
Employee Group Subgroup
Personnel Area Subarea

Position

Pay Scale Group Est. Salary Scale
Date of Birth Salary ($)
Age Length of Service

OOIVI_UG_FA_ BdCK ENJ (SAF QGUI) HOMNOUIS & 9
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9. Ensure that Employee Details in Basic Info tab are entered correctly.

System  Help

> GHQ (1) 240 & _
sind

Application List - Requestor

]
x

~ Submit  More Exit
Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN Appl. Date : 07.06.2023

Application 1D :

Version: 1 Status : New

Personnel No :
IC No

Name :

Employee Details Download Service Record

v Grievances v Training n

Subgroup

v Basic Info v Performance v Unpaid Leaves

Employee Group
Personnel Area Subarea
Position
Pay Scale Group Est. Salary Scale

Date of Birth Salary ($) :
Age

Length of Service

>

<

10. Ensure that Employee Details in Performance tab are entered correctly.

= System Help

> GHQ (1) 240 & _ 57 X
E! ’ Application List - Requestor
~ Submit More v Exit
Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN Appl. Date : 07.06.2023
Application 1D : Version: 1 Status : New
Personnel No :
IC No
Name :
Employee Details Download Service Record
v Basic Info v Performance v Unpaid Leaves v Grievances v Training
Year Grade Average Rating
2023 93 .
2022 B 91
2021 20
e ——————————

<
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11. Ensure that Employee Details in Unpaid Leaves tab are entered correctly.

= system Help > GHQ (1) 240 & _ 8 X
w Application List - Requestor

I ] sumit  More v Exi

Appl. Date : 07.06.2023

Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN
Version: 1 Status : New

Application ID :
Personnel No :
IC No

Name

Download Service Record

Employee Details
v Unpaid Leaves v Grievances v Training

v Basic Info v Performance

Start End No. of Days Leave Type
01.02.2023 03.02.2023 3 Cuti Menemani Suami :
01.01.2023 16.01.2023 16 CTG Haji <30

12. Ensure that Employee Details in Grievances tab are entered correctly.

0
X

System  Help > GHa (1) 240 g | _

EE: ’ Application List - Requestor

~ Submit  More ™

Exit

Appl. Date : 07.06.2023

Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN
Version: 1 Status : New

Application 1D :
Personnel No :
IC No

Name :

Download Service Record

Employee Details
v Unpaid Leaves v Grievances v Training

v Basic Info v Performance

Status Stage Result

Start Date Grievance Type
Case was dismissed Review Board

02.05.2023 Absence Without Permission Written \ ©

11
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13. Ensure that Employee Details in Training tab are entered correctly.
= system Help > GHQ (1) 240 & _ 57 X
E! ’ Application List - Requestor
~ Submit More v Exit

Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN Appl. Date : 07.06.2023
Application 1D Version: 1 Status : New
Personnel No :

IC No:

Name : i

Employee Details Download Service Record

v Basic Info v Performance v Unpaid Leaves v Grievances v Training
Training Type Course Title Training Provider
Internal KURSUS ASAS BIMBINGAN DAN KAUNSELING BAGI PEGAWAI. GOVERNMENT OF BRUNEI .
Internal ENGAGING STAKEHOLDERS GOVERNMENT OF BRUNEI
Overseas ASAN-ILO-KOREA PROGRAMME GOVERNMENT OF BRUNEI
Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-37 GOVERNMENT OF BRUNEI
Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-36 GOVERNMENT OF BRUNEI

14. Click Download Service Record.

= system Help > GHQ (1) 240 & _ 57 X

sapg

Application List - Requestor
~ Submit More v Exit

Application Type : BINTANG-BINTANG KEBESARAN DAN PINGAT-PINGAT KEHORMATAN Appl. Date : 07.06.2023
Application 1D Version: 1 Status : New
Personnel No :

IC No:

Name :

Employee Details

Download Service Record

v Basic Info v Performance v Unpaid Leaves v Grievances v Training
Training Type Course Title Training Provider
Internal KURSUS ASAS BIMBINGAN DAN KAUNSELING BAGI PEGAWAI. GOVERNMENT OF BRUNEI .
Internal ENGAGING STAKEHOLDERS GOVERNMENT OF BRUNEI
Overseas ASAN-ILO-KOREA PROGRAMME GOVERNMENT OF BRUNEI
Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-37 GOVERNMENT OF BRUNEI

Internal

MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-36

GOVERNMENT OF BRUNEI

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0
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Note: The Print page will be displayed.

> GHQ (1) 240 & _ 57 X
Print: X
[ ]
* Qutput Device: 2 Exit
s i
Page selection: ~
te: 07.06.2023
Spool Request Is: New
Name: SMART 00308230
Title:
Authorization,
Spool Control Number of Copies ervice Record
Print Now Number: |1
Delete After Output

Group (1-1-1,2-2-2,3-3-3,...)

New Spool Request

Close Spool Reguest Cover Page Settings z
Spool Retention: | 8 |Day(s) SAP cover page: Do not print ~

Print only Recipient.

*Storage Mode

Department

15. Navigate to Output Device and key in ‘LP01’.

16. Click on Print button.

> GHQ (1) 240 & _ 57 X
Print: X
I *Qutput Dewce:I LPO1 Exit
Page selection: -
e: 07.06.2023 -
Spool Request s: New
Name: SMART 00308230

Title:

Authorization

Spaol Control Number of Copies

srvice Record
Print Now Number: |1
Delete After Output Group (1-1-1,2-2-2,3-3-3,...)
New Spool Request

Close Spool Request Cover Page Settings
Spool Retention: 8 |Day(s)

SAP cover page: | Do not print ~
*Storage Mode: Print only Recipient

Department:

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 13
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Note: Desktop Save As page will be displayed.
17. Select Save Location.
18. Ensure that File name is entered correctly.

19. Click on Save button.

= Save As X
4 « Pictures » Saved Pictures v D P Search Saved Pictures

Organize ~ New folder & - (2]

% This PC .- * & Contoh Suratpng ©)

_J 3D Objects
[ Desktop
@ Documents
¥ Downloads
J5 Music

=/ Pictures
E Videos

2505 (C)

il Klabarnel N2
| ={EYET -l Service Record PDH ~

Save as type: |All Files (*.%) ~
19

~ Hide Folders Cancel

Note: The SAP GUI Security page will be displayed.
20. Click on Allow button.

SAP GUI Security X

The system is attempting to create the file
C:\Users\azim.rahman\Downloads\Service_Record.PDF

in the following directory:

C:\Users\azim.rahman\Downloads\

Do you want to grant the permission to modify the parent directory and all its subdirectories?

Remember My Decision

20

r 1

|5 =

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0
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Note: Service Record has been successfully downloaded.
= system Help > GHa (1) 240 g _F X
4 EE: ’ Application List - Requestor
~ Submit More v Exit
Employee Details Download Service Record -

v Basic Info v Performance ¥ Unpaid Leaves v Grievances ¥ Training

Training Type Course Title Training Provider
Internal KURSUS ASAS BIMBINGAN DAN KAUNSELING BAGI PEGAWAI. GOVERNMENT OF BRUNEI z
Internal ENGAGING STAKEHOLDERS GOVERNMENT OF BRUNEI
Qverseas ASAN-ILO-KOREA PROGRAMME GOVERNMENT OF BRUNEI
Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-37 GOVERNMENT OF BRUNEI
Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-36 GOVERNMENT OF BRUNEI

<3~
Awards Appl. Details ~' Security Vetting Document Upload Application History
~ a
® Attachment #1 : =
i

Attachment #2 : -

Download 801 KB Service_Record.PDF

21. Navigate to Awards Application Details tab.

22. Under Award Date, click on Lookup button.

= system Help > GHQ (1) 240 & _ 57 X
E! ’ Application List - Requestor
~ Submit  More Exit
Awards Appl. Details v Security Vetting Document Upload Application History N
Joined Date: Retirement Date: 01.01.2050 hd
Length of Service | (On 15 July this year) Contract End Date
Age: i (On 15 July this year)
[
*Award Date *Award Type:
e
Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History
Start Date Award Type Description L
13.09.2021 D.K.LT. I DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA. [ -
Remarks

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 15
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Note: The Calendar page will be displayed.
23. Select desired Date.

24. Click on the Tick button.

]
x

System  Help > GHQ (1) 240 & | _

E! ’ Application List - Requestor

~ Submit  More Exit

Calendar X

Awards Appl. Details v Security Vetting

N
w
<P
>
<

||m,06,2023

20 15 16 17 18 19 20 21 ~
Joined Date 18.01.2050
21 22 23 24 25 26 27 28
Length of Service:
22 29 30 31 1 2 3 4
Age:
June 2023
*Award Date: ©1.06.2023
MO TU WE TH FR SA SU

22 29 30 31

2
Bintang-Bintang Kebesaran/ Pingat-Pingat Kehol
23 5 6 7 8 9 10 11

Start Date Award Type
24 12 13 14 15 16 17 18

27.12.2012 D.K.LG. Il CHEMERLANG :. ©
25 19 20 21 22 23 24 25

26 26 27 28 29 30 1 2

Remarks
July 2023 N

>

<

25. Under Award Type, click on Lookup button.

= system Help > GHQ (1) 240 & _ 57 X
E! ’ Application List - Requestor
~ Submit  More Exit
AWEras AppL. Uerais v DECurity vetng uocument uploaa APPUCAUoN MISIory ~
Joined Date: Retirement Date: 01.01.2050 ~
Length of Service (On 15 July this year) Contract End Date:
Age: (On 15 July this year)
=
*Award Date: ©1.06.2023 *Award Type
il

Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History

Start Date Award Type Description ©
13.09.2021 D.KLT. I DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA © A
Remarks :

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 16
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Note: The Award Text page will be displayed.
26. Select desired Award.

27. Click on the Tick button.

= system Help > GHa (1) 240 g _F X
EE: ’ Application List - Requestor
v Submit More v Exit
= Award Text (1) 1 Entry found X z
Awards Appl. Details
—_— jons
%
JoinedDal v | X | Q||| B v 8.01.2050
Length of Servicg
Award Type Award Text Award Des
A r
"1 0027 P.K.L PINGAT KERJA LAMA
*Award Dats
Bintang-Bintang Kebesaran|
Start Date Award
27.12.2012 DK.LG EMERLANG :. _
RES 1 Entry found -

28. Navigate to Security Vetting tab and ensure that, if any, Security Vetting Details are

entered correctly.

= system Help > GHa (1) 240 g _F X
4 EE: ’ Application List - Requestor
v Submit More v Exit
28
Awards Appl. Details v Security Vetting Document Upload Application History
Polis Diraja Brunei ~
Bahagian Penguatkuasaan Ugama, Kementerian Hal Ehwal Ugam.
Jabatan Audit
Jabatan Kehakiman Negara
< ¢
Remarks :
17
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Note: Security Vetting tab will be displayed.

(i) All eight (8) Security Vetting agencies will be displayed.

(i) Only the latest application result will be shown along with the Application ID,
Memorandum Date and Valid To date.

(i) A blank field means there is no latest results from requested Security Vetting Agencies.
(iv) Department HR Admin Security Vetting Requestor role may request Security Vetting
application to any of the eight agencies when required via ZVETREQUEST.

(v) Department HR Admin Security Vetting role may view the result with attachment (if
any) via ZVETDISPLAY.

(vi) As per advised from JPM, JPM will request Security Vetting results if necessary and no

vetting for the employees.

= > & —
< hi L '? Application List - Requestor

v Submit  More Exit

(]
x

Awards Appl. Details Security Vetting Document Upload Application History Note

SECURITY VETTING

Application ID Agency Result Memorandum

Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen |~

No other Security Vetting Application found with completed status

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 18



Sistem Sumber Manusia - Honours & Awards 'E’

Y, S
Unpen ™

29. Navigate to Document Upload tab.

30. Click on Lookup button.

= System Help

sapg

> GHQ (1) 240 o =

— X
Application List - Requestor

~ Submit  More

Exit

Awards Appl. Details v Security Vetting

Document Upload

Application History

[
O Attachment #1 :

Attachment #2

Attachment #3 :

Delete

Remarks :

= System Help

sand

Note: Desktop Open page will be displayed.

> GHQ (1) 240 & _ 8 x
Application List - Requestor

N F O
v Submit More pen

« v « Pictures » Saved Pictures

Exit
Search Saved Pictures
v Security Vetl  organize - New folder

Awards Appl. Details

) h Sratus

@ OneDrive - Dynan Name Status )

Attachment # . I i

R ™ This PC desktop.ini \ )
Attachment #2 : # 3D Objects

Attachment #3 I Desktop

¥ Documents
Deeis 4 Downloads
D Music

=/ Pictures

W videos

2508 (C)

W Network v <

>
File name: v | | Al Files (*#)
Remarks :

Cancel

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0
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31. Select Attachment to be uploaded.
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32. Click on Open button.

System  Help

sapg

> GHQ (1) 240 o
Application List - Requestor

]
x

~

Subl = Open

Exit
« v « Pictures » Saved Pictures Search Saved Pict
Organize * New folder
Awards Appl. Details v

A
@ OneDrive - Dynan & Contoh Surat.png

- ‘desktop.ini
Attachment #1 This PC

¥ 3D Objects
I Desktop

Attachment #2

Attachment #3 “# Documents

# Downloads
D Music
= Pictures
8 videos
2505(C)
& Network

v

File name: | Contoh Surat.png
=
Remarks :

[ o |

Cancel

33. Click on Allow button.

System  Help

sapg

> GHQ (1) 240 & _ 57 X
Application List - Requestor
~ Submit  More Exit
Awards Appl. Details v Security
S Yy SAP GUI Security x
The system is attempting to access the following fil
. Attachment #1 © N
C:\Users\azim.rahman\OneDrive - Dynamik Technologies Sdn. Bhd\Pictures\Saved Pictures\Contoh
Attachment #2 Surat.png
Attachment #3 : Do you want to grant access to this file?
Delete ] il ty Decision
r Q
Deny Help
4
Remarks :

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0
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Note: The Attachment has been successfully uploaded.

= System Help

4 w Application List - Requestor

~ Submit  More ™

Internal MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-37

GOVERNMENT OF BRUNEI
MESYUARAT KUMPULAN KERJA HRD-APEC KALI KE-36

GOVERNMENT OF BRUNEI

Internal

Awards Appl. Details v Security Vetting Document Upload Application History

Attachment #1: Contoh Surat.png
Attachment #2
-

Attachment #3
[t

Delete

< v

> GHQ (1) 240

of!

&}

Exit

34. Navigate to Remarks section and fill in the space provided in order to submit the

application.

35. Click on Declaration box.

System Help

sapd

Application List - Requestor
~ Submit More v

Joined Date:

Retirement Date: 01.01.2050
Length of Service (On 15 July this year) Contract End Date
Age: (On 15 July this year)

*Award Date *Award Type:

Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History
Start Date Award Type Description
13.09.2021 D.K.LT. Il DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA

Remarks

>

GHQ (1) 240

Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen

yang disertakan adalah betul dan teratur.

of!

0
X

Exit

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0
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36. Click on Submit button.

>

= System Help

|sAR¢

Application List - Requestor

Joined Date: Retirement Date: 01.01.2050
Contract End Date:

Length of Service (On 15 July this year)
Age: (On 15 July this year)
*Award Type:

*Award Date

Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History
&
&

Description

Start Date Award Type
13.09.2021 D.KLT. I DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA
=
Remarks
'

Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen

&}

of!

GHQ (1) 240

Exit

v
yang disertakan adalah betul dan teratur.

Outcome: The Application has been successfully submitted.

Application List - Requestor

S

<

 Jasa

More

Application Status Personnel No. IC No. Name Subare:

Application ID Version

r a

LFE 4 1 Pending Endorsement
PB 2

> GHQ(1)240 & A x
Exit
a Empl. Group Empl. Subg
<>
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Backend User
EDIT APPLICATION

Department HR Administrator

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

1. Enter ZEMOVADM in the search bar.

= Menu Edit Favorites Extras System Help

> GHO (1) 240 & —F X
Ei ‘ ’ 1 SAP Easy Access
Sl ok s

A More

> [ Favorites

> 71 SAP Menu

Note: Employee Movement Menu page will be displayed.

1l
m
;
D

Viovement MenL

> GHQ (1) 240 & | _

Employee Movement Menu

~
y
X

v More

Exit
Requestors

Endorsers/Approvers
Application Type:

Application Type:
Melanjutkan Tempoh Percubaan

Penetapan Jawatan
Pemindahan

Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
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2. Under Requestors: Application Type, click on Bintang — Bintang Kebesaran / Pingat —
Pingat Kehormatan.

= sSystem Help > GHQ (1) 240 o
Ei ’ Employee Movement Menu

v More

=5 X

Exit

( £l
Requestors Endorsers/Approvers
L 4

Application Type: Application Type:
I Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

Note: The Employee Movement Application: Type Selection page will be displayed.

= Program Edit Goto System Help > GHQ (1) 240 & _ 7 X
< E : J Employee Movement Application Type Selection
v @ save as variant... More v Exit
Selection

" 5
*Personnel Subarea : l:l't‘
& 4

*Personnel Number :

Application Status :

E Fill out all required entry fields Vi
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3. Navigate to Personnel Subarea, click on Lookup button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
4 EE: ’ Employee Movement Application Type Selection
~ (@l save as Variant. More Exit
Selection
*Personnel Subarea : 3

*Personnel Number :

Application Status :

4. Select Personnel Subarea.

5. Click on Tick button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
w =  Personnel subarea (1) 2 Entries found X
~ ({ save as variant More v Restrictions Exit
v
Selection Q| |a| | S| v
"Personnel Subarea P. PSubarea P.subarea text

" Personnel Number : [SA SAO1 JPM 4

SA SA10 JPA

Application Status :

2 Entries found Py

25
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. Enter employee’s Personnel Number.

7. Click on Execute button.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X

EE : ’ Employee Movement Application Type Selection

~ @ save as Variant More Exit

Selection

*Personnel Subarea : SAG1

* personnel Number 10100539 (1) e

Application Status :

Note: Application List — Requestor page will be displayed.

= System Help

> GHQ (1) 240 & _ 57 X
< E : J Application List - Requestor

~ ]l 2 6 Morev Exit
Application ID Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. §
r -

+ PB2300000017 1 Reworked to Admin SA01 Permanent Division

s i
PB2300000013 1 Pending Endorsement SAOL Permanent Division
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8. Select Application with ‘Reworked to Admin’ status and click on Radio button.

9. Click on Change icon.

0
X

> GHQ (1) 240 £ _

= System Help
Application List - Requestor

sed
Exit

Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. S
SAO1 Permanent Division
Division

Application ID

L
m32300000017 il Reworked to Admin
s
il Pending Endorsement SA01 Permanent

PB2300000013

10. Navigate to Application History tab and click on it
> GHO (1) 240 o 7 %

= System Help
Application List - Requestor

v Submit  Withdraw  More Exit
Application History

Awards Appl. Details v Security Vetting Document Upload

Joined Date Retirement Date: 01.01.2050
Length of Service: (On 15 July this year) Contract End Date:
Age: (On 15 July this year)
I 7
*Award Date G *Award Type
i 4
Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History
Start Date Award Type Description &
13.09.2021 D.KLT. I DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA. C ~
Remarks

27
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Note: Application History tab will be displayed.

11. Click on Remarks button to view the remarks from Ministry HQ what needs to be

reworked on.

= system Help > GHQ (1) 240 & _ 57 X
E! ’ Application List - Requestor
~ Submit ~ Withdraw  More Exit
Awards Appl. Details v Security Vetting Document Upload ~ Application History
Date Time User ID Version Application Status Remarks
13.06.2023 15:49:23 USER1 1 Pending Endorsement v 4 -
13.06.2023 15:50:55 ENDORSER1 1 Reworked to Admin 11
Remarks

Note: Remarks pop-up window will be displayed.

Application List - Requestor

please change the award date to
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12. Navigate to Awards Application Details tab and proceed with the adjustments required.

= system Help > GHQ (1) 240 o

E! ’ Application List - Requestor

12 ~ Submit Withdraw More v Exit
Awards Appl. Details v Security Vetting Document Upload Application History

=5 X

Joined Date: Retirement Date: 01.01.2050 hd
Length of Service (On 15 July this year) Contract End Date
Age: (On 15 July this year)
" o]
*Award Date = *Award Type:
e 4
Bintang-Bintang Kebesaran/ Pingat-Pingat Kehormatan History
Start Date Award Type Description &
13.09.2021 D.K.LT. Il DARJAH PADUKA KEBERANIAN LAILA TERBILANG YANG AMAT GEMILANG : DARJA ©

Remarks

Once all the adjustments have been made, proceed with the next step:
13. Navigate to Remarks section and fill in the space provided.
14. Click on Declaration checkbox.

15. Click on Submit button.

= system Help > GHQ (1) 240 g _F X
4 EE: ’ 15 Application List - Requestor
~ Withdraw More Exit
Date Time User ID Version Application Status Remarks
13.06.2023 15:49:23 USER1 1 Pending Endorsement i °
13.06.2023 15:50:55 ENDORSER1 1 Reworked to Admin v 4
Remarks Permohonan diisikan dengan lengkap

r_A
14 Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen

yang disertakan adalah betul dan teratur.
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Note: The Application Version will be changed from Version 1 to Version 2.

Outcome: The Application has been successfully submitted.

> GHQ(1) 240

< »-2 L 'J Application List - Requestor

Note

Application ID Version | Application Status Personnel No. IC No. Mame Subarea  Empl. Group
PB 2 Pending Endorsement

Exit

Empl. Subg

<3~
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WITHDRAW Backend User
APPLICATION

Department HR Administrator

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

1. Enter ZEMOVADM in the search bar.

= Menu Edit Favorites Extras System Help

> GHO (1) 240 & —F X
Ei ‘ ’ 1 SAP Easy Access
Sl ok s

A More

> [ Favorites
> 71 SAP Menu

Note: Employee Movement Menu page will be displayed.

1l
m
;
D

Viovement Menu

> GHQ (1) 240 & | _

Employee Movement Menu

~
y
X

v More

Exit
Requestors

Endorsers/Approvers
Application Type:

Application Type:
Melanjutkan Tempoh Percubaan

Penetapan Jawatan
Pemindahan

Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 31



, : <
Sistem Sumber Manusia - Honours & Awards ‘l:

MBE

2. Under Requestors: Application Type, click on Bintang — Bintang Kebesaran / Pingat —
Pingat Kehormatan.

= sSystem Help > GHQ (1) 240 o
Ei ’ Employee Movement Menu

v More

=5 X

Exit

( £l
Requestors Endorsers/Approvers
L 4

Application Type: Application Type:
I Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

Note: The Employee Movement Application: Type Selection page will be displayed.

= Program Edit Goto System Help > GHQ (1) 240 & _ 7 X
< E : J Employee Movement Application Type Selection
v @ save as variant... More v Exit
Selection

" 5
*Personnel Subarea : l:l't‘
& 4

*Personnel Number :

Application Status :

E Fill out all required entry fields Vi
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3. Navigate to Personnel Subarea, click on Lookup button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
4 EE: ’ Employee Movement Application Type Selection
~ (@l save as Variant. More Exit
Selection
*Personnel Subarea : 3

*Personnel Number :

Application Status :

4. Select Personnel Subarea.

5. Click on Tick button.

= Program Edit Goto System Help > GHa (1) 240 g _F X
w =  Personnel subarea (1) 2 Entries found X
~ ({ save as variant More v Restrictions Exit
v
Selection Q| |a| | S| v
"Personnel Subarea P. PSubarea P.subarea text

" Personnel Number : [SA SAO1 JPM 4

SA SA10 JPA

Application Status :

2 Entries found Py

33
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. Enter employee’s Personnel Number.

7. Click on Execute button.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X

EE : ’ Employee Movement Application Type Selection

~ @ save as Variant More Exit

Selection

*Personnel Subarea : SAG1

* personnel Number 10100539 (5 3

Application Status :

Note: Application List — Requestor page will be displayed.

= System Help

> GHQ (1) 240 & _ 57 X
< E : J Application List - Requestor

~ ]l 2 6 Morev Exit
Application ID Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. §
r -

+ PB2300000017 1 Reworked to Admin SA01 Permanent Division

s i
PB2300000013 1 Pending Endorsement SAOL Permanent Division
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. Select Application with ‘Reworked to Admin’ status and click on Radio button.

(o]

9. Click on Change icon.

]
x

= system Help > GHQ (1) 240 & | _

E! ’ ) Application List - Requestor
~ 0 &8 More v .

Application 1D Version Application Status Personnel No. IC No. Name Subarea Empl. Group Empl. S
a

IPB2300000017 1 Reworked to Admin SA01 Permanent Division
J

PB2300000013 1 Pending Endorsement SAOL Permanent Division

< I

10. Navigate to Remarks section and fill in the space provided.
11. Click on Declaration checkbox.

12. Click on Withdraw button.

= system Help > GHQ (1) 240 & _ 57 X

E! ’ Application List - Requestor
12
~ Submit Mare v Exit

Date Time User ID Version Application Status Remarks i,
13.06.2023 15:49:23 USER1 1 Pending Endorsement v 4 °
13.06.2023 15:50:55 ENDORSER1 1 Reworked to Admin V4
-
Remarks Permohonan ditolak|

L

11 Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen

yang disertakan adalah betul dan teratur. -
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X

Outcome: The Application has been successfully withdrawn.
> GHQ (1) 240 & | —

Application List - Requestor
Exit

{1 SAP4
8 ¢ & e
Empl. Subg

Subarea  Empl. Group

Personnel No. IC No. Name

Version  Application Status

Application 1D
a
| 2 Withdrawn

s
LPB

<y~

36
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CHECK EMPLOYEE Backend User

DATA Department HR Administrator

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

1. Enter PA20 in the search bar.

= Menu Edit Favorites Extras System Help > GHQ (1) 240 é‘

E! ’ 1 SAP Easy Access

PA20 A B = L M kP v A More Vv Q d & Exit

> [ Favorites
r -
~ 1 SAP Menu
L y
> [ Connector for Multi-Bank Connectivity
» [ Office
» [ Cross-Application Components
» [ Logistics
» [ Accounting
> [ Human Resources
» [ Information Systems
» [ Service
> [ Tools
> ] WebClient Ul Framework

Note: Display HR Master Data page will be displayed.

= HRmasterdata Edit Goto Extras Utilities Settings System Help > GHQ (1) 240 & _ 7 X
< E : J Display HR Master Data
v 6 E T Morewv Exit
\ v/[a . N .
Personnel no.: || G
il i
‘Find by

~ 2% Person

Q4 Collective Search Help v

Basic personal data

Infotype Text S.. Period
Actions ° * Period

R .
Organizational assignment From To
Personal data
= Today Cumrweek
Planned Working Time All Current month
Hamarey From curmr.date Last week
Bank Details

To Current Date Last month

Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year .
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2. Enter employee’s Personnel Number and press Enter button on the keyboard.

= HR masterdata Edit Goto Extras Utlities Seitings System Help > GHQ (1) 240 g _F X
< EE: ’ Display HR Master Data
~ 63 [af  More Vv S| v Exit
| e G -
I Personnel no
Find by Name
v &% Person - EE group: Pers.area:
Q4 Collective Search Help ~
EE subgroup: Cost Center
Basic personal data
Infotype Text S... Period
Actions v | I @ Perod
jizati i v
Organizational assignment From To
Personal data v
Addresses v Today Cumrweek
Planned Working Time v All Current month
By & From cum.date Last week
Bank Details v
. § To Current Date Last month
Recurring Payments/Deductions v
Additional Payments/Deductions v Current Period Curment Year ~

w

. Navigate to Basic personal data.
4. Select Awards and click on Radio button.

5. Click on Overview icon.

= HRmasterdata Edit Goto Extas Utlities Settings System Help > GHOQ (1) 240 & _ 57 X
< E : J 5 Display HR Master Data
v 63 < More v S v Exit
| ¥| A P
Personnel no
Find by Name:
v &3 Person - EE group: Pers.area:
& Collective Search Help v
EE subgroup Cost Center
Basic personal data
Infotype Text S... Period
Communication v | I @ Perod
!
4 v
4 From To!
Personal IDs v
Additional Personal Data (Y ST
Tabung Amanah Pekerja v All Current month
Assignment X7 From cum.date Last week
Historical Job Data v
N To Current Date Last month
Language Ability
Examination Details v Current Period Current Year S
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6. Select desired Awards and Tick on checkbox.

7. Click on Choose icon.

= Infotype Edit Goto Extras System Help > GHQ (1) 240 & _ 57 X
E! ’ Overview Awards
~ More Exit
| ¥ A
Personnel No: Name:
Find by EE group: Pers.area;
v &3 Person - EE subgroup: Cost Center
& Collective Search Help v
5| Choose: 01.01.1800 to: 31.12.9999 STy
Start Date End Date Type  Award Text Pay Date Amount Curren... Pa... Lock... ®
” Y
I 4 b5.05.2023 31.12.9999 0027 P.K.L 0.00 z
01.06.2023 31.12.9999 0027 P.KL 0.00
27.12.2012 31.12.9999 0006 D.K.L.G. I 0.00
<> <o
Entry: 1 of: 3

Outcome: The details of selected Awards will be displayed.

= |Infotype Edit Goto Extras System Help >  GHQ (1) 240 & _ O X
< »2! ? Display Awards
More Vv Exit
[>T ][x] =] TT¥][A]
Personnel No Name:
Find by EE group Pers.area
v &% Person - EE subgroup Cost Center
Q4 Collective Search Help 2
- = From: 05.06.2023 to: 31.12.9999 Chg. 05.06.2023 SPA

Awards
Award Type: 0027 PK.L

Award Description:
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Backend User
GENERATE REPORT

Department HR Administrator

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

1. Enter ZPA _ 007 in the search bar.

= Menu Edit Favorites Extras System Help > GHa (1) 240 & 8 x

E ‘ 7 1 SAP Easy Access
ZPA_007 ] ® @ & & othermenu W ok # V¥V A T Createrole  More ™ Q a @ Exit

r £l
> [ Favorites
[ 1
~ 159 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [ Cross-Application Components
> [ Logistics
» [ Accounting
» [ Human Resources
> 2] Information Systems
» [ Service
» [ Tools
» [ WebClient Ul Framework

Note: Honours and Awards Request Report page will be displayed.

= Program Edit Goto System Help > GHQ (1) 240 & _ 7 X
< E : J Honours and Awards Request Report
v @ save as variant... More v Exit

Honours and Awards Application Request Report
i a
* Application Date From: el to:
L
*Personnel Area

“Personnel Subarea:

Status:
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2. Navigate to Application Date From and click on Lookup icon.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X
< E: J Honours and Awards Request Report

v [ﬂ Save as Variant More Exit

Honours and Awards Application Request Report

r =
I *Application Date From: o to;
i h

" Personnel Area
* Personnel Subarea:

Status:

3. Select desired Date and click on Tick button.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X
E! ’ Honours and Awards Request Report
v [ﬂ Save as Variant More Exit
Honours and Awards Appli = Calendar x
*Appl
[E.06.2023 £l
. 22930 31 1 2 3 4 z

June 2023
MO TU WE TH FR SA sSU
22 29 30 31 1 2 3 4
23 5 3] 7 8 9 10 11
24 12 13 14 15 17 18
25 19 20 21 22 23 24 25
26 26 27 28 29 30 1 2
July 2023

MO TU WE TH FR SA 5SU

26 26 27 28 29 30 1 2 -
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4. Navigate to Application Date to and click on Lookup icon.

= program Edit Goto System Help > GHQ (1) 240 & _ 57 X

< E : J Honours and Awards Request Report

v [ﬂ Save as Variant More Exit

Honours and Awards Application Request Report

*Application Date From: 01.06.2023

" Personnel Area
* Personnel Subarea:

Status:

5. Select desired Date and click on Tick button.

= program Edit Goto System Help > GHQ (1) 240 & _ 57 X

E! ’ Honours and Awards Request Report

v [ﬂ Save as Variant More Exit

Honours and Awards Applic *
Calendar X

*Appl

<p

EE.DG.2023
MO TU WE TH FR SA SU v
22 29 30 31 1 2 3 4
22 5 6 7 8 9 10 11
24 12 13 14 15 16 17 18
25 19 20 21 22 23 24 25
26 26 27 28 29 12
July 2023
MO TU WE TH FR SA SU
26 26 27 28 29 30 1 2

27 3 4 5 6 7 8 9

28 10 11 12 13 14 15 16
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6. Navigate to Personnel Area and click on Lookup icon.
= Program Edit Goto System Help > GHQ (1) 240 g _F X
< EE: ’ Honours and Awards Request Report

~ (@l save as Variant. More Exit

Honours and Awards Application Request Report

*Application Date From: 01.06.2023 to: 30.06.2023

—

=
*Personnel Area S
s I

* Personnel Subarea:

Status:

7. Select Personnel Area.

8. Click on Tick button.

= Program Edit Goto System Help > GHQ (1) 240 & _ 57 X
w Honours and Awards Request Report
v = Personnel area (1) 14 Entries found X Exit
Restrictions

Honours and Awards Ap|

8 M IEIENEHEE 023

PA Personnel Area Text

=
SA Prime Minister's Office "
SB Min. of Defense

SC Min. of Foreign Affairs

SD Min. of Finance & Economy

SE Min. of Home Affairs v

14 Entries found P
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9. Navigate to Personnel Subarea and click on Lookup icon.

= Program Edit Goto System Help
< E : J Honours and Awards Request Report
~ (B save as Variant More

Honours and Awards Application Request Report

*Application Date From: 01.06.2023 to: 30.06.2023

*Personnel Area: SA

T -’
I‘P[‘rsannd Subarea: =
L h

Status:

> GHQ (1) 240 o =5 X

Exit

10. Select Personnel Area.

11. Click on Tick button.

= Program Edit Goto System Help

EE: ’ Honours and Awards Request Report

« [ = Personnel subarea (1) 159 Entries found X

Restrictions

Honours and Awards Appli

30.06.2023

JAIN
SA03 Audit
SA04 Narkotik
SA05 EMR

159 Entries found

> GHQ (1) 240 & 5 X

Exit
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12. Click on Execute button.

= Program Edit Goto System Help > GHQ (1) 240 é‘
EE : ’ Honours and Awards Request Report
e [ﬂl Save as Variant More Exit

Honours and Awards Application Request Report
*Application Date From: 01.06.2023 to: 30.06.2023
"Personnel Area: SA
" 7
*Personnel Subarea: =
i 4

Status:

Note: Honours and Awards Report page will be displayed.

13. Click on Microsoft Excel icon to extract Honours and Awards Report in Excel format.

= List Edit Goto Views Settings System Help > GHQ(1) 240 o _ | x
EE: ’ Honours and Awards Request Report

v @ = = Y B = # [ Morewv Q @ Exit
Applic Application ID Application Status  Application Date Person No. ID No. Name Personnel Ar. P

rF‘B 1F‘BZ"SOODUUUUE Pending Endorseme.. 01.06.2023 SA PC
LF"B JF’BZSO‘OCIEICID[}B Pending Endorseme . 04.06.2023 SA B
PB PB2300000010 Approved 05.06.2023 SA B
PB PB2300000012 Pending Approval 05.06.2023 SA P
PB PB2300000013 Pending Endorseme . 05.06.2023 SA P
PB PB2300000014 Pending Endorseme.. 05.06.2023 SA P
PB PB2300000015 Rejected 05.06.2023 SA P
PB PB2300000016 Approved 05.06.2023 SA P
PB PB2300000017 Withdrawn 05.06.2023 SA B
PB PB2300000019 Rejected 06.06.2023 SA P
PB PB2300000020 Withdrawn 06.06.2023 SA B
PB PB2300000021 Approved 07.06.2023 SA P
PB PB2300000022 Approved 07.06.2023 SA P
PB PB2300000023 Approved 07.06.2023 SA B
PB PB2300000024 Approved 07.06.2023 SA B
PB PB2300000025 Pending Endorseme . 09.06.2023 SA P

<>

<> <

~3
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Outcome: Honours and Awards Report will be displayed.

eetin ALV (1) - Compatibility Mode -... P search Abdul Azim Haji Abd. Rahman @

File Home Insert Page Layout Formulas Data Review View Automate Help I Comments |3 Share ~

[ﬁé Avial “o AN E=SEE. B Genen . B @ @ gs::s: , é? /O Jh{_\l

Conditional Formatas Cell Sort & Find &

Paste s = —
BIU-.MH-|[&-A-|= .

- s = ey - = Formatting ¥ Table> Styles~ | EEFormat €~ Fitter~ Select
Clippoard & Font F] Styles Cells Editing Analysis Sensitivity ~
Al 7 S v
A B C D E F G H | J -

1

2 PB Prime Minister's Office

3 PB i SA Prime Minister's Office | SAQ1
4 PB 06/05/2023| SA Prime Minister's Office  |SA01
5 PB |PB2300000012  Pending Approval 06/05/2023] SA Prime Minister's Office  [SAQ01
6 PB |PB2300000013  Pending Endorser 06/05/2023| SA Prime Minister's Office  |SAQ1
7 PB_ |PB2300000014  Pending Endorses 06/05/2023] SA Prime Minister's Office |SAO1
8 PB |PB2300000015  Rejected 061051‘2023" SA Prime Minister's Office  |SAQ1
9 PB__|PB2300000016 pp d 06/05/2023[" SA i ter's Office  |SAD1
10 PB_ |[PB2300000017  Withdrawn 06/05/2023 [ |SA ter's Office  |SAD1
11 PB__ |PB2300000019  Rejected 06/06/2023]" SA i ter's Office  |SAD1
12 PB Withdrawn 06/06/2023 |SA Prime Minister's Office  [SA01
13 06/07/2023]" SA Prime Minister's Office  [SA01
14 06/07/2023] SA Prime Minister's Office  [SA01
15 06/07/2023] SA Prime Minister's Office  |SAQ1
16 06/07/2023 SA Prime Minister's Office  |SA01
17 06/06/2023] SA Prime Minister's Office |SAQ1
18 06113{2023: SA Prime Minister's Office  |SA01
19

20

21

22

23

24 |
25 hd

» Format | Header | Pivot | Sub1 | Sub2 | Sub3 | Sub4 | Sub5 | Sub6 | Sub7 | Sub8 | Sub9 | Sub ... (¥ " »

SSM_UG_PA_Back End (SAP GUI)_Honours & Awards_Department HR Admin_v2.0 46



	Default Section
	Slide 1
	Slide 2

	Table of Content
	Slide 3

	Process Overview
	Slide 4

	Submit Application
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22

	Edit Application
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30

	Withdraw Application
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36

	Check Employee Data
	Slide 37
	Slide 38
	Slide 39

	Generate Report
	Slide 40
	Slide 41
	Slide 42
	Slide 43
	Slide 44
	Slide 45
	Slide 46


