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Sistem Sumber Manusia - Promotion / Substantive Acting ‘E’

INTRODUCTION

This user guide acts as a reference for Department Payroll Clerk (Back End User) to
manage Promotion / Substantive Acting 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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Tumpen ™

Process Overview

Verify Application
Click on Kenaikan Select application
Start Access ZEMOVADM ) Panekat/ | EnterPersonnel | i i on Change —»| NNaVigate toActing
Memangku Area icon Allowance tab
Substantif
. . Fill in Remarks and Review Wage Type Select Para, and
— Click on Verify 4—— Tick Declaration (¢&— and Budget -~ verify Acting — Enter Payscale
button ) . Group & Level
checkbox Chartfields allowance details
Edit Reworked Application
Click on Kenaikan Select application
Start Access ZEMOVADM — Pangiat / —> Enter Personnel — and click on Change —» Navigate to Acting
Memangku Area icon Allowance tab
Substantif
. . Fill in Remarks and Review Wage Type .
End —— Cllctztrlc\’/:rlfy 4— Tick Declaration |[¢— and Budget +—— Rg\:f:v ?T:S::e
checkbox Chartfields P
Reject Application
Click on Kenaikan Select application
Start Access ZEMOVADM ) Panekat/ | EnterPersonnel | | i\ on Change | NN2Vigate toActing
Memangku Area icon Allowance tab
Substantif
. . Fill in Remarks and Review Wage Type Select Para, and
— Click on Reject 4—— Tick Declaration [¢&— and Budget -~ verify Acting — Enter Payscale
button ) . Group & level
checkbox Chartfields allowance details
Acting Allowance Report
Enter Payment Date Click right button on Select File Location
AccessZPA_014 +—» andPersonnel — the Mouseand — Click on Tick button — and click Save

subarea

select ‘Spreadsheet’

button

Basic Salary Locked Report

End

!

Click on Allow
button

Access ZPA_016

Enter Personnel
subarea

Click right button on
the Mouse and
select ‘Spreadsheet’

—

Click on Tick button

—

Select File Location
and click Save
button

End

!

Click on Allow
button
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Process Overview

Promotion / Substantive Acting Application Report

Access ZPA_015

—»

Enter Application
Date and Personnel
subarea

—»

Click right button on
the Mouse and
select ‘Spreadsheet’

—»

Click on Tick button —|

Select File Location
and click Save
button

!

Click on Allow
button
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Backend User
VERIFY APPLICATION

Department Payroll Clerk

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 8 é‘ — E‘ x
AF 1 SAP Easy Access
ZEMOVADM v B @ & ok ok £ VA Moev Q d @ Exit

- b
» [ Favorites
L El
~ 13 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [7] Service
> [ Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= Employee Movement Men < -8 X%
< K :' .: Employee Movement Menu
hd More Exit
Requestors Endorsers/Approvers
Application Type Application Type
Clerk/Officer

Application Type

Kenaikan Pangkat/ Memangku Substantif
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2. Click on Kenaikan Pangkat / Memangku Substantif.

< K :‘ -J Employee Movement Menu

hd More

Exit

Requestors Endorsers/Approvers

Application Type Application Type

Clerk/Officer

Application Type
I Kenaikan Pangkat/ Memangku Substantif

Note: The Employee Movement Application Type Selection page will be displayed.
3. Enter Personnel Area.
4. Enter Personnel Subarea (Optional).

5. Click on Execute button.

= Program Edit Goto System Help
< »E: 7 Employee Movement Application Type Selection

v [§ save as variant...  More v Exit

*Personnel Area i E 3

Personnel Subarea - 4

Employee Group :
Employee Subgroup :
Application Status

Application ID :

[B] Fit out alt required entry fietds vie
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Note: The Application List page will be displayed.

6. Select an application with Application Status — ‘Pending Verification by Clerk’ and
click on Radio button.

7. Click on Change icon.

= Edit System Help

< w' SAP
hd More v Exit

Application 1D Version Application Status Personnel No. IC No. Name

. kPZSDGUU il Pending Verification by Clerk
2 Y
b J

Note: The Application List page will be displayed.

= System Help

< w SAP

v Reject Verify Moare Exit

Application Type Appl. Date
Application ID Version : 1 Status : Pending Verification by Clerk
Personnel No

IC No

Name

Employee Details Download Service Record

+ Basic Info v Performance Unpaid Leaves Grievances Examination Details v Education ~ Training

Employee Group : Subgroup
Personnel Area Subarea
Position
Pay Scale Group : Est. Salary Scale
Date of Birth : Salary (%)
Age Length of Service
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* o
Sumpen ™

8. Click on Download Service Record button.

= System Help

<& B x
'8 SAP4

SAP

~ Reject Verify More v

Exit
Application Type Appl. Date -
Application 1D Version: 1 Status : Pending Verification by Clerk
Personnel No
IC No
Name :

Employee Details I Download Service Record |
v Basic Info

v Performance Unpaid Leaves Grievances Examination Details v Education

+ Training

Employee Group Subgroup
Personnel Area : Subarea :
Position

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

Note: The Print page will be displayed.
9. Enter ‘LP0O1’ under Output Device.

10. Click on Print icon.

= System Help

< -85 X%
(& SAP. SAP
= Print: x
Exit
*Output Device: I LPO1 o o hd
Page selection: s
Spool Request
Name: SMART CLERK
Title:
Authorization arvice Record
ng
Spool Control Number of Copies
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
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11. Select File Location and click on Save button.

= System Help

< -8 X

SAP

(/e

Print:

Exit
= Save As X
1 SAP > SAPGUI b
Organize = New folder

S
= This PC * Name Status Date modii
# 30 Objects o items match your search
B Desktop
4| Documents
4 Downloads
D Music
& Pictures

B videos

ng
gios(c)

:rvice Record

[, i

File pame: | Service_Record_2023092510100232 PDF
Save as type: |All Files (*.*)

i [ e || cone

*Storage Mode: | Print only

o not print v
Recipient:

Department:

Note: The SAP GUI Security page will be displayed.

12. Click on Allow button.

= System Help

>  USERIA & &8 X
.S SAP. SAP
= Print:
Exit
*Qutput Device: LPO1 e hd
Page selection:

Spool Reque~*
SAP GUI Security

The system is attempting to replace the following file:

A C:\Users\

4 \Service_Record_2023082810000456.PDF 2rvice Record
Do you want to allow this? + Training

Spool Contro v Decision

Print Now

r ]

Deny

Delete Afi Help
New Spool Request
Close Spool Request Cover Page Settings
Spool Retention: 8 Day(s) SAP cover page: Do not print
*Storage Mode:  Print only v Recipient:

Department
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Note: The Service Record has successfully been downloaded.

m
X

< & —

= System Help

< w SAP

v Reject Verify More

Exit

Application Type : Appl. Date :

Application ID : Version: 1 Status :
Personnel No :

IC No

Name :

Employee Details Download Service Record

v Basic Info v Performance Unpaid Leaves Grievances Examination Details v Education + Training

Employee Group Subgroup

Personnel Area Subarea :
Position

Pay Scale Group Est. Salary Scale

Date of Birth Salary ($)

Age Length of Service :

Download 168 KB Service_Recol 023092510100

13. Navigate to Application Detail tab.

= sSystem Help < df - B %
DA SAP
v Reject Verify More Exit
+' Application Detail v Application History + Acting Allowance
Joined Date : 13.02.2008 Expected Retirement Date :  88.06.2042
Current Position Start Date Previous Confirmation Date :
No. Scheme Type Begin Date End Date
1 TAP 01.06.2021 31.12.9999 o
2 sCP 01.06.2021 31.12.9999
g SPK ©01.05.2023 31.12.9999
4 SPK 01.05.2023 31.12.9999
< e
Salary Record
Begin Date End Date P.scale type PS Area Pay Scale Group PS level Establish Sal Sc... Currency Salar
091.01.2021 31.01.2021 Umum Division 3 Z
©91.03.2021 31.03.2021 Umum Division 3
©1.02.2021 28.02.2021 Umum Division 3 z
<>
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14. Payroll Clerk may review Acting Type, Approved Acting Period, Personnel

Subarea and Acting Position.

= sSystem Help (B8 X
< '-E‘ ; SAP
~ Reject Verify More Exit
Proposed Department JPA SPA ¥
Type MS  Memangku Substantif MS MS
Start Date 27.10.2023 27.10.2023 27.10.2023
End Date (If Acting) 01.11.2023 01.11.2023 01.11.2023
r 3
Personnel Subarea : A
s E:
Position
Payscale Type 01 Umum il Umum 1 Umum
Payscale Area 03 Division 3 3 Division 3 3 Division 3
Payscale Group & Level : Ccs5 LEVEL: ©4 c5 LEVEL: ©4 cs LEVEL: 04
Est Salary Scale :
Salary ($)
Increment Entitlement 1 1 Kenaikan Tahunan 1  Kenaikan Tahunan
Next Increment 01.05.2022 01.05.2022 01.05,2022 N
<> <> N
15. Navigate to Acting Allowance tab.
16. Select Payscale Group & Level (Gaji Permulaan Jawatan Dipangku).
= System Help < g — E‘ X
L 'J SAP
~ Reject Verify More v Exit

v Application Detail

Acting on Position

Approved Acting Period:

Start Date: 27.10.2023

Acting History

Begin Date End Date
01.12.2021 14.12.2021
13.10.2023 31.12.9999

v Application History

v Acting Allowance

(D eveL: o4 I

(&)

Subarea :
Acting Type : MS Memangku Substantif I Payscale Group & Level
Salary ($) :
End Date: ©1.11.2023
Acting Type Pers.Area

Memangku Sementara Disamping Tugas

Memangku Substantif

Pers.Subarea Org.Unit
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Note: Payroll Clerk may review employee’s Acting History to identify other approved
acting of Pegawai Memangku within the same period. This serves as a reminder to adjust

acting allowance accordingly.

= sSystem Help (& A8 X
SAP 4 s
~ Reject Verify More Exit
Acting History :
Begin Date End Date Acting Type Pers.Area Pers.Subarea Org.Unit
91.12.2021 14.12.2021 :

13.19.2023 31.12.9999
©1.10.2023 31.12.9999
27.19.2023 31.12.9999
18.10.2823 31.12.9999
20.10.2023 31.12.9999 - -

<3 <> v

. 4.1 Elaun Memangku Sama Ada Memangku 1 Jawatan atau 2 Jawatan Akan x13=
Dibayar dengan kadar 1/3 dari Gaji Permulaan Jawatan yang
Dipangku jika pegawai itu juga dikehendaki menjalani Tugas-Tugas

Biasanya

17. Select either Paragraph 4.1 or Paragraph 4.2 and click on Radio button.

= System Help < 8 x

< W SAP
~ Reject Verify More v
17 |

® 4.1 Elaun Memangku Sama Ada Memangku 1 Jawatan atau 2 Jawatan Akan X 13 =

Dibayar dengan kadar 1/3 dari Gaji Permulaan Jawatan yang
Dipangku jika pegawai itu juga dikehendaki menjalani Tugas-Tugas

Biasanya

4.2 Elaun Memangku Akan Dibayar dengan Kadar 1/5 dari Gaji Permulaan x1/5=
Jawatan yang Dipangku Jika Pegawai itu Tidak Dikehendaki

Menjalankan Tugas-Tugas Biasanya

4.3 Dalam Apa Keadaan Sekalipun, Jumlah Elaun Memangku Tidak Boleh x 1/2
Melebihi Separuh daripada Gaji Pokok yang Diterima Oleh Pegawai

Berkenaan
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Note: Department Payroll Clerk may review Acting allowance proposed from system
calculation.

i) If Department Payroll Clerk requires to amend the allowance details, tick the checkbox
‘Self Input’ and proceed to amend $(C) or $(D) or $(E) column. System will auto-calculate
the allowance amount, based on the amount entered in $(C) or $(D) or $(E) column.

i) Department Payroll Clerk may also amend Date of Origin (i.e. Payment Date), if required.

= System Help < g — E‘ X
§sApg saP
v Reject Verify More v Exit
Self Input
+ | O
Begin Date End Date No. of Days $(C) or $(D) or $(E) Total No. of Days Allowance Amount Date of Origin
r ]
27.10.2023 31.10.2023 5 31 31.10.2023 :
L 3
01.11.2023 ©1.11.2023 1 30 30.11.2023

Payment Details

Wage Type: 0095 E. MEMANGKU GL

Budget Chartfield

<3 <3
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18. Review and amend employee’s Wage Type, if required.
19. Review and amend the details under Budget Chartfields, if required.
Note: Budget Chartfield is auto-populated by system based on Acting position (Jawatan

Dipangku). Department Payroll Clerk may amend, if required.

System Help

< w SAP

v Reject Verify More v

< & -

oy
X

Exit

Payment Details

R
Wage Type: 0095  E. MEMANGKU GL:
[

A
|5

Budget Chartfields

Cost Center:
Business Unit:
Program:

Activity

SSM_UG_PA_Back End (SAP GUI)_Promotion & Substantive Acting_Payroll Clerk_v1.0 15
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20. Enter the Remarks for employee’s application.
21. Tick on Declaration checkbox.

22. Click on Verify button.

= System Help < & — EI-‘ X

< »-E: J 22 SAP
b Reject More Exit

Budget Chartfields

Cost Center
Business Unit
Program:

Activity:

Remarks

T
LJ\J Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen
yang disertakan adalah betul dan teratur.

Outcome: The Application has successfully been verified to Department Payroll Officer.

= Edit System Help < df - B %
< "'E ; SAP
v/ 6 Morev Exit
Application 1D Version Application Status Personnel No. IC No. Name
r )
KP230000 1 Pending Approval by Officer
L a
>
<> <>
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EDIT REWORKED Backend User

APPLICATION Department Payroll Clerk

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

AF 1 SAP Easy Access

ZEMOVADM v E O L ok ok A N A Moewv Q

- b
» [ Favorites
L El
~ 13 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [7] Service
> [ Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= Employee Movement Men
< K :' .: Employee Movement Menu

Exit

Requestors Endorsers/Approvers

Application Type Application Type
Clerk/Officer
Application Type

Kenaikan Pangkat/ Memangku Substantif
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2. Click on Kenaikan Pangkat / Memangku Substantif.

< K :‘ -J Employee Movement Menu

hd More

Exit

Requestors Endorsers/Approvers

Application Type Application Type

Clerk/Officer

Application Type
I Kenaikan Pangkat/ Memangku Substantif

Note: The Employee Movement Application Type Selection page will be displayed.
3. Enter Personnel Area.
4. Enter Personnel Subarea (Optional).

5. Click on Execute button.

= Program Edit Goto System Help
< »E: 7 Employee Movement Application Type Selection

v [§ save as variant...  More v Exit

*Personnel Area i E 3

Personnel Subarea - 4

Employee Group :
Employee Subgroup :
Application Status

Application ID :

[B] Fit out alt required entry fietds vie
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Note: The Application List page will be displayed.

6. Select an application with Application Status — ‘Reworked to Clerk’ and click on Radio

button.

7. Click on Change icon.

= Edit System Help
,.3! D 4 SAP
v More Exit

Application 1D _‘Vers_icn AEEI\CG[IOH Status Personnel No. IC No. Name

=
I KP230000 1 Reworked to Clerk n

Note: The Application List page will be displayed.

< w SAP

v Reject Verify Moare Exit

Application Type Appl. Date
Application ID Version 1 Status : Reworked to Clerk
Personnel No
IC No
Name

Download Service Record

Employee Details

+ Basic Info v Performance Unpaid Leaves Grievances Examination Details v Education ~ Training

Employee Group : Subgroup
Personnel Area Subarea
Position
Pay Scale Group : Est. Salary Scale
Date of Birth : Salary (%)
Age Length of Service
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> 7,
Ia

(%

8. Navigate to Acting Allowance tab.

= sSystem Help

< -0 X
< w ; SAP
~ Reject Verify More v Exit
+ Application Detail v Application History v Acting Allowance
Joined Date : 13.02.2008 Expected Retirement Date :  88.06.2042
Current Position Start Date Previous Confirmation Date :
No. Scheme Type Begin Date End Date
i TAP 01.06.2021 31.12.9999 z
2 SCP 01.06.2021 31.12.9999
g SPK ©01.05.2023 31.12.9999
4 SPK 01.05.2023 31.12.9999
< e
Salary Record
Begin Date End Date P.scale type PS Area Pay Scale Group PS level Establish Sal Sc... Currency Salar
091.01.2021 31.01.2021 Umum Division 3 Z
01.03.2021 31.03.2021 Umum Division 3
01.02.2021 28.02.2021 Umum Division 3 z

9. Under Allowance Application History, click on Remarks button to view any comments

made by Department Payroll Officer.

= System Help
4 sAPd SAP

v Reject Verify More Exit

Allowance Application History

Date Time User ID

Version Application Status
1 Pending Verification by Clerk z
1 Pending Approval by Officer
1 Reworked to Clerk
Remarks

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 Remarks page will be displayed.

= sSystem Help

< d -8 X
< w' SAP
~ Reject Verify More v Exit
Allos
= Remarks X
Da Remarks
131 % z
F ]
Remarks :

<> <>

10. Review and amend Payscale Group & Level (Gaji Permulaan Jawatan Dipangku), if

required.
= System Help < g — E‘ X
§sApg saP
v Reject Verify More v Exit
v Application Detail v Application History v Acting Allowance v
Acting on Position Subarea
T "
Acting Type : MS Memangku Substantif I Payscale Group & Level : [(CLEVEL: 04
—
Salary (%) :
Approved Acting Period:
Start Date: 27.10.2023 End Date: ©1.11.2023
Acting History
Begin Date End Date Acting Type Pers.Area Pers.Subarea Org.Unit
©1.12.2021 14.12.2021 Memangku Sementara Disamping Tugas z
13.10.2023 31.12.9999 Memangku Substantif z
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Note: Department Payroll Clerk may review Acting allowance proposed from system
calculation.

i) If Department Payroll Clerk requires to amend the allowance details, tick the checkbox
‘Self Input’ and proceed to amend $(C) or $(D) or $(E) column. System will auto-calculate
the allowance amount, based on the amount entered in $(C) or $(D) or $(E) column.

i) Department Payroll Clerk may also amend Date of Origin (i.e. Payment Date), if required.

= System Help < g — E‘ X
§sApg saP
v Reject Verify More v Exit
Self Input
+ | O
Begin Date End Date No. of Days $(C) or $(D) or $(E) Total No. of Days Allowance Amount Date of Origin
r ]
27.10.2023 31.10.2023 5 31 31.10.2023 :
L 3
01.11.2023 ©1.11.2023 1 30 30.11.2023

Payment Details

Wage Type: 0095 E. MEMANGKU GL

Budget Chartfield

<3 <3
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11. Review and amend employee’s Wage Type (if required).

12. Review and amend the details under Budget Chartfields (if required).

= System Help < 8 x
§sApg saP
~ Reject Verify More v Exit
<> <> v
Payment Details

Wage Type: 0095  E. MEMANGKU

Budget Chartfields

Cost Center:

Business Unit:

Program:

Activity:

13. Enter the Remarks for employee’s application.
14. Tick on Declaration checkbox.

15. Click on Verify button.

= System Help < d
JisApd 15
~ Reject More v

Budget Chartfields

|
]
X

Exit

Cost Center:
Business Unit.
Program:

Activity:

Remarks

r_a
L7IJ Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen

yang disertakan adalah betul dan teratur. h -
[

SSM_UG_PA_Back End (SAP GUI)_Promotion & Substantive Acting_Payroll Clerk_v1.0
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Outcome: The Application has successfully been verified to DepartmenrPayroll Officer.

= Edit System Help
< &5

~ & 60 More

Application 1D Version Application Status
a

iy
KP230000 il Pending Approval by Officer
v

i

< & —_fF x

Exit

Personnel No. IC No. Name
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Backend User
REJECT APPLICATION

Department Payroll Clerk

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

< 8 x
AF 1 SAP Easy Access
ZEMOVADM v B & W Rk A VA Moew Q a4 @ ex

- b
» [ Favorites
~ 19 SAP MenJu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [7] Service
> [ Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= Employee Movement Men
< K :' .: Employee Movement Menu

Exit

Requestors Endorsers/Approvers

Application Type Application Type

Clerk/Officer
Application Type

Kenaikan Pangkat/ Memangku Substantif
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2. Click on Kenaikan Pangkat / Memangku Substantif.

< K :‘ -J Employee Movement Menu

hd More

Exit

Requestors Endorsers/Approvers

Application Type Application Type

Clerk/Officer

Application Type
I Kenaikan Pangkat/ Memangku Substantif

Note: The Employee Movement Application Type Selection page will be displayed.
3. Enter Personnel Area.
4. Enter Personnel Subarea.

5. Click on Execute button.

= Program Edit Goto System Help
< »E: 7 Employee Movement Application Type Selection

v [§ save as variant...  More v Exit

*Personnel Area i E 3

Personnel Subarea - 4

Employee Group :
Employee Subgroup :
Application Status

Application ID :

[B] Fit out alt required entry fietds vie
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Note: The Application List page will be displayed.
6. Select an application with Application Status — ‘Pending Verification by Clerk’ and
click on Radio button.

7. Click on Change icon.

= Edit System Help (F 8 x

< w' SAP
hd More v Exit

Application 1D Version Application Status Personnel No. IC No. Name

. kPZSDGUU il Pending Verification by Clerk
2 Y
b J

Note: The Application List page will be displayed.

= sSystem Help (F 8 x
< ’“E ; SAP
v Reject Verify Moare Exit
Application Type Appl. Date
Application ID Version : 1 Status : Pending Verification by Clerk

Personnel No
IC No

Name

Employee Details Download Service Record

+ Basic Info v Performance Unpaid Leaves Grievances Examination Details v Education ~ Training

Employee Group : Subgroup
Personnel Area Subarea
Position
Pay Scale Group : Est. Salary Scale
Date of Birth : salary ($)
Age Length of Service
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8. Click on Download Service Record button.

= System Help

<& B x
'8 SAP4

SAP

~ Reject Verify More v

Exit
Application Type Appl. Date -
Application 1D Version: 1 Status : Pending Verification by Clerk
Personnel No
IC No
Name :

Employee Details I Download Service Record |
v Basic Info

v Performance Unpaid Leaves Grievances Examination Details

v Education + Training

Employee Group Subgroup
Personnel Area : Subarea :
Position

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

Note: The Print page will be displayed.
9. Enter ‘LP0O1’ under Output Device.

10. Click on Print icon.

= System Help

< -85 X%
(& SAP. SAP
= Print: x
Exit
*Output Device: I LPO1 0 o hd
Page selection: s
Spool Request
Name: SMART CLERK
Title:
Authorization arvice Record
ng
Spool Control Number of Copies
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
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11. Select File Location and click on Save button.

= System Help

< -8 X

SAP

(/e

Print:

Exit
= Save As X
1 SAP > SAPGUI b
Organize = New folder

s
A n B tatus
W This PC Name Status

# 3D Objects N items match your search
B Desktop

<| Documents

4 Downloads

D Music
& Pictures
B videos ng
E305(C)

:rvice Record

[, i

File pame: | Service_Record_2023092510100232 PDF
Save as type: |All Files (*.*)

i [ e || cone

*Storage Mode: | Print only

o not print v
Recipient:

Department:

Note: The SAP GUI Security page will be displayed.

12. Click on Allow button.

= System Help

> USERIA & 8 X
'S ISAP4 SAP
= Print:
Exit
*Qutput Device: LPO1 e hd
Page selection: s: Ne
Spool Reque~*
SAP GUI Security X
The system is attempting to replace the following file:
A C:\Users\
4 \Service_Record_2023082810000456.PDF *rvice Record
Do you want to allow this? v Training
Spool Contro v Decision
Print Now
r a
Delete Afl Deny

Help
New Spool Request
Close Spool Request Cover Page Settings
Spool Retention: 8 Day(s) SAP cover page: Do not print
*Storage Mode:  Print only v Recipient:

Department
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Note: The Service Record has successfully been downloaded.

m
X

< & —

= System Help

< w SAP

v Reject Verify More

Exit

Application Type : Appl. Date :

Application ID : Version: 1 Status :
Personnel No :

IC No

Name :

Employee Details Download Service Record

v Basic Info v Performance Unpaid Leaves Grievances Examination Details v Education + Training

Employee Group Subgroup

Personnel Area Subarea :
Position

Pay Scale Group Est. Salary Scale

Date of Birth Salary ($)

Age Length of Service :

Download 168 KB Service_Recol 023092510100

13. Navigate to Application Detail tab.

= sSystem Help < df - B %
DA SAP
v Reject Verify More Exit
+' Application Detail v Application History + Acting Allowance
Joined Date : 13.02.2008 Expected Retirement Date :  88.06.2042
Current Position Start Date Previous Confirmation Date :
No. Scheme Type Begin Date End Date
1 TAP 01.06.2021 31.12.9999 o
2 sCP 01.06.2021 31.12.9999
g SPK ©01.05.2023 31.12.9999
4 SPK 01.05.2023 31.12.9999
< e
Salary Record
Begin Date End Date P.scale type PS Area Pay Scale Group PS level Establish Sal Sc... Currency Salar
091.01.2021 31.01.2021 Umum Division 3 Z
©91.03.2021 31.03.2021 Umum Division 3
©1.02.2021 28.02.2021 Umum Division 3 z
<>
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14. Department Payroll Clerk may review Acting Type, Approved Acting Period,

Personnel Subarea and Acting Position.

= sSystem Help < df - B %
< '-E‘ ; SAP
~ Reject Verify More Exit
Proposed Department JPA SPA ¥
Type MS  Memangku Substantif MS MS
Start Date 27.10.2023 27.10.2023 27.10.2023
End Date (If Acting) 01.11.2023 01.11.2023 01.11.2023
r 3
Personnel Subarea : A
s E:
Position
Payscale Type 01 Umum il Umum 1 Umum
Payscale Area 03 Division 3 3 Division 3 3 Division 3
Payscale Group & Level : Ccs5 LEVEL: ©4 c5 LEVEL: ©4 cs LEVEL: 04

Est Salary Scale :

Salary ($)
Increment Entitlement 1 1 Kenaikan Tahunan 1  Kenaikan Tahunan
Next Increment 01.05.2022 01.05.2022 01.05.2022 N
<> <> N
15. Navigate to Acting Allowance tab.
16. Select Payscale Group & Level.
= System Help < 8 x
~i: ’ SAP
~ Reject Verify More v Exit
v Application Detail v Application History v Acting Allowance v
Acting on Position Subarea :
Acting Type : MS Memangku Substantif I Payscale Group & Level | ;‘T,E‘JEL 04
—
Salary ($) :
Approved Acting Period:
Start Date: 27.10.2023 End Date: ©1.11.2023
Acting History
Begin Date End Date Acting Type Pers.Area Pers.Subarea Org.Unit
©1.12.2021 14.12.2021 Memangku Sementara Disamping Tugas -
13.10.2823 31.12.9999 Memangku Substantif .
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Note: Department Payroll Clerk may review employee’s Acting History.
= system Help < df 8 X
& SAF SAP
~ Reject Verify More Exit
Acting History :
Begin Date End Date Acting Type Pers Area Pers.Subarea Org.Unit
91.12.2021 14.12.2021 :
13.19.2023 31.12.9999
©1.10.2023 31.12.9999
27.19.2023 31.12.9999
18.10.2023 31.12.9999
20.10.2023 31.12.9999 - -
<> <> v
$(B) $(c
. 4.1 Elaun Memangku Sama Ada Memangku 1 Jawatan atau 2 Jawatan Akan x13=
Dibayar dengan kadar 1/3 dari Gaji Permulaan Jawatan yang
Dipangku jika pegawai itu juga dikehendaki menjalani Tugas-Tugas
Biasanya
S(R) 0 s
<> <>

17. Select either Paragraph 4.1 or Paragraph 4.2 and click on Radio button.

= System Help < 8 x

< W SAP
~ Reject Verify More v
17 &

G 4.1 Elaun Memangku Sama Ada Memangku 1 Jawatan atau 2 Jawatan Akan X 1/3=

Dibayar dengan kadar 1/3 dari Gaji Permulaan Jawatan yang
Dipangku jika pegawai itu juga dikehendaki menjalani Tugas-Tugas

Biasanya

$(B) $(D)
4.2 Elaun Memangku Akan Dibayar dengan Kadar 1/5 dari Gaji Permulaan x1/5=
Jawatan yang Dipangku Jika Pegawai itu Tidak Dikehendaki

Menjalankan Tugas-Tugas Biasanya

4.3 Dalam Apa Keadaan Sekalipun, Jumlah Elaun Memangku Tidak Boleh x 2=
Melebihi Separuh daripada Gaji Pokok yang Diterima Oleh Pegawai

Berkenaan
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Note: Department Payroll Clerk may review acting allowance proposed from system

calculation .
= System Help < 8 x
L 'J SAP
~ Reject Verify More v Exit
Self Input ’
+ | O
Begin Date End Date No. of Days $(C) or $(D) or $(E) Total No. of Days Allowance Amount Date of Origin
27.10.2023 31.10.2023 5 : :31 31.10.2023 :
©1.11.2023 ©1.11.2023 1 30 30.11.2023
Payment Details
Wage Type: 0095 | E. MEMANGKU GL!
Budget Chartfields
18. Review and amend employee’s Wage Type (if required).
19. Review and amend the details under Budget Chartfields (if required).
= System Help < 8 x
< »-3: 7 SAP
~ Reject Verify More v Exit

Payment Details

r 2
Wage Type: 0095 | E. MEMANGKU GL il
it i

Budget Chartfields

Cost Center:
Business Unit.

Program:

Activity:
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20. Under Allowance Application History, click on Remarks button to view any

comments made by Department Payroll Officer.

= System Help

L4 w SAP

v Reject Verify More v
Allowance Application History

Date Time User ID Version Application Status

1 Pending Verification by Clerk

Remarks

Note: The Remarks page will be displayed.

= System Help

»E- P SAP

v Reject Verify More v

= Remarks x
Da
aas
r 2
Remarks
L a
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21. Enter the Remarks for why application is rejected.
22. Tick on Declaration checkbox.

23. Click on Reject button.

= System Help < & — EI-‘ X

< »-E: J 23 SAP
v Verify More Exit

Budget Chartfields

Cost Center
Business Unit
Program:

Activity:

Remarks

T
LJ\J Saya telah meneliti dan mengesahkan keterangan yang telah diisikan dalam borang ini dan dokumen
yang disertakan adalah betul dan teratur.

Outcome: The Application has successfully been rejected.

= Edit System Help < & — EI-‘ X
< E5F SAP
~ & 60 More Exit
Application ID Version Application Status Personnel No. IC No. Name
% 2
[ 5
KP230000 1 Rejected by Clerk - - -
<>
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ACTING ALLOWANCE  _Backend User

REPORT Department Payroll Clerk

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

1. Enter ZPA 014 in the search bar.

= Menu Edit Favorites Extras System Help < & — 5‘ X
AF 1 SAP Easy Access
ZPA_014 v B = & 5 Othermenu W R SV A H createrole  More v Q@ { B Exit

o -
» [ Favorites
~ 19 SAP Menu
» [ Connector for Multi-Bank Connectivity
2> [ Office
» [ Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
> [ Information Systems
> [T Service
> [ Tools
2 [ WebClient Ul Framework

Note: The Acting Allowance Report page will be displayed.

= Program Edit Goto System Help < a8 x
{ K : J Acting Allowance Report
~ (5 save as variant... More Exit
e 2
Payment Date From: " to: P
i i

Personnel subarea: g’

Allowance Status:

SSM_UG_PA_Back End (SAP GUI)_Promotion & Substantive Acting_Payroll Clerk_v1.0 36



(OMBER

Sistem Sumber Manusia - Promotion / Substantive Acting B

“s -~
Unpen ™

s si
7,

&

2. Enter Payment Date for Acting allowance.
3. Enter Personnel subarea (Optional).

4. Click on Execute button.

= Program Edit Goto System Help (F 8 x
< »E: 7 Acting Allowance Report
hd &l save as variant... More Exit
T =
Payment Date From: = to:
3
Allowance Status:
Note: The Acting Allowance Report page will be displayed.
= List Edit Goto Settings System Help < & — 5‘ X
AF Acting Allowance Report

vl = = Y I fx fw B ® ™~ @& B B Morev Q &  Exit
Type App.Type.Desc Application ID  Appr.Date Allowance Status Allw.Date Date of Origin Start Date End Date Allw.Amt WT G/L acct PersNo. ID No Empl
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085 i
MS  Memangku Substantif KP230000, Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000| Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000! Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000, Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000| Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000! Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000, Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000| Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000! Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memanaku Substantif KP230000 Pendina Verification bv Clerk 0085
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5. Click the right button on the Mouse and select ‘Spreadsheet’.

= List Edit Goto Settings System Help

{ K : J Acting Allowance Report

v = T YV o: fx v B = 8 B  More v

Type App.Type.Desc Application ID  Appr.Date Allowance Status Allw.Date Date of Origin StartDate  End Date

r e
MS  Memangku Substantif KP230000 Pending Verification by Clerk

=
MS  Memangku Substantif Kf Copy Text Pending Verification by Clerk
MS  Memangku Substantif KF Details Pending Verification by Clerk
MS  Memangku Substantif Kf Qptimize Width Pending Verification by Clerk
MS  Memangku Substantif KF Pending Verification by Clerk

Eind

MS  Memangku Substantif KF Pending Verification by Clerk
MS  Memangku Substantif Kf Set Filter. Pending Verification by Clerk

MS  Memangku Substantif KF
MS  Memangku Substantif KP

Pending Verification by Clerk

Pending Verification by Clerk

MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000, Pending Verification by Clerk
MS  Memangku Substantif KP230000! Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memanaku Substantif KP230000. Pendina Verification bv Clerk — —_ —

Allw.Amt WT G/L acct
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0095

PersNo. ID No

Empl

Note: The Select Spreadsheet message will be displayed.

6. Click on Tick button.

= List Edit Goto Settings System Help

{ K : J Acting Allowance Report

v @ =2 T Y I fx v B ®m % 8 B B Mrev
Type App.Type.Desc Application ID  Appr.Date Allowance Status Allw.Date Date of Origin StartDate  End Date
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memangku Substantif KP230000 Pending Verification by Clerk
MS  Memanaku Suhstantif KP230000; Pendina Verificatinn by Clerk
MS = Select Spreadsheet X
MS
MS
Formats:
MS
MS Excel (in MHTML Format)
MS OpenOffice (in OpenDocument Format 2.0)
1
MS Select from All Available Formats
MS N
Excel - Office Open XML Format (XLSX) ~
MS
MS
MS Always Use Selected Format
MS
MS

Allw.Amt WT G/L acct
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0095

< & -
Q
PersNo. ID No

Empl
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7. Select File Location.

8. Click on Save button.

% Origin Start Date

= List Edit Goto Settings System Help
S SAF Acting Allowance Report
vl a = = ¥ x B =% 8 B B
Type | = save s
MS 1 D23
| « SAP > SAPGUI Search SAP G
MS | T ’ v|® e 023
MS | nizp * New folder - @ p23
MS T s re A Name Status Date modifip23
s ¥ 3D Objects E
MS B Desktop p23
Ms 4 Documents pz23
MS ¥ Downloads p23
MS J Music D24
MS &= Pictures 024
MS B videos D24
MS £30s(C) D24
MS E— s % b24
MS File pame: l v |p23
MS Save as type: Excel (*XLSX) ~ D23
MS 8 D23
MS | ~ Hide Folders Save Cancel D23

I1T10:2023

More

End Date

Allw.Amt WT  G/L acct
0095
0095
0085
0085
0095
0095
0095
0095
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095

< -85 X%

Q &  Exit

PersNo. ID No Empl
|

Note: The SAP GUI Security page will be displayed.

9. Click on Allow icon.

= List Edit

T

Goto  Settings System Help

Type App.Type.Desc Application ID  Appr.Date
MS  Memangku Substantif KP230000

MS  Memangku Substantif KP230000

MS  Memangku Substantif KP230000

MS  Memanaku Substantif KP230000

MS =
MS

Acting Allowance Report

fx fw

B ®m % 8 B &
Allowance Status

Pending Verification by Clerk
Pending Verification by Clerk

Pending Verification by Clerk

Pendina Verificatinn by Clerk

Select Spreadsheet

SAP GUI Security X

The system is attempting to execute program

C:\Program Files\Microsoft Office\root\Officel6\EXCEL.EXE

with the following command line:

"Ci\
\EXPORT.XLSX’

Do you want to grant permission to execute this program?

y Decision

Deny

Transfemring package 1 of 1 ...

Allw.Date Date of Origin Start Date

End Date

Allw.Amt WT G/L acct
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0085
0095
0095
0095
0095
0095
0095
0095

<& B x

Q & Exit

PersNo. IDNo  Empl
]
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Outcome: The Acting Allowance Report has successfully been downloaded.

= List Edit Goto Settings System Help (F 8 x
Acting Allowance Report
vl @ = = ¥ I fx fw B ® ™~ @& B B Morev Q &  Exit
Type App.Type.Desc Application ID  Appr.Date Allowance Status Allw.Date Date of Origin Start Date End Date Allw.Amt WT G/Lacct  PersNo. ID No Empl
MS  Memangku Substan!ierPZIiUUUO ’ Pending Verification by Clerk 0085 -
MS  Memangku SuhstanlifLKPZ!DODO Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095 |
MS  Memangku Substantif KP230000. Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095 |
MS  Memangku Substantif KP230000) Pending Verification by Clerk 0095 |
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000. Pending Verification by Clerk 0095
MS  Memangku Substantif KP230000 Pending Verification by Clerk 0085
MS  Memanaku Substantif KP230000--. Pendina Verification bv Clerk 0085 —_— - :
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BASIC SALARY Backend User

LOCKED REPORT Department Payroll Clerk

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

1. Enter ZPA 016 in the search bar.

= Menu Edit Favorites Extras System Help 8 é‘ — E‘ x
SAP SAP Easy Access
1
ZPA_D16 v @ @ & & Otermenu # kR # VA T Createrole  More Vv QA d @ Ext

- b
» [ Favorites
~ 19 SAP MenJu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [7] Service
> [ Tools
> [ WebClient Ul Framework

Note: The Basic Salary Locked Report page will be displayed.

= Program Edit Goto System Help

< 8 x
r-i' ’ Basic Salary Locked Report
v (8] save asvariant... More ™ Exit
" a
Personnel subarea: "
L Ih
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2. Enter Personnel subarea.

3. Click on Execute button.

= Program

sapg

Edit Goto

System Help

~ & as Variant

Personnel subarea:

More ~

Basic Salary Locked Report

Exit

d

Note: The Basic Salary Locked Report page will be displayed. This report assists

Department Payroll Clerk and Department Payroll Officer to identify Basic Pay (Salary)

record which has pending unlock status.

= List

Edit Goto

L sorg

=

l_1 000¢
1000t
1000t
1000¢
10006
1000t
10001
1000t
1000t
1000k
1000¢
1000¢
1000r
10001
1000t
1000¢
10008
1000¢
<>

PersNo. ID No
!

1

Settings  System

Employee Full Name

Help

Basic Salary Locked Report

y 8 B B

Ministry Ministry Description

More ~

& Exit

Department Dep. Desc. EE group Name of employee grp EE subgrp EE SG ni

1

1
1
1
1
1
1
1
1
B
B
B
2
1
1
B
B
B

Permanent 02
Permanent 02
Permanent 0z
Permanent 02
Permanent 04
Permanent 05
Permanent 05
Permanent 03
Permanent 02

Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05

Open Vote 04
Permanent 05
Permanent 0z

Bulan kesebulan TODP 03
Bulan kesebulan TDDP 03
Bulan kesebulan TDDP 03

Division | |
Division |
Division |
Division |
Division |
Division
Division
Division |
Division |
Division '
Division?
Division*
Division |
Division
Division |
Division |
Division | R

Division | ¥
<>
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4. Click the right button on the Mouse and select ‘Spreadsheet’.

= List Edit Goto Settings System Help

<

PersNo. ID No Employee Full Name
ra

1000
1000
1000,
1000
1000
1000
1000
1000
1000,
1000
1000¢
1000
1000
1000
1000,
1000;
1000
1000
<>

= Basic Salary Locked Report

vi @ = = Y I fx + B ® % 8 B B Morev

1 . Copy Text
4 Details
Optimize Width
Eind

Set Filter.

i
| Spreadsheet... 4

1
1
1

= N O o o -

m m m

Ministry Ministry Description  Department Dep. Desc. EE group Name of employee grp
a

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Q &  Exit

EE subgrp EE SG n:

02
02
02
02
04
05
05
03
02

Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05

Open Vote
Permanent

Permanent

04
05
02

Bulan kesebulan TODP 03

Bulan kesebulan TDDP 03
Bulan kesebulan TDDP 03

Division |
Division |
Division |
Division |
Division |
Division
Division
Division |
Division |
Division
Division '
Division
Division |
Division
Division |
Division |
Division | .

Division | ¥
<>

Note: The Select Spreadsheet message will be displayed.

5. Click on Tick button.

1000
1000
1000,
1000
1000C
1000C
1000C
1000C
1000C
1000C
1000C
1000C

= List Edit Goto Settings System Help
AF Basic Salary Locked Report
vi @ = = Y I fx + B ® % 8 B B Morev
PersNo. ID No Employee Full Name
= Select Spreadsheet x
Formats:
Excel (in MHTML Format)
OpenOffice (in OpenDocument Format 2.0)
r A
(® Sselect from All Available Formats
L 4
Excel - Office Open XML Format (XLSX) v

1000C
1000C
1000C
1000C

s Use Selected Format

= N O o o -

m m m

Ministry Ministry Description  Department Dep. Desc. EE group Name of employee grp

Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Q &  Exit

EE subgrp EE SG n:

02
02
02
02
04
05
05
03
02

Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05
Bulan kesebulan TDDP 05

Open Vote
Permanent

Permanent

04
05
02

Bulan kesebulan TODP 03

Bulan kesebulan TDDP 03
Bulan kesebulan TDDP 03

Division |
Division |
Division |
Division |
Division |
Division
Division
Division |
Division |
Division
Division '
Division
Division |
Division
Division |
Division |
Division | .

Division | ¥
<>
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v o
Sumpen ™

s si
> e,

6. Select File Location.

7. Click on Save button.

= List Edit Goto Settings System Help < & — 5‘ X
£ »E: 7 Basic Salary Locked Report

vl = = Y I fx fw B ® ™~ @& B B Morev Q &  Exit
Pers! — Sove e % "escrlptlon Department Dep. Desc. EE group Name of employee grp EE subgrp EE SG n:

100004 1 Permanent 0z Division |
100004‘ * oA sAadl v|® e sAE G 1 Permanent 02 Division |
100004 I:Im' = New folder = [7 1 Permanent 0z Division |
100004 ™ This PC A Name Status Jate modifi 1 Permanent 02 Division |
1000C ¥ 30 Objects R i 1 Permanent 04 Division |
10000 | | g pesktop 1 Permanent 05 Division
1000C 3 Documents 1 Permanent 05 Division
1000C ¥ Downloads 1 Permanent 03 Division |
1000C J Music 1 Permanent 02 Division |
1000C & Pictures B Bulan kesebulan TDDP 05 Division
1000C Bl videos B Bulan kesebulan TODP 05 Division '
1000¢ L0s@ B Bulan kesebulan TDDP 05 Division '
10000 | & Mnnnds e > 2 Open Vote 04 Division |
1000C File name:  EXPORT.XLSX v 1 Permanent 05 Division
1000C S as type: IR - 1 Permanent 02 Divisien |
1000C 7 B Bulan kesebulan TDDP 03 Division |
1000C | A~ Hide Folders Save Cancel I B Bulan kesebulan TDDP 03 Division |

10}00 : Frime min B Bulan kesebulan TDDP 03 Divisi?rl\ :

Note: The SAP GUI Security page will be displayed.

8. Click on Allow icon.

= List Edit Goto Settings System Help < & — 5‘ X
£ »E: 7 Basic Salary Locked Report
v n=5 = % I fx v B ® % @ B More ~ Q &  Exit
PersNo. ID No Employee Full Name Ministry Ministry Description  Department Dep. Desc. EE group Name of employee grp EE subgrp EE SG ni
1000 RN I N e o . 1 Permanent 0z Division |
1000/ 1 Permanent 02 Division |
1000 1 Permanent 0z Division |
1000. 1 Permanent 02 Divisien |
1000 = Select Spreadsheet 1 Permanent 04 Division |
10000 W . e 1 Permanent 05 Division
SAP GUI Security x 1 Permanent 05 Division
The system is attempting to execute program ! Permanent 03 Divielon |
1 Permanent 02 Division |
C:\Program Files\Microsoft Office\root\Office 16\EXCEL.EXE B Bulan kesebulan TDDP 05 Division
with the following command line: B Bulan kesebulan TDDP 05 Division
"C:\ | . B Bulan kesebulan TDDP 05 Division
\EXPORT.ALSX 2 Open Vote 04 Division |
Do you want to grant permission to execute this program? 1 Permanent 05 Division
y Decision 1 Permanent 0z Division |
B Bulan kesebulan TODP 03 Division |
T Deny 1 Help B Bulan kesebulan TDDP 03 Division |
o B . = B Bulan kesebulan TDDP 03 Divisi?rl\ :

. Transferring package 1 of 1
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’;”AI““ ,,\rec
Outcome: The Basic Salary Locked Report has successfully been downloaded.
= List Edit Goto Settings System Help < a8 x
{ K : J Basic Salary Locked Report
v @ =2 T VY 3 (x w B = s @8 B B Morev Q& e
PersNo. ID No Employee Full Name Ministry Ministry Description  Department Dep. Desc. EE group Name of employee grp EE subgrp EE SG ni
1000 g 1 1 Permanent 0z Division 1 .
1000 | 1 Permanent 02 Division |
1000, 1 Permanent 02 Division |
1000 1 Permanent 02 Division |
1000 1 Permanent 04 Division |
1000 1 Permanent 05 Division '
1000 1 Permanent 05 Division '
1000 1 Permanent 03 Division |
1000, 1 Permanent 02 Division |
1000 B Bulan kesebulan TDDP 05 Division*
1000 u B Bulan kesebulan TDDP 05 Division?
1000/ B Bulan kesebulan TDDP 05 Division
1000 2 Open Vote 04 Division |
1000 1 Permanent 05 Division '
1000 1 Permanent 0z Division |
1000, B Bulan kesebulan TDDP 03 Division |
1000/ | | B Bulan kesebulan TDDP 03 Division |
;IO)OO - o -y | B Bulan kesebulan TDDP 03 Divisi(on)\ .
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PROMOTION/ Backend User
SUBSTANTIVE ACTING

NS SR lerNnle NNzl s Department Payroll Clerk

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

1. Enter ZPA 015 in the search bar.

= Menu Edit Favorites Extras System Help

¢ 8 x
AF 1 SAP Easy Access
v B E L kR 2 VA Maev

o -
» [ Favorites
~ 19 SAP Menu
» [ Connector for Multi-Bank Connectivity
2> [ Office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [T Service
> [ Tools
2 [ WebClient Ul Framework

Note: The Promotion / Substantive Acting Application Report page will be displayed.

= Program Edit Goto System Help

¢ 8 x
£ »E: 7 Promotion/ Substantive Acting Application Report
v (8l save asVariant...  More v Exit
" a
Application Date From: = to:
L I

Personnel subarea o
Allowance Status:

Employee subgroup:
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s si
> 7,

o
Sumpen ™

2. Enter Application Date of Promotion/Substantive Acting (Optional).

3. Enter Personnel subarea (Optional).

4. Click on Execute button.

= Program Edit Goto System Help

{ K : J Promotion/ Substantive Acting Application Report

~ (G save as variant More

- =
Application Date From: " to:
Personnel subarea: o

Allowance Status:

Employee subgroup:

Exit

Note: The Promotion / Substantive Acting Application Report page will be displayed.

= List Edit Goto Settings System Help
S SAF Promotion/ Substantive Acting Application Report
v o a = Y b3 fx fvm B ® " @ B B Morev
Type App.Type.Desc Application ID  Appl.Status Subm.Dat App.Dat PersNo. ID No Employee Full Name

rKF ll,jKenaikan Pangkat  KP230000¢ Approved
LKP JKeﬂaikan Pangkat  KP230000¢ Rejected
KP  Kenaikan Pangkat ~ KP230000! Approved
KP  Kenaikan Pangkat = KP230000; Approved
KP  Kenaikan Pangkat = KP230000¢ Approved |
KP  Kenaikan Pangkat ~ KP230000¢ Approved
KP  Kenaikan Pangkat ~ KP230000¢ Approved
KP  Kenaikan Pangkat ~ KP230000' Rejected
KP  Kenaikan Pangkat  KP230000! Withdrawn
MS  Memangku Substantif KP230000; Approved
KP  Kenaikan Pangkat = KP230000i Pending Approval |
KP  Kenaikan Pangkat = KP230000¢ Approved
KP  Kenaikan Pangkat ~ KP230000' Approved
KP  Kenaikan Pangkat  KP230000¢ Reworked to JPA
MS  Memangku Substantif KP230000: Approved
MS  Memangku Substantif KP230000: Approved
KP  Kenaikan Pangkat ~ KP230000¢ Approved
Kenaikan Panokat  KP230000¢ Reiected - e a = —

<>

£ _
a &
Start Date

g x

Exit

End

26.1

03.1
25.1

<>
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Note: This report assists Department Payroll Clerk and Department Payroll Officer to
identify backdated salary increment.

i) If the Start Date precedes the Approved Date, the salary increment is required to be
calculated by Department Payroll Clerk, and added into One-time Payment (Additional

Payment / Deduction) infotype via PA30.

= List Edit Goto Settings System Help < & — 5‘ X
< »E: 7 Promotion/ Substantive Acting Application Report
vl = = Y I fx fw B ® ™~ @& B B Morev Q &  Exit
Type App.Type.Desc Application ID  Appl.Status Subm.Dat App.Dat PersNo. ID No Employee Full Name Start Date End
r a
KF [[) Kenaikan Pangkat ~ KP230000 Approved o
L a

KP  Kenaikan Pangkat  KP230000¢ Rejected
KP  Kenaikan Pangkat ~ KP230000! Approved
KP  Kenaikan Pangkat = KP230000; Approved
KP  Kenaikan Pangkat = KP230000¢ Approved |
KP  Kenaikan Pangkat ~ KP230000¢ Approved
KP  Kenaikan Pangkat ~ KP230000¢ Approved
KP  Kenaikan Pangkat ~ KP230000' Rejected
KP  Kenaikan Pangkat  KP230000! Withdrawn
MS  Memangku Substantif KP230000; Approved 26.1
KP  Kenaikan Pangkat = KP230000i Pending Approval |
KP  Kenaikan Pangkat = KP230000¢ Approved

KP  Kenaikan Pangkat ~ KP230000' Approved

KP  Kenaikan Pangkat  KP230000¢ Reworked to JPA
MS  Memangku Substantif KP230000: Approved 03.1
MS  Memangku Substantif KP230000: Approved 251
KP  Kenaikan Pangkat ~ KP230000¢ Approved
KP  Kenaikan Panakat  KP230000! Reiected L= I — — —_
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LOMBER

s si
7,

&

5

v o
Sumpen ™

5. Click the right button on the Mouse and select ‘Spreadsheet’.

= List Edit Goto Settings System Help

{ K : J Promotion/ Substantive Acting Application Report
v @ = T Y ¥ f(x fw B0 ® * & B BB Morev
Type App.Type.Desc Application ID  Appl.Status Subm.Dat App.Dat PersNo. ID No Employee Full Name
r A
KP  Kenaikan f Approved
= Copy Text
KP  Kenaikan f Rejected
KP  Kenaikan | Details Approved
KP  Kenaikan { Optimize Width Approved
KP  Kenaikan | Find Approved
KP  Kenaikan . Approved
Set Filter.
KP  Kenaikan f

KP  Kenaikan f Spreadsheet... ‘ 5

KP  Kenaikan Pangkat = KP230000 ) Withdrawn

MS  Memangku Substantif KP230000 ' Approved

KP  Kenaikan Pangkat ~ KP230000 Pending Approval
KP  Kenaikan Pangkat  KP230000 Approved

KP  Kenaikan Pangkat  KP230000, » Approved

KP  Kenaikan Pangkat = KP230000 Reworked to JPA
MS  Memangku Substantif KP230000! + Approved

MS  Memangku Substantif KP230000 : Approved

KP  Kenaikan Pangkat  KP230000 " Approved
Kenaikan Panokat  KP230000s = Reiected

&
Qa B
Start Date

End

Note: The Select Spreadsheet message will be displayed.

6. Click on Tick button.

= List Edit Goto Settings System Help

{ K : J Promotion/ Substantive Acting Application Report
v @ = T YV o3 fx (v B ® % 8 B B Morewv
Type App.Type.Desc Application ID  Appl.Status Subm.Dat App.Dat PersNo. ID No Employee Full Name

KP  Kenaikan Pangkat = KP230000 Approved

KP  Kenaikan Pangkat = KP230000 Rejected

KP  Kenaikan Pangkat = KP230000 Approved |
KP  Kenaikan Pannkat  KP230000, Annroved

KP = Select Spreadsheet X

KP

KP

KP

KP =

Formats:

(in MHTML Format) n
MS OpenOffice (in OpenDocument Format 2.0)

KP
KP
KP
KP
MS Always Use Selec
MS

KP

Select from All Available Formats

Excel - Office Open XML Format (XLSX) v

&
Qa B
Start Date

End
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LOMBER

“s -~
Unpen ™

s si
7,

&

7. Select File Location.

8. Click on Save button.

= List Edit Goto Settings System Help

< »E: 7 Promotion/ Substantive Acting Application Report
v @ = = Y 3 fx v B =M % # B B Morev
I 1

Type 4 = Save e v ‘\Jn Employee Full Name
KP | )

KP | ™ « SAP > SAPGUI v 3] search SAP GUI |

KP | nm - w folder - @

KP4 I i pc A Name Status Yate modifif

K B 30 Objects No items match your se l

KP I Desktop |

KP i Documents b

KP ¥ Downloads b

KP J Music b

MS & Pictures

KP B videos b

KP 2505y I

KP A O— e >

KP File name:  EXPORTXLSX .|

MS Save as type: Excel ["XLSX) ~ |

MSs 8 !

KP A Hide Folders Save Cancel )

I
oy
X

& Exit

Start Date End

Note: The SAP GUI Security page will be displayed.

9. Click on Allow icon.

= List Edit Goto Settings System Help

SAF Promotion/ Substantive Acting Application Report
v @ = T ¥ 3 fx (w B ®m % @& BB B Mrev
Type App.Type.Desc Application ID  Appl.Status Subm.Dat App.Dat PersNo. ID No Employee Full Name
KP  Kenaikan Pangkat = KP230000 Approved 1
KP  Kenaikan Pangkat = KP230000 Rejected 1
KP  Kenaikan Pangkat = KP230000 Approved 1
KP  Kenaikan Pannkat  KP230000®e= Annroved 1
KP = Select Spreadsheet 1
KP 1
SAP GUI Security X

The system is attempting to execute program

C:\Program Files\Microsoft Office\root\Officel6\EXCEL.EXE t
with the following command line: ¢
"Ci\ ¢
\EXPORT.XLSX" I
Do you want to grant permission to execute this program? ¢

Transfemring package 1 of 1 ...

oy
X

& Exit

Start Date End
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Outcome: The Promotion / Substantive Acting Application Report has successfully

been downloaded.

= List Edit Goto Settings System Help 8 é‘ — E‘ x
A Promotion/ Substantive Acting Application Report
v @ = =T ¥ s (x B ® N 8 B B Mrrev Q& e
Type App.Type.Desc Application ID  Appl.Status Subm.Dat  App.Dat PersNo. ID No Employee Full Name StartDate  End

KP I—Keﬁaikan Pangkat -‘KF‘23DDDO Approved "
KP LKenaikan Pangkat JKI=23000*:1 Rejected

KP  Kenaikan Pangkat = KP230000 Approved u

KP  Kenaikan Pangkat  KP230000 Approved

KP  Kenaikan Pangkat ~ KP2300007 W Approved

KP  Kenaikan Pangkat = KP230000 Approved

KP  Kenaikan Pangkat = KP230000 Approved

KP  Kenaikan Pangkat = KP230000 Rejected

KP  Kenaikan Pangkat KP230000 Withdrawn H

MS  Memangku Substantif KP230000, Approved |
KP  Kenaikan Pangkat ~ KP230000 Pending Approval

KP  Kenaikan Pangkat  KP230000 Approved

KP  Kenaikan Pangkat = KP230000 Approved

KP  Kenaikan Pangkat = KP230000 Reworked to JPA

MS  Memangku Substantif KP230000 Approved | I
MS  Memangku Substantif KP23000050 § Approved |
KP  Kenaikan Pangkat  KP230000 Approved

KP  Kenaikan Panckat  KP230000— £ Reiected v

Download 11 K \EXPORT.XLSX
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