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INTRODUCTION

This user guide acts as a reference for Ketua Bahagian (Back End User) to manage
Temporary 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:

Term Meaning

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

End —

Edit Reworked Application

Click on Memangku Enter Personnel Enter Employee’s IC
Access ZEMOVADM —» 8 —> —» Click on Create icon —»{ Number, and click
Sementara Subarea )
Confirm button
. . Fillin R ks, Tick Navigate t .
Review Acting ! Ir[])ej;:;iosn Ic Docu?r\::egnatz foad Enter Proposed Navigate to
Approver and click 4— . P — Memangku —— Application Details
X checkbox and click tab to upload any .
Confirm button . Sementara Details tab
Submit button attachments
Select application Navigate to
Access ZEMOVADM Click on Memangku Enter Personnel and click on Change Application 'Hlstory
Sementara Subarea icon tab to view
comments

!

Review Acting

Fill in Remarks, Tick

Review uploaded

Review and amend

End Approver and click Declaration ‘ attachment in Proposed
X checkbox and click Document Upload Memangku
Confirm button R .
Submit button tab Sementara Details
Withdraw Reworked Application
Select application Navigate to
Access ZEMOVADM Click on Memangku Enter Personnel and click on Change Application 'Hlstory
Sementara Subarea icon tab to view
comments
Fill in Remarks, Tick Review uploaded Review and amend
End Declaration attachmentin Proposed
checkbox and click Document Upload Memangku

Withdraw button

tab

Sementara Details

Temporary Acting Application Report

Access ZPA_017

—

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

End

!

Click on Allow
button
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Backend User
SUBMIT APPLICATION

Ketua Bahagian

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 < &

A 1 SAP Easy Access

ZEMOVADM v EH F oL ok ok 2 VA Morew QA 4 @ Ext

r a
> [ Favorites
L 2
v 15 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ office
> [ Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
» [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= sSystem Help & 8 X
< K :' -J Employee Movement Menu
hd More Exit
r £
Requestors Endorsers/Approvers
i a
Application Type Application Type

Melanjutkan Tempoh Percubaan
Penetapan Jawatan
Pemindahan Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Kenaikan Pangkat/ Memangku Substantif
Penyelarasan
Penyerapan
Memangku Sementara

EB Sekatan

Clerk/Officer

Application Type:
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2. Under Requestors: Application Type, click on Memangku Sementara.
= system Help & — 8 x
( - :‘ .J Employee Movement Menu

hd More

r £
Requestors
L

Application Type
Melanjutkan Tempoh Percubaan
Penetapan Jawatan
Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Kenaikan Pangkat/ Memangku Substantif
Penyelarasan

Penyerapan

Endorsers/Approvers

Application Type

Pemindahan

Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

I Memangku Sementara

EB Sekatan

Clerk/Officer

Application Type

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

= Program Edit Goto System Help

sapg

v [§ save as variant...  More v

Selection

" o
* Personnel Subarea l:lLT
i in

Application Status :

[B] Fit out alt required entry fietds

Employee Movement Application Type Selection

&

oy

Exit

SSM_UG_PA_Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0



OMBER
B iy

Sistem Sumber Manusia - Temporary Acting ‘Lﬂ
3. Enter Personnel Subarea.
4. Enter Application Status (Optional).
5. Click on Execute button.
= Program Edit Goto System Help & 8 X
< »E: 7 Employee Movement Application Type Selection
hd & save as variant... More v Exit
Selection

T =
* Personnel Subarea (=
Application Status :

Fill ot all required entry el

Note: The Application List — Requestor page will be displayed.

6. Click on Create icon.

= Edit System Help (F 8 x
< »E: 7 Application List - Requestor
6 Z 63 MoreV Exit
Application ID Version Application Status Personnel No. IC No. Name Subarea Acting Subarea Er
r A
Ms230000 1 Pending Approval Pei
Iy 4
MS230000 1 Approved Pel
MS230000 i, Pending Approval Pel
MS230000 1 Approved Pel
MS230000 1 Pending Approval Pel
MS230000 1 Approved Pei
MS230000 i, Approved Pel
MS230000 1 Approved Pel
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7. Enter Employee’s IC Number (Pegawai Memangku).
8. Click on Tick button.
= Edit System Help < & _ |:|-| X
< »E: 7 Application List - Requestor
v ] # 63 More v Exit
= Please Input Employee IC Number (Pegawai Memangku) X
ersonnel No. IC No. Name Subarea Acting Subarea Er
PE
I *1C Number (XX00000K): |
PE
PE
PE
........ — PE
MS2300000 1 REJECTED ] PE
MS2300000 1 APPROVED b PE
MS2300000 1 APPROVED i PE
MS2300000. 1 APPROVED 3 PE

Note: The Proposed Employee Details page will be displayed.

9. Click on Confirm button.

= Edit System Help (F 8 x
< »E: 7 Application List - Requestor
v ] # 63 More v Exit
= Proposed Employee Details (Pegawai Memangku) x
Subarea Acting Subarea Er
PE
r A F PE
Name
[ a 3 PE
Personnel ID 3 PE
Personnel Area: I PE
[} PE
Subarea

PE
Employee Group: PE
Paosition d PE
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Note: The Application List — Requestor page will be displayed.

i) Ketua Bahagian may review employee’s information on each tab under Employee

Details.

= System Help
S SAF Application List - Requestor

v Submit  More Exit

Application Type : MEMANGKU SEMENTARA Appl. Date

Application ID Version 1 Status : New
Personnel No

IC No

Name

Employee Details Download Service Record

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

Employee Group : Subgroup

Personnel Area Subarea :

Position

Pay Scale Group : Est. Salary Scale

Date of Birth : Salary ()

Age Length of Service

10. Click on Download Service Record button.

S SAF Application List - Requestor

v Submit  More Exit

Application Type : MEMANGKU SEMENTARA Appl. Date

Application ID Version 1 Status : New
Personnel No

IC No

Name

Employee Details Download Service Record

v Basic Info v Performance v Unpaid Leaves Grievances Examination Details v Education v 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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Note: The Print page will be displayed.

11. Enter ‘LP01’ under Output Device.

12. Click on Print icon.

= System Help

~

S

Application List - Requestor

Print:

*Qutput Device: I LPO1

Page selection:

Spool Request
Name: SMART
Title:

Authorization:

Spool Control
Print Now
Delete After Output
New Spool Request
Close Spool Reguest
Spool Retention: 8 Day(s)

*Storage Mode:  Print only

USER1

Number of Copies

Number: 1

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

Cover Page Settings
SAP cover page: Do not print
Recipient:

Department:

13. Select File Location and click on Save button.

= System Help

S

~

Application List - Requestor

Print:

= Save As
1 SAP > SAPGUI

Organize = New folder

A
= This PC Nome

¥ 3D Objects

I Desktop L]
<| Documents

4 Downloads

D Music

& Pictures

B videos

ghos(c

File pame:

Save as type: |All Files (*.*)

 Hide Folders

*Storage Mode:  Print only

o not print
Recipient:

Department:

:”‘h' &
EY 5
1’:%,“.»*
< -8 X
X
Exit
Appl. Date
Status : New
Version :

Download Service Record

Training

Exit

Appl. Date 3
Status : New

Version :

Download Service Record

Training
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Note: The SAP GUI Security page will be displayed.
14. Click on Allow button.
= system Help >  USERIA & &8 X
S SAF Application List - Requestor
Spool Reque~*
SAP GUI Security X

The system is attempting to replace the following file:

. C:\Users\
A \Service_Record_2023082810000456.PDF
Do you want to allow this?
Spool Contro  Decision
Print Now 14
r ]
Delete Afl Allow Deny ]
New Spool Request

Close Spool Request
Spool Retention: 8 Day(s)

*Storage Mode:  Print only

:rvice Record

V¥ Training

Help

Cover Page Settings
SAP cover page: Do not print v

Recipient:

Department:

Note: The Service Record has successfully been downloaded.

= System Help

‘$NSAF

v Submit  More

Application Type : MEMANGKU SEMENTARA
Application ID
Personnel No

IC No

Name

Employee Details

v Basic Info v Performance + Unpaid Leaves
Employee Group :
Personnel Area
Position
Pay Scale Group :

Date of Birth :

Age

ownload 69 KB Servi

23110510061483.PDF

Application List - Requestor

Appl. Date

Version : 1 Status : New

Download Service Record

Grievances Examination Details v Education v Training
Subgroup

Subarea :

Est. Salary Scale :
salary ($)

Length of Service

oy

Exit
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15. Navigate to Application Details tab.

Note: Ketua Bahagian may review employee’s Joined Date and Expected Retirement

Date.

= sSystem Help (F 8 x
S SAF Application List - Requestor
Submit  More Exit
v Application Details Document Upload Application History
Joined Date : 02.04.2016 Expected Retirement Date : 04.04.2053
r ol
Current Position Start Date : i Previous Confirmation Date
i h
Proposed Diisikan oleh Ketua Bahagian Diisikan oleh Ketua Pejabat
Acting Type
Tarikh Sokongan :
Acting Start Date :
Acting End Date
Personnel Subarea (Jabatan Dipangku) :
Position (Jawatan Dipangku) : (c]
Current Position Holder
(Pegawai Dipangku) o o]
<> <> -
16. Enter Current Position Start Date.
17. Enter Previous Confirmation Date.
= sSystem Help (& A8 X
S SAF Application List - Requestor
v Submit  More Exit
v Application Details Document Upload Application History
Joined Date : 02.04.2 Expected Retirement Date : 04.0:
T A
I Current Position Start Date : i I Previous Confirmation Date
L 4
Proposed Diisikan oleh Ketua Bahagian Diisikan oleh Ketua Pejabat
Acting Type
Tarikh Sokongan :
Acting Start Date :
Acting End Date
Personnel Subarea (Jabatan Dipangku) :
Position (Jawatan Dipangku) : (c]
Current Position Holder
(Pegawai Dipangku) o o]
<>
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18. Ketua Bahagian may fill in the empty fields of Proposed Temporary Acting details
under Ketua Bahagian column.

= sSystem Help (& A8 X

£ »E: 7 Application List - Requestor

~ Submit  More Vv Exit
v Application Details Document Upload Application History

Joined Date : 02.04.2016 Expected Retirement Date : 04.04.2053
ol

A
Current Position Start Date : i Previous Con
L =+ 18

Diisikan oleh Ketua Bahagian Diisikan oleh Ketua Pejabat

Proposed

Acting Type
Tarikh Sokongan :

Acting Start Date :

Acting End Date

Personnel Subarea (Jabatan Dipangku) :
Position (Jawatan Dipangku) : (c]
Current Position Holder

(Pegawai Dipangku) o o]

19. Ketua Bahagian may review the details under Current Position Holder Leave Record
(Pegawai Dipangku).

= sSystem Help (& A8 X

£ »E: 7 Application List - Requestor

v Submit  More Xit

Current Position Holder Leave Record (Cuti Pegawai Dipangku)

Start Date End Date No. of Days Leave Type Application Status

Reason for supporting employee

(Pegawai Memangku) :

Any details on employee's
(Pegawai Memangku)
previous acting history/

position's Special

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 13
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20. Enter the Reason for supporting employee.

21. Enter employee’s Previous acting history / Competency’s requirement (Optional).

= System Help
3 iSAPd
~ | Submit  More v

Start Date End Date

No. of Days

Application List - Requestor

Leave Type Application Status

< -8 X

Exit

<> v

Reason for supporting employee

(Pegawai Memangku) :

Any details on employee's
(Pegawai Memangku)

previous acting history/

position's Special

Competency requirement :

22. Review Approver details auto-populated by system.

Note: If the auto-populated Acting Approver is not correct, select a Personnel Number as

an Acting Approver (Kuasa Membenarkan Memangku) for this Acting Application.

= System Help

g — 8 X
< »E: 7 Application List - Requestor
v Submit  More Exit
*Route to Acting Approver: T 16 v
(Kuasa Membenarkan Memangku)
[Maximum 3]
*Entitled to Acting Allowance *Route to Payroll Clerk/Officer (Budget Owner)
Job Data Notes
Remarks
SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 14
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23. Select the Entitlement of employee to Acting Allowance.
Note: ‘Yes’ means system will route allowance application to Payroll Clerk and Officer,
while ‘No’ means system will not route allowance application and process is considered

complete after approved by Acting Approver (Kuasa Membenarkan Memangku).

= system Help < &

< »E: 7 Application List - Requestor

v Submit  More Exit

_ 8 x

E
*Route to Acting Approver:
[

-
[
‘

(Kuasa Membenarkan Memangku)

[Maximum 3]

*Entitled to Acting Allowance ~ I *Route to Payroll Clerk/Officer (Budget Owner)

Job Data Notes

Remarks

24. Select the Subarea which will pay acting allowance for the employee.

Note: The selected subarea will be routed for allowance verification and approval.

= system Help < &

< »E: 7 Application List - Requestor

v Submit  More Exit

_ 8 x

*Route to Acting Approver: 5 )
[
(Kuasa Membenarkan Memangku)

[Maximum 3]

*Entitled to Acting Allowance ~ *Route to Payroll Clerk/Officer (Budget Owner) I

Job Data Notes

Remarks

SSM_UG_PA_Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 15
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25. Enter Job Data Notes (Optional).

g
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System Help

Dserg

< & g x
Application List - Requestor
v Submit  More Exit
*Route to ﬁct\n!iﬁpprcver‘r j[, v
[ ah
(Kuasa Membenarkan Memangku)
[Maximum 3]
*Entitled to Acting Allowance ~ *Route to Payroll Clerk/Officer (Budget Owner)
Job Data Notes
Remarks
<> <>
26. Navigate to Document Upload tab.
27. Click on Lookup icon to upload Attachment.
= sSystem Help (F 8 x
£ »E: 7 Application List - Requestor
v Submit  More Exit
v Applicati@els] Application History
O Attachment #1 1

Attachment #2 :

Attachment #3

(=0

Delete

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0
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28. Select File to be uploaded.

29. Click on Open button.

= System Help

= O X
pen %1 Requestor
« v 4 & > ThisPC > Pictures

Organize ~  New folder

date A
> o Quick access

@ OneDrive -
= This PC

¥ Network

& EB2300000064-Contoh... | &

| L]
<
File name:

o 29 .
[ | conce

Exit

Note: The SAP GUI Security message will be displayed.

30. Click on Allow button.

= System Help

£ »E: 7 Application List - Requestor

v Submit  More

v Application Details Document Upload Application History

. Attachment #1 SAP GUI Security
Attachment #2 . o
The system is attempting to access the following file:
Attachment #3
A c:
Delete

Do you want to grant access to this file?

3 Ay Decision
r ]

I a

A EB2300000064-Contch
Surat.png

Exit

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0
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Note: The File Attachment has successfully been uploaded.
= sSystem Help (& A8 X
S SAF Application List - Requestor
~ Submit  More Vv Exit
v Application Details Document Upload Application History :
. Attachment #1 : EB2300000064-Contoh Surat.png i;'
Attachment #2
Attachment #3
Delete
31. Enter the Remarks for employee’s application.
32. Tick on Declaration checkbox.
33. Click on Submit button.
= System Help < 8 x
4 v-i- ’ 33 Application List - Requestor
v More Exit

Remarks

r_a
L-/IJ Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan
butir-butir keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan

undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak

untuk menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran
yang mungkin telah dibuat

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 18
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Note: The Kuasa Membenarkan Memangku page will be displayed. The selected

Personnel Number may be reviewed before submitting the application
34. Click Confirm button.

= System Help

Dserg

< o g x
Application List - Requestor
~ Submit More Exit
\RUGSA MIETTIUEIAIRI VIS Ia1IgRU) -
= Kuasa Membenarkan Memangku x
Kindly confirm that you have selected the correct Personnel Number(s) to route this

acting application to obtain approval (Kuasa Membenarkan Memangku).

r 1
Personnel Number(s):

a

Remarks

34

v

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan

butir-butir keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan
<>

undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0

19



OMBER
B iy

Sistem Sumber Manusia - Temporary Acting )

%
Tompen ™

Note: If the employee has not completed Peraturan Perkhidmatan and/or Peraturan
Kewangan examination, a pop-up message will appear.

i)  Type the Additional reasonings on why the employee is supported for acting.

i) Type ‘Not applicable’, if the position does not require completion of both examinations.

i) Click Confirm button.

= =1
= =EET = Application List - Requestor X <d -8 %
‘4 SAP
Kindly be reminded that this employee (Pegawai Memangku) has not completed
Exit
Peraturan Perkhidmatan (GO) and/or Peraturan Kewangan (FR). These examinations may affect
employee's eligibility to be approved for performing acting for certain positions
e.g. Administrative Officer. Please provide additional reason(s) if applicable
f this acting position (Jawatan Dipangku) does not require acting employee (Pegawai Memangku)
to complete GO and FR, proceed to click ‘Confirm"
IS B
Remarks
L 4
< Confirm Cancel <7

- ° < _

Outcome: The Application has successfully been submitted to Acting Approver.

= Edit System Help < &

< »E: 7 Application List - Requestor

~ 1 Z 63 Morev Exit

Application ID Version Application Status Personnel No. IC No. Name Subarea Acting Subarea Er
4

I
Lhnszsoouo 1 Pending Approval Pel

<> <>

Saved

SSM_UG_PA_Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 20
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EDIT REWORKED Backend User

APPLICATION Ketua Bahagian

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 < & — |:|-| X
SAP Easy Access
I =R SRR T A Y A More Vv a o @D Exit

0 2
> [ Favorites
= g

v 15 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ office
> [ Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
» [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= sSystem Help & 8 X
< K :' -J Employee Movement Menu
hd More Exit
r £ ~
Requestors Endorsers/Approvers
i a
Application Type Application Type

Melanjutkan Tempoh Percubaan
Penetapan Jawatan
Pemindahan Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Pengambilan Semula Selepas Bersara (Kontrak)
Penyambungan Perkhidmatan (Kontrak)
Pengambilan Semula Selepas Bersara (SKS)
Penyambungan Perkhidmatan (SKS)

Kenaikan Pangkat/ Memangku Substantif

Penyelarasan

Penyerapan

EB Sekatan

EB Khas

SSM_UG_PA _Back End (SAP GUI)_Temporary Acting_Ketua Bahagian_v1.0 21
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2. Under Requestors: Application Type, click on Memangku Sementara.
= system Help (& A8 X
( - :‘ 'J Employee Movement Menu

hd More

r £
Requestors Endorsers/Approvers
i

Application Type Application Type

Melanjutkan Tempoh Percubaan
Penetapan Jawatan

Pemindahan Pemindahan

Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Kenaikan Pangkat/ Memangku Substantif
Penyelarasan

Penyerapan
I Memangku Sementara

EB Sekatan

Clerk/Officer

Application Type

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

= Program Edit Goto System Help < o — 5‘ X
»E- 7 Employee Movement Application Type Selection
hd & save as variant... More Vv Exit
Selection

" o
* Personnel Subarea l:lLT
i in

Application Status :

[B] Fit out alt required entry fietds
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3. Enter Personnel Subarea.
4. Enter Application Status (Optional).
5. Click on Execute button.
= Program Edit Goto System Help < é‘ — 51 x
< »E: 7 Employee Movement Application Type Selection
hd & save as variant... More Vv

Selection

Exit
T =
* Personnel Subarea (=
Application Status :

Fill out all required entry fields Viesw

Note: The Application List — Requestor page will be displayed.

= Edit System Help

6. Select the application with 'Reworked to Admin' status and click on Change icon.
< =]
< »E: 7 Application List - Requestor
v &3 More v

X

Exit
Application ID Version Application Status
[ A

Personnel No. IC No. Name Subarea
[
MS230000

Acting Subarea
Reworked to Admin
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Note: The Application List — Requestor page will be displayed.

= System Help
(SARS

v Submit ~ Withdraw  More

Application Type : MEMANGKU SEMENTARA
Application ID
Personnel No
IC No

Name

Employee Details

v Basic Info v Performance + Unpaid Leaves

Employee Group :
Personnel Area
Position

Pay Scale Group :

Date of Birth :

Age

Application List - Requestor

Appl. Date

Version Status : Reworked to Admin

Download Service Record

Grievances Examination Details v Education v Training

Subgroup

Subarea

Est. Salary Scale
Salary (%)

Length of Service

Exit

7. Navigate to Application History tab.

8. Click on Remarks button to view any comments made by Acting Approver (Ketua

Pejabat) on why this application is reworked.

= System Help
‘& SAPZ

v Submit ~ Withdraw  More

v Document Uploaliy@ll v Application History

Date Time User ID

v Application Details

Version
1
1

Application List - Requestor

Application Status Remarks
Pending Approval 4 °

N

Reworked to Admin

Exit
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9. Navigate to Application Details tab.

10. Review and amend employee’s Current Position Start Date and Previous Confirmation

Date.

= System Help < &

£ »E: 7 Application List - Requestor

ubmit  More Exit

v Application Details Document Upload Application History

Joined Date : 02.04.2016 Expected Retirement Date : 04.04
™ 8l
I Current Position Start Date : i Previous Confirmation Date
i o

Proposed Diisikan oleh Ketua Bahagian Diisikan oleh Ketua Pejabat

Acting Type

Tarikh Sokongan :

Acting Start Date :

Acting End Date

Personnel Subarea (Jabatan Dipangku) :

Position (Jawatan Dipangku) : (c]
Current Position Holder

(Pegawai Dipangku) o o]

11. Ketua Bahagian may review and amend in the Proposed Temporary Acting details

based on remarks from Ketua Pejabat.

= System Help < &

£ »E: 7 Application List - Requestor

~ | Submit Withdraw Mare Exit

v Application Details Document Upload Application History

Joined Date : 02.04.2016 Expected Retirement Date : 04.04.2053
r ol

Current Position Start Date : i Previous Conﬁ
) ’ 11

Proposed Diisikan oleh Ketua Bahagian Diisikan oleh Ketua Pejabat

Acting Type

Tarikh Sokongan :

Acting Start Date :

Acting End Date

Personnel Subarea (Jabatan Dipangku) :
Position (Jawatan Dipangku) : (c]
Current Position Holder

(Pegawai Dipangku) o o]
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12. Enter the Reason for supporting employee.

13. Enter employee’s Previous acting history / Competency’s requirement (Optional).

= System Help

T

< 5 X%
Application List - Requestor
~ Submit  More Exit
Start Date End Date No. of Days Leave Type Application Status v
<> <> v
Reason for supporting employee
(Pegawai Memangku) :

Any details on employee's

(Pegawai Memangku)

previous acting history/

position's Special

Competency requirement :

14. Review Approver details auto-populated by system.

Note: If auto-populated Acting Approver is not correct, select a Personnel Number as an

Acting Approver (Kuasa Membenarkan Memangku) for this Acting Application.

= System Help

¢ 8 x
< »E: 7 Application List - Requestor

~ | Submit Withdraw More

=

*Route to Acting Approver:
[

Lr“_l

Exit
(Kuasa Membenarkan Memangku)

[Maximum 3]

*Entitled to Acting Allowance *Route to Payroll Clerk/Officer (Budget Owner)

Job Data Notes

Remarks
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15. Select the Entitlement of employee to Acting Allowance.

Note: ‘Yes’ means system will route allowance application to Payroll Clerk and Officer,
while ‘No’ means system will not route allowance application and process is considered

complete after approved by Acting Approver (Kuasa Membenarkan Memangku).

< -8 X

= System Help

< »E: 7 Application List - Requestor
Exit

~ | Submit Withdraw More

E
*Route to Acting Approver:
[

Lr“_l

(Kuasa Membenarkan Memangku)

[Maximum 3]

*Entitled to Acting Allowance ~ I *Route to Payroll Clerk/Officer (Budget Owner)

Job Data Notes

Remarks

16. Select the Subarea which will pay acting allowance for the employee.

Note: The selected subarea will be routed for allowance verification and approval.

< -8 X

= System Help

< »E: 7 Application List - Requestor

~ | Submit Withdraw More

[ 3
*Route to Acting Approver: 5
[

(Kuasa Membenarkan Memangku)

[Maximum 3]

. “Route to PayrollCirk/Offcer (Budget Ownen) |

*Entitled to Acting Allowance

Job Data Notes

Remarks

Exit
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17. Enter Job Data Notes (Optional).
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System Help

Dserg

< & g x
Application List - Requestor
~ | Submit Withdraw Mare Exit
*Route to ﬁctm!iﬁpprcver‘r j[, v
[ ah
(Kuasa Membenarkan Memangku)
[Maximum 3]
*Entitled to Acting Allowance ~ *Route to Payroll Clerk/Officer (Budget Owner)
Job Data Notes
Remarks
<> <>
18. Navigate to Document Upload tab.
19. Click on Lookup icon to upload Attachment.
= sSystem Help (F 8 x
£ »E: 7 Application List - Requestor
~ | Submit Withdraw More v Exit
v Applicati@Fe] Application History
O Attachment #1 1

Attachment #2 :

Attachment #3

(=0

Delete
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20. Select File to be uploaded.

21. Click on Open button.

= System Help

= O X
pen %1 Requestor
« v 4 & > ThisPC > Pictures

Organize ~  New folder

date A
> o Quick access

@ OneDrive -
= This PC

¥ Network

& EB2300000064-Contoh... | &

| L]
<
File name:

o 21
[ | conce

Exit

Note: The SAP GUI Security message will be displayed.

22. Click on Allow button.

= System Help
£ »E: 7 Application List - Requestor

~ | Submit Withdraw More

v Application Details Document Upload Application History

. Attachment #1 SAP GUI Security
Attachment #2 . o
The system is attempting to access the following file:
Attachment #3
A c:
Delete

Do you want to grant access to this file?

3 Ny Decision
r ]

I a

A EB2300000064-Contch
Surat.png

Exit
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Note: The File Attachment has successfully been uploaded.
= sSystem Help (& A8 X
S SAF Application List - Requestor
~ | Submit Withdraw Mare Exit
v Application Details Document Upload Application History :
. Attachment #1 : EB2300000064-Contoh Surat.png i;'

Attachment #2

Attachment #3

Delete

23. Enter the Remarks employee’s application.
24. Tick on Declaration checkbox.

25. Click on Submit button.

= System Help
< K : J 25 Application List - Requestor

- Withdraw More Exit

Remarks

r_a
L-/IJ Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan
butir-butir keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan
undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib

dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak

untuk menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran

yang mungkin telah dibuat :
<>
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Note: The Kuasa Membenarkan Memangku page will be displayed. The selected

Personnel Number may be reviewed before submitting the application
26. Click Confirm button.

= System Help

Dserg

< o g x
Application List - Requestor
~ Submit More Exit
\RUGSA MIETTIUEIAIRI VIS Ia1IgRU) -
= Kuasa Membenarkan Memangku x
Kindly confirm that you have selected the correct Personnel Number(s) to route this

acting application to obtain approval (Kuasa Membenarkan Memangku).

r 1
Personnel Number(s):

a

Remarks

26

v

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan

butir-butir keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan
<>

undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
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Note: If the employee has not completed Peraturan Perkhidmatan and/or Peraturan
Kewangan examination, a pop-up message will appear.

i)  Type the additional reasonings on why the employee is supported for acting.

i) Type ‘Not applicable’, if the position does not require completion of both examinations.

i) Click Confirm button.

= =1
= =EET = Application List - Requestor X <d -8 %
‘4 SAP
Kindly be reminded that this employee (Pegawai Memangku) has not completed
Exit
Peraturan Perkhidmatan (GO) and/or Peraturan Kewangan (FR). These examinations may affect
employee's eligibility to be approved for performing acting for certain positions
e.g. Administrative Officer. Please provide additional reason(s) if applicable
f this acting position (Jawatan Dipangku) does not require acting employee (Pegawai Memangku)
to complete GO and FR, proceed to click ‘Confirm"
IS B
Remarks
L 4
< Confirm Cancel <7

- ° < _

Outcome: The Application has successfully been submitted to Acting Approver.

= Edit System Help < &

< »E: 7 Application List - Requestor

~ 1 Z 63 Morev Exit

Application ID Version Application Status Personnel No. IC No. Name Subarea Acting Subarea Er
4

I
Lhnszsoouo 1 Pending Approval Pel

<> <>

Saved
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WITHDRAW REWORKED Backend User

APPLICATION Ketua Bahagian

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 < & — |:|-| X
SAP Easy Access
I =R SRR T A Y A More Vv a o @D Exit

0 2
> [ Favorites
= g

v 15 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ office
> [ Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
» [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

Note: Employee Movement Menu page will be displayed.

= sSystem Help & 8 X
< K :' -J Employee Movement Menu
hd More Exit
r £ ~
Requestors Endorsers/Approvers
i a
Application Type Application Type

Melanjutkan Tempoh Percubaan
Penetapan Jawatan
Pemindahan Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Pengambilan Semula Selepas Bersara (Kontrak)
Penyambungan Perkhidmatan (Kontrak)
Pengambilan Semula Selepas Bersara (SKS)
Penyambungan Perkhidmatan (SKS)

Kenaikan Pangkat/ Memangku Substantif

Penyelarasan

Penyerapan

EB Sekatan

EB Khas
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2. Under Requestors: Application Type, click on Memangku Sementara.
= system Help & — 8 x
< »E: 7 Employee Movement Menu
v More Exit

r £
Requestors
L

Application Type
Melanjutkan Tempoh Percubaan
Penetapan Jawatan
Pemindahan
Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan
Kenaikan Pangkat/ Memangku Substantif
Penyelarasan

Penyerapan

I Memangku Sementara

Endorsers/Approvers

Application Type

Pemindahan

Bintang-Bintang Kebesaran / Pingat-Pingat Kehormatan

EB Sekatan

Clerk/Officer

Application Type

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

= Program Edit Goto System Help

».E- 7 Employee Movement Application Type Selection

v [§ save as variant...  More v

Selection

" o
* Personnel Subarea l:lLT
i in

Application Status :

[B] Fit out alt required entry fietds

o —

[a]
x

Exit
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3. Enter Personnel Subarea.
4. Enter Application Status (Optional).
5. Click on Execute button.
= Program Edit Goto System Help < é‘ 51 x
< »E: 7 Employee Movement Application Type Selection
hd & save as variant... More v Exit
Selection

T =
* Personnel Subarea (=
Application Status :

Fill out all required entry fields Viesw

Note: The Application List — Requestor page will be displayed.

= Edit System

Lsang

Help

6. Select the application with ‘Reworked to Admin’ status and click on Change icon.

< & =]
Application List - Requestor

X

Exit
Application ID Version Application Status
[ A

Personnel No. IC No. Name Subarea
[
MS230000

Acting Subarea
Reworked to Admin
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Note: The Application List — Requestor page will be displayed.
= sSystem Help (& A8 X
< »E: 7 Application List - Requestor
hd Submit Withdraw More Exit
Application Type : MEMANGKU SEMENTARA Appl. Date -
Application ID Version Status : Reworked to Admin

Personnel No
IC No

Name

Employee Details Download Service Record

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

Employee Group : Subgroup

Personnel Area Subarea :

Position

Pay Scale Group : Est. Salary Scale

Date of Birth : Salary ()

Age Length of Service

7. Navigate to Application History tab.

8. Click on Remarks button to view any comments made by Ketua Jabatan.

= System Help

< -85 X%
< »E: 7 Application List - Requestor
v Submit Withdraw More 7 Exit
v Application Details v Document Upload v Application History N
Date Time User ID Version Application Status Remarks
il Pending Approval 4 °
1 Reworked to Admin 8
<> <> -
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9. Enter the Remarks for why the application is withdrawn.
10. Tick on Declaration checkbox.
11. Click on Withdraw button.
= sSystem Help (F -8 x
< »-E: 7 11 Application List - Requestor
~ | Submit More v Exit
Remarks u
[~’I: Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan
butir-butir keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan
undang-undang (termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib
dibawah mana-mana peraturan-peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak
untuk menarik balik sebarang kelulusan yang diberikan berhubung dengan permchonan ini dan menuntut balik pembayaran
yang mungkin telah dibuat -
<> <>

Outcome: The Application has successfully been withdrawn.

= Edit System Help

S

More

v a0 7 &

Application ID Version Application Status
E 4

'

MS230000 1 Withdrawn

Application List - Requestor

Personnel No. IC No. Name

Subarea

Acting Subarea

oy

Exit
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TEMPORARY ACTING Backend User

APPLICATION REPORT

Ketua Bahagian

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

1. Enter ZPA_017 in the search bar.

= Menu Edit Favorites Extras System Help

< -85 X%
»E: 7 1 SAP Easy Access
ZPA_017 v & [ L F Othermenu W kR v A B Create role  More ™ Q { & 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 Temporary Acting Application Report page will be displayed.

= Program Edit Goto System Help & 8 X
< »E: 7 Temporary Acting Application Report

v [§ save as variant...  More v Exit

Temporary Acting Application Report

T o]
* Application Date From 0
it

Personnel Subarea :
Application Status :

Employee Subgroup

SSM_UG_PA _Back End (SAP GUI)_Promotion & Substantive Acting_Ketua Bahagian_v1.0 38



Sistem Sumber Manusia - Promotion / Substantive Acting

2. Enter Application Date of Temporary Acting (Optional).
3. Enter Personnel subarea (Optional).

4. Click on Execute button.

= Program Edit Goto System Help < o — |:|-1 X
< »E: 7 Temporary Acting Application Report
hd &l save as variant... More Vv Exit
Temporary Acting Application Report
" Application Date From i el to o
Personnel Subarea
Application Status :
Employee Subgroup
Note: The Temporary Application Report page will be displayed.
= List Edit Goto Views Settings System Help < & _ |:|-1 X
Temporary Acting Application Report
v Q = = VY B w B = 8 G More Q &  Exit

Acting Type Application ID Application S Submitted On Approved On Acting Personnel Nu.. IC Number Acting Employee Name
r -

Memangku Tidak Disamping Tugas MS2300001 Approved o
L L

Memangku Tidak Disamping Tugas MS2300001 Approved

Memangku Tidak Disamping Tugas MS2300001 Approved

Memangku Tidak Disamping Tugas MS230000¢ Approved

Memangku Tidak Disamping Tugas MS230000¢ Rejected

Memangku Tidak Disamping Tugas MS230000¢ Approved

Memangku Tidak Disamping Tugas MS2300001 Approved

Memangku Tidak Disamping Tugas MS230000! Approved

Memangku Tidak Disamping Tugas MS230000 Approved

Memangku Disamping Tugas MS230000¢ Approved

Memangku Tidak Disamping Tugas MS230000¢ Pending Appr

Memangku Disamping Tugas MS230000¢ Approved

Memangku Disamping Tugas MS2300001 Pending Appr.

Memangku Disamping Tugas MS2300001 Approved

Memangku Disamping Tugas MS2300001 Pending Appr

Memangku Tidak Disamping Tugas MS230000¢ Withdrawn

Memangku Disamping Tugas MS2300008 Pending Appr.

Memanaku Tidak Disampina Tuoas MS230000 = Pendina Aoor v
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5. Click the right button on the Mouse and select ‘Spreadsheet’.

= List Edit Goto Views Settings System Help < & _ |:|-1 X

Temporary Acting Application Report
v Q = = VY B w B = 8 G More L B Exit

Acting Type Application |D Application S.. Submitted On Approved On Acting Personnel Nu.. IC Number Acting Employee Name

Memangku Tidak Disamping Tugas MS2300000 Approved .
| ST T s B o e “Ms230nn0n_ Approved

LMemangku Tidak Disamping ~ COPY Text 3 Approved

Memangku Tidak Disamping Details S Approved

Memangku Tidak Disamping Optimize Width 5 Rejected

Memangku Tidak Disamping B Approved

Memangku Tidak Disamping Unireeze Columns 7 Approved

Memangku Tidak Disamping £ B Approved

Memangku Tidak Disamping Set Filter... P Approved

Memangku Disamping Tugas Approved

Memangku Tidak Disamping Pending Appr

Memangku Disamping Tugas MS23000C Approved

Memangku Disamping Tugas MS23000¢ Pending Appr.

Memangku Disamping Tugas MS230000 Approved

Memangku Disamping Tugas MS23000C Pending Appr

Memangku Tidak Disamping Tugas MS23000C Withdrawn

Memangku Disamping Tugas MS23000C Pending Appr.

Memanaku Tidak Disampina Tuoas MS23000C Pendina Aoor = | s T ____ S - :

Note: The Select Spreadsheet message will be displayed.

6. Click on Tick button.

= List Edit Goto Views Settings System Help < & . |:|-| X
S SAF Temporary Acting Application Report
s a = = Y B " B ®m &8 G More Q @ Exit

Acting Type Application ID Application S Submitted On  Approved On  Acting Personnel Nu.. IC Number  Acting Employee Name
Memangku Tidak Disamping Tugas MS230000 Approved :
Memangku Tidak Disamping Tugas MS230000 Approved
Memangku Tidak Disamping Tugas MS230000; Approved
Memanaku Tidak Nisambina Tuaas MS230000 Anoroved
Memz = Select Spreadsheet x
Mema
Mema

Formats:
Memz
Mema Excel (in MHTML Format)
Mema OpenOffice (in OpenDocument Format 2.0)

n

=it Select from All Available Formats

L 3
Mema

Excel - Office Open XML Format (XLSX) ~

Mema
Mema
Memsz Use Selected Format
Mema
Mema
Mem:
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7. Select File Location.

8. Click on Save button.

= List Edit

1 sapg

Goto Views  Settings System Help

Temporary Acting Application Report

" I = &

i More

Acting = Save As

Meman
1 Documents > SAP v (5] Sear AP

v folder - 0

Meman + B

Meman

Meman

LT . SAP GUI

Mema -
Mema
Mema
Mema
Memz
Mema | | @ OneDrive - Dynal

Mema

= This PC

v € >
Mema

Mema File pame: = EXPORT.XLSX -

Memaz Save as type: Excel [*XLSX) .
Mema
Cancel

Mema A Hide Folders

Mem

5« |0 Acting Personnel Nu.

1C Number

a &

Exit

Acting Employee Name

Note: The SAP GUI Security page will be displayed.

9. Click on Allow icon.

= List Edit Goto Views Settings System Help
< »-E: 7 Temporary Acting Application Report
v = = Y B W B ®m & @ Moev
Acting Type Application ID Application S Submitted On  Approved On  Acting Personnel Nu.
Memangku Tidak Disamping Tugas MS2300000001 Approved 27.10.2023  27.10.2023
Memangku Tidak Disamping Tugas MS2300000002 Approved 27.10.2023  27.10.2023
Memangku Tidak Disamping Tugas MS2300000003 Approved 28.10.2023 28.10.2023
Memanaku Tidak Nisambina Tuaas MS2300000004 Anoroved 28102023 28.10.2023
Memz = act Spreadsheet
Mamza 2810 2023
SAP GUI Security X 23
23
The system is attempting to create the file b3
C:\Users\azim.rahman\OneDrive - Dynamik Technologies < AP\EXPORT.XLSX 3
in the following directory
C:\Users\azim.rahman\OneDrive - Dynamik Technologies Sdn. Bhd\Documents\SAP\ 23
Do you want to grant the permission to modify the parent directory and all its subdirectories?
3

Remel] y Decision

Deny

. Transferring package 1 of 1

1C Number
10061483 01058917
10074300 00255298
10010573 00287103
10010573 00287103
10023141 00299960
10071692 00308237
10071692 00308237
10023141 00299960
10023141 00299960
10023141 00299960
10023141 00299960
10061483 01058917
10023141 00299960
10101753 01098520
10101753 01098520
10061483 01058917
10061483 01058917
10061483 01058917

Acting Employee Name

AWANG MOHAMMAD TAIB BIN JUMAT / LAKIM
DAYANG HAJAH ROSNI BINTI HAJI ALI

AWG. MOHAMAD ABU HANAFI BIN AWANG HAJI
AWG. MOHAMAD ABU HANAFI BIN AWANG HAJI
AWANG MAHADI BIN AWANG MAIL

DAYANG RAIHANIAIDAH BINTI HAJI SABAN
DAYANG RAIHANIAIDAH BINTI HAJI SABAN
AWANG MAHADI BIN AWANG MAIL

AWANG MAHADI BIN AWANG MAIL

AWANG MAHADI BIN AWANG MAIL

AWANG MAHADI BIN AWANG MAIL

AWANG MOHAMMAD TAIB BIN JUMAT / LAKIM
AWANG MAHADI BIN AWANG MAIL

NUR AZRYATY NATASAHA BINTI HAJI AZAHARI
NUR AZRYATY NATASAHA BINTI HAJI AZAHARI
AWANG MOHAMMAD TAIB BIN JUMAT / LAKIM
AWANG MOHAMMAD TAIB BIN JUMAT / LAKIM
AWANG MOHAMMAD TAIB BIN JUMAT / LAKIV\(.I S

<
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Outcome: The Temporary Acting Application Report has successfully been

downloaded.

= st Edit Golo Views Settings System Help & 8 X
S SAF Temporary Acting Application Report
v = = Y B & (v B ® @& G Moev Q B Exit

Acting Type Application ID Application S.. Submitted On Approved On Acting Personnel Nu.. IC Number  Acting Employee Name

Memangku Tidak Disamping Tugas MS230000 Approved o
rMemangku Tidak Disamping Tugas MS230000 Approved |
LMemangku Tidak Disamping Tugas MS230000 Approved ]

Memangku Tidak Disamping Tugas MS230000 Approved

Memangku Tidak Disamping Tugas MS2300008% Rejected

Memangku Tidak Disamping Tugas MS230000 Approved

Memangku Tidak Disamping Tugas MS230000 Approved

Memangku Tidak Disamping Tugas MS230000 Approved

Memangku Tidak Disamping Tugas MS230000 Approved | |

Memangku Disamping Tugas MS230000 Approved

Memangku Tidak Disamping Tugas MS230000M Pending Appr

Memangku Disamping Tugas MS230000 Approved

Memangku Disamping Tugas MS230000 Pending Appr.

Memangku Disamping Tugas MS230000 Approved

Memangku Disamping Tugas MS230000 Pending Appr |

Memangku Tidak Disamping Tugas MS230000 Withdrawn

Memangku Disamping Tugas MS2300008 Pending Appr..

Memanaku Tidak Disamoina Tuoas MS230000 Pendina Aoor —— - —-— e — e - :

ownload 6 KB C:
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