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INTRODUCTION

This user guide acts as a reference for Treasury HL Verifier (Front End User) to manage
Housing Loan. All company and individual names used in this user guide have been

created for the purpose of guiding users on the use of the system.

Where possible; user guide developers have attempted to avoid using actual Companies

and Individuals; any similarities are coincidental.

Changes and updates to the system may lead to updates to the user guide from time to

time.

Should you have any questions or require additional assistance with the user guide

materials, please contact the SSM Help Desk.

GLOSSARY

The following acronyms will be used frequently:

SSM Sistem Sumber Manusia

SAP GUI SAP Graphical User Interface / Back End
FIORI Front End/Web Portal

ESS Employee Self Service

MSS Manager Self Service

HL Housing Loan

FURTHER ASSISTANCE

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

ssm.helpdesk@dynamiktechnologies.com.bn.
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Process Overview

Verify Housing Loan Application

Start

Start

Click on House Loan

Select the "Application

Select the Application ID

Click on ‘Expand’ icon to

Click on ‘Assessment’

Verificationtab [ »|  Verification'tle | | with the status Certiieq” [ »| VieWandverffythe - [—  icontoreview
application details assessment details
y
Click on ‘Application " . P— Click on the ; .
" i, N Click on ‘Application : ndd' . . Click on ‘Attach Ensure all assessment
History’ icon to review AN : Click on 'Add' button to Display” button to : "
the application historical Notesf icon to I\flewtnotes add documents if required display the files or D SUPPO?IP.Q details arre"czrrect and
data rom applican documents ccuments’ icon lle
L P Click on “Verify” button to Enter the notes to i AJarify’
Tick ‘Disclaimer’ box »] Verity the Housing Loan activate the Click on "Verify button to End
once confirm A Napif confirm
application Verify' button
A
Click on ‘Cancel’ button
to cancel
: . I . Click on ‘Expand’ icon to Click on ‘Assessment’
Click on House Loan Select the "Application Select the Application ID N N N N
Verificationtab | ®|  Verfication’tle | ] with the status ‘Certified' [ ¥  Viewandverifythe = icon o review
application details assessment details
A
Click on ‘Application " . - Click on the ; .
y . N Click on ‘Application " B . . . Click on ‘Attach Ensure all assessment
History' icon to review Notes' icon to view notes Click on 'Add’ button to Display’ button to Supporting detalls are correct and

add documents if required

display the files or

the application historical N i
data from applicant documents Documents’ icon filled
e Mierlaimar Click on ‘Rework’ button Enter the notes to " 4 g
Tick ‘Disclaimer’ box to Rework the Housing activate the Click on ‘Rework’ button End
once confirm o . . to confirm
Loan application Rework’ button
A
Click on ‘Cancel’ button
to cancel
4
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Process Overview

On Hold Housing Loan Application

Start

Start

Click on House Loan

Select the "Application

Select the Application ID

Click on ‘Expand’ icon to

Click on ‘Assessment’

Verificationtab [ »|  Verification'tle | | with the status Certiieq” [ »| VieWandverffythe - [—  icontoreview
application details assessment details
y
Click on ‘Application " . P— Click on the ; .
" i, N Click on ‘Application : ndd' . . Click on ‘Attach Ensure all assessment
History’ icon to review AN : Click on 'Add' button to Display” button to : "
the application historical Notes' icon to \flew notes add documents if required display the files or Suppor‘tlr\g details are correct and
data from applicant documents Documents’ icon filled
L P Click on “On Hold’ button Enter the notes to i o .
Tick ‘Disclaimer’ box »| to On Hold the Housing activate the ‘On Click on “On Hold' button End
once confirm i . to confirm
Loan application Hold" button
A
Click on ‘Cancel’ button
to cancel
: . I . Click on ‘Expand’ icon to Click on ‘Assessment’
Click on House Loan Select the "Application Select the Application ID N N N N
Verificationtab | ®|  Verfication’tle | ] with the status ‘Certified' [ ¥  Viewandverifythe = icon o review
application details assessment details
A
Click on ‘Application " . - Click on the ; .
y . N Click on ‘Application " B . . . Click on ‘Attach Ensure all assessment
History' icon to review Notes' icon to view notes Click on 'Add’ button to Display’ button to Supporting detalls are correct and

the application historical

add documents if required

display the files or

data from applicant documents Documents’ icon filled
L Miclaimar Click on ‘Reject’ button Enter the notes to : [
Tick ‘Disclaimer’ box 1o Reject the Housing activate the Click on ‘Reject’ button End
once confirm o oot to confirm
Loan application Reject’ button
A

Click on ‘Cancel’ button

to cancel
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Front End User

MAINTAIN APPLICATION -
HL Verifier

1. Click on House Loan Verification tab.

2. Select Application Verification tile.

House Loan Verification

Application
Verification

House Loan

® Ginis

< Application List (1) Housing Loan Verification Page
‘ Search Q 3 |

HL24

Transaction ID: HL24

Certified Submission Date: Application Status: Certified

o (B (m (@
@ © ¢ =@ ©

Submission Date:

> | Personal Details

> Il Contact Details

> 1ll. Employment Details

> IV Application and Loan Details

> V. Income and Deductions

> VL. Loan Entitlements

Rework l:nl::l Reject
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3. Select application with ‘Certified’ status.

Note: HL Verifier may take note on the Application ID for reference purposes.

(O Housing Loan Verification Page v
< Application List (1) Housing Loan Verification Page
arch a o
Transaction |D: HL24 |
HL24

. . - .
Certified Submission Date: Application Status: Certified

Submission Date:

> | Personal Details
> Il Contact Details
> lll. Employment Details

> IV. Application and Loan Details

> V. Income and Deductions

> VL. Loan Entitlements

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

details from Section | to Section VII.

(D Housing Loan Verification Page v

£ Application List (3) Housing Loan Verification Page
Search Q TN N s SN
e 7)) (@) (B) L
HL24 e ﬁ
Certified
Submission Date: > |. Personal Details

> ll. Contact Details

HL24 >
Rework by HL Approver

1ll. Employment Details
Submission Date > IV. Application and Loan Details

> V. Income and Deductions

HL24 > VL. Loan Entitlements
Rework by HL Approver
Submission Date: > VIL. Previous Application History
Declaration
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5. Click on Assessment tab.

6. Review and ensure the assessment details entered by all Department Appraisers are

correct and filled.

(D Housing Loan Verification Page v

£ Application List (1) Housing Loan Verification Page

Search Q o TN N

(i) @ (@)

HL24 — —
Certified n

Submission Date: By Public Works Department
Building Valuation Estimated
Date e Building Age Remarks Status By Dat
By Land Department
Proposed house
Date EDR No Lot No Term Tenure Land Value Remarks

within Dept's control

By Housing Development Department

Date EDR No Lot No Term Tenure House Type House Class Valuation Remarks
Amount

Note: All Department Appraisers will have to fill in their details within the respective

sections.

(D Housing Loan Verification Page v

< Application List (1) Housing Loan Verification Page
Search Qo e N
(1) @ (@)
HL24 — S
Certified m
Submission Date: By Public Works Department
Date Building Valuation Estimated ReTar Status By Dat

Amount Building Age

By Land Department

Proposed house

within Dept's control Remarks

Date EDR No Lot No Term Tenure Land Value

By Housing Development Department

Date EDR No Lot No Term Tenure House Type House Class Valuation Remarks
Amount
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7. Click on Attachment tab.

8. Click on Display to view supporting documents.

< Application List (1) Housing Loan Verification Page
Search a o
HL24
Certified
Submission Date: P —.
Supporting Document Type File Name File Size & 8

PDF, JPG, PNG 190.69 KB Delete

Declaration

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

peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan. -
@ Ginis

Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran yang
mungkin telah dibuat.

9. Click on Notes tab to view notes from applicant.

(D Housing Loan Verification Page v

< Application List (1) Housing Loan Verification Page
Search a o TN
(1)
HL24
Certified
Submission Date: Notes

@ Ginis
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10. Click on Application History tab.

11. Review the application historical data (if required).

[ Housing Loan Verification Page
L4 Application List (1) Housing Loan Verification Page
Search a o TN SN N
(1) (&) (&)
HL24 - — =
}
Submission Date 11 History

Employee Date Time Status

Completed Assessment

Pending Assessment

Pending Assessment

Drafted

Submitted

Pending Assessment

Gini
Pending 1st Assessme ® inis
Pending 1st Assessment

12. Tick on Declaration checkbox.

Note: Depending on the scenario, HL Verifier may also click on the following buttons:
i.  Verify button to verify applications.

ii. Rework button to rework applications.

iii.  On Hold button to put applications on hold.

iv. Reject button to reject applications.

(9 Housing Loan Verification Page v
< Application List (1) Housing Loan Verification Page
U ISy AT
Search a o
Completed Assessment
HL24
Certified Completed Assessment

Submission Date: Certified

Completed Assessment

Declaration

v
12 . Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
inis

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.

|‘ VEr'\fy‘ Rework m I Reject ]I
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< Application List (1) Housing Loan Verification Page

ISR A3IEISNIENIL
Search a o

Completed Assessment

HL24

Certified Completed Assessment

Submission Date: Certified

Completed Assessment
Declaration
b

Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

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

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

'VEr'\fy‘ Rework m REjEct]

Outcome: The application has successfully been verified / reworked / on hold / rejected.
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