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INTRODUCTION

This user guide acts as a reference for Ministry Endorser (Front-End User) to manage
Latihan Dalam Perkhidmatan (LDP) 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.

SSM_UG_Back End (SAP GUI)_LDP_Ministry Endorser_v1.0 2



. . A
Sistem Sumber Manusia )

Table of Content

Introduction 2
Glossary 2
Further Assistance 2
Process Overview 4

Maintain Verification Tab 5
View Document 9
Submit Screen 11

SSM_UG_Back End (SAP GUI)_LDP_Ministry Endorser_v1.0 3



Sistem Sumber Manusia

OMBER
B iy

( 1

v

A

-

ses
RO
& “

v,

",

g
Tompen ™

Process Overview

[Maintain Verification Tab]

Click on In Sarvi Click Application Click on the Third aloct I ’ Seloctrati i
icxonnoenice | gl with Status tab for GotoSectionl | “CCCTeMPOVeRs | Sclectratirema Go to Section 2
(Endorser) tile & personnel number date
“Pending Endorser” Endorsement
Fill in Ulasan Select the date for Sslectlr::ma-Narr;a
Sokongan 44— Tarikh Mesyuarat kil b
P Jawatankuasa Dan
Jawatankuasa Bersidang
. - . Click on Dis Click on the Add button
. g Click Application Click on the Fourth play ol
Click on In Service 2 B button to view to attach Additional d
Start 4 —p| with Status | tab for Supporting —p . N Eni
(Endorser) tile 0 2 A mandatory Supporting Document (if
Pending Endorser Documents
documents any)
[Submit Screen]
Click on Endorse/
Click on In Servi Click the Sixth tab Salacisiat Reject/Rework to
Start e ol A for Status - G S Department (HRD) and | Fill in Komen if necessary — Click on Submit button End
(Endorser) tile Permohonan
Permohonan Rework to
Department (HOD)
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MAINTAIN Front-End User (FIORI)
VERIFICATION TAB Ministry Endorser

Navigate to SSM Homescreen.

1. Click on In Service (Endorser) tile.

Latihan Dalam Perkidmatan Endorser  Mylnfo  MyPaysip  MyTime My Notification

In Service

My Profile
Manage my profile

@3

View My Payslip

)

Confidential

Hice Fiter Bar Fiters ([

Id Kakitangan:

-3

-

List In Services

Tarikh

1D Permohonan Nombor IC n Pengtitian Status. Tarikh Status.

PD23000000 21 Nov 2023 Pending Approval 21 Now 2023

21 Nov 2023 Approved 21 Nov 2023

28 Nov 2023 Approved 28 Nov 2023

30 Nav 2023 Pending Endorser 01 Dec 2023
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Sistem Sumber Manusia

3. Click on the Third tab for Verification.

4. Go to Section 1.
5. Click on the Lookup icon to select employee’s personnel number.

In Service
Latihan Dalam Perkhidmatan
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Iv 1. Pengesahan Setiausaha Tetap Di Kementerian

Nama:

No Kakitangan:
[

Tarikh:

Jawatan:

> 2. Untuk Diisikan Oleh Jawatankuasa Sumber Tenaga Manusia

> 3. Pengesahan Pengurusi Jawatankuasa Sumber Tenaga Manusia

Note: The Employee details will be displayed.

6. Click on the Calendar icon to select the retirement date.

Latihan Dalam Perkhidmatan

~ 1. Pengesahan Setiausaha Tetap Di Kementerian

No Kakitangan: Nama
o
Jawatan: Tarikh:
26.05.2032 B

> 2. Untuk Diisikan Oleh Jawatankuasa Sumber Tenaga Manusia

> 3. Pengesahan Pengurusi Jawatankuasa Sumber Tenaga Manusia
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7. Go to Section 2.

8. Click on Add button to select Nama-Nama Panel Mesyuarat Jawatankuasa Dan
Jawatan.

Note: Click on Delete button if the name is incorrect.

9. Click on Calendar icon to select the date for Tarikh Mesyuarat Bersidang.

10. Fill in the Ulasan Sokongan Jawatankuasa.

Latihaj Perkhidmatan |
|
I’ 2. Untuk Diisikan Oleh Jawatankuasa Sumber Tenaga Manusia

Nama-Nama Panel Mesyuarat Jawatankuasa Dan Jawatan 8

i No Kakitangan Nama Jawatan Tindakan

data

Tarikh Mesyuarat Bersidang

dIMM vy =
Nama Kursus Yang Disokong:

Tempoh Kursus:

Ulasan Sokongan Jawatankuasa

> 3. Pengesahan Pengurusi Jawatankuasa Sumber Tenaga Manusia
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11. Go to Section 3.
12. Click on the Lookup icon to select employee’s personnel number.

13. Click on the Calendar icon to select the retirement date.

In Service v

< Latihan Dalam Perkhidmatan

®® @ @

> 1 Pengesahan Setiausaha Tetap Di Kementerian

> 2. Untuk Diisikan Oleh Jawatankuasa Sumber Tenaga Mar
I v 3. Pengesahan Pengurusi Jawatankuasa Sumber Tenaga Manusia

o

awatan: Tarikh:
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Front-End User (FIORI)

VIEW DOCUMENT .
Ministry Endorser

Navigate to SSM Homescreen.

1. Click on In Service (Endorser) tile.

Latihan Dalam Perkidmatan Endorser  Mylnfo  MyPaysip  MyTime My Notification

In Service

My Profile
Manage my profile

@3

View My Payslip

)

Confidential

Hice Fiter Bar Fiters ([

Id Kakitangan:

-3

-

List In Services

Tarikh

1D Permohonan Nombor IC n Pengtitian Status. Tarikh Status.

PD23000000 21 Nov 2023 Pending Approval 21 Now 2023

21 Nov 2023 Approved 21 Nov 2023

28 Nov 2023 Approved 28 Nov 2023

30 Nav 2023 Pending Endorser 01 Dec 2023
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4. Click on the Fourth tab for Supporting Documents.
5. Click on Display button to view mandatory documents.
6. Click on the Add button to attach Additional Supporting Document (if any).

Note: Click on Delete button if the attached document is wrong.

In Service v

< Latihan Dalam Perkhidmatan

4

Sila ambil perhatian bahawa semua dokumen mestilah PDF, JPG atau PNG dengan saiz maksimum 3.5 MB sahaja.

Jenis Fail Saiz Maksimum Nama Fail Tiry
ig 35MB LDP Clerk - 3jpg

Dokumen Sokongan Jenis Fail Saiz Maksimum Nama Fail Tindakan

[ 6

No data

| submit
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Front-End User (FIORI)

SUBMIT SCREEN .
Ministry Endorser

Navigate to SSM Homescreen.

1. Click on In Service (Endorser) tile.

Latihan Dalam Perkidmatan Endorser  Mylnfo  MyPaysip  MyTime My Notification

In Service

My Profile
Manage my profile

@3

View My Payslip

)

Confidential

Hide Filter Bar  Filters E

Status Permohanan: Id Permohonan; Id Kakitangan: Nomibar IC: Jabatan;

Al &

=

List In Services

Tarikh

1D Permohonan Nambor IC Penghantaran Status Tarikh Status.

PD23000000 21 Nov 2023 Pending Approval 21 Nov 2023

21 Nov 2023 Approved 21 Nov 2023

28 Nov 2023 Approved 28 Nov 2023

30 Nav 2023 Pending Endorser 01 Dec 2023
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3. Click on the Sixth tab for Status Permohonan.
4. Select Status Permohonan.

5. Click on Endorse/Reject/Rework to Department (HRD) and Rework to Department

(HOD).

Latihan Dalam Perkhidmatan

Endarse

Reject

Rework to Department (HRD) =

Rework to Department (HOD)

6. Fill in Komen if necessary.

7. Click on Submit button.

In Service v

£ Latihan Dalam Perkhidmatan
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Note: A success pop-up window will be displayed.

Outcome: The application has successfully been Endorsed.

[ Success

Application PD23000000  Has Been Endorsed
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