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INTRODUCTION

This user guide acts as a reference for Dept HR Administrators. In this user guide, it will inform 

the users on what to expect when:

1. Users enters correct IC Number & correct Birth date.

2. Users enters correct IC Number & wrong Birth date.

3. Users enters wrong IC Number & wrong Birth date.

4. Users enters IC Number which already belong to existing employee in SSM.

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

guide materials, please contact the SSM Help Desk.

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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SCENARIO
Backend User

DEPARTMENT HR ADMINISTRATOR
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Scenario: Department HR Administrator hire new employee via T-code PA40. 

2. Fill in employee hiring date in From:

3. Click on radio button for Lantikan.

4. Click on Execute icon.
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Note: The outcome varies based on the input provided by the Department HR Administrator, 

as outlined below:

I. Dept HR Admin enters correct IC Number & correct Birth date.

II. Dept HR Admin enters correct IC Number & wrong Birth date.

III. Dept HR Admin enters wrong IC Number & wrong Birth date.

IV. Dept HR Admin enters IC Number which already belong to existing employee in SSM.

Sistem Sumber Manusia

Note: Dept HR Administrator will now be required to input IC Number & Date of Birth of 

employee to be hired. Once filled in, click        button. 
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CORRECT IC 

NUMBER & CORRECT 

BIRTH DATE

Backend User

DEPARTMENT HR ADMINISTRATOR
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Outcome: Dept HR Administrator may proceed hiring employee with already auto-

populated information via NIH (National Information Hub) below:-

• Personal data page: Full Name, Gender, Birth date & Nationality.

• Personal IDs page: ID Number, Place of Issue, Country of Issue & IC Colour.

• Addresses page: Street and House No, 2nd Address Line & Country Key.

Additional Notes: Any mandatory field without auto-populated value from NIH, Dept HR 

Admin will require to fill in manually.
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CORRECT IC 

NUMBER & WRONG 

BIRTH DATE

Backend User

DEPARTMENT HR ADMINISTRATOR
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Outcome: Dept HR Administrator will encounter error                                               however 

Dept HR Admin may still proceed to complete hiring employee without data being auto-

populated via NIH.
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Note: This error will cause for system to send email notification to system administrator.



WRONG IC NUMBER 

& WRONG BIRTH 

DATE

Backend User

DEPARTMENT HR ADMINISTRATOR

Sistem Sumber Manusia

9

Outcome: Dept HR Administrator will encounter error                                                    

however Dept HR Admin may still proceed to complete hiring employee without data being 

auto-populated via NIH.
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Note: This error will cause for system to send email notification to system administrator.



IC NUMBER ALREADY 

EXISIT IN SSM

Backend User

DEPARTMENT HR ADMINISTRATOR
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Outcome: Dept HR Administrator will encounter error           

notifying that IC Number already exist in the system. This error means that there is already 

existing employee in SSM with the same IC Number. Should the Department HR 

Administrator repeatedly enter IC Number which exist in SSM, the system will issue error 

            upon reaching three attempts and redirect to the Personnel Actions 

page.

SSM_UG_Back End (SAP GUI)_Dept HR Admin_Integration to Immigration_v1.0



Sistem Sumber Manusia

11SSM_UG_Back End (SAP GUI)_Dept HR Admin_Integration to Immigration_v1.0

Note: Kindly ensure that the IC Number and Date of Birth entered during hiring is correct. 

System Administrator will be notified if there are repeated occurrence of IC number and DOB 

entered that does not match with data from NIH to aid system administrator's verification with 

NIH on data.
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