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INTRODUCTION

This user guide acts as a reference for Treasury Leave Allowance Approver (Front End
User) to manage Leave Allowance. 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

LA Leave Allowance

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

Approve Leave Allowance Application

Click on Leave

Allowance »

Approver tab

Select
‘Application
Approval'tile

Under Application
List, selected

Application 1D with
Verified' Status

h 4

Click on
Application

Details tab

Review and ensure
all prepopulated

"| details are accurate

accordingly

Y

" Ensure requestor has " . Review Approved LA ) )
(?:jCl: OP confirmed all C";E ono:\tiﬁach Allowance Category and C\?ﬁk:ﬁ Section
otes necessary documents PP . 9 Approved LA Entitlement - Allowance
icon Documents' icon Assessment
have been uploaded amount
A
Review the , AC"E';:ﬁ’; ) Tick the Click on Ew;;z:’y Click on
notes/remarks » MPPIca » Declaration —» Approve [—» » Approve End
. Historical remarks to
(if any) L checkbox button button
Data' icon confirm
Rework Leave Allowance Application
Click on Leave Select Unc?erAppllcatlon Click on Review and ensure
‘ L List, selected - all prepopulated
Start Allowance »  'Application S ] » Application > h
Approver tab Approval' tile Appllgatlon ID with Details tab details are :accurate
PP Verified' Status accordingly

h 4
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" Ensure requestor has " . Review Approved LA ) )
oo confimed all Clck on Atach Allowance Category and Clrk on Section
notes necessary documents PP . 9 Approved LA Entitlement - Alowance
icon Documents' icon Assessment
have been uploaded amount
.
Review the , AC"E';:ﬁg ] Tick the Click on Ew;;z:’y Click on
notes/remarks » MPPIc »i Declaration —» Rework |—» » Rework End
- Historical remarks to
(if any) L checkbox button button
Data' icon confirm
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Process Overview

Reject Leave Allowance Application

Click on Leave Select
Allowance » 'Application
Approver tab Approval' tile

Under Application
List, selected
Application 1D with
Verified' Status

h 4

Click on

Application
Details tab

Review and ensure

all prepopulated

"| details are accurate

accordingly

Y
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" Ensure requestor has " . Review Approved LA ) ]
9:}“: OP confirmed all C";E onor/-kti:ach g Allowance Category and C\yﬁk:ﬁ Section
otes necessary documents PP . 9 Approved LA Entitlement - Allowance
icon Documents' icon Assessment
have been uploaded amount
Y
Review the , AC"E';;;E’ ] Tick the Click on E’:;Lz‘y Click on
notes/remarks p PPICE » Declaration—» Reject |—» Reject End
: Historical remarks to
(if any) L checkbox button button
Data' icon confirm
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MAINTAIN LEAVE Frontend User
ALLOWANCE

APPLICATION Treasury LA Verifier

1. Click on Leave Allowance Approver tab.

2. Select the ‘Application Approval’ tile.

3 Home v

1
My Info My Payslip My Time My Notification Employee Leave Allowance Leave Allowance Approver

| Application
| Approval
| Leave Allowance

Ei3|

® Ginis

Note: Leave Allowance Approval Page will be displayed.
3. Under Application list, select the Application ID with ‘Verified’ Status.

4. Click on Applications Details tab.

List of Leave Allowance Leave Allowance Approval Page

Search..... Q | Y

jrransaction ID : LA24

ubmission Date : Application Status : VERIFIED

0P @

> 1. Employee Details

VERIFIED

VERIFIED

> II. Contact Details
VERIFIED

> Il Employment Details

IV. Application Details

V. Courses & No Pay Leaves

VI. Dependents

VII. Bank Details
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Note: Under Application Details, all data that is available in employee personnel details
from sections | to VII have been auto-populated based on the information entered by
Employee / LA Administrator / Treasury Administrator filled in the ESS Portal (Front

End) and/or Back End.

< (D Leave Allowance Approval Page v Qa N A8

List of Leave Allowance Leave Allowance Approval Page

Search.... Q

0

VERIFIED

(&)

0 /N0 N
' ® ©

> L Employee Details

NOTE > Il Contact Details

» li. Employment Details

> IV. Application Details
> V. Courses & No Pay Leaves
> VI. Dependents

» VIL. Bank Details

> VIl Allowance Assessment

Section Description

I. Employee Section | will be prepopulated with employee’s details.

Details

Il. Contact Section Il will be prepopulated with employee’s address and contact.
Details information.

lll. Employment Section 11l will be prepopulated with employee’s job information.
Details

IV. Application Section IV will be prepopulated with employee’s details - current
Details eligibility date is the date when employee is allowed to apply for Leave
Allowance.

V. Courses & No | Section V will be prepopulated with any LDP, Unpaid Leave and
Pay Leaves Grievances details.

VI. Dependents Section VI will be prepopulated with Spouse and Child details.

VIl. Bank Details | Section VIl will be prepopulated with employee’s bank details.

5. Review and ensure all prepopulated details are accurate accordingly.
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6. Click on Section VIII. Allowance Assessment.

7. Review Approved LA Allowance Category and Approved LA Entitlement amount.

5 Leave Allowance Approval Page v

List of Leave Allowance Leave Allowance Approval Page

Search..... Q

LA24.

> VI Bank Details
VERIFIED
Vv VIII. Allowance Assessment

VERIFIED *Leave Allowance Category

Calculated

*Leave Allowance Entitlement

VERIFIED

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 saya juga boleh dil 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 yang diberikan dengan ini dan menuntut balik pembayaran yang mungkin

telah dibuat.

@ Ginis

8. Click on ‘Attach Supporting Documents’ icon.

9. Ensure requestor has confirmed all necessary documents have been uploaded.

10. Click on ‘Notes’ icon.

B Leave Allowance Approval Page v

List of Leave Allowance Leave Allowance Approval Page

‘ Search..... Q

Transaction ID : LA24

LA24.
T Submissiol Application Status : VERIFIED
VERIFI!

VERIEED, Open Personal Attachments

'] | Requestor has confirmed that the necessary documents have been uploaded to their SSM profile.

VERIFIED
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-peraturan
yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Jika didapati butir-butir adalah palsu, geli 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.

Approve | Rework | Reject |
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11. Review the notes/remarks (if any).

% Leave Allowance Approval Page v

List of Leave Allowance Leave Allowance Approval Page
: Search..... Q .
Transaction ID : LA24
LA24
Submission Date : Application Status : VERIFIED
VERIFIED
b |
. )3
(i) (@) © |
LA24 N N
VERIFIED

x Approver / 1
\, LA24

VERIFIED

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

Jika didapati butir-butir gan adalah palsu, mengeli 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.

® Ginis

Approve | Rework

12. Click on ‘Application Historical Data’ icon.

Note: Treasury LA Approver may view application history of Employee.

Leave Allowance Approval Page v
List of Leave Allowance Leave Allowance Approval Page
Search..... Q ‘

LA24

Transaction ID : LA24

Submission Date Application Status : VERIFIED
VERIFIED

VERIFIED

Employee Time Status
Requester
09:15:41 SUBM_DEPT
VERIFIED

Endorser
APPROVED

Verifier
10:12:31 VERIFIED

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 @ Ginis
(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.

Rework
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13. Tick the Declaration Checkbox.

Note: Depending on the scenario, Treasury LA Approver may also click on the following
buttons:

i. Approve button to approve applications.

ii. Rework button to rework applications.

iii. Reject button to reject applications.

< (5 Leave Allowance Approval Page v

List of Leave Allowance

Search..... Q

LA24

Leave Allowance Approval Page

Transaction ID : LA24

Submission Date Application Status : VERIFIED

VERIFIED

N SN0 Nl ]
i) @ @ @

LA24

VERIFIED
History

Employee Time Status

Requester
09:15:41 SUBM_DEPT
VERIFIED

Endorser

09:19:06 APPROVED

Verifier

10:12:31 VERIFIED

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-

peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.
- . . \OTE
Rework | Reject |

Outcome: The application has successfully been approved / reworked / rejected.

@ Ginis

10
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