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INTRODUCTION

This user guide acts as a reference for Organizational Management Department
Users (back-end user) to manage Organizational Management. 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
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
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Change Position Name

Select Position &
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Enter Code n . i Save Click on Save
PPOME P Click D.lsplay — Period & Make Data? YES—P» button End
Period Changes
A
NO
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button
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Select " Select .
Enter Code __»| Organizational |—p Select Is !lne of ’ »| Organizational Save VES—p] Click on Save end
PPOME : Supervisor/ - 2ty Data? button
Unit R Unit / Position
Position A
NO
Click on Cancel
button
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NO
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- Backend User
Add Positions

OM Administrator

The SAP Easy Access page will appear

I}
~
B
|

]
X

»—E: ’ SAP Easy Access

5
v @ F & & othermenu ¥ [ Createrole More™ aQ o @ B

™1 Favorites
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1) Accounting
> [7) Human Resources
> [ Information Systems
> [ Service
> [ Teols
> [ WebClient Ul Framewark

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

F & & othermenu W B Createrole More™ Q o P Exit

[ Favorites

~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
> [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework
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< ALK Organization and Staffing Change

v & 3 Morewv

» ¥ || %
- — 3 28.04.2021 + 3 Months
Find by O~ ﬂl B @~ [~][v] (=] [&][x al[all (2] e
Q Search Term " Staff assignments (structure) Code 1D Relationship text
( Structure Search . .
- > = Department A SADOL O 10002329 Is line supervisor of
), Object History N .
> =l pepartment A Il SAD02 0 10002351 Is line supervisor of
» 22 Person
— v [ Unit A SA12345 0 10002404 Is line supervisor of
() Object history - .,
=T S P 4] Details for Organizational unit Unit A 11
- by g [ ML
. V¥ Basic data V Structure Info
olo|a >
Record: |1 Valid from:
~ 0 Ministry C from: i2
> = Department C Org Unit Level: 9 Unit
> = Government of Brunei Darus
> I HT
> ™ Human Resource Managem:
> [ Human Resaurce Managams ™
<> G

<& —

oy
X

Exit

Chief

Acting Positic

28.04.2021

:131.12.9999

2. Tick selected department.

3. Click on &) icon to add positions to the new organizational unit.

< ALK Organization and Staffing Change

v & 3 Morewv

* ¥ || %

Choose Relationship
Find by
 Search Term o ~ ml organizational unit

4, Structure Search m Is line sueervi sor of organizational

4 Object History & Incorporates Position
» 22 Person

() Object history

Name
> ™ Government of Brunei
~ ™ Government of Brunei
> =& Ministry A
> ™ Ministry B
~ = Ministry C fromdgs
> = Department C Org Unit Level: 9 Unit
> ™ Government of Brunei Darus
> . HT

> = Human Resource Managem:

> W Himan Resnurea hﬂ:n:ﬂn‘n;'v

Record: 1 Vvalid from

Exit

Chief
Acting Positic

28.04.2021

31.12.9999

4. Select 2 Incorporates Position

5. Click on K4 icon
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= < B 8 x
< ALK Organization and Staffing Change
v & 3 Morewv Exit
* ¥ |4 -
= S ] =] 28.04.2021 + 3 Months
Find by ov||all@][&]E @~ [s][v] [&][@][a al[all[a]l =
> M Organizational unit " Staff assignments (structure) Code 1D Relationship text Chief
~ £ Position
’ﬁ > [ Department A SADOL 0 10002329 Is line supervisor of Acting Positic
Free search
_\ » =l Department A Il SA002 O 10002351 Is line supervisor of
4 Search Term
v = New organizational unit New org unit O 10002404 Is line supervisor of -
4 Structure Search N o <

) _Nhisrt Wistan:

T Details for Organizational unit New organizational unit

slla ZlE

Name . v Basic data Structure Info

> = Government of Brunei .

~ ™ Government of Brunei Organizational unit: SA12345 Unit A L

v e MRV Valid from: ' 28.04.2021
> ™ Ministry B
~ 0 Ministry C Staff To: 31.12.9999
» = Department C Holder Description

> ™ Government of Brunei Darus IconEHold Percentage Assigned as of Assigned un
> WHT )
>

= Human Resource Managem

Subtyp:  General description v

@ I

W Hiyman Resnures Manacem - v

Outcome: The new position will appear under the unit.

=S < B 8 x
< ALK Organization and Staffing Change
v & 3 Morewv Exit
> |z <> < 7
1# Details for Position New position
Find by v Basic data Account assig| uthorities/Resource Paositi
C Search Term -
(4 Structure Search 5
- Pasition] SPO0000L Pegawai Tugas-Tugas Khas A e,
), Object History ¢ I g & &
%2 Person Job:  Not assigned Valid from:§ 28.04.2021
(© Object history ~ Head of own organizational unit Tof 31.12.9999
@ Q 1| [alle v -y Staffing status: Vacancy open v
Name : Staff
> = Government of Brunei Holder Description
- [ Government of Brunei ] older Percentage Assigned as of Assigned until Subtyp: | General description v
> = Ministry A —
- =] Q IjL
> 8 Ministry B
Pegawai Tugas-Tugas Khas A bagi unit
1 Ministry C g gasTTig g A
> = Department C
> = Government of Brunei Darus
5 . HT <> <>
> ™ Human Resource Managem:
5 | Hiuman Besaiies Manadar .

Save. Continue

6. Fill in the following details under ¥ Basicdata = tap:

6A CODE SP000001

6B Position Short Name Pegawai Tugas-Tugas Khas A

6C Valid From 28.04.2021 (*Today’s date)

6D Position Description Pegawai Tugas-Tugas Khas A bagi Unit A

7. Click B3
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Find by
C search Term -
4 Structure Search
€1, Object History

> &5 Person

() Object history

Name
» = Government of Brunei "
~ ™ Government of Brunei

> = Ministry A

> ™ Ministry B

~ = Ministry C

> [® Department C

> ™ Government of Brunei Darus
> = HT
> = Human Resource Managem:

> W Human Resnurce !\H:n:dﬂ(n—;."

v Basic data

¢

Organization and Staffing Change

More
« ki) =] 28.04.2021 + 3 Months
O~ |0]|@) &0 v|[|@ v|[|a]v] &l QS || & W
Staff assignments (structure) Code o] Relationship text
> ™ Department A Il SA002 O 10002351 Is line supervisor of
~ [ Unit A SA12345 O 10002404 Is line supervisor of
| £ Pegawai Tugas-Tugas Khas A SP000001 S 30000847 Incorporates

=
Position: | Eiglslelelejep]

[

Account assignment

<>

¥ Details for Position Pegawai Tugas-Tugas Khas A

Authorities/Resource Position Group

—
Pegawai Tugas-Tugas Khas A
4

Job: Not assigned
Head of own organizational unit
Staffing status: Vacancy open ~
Staff
Description

Holder

Icon/Hold Percentage Assigned as of Assigned un

»

Subtyp: General description

]
.

valid from

To

Chief

28.04.2021

31.12.9999

Exit

Outcome: Data for the position will be updated.
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Assign Head of Backend User

Organizational Unit OM Administrator

The SAP Easy Access page will appear

1]
~
B
|
0y
X

»-E: ’ SAP Easy Access

-
v EH @ & & othermenu M ™ Createrole  Morev Q o F Exit

[ Favorites
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [7) Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

F & & othermenu W B Createrole More™ Q o P Exit

[ Favorites

~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
> [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

10
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= < B 8 x
< ALK Organization and Staffing Change
v & 3 Morewv Exit
* ¥|[# :
= « D =] 28.04.2021 + 3 Months
Find by OO0 |&]0 /@ v||a]llv] (& K || 2w
Q Search Term " Staff assignments (structure) Code 1D Relationship text Chief
( Structure Search 5 5 -
- SA12345 0O 10002404 Is line supervisor of |
), Object History S
— Pegawai Tugas-Tugas Khas A SP0O00C01 S 30000847 Incorporates
> 22 Person
- TNt AT SA12345 O 10002405 Is line supervisor of -~
() Object history - N
<> <>
=T S P ] Details for Position Pegawai Tugas-Tugas Khas A
v | [Q g E| & v |y
Name . ¥ Basic data Account assignment Authorities/Resource Position Group
» = Government of Brunei :
~ ™ Government of Brunei Position:  SPO00001 Pegawai Tugas-Tugas Khas A 2
> = Ministry A
v Job: Not assigned Valid On: | 28.04.2021
> = Ministry B
L ad of ow ationz o s
~ 0 Ministry C ad of own organizational unit No period
> = Department C Staffing status: Vacancy open v
> = Government of Brunei Darus Staff
> I HT —rr]
Holder Description
> ™ Human Resource Managem: - . ;
a > | Himan Resniiree Mamm?n;." ICD"EHDMW Percentage Assigned as of Assigned untl Subtyp:  General description 4 v :
<> <>

Plan version Current plan was set Continue

2. Tick selected department.

3. Under v Basicdata | tab, tick icon to make Head of own organizational unit.

4. Click ]

= < B g x
< ALK Organization and Staffing Change
v & 3 Morev Exit
* ¥|[s :
* - [l 28.04.2021 + 3 Months
Find by D~ (O] [&£]|2 v|[@ ~|[|a]lv]|l & @] Q = &l e
Q. Search Term M Staff assignments (structure) Code D Relationship text Chief
() Structure Search . N R R
- Ll A SA12345 O 10002404 Is line supervisor of Pegawai Tug:
Object Histoy
- * O o4 v & Pegawai Tugas-Tugas Khas AI SPO00001 S 30000847 Incorporates
» &2 Person
- iy SA12345 0 10002405 Is line supervisor of B
() Object history N
- <> <3
@ | |- G = #] Details for Position Pegawai Tugas-Tugas Khas A
¥ 4 ]| (B[ ~|[| &
= . ¥ Basic data Account assignment Authorities/Resource Position Group
> ™ Government of Brunei
~ = Government of Brunei Position: SPC00001 Pegawai Tugas-Tugas Khas A 25
> = Ministry A
sty Job: Not assigned valid On:  28.04.2021
> ™ Ministry B
. Ministry C v Head of own organizational unit W No periods
> 8 Department C staffing status: Vacancy open ~
> ™ Government of Brunei Darus Staff
> . HT
Holder Description
> = Human Resource Managem: .
> W Human Resnurce Manaoams™ IconiHold (raEErE T B e A2 S Subtyp:  General description ~ .
<>

<> <3

Your data has been saved

Outcome: Selected position will be updated as Head of organizational unit.

11
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Backend User
OM Administrator

Transfer Position

The SAP Easy Access page will appear

= < /B _ B x
»-E: ’ SAP Easy Access

-
1 v EH @ & & othermenu M ™ Createrole  Morev Q o P Exit

[ Favorites
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
> [ Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

F & & othermenu W B Createrole More™ Q o P Exit

[ Favorites

~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
> [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

12
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< B 8 x
< ALK Organization and Staffing Change
v & 3 Morewv Exit
* C2REE v
- - ] 28.04.2021 + 3 Months
Find by [~ a(@||&|B v @ v Allv & &||Q H | |E 2 =4
Q Search Term " Staff assignments (structure) Code 1D Relationship text Chief
(4 Structure Search
- Ll SA12345 0O 10002404 Is line supervisor of Pegawai Tug
4, Object Histol E
A 00l g I v & Pegawai Tugas-Tugas Khas A SP0O00001 S 30000847 Incorporates
Person
: TNt AT SA12345 O 10002405 Is line supervisor of -~
() Object history . s s “
=T n ‘ P ] Details for Organizational unit Ministry A
b 2 g [ 4
Name ; v Basic data Structure Info
» = Government of Brunei :
~ ™ Government of Brunei ]
> = Ministry A
sy Record Valid from: |01.01.2021
> = Ministry B
~ ™ Ministry C from: | O To: |31.12.9999

> = Department C
> = Government of Brunei Darus
> - HT

> ™ Human Resource Managem:

> [ Human Resaurce Manam?n;."

Org Unit Level:

2. Tick on selected

positions to be transferred.

= < ®& 2 X
< ALK Organization and Staffing Change
v & 3 Morev
* ¥ || 5 -
* 5 @ 28.04.2021 + 3 Months
Find by D~ [O]|@|[&£]|2 v|[@ ~|[|a]lv]l &|SQ # ||z 2| e
Q. Search Term M Staff assignments (structure) Code D Relationship text Chief
( Structure Search . . .
- = Unit A SA12345 O 10002404 Is line supervisor of
4, Object Histol
o ) Y = 2 lnitall SA12345 O 10002405 Is line supervisor of Pegawai Tug
= Person
= I v & Pegawai Tugas-Tugas Khas A SPO00001 S 30000847 Incorporates R
() Object history R I e e —
<> <>
= | |, SIEIE P ] Details for Organizational unit Ministry A
P A [l L e v at
= : + Basic data Structure Info
> ™ Government of Brunei
~ [ Government of Brunei ]
> = Ministry A
sy Record Valid from: |01.01.2021
> = Ministry B
~ ™ Ministry C from: | O To: |31.12.9999

> = Department C
> = Government of Brunei Darus
> I HT
> ™ Human Resource Managem:

> [ Human Resaurce Manam?n;."

<>

Org Unit Level:

3. Drag and Drop the Position to the New Organization Unit

SSM_UG_OM_Back

End (SAP GUI)_Maintain Positions_v2.0
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*

«

Find by
 Search Term v
(4 Structure Search
), Object History

> 22 Person

() Object history

MBS ~
Name
> ™ Government of Brunei
~ ™ Government of Brunei

> = Ministry A

> = Ministry B

~ [ Ministry C

> = Department C

> = Government of Brunei Darus
> I HT
> ™ Human Resource Managem:

> [ Human Resaurce Manam?n;."

~
(]

< B 8 x
Organization and Staffing Change
More ~ Exit
o A UnitAll SA12345 0 10002405 Is line supervisor of Pegawai Tug. :
& Pegawai Tugas-Tugas Khas A SP0O00001 S 30000847 Incorporates ~
<> <>
i Details for Organizational unit Ministry A
v Basic data Structure Info
Organizational unit:  SA Ministry A 28
Valid On:  28.04.2021
| Staff 4 B Periods exist
Holder Description
Icon;Hoch Percentage Assigned as of Assigned un Subtyp: | General description o
o) Q I
Pegawai Tugas-Tugas Khas bagi unit A II
<> <>
<> < =
Save €

4. Under v Basic data

5. Click ]

tab, enter any changes/additional information about the position.

«

Find by
, search Term -
4 Structure Search

4 Object History

% Person

() Object history

Name
> ™ Government of Brunei
~ ™ Government of Brunei

> = Ministry A

> ™ Ministry B

~ [ Ministry C

> = Department C

> ™ Government of Brunei Darus
> . HT
> = Human Resource Managem:

i | Himan Resouree hﬂ:n:ﬂn‘n;'v

Your data h

<& 8 x
Organization and Staffing Change

More Exit
« @ ] 28.04.2021 + 3 Months
a~||[a][@][£]E ~][@ ]I [~][v] [&]][2][a @@l (2]l [

Staff assignments (structure) Code D Relationship text Chief
[ Unit A SA12345 O 10002404 Is line supervisor of
o A Unit ANl SA12345 O 10002405 Is line supervisor of Pegawai Tug:
a Pegawai Tugas-Tugas Khas A SPO00001 S 30000847 Incorporates 4
<> <>
# Details for Organizational unit Ministry A
v Basic data Structure Info
r 2l
Organizational unit Ministry A 2]
[k 4
valid On:  28.04.2021

v Staff B periods exist

Holder Description

Icon;Hold Percentage Assigned as of Assigned un Subtyp: General description .

Pegawai Tugas-Tugas Khas bagi unit A II ~

Outcome: Selected position is assigned to the new organizational unit.

14
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Backend User
OM Administrator

Delimit Position

The SAP Easy Access page will appear

= < B —0 x
hE L ! 7 SAP Easy Access
r 9
L ¥} E I & A othermenu W T Createrole More™ Q q@ P Exit
[ Favorites

~ 1Y SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ office
» [ Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

F & & othermenu W B Createrole More™ Q o P Exit

[ Favorites

~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
> [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework

15
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< B 8 x
< ALK Organization and Staffing Change
v & O Morew Exit
* ¥|[# :
- — ] b4 2021 + 3 Months
Find by N & 2 |Q |8 2|
Q search Term Code 1D Relationship text Chief
(4 Structure Search ) .
- SA002 O 10002351 Is line supervisor of
), Object History = .
— SAD00021 S 30000735 Incorporates
Person
N = POSIUON A SA000022 S 30000736 Incorporates
() Object history
<> <>
@ ||, ] ) . 4 Details for Organizational unit Ministry A
- by g [ 4
R : v Basic data Structure Info
> ™ Government of Brunei
~ ™ Government of Brunei Organizational unit: Ministry A 2
> = Ministry A
i valid On: | 28.04.2021
> = Ministry B
5 n
~ ] Ministry C v Staff Periods exist
> [ Department C Description
> = Government of Brunei Darus IccmE older Percentage Assigned as of Assigned until Subtyp: General description .
> I HT
Q T4
> ™ Human Resource Managem - ==
Pegawai Tugas-Tugas Khas bagi unit A II ~

> [ Human Resaurce Manam?n—;.

2. Tick selected department.

{3

3. Click on &~

4. Select Object

icon

*

Find by
{ Search Term v
4 Structure Search
4 Object History

=% Person

Name
» = Government of Brunei -
~ ™ Government of Brunei

> =& Ministry A

> ™ Ministry B

~ [ Ministry C

> = Department C

> ™ Government of Brunei Darus
> . HT
> = Human Resource Managem:

> W Himan Resnurea hﬂ:n:ﬂn‘n;'v

oy
X

Organization and Staffing Change

Exit

28.04.2021 + 3 Months

av||[allal[£]E vi@m v [~][v] [&][e]a Alalllall e

o

Code 1D Relationship text Chief

0O 10002351
SA000021 S 30000735

000022 S 30000736 Incorporates
Delimit on... X .

Staff assignments (structure)

~ [ Department A Il SA002 Is line supervisor of

v & Position A21 Incorporates

] Details for Organizational unit Ministry A

Delimit dat .04.2021] :E-

Valid on: | 28.04.2021

7 staff B Periods exist

Holder Description

Icon: older Percentage Assigned as of Assigned until Subtyp: General description "

afl«] [Z]x

Save

Pegawai Tugas-Tugas Khas bagi unit A

Continue

16
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Ia

Yy,

"lu.un w
5. Fill in the delimit date.
Note: Delimit date should be the last day the Position is functioning.
Vi
. o/ |
6. Click on . icon
7. Click B
Outcome: The position is delimited.
= <& -
< ALK Organization and Staffing Change
v & O Morev Exit
> RPN
* hallay (1) @ 2] 28.04.2021 + 3 Months
Find by D~ [O]|@|[&£]|2 v|[@ ~|[|a]lv]l &|SQ i &) =
4 Search Term - Staff assignments (structure) Code D Relationship text Chief
( Structure Search . .
- ~ [ Department A Il SA002 O 10002351 Is line supervisor of
), Object History =) .
— v & A Position A21 SA000021 S 30000735 Incorporates
= P i
— erson > & Position A22 SA000022 S 30000736 Incorporates
() Object history . R
<> <
= | |, SIEIE P ] Details for Organizational unit Ministry A
Q i SRAIEL
TOE : v Basic data Structure Info
» ™ Government of Brunei :
~ = Government of Brunei Organizational unit r 1 Ministry A 2]
I 4
- Mini
> [ Ministry A valid on: | 28.04.2021
> = Ministry B
~ ] Ministry C v Staff B Pperiods exist
> = Department C Holder Description
> = Government of Brunei Darus Icon;Hulﬂ Percentage Assigned as of Assigned un_ Subtyp: General description .
> I HT —
> ™ Human Resource Managem: = - = i .
 m Luman Besaurca Managsm. Pegawai Tugas-Tugas Khas bagi unit A II

ion A21 (30000735) delimited on 28.04.2021

17
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Change Position Backend User

Name OM Administrator

Note: This is a guide on changing position name from PPOME and how to make the new
updated name reflect to PA30.

The SAP Easy Access page will appear

»-E: ’ SAP Easy Access

r gl =
v B [F & & othermenu ¥ [ cCreaterole More™ Q r F

L

[ Favorites
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [7) Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the
Search Bar and press Enter button on the keyboard.

Y

SAP Easy Access

r 1 =
 PPOME Y8 F & 2 othermenu H# & Createrole More™ Q d & Exit

"1 Favorites

v 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1) Accounting
> [7) Human Resources
» [ Information Systems
> [ service
> [ Tools
> [ WebClient Ul Framework

18
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“s -~
Unpen ™

s
&

The SAP Easy Access page will appear

> GHM (1) 100 & _ 7 X
Organization and Staffing Change
~ & O Morev Exit
> ¥ | A
: « ® 19.07.2021 +3 Months
Find by @~ O @& W~ Al &l | Q =IEIREEG
™ Organizational unit " Staff assignments (structure) Code 1D Relationship text Chief
(3 Free search
[7‘ s hT ~ [ PRIME MINISTER OFFICE A 0O 10000001
\ Search Term
* [ JABATAN PERDANA MENTE! ADL 0O 10000014
) Structure Search

Is line supervisor of
(3, Object History

A0L S 30001300 Incorporates
. . <> <> <> oo
> Position -
1#] Details for Position PEGAWAI TUGAS-TUGAS KHAS TINGKAT II
> &% Person
[3] Object history Zl v Basic data v Account assignment Authorities/Resource Position Group
£ |[a Al [glle v|[a][w
Name Position:  SAD1 PEGAWAI TUGAS-TUGAS KHAS TINGKAT Il
~ = GOVERNMENT OF BRUNEI Job: Mot assigned valid On: |19.07.2021
% v |ml PRIME MINISTER OFFICE
Head of own organizational unit B periods exist
@ JABATAN PERDANA MENTERI
= Balai Khazanah Islam SHHB Staffing status: i
~ W Bahagian Pengurusan Bangur Staff
> = Unit Pemeliharaan Banguna~ P N
¥| Holder Description
<> <>
<>

2. Click on the Position | 2 PEGAWAI TUGAS-TUGAS KHAS TI

3. Asthe Details for the Position xx is displayed, click on the Display Period B button.

> GHM (1) 100 & 7 %
Organization and Staffing Change
v & T Morew Exit
>, ¥ A -
. « ® 5] 19.07.2021 + 3 Months
Find by || O[] & v~ |(allv|l &l |lQ B (G| & |
~ [ Organizational unit v Staff assignments (structure) Code ID Relationship text Chief
() Free search
_‘ v [m PRIME MINISTER OFFICE SA O 10000001
€y search Term
- = JABATAN PERDANA MENTERI SAD1 O 10000014 1s line supervisor of
C Structure Search -
N . K > £ PEGAWAI TUGAS-TUGAS KHAS TI SAO1 S 30001300 Incorporates
€}, Object History R - o
> £ Position = =
. - % Details for Position PEGAWAI TUGAS-TUGAS KHAS TINGKAT II
2 2% Person
2] Object history 2f v Basic data v Account assignment Autharities/Resource Position Group
€ || Q H| G| v||n| @
Name Position: | SAO1 L
~ [ GOVERNMENT OF BRUNEI z Job: | Not assigned valid from:  01.04.2021
v ~ = PRIME MINISTER OFFICE
H at To: 31.12.9999
~ = JABATAN PERDANA MENTERI
~ =l Balai Khazanah Islam SHHB Staffing status: hd
~ [ Bahagian Pengurusan Bangur staff
> ™ Unit Pemeliharaan Banguna ~
o - Holder

Description
<>

4. Click on the First Period | '= | button.
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RO

1’fu.“ﬂ <
= > GHM (1) 100 g T X
Organization and Staffing Change
v & 3 Morev Exit
* ¥ A hd
« i 19.07.2021 + 3 Months

Find by O~ O @& 8@ | |allv & || |2 Hi|E| || &)=
* = Organizational unit v Staff assignments (structure) Code ID Relationship text Chief

(3 Free search

~ = PRIME MINISTER OFFICE SA 0 10000001

() Search Term " N

. - JABATAN PERDANA MENTERI SAO0L 0 10000014 Is line supervisor of

() Structure Search .

> £ PEGAWAI TUGAS-TUGAS KHAS TI SA01 S 30001300 Incorporates
() Object History o . o R
<> <> &
> £ Position
[+ Details for Position PEGAWAI TUGAS-TUGAS KHAS TINGKAT II
> 2% Person
['] Object history 2k  Basic data v Account assignment Authorities/Resource Position Group

£||Qa =ENSRAIELIE -

Name Position: SAOL PEGAWAI TUGAS-TUGAS KHAS TINGKAT I} I |l

[ GOVERNMENT OF BRUNEI - Job:  Not assigned valid from: | 01.0
% v [ PRIME MINISTER OFFICE

- [ JABATAN PERDANA MENTERI 4
-~ [m Balai Khazanah Islam SHHB Staffing status v
~ I Bahagian Pengurusan Bangur Staff
> 8 Unit Pemeliharaan Banguna ~ Grc -
¥ Holder Description

5. Edit the Date in the To 31.12.9999

= Orga nd Staffing > GHM (1) 100 & _ & x

< Organization and Staffing Change

v & I Morewv Exit
* ¥ A -
S bl 19.07.2021 + 3 Months

Find by o~ 0 @& 0 v @ Aflv & 2| == &2 W
7 ! Organizational unit v Staff assignments (structure) Code D Relationship text Chief

 Free search

s T - W PRIME MINISTER OFFICE SA 0 10000001

( Search Term

A 5 n v [ JABATAN PERDANA MENTERI SAOL 0 10000014 Is line supervisor of

 Structure Searc! .

) K > £ PEGAWAI TUGAS-TUGAS KHAS Tl SAOL S 30001300 Incorporates

(}, Object History o o R
> & Position = R

: i#] Details for Position PEGAWAI TUGAS-TUGAS KHAS TINGKAT Il
> 22 Person i

(=] Object history 2k  Basic data v Account assignment Authorities/Resd Position Group

£([Q A @S v ]|

Name Position:  SAQL EST POSITION PEGAWAI 2=

~ ™ GOVERNMENT OF BRUNEI Job: Not assigned Valid from: 01.0
v ~ [ PRIME MINISTER OFFICE

Head of own organizational unit Ti
~ [ JABATAN PERDANA MENTERI
[ Balai Khazanah Islam SHHB Staffing status: ~
~ | Bahagian Pengurusan Bangur Staff
> =l Unit Pemeliharaan Banguna ~ S “
~| Holder Description

6. Edit the Position of the title name.
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' S,
Ay

v,
s,

# SUppen <
= Organization and Staffing Change > GHM (1) 100 & X
< w Organization and Staffing Change 8
v & T Morev
» ¥ A M
« b 19.07.2021 + 3 Months
Find by M| (O] &0 v W ~ v {62
1= Organizational unit - staff assignments (structure) Code D Relationship text Chief
Cy Free search
— ~ W PRIME MINISTER OFFICE SA O 10000001
€} search Term
— - [ JABATAN PERDANA MENTERI SAOL O 10000014 Is line supervisor of
@ Structure Search
- ) ) v > £ TEST POSITION PEGAWAI SAO1 S 30001300 Incorporates
(4 Object History A ——— - PR
<3
> & Position
Details for Position TEST POSITION PEGAWAI
> g% Person I
[2] Obiject history 2 ¥ Basic data v Account assignment Authorities/Resource Position Group
& Q = 1e | B
Name Position: | SAO1 | > | >
~ ™ GOVERNMENT OF BRUNEI v Job:  Not assigned valid from:  01.01.1900
¥ [ PRIME MINISTER OFFICE
Head o 1 anizational ur To: 31.03.2021
~ [ JABATAN PERDANA MENTERI
~~ [ Balai Khazanah Islam SHHB Staffing status ~
-~ | Bahagian Pengurusan Bangur staff
> ™ Unit Pemeliharaan Banguna~ - .
., ., ~| Holder Description

7. Click [k

button only AFTER both position name and the date is changed.

8. Click EXt  putton.
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MBE

Note: The following steps is to show that the changes in the position naming is

reflected in the system.

= ¢ d 9 x
AF 9 SAP Easy Access

H = & ZOhermenu % Kk S Vv A E Createrole More Q a@ @ Ex
» [0 Favorites -

13 SAP Menu

» [ Connector for Multi-Bank Connectivity

» [ Office

» [ Cross-Application Components

» [J Logistics
» [ Accounting
~ 13 Human Resources
% PPMDT - Manager's Desktop
~ {3 Personnel Management
- 3 Administration
 t5 HR Master Data
4% PA40 - Personnel Actions
i PA30 - Maintain
£ PA10 - Personnel File
£% PAT0 - Fast Entry
£ PA42 - Fast entry: Actions
7 Info System
" Tools
) Settings
» [) Recruitment
» [ Personnel Development
» [ Talent Management

> [) Benefits ~

9. Navigate to Display HR Master Data page by entering transaction code, PA20

in the Search Bar and press Enter button on the keyboard.

The Display HR Master Data (PA20) page will be displayed.

]}
=)

= < P Display HR Master Data

@] © more 10 e
Y A
UL personnel no.J 10081326
Find by Name: SOFFENA BINTI DESMAN
4% Person EEgroup: 1 Permanent Persarea: SA Prime Minister's Office

1 Collective Search Help

1 Search Term

1 Free search

EE subgroup: 02 Division Il Cost Center: 100200 Adat istiadat

Basic personal data

Infotype Text Period
Actions
« Prganizational assignment v
Personal data

Addresses

Planned Working Time v All
Basic Pay

Bank Details v
Recurring Payments/Deductions

Additional Payments/Deductions

Monitoring of Tasks v Choose
Family Member/Dependents

Education v

Direct selection
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* o
Sumpen ™

10. Enter the employee Personnel Number.

11. Under Basic personal data section, click on

12. Click on icon.

The Overview Organizational Assignment page will be displayed.

= Overview Organizational assignment >
< Overview Organizational assignment
»
Personnel No: 10081326 Name: SOFFENA BINTI DESMAN
Find by EE group: 1 Permanent Pers.area: SA Prime Minister’s Office
v &3 Person - EE subgroup: 02  Division Il Cost Center: 100101 Prime Minister's Off
<> <>
. F Selection: 01.01.1800 to: 31.12.9999
Start Date CoCd PA  EEGI ESgrp  Cost Center Cost center text Org. Unit Position Job key
01.05.2021 GOB SA 1 0z 100101 Prime Minister's _SAO1 SAOL
01.04.2021 GOB SA 1 0z 100101 Prime Minister's SAO1 SAOL
03.12.2019 GOB SA il 02 Integration: de
<>
Entry: 1 of: 3

and select Organizational assignment

0y
X

GHM (2) 100 o | —

Exit

<3 v

13. Select the Organizational Assignment with the recent date.

14. Click on Q button.

= Display Organizational assignmer > GHM(2) 100 & 5 X
< EE: ’ Display Organizational assignment
e Org Structure  More ™ Exit
» Pers.area: SA Prime Minister's Office Subarea: SAO1 JPM v
Cost Ctr: 100101 Prime Minister's Off Bus. Area
Find by
~ 2% Person -~
s <> | Personnel structure
EE group: 1 Permanent Payr.area: GB Gov. of Brunei
EE subgroup: 02 Division 11 Contract: 05 Non Contract ~
. Organizational plan Administrator
Percentage: 100,00 Group: GOB
Position 30001300 SAO1 PersAdmin;
TEST POSITION PEGAWAI Time:
Job key 00000000 PayrAdmin:
Org. Unit: 10000014 SAO01 Supervisor
JABATAN PERDANA MENT
New position title is displayed.
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Assign Org Unit / Backend User

Position to Another 0 dmini
A e = OM Administrator

The SAP Easy Access page will appear

1l
~
=)
|
1]
X

hi . ’ SAP Easy Access
-

;
L v|® = & & othermenu W [ Createrole More™ Q O @ Exit

1 Favorites
~ 13 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
» [] Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
> [ Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framewark

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

& & Othermenu M B Createrole  Morew Q o @ Ex

"1 Favorites

v 1 SAP Menu
» [0 Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1) Accounting
> [7) Human Resources
> [ Information Systems
» [ Service
> [ Toals
> [ WebClient Ul Framewark
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s si
7,
Ia

o
&
Yy,

o
Sumpen ™

= > GHQ (1) 230 & _ O x
< Ei: ? Organization and Staffing Change
v & D Morev Exit
* ¥ A .
« 18.08.2021 + 3 Months
Find by @ | (0 WAV & |@|Q HiGg|l|&]] |«
Q 0 . .
2 Gl R S Staff assignments (structure) Code D Relationship text (G
4 Object Histo!
4 Oy k4 8 Ministry A z 0 10001876
> & Position
- M Department A ZzZ1 0 10001877 Is line supervisor of AW
> £ Person . ,
- > & Pengarah SAQ00077 S 90000077 Incorporates
e | C ] [ ~ -
v |4 A ES v |8 8] > £ Timbalan Pengar3 SA000191 S 90000191 Incorporates
Name % SLO1A 0 10002995 Is line supervisor of Pege
™) Unit Pekerja Khas 4 o » = Unit Latihan Khas 11 SLO1A 0 10003017 Is line supervisor of Peg:
> ™ Ministry Transport Infocommunicatic > ™ Unit Latihan Khas 1ll SLO1A 0 10003035 Is line supervisor of Peg:
> ™ Ministry of Culture,Youth and Sports > ™ Department B z2 0 10001878 Is line supervisor of ABU
> = Ministry of Energy > ™ Department C z3 0 10001885 Is line supervisor of HAJ
> = Ministry of Defense (Training) > = Department D zza 0 10001886 Is line supervisor of DAY
v = Ministry A > = Department E 5 0 10001887 Is line supervisor of DAY
> I Department A > = Department F Z6 0 10001888 Is line supervisor of DAY
W Department B > =l Department G zy 0 10001889 Is line supervisor of NOR
5 - i i
= Department C R ™ Nenartment H 778 0 10001890 Is lina simanvisor nf nay
Pt T 7] Details for Position Timbalan Pengarah v

2. Click respective Organizational Unit destination.

3. Click & icon.

= > GHQ (1) 230 & _ O X
< Ei: ? Organization and Staffing Change
v & O Morev Exit
* ¥ |A B
« i 18.08.2021 + 3 Months
Find by v (O8] & 8 @ v|l|allv|i&l SQ SINEINEIRG
Q structure Search Staff assignments (structure) Code D Relationship text C.
4 Object Histo
R v ~ [ Ministry A zz 0 10001876
» & Position
1e supervisor of AW
> BAPerson = Choos s|ationshi
= Choose Relationship X rporates
v | 1Q rporates.
Name - Wl Organizational unit \e supervisor of Pege
= | ™ 1s 1ine supervisor of organizational unit DI E Pegs
> =™ | & Incorporates Position e supervisor of Pegt
5 - N 1e supervisor of ABU
S N 1e supervisor of HAJ
S M 1e supervisor of DAY
V| v ] 1e supervisor of DAY
5 1e supervisor of DAY
- 1e supervisor of NOR
- ® sineniisar Af nay
- "

4. Under Choose Relationship, select
4a. ™ 1s line supervisor of organizational unit OfF
4b. A Incorporates Position

5. Click on K4 icon.
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RO

e
Choose Po! X > GHQ (1) 230 5 _ 8 x
) .
Name D Code V...
> 8 Ministry of Culture,Youth and Sports 0 10000012 SL 010, Ext
> 8 Ministry of Energy 0 10000013 SQ 01.0 .
> ™ Ministry of Defense (Training) 0 10001767 SBTRN1 01.0
Find £ v 1 Ministry A 0 10001876 z 01.0 2| e
q v [ Department A 0O 10001877 71 01.0 ) .
4 > & | Pengarah S 90000077 SA000077 oLD Relationship text C..
> > B Unit Latihan Khas 0 10002995 SLO1A 19.0 Is line supervisor of AW
= > I Unit Latihan Khas Il O 10003017 SLO1A 19.0 Incorporates
= > ™ Unit Latihan Khas 11l 0 10003035 SLO1A 19.0 Incorporates
> ™ Department B 0 10001878 z2 01.0 Is line supervisor of Pege
> ™ Department C O 10001885 z3 01.0 Is line supervisor of Pege
> M Department D 0 10001886 z4 01.0 Is line supervisor of Pege
> [ Department E 0 10001887 775 010 Is line supervisor of ABU
> ™ Department F 0 10001888 776 010 Is line supervisor of HAJ
> ® Department G 0 10001889 777 01.0 Is line supervisor of DAY
B > ™ Department H O 10001890 7z8 010 Is line supervisor of DAY
> ™ Department | 0 10001891 779 010 Is line supervisor of DAY
> ™ Department J 0 10001892 z710 01.0 Is line supervisor of NOFR
™ Department K 0 10001925 11 oLo s line simenisor nf nay
IS Department L 0 10001926 zz12 oo . i v

Save Continue  Cancel

6. Select Organizational Unit / Position.

. p .
7. Click EZ8l icon.
> GHQ (1) 230 & _ O x
< Ez: ? Organization and Staffing Change
v & O Morewv Exit
* ¥ |A B
€ 3 18.08.2021 + 3 Months
Find by v (O8] & 8 @ v|l|allv|i&l SQ SINEINEIRG
Q structure Search Staff assignments (structure) Code D Relationship text Che
4 Object Histo
= ! L v ™ Ministry A Z 0 10001876
> & Position ) )
. v [ Department A ZZ1 0 10001877 Is line supervisor of AW
> 22 Person -
- > & Pengarah SA000077 S 90000077 Incorporates
@ |0 71 | [327 | [ ~
i e || ][5 B ~~ ™ Unit Latihan Khas SLO1A O 10002995 Is line supervisor of Pegi
Name & Pegawai Latihan Khas Kanan SLO1A S 30085233 Incorporates
=) Unit Pekerja Khas 4 - Kerani Lathan Khas SLO1A S 30085262 Incorporates
> = Ministry Transport Infocommunicatic v Timbalan Pengarah SA000191 S 90000191 Incorporates
—
> ' Ministry of Culture,Youth and Sports > ™ Unit Latihan Khas 11 SLO1A 0O 10003017 Is line supervisor of Pege
> ™ Ministry of Energy > =] Unit Latihan Khas 111 SLO1A 0 10003035 Is line supervisor of Pege
> ™ Ministry of Defense (Training) > ™ Department B 72 0 10001878 Is line supervisor of ABU
v~ = Ministry A > ™ Department C Zz3 0 10001885 Is line supervisor of HAJ
> [ Department A > ™ Department D z4 0 10001886 Is line supervisor of DAY
[ Department B > ™ Department E 75 0 10001887 Is line supervisor of DAY
Department C Wl Nenartment F 778 0_100N18AR 1< line sineniisar g nay
[ Penartmane 0 T 1, >7] Details for Position Timbalan Pengarah 8 -

Your data has been saved

Save

Continue

Cancel

Save

8. Click button.

Outcome : The position has been transferred to the new organizational unit.
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Assign Org Unit / Backend User
Position to Another

Org Unit via PPO1 OM Administrator

The SAP Easy Access page will appear

hi . ’ SAP Easy Access
-

;
L v|® = & & othermenu W [ Createrole More™ aQ o B

1 Favorites
~ 13 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
» [] Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framewark

1. Navigate to Personnel Actions page by entering transaction code, PPO1 in the Search
Bar and press Enter button on the keyboard.

>  GHQ(1)230 & = X

SAP Easy Access

= & & othermenu * * / VvV A  ECreaterole MoreV Q d T Exit

> [ Favorites
~ T3 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [ Cross-Application Components
> [ Logistics
> [ Accounting
> [71 Human Resources
> [71 Information Systems
> [ service
> 11 Tools
> [1 webcClient Ul Framework

27
SSM_UG_OM_Back End (SAP GUI)_Maintain Positions_v2.0



e,

s si
o 7e

Sistem Sumber Manusia — Organizational Management )

Ia

&
(%

o
Sumpen ™

= > GHQ (1) 230 & B X
< KU Maintain object
Vg (1 72 & @ B U B # Morev Exit
v A :
S
* Plan version: | Current plan
L
* Object type: Alternative plan/tech.
Object ID:  Application Link Enabling
Object abbr.: I Current plan
Test BP/PD-ORG
¢ Active Planned Submitted Approved Rejected
Infotype Name Sis @ Time period
B ® Period
* From: 19.08.2021 to: 31.12.9999
Today Current week
All Current month
From cum.date Last week %

2. Under Plan version, click on icon.

3. Select Current Plan.

= > GHQ(1)230 & _ o X
< E :‘ " Maintain object
vig (1 7 & @ B W @ # Morev Exit
Y A -
* Plan version: = Current plan 4
r
* Object type: Lbnknown | v '
Object ID: Operating concern -
Object abbr.: Organizational Goal
I Organizational unit
i Active  Planned  Person ed
Personnel area
Infotype Name Personnel subarea Time period
Planned staff requirement ® Period
Plant * From: 19.08.2021 to: 31.12.9999
Plant storage area Today Current week
Position All Current month
Process From cum.date Last week 3
Process (Scope) 2
4. Under object type, click on icon.
5. Select Organizational unit.
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s si
7,
Ia

o
&
Yy,

o
Sumpen ™

= > GHQ(1)230 6 B X
< E :‘ " Maintain object
v (1 72 6 @ B W @ » Moev Exit
Y A %
* Plan version: Current plan N
* Object type: Organizational u 6 v
r
Object ID
=
Object abbr.:
i Active Planned Submitted Approved Rejected
Infotype Name S.:: @ Time period
Object S ® Period
REator oS * From: 19.08.2021 to: 31.12.9999
Description
Department/Staff Today Current week
Acct. Assignment Features All Current month
Work Schedule From cumr.date Last week %

6. Under objective ID, click ' icon.

= > GHQ (1) 230 & _ O x
< EE: ’ Maintain object
= Choose Organizational unit X Exit
Name ID Code \ '
> ™ Ministry of Development O 10000009 SK 0107
> ™ Ministry of Education 0O 10000010 SF 01.0
» ™ Ministry Transport Infocommunications O 10000011 SN 01.0
> ™ Ministry of Culture,Youth and Sports O 10000012 SL 01.0
» = Ministry of Energy O 10000013 5Q 01.0
» & Ministry of Defense (Training) O 10001767 SBTRN1 01.0
v b Ministry A 0O 10001876 zz 01.0
~~ = Department A O 10001877 ZZ1 01.0
I ™= Unit Latihan Khas O 10002995 SLO1A 19.0
™| Unit Latihan Khas Il 0O 10003017 SLO1A 19.0
= Unit Latihan Khas 11l 0O 10003035 SLO1A 19.0
(™ Department B 0O 10001878 z2 01.0
™ Department C O 10001885 ZZ3 01.0
= Department D 0 10001886 774 01.0 f.202 tor| 31.12.9999
= Department E O 10001887 775 01.0 Current week
> ™ Department F 0 10001888 776 01.0 Current month
= Department G 0O 10001889 zz7 01.0 T .
— | = Department H © 10001890 ZZ8 01.0 M
o

- = peoarment| B - °e ) _

7. Select respective Organizational Unit.
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MBE

)

= >
< »i' ? 9 Maintain object
Velals &« @ 8 8 @ # we
¥ |A
* Plan version: | Current plan v
* Object type:  Organizational unit ~
Object ID: 10002995
Object abbr.
Active Planned  Submitted  Approved  Rejected
Infotype Name @ Time period
Object I @ Period
[[&_Relationshis *From: 19.08.,2021
Description
Department/Staff oday
Acct. Assignment Features All

Work Schedule
Cost Planning

Standard Profiles

.

From curr.date

To current date

GHQ (1) 230 5
to: 31.12.9999
Cument week
Current month
Last week

Last month

Currant Vaar

[y

Exit

8. Under Active tab, select Relationships.

d

9. Click on icon.
= > GHQ (1) 230 & _ &8 x
5| < w Create Relationships
v| G [  Alowed relationships ~ More™ Exit
VA Organizational unit: SLO1A Unit Latihan Khas r
Planning Status: Active
* valid from: 19.08.2021 * to: 31.12.9999 63 Change Information
Relationships
Relationship type/relationship:
¢ Related Object
Type of related object Ir‘
ID of related object: Management Cockpit .
Abbreviation: Object of Pers.Dplmt.Pla
Name: Organizational Goal
Priority: Person
Weighting: | Position -
Process :
Outcome : Create Relationships page will be shown.
10. Under Type of related object, click on icon.
11a. Select Organizational Unit if the target object is organizational unit.
11b. Select Position if the target object is position.
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v o
Sumpen ™

s si
> 7,
Ia

(%

= > GHQ (1) 230 B _ A X
= Relationship (1) 56 Entries found X Create Relationships
14 bstrictions
v Exit
@ |Qlc| % |2 @ -
Rel. Relationship n) prganizational unit:  SLO1A Unit Latihan Khas r
I A]002 Reports (line) t Planning Status: Active
B|002 Is line supervisor of * Valid from: 19.08.2021 * to: 31.12.9999 &3 Change Information
A|003 Belongs to
IBIDDS Incorporates
B|007 Is described by
AJ011 Cost center assignment Relationship type/relationship:
B|012 Is managed by...
A|013 Staffing requirement
B|034 Participated in e. type AT e AT .
B|036 Organizes
B]049 Develops 1D of related object
AJ0S0 Assesses Abbreviation
B|050 Is assessed by Name
A|059 Employee pool
AJ061 Equals )
56 Entries found . Priority
Weighting: % °
Save

12. Under relationship type, click on ' icon.
13a. If you choose organizational unit, select B|002 Is line supervisor of.
13b. If you choose position, select B|003 Incorporates.

14. Click v  button.

= > GHQ (1) 230 5 _ 5 X
SV 4 w Create Relationships
v [@ (@ Alowed relationships  More™ Exit
¥ A z
Organizational unit: ' SLO1A Unit Latihan Khas
Planning Status: Active
* Valid from: | 19.08.2021 * to: 31.12.9999 &3 Change Information

Relationships

Relationship type/relationship: B~ 003

Related Object

Type of related object: = Position v

=
ID of related object:
L

Abbreviation:
Name:
Priority:
Weighting: Z
Saves Cancel
15. Click [ icon.
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= > GHQ(1)230 & _ O X
D [ . ean 4
= Choose Position X
. Exit
Name D Code V... z
> = Ministry of Education O 10000010 SF 01.07
| > ® Ministry Transport Infacommunications 0 10000011 SN 01.0
> 9 Ministry of Culture,Youth and Sports O 10000012 SL 01.0 &3 Change Information
> H Ministry of Energy O 10000013 sQ 010
> ™ Ministry of Defense (Training) O 10001767 SBTRN1 01.0
~ 1 Ministry A O 10001876 Z 010
- [ Department A O 10001877 ZZ1 01.0
> & F‘enﬁarah S 90000077 SA000077 01.0
I > & Timbalan Pengarah S 90000191 SA000191 01.0
> l; Unit Latihan Khas O 10002995 SLO1A 19.0
> ™ Unit Latihan Khas Il 0 10003017 SLO1A 19.0 ~
> & Unit Latihan Khas 111 O 10003035 SLO1A 19.0
> = Department B 0O 10001878 Z2 01.0;
> = Department C 0O 10001885 ZZ3 01.0
> = Department D 0O 10001886 ZZ4 01.0
> ™ Department E 0O 10001887 ZZ5 01.0
> ™ Department F O 10001888 ZZ6 01.0
> i Department G 1 77 010 R
 I— > [ Department H 778 01.0 ¥ .

Save Cancel

16. Select respective organizational unit/position to be assign.

17. Click on icon

= > GHQ(1) 230 & _ O X
nlhd < EE: J Create Relationships
v [@ [ Alowed relationships  More™ Exit
¥ A
Organizational unit: SLO1A Unit Latihan Khas
Planning Status: Active
* Valid from: 19.08.2021 * to: 31.12.9999 63 Change Information
Relationships
Relationship type/relationship: B | 003 | Incorporates
Related Object
Type of related object: Position v

ID of related object: 90000191
Abbreviation: SA000191

Name: Timbalan Pengarah

Priority:

Save Cancel

18. Click {521 button.
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(%

= > GHQ (1) 230 & _ O x
S v < EE:‘ J Create Relationships
v @ f;) Allowed relationships ~ More ™~ Exit

Organizational unit: SLO1A Unit Latihan Khas
Planning Status: Active

* Valid from: 19.08.2021 * to: 31.12.9999 63 Change Information

Relationships

Relationshf — )
catonsil = Relationships Create X

Related Object

Overlapping records will be deleted Do you want

to save?

Yes No X Cancel

Priority:

19. Select Yes to continue.
= > GHQ (1) 230 & B X
v 0 SAF Maintain object 20
& (0 72 & @ B W @ » Morev

* Plan version: Current plan
* Object type: Organizational unit v
Object ID: 10002995 Unit Latihan Khas

Object abbr.: SLO1A

: Active Planned Submitted Approved Rejected

Infotype Name S ; Time period
Object v : @ Period
° { i v
il * From: 19.08.2021 to: 31.12.9999
Description
Department/Staff Today Current week
Acct. Assignment Features All Current month
Workchedule From curr.date Last week ~

Record created

Outcome : Record have been created.

20. Click on | Exit button.
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SAP Easy Access

= & 2 othermenu M ® Createrole More™ Q @ P Exit

(] Favorites

17 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [1] Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
> [ Information Systems
> [ Service
> [ Teols
> [ WebClient Ul Framewaork

19. In the search bar, type PPOME and press Enter button on the keyboard.

= > GHQ (1) 230 B _ =2 X
< Ei: ? Organization and Staffing Change
v & O Morev Exit
* ¥ A M
& @ 19.08.2021 + 3 Months
Find by @~ (O (@& v~ [|a]lv] & @ Q gl &l |
Q
S SIETEETED Staft assignments (structure) Code D Relationship text (T
4 Object Histo
+ 00l v 8 Ministry A z 0 10001876
» {4 Position
- - [ Department A Z1 0 10001877 Is line supervisor of AW
» £ Person
= - > & Pengarah SA000077 S 90000077 Incorporates
Sl B|A|[S v |[|B]] ~ ™ Unit Latihan Khas SLO1A 0 10002995 Is line supervisor of Peg:
Name & Pegawai Latihan Khas Kanan SLO1A S 30085233 Incorporates
1™ Unit Pekerja Khas 4 N 2 Kerani Latihan Khas SLO1A S 30085262 Incorporates
> W Ministry Transport Infocommunicatic | > & Timbalan Pengarah | sAcoo191 S 90000191 Incorporates
=
> ™ Ministry of Culture,Youth and Sports > ™1 Unit Latihan Khas Il SLO1A 0 10003017 Is line supervisor of Pegt
> ™ Ministry of Energy > ™ Unit Latihan Khas |1l SLO1A 0 10003035 Is line supervisor of Pege
> ™ Ministry of Defense (Training) > = Department B Zz2 0 10001878 Is line supervisor of ABU
~ 1) Ministry A > = Department C 23 0 10001885 Is line supervisor of HAJ
> 8 Department A > ™ Department D 2Z4 0 10001886 Is line supervisor of DAY
=l Department B > ™ Department E 5 0 10001887 Is line supervisor of DAY
= Department C > [ Nenartment F 778 0 _10NN188R 1= line sinenvisar o nay
= manemane 0 i > Details for Position Timbalan Pengarah 22 v

Your data has been saved Savel Continue Cancel

22. Click [=EEH button.

Outcome : The Position has been transferred to the new organizational unit.
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Solving Head of Backend User

Organizational Unit
Issue

OM Administrator

The SAP Easy Access page will appear

1l
~
=)
|
1]
X

hi . ’ SAP Easy Access

;
v|® = & & othermenu W [ Createrole More™ Q O @ Exit

1 Favorites
~ 13 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
» [] Cross-Application Components
> [ Logistics
» [ Accounting
> [ Human Resources
» [ Information Systems
> [ Service
> [ Tools
» [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PPOME in the Search
Bar and press Enter button on the keyboard.

SAP Easy Access

& & Othermenu M B Createrole  Morew Q o @ Ex

"1 Favorites

v 1 SAP Menu
» [0 Connector for Multi-Bank Connectivity
> [ Office
> [ Cross-Application Components
» [ Logistics
> [1) Accounting
> [7) Human Resources
> [ Information Systems
» [ Service
> [ Toals
> [ WebClient Ul Framewark
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= > GHQ (1) 230 5 _ O %
{ K : J Organization and Staffing Change 2
v G O Morev
* ¥l& « @ 19.08.2021 + 3 Months 7
Find by @~ (| (O @] &2 ~|W ~ || a]llv| &S| Q G| |all e
f_“ SIUEIEEE E) Staff assignments (structure) Code ID Relationship text G
L Object History v [ Ministry A Zz 0 10001876 Timt
_> j Positon - v [ Department A ZZ1 0 10001877 Is line supervisor of AW
7 £ Person - > & Pengarah SA000077 S 90000077 Incorporates
sla ] S ||| B > 2 Timbalan Pengarah SA000191 S 90000191 Incorporates
Name I\/ & Timbalan Pengarah ISAOOOO?? S 30085927 Incorporates
= Unit Pekerja Khas 4 - > ™| Unit Latihan Khas SLO1A 0 10002995 Is line supervisor of Pegi
> = Ministry Transport Infocommunicatic » = Unit Latihan Khas 11 SLO1A 0 10003017 Is line supervisor of Pegi
> 8 Ministry of Culture,Youth and Sports > = Unit Latihan Khas 11l SLO1A 0 10003035 Is line supervisor of Pegi
> ™ Ministry of Energy > ™ Department B zz2 0O 10001878 Is line supervisor of ABU
> [ Ministry of Defense (Training) > ™ Department C ZZ3 0O 10001885 Is line supervisor of HAJ
18 Ministry A > ™ Department D zZ4 0 10001886 Is line supervisor of DAY
> I Department A > ™ Department E 75 0 10001887 Is line supervisor of DAY
= Department B > ™ Department F 776 0 10001888 Is line supervisor of DAY
= Department C R > [l Nenartment 777 0_100N1RARG I« line siinenienr Af NOE
[ Pennnmant T I 71 Details for Organizational unit Unit Latihan Khas o :

Save| Continue

This issue comes from unsynchronized relationships between A003 position to organizational
unit (Belongs to) and A012 position to organizational unit (Manages...).

2. Click on Exit button.

> GHQ (1) 230 5 _ & X
SAP Easy Access

F & & Othermenu ¥ * F V A E createrole Morewv Q o @ Ext

> [J Favorites
T SAP Menu

> [[1 Connector for Multi-Bank Connectivity
» [ Office

> [ Cross-Application Components

> [ Logistics

> [ Accounting

> [0 Human Resources

> [ Information Systems
> [0 service

> [ Tools

>

[*) WebClient Ul Framework

3. Search on bar PP0O1 and press Enter button on the keyboard.
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= > GHQ (1) 230 & B X
< KU Maintain object
v 1 /7 &8 @ 0 W B # Morev Exit
v A :
S
* Plan version: | Current plan
L
* Object type: Alternative plan/tech.
Object ID:  Application Link Enabling
Object abbr.: I Current plan
Test BP/PD-ORG
¢ Active Planned Submitted Approved Rejected
Infotype Name Sis @ Time period
B ® Period
* From: 19.08.2021 to: 31.12.9999
Today Current week
All Current month
From cum.date Last week %

4. Under Plan version, click on icon.

5. Select Current plan.

= > GHQ(1)230 & — 8 X
< W Maintain object
vig (1 7 & @ B W E F MoV Exit
Y||A -
* Plan version: Current plan
r
* Object type: l-lJnknuwn
Object ID:  Operating concern v
Object abbr.: Organizational Goal
Organizational unit
i Active  Planned  Person ed
Personnel area
Infotype Name Personnel subarea Time period
Planned staff requirement ® Period
Plant * From: 19.08.2021 to: 31.12.9999
Plant storage area Today Current week
I Position All Current month
Process From cum.date Last week S
Process (Scope) 3
6. Object type, click icon.
7. Select Position.
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= > GHQ(1)230 6 B X
< E :‘ " Maintain object
v (1 72 6 @ B W @ » Moev Exit
Y A %
* Plan version: Current plan N
* Object type: Organizational u 8 v
r
i a
Object ID: |
Object abbr.:
i Active Planned Submitted Approved Rejected
Infotype Name S.:: @ Time period
Object S ® Period
REator oS * From: 19.08.2021 to: 31.12.9999
Description
Department/Staff Today Current week
Acct. Assignment Features All Current month
Work Schedule From cumr.date Last week %

8. Under objective ID, click ' icon.

= > GHQ (1) 230 &5 _ O %
< ~am 4
= Choose Position X
. Exit
Name D Code V. z
> = Ministry Transport Infocommunications O 10000011 SN 0107
[ | > ™ Ministry of Culture,Youth and Sports 0 10000012 S| 01.0
> = Ministry of Energy 0 10000013 sSQ 01.0
> = Ministry of Defense (Training) O 10001767 SBTRN1 01.0
v I Ministry A O 10001876 z 01.0
v [ Department A O 10001877 71 01.0
> & Pengarah S 90000077 SAQ00077 01.0
> & Timbalan Pengarah S 90000191 SA000191 01.0
u Timbalan Pengarah S 30085927 SA000077 01.0
> = Unit Latihan Khas 0 10002995 SLO1A 19.0;
> ™ Unit Latihan Khas |1 0 10003017 SLO1A 19.0;
> ™ Unit Latihan Khas Il 0 10003035 SLO1A 19.0
> ® Department B O 10001878 zz2 01.0
> M Department C O 10001885 ZZ3 01.0
> 8 Department D 0 10001886 774 01.0 -08.2021 to: 31.12.9999
> 8 Department E 0 10001887 75 01.0 Cament week
> Department F 0 10001888 776 01.0 U
> ™ Department G 77 01.0 .
L > B Denartment H 778 01.0 v ple Last week °

9. Select respective Position.

10. Click on K4 icon.
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< hi: ’ Maintain object
& 0 7 & G More vV Exit
Y A v
* Plan version: Current plan
* Object type: Position v
Object ID: 30085927
Object abbr.
i Active Planned Submitted Approved Rejected
Infotype Name @ Time period
Object v Period
[i2uieciatonshps 19.08.2021 1o 31.12.9999
Description
Department/Staff Current week

Planned Compensation

Vacancy

From curr.date

~11. Under Active tab, select Relationships.

12. Under Time period, Select ALL.

13. Click on icon.
= >  GHQ (1) 230 & _ O X
TV < Ei:‘ ’ List display with change Relationships
v A #Z @ BDIWlE Morev Exit
¥ |A
Position: SA000077 Timbalan Pengarah
Planning Status: Active
Relationships
Start End R... Rela... Relat.text R... Rel'd object ID  Abbr. =
19.08.2021 31.12.9999 A 003 Betonﬁ to O 10001877 771 z
I. 01.01.2021 31.12.9999 A 012 Manages... O 10001876 Zz 0.00
O o
Entry: 1 of: 2

If this position as a chief of current organization unit, relationship A012 (Manages...) and
A003 (Belongs to) should be with the same ID of Organizational Unit.

If its different, delete relationships A012.

14. Select relationships A012.

]

15. Click on icon.
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s si
> 7,

(%

> GHQ (1) 230 & _ O x
B[ Delete Relationships
Exit
¥ A -
Position:  SA000077 Timbalan Pengarah
Planning Status: Active
Valid from: 01.01.2021 to: 31.12,9999 63 Change Information
Relationships
Relationship type/relationship: A 012 = Manages.
Related Object
Type of related object: Organizational unit ~
ID of related object: 10001876
Abbreviation: 2Z
Name: Ministry A
Priority:
Record. of: 2 A

16. Clickon T | icon again.

> GHQ (1) 230 & _ O X
3V < EE: J Delete Relationships
v Ed B W Moev Exit
Position:  SADO0D077 Timbalan Pengarah
Planning Status: Active
Valid from: 01.01.2021 to:|31.12.9999 54 Change Information
Relationships
lationshi .
e = Relationships: Delete X
Related Object
Do you want to delete the record? 01.01.2021 -
Typt
@ 3112.999
I
17
Yes No X Cancel
Priority:
Record: 2 of: 2 .
17. Select Yes button to confirm.
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Unpen ™

s si
> 7,
S1A oV

List display with change Relationships

v # @ B W O Morev
¥ A
Position: SA000077 Timbalan Pengarah
Planning Status: Active
Relationships
Start End R... Rela... Relat.text R... Rel'd object ID  Abbr.
19.08.2021 31.12.9999 A 003 Belongsto O 10001877 Z1
)

Outcome: Record has been deleted.

18. Click | Exit | jcon.

>

GHQ (1) 230 & _ O %
18
% Rate &
0.00 z
n
Entry: 1 of: 1

Record deleted

Maintain object

& (0 /7 & G 0 W @ ## Morev
Y A
* Plan version: Current plan v
* Object type: Organizational unit v
Object ID: 10002995 Unit Latihan Khas
Object abbr.: SLO1A
: Active Planned Submitted Approved Rejected
Infotype Name S Time period
Object v o ® Period
° { i v
Relaton-ie> * From: 19.08.2021
Description
Department/Staff )
Acct. Assignment Features All

19. Select  Exit | jcon again.

Work Schedule

From cum.date

>

GHQ (1) 230 &

[y
X

19

to: 31.12.9999
Current week

Current month

Last week >

Record created

SSM_UG_OM_Back End (SAP GUI)_Maintain Positions_v2.0

41



o
Kty &Z
o

Sistem Sumber Manusia — Organizational Management B

s si
7,
Ia

o
&
Yy,

o
Sumpen ™

SAP Easy Access

I & & othermenu M ™ Createrole More™ Q & Exit

[ Favorites

~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
» [] Accounting
> [T Human Resources
» [ Information Systems
> [ service
> [ Tools
> [ WebcClient Ul Framework

20. On the search bar, type PPOME and click Enter on your keyboard.

= > GHQ (1) 230 & _ O X
< EE: ’ Organization and Staffing Change
v & 3 Morev Exit
* Y A v
&« Fie =] 19.08.2021 + 3 Months
Find by Oy | |0 a &0 v alv &g« Ball &)l |
Q
24 SILEID R Staff assignments (structure) Code D Relationship text @:.
1 Object Histo
+ o0 v 1 Ministry A z 0 10001876
> ¢ Position
— - [ Department A 771 0 10001877 Is line supervisor of AW
> &% Person . .,
> & Pengarah SA000077 S 90000077 Incorporates
v || QA H g S v a8 > 2 Timbalan Pengarah SA000191 S 90000191 Incorporates
Name v & Timbalan Pengarah SA000077 S 30085927 Incorporates
=] nit Pekerja Khas 4 o > 'm Unit Latihan Khas SLO1A 0 10002995 Is line supervisor of Pege
> ™ Ministry Transport Infocommunicatic > =) Unit Latihan Khas 11 SLO1A O 10003017 Is line supervisor of Pege
> ™ Ministry of Culture,Youth and Sports > ™ Unit Latihan Khas 111 SLO1A 0 10003035 Is line supervisor of Peg:
> ™ Ministry of Energy > = Department B 772 0 10001878 Is line supervisor of ABU
> = Ministry of Defense (Training) > = Department C 7z3 0 10001885 Is line supervisor of HAJ
~ = Ministry A > = Department D 74 O 10001886 Is line supervisor of DAY
> I Department A > = Department E 75 0 10001887 Is line supervisor of DAY
/=l Department B > ™l Department F 76 0 10001888 Is line supervisor of DAY
| Department C » [l Nenartment (3 777 0 10001889 1= line sinenvisar f NOE
[ Ramarant P v > ; . . o
VR Details for Organizational unit Unit Latihan Khas 21 o

. Plan version Current plan was set Save Continue Cancel

Outcome : The blue icon of position has been removed successfully.

21. Click & icon.
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Delete holders of Backend User
position if the

position ID has two OM Administrator
or more holders

The SAP Easy Access page will appear

hi . ’ SAP Easy Access
-

;
L v|® = & & othermenu W [ Createrole More™ aQ o B

1 Favorites
~ 13 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
» [] Cross-Application Components
> [ Logistics
> [ Accounting
> [ Human Resources
> [ Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framewark

1. Navigate to Personnel Actions page by entering transaction code, PPO1 in the Search
Bar and press Enter button on the keyboard.

>  GHQ(1)230 & = X

SAP Easy Access

= & & othermenu * * / VvV A  ECreaterole MoreV Q d T Exit

> [ Favorites
~ T3 SAP Menu

» [ Connector for Multi-Bank Connectivity
» [ Office

> [ Cross-Application Components

> [ Logistics

> [ Accounting

> [71 Human Resources

> [71 Information Systems

> [ service

> 11 Tools

> [1 webcClient Ul Framework
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< SAP Maintain object
vig (1 72 6 @ 0B W B »# Morev
Y A

&
* Plan version: | Current plan
1

>  GHQ (1) 230 &

Exit

* Object type: Alternative plan/tech.

Object ID:  Application Link Enabling

Object abbr.: I Current plan

Test BP/PD-ORG

¢ Active Planned Submitted Approved

Infotype Name

Rejected

& Time period
2 ® Period
* From: 19.08.2021 to: 31.12.9999
Today Current week
All Current month

From cum.date Last week

2. Under Plan version, click on icon.

3. Select Current Plan.

Maintain object

More

* Plan version: = Current plan

z r
* Object type: | Unknown
L

Object ID:  Operating concern
Object abbr.: Organizational Goal
Organizational unit
Active Planned Person

Personnel area
Infotype Name Personnel subarea

Planned staff requirement

> GHQ(1)230 & _ o X

Exit

ed

Time period

® Period

Plant * From: 19.08.2021 to: 31.12.9999
Plant storage area Today Current week
IPosilion All Current month
Process From cum.date Last week 3
Process (Scope) &
4. Under object type, click on icon.
5. Select Position.
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= > GHQ(1)230 6 B X
< E :‘ " Maintain object
v (1 72 6 @ B W @ » Moev Exit
Y A %
* Plan version: Current plan N
* Object type: Organizational u 6 v
r
Object ID
=
Object abbr.:
i Active Planned Submitted Approved Rejected
Infotype Name S.:: @ Time period
Object S ® Period
REator oS * From: 19.08.2021 to: 31.12.9999
Description
Department/Staff Today Current week
Acct. Assignment Features All Current month
Work Schedule From cumr.date Last week %

6. Under objective ID, click ' icon.

> GHO(N230 [ &f _ & X

< *: : : ; Maintain object

= Choose Position X Exit

Name D Code
Find by
& Position
A Search Term

1 Structure Search

| > & Head of Bahagian A 30082126 WF00021A
1) t. Head of Bahagian A S 30087011 WF00021A
» & Kerani Bahagian A S 30087008 WF00021A
3 Kerani Sulit Bahagian A S 30087010 WF00021A
atan B o 3 W

7. Select and double click respective Position.
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= GHOM230 Bl o _ &F X
'S SAPg Maintain object
» 0 7 6 C W Mot

Find by

Poot * Pla Current plan
 Search Term
Position
L Structure Search
). 30082126

Planned  Submitted  Approved  Rejected

Infotype Name Time period

e
Department/Staft
Planned Compensation

08.06.2022 31.12.9999

Vacancy
Acct. Assignment Features
Authorities/Resources
Work Schedule

Employee Group/Subgroup
Obsolete

Cost Planning

Standard Profiles

6. Under Active, select Relationship.

7. Click on icon.

= GHO (1) 230 f 5 x
< w List display with change Relationships
¥ A
== WF00021A
Find by Planning Status: Active

5 Position
| Search Term

4 Structure Search

Start End R.. Rel. Relattext R... Rel'd object D Abbr. % Rate
24032021 31129999 A 003 Belongsto O 10001827  WFDOOZ1 000
08.06.2022 31129999 A D08 Holder P 00001034 1 10000
0BDG2022 31129999 A 008 Holder P 00001031 2 ml:‘
24032021 31129900 A 012 Manages.. 0 10001827 WF00021 000

niry: |IL of: 4

Outcome : The relationship types of the Position ID. The image shows 2 Personnel holding
the same Position ID.

Notes:

Belongs to Relationship: Determines the position ID belongs to which Organizational Unit.
Holder Relationship: Determines who is holding the Position ID.

Cost Center Relationship: Determines the Cost Center of the Position ID.
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< E List display with change Relationships
s A B W @ Mo

FUA T WF00021A
Find by atus: Active
S, Position
1 Search Term
 Structure Search
Stant End

R..Rel.. Relattext R

Reld object D Abbr.

40320 000 A 003 Belongsio 00015
* 08.06.2022 31129999 A 008 Holder 00001034
e T ——

Gars o
24032021 31129909 A 012 Manages.

O 10001827  WFDOO21

——

8. Select the first holder record to check the details.

9. Clickon| “ |icon.

Display Relationships
YA WF00021A
Find by ws: Active
5 Position i from: 08.06.,2022 to: 31.12.9999 Char
| Search Term
4 Structure Search
Relationships
hp: A 008 Holde
Related Object
Person
t 00001034
1
e Employee 1
i 100.00

> GHO(1)230 [ of

Outcome : The details of the first holder.

10. Click on < icon.

Notes:

Repeat the Step 8 to Step 10 for second holder record to check the details.
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= GHO (1230 [3] of g x
'8 SAP4 List display with change Relationships
» 2 O © T More Exit
¥ A

Find by Planning Status: Active
& Position
L Search Term

| Structure Search

Start End R..Rel.. Relattext R.. Rel'd object I Abbr.
24032021 31129999 A 003 Belongs io O 10001827 WF00021

11. Select the record holder that not holding the Position ID.

12. Click on ' icon.

= GHO(1)230 [ of 5 x
< w Delete Relationships
& (3 i Mare Exit
¥ A . - .

n: WED0021A
Find by Planning Status: Active
3 Position Valid from: 08..06.2022 to: 31.12.9999 Change Informatic

4 Search Term
4 Structure Search

Relationships

p: A 008

1 Person
ject 00001031
2

Employee 2

riority: AB

ge:  100.00

Note : Double check the details under Related Object before the next step.

13. Click on ' icon.
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< »E: ? Delete Relationships

WFO0021A
n Active
08.06.2022 to: 31.12.9999
Relationships
A 008 H = x
Related Object
ord? 08.
Person
ject 00001031
2
Employee 2
X C
ty: AB
100.00

14. Click on Yes to confirm delete the record.

= > GHoW20 B & _ F x
'8 SAP/ List display with change Relationships
e Exit

¥ A
~ 1= WFQ0021A

Find by e

4, Position
L Search Term

| Structure Search

Start End Rel.. Relattext R.. Rel'd object I Abbr. % Rate

R
24032021 31129099 A 003 Belongsto O 10001827 WF00021 0.00
08062022 31129999 A 008 Holder P 00001034 1 10000
[p4.032021 A31 12.9999 A 012 Manages. 0 10001827 WF00021 000
1 f

Outcome : The recorded second holder will not appear in the list and will be reflected in
PPOME as shown on the next page.
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LOMBER

W)

* o
Sumpen ™

Find by

| Free search
1 Search Term
4 Structure Search
 Object History
Position

 Person

] Object history

Name
= Government of Brunei
= Ministry Worklow
= Jabatan A
= Jabatan B
-

Staff assignments (structure)
. Ministry Workflow
= abatan A

Code
WF0001
WF00021

—
& Head of Bahagian A WFD0021A

= Employee 1 L
FOD021A

b

& Kerani Bahagjan A
= Employee 3
# Employee 4
5 Kerani Sulit Bahaglan A
™ Jabatan B

WFOD021A
El

4
WFO0021A
WF00022

Organization and Staffing Change

L]

0 10001826
0 10001827
S 30082126
P 00001034
S 30087011
5 30087008
P 00001033
P 00001035
S 30087010
0 10001828

Relationship text

Is line supervisor of
Incorporates
Holder
Incorporates
Incorporates
Holder

Holder
Incorporates

Is line supervisor of

Chief

Employee 1

Head of Bahagian B

Valid from
24032021
24032021
24032021
08.08.2022
24032021
24032021
08.06.2022
08.06.2022
24032021
24032021

GHO (2) 230

Valid 1o

Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited
Unlimited

Workflow

Note : As for the second holder, HR Administration need to assign the user in the correct
position ID which the user hold to. Refer to Personnel Administration User Guides.
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