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PURPOSES

This user guide acts as a reference for Sistem Sumber Manusia (SSM) Back-End User to
manage Personnel Administration. All 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 are 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-malil

at ssm.helpdesk@dynamiktechnologies.com.bn.
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_ Backend User
Copy Actions

Department HR Administrator and HR Administrator (JPA)

Note: For Change of Service, please change the relevant details such as Position,

Personnel Area, Employee Group or Sub-group in the Organizational Assignment

according to the employee letter of approval.

<d 8 x
nzl 'J SAP Easy Access
PA4O v H oL & Othermenu M [ Createrole  More Vv Q o & Exit
[ Favorites o

~ 3 SAP Menu
> [ Connector for Multi-Bank C
» [0 Office
> [0 Cross-Application Components
> [3 Logistics
> [3 Accounting
~ 2 Human Resources
#3 PPMDT - Manager's Desktop

“ 17 Persannel Management

“ 3 Administration
~ 13 HR Master Data
3 PA30 - Maintain
3 PA20 - Display
&% PA10 - Personnel File
#4 PA70 - Fast Entry
3 PA42 - Fast entry: Actions
> [0 Info System
> [0 Tools
» [0 Settings
> [ Recruitment

1. Navigate to Personnel Actions page by entering transaction code, PA40 in the Search

Bar and press Enter button on the keyboard.

SAP Easy Access

[C S & Othermenu W% [ Createrole  More v Q

[ Favorites o
~ ] SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [J Cross-Application Components
> [ Logistics
> [0 Accounting
~ 13 Human Resources
# PPMDT - Manager's Desktop
~ 13 Personnel Management
* T Administration
~ 13 HR Master Data
&3 PA30 - Maintain
#4 PA20 - Display
#3 PA10 - Personnel File
&3 PA70 - Fast Entry
23 PA42 - Fast entry: Actions
> [T Info System
> [ Tooals
> [0 Settings
> [ Recruitment
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Note: Click on SAP Menu > Human Resources > Personnel Management >

Administration > HR Master Data > PA40 — Personnel Actions

The Personnel Actions (PA40) page will be displayed.

= <o _ g X
< »-E‘ " Personnel Actions
v & Morev Exit
AANES
Find by
- s 2
~ &1 Person Personnel no.: I:l@
L 4
@ Collective Search Help
* From:
Q Search Term
C, Free search
Personnel Actions c]

Action Type Personnel ... EE group EE subgroup
Lantikan <
Kenaikan Pangkat
Pemindahan
Penempatan
Dipinjamkan ke Swasta
P: Bukan Kakitangan
Penurunan Pangkat
Penamatan .
< <y~
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MBER

Find by
o Person
1 Collective Search Help
1 Search Term
1 Free search

«

More

Personnel n¢

*Fron§ 01.09.2022

Personnel Actions
Action Type
LDP - Luar Negeri
Melapor Diri

* Perubahan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan

Penyelarasan
Penyambungan Perkhidmatan

Personnel... EE group

/\
B
|
o
X

Personnel Actions

Exit

EE subgro...

2. Enter the Personnel number and the action From date. Press Enter on the keyboard.

Find by
=% Person
1 Collective Search Help
1 Search Term
| Free search

Personnel no.: 236
Name: Hafiz Hafizul
EE group: 1 Permanent
EE subgroup: 03 Division Il

*From: 01.09.2022

Personnel Actions

Action Type
LDP - Luar Negeri
Melapor Diri

= Perubahan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan

Penyelarasan
Penyambungan Perkhidmatan

A
B
|
o
3

Personnel Actions

Exit

Persarea: SA Prime Minister's Office

Personnel... EE group EE subgro...

and select Perubahan Perkhidmatan

3. Under Personnel Actions page, click on the | *

4. Click on ® icon.
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Y, S
Unpen ™

The Copy Actions page will be displayed.

Cd _3 x
4 »-E- " Copy Actions
| ~v| @ (& Executeinfogroup # Changeinfogroup  More Exit

Pers.No. 236
Name: Hafiz Hafizul
EE group: 6 Contract Pers.area: SA Prime Minister's Office
EE subgroup: 03 | Division Il

*Start: 01.09,2022 to: 31,12,9999

Personnel action
Action Type: Perubahan Perkhidmatan ~

Reason for Action:

Job Data Notes. £

o <>
Status

Customer-specific: Active v

Employment: Active v

Special payment: Standard wage type ~

Organizational assignment

Save Cancel
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= <d -3 x
4 ;-E- " Copy Actions
~| @ (S Executeinfogroup # Changeinfogroup  More » Exit
Pers.No. 236
Name: Hafiz Hafizul
EE group: 6 Contract Persarea: SA Prime Minister's Office
EE subgroup: 03  Division Il
* Star: 01,09,2022 to: 31.12,9999
Personnel action
Action T Perkhidmatan ~
Reason for Action:
Job Data Notes: | /70T Text here
<> <>
Status
Customer-specific: Active v
Employment: Active v
Special payment: Standard wage type
Organizational assignment M
Save

T
5. Under Personnel action section, click on Jl'_E| icon for Reason for Action.

= ¢ 3 %
4 ;-E- " Copy Actions
~| @ (S Executeinfogroup # Changeinfogroup  More » Exit
Pers.No. 236
= = = Reason for Action (1) 3 Entries found —- X
Name: Hafiz Hafizul
Ip View for Reasons for Actions
EE group: 6 Contract Persarea: SA Prime Minister's| P
EE subgroup: 03 Division lll n Type: ZI
of action type: Perubahan Perkhidmatan
. 01,09,2022 to: 31.12,9999
| [ [% s
Personnel action Act. Name of reason
Action Type: Perubahan Perkhidmatan v | 0 iSebuan ks Sstular ke Karirak
02  Konirak ke 'Sebulan ke Sebulan
Reason for Action:
FasenorAce 03 'Sebulan ke Sebulan' ke Tetap
Job Data Notes: | £7
o <>
Status
3 Entries found P
Customer-specific: Active v
Employment: Active v
Special payment: Standard wage type
Organizational assignment
Save

6. Select Reason for Action option, for example: 01 Sebulan ke Sebulan ke Kontrak

v

7. Click on icon.
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o
X

< »!' " Copy Actions

& (S Executeinfogroup / Changeinfogroup More

Exit

Personnel action
Action Type: Perubahan Perkhidmatan

Reason for Action: 01

Job Data Notes: Change of Service

Status
Customer-specific: Active
Employment: Active

Special payment: Standard wage type

Organizational assignment

Position: | 30000755 Pasition A2

Personnel area: SA Prime Minister's Office
Employee group: 6 Contract
Employee subgroup: 03 Division lll

Additional actions

8. Scroll down Copy Actions page and complete fields under Organizational

Assignment section.

Note: .
« When HR Administrator click on .= icon, they can only view the created positions

based on the authority given to them. Example: Department HR Administrator is

from SAO1; Therefore, they can only view positions created under SAOL.
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= < —F x
4 b-i‘ " Copy Actions
v @ (5 Executeinfogroup £ Changeinfogroup  More Exit
Personnel action -
Action Type: | Perubahan Perkhidmatan -
Reason for Action: |01
Job Data Notes: Change of Service
<> <
Status
Customer-specific: Active v
Employment: Active
Special payment: Standard wage type v
Organizational assignment
Position: | 3000075
Personnel area: |SA Prim;
Employee group: |6 Contract
Employee subgroup: | 03 Division Iil
Additional actions .

O
18. Under Organizational assignment section, click on =

= < o & X

icon for Position

Choose Position X

Ssang

@ (S Executeinfogroup / Change info grc Exit
a () Code

Pers.No. 236

=: Hafiz Hafizul

& Acting Position A1 30000769 SA100001

EE group: 6 Contract Persarea: SA  Prime Mi $
5 Position A1 S 30000675 SA000001
EE subgroup: 03 Division il O Pposition A3 S 30000677 SA000003
* Start: 01.09.2022 to: 31.12.9999 5 Position A2 S 30000755 SA000002
> & Position A4 S 30000678 SA000004
8 5 Position AS S 30000679 SA000005
Personnel action 2

> & Position A6 S 30000740 SA000006
Action Type: Perubahan Perkhidmatan S, Position A7 S 30000741 SA000007
B oA o > & Position A8 S 30000742 $A000008
S, Position A9 S 30000743 SA000009
Job Data Notes: Change of Service > & Position A10 S 30000744 $A000010
9 Position A11 S 30000761 SA000011
> & Position A12 S 30000762 SA000012
9 Position A13 S 30000763 SA000013
o > & Position A14 S 30000770 SA000014
9 Position A15 S 30000845 SA000015

SIATE > & Position A16 S 30000860

W= Department A Il 0 10002351

Customer-specific: Active 9 Position A22 S 30000736
Employment: Active s 530000757 SA000023
Special payment: Standard wage type = P°SE“°" Adt SABON0ZA

2 Pacition A2

Organizational assignment

SANONN?S

19. Select Employee Position.

20.Click on ¥ | icon.

1
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< SAF Copy Actions

~| @ ( Executeinfogroup /# Changeinfogroup More v Exit

Personnel action
Action Type:  Perubahan Perkhidmatan ~
Reason for Action: [01|  Sebulan ke Sebulan’ ke Kontrak

Job Data Notes: Change of Service

o <>

Status
Customer-specific: Active >
Employment: Active v

Special payment: Standard wage type

Organizational assignment

Position: | 30000737 Position A23

Personnel area: |SA Prime Minister's Office
Employee group: 6 Contract
Employee subgroup: |03 Division lll

Additional actions

Y Record valia from 01.03.2022 to 31.12.9999 delimited at end View details

21. Press Enter on the keyboard and click

Outcome: Record is created.

The Copy Organizational Assignment page will be displayed.

= < d g x
4 »-E- " Copy Organizational assignment
| ~v| & (3 [ OrgStucture  More v Exit
Personnel No: 236 Name: Hafiz Hafizul
EE group: 6 Contract Persarea: SA  Prime Minister's Office
EE subgroup: 03  Division Il
*Start: 01.09.2022 *to: 31.12.9999
Enterprise structure
CoCode: GOB Government of Brunei
Persarea: SA Prime Minister's Office Subarea: SA0L JPM
Cost Ctr Bus. Area: | 0001 Business area 0001
Personnel structure
EE group: 6 Contract * Payrarea: |GB  Gov. of Brunei
EE subgroup: 03 Division Il * Contract: Local Contract
Organizational plan Administrator
Percentage: 100,00 ¥ Assignment Group: GOB
Position: 30000737 SAD00023 PersAdmin:
Position A23 Time:
Jobkey: 00000000 PayrAdmin

10NN2381 <ann? Sunarnvicar

11
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Copy Organizational Backend User

Assignment Department HR Administrator and HR Administrator (JPA)

Note: For Change of Service, please change the relevant details such as Position,
Personnel Area, Employee Group or Sub-group in the Organizational Assignment

according to the employee letter of approval.

= Cd - F x
< »!' " Copy Organizational assignment
| v & B @ ogstuctre More v Exit
Personnel No: 236 Name: Hafiz Hafizul
EE group: 6 Contract Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division lll
* Start: |01.09.2022 *to: 31.12.9999
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: [SAOL JPM
Cost Cir: Bus. Area: 0001 |  Business area 0001
Personnel structure
EE group: 6 Contract * Payr.area: |GB| Gov. of Brunei
EE subgroup: 03 Division Il * Contract: | Local Contract
Organizational plan Administrator
Percentage: | 100.00 ¥ Assignment Group: GOB
Position: | 30000737 SAD00023 PersAdmin:
Pasition A23 Time:
Job key: 00000000 PayrAdmin: 1

Ara linit 10002381 cann? Sunansenr

m Record valid from 01.03.2022 to 31.12.9999 delimited at end View details Cancel

1. If there are no changes in Copy Organizational Assignment page, press Enter on the

keyboard and click m
Outcome: Record is created.

The Personal Action (PA40) page will be displayed.

= Cd - F x
B |V < »!' " Personnel Actions
~| @& More Exit
¥||A
Find by
<2 Person Personnel no: | 236
1 Collective Search Hel - -
P Name: Hafiz Hafizul
1 Search Term
L Free search EE group: 1 Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division Ill
*From: 01.09.2022
@

Personnel Actions
Action Type Personnel... EE group EE subgro...
LDP - Dalam Negeri
LDP - Luar Negeri
Melapor Diri

* Perubahan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan
Penyelarasan
Penyambungan Perkhidmatan

Record created View details

12
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View Action Back End User

Overview Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
H = & S Ohermenu W B Createrole  More v Q o & Exit

[ Favorites o
~ 3 SAP Menu

> [ Connector for Multi-Bank C

» [0 Office

> [0 Cross-Application Components

> [3 Logistics

> [3 Accounting

~ 2 Human Resources
#3 PPMDT - Manager's Desktop
1 Personnel Management
“ 3 Administration
~ 13 HR Master Data
# PA40 - Personnel Actions
e .
3 PA20 - Display
&% PA10 - Personnel File
#4 PA70 - Fast Entry
3 PA42 - Fast entry: Actions
> [0 Info System
> [0 Tools
» [0 Settings
> [ Recruitment

1. Navigate to Maintain HR Master Data page by entering transaction code, PA30 in the
Search Bar and press Enter button on the keyboard.

The Maintain HR Master Data (PA30) page will be displayed.

[

h
X

< »E‘ '? Maintain HR Master Data

& More v~

<
o
A
ko
)
o

&l

Exit

Personnel no.: ‘

Find by

~ 22 Person
@, Collective Search Help
Q@ Search Term

C Free search

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla... > ...

Infotype Text S Benod

Actions z e Period
Organizational assignment From: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
Bank Details

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks & Choose
Family Member/Dependents
Education z

1
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Note:

Click on SAP Menu > Human Resources > Personnel Management > Administration
> HR Master Data > PA30 — Maintain

User may search for the personnel using their IC number via the Lookup icon.

= <& 8 x
< nzl 'J Maintain HR Master Data
v #Z 8 @ B W B Moew Exit
¥ |a v
Y= Persunmelnu.:l I |r_j
Find by
~ 22 Person
Q Collective Search Help
Q, Search Term
Q, Free search
Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla.. > o
Infotype Text 5. Period
Actions. z Period
QOrganizational assignment From: 800 To: 31.12.9999
Personal data
Addresses Today Currweek
Planned Working Time Current month
Basic Pay From curr.date Last week
Bank Details
To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education z .
. . . - AlLL
2. Under Period section, click on and select
All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.
T
: o] .
3. Click on /= | icon for Personnel No.
= Cd - F x
< D-!‘ " Maintain HR Master Data
r\ ~ 1‘ 1 # 6 O 0 0 @B More-v Exit
Sl Personnel no. = Personnel Number (1 _ X
Find by ¢ C:Personnel ID Number  I: IC number K: Organizati m... Free s. ¥ e
=% Person
1 Collective Search Help dentity Number h 01100008
1 Search Term .
1 Free search C Type
Basic personal data Start Date:
End Date:
LG s Personnel number
Actions.

Organizational assig
Personal data
Addresses

Planned Working Tir
Basic Pay

Bank Details

Recurring Payments,
Additional Payments
Monitoring of Tasks
Family Member/Dep
Education

Direct selection

1
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4. Enter the personnel IC Number.

5. Click on

@ More v

Personnel no.:

Find by
v &% Person
1 Collective Search Help
1 Search Term
| Free search
Basic personal data

Infotype Text
Actions.
Organizational assignment
Personal data
Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents
Education

Direct selection

Maintain HR Master Data

Exit
= Personnel Number (1) 2 Entries found - X

¢ C:Personnel ID Number I: 1C number  K: Organization...

jty Number: 01100008

Start Date_End Date _Pe!

01.02.2021 31.12.2021 00000236

15.01.2022 31.12.9999 00000236

Period

. Period
From: 01.01.1800
Today

. Al

From currdate
To Current Date
Current Period

5] Choose

2 Entries found

Infrhuna: STv

6. Select the searched personnel.

7. Clickon ¥ | icon.

0 W & More

Personnel no.: 00000236

Find by
4% Person
A Collective Search Help
A Search Term
A Free search
Basic personal data

Infotype Text
Actions
Organizational assignment
Personal data
Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents
Education

Direct selection

Maintain HR Master Data

Exit

Period

To: 31.12.9999

Currweek

Current Period

=] Choose

Infrtun STV

8. Press Enter button on the keyboard.

15
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Find by me: Hafiz Hafizul

4% Person
A Collective Search Help
A Search Term
A Free search

1 Permanent Persarea: SA Prime Minister's Office

up: 03 Division Il

Basic personal data

Infotype Text Period

Actions

Organizational assignment
Personal data

Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks 4
Family Member/Dependents

Education

From: 01.01.1800 To: 31.12.9999

Today Currweek

CLLLap

Current Year

=] Choose

Direct selection

Infrthna: STV

Note: The personnel information will be displayed.

= > GHQ(1)200 & 5 X
B < >: : J Maintain HR Master Data
o Vi a More Exit
Y A v
= Personnel no: 236
Find by Name: Hafiz Hafizul
<2 Person EEgroup: 1  Permanent Persarea: SA  Prime Minister's Office
Collective Search Hel
S chtelp EE subgroup: |03 Division Il
A Search Term
1 Free search
Basic personal data
Infotype Text Period
I+ Actions A | Period
Srganzeliomiasynnen From: 01.01.1800 To: 31.12.9999
Personal data v
Today c ek
Addresses v
Planned Working Time v e Al Current month
Basic Pay From curr.date Last week
Bank Detalls To Current Date Last month
Recurring Payments/Deductions
= % Current Period Current Year
Additional Payments/Deductions
Monitoring of Tasks Choose
Family Member/Dependents
Education
Direct selection
Infatune:  Eamilv Maemhar/Nanandantc STV :

9. Under Basic personal data, clickon * and select Actions

10. Click on icon.

1
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The List Actions page will be displayed.

= ¢ _ 9 x
‘& SAP4 List Actions
v 2 @ W Morev Exit
¥ A
Lajta Pers.No 236
Find by Name: Hafiz Hafizul
~ G Person EEgroup: 1  Permanent Pers.area: SA Prime Minister’s Office

1 Collective Search Help
1 Search Term

EE subgroup: 03 Division Il

| Free search B Choose: 01.01.1800 to: 31.12.9999

Start Date Action Type Reason for action

01.09.2022 Perubahan Perkhidmatan Sebulan ke Sebulan' ke Kontr. I
01.03.2022 Penyambungan Perkhidmatan Penyambungan/Lanjutan

15.01.2022 Pengambilan Semula Pengambilan Semula Slp Bers.
01.01.2022 Bersara Bersara Awal - Pencen
01.02.2021 Lantikan Lantikan

Entr’y:r H' of: 5

User can view the personnel actions in this page.

1
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