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INTRODUCTION

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)

SAP Easy Access

PA40 v BH @ & F Othermenu W [ Createrole  More Vv

[ Favorites .
~ 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

= & & Othermenu M [ Createrole More Vv

[ Favorites .
~ 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
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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 _ 8 X
< »-E‘ " Personnel Actions
~ (5 More Exit
¥ A
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

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan >
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Unpen ™

= <& - F x
< »-E‘ " Personnel Actions
v (5 More v Exit
¥ A
Find by
- s 7
~ 22 Person Personnel ngf: |311 [
L 4
L Collective S h Helj
Q. Colleciive Search Help “Frof [01.02.2021
Q Search Term
C, Free search
Personnel Actions o]
Action Type Personnel ... EE group EE subgroup
Data Migration -
Lantikan

Kenaikan Pangkat
Pemindahan
Penempatan

Dipinjamkan ke Swasta

Penambahan Bukan Kakitangan

Penurunan Pangkat

<> <>

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

keyboard.

= < & B2 X
< l-i' J Personnel Actions
Exit
,
Find by
v &% Person - Personnel no.: 311
<> <>
Name: MOHAMAD AMIR WAFI HAJI ARIFFIN .
EE group: 1  Permanent Pers.area: SA Prime Minister's Office n
EE subgroup: 03  Division Il
* From: 01.02.2021
" Personnel Actions @

Action Type Personnel ... EE group EE subgroup
Bersara

Digantung Perkhidmatan
Memangku

Petukaran Organisasi

LDP - Dalam Negeri
LDP - Luar Negeri
Melapor Diri

<> <> v

3. Under Personnel Actions page, click on the * and select ® Digantung Perkhidmatan

4. Clickon (= icon.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
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The Copy Actions page will be displayed.

- F x
< ~ :‘ 'J Copy Actions
~ @ Execute info group # Change info group More v Exit
Pers.No.: 311
Name: MOHAMAD AMIR WAFI HAJT ARIFFIN
EE group: 1| Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 | Division Il
*Start: 01.02.2021 to: 31.12.9999
Personnel action
Action Type: LDP - Luar Negeri v
—
A 0
Reason for Action: BL
Job Data Notes: | £nter text here...
<3 <
Status.
Customer-specific: | Inactive “
Employment: | Active ~
Special payment: Standard wage type ~ -

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan /
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= <o _ 8 X
4 »-E‘ " Copy Actions
~ [ (S Execute info group # Change info group More Exit
Pers.No.: 311
Name: MOHAMAD AMIR WAFL HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office
EE subgroup: 03 | Division Ill
*Start: | 01.02.2021 to: 31.12.9999
Personnel action
Action Type: | LI ri ~
[
Reason for Action: L
Job Data Notes: | Enter text here...
< <>
Status
Customer-specific: | Inactive ~
Employment: | Active ~
Special payment: Standard wage type v -
Save| Cancel

t
5. Under Personnel action section, click on JL:' icon for Reason for Action.

Pers.No.

Name:

EE group:
EE subgroup:

* Start:

Personnel action

Copy Actions

& (& Execute info group # Change info group  More ™

311 Reason for Action (1) 1 Entry found

MOHAMAD AM: bw for Reasons for Actions

1 Permanerf§l
03 Divisios

|

|Ac_Name of Action Type ActR Name of reasoj

01.02.2021f T T
1z o

Py i 01 Djf Perkhi

Action Type: | [

Reason for Action

Job Data Notes: | 4

Status

|
Customer-specific:  |I{

Exit

_ 1 Entry found

Save Cancel

6. Select Digantung Perkhidmatan 01 Digantung Perkhidmatan.

7. Clickon ¥  icon.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
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Note:
» Job Data Notes are optional to fill in.

8. Press Enter on the keyboard and click @

< »-E! ’ Copy Actions

| (‘.; Execute info group # Change info group More Exit
Pers.No 311
Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1  Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03 Division Il
* Start: 01.02.2021 to: 31.12.9999
Personnel action
Action Type: Digantung Perkhidmatan w
r
Reason for Action: |01 | (7
A
Job Data Notes: Suspension.
<> <>
Status
Customer-specific:  Inactive e 8 ~

The Copy Organizational Assignment page will be displayed.

< »-E! ’ Copy Organizational assignment
v & (3 [ orgStructure  More™ Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03  Division Il
r 9
* Start: |[(NEFIFLF] 0 *to: 31.12.9999
L 4
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: SAO1 JPM
Cost Ctr Bus. Area:
Personnel structure
EE group: 1 Permanent * Payr.area: GB Gov. of Brunei
EE subgroup: 03 Division 111 * Contract: Non Contract \
Organizational plan Administrator
Percentage:  100.00 ¥ Assignment Group: GOB R

ord created

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
(Suspension)_v1.0
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Copy Organizational ~ Backend User

Assignment Department HR Administrator and HR Administrator (JPA)

= <& 8 X%
< Ei: , Copy Organizational assignment
v & 3 [ orgStructure More™ Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03  Division Il
r 9
* Start: |[(NEFIFLF] 0 *to: 31.12.9999
L 4
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: SAO1 JPM
Cost Ctr Bus. Area:
Personnel structure
EE group: 1 Permanent * Payr.area: GB Gov. of Brunei
EE subgroup: 03 Division 111 * Contract: Non Contract \
Organizational plan Administrator
Percentage:  100.00 ¥ Assignment Group: GOB R

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

on the keyboard and click

= <& 8 X%
< EE: J Copy Organizational assignment
v & (3 [ orgStructure More™ Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1  Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03 Division Il
r 2
* Start: |[(FIFIFIF] a *to: | 31.12.9999
L 4
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: |SAOL JPM
Cost Ctr: Bus. Area:
Personnel structure
EE group: 1 Permanent * Payr.area: |GB Gov. of Brunei
EE subgroup: 03 Division 111 * Contract: | Non Contract \
Organizational plan Administrator
Percentage: | 100.00 M Assignment Group: GOB 1 ~

Save| (ancel

E Record valid from 01.01.2021 to 31.12.9999 delimited at end

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 10
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Outcome: Record is created.

The List of Grievance Subtypes will be displayed.

< B B8 X
< E : J Copy Actions
~ (© Execute info group 4 Change info group More Exit

Pers.No.: 311 = Subtypes for infotype "Grievances NA" (1) 5 Entries fou... X

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN Restrictions
EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office b 4

NEREREREE
EE subgroup: |03 Division Il
* Start: |01.02.2021 to: 31.12.9999 STy Name

01 Absence Without Permission

‘ 02  Criminal offense - Civil
Personnel action

03  Criminal offense - Syariah
Action Type: Digantung Perkhidmatan ~ 04  Unsatisfactory Behaviour

Reason for Action: 01 Digantung Perkhidmatan 05 Others

Job Data Notes: | Suspension.

5 Entries found

Status

Customer-specific: | Inactive 3

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan H
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Backend User

Create Grievances - -
Department HR Administrator and HR Administrator (JPA)

< E: , Copy Actions

| (‘.) Execute info group # Change info group More Exit
Pers.No. 311 = Subtypes for infotype "Grievances NA" (1) 5 Entries fou... X
Name: MOHAMAD AMIR WAFI HAJI ARIFFIN Ltrictions
EE group: 1  Permanent Pers.area: SA Prime Minister's Office >
EE subgroup: 03  Division Il
* Start: 01.02.2021 to: 31.12.9999
Personnel action . _
03  Criminal offense - Syariah
Action Type: Digantung Perkhidmatan R 04  Unsatisfactory Behaviour
Reason for Action: 01 Digantung Perkhidmatan 05  Others
Job Data Notes: Suspension.
5 Entries found P
<> <>
Status
Customer-specific:  Inactive v -

1. Select 01 Absence Without Permission.

2. Clickon ¥ | icon.

< w Create Grievances NA

v & B @ Morev Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office

EE subgroup: 03 Division IIl

r al
WSICE01. 02,202 a *to: 31.12.9999
L 4

Grievance data
* Subtype: |01 Absence Without Permission
Grievance number:
Date entered:

Supervisor

Status
Grievance status:
Stage:

Result: Date settled

Record created

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 12
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3. In Create Grievances NA page, under Grievance data section, enter details in

the related fields as per example below:

Sub Section Mandatory (?) Example
Subtype v Grievgn(_:e subtype; 01 Absence Without
Permission
Grievance data |Grievance humber x Number of Grievance; 001
Date entered X Date of Grievance entered; 01.02.2021
Supervisor X Personnel/Supervisor who handles the case

Note:
* User may edit the Grievance information such as the Grievance end date, its

result and date settled via Grievance Infotype in Maintain HR Master (PA30)

page.

= < & — B8 %
< K : J Create Grievances NA
< & B @ Morev Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03 Division IlI
* Start: 01.02.2021 *to: 31.12.9999
Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: | 001
4
Date entered: | 01.02.20
r 8]
Supervisor: || il
L .
Status
Grievance status:
Stage:
Result Date settled
Save| Cance

1
4. Under Grievance data section, click on JL:' icon for Supervisor.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
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= < B —4 x
< EE: ’ — .
= Supervisor (1) — X
v & B @ Moev < C:Personnel ID Number  [:IC number K: Organizationa [ S Exit
Personnel No 311 Na I identiy Humber. B 1-01335335| JI -
EE group: 1 Permanent Pers.a IC Type:
EE subgroup: |03 Division IlI Start bate:
* Start: 01,02,2021 *to: 31,12.9999 End Date:
Personnel number:
Grievance data
* Subtype: |01 Absence Without Permis
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor
Status
Grievance status:
Stage:
Result:
Save

5. Enter the Supervisor IC number.

6. %/ Start Search

Supervisor (1) 1 Entry found _ X < B 8 x

K: Organizational assign... F... > ...

brsonnel ID Number I IC number

v & B3 & Morev Exit
ID Numb__IC Start Date End Date -
PersonnelNa: B 5 :91335335101 01.01.2021 31.12.9999 00000335
EE group: 1 Permanent Pers.a|

EE subgroup: 03 Division IIl

* Start: 01.02.2021 *to: 31.12.9999

Grievance data
* Subtype: |01 Absence Without Permig
Grievance number: | 001
Date entered: 01.02.2021

Supervisor

Status
Grievance status:
Stage:

Result:

Save
1 Entry found )

7. Select the searched Supervisor.

8. Clickon ¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 1
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< B B8 X
< '-: : J Create Grievances NA
v & 5 @ Morev Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 Division IlI
* Start: 01.02.2021 *to: | 31.12.9999
Grievance data
* Subtype: |01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Date settled
Save
t
9. Under Status section, click on [5 | icon for Grievance status.
i
= < B —B0 x
< W — ) . wvances NA
= Grievance status (1) 3 Entries found — X
v &g tions Exit
~ ~
level type: A v
Personnel No: 311 JI ARIFFIN
7
EE group: 1 Perman e
G_ Description
EE subgroup: |03 Division IlI .
0 ase was dism (<ol
5 . ]
Start: 01.02.2021 LOZJCaSe s <til. apen
03 Case was resolved
Grievance data
* Subtype: |
Grievance number:
Date entered: | (
Supervisor: | Q
Status
Grievance status:
Stage:
Result: te settled:

Save e
3 Entries found

10. Select the Grievance status.

11.Click on + | icon.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
(Suspension)_v1.0
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< B _ A x
< '-: : J Create Grievances NA
v & B @ Morev Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 Division IlI
* Start: 01.02.2021 *to: | 31.12.9999
Grievance data
* Subtype: |01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02

1
i

Result: Date settled

12.Under Status section, click on JL:' icon for Stage. This is the case management

level.

= < B 8 x
< ":3!’ _ ) vances NA
= Stage (1) 4 Entries found — X
- gtions Exit
bt ~
level type: S b
Personnel No: JI ARIFFIN
&~ [
EE group: 1  Perman! e
EE subgroup: 03 Division Hl
* Start: 01.02.2021
03 Management
Grievance data 04 Arbitration board
* Subtype: |C
Grievance number:
Date entered: |
Supervisor: | (
Status
Grievance status:
Stage:
Result: te settled
. Save
4 Entries found

13. Select the Grievance stage.

14.Click on ¥ | icon,

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 10

(Suspension)_v1.0



LOMBER

Sistem Sumber Manusia — Personnel Administration ‘E’

W15 Sts,,
Ia

&
(%

o
Sumpen ™

= < B B2 X
< '-: : J Create Grievances NA
< & B @ Morev Exit
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 Division IlI
* Start: | 01.,02.2021 “to: 31.12.9999
Grievance data
* Subtype: |01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: 01
Resu Date settled
Save

T
15.Under Status section, click on JL:' icon for Result. This is the case result.

= <& O x
< ":3!’ _ ) vances NA
= Grievance result (1) 7 Entries found _— X
v & istions Exit
bosd Py
level type: R b
Personnel No: 311 JI ARIFFIN
v ||l aO]Q|ar]|* @ v |
EE group: 1 Perman: e

G_ Description
EE subgroup: 03 Division Il
01 Verbal counselling

* Start: 01.02.2021 02 Written warning

03 Disciplinary hearin
Grievance data ELMJ Short-term suspen. .!’
05 Displ.transfer
* Subtype: |C P

06 Demotion
Grievance number:

: 07 Dismissal
Date entered: |

Supervisor: | (

Status
Grievance status:
Stage:

Result: te settled

. Save
7 Entries found

16. Select the Grievance result.

17.Click on ¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan L
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-8 x
< i-i' ’ Create Grievances NA
v & 5 @ Morev Exit
Grievance data :
* Subtype: 01 Absence Without Permission
Grievance number: = 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: 01
Result: 04 Date settled
Additional fields E
-
Suspension: \
L
Suspension Percentage (%): Yes
Benefit Eligibility: N0
Save| Cancel
18.Scroll down the page, under Additional fields section, click on for
Suspension.
= 5 X

S sieg

Create Grievances NA

v & G5 @ Moev Exit
Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: Ol
Result: | 04 Date settled
Additional fields
Suspension: [| 19
Suspension Percentage (%
Benefit Eligibility: No
Save Cancel
19. Select No if personnel is not suspended. Select Yes if otherwise.
18

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
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)

= < B B2 X
< i-i' ’ Create Grievances NA
2 & G @ Moev Exit
Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: = 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: 01
Result: 04 Date settled
50
Additional fields 100
Suspension:
-
Suspension Percentage (%): L\
Benefit Eligibility: ~
Save| Cancel

20.Under Additional fields section, click on | ~ |for Suspension Percentage (%).

= < B 8 x
< »E!’ Create Grievances NA
v & 3 & Morev Exit
Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: Ol
Result: | 04 Date settled
21
50
Additional fields 100
Suspensio
L
Suspension Percentage (%): ||
L
Benefit Eligibility v
Save Cancel

21. Select the Suspension Percentage (%). User may leave this field empty if there

is no Suspension Percentage for the Grievance.

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
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-8 x
< i-i' ’ Create Grievances NA
2 & G @ Moev Exit
Grievance data :
* Subtype: 01 Absence Without Permission
Grievance number: = 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: 01
Result: 04 Date settled
Additional fields Yes
Suspension: No
Suspension Percentage (%):
Benefit Eligibility: l"
L ~
Save| Cancel
22.Under Additional fields section, click on | ™ |for Benefit Eligibility.
= 5 X

S sieg

Create Grievances NA

v & G5 @ Moev Exit
Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: | 001
Date entered: | 01.02.2021
Supervisor: | 00000335
Status
Grievance status: | 02
Stage: Ol
Result: | 04 Date settled
23
Additional fields Yes
Suspensiond No
Suspension Percentage (%)
I
Benefit Elgiily: ||
Save Cancel
23.Select No if the personnel is not eligible for Benefits. Select Yes if otherwise.
20
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The Copy Planned Working Time page will be displayed.

< EE: ? Copy Planned Working Time

v & (3 @ B workschedule Morew

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1  Permanent Persarea: SA  Prime Minister's Office
EE subgroup: 03 Division IIl

« Start: |OMGENPER] |7 * To: |31.12.9999
£ i

Work schedule rule
* Work schedule rule: |NO010001 Standard 1

Time Mgmt status: 1 - With Attendance / Clock In - Out / Time Event v

* Additional time ID: |01  With Leave Reguest

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00

Annual working hours: 1950.00

Weekly workdays: 5.00

Record created \

Exit

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan
(Suspension)_v1.0
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Backend User
Department HR Administrator and HR Administrator (JPA)

Copy Planned

Working Time

Il
~
Bl
|

al]
x

Copy Planned Working Time

~ Q G [a] Ef.t Work schedule More v Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI

*Start: 01.02.2021 * To: 31.12.9999

Work schedule rule

*Work schedule rule:

-

Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event ~

* Additional time ID: |01 | With Leave Request

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual warking hours: 1950.00
Weekly workdays: 5.00

Record created

Save

Cancel

1. Under Work schedule rule section, click on JL:' icon for Work schedule rule.

= = Restrict Value Range (1) 88 Entries found < _F x
< E Restrictions
I~
uping: 2 Exit
ly Calendar ID: BN
uping: 99
Personne} v alla|[= E1S
EE g -
WS rule Work schedule rule text PWS Start Date End Da
£ s”bi ND010001 Standard 1 NOO1 01011900 31129099
‘k7 andart 0T 2
NOO30001 Standard 3 NOO3 01.01.1800 31.12.9999
Work scheduld NO040001 Standard 4 NOO4 01.01.1900 31.12.9999
NO050001 Standard 5 NOOS 01.01.1900 31.12.9999
NOOB0001 Standard & NOO6 01.01.1900 31.12.9999
NOO70001 Standard 7 NOO7 01.01.1900 31.12.9999
NOOB0001 Standard & NOOS 01.01.1800 31.12.9999
NO090001 Standard 9 NOO9 01.01.1900 31.12.9999
Working time | OFF OFF OFF 01.01.1800 31.12.9999
$0010001 Shift 1.1 S001 01.01.1900 31.12.9099
50010002 Shift 1.2 S001 01.01.1800 31129999
| 50010003 Shift 1.3 S001 01.01.1900 31.12.9099
50010004 Shift 1.4 S001 01.01.1800 31129999
50010005 Shift 1.5 S001 01.01.1900 31.12.9999
50010006 Shift 1.6 5001 01.01.1900 31.12.9999
50010007 Shift 1.7 S001 01.01.1900 31.12.9999
50010008 Shift 1.8 $001 01.01.1900 31.12.9999
50010009 Shift 1.9 5001 01.01.1800 31.12.9999
- 50020001 Shift 2.1 S002 01.01.1900 31.12.9999 _
88 Entries found

2. Select Work schedule rule, NO0O10001 Standard 1.

3. Clickon

icon.
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<& - F x

4 A Copy Planned Working Time

v & (5 [ B Workschedule  More v e

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office
EE subgroup: 03 | Division IIl

*Start: 01.02.2021 *To: 31.12.9999

Work schedule rule

*Work schedule rule: [NO010001 Standard 1

Time Mgmt status:

* Additional time ID: | 0 - No Attendance / Clock In - Out / Time Event

1 - With Attendance / Clock In - Out / Time Event

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00

4. Under Work schedule rule, section click on *  for Time Management status.

5. Select Time Mgmt status, 0 — No Attendance / Clock In — Qut / Time Event.

<& _ 3 x

< A Copy Planned Working Time

v & 3 [ B Workschedule  More v Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI
*Start: 01.02.2021 *To: 31.12.9999

Work schedule rule

*Work schedule rule: [NO010001 Standard 1

Time Mgmt status: | O gl e / Clock In - Qut / Time Event v
it 6
A
Additional time ID: M Request

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual warking hours: 1950.00
Weekly workdays: 5.00

6. Under Work schedule rule section, click on JL:' icon for Additional time ID.
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4 »-E J Copy Planned Working Time

v & 3 [ E& Workschedule More v

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

(=gengs |2 Remerers = Additionaltime ID (1) 2 Entriesfound X

EE subgroup: 03 | Division IIl

strictions

*Start: 01.02.2021 *To: |3 =
Q@ |F v
Work schedule rule
Al Text
*Work schedule rule: [NO010001
Time Mgmt status: | O - No Artendar]'-ﬂz No Leave Request i
* Additional time ID: |01 | With Leav|
Working time 2 Entries found Py
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00

Weekly workdays: 5.00

Save
7. Select Additional Time ID, 02 No Leave Request.
= <& - F x
4 A Copy Planned Working Time
r 3
£l 3 [ B& Workschedule More Exit
L 4
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office
EE subgroup: 03  Division Ill
*Start: 01.02.2021 *To: 31.12.9999
Work schedule rule
*Work schedule rule: [NO010001 Standard 1
Time Mgmt status: | O - No Attendance / Clock In - Qut f Time Event ~
* Additional time ID: |02 | NO LEAVE REQUEST
Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00
Save
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< A Copy Planned Working Time

~ Q G [a] Ef.t Work schedule More v Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI

r 5
wsmn:Lm.uz.;znn Jr_j *To: [31.12.9999

Work schedule rule
*Work schedule rule: [N0010001 Standard 1
Time Mgmt status: |0 - No Attendance / Clock In - Out / Time Event ~

* Additional time ID: |02 | NO LEAVE REQUEST

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00

Weekly workdays: 5.00

Cancel

Record valid from 01.01.2021 to 31.12.9999 delimited at end View details

9. Press Enter button on the keyboard and click

Outcome: Record is created.

The Personnel Actions (PA40) page will be displayed.

<a

(u]]
x

= v ' SAP Personnel Actions

Exit

Find by

-
Pu @
i
@ Collective Search Help
MName: MOHAMAD AMIR WAFI HAJI ARIFFIN .

Q Search Term
Q Free search EE group: |1 Permanent Pers.area: |SA  Prime Minister's Office an

~ # Person Personnel no.:

EE subgroup: |03  Division Ill

*From: 01.02.2021

Personnel Actions
Action Type Personnel ... EE group EE subgroup

* LDP - Luar Negeri
Melapor Diri

Perubahan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan
Penyelarasan

Penyambungan Perkhidmatan

<>

Record created
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Back End User
Department HR Administrator and HR Administrator (JPA)

View Action Overview

<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

“ 17 Persannel 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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

Personnel no.: | =

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: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
[T B To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education °
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MBE

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
¥ A
Personnel no.: | 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
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses oda Currweek
N . 2

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 5] Choose

Family Member/Dependents
Education °

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
3. Click on [[Z] icon for Personnel No.
= <& 8 x

< hi: 'J _
= Personnel Number (1) x

~ 0 Z & @ [ W [E Mer¢ C:PersonnellDNumber  [:IC number K:Organizational ent Free search > wo| Exit

T .
Parsonnel no.: Identity Number: 01100311

IC Type:

&«
»

Find by

~ 22 Person Start Date:
Q Collective Search Help
Q, Search Term

Q, Free search Personnel number:

End Date:

Basic personal dat

Infotype Text
Actions.
QOrganizational assig
Personal data
Addresses
Planned Working Tii
Basic Pay 5
Bank Details

Recurring Payments of Start Search % Multiple Selection  [%] Close
Additional Paymentsioeaucuons
Monitoring of Tasks 5] Choose

Family Member/Dependents

Education -
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4. Enter the personnel IC Number.

5. Clickon + | icon.

= = Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
e ~
VG/M@ZEEWQ:\*;@ EIRI ixit
|| A ID Numb . IC Start Date End Date PersNo h
Personnel no.: o

01100311 01 01.01.2021 31.12.9999 00000311

Find by

~ 22 Person
Q Collective Search Help
Q, Search Term
Q, Free search

Basic personal datg

Infotype Text
Actions.
QOrganizational assig|
Personal data
Addresses
Planned Working Ti
Basic Pay
Bank Details
Recurring Payments
Additional Payment
Monitoring of Tasks.
Family Member/De|

Education

_ 1 Entry found 4 .

6. Select the searched personnel.

7. Clickon ¥ | icon.

<a

(u]]
x

[ SAH Maintain HR Master Data

& More v~ Exit

=}

~ 2 & A &

«
»

Personnel no.: [00000311 ]

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... > .o

Infotype Text S Period

Actions. ~ Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
Planned Working Time * Al Current manth
Basic Pay From curr.date Last week
Bank Details
To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions ST A= ST
Monitoring of Tasks ] Choose
Family Member/Dependents

Education ~ -

8. Press Enter button on the keyboard.
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5|~ [ SAP Maintain HR Master Data
v~ 0 72 & d 0 W B Moev Exit
v |a -
i [lad Personnel no.: |311 [
Find by Name: MOHAMAD AMIR WAFI HAJT ARIFFIN
~ & Person EE group: |1 | Permanent Pers.area: SA Prime Minister's Office

Q, Collective Search Help
Q, Search Term

Q, Free search

EE subgroup: |03 | Division 111

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

Infotype Text S Benod
Actions. V|2 Period
Bl R R N From: 01.01.1800 To: 31.12.9999
Personal data v
Addresses v Today Currweek
Planned Working Time v = Al Current manth
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 1Z] Choose
Family Member/Dependents
Education : -

Note:

* The personnel information will be displayed.

<o _ g X
= v [ SAH 10 Maintain HR Master Data
vl Z 6 A 0w More v Exit
¥R z

Personnel no.: | 311

Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
~ & Person
@ Collective Search Help
Q Search Term

C, Free search

EE group: |1 Permanent Pers.area: SA | Prime Minister's Office

EE subgroup: |03 | Division Ill

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

5 Period
R -
v ~ Period
J
v
= = From: 01.01.1800 To: 31.12.9999
Personal data v
Addresses v Today Currweek
Planned Working Time v * Al Current manth
Basic Pay From curr.date Last week
Bank Details
To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions ST A= ST
Monitoring of Tasks ] Choose
Family Member/Dependents
Education : -

9. Under Basic personal data, clickon '* and select Actions
10.Click on icon.
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The List Actions page will be displayed.

< B _ A x
'3 SAP4

List Actions

v Z @ W Morev

Exit
Pers.No.: 311
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
v &3 Person o EE group: 1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: 03 Division lll
E Choose: 01.01.1800 to: 31.12.9999
Start Date Action Type Reason for action
01.02.2021  Digantung Perkhi | Digantung Perkhidmatan -
01.01.2021 Lantikan

Lantikan beserta percubaan

|
Entry: B of: 2
L

User can view the personnel actions in this page.
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: Backend User
Copy Actions

Department HR Administrator and HR Administrator (JPA)

SAP Easy Access

PA40 v BH @ & F Othermenu W [ Createrole  More Vv

[ Favorites .
~ 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

= & & Othermenu M [ Createrole More Vv

[ Favorites .
~ 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

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 3
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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 _ 8 X
< »-E‘ " Personnel Actions
~ (5 More Exit
¥ A
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
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= <d 8 x
< nzl 'J Personnel Actions.
~ C;‘ More v Exit
Y| A
Find by
" [ =)
~ &2 Person Personnel nd: |311] [
L 4
Q Collective Search Help Erof: 01.04.2021
Q, Search Term
Q, Free search
Personnel Actions @
Action Type Personnel ... EE group EE subgroup
Data Migration .
Lantikan

Kenaikan Pangkat
Pemindahan
Penempatan

Dipinjamkan ke Swasta

Penambahan Bukan Kakitangan

Penurunan Pangkat
<> <r v

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

keyboard.

= <& - F x
= v < Personnel Actions
Exit
Find by
~ &2 Person Personnel no.: 311
@ Collective Search Help
MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Q Search Term .
Q, Free search EE group: |1 Permanent Pers.area: [SA | Prime Minister's Office an
EE subgroup: |03 Division I1]
*From: 01.04.2021
Personnel A o]

Action Typd Personnel ... EE group EE subgroup
a
= Melapor Diri | z

Perubahan Perkhidmatan

Pengambilan Semula
Tempoh Percubaan
Penyelarasan

Penyambungan Perkhidmatan

<> <>

3. Under Personnel Actions page, click on the = and select LDP - Luar Negeri

4. Clickon (= icon.
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The Copy Actions page will be displayed.

4 »-E : " Copy Actions

~| [@ (S Executeinfogroup  # Change infogroup  Mare v

Pers.No.: 311
Name: MOHAMAD AMIR WAFL HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office
EE subgroup: 03 | Division Ill

*Start: 01.04.2021 to: 31.12.9999

Personnel action

Action Type:  Melapor Diri v

—a
Reasan for Action: DFE‘
i

Job Data Notes: | Enter text here...

Status
Customer-specific: | Active ~
Employment: | Active ~

Special payment: Standard wage type ~

<

Save

(u]]
x

Exit

Cancel
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Pers.No.:

v |G

311

Copy Actions

Execute info group # Change info group More

Name: MOHAMAD AMIR WAFL HAJI ARIFFIN

EE group: 1
EE subgroup:

* Start:

Personnel action

Action Type: | M|
"

Reason for Action: u
L

Job Data Notes:

Status

Customer-specific: | Active
Employment: | Active

Special payment:

Permanent

03 | Division Il

01.04.2021

Standard wage type

Pers.area: SA Prime Minister's Office

to: 31.12.9999

Enter text here...

~

~

~

< o

8 X

Exit

5. Under Personnel action section, click on JL

|

icon for Reason for Action.

= < B 0O x
< E : J Copy Actions
v [& @ Execute info group / Change info group More v Exit
= i i X -
- 311 Reason for Action (1) 2 Entries found —
Name: MOHAMAD amr  Help View for Reasans for Actions
v
EE group: 1  Permanel . ZF

EE subgroup:

* Start:

Personnel action

Action Type:

Reason for Action:

Job Data Notes:

Status

Customer-specific:

4

tion type: Melapor Diri

F oA
L01 Melapor Diri Selepas Digantung

02 Melapor Diri Selepas LDP

£

2 Entries found

6. Select 02 Melapor Diri Selepas Digantung.

7. Clickon v

icon.
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Note:

» Job Data Notes are optional to fill in.

8. Press Enter on the keyboard and click @

S sieg

Pers.No.: 311

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

EE group: |1  Permanent
EE subgroup: 03 Division li

[ 2]
* Start: |[(FERFIFR | (7
.t

b

Personnel action

Reason for Action: |01

Status

Copy Actions
v & f:, Execute info group Va Change info group More
Pers.area: SA Prime Minister's Office
to: 31.12.9999
Action Type: | Melapor Diri v
Melapor Diri Selepas Digantung
Job Data Notes: Melapor Diri Selepas Digantung.

<> <>

v

Customer-specific: Active

Record valid from 01.02.2021 to 31.12.9999 delimited at end

Exit

The Copy Organizational Assignment page will be displayed.

<
- 8 6
Personnel No: 311
EE group: 1 Permanent

EE subgroup: 03 Division IIl

r al
* Start: |[(FVERFIFR (7
L 4

Enterprise structure

Copy Organizational assignment

&  orgStructure  More™

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Pers.area: SA Prime Minister's Office

*to: 31.12.9999

CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea
Cost Ctr: Bus. Area
Personnel structure
EE group: 1 Permanent * Payr.area
* Contract

EE subgroup: 03 Division 111

Organizational plan

Percentage: | 100.00

Record create:

Administrator

M Assignment Group:

sa0l JPM

GB Gov. of Brunei

Non Contract

GOB

Exit
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Copy Organizational ~ Backend User

Assignment Department HR Administrator and HR Administrator (JPA)

Copy Organizational assignment

& 5AH
v & (3 & OrgStucture  More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division Il
r 2
* Start: |P1.04.2021 [ *to: 31.12.9999
L 4
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: SAOL JPM
Cost Ctr:
Personnel structure
EE group: |1 Permanent *Payrarea: GB |  Gov. of Brunei
EE subgroup: 03 Division I1I “Contract: Non Contract ~
Organizational plan Administrator
Percentage:  100.00 ¥ Assignment Group: GOB
Pasition: 30000845 SAQ00015 PersAdmin:

Position A15 Time:

Save Cancel

Record created

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

on the keyboard and click

= <& - F x
4 A Copy Organizational assignment
~| [& OrgStructure  More Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office
EE subgroup: 03 | Division Ill
[ 0
*Start: (01.04.2021 [ *to: |31.12.9999
[ 4
Enterprise structure
CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: |SAOL JPM
Cost Ctr:
Personnel structure
EE group: 1 Permanent * Payr.area: |GB Gov. of Brunei
EE subgroup: 03 Division Il *Contract: |Non Contract ~
Organizational plan Administrator
Percentage:  100.00 Group: GOB
Position: 30000845 SAQ00015 PersAdmin:
1 -

Position A15 Time:
Save sancel

Record valid from 01.02.2021 to 31.12.9999 delimited at end Vi
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Outcome: Record is created.

The Copy Planned Working Time page will be displayed.

= <& - F x
< »-E L " Copy Planned Working Time
v & 3 @ B Workschedule  More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.04.2021 *To: 31.12.9999

Work schedule rule

I S
*Work schedule rule: LNOOlUOOJJ JLD tandard 1

Time Mgmt status: | O - No Attendance / Clock In - Qut f Time Event ~

* Additional time ID: |02 | No Leave Request

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00
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Copy Planned

Working Time

vl a

Personnel No: 311
EE group: |1 Permanent
EE subgroup: |03 | Division IlI

*Start: 01.04.2021

Work schedule rule
*Work schedule rule:
Time Mgmt status:

* Additional time ID:

Working time
Daily working hours:
Weekly working hours:
Monthly working hrs:
Annual working hours:

Weekly workdays:

Backend User

Department HR Administrator and HR Administrator (JPA)

3 [ E& Workschedule

Copy Planned Working Time

More

MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

Pers.area: SA

*To: 31.12.9999

-
N0010001|
L

=)
dard 1

Prime Minister's Office

0 - No Attendance / Clock In - Qut / Time Event ~

02 | No Leave Request

7.50

37.50

162.00

1950.00

5.00

Save

Exit

Cancel

1. Under Work schedule rule section, click on JL:' icon for Work schedule rule.

= = Restrict Value Range (1) 88 Entries found — g x
< E Restrictions
<
uping: 2 Exit
ly Calendar ID: BN
uping: 99
Personne} v alla|[= E1S
EE g -
WS rule” Work schedule rule text PWS Start Date End Da
EE s”bi NOO10001 Standard 1 NOO1 01.01.1000 31.12.9999 -
lk’ andart 0T 2
NOO30001 Standard 3 NOO3 01011900 31129999
Work scheduld NO040001 Standard 4 NOO4 01011900 31129999
NOO50001 Standard 5 NOO5 01.01.1900 31.12.9999
NOOB00O1 Standard 6 NOOG 01011900 31129999
NOOT0001 Standard 7 NOO7 01.01.1900 31.12.9999
NOOB0001 Standard & NOO8 01.011900 31129999
NOOQ0001 Standard 9 NOOZ 01.01.1900 31.12.9999
Working time | OFF OFF OFF 01011900 31129999
50010001 Shift 1.1 S001 01.01.1900 31.12.9999
$0010002 Shift 1.2 S001 01.01.1900 31129999
| 50010003 shift 1.3 S001 01.01.1900 31.12.9999
S0010004 Shift1.4 S001 01.01.1900 31129999
50010005 Shift 1.5 S001 01.01.1900 31129999
50010006 Shift 1.6 5001 01.01.1900 31.12.9999
50010007 Shift1.7 S001 01.01.1900 31129999
$0010008 Shift 1.8 S001 01.01.1900 31.12.9999
50010009 Shift1.9 S001 01.01.1900 31129999
- 50020001 Shift 2.1 S002 01.01.1900 31.12.9999 | =
| — 88 Entries found
2. Select Work schedule rule, NO0O10001 Standard 1.
3. Clickon | icon.
39
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= <o _ 8 X
4 A Copy Planned Working Time
v & 3 @ B Workschedule  More Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office
EE subgroup: 03  Division Ill
*Start: 01.04.2021 *To: 31.12.9999
Work schedule rule
*Work schedule rule: [NO010001 Standard 1
Time Mgmt status: |D - No Attendance / Clock In - Out / Time Event
* Additional time ID: 0 - No Attendance / Clock In - Out / Time Event
I 1 - With Attendance / Clock In - Out / Time Event
Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00
Save  Cancel

4. Under Work schedule rule, section click on *  for Time Management status.

5. Select Time Mgmt status, 1 — With Attendance / Clock In — Out / Time Event.

<7 x

< A Copy Planned Working Time

vl & 3 @& B Workschedule More v Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1| Permanent Pers.area: SA Prime Minister's Office

EE subgroup: |03 | Division Il

*Start: | 01.04.2021 *To: [31.12.9999

Work schedule rule

*Work schedule rule: \N0010001 Standard 1

- With Atiaagance / Clock In - Out / Time Event ~
L 2 I o 6 equest

Time Mgmt status:

* Additional time 1D:

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00

Weekly workdays: 5.00

6. Under Work schedule rule section, click on JL:' icon for Additional time ID.
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Copy Planned Working Time

v 4GB B% Work schedule ~ More v

Personnel No: 311
EE group: 1| Permanent
EE subgroup: |03 | Division IlI

*Start: | 01.04.2021

Work schedule rule
*Work schedule rule:
Time Mgmt status:

* Additional time 1D:

Working time
Daily working hours:
Weekly working hours:
Maonthly working hrs:
Annual working hours:

Weekly workdays:

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Pers.area: SA Prime Minister's Office

=  Additional time ID (1)

*To: [31.12.9999

Ltrictions

2 Entries found _ X

ND010001 Standard 1

1 - Wit Attendance / Clock If

01 With Leave Request

02 | Noleave Request | 02 NO Leave Request

7.50

2 Entries found
37.50

162.00

1950.00
5.00

<7 x

Exit

7. Select Additional Time ID, 01 With Leave Request.

8. Clickon ¥ |icon.

Copy Planned Working Time

v & 3 [ E& Workschedule More v

Personnel No: 311
EEgroup: 1 Permanent
EE subgroup: 03  Division Ill

*Start: 01.04.2021

Work schedule rule

*Work schedule rule:
Time Mgmt status:

* Additional time ID!

Working time

Daily working hours:
Weekly working hours:
Monthly working hrs:
Annual working hours:

Weekly workdays:

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Pers.area: SA Prime Minister's Office

*To: 31.12.9999

N0O010001 Standard 1
1 - With Attendance / Clock In - Out / Time Event

[ JITH LEAVE REQUEST

7.50
37.50
162.00
1950.00

5.00

<a

o X

Exit
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= <d 8 x
< A Copy Planned Working Time
v & 3 [ B Workschedule  More v Exit
Personnel No: 31 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
" T
*Start: (01.04.2021  |[}|  *To: |31.12.9999
L 4
Work schedule rule
*Work schedule rule: [N0010001 Standard 1
Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event ~
* Additional time ID: |01 | WITH LEAVE REQUEST
Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00

Cancel

Record valid from 01.02.2021 to 31.12.9999 delimited at end Vie

9. Press Enter button on the keyboard and click

Outcome: Record is created.

The Personnel Actions (PA40) page will be displayed.

= <o _ g X
S| v (e SAP Personnel Actions
v (5 More v Exit
¥ A
Find by
v 22 Person Personnel no =
4
@ Collective Search Help
MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Q Search Term .
Q Free search EE group: |1 Permanent Pers.area: |SA | Prime Minister's Office %
EE subgroup: |03 | Division Il
*From: 01.04.2021
Personnel Actions o]
Action Type Personnel ... EE group EE subgroup
s Melapor Diri z
Perubahan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan
Penyelarasan
Penyambungan Perkhidmatan
< <y~

Record created
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Back End User
Department HR Administrator and HR Administrator (JPA)

Grievances

<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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

Personnel no.: | =

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: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
[T B To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education °

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan -
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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

vlla G
Y| A
Personnel no| =
L .,

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
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Currwesk
N . 2

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 5] Choose

Family Member/Dependents
Education °

2. Under Period section, click on '* = and select “!
All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Fill in the Personnel No.

= < & _ P X
< bz: ’ 5 Maintain HR Master Data
0 727 & @ 0 W]l&E] Morev Exit

Personnel no.: 311
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN .

v &% Person % EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office “
O N— <>

EE subgroup: 03 Division Il

Basic personal data

o Infotype Text s... Period
I ® Grievances NA v 2 Period

C icati v
From: 01.01.1800 To: 31.12.9999

Awards
Personal IDs V. Today Currweek

r 2
Additional Personal Data v @ All Current month

L )
Tabung Amanah Pekerja From curr.date Last
Assignment

N . To Current Date Last month

Historical Job Data
Language Ability v Current Period Current Year
Examination Details ] Choose

Performance Manasement

SSM_UG_PA_Back End (SAP GUI)_Digantung Perkhidmatan 4
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4. Select Grievances NA.
5. Click on icon.

= «B®B O x
< W List Grievances NA
v~ 0 Z @ W & Morev Exit
v
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office
v &% Person - EE subgroup: 03 Division Il
<> <> r 1
— - & Choose: | ENNEINEERE | (7 to: 31.12.9999 STy.
L a
Grie... Start Date End Date R... Name Description &

01 01.02.2021 31.12.9999 00 Absence Without Permission

<>

Entry: 1 of 1

6. Select the grievances that requires change in end date.

7. Click on 4 icon.

= < B —4 x
< i-i' ’ 7 List Grievances NA

v [ @ T 5 More Exit

.
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Find by EE group: 1 Permanent Pers.area: SA Prime Minister's Office
v &5 Person . EE subgroup: 03 Division Ill
<> <>
H Choose: 01.01.1800 to: 31.12.9999 STy.

Grie... Start Date End Date R... Name Description &

B N
I e 01 01.02.2021 31.12.9999 00 Absence Without Permission

< v

Entry: 1 of 1
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Change Grievances NA page will be displayed.

oy
X

<8 —

< W Change Grievances NA

v [& Morev

Exit

5
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office
v &% Person EE subgroup: 03  Division Il
<> <> r 4
: * Start: | [NEFIF{F] (n] *to: 31.12.9999 chng 24.05.2021 DYNAMIK27
fh 4

Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: 001
Date entered: 01.02.2021

Supervisor: 335 SITI FATIMAH HAJI BAKAR

Status
Grievance status: 02 Case is still open

Stage: 01 Supervisor

Result: 04 Short-term suspen Date settled:

= < B —4 x
< i-i' J Change Grievances NA
v More ™ Exit
N ~
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: 1 Permanent Prime Minister's Office
v &3 Person o EE subgroup: 03 Division Ill
<> <>
chng 24,.05,2021 DYNAMIK27

* Start: 01.02.2021

Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: 001
Date entered: 01.02.2021

Supervisor: 335 SITI FATIMAH HAJI BAKAR

Status
Grievance status: 02 Case is still open
Stage: 01 Supervisor

Result: 04 Short-term suspen Date settled:

Data hidden by screen modification:

8. Fillin the End Date for the selected Grievance.
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Change Grievances NA

More ™~

EE subgroup: 03  Division Il

Find by * Start: 01.02.2021 *to: 01.02.2023 chng 24.05,2021
v &% Person
<2 <> | Grievance data
* Subtype: 01 Absence Without Permission
Grievance number: 001
Date entered: 01.02.2021
Supervisor: 335 SITI FATIMAH HAJI BAKAR

Status
Grievance status: 0 ase is still open

9 upervisor

hort-term suspen.

Stage: 0

=
Result
L

Additional fields

Data hidden by s

< B

Exit

DYNAMIK27

Date settled:

9. Under Status, click on ' icon.

= Grievance result (1) 7 Entries found _—

v

More

Recirictions

Personnel No:

Find by EE group: 1 Permanel

~ &% Person EE subgroup: 03 Division I

< <3

* Start: 01.02.2021 TS
03 Disciplinary hearing
Grievance data 04 Short-term suspen.
* Subtype: (05 Displ.ransfer
06 Demaotion
Grievance number: § oL

Date entered: (

Supervisor: 3

Status
Grievance status:
Stage

Result:

X

Exit

JI ARIFFIN

te

NAMIK27

ite settled:

_ 7 Entries found

10.Select 01 Verbal counselling.
11.Clickon v
12. Click

icon.
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The List Grievances NA page will be displayed.

= < & _ B8 %
< W List Grievances NA
] ¢ @ W & Morev Exit
.
Personnel No 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EEgroup: 1 Permanent Pers.area: SA Prime Minister's Office
v &% Person EE subgroup: 03 Division Il
<> <>
® Choose: 01.01.1800 to: 31.12.9999 STy.
Grie... Start Date End Date R... Name Description &
r a =
® 01 01.02.2021 01.02.2023 00 Absence Without Permission ~

< v

Entry: 1 of 1

Record changed Vi
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Back End User
Department HR Administrator and HR Administrator (JPA)

View Action Overview

<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

“ 17 Persannel 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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

Personnel no.: | =

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: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
[T B To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education °
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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.
= <d 8 x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

vlla G
Y| A
Personnel no| =
L .,

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 SH Ferod
Actions. z Period
Eraionalias e From: 01.01.1800 To: 31.12.9999
Personal data
Addresses oda Currweek
o R 2
Planned Working Time ®) All Current manth
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 .

2. Under Period section, click on '* and select #!
All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Fill in the Personnel No.

= < & _ 0O X
< bz: ’ 5 Maintain HR Master Data
1 727 & @ [ WJ&[ Morev Exit
Personnel no.: 311
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN .
v &% Person % EEgroup: 1  Permanent Pers.area: SA  Prime Minister's Office
—— EE subgroup: 03 Division Il
Basic personal data
Infotype Text S Period
1 ol -
I ® lActions Y|t Period
— - 7
Orgmzatonel oSS ment From: 01.01.1800 To: 31.12.9999
Personal data v
Today Cumweek
Addresses v
Planned Working Time v e Al Current month
Basic Pay Y From curr.date Last week
Bank Details v
. . To Current Date Last month

Recurring Payments/Deductions
Additional Payments/Deductions v Current Period Current Year
Monitoring of Tasks ] Choose P
Familv Memher/Denendents v v
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4. Select Actions.
5. Click on icon.

< B 0O x
< v-i!? List Actions
v Z @ W Morev Exit
.
Pers.No. 311
Find by MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
v &5 Person - EE group: 1  Permanent Pers.area: SA Prime Minister’s Office
<> <>
. EE subgroup: 03 Division Il
® Choose: 01.01.1800 to: 31.12.9999
Start Date Action Type Reason for action &
r a -
.. I_01.03.2021 JMelay.mr Diri Melapor Diri Selepas Digantung v
01.02.2021 Digantung Perkhi 1 Di Per

01.01.2021 Lantikan Lantikan beserta percubaan

<3 v

Entry: 1 of: 3

Outcome: List Actions page will be displayed.
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