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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.

SSM_UG_PA_Back End (SAP GUI)_Upload Employee Photo_v1.0



Sistem Sumber Manusia — Personnel Administration

Table of Content

Introduction 2
Upload Employee Photo 4
Delete Employee Photo 12

SSM_UG_PA_Back End (SAP GUI)_Upload Employee Photo_v1.0



Sistem Sumber Manusia — Personnel Administration ‘L"

Upload Employee Back End User

Photo Department HR Administrator and HR Administrator (JPA)
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X

;.3:! " 1 SAP Easy Access
[ I
ZHRPAO00Z vl ® @ & & Ohermenu # [ Createrole More v Q o B Ex
L |

[ Favorites
~ ] SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [J Cross-Application Components
> [ Logistics
> [0 Accounting
> [ Human Resources
> [3 Information Systems
» [ Service
> [ Tools
> [0 WebClient Ul Framework

1. Navigate to Upload Employee Photo page by entering transaction code,

ZHRPAOO0O02 in the Search Bar and press Enter button on the keyboard.

The Upload Employee Photo page will be displayed.

= <d

< nz i 'J Upload Employee Photo

~ ﬂ E More v Exit

al]
x

Target object

: :
I J

Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:

Doc. Class:
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= <& 8 x
< w Upload Employee Photo
v ] W Morev Exit
Target object
*1C Number: =
Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:
Doc. Class:
2. Under Target object section, enter the personnel IC Number.
3. Press Enter on the keyboard and personnel name will appear.
<d 8 x

Upload Employee Photo

< hi: 'J 4
I . _
L b

Target object

*1C Number: [01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:

Doc. Class:

4. Clickon [ icon.
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= <& - F x
4 »-E L " Upload Employee Photo
v ] W More v Exit
Storing Files in Documents X
. Look v | [ Desktop v B
Target object )
r el RN Yo S W
Quick access g
sty ‘ - This PC ™ Libraries
Deskiop
Business object: = @ Network b SMUG
] 4
Object key: [
Libraries [ 01100311 _Employee Photo
Document type: - anh JP‘G,F‘,'E
Q 125KB
Cont.Rep.ID: This PC
Document |D: L& 6
Doc. Class: Net‘..\-urk S =
File name: LDHDDBTLEmDIDyee Phota ~ Open
Files of type Al Files ) ~ Cancel
“
6. Click Open
= <& - F x
4 »-E L " Upload Employee Photo
v ] W More v Exit
Target object
*1C Number: 01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
= Information X

Business object:

Object key: . r

Stored document created successfully
Document type:
Cont.Rep.ID:

Document ID:

Doc. Class:

‘<S ~
@

7. Click on

Outcome: Employee photo is uploaded, and photo details will be displayed under

Link entry section.
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MBE

8 <d 8 x
nzl 'J Upload Employee Photo
v a

ﬁ More v Exit

Target object

- 3
*1C Number: LDllOO}ll Jr_j PHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
Business object: PREL
Object key: 000003110002
Document type: HRICOLFOTQ
Cont.Rep.ID: A2
Document ID: B106928633431EDBAAFA270CFI09E46E

Doc. Class: JPG

8. To check if employee photo is uploaded, click on < icon to go back to SAP

Easy Access page.

The SAP Easy Access page will be displayed.

= < _ g x

»-E‘ " SAP Easy Access
Ly 7 -~ +
H [ & & Othermenu W% 18 Createrole More v Q o B Ext
L 4

[ Favorites
~ ] SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [J Cross-Application Components
> [ Logistics
> [0 Accounting
> [ Human Resources
> [3 Information Systems
» [ Service
> [ Tools
> [0 WebClient Ul Framework
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SAP Easy Access

H @ & & Ohermenu W TH Createrole More v Q o §T Exi

[ Favorites
~ ] 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
¥ PA40 - Personnel Actions
#4 PA20 - Display
#3 PA10 - Personnel File
&3 PA70 - Fast Entry
23 PA42 - Fast entry: Actions
> [T Info System
> [ Tooals
> [0 Settings
> [ Recruitment ~

9. 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

< SAP 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
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 -
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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 T
N . 11

Planned Working Time s) All irrent 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 -

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

11.Click on =] icon for Personnel No.

= <d 8 x
< hi: 'J _
= Personnel Number (1

v 1 Z 6 @ [ W [ Moj¢ C:Personnel D Number I:IC number  K: Organizati ent Free search D oo | Exit

-
01100311

&«
»

Fermsralrong Identity Number:

Find by IC Type:

~ &2 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 13
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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12.Enter the personnel IC Number.

13.Click on EaEEE=EEE

Personnel Number (1) 1 Entry found _x U

rsonnel ID Number I:IC number  K: Organizational assignment  Free search Y e

~

2 TIREDEENE it

v 1 /£ & @A W B M

&«
»

Personnel no.:

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 .

14.Select the searched personnel.
15.Click on ¥ | icon.

<a

(u]]
x

[ SAH Maintain HR Master Data

vl # 6 A [0 W & Moev Exit

«
»

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

Bliczizstonal iy From: 01.01.1800 To: 31.12.9999

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 ST A= ST
Monitoring of Tasks ] Choose

Family Member/Dependents

Education ~ -

16.Press Enter button on the keyboard.
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The personnel information and uploaded employee photo will be displayed..

= <o _ g X
S| v (e SAP Maintain HR Master Data
v fl #Z 6 @A [ W E Morev Exit
RS -
= = Personnel no.: [B11 =
Find by MName: MOHAMAD AMIR WAFI HAJI ARIFFIN .
v &2 Person EE group: |1 Permanent Pers.area: |SA | Prime Minister's Office %
@ Collective Search Help
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5. Period
Actions V| Period
Organizational assignment Y From: |01.01.1800 To:|31.12.9999
Personal data v
Addresses v Today Currweek
Planned Working Time v ® Al Current month
Basic Pay v 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
Family Member/Dependents v
Education v C ”

11
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Delete Employee Back End User

Photo Department HR Administrator and HR Administrator (JPA)

I}
~
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|

(u]]
X

;.3:! " 1 SAP Easy Access
[ I
ZHRPAO00Z vl ® @ & & Ohermenu # [ Createrole More v Q o B Ex
L |

[ Favorites
~ ] SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [J Cross-Application Components
> [ Logistics
> [0 Accounting
> [ Human Resources
> [3 Information Systems
» [ Service
> [ Tools
> [0 WebClient Ul Framework

1. Navigate to Upload Employee Photo page by entering transaction code,

ZHRPAOO0O02 in the Search Bar and press Enter button on the keyboard.

The Upload Employee Photo page will be displayed.

= <d

< nz i 'J Upload Employee Photo

~ ﬂ E More v Exit

al]
x

Target object

: :
I J

Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:

Doc. Class:

12
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= <& 8 x
< w Upload Employee Photo
v ] W Morev Exit
Target object
*1C Number: =
Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:
Doc. Class:
2. Under Target object section, enter the personnel IC Number.
3. Press Enter on the keyboard and personnel name will be displayed.
= (& _ 8 x
< w Upload Employee Photo
Exit

Target object

*1C Number: [01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:

Doc. Class:

4. Clickon 1 icon.

13
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<& _ 3 x

< A Upload Employee Photo
Exit

Target object

*1C Number: 01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
SAP ArchiveLink X

Business object:
Object key:
Document type: Delete link?Caution: Last link!
Cont.Rep.ID:
Document ID:

Doc. Class:
Yes No X Cancel

5. Click Yes to delete link.

(u]]
X

<a

< SAP Document Viewer
Exit

~|  More v

il Q

SAP GUI Security
The system is trying to create the file
C:\Users\amir.ariffin\AppData\Local\Templa248al0_3723.JPG

in the directory
C:\Users\amir.ariffin\AppData‘\Local\Temp\

Do you want to grant the permission to modify the parent directory and all its subdirectories?

Remember My Decision

y
I

. Load Document: A2 B106928633431EDBAAFA270CF909E46B

6. Click Allow to view the employee photo document.

14
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The Uploaded Employee Photo will be displayed.

LE‘ 'J Document Viewer A2 B106928633431EDBAAFA270CF909E46B
r :
L J

al[s]] e8] [z][a FRIEIE

7. Clickon € iconto go back to proceed with photo deletion.

< h-i‘ '? Upload Employee Photo

~ ﬂ @ More ~ Exit

Target object

*|C Number: 01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
Business object: PREL = SAP ArchiveLink x
Object key: 0000(
Document type: HRIC(
R Delete Archived Document?
Cont.Rep.ID: A2
Document ID: B106¢

Doc. Class: JPG

-
Yes No X Cancel
|

8. Click L to delete archived document.
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Cd g x

»E‘ '? Upload Employee Photo
I a _
L 4

Target object

*|C Number: |01100311 MOHAMAD AMIR WAFI HAJI ARIFFIN

Link entry
Business object:
Object key:
Document type:
Cont.Rep.ID:
Document ID:

Doc. Class:

9. To check if employee photo is deleted, click on =~ € icon to go back to SAP

Easy Access page.

The SAP Easy Access page will be displayed.

1l
B
|
(n]]
X

»E‘ '? SAP Easy Access
T T ~ 4
T = & S Ohermenu W T Createrole More v a o B e
L 4

[ Favorites
~ 3 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [0 Office
> [ Cross-Application Components
> [3 Logistics.
> [ Accounting
> [ Human Resources
> [ Information Systems
» [ Service
> [3 Tools
> [ WebClient Ul Framework

16
SSM_UG_PA_Back End (SAP GUI)_Upload Employee Photo_v1.0



LOMBER

Sistem Sumber Manusia — Personnel Administration 05§

“s -~
Unpen ™

s si
> 7,
S1A oV

SAP Easy Access
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[ Favorites
~ ] 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
¥ PA40 - Personnel Actions
#4 PA20 - Display
#3 PA10 - Personnel File
&3 PA70 - Fast Entry
23 PA42 - Fast entry: Actions
> [T Info System
> [ Tooals
> [0 Settings
> [ Recruitment ~

10.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

< SAP 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
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 -

17
SSM_UG_PA_Back End (SAP GUI)_Upload Employee Photo_v1.0



Sistem Sumber Manusia — Personnel Administration ‘L"

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 T
N . 11

Planned Working Time s) All irrent 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 -

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

12.Click on | icon for Personnel No.

= <d 8 x
< hi: 'J _
= Personnel Number (1

v 1 Z 6 @ [ W [ Moj¢ C:Personnel D Number I:IC number  K: Organizati ent Free search D oo | Exit

-
01100311

&«
»

Fermsralrong Identity Number:

Find by IC Type:

~ &2 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 14
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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13. Enter the personnel IC Number.

14.Click on # Start Search

Personnel Number (1) 1 Entry found _x U

rsonnel ID Number I:IC number  K: Organizational assignment  Free search Y e

~

2 TIREDEENE it

v 1 /£ & @A W B M

&«
»

Personnel no.:

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 .

15. Select the searched personnel.
16.Click on ¥ | icon.

<a

(u]]
x

[ SAH Maintain HR Master Data

vl # 6 A [0 W & Moev Exit

«
»

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

Bliczizstonal iy From: 01.01.1800 To: 31.12.9999

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 ST A= ST
Monitoring of Tasks ] Choose

Family Member/Dependents

Education ~ -

17.Press Enter button on the keyboard.
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The personnel information without employee photo will be displayed..

<a

(u]]
X

5| v [ SAP Maintain HR Master Data

vl # 6 A [0 W & Moev Exit

Personnel no.: | 311

Find by MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

* 2 Person EE group: |1 Permanent Pers.area: |[SA | Prime Minister's Office
@ Collective Search Help
Q Search Term

C, Free search

EE subgroup: |03  Division Ill

Basic personal data

Infotype Text 5. Period
Actions V| Period
Organizational assignment Y From: |01.01.1800 To:|31.12.9999
Personal data v
Addresses v . Today . Currweek
Planned Working Time: v L@ All . Current month
Basic Pay v From curr.date Last week
Bank Details v

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions v S RE L T
Monitoring of Tasks & Choose
Family Member/Dependents v
Education V| -
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