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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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SAP ICONS

The table below shows the icons that are frequently used in the SAPGUI (Back-End)

system:
Icon Name Purpose
- . For an overall view of the selected infotype or
Overview .
action type.

ﬂ Create To input new information into the system.
/ Change To edit the selected information.

E|—] Copy To copy the selected information.

@ Delete To delete the selected information.

':", Delimit To limit the period of selected information.
{5_,3 Display/View To view a specific information.
@ Execute To execute task.

6

Previous Record
& Next Record

Next Record: Infotype does not require any
updates or changes. Acts as a skip button.

Previous Record: Acts as a return/back button that
brings user to the previous infotype page.
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SAP GUI (Back-End)  Back End User
Log on Department HR Administrator and HR Administrator (JPA)

cx
m
x

1. Fill in the User and Password.

2. Press Enter on the keyboard.

3. The home page will be displayed.

Note:

* The information tab will show the different clients present in the system serving different
purposes. The client number used in this user guide would be 220, which is for training

and demonstration purposes pertaining to the navigation of the system.
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».3 P4 SAP Easy Access
| E = - S Othermeny % k £ VvV A [ Creatarole More a o B e

Note:

a. The home page will be displayed showing different areas in relation to the organization

that could be navigated through.

b. The home page will also display shortcuts that could assist in the ease of navigation

through the system.

c. A Search tool could be utilised to select a specific module of interest, contained in the

system.
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Create Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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
# 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)_Maintain Employee Data_v1.0 /
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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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon = * | and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on Jr—j icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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. Click on

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.
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= <& 8 x
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
S| v [ SA Maintain HR Master Data
v Exit
RS -
= 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
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5% Period
Actions. > Period
Organizational assignment From: |01.01.1800 To:|31.12.9999
Personal data
l T Addreeees . Today . Currweek
Planned Working Time v LE' 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education v < ”

9. Under Basic personal data, clickon |~ and select Addresses

10. Click on icon.

1
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The List Addresses page will be displayed.

< "‘E:'D
v Z @ W o Moev
¥ A

Find by

~ 22 Person

Q Collective Search Help
Q, Search Term

Q, Free search

List Addresses

Name: MOHAMAD AMIR WAFI HAJT ARIFFIN

Personnel No: 311
EE group: |1 Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 | Division Il
Sreze Lj To:31.12.9999 sty.:[1
Type Name Start Date Street and House Number Postal code City
01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan

1 Home Address.

Entry: 1 of: 1

< o

al]
x

Exit

Telephone

[

11. Click on ﬂ icon.

The Subtypes for infotype ‘Addresses” (1) page will appear.

4

=)

«

Find by

~ 22 Person

Q, Collective Search Help
Q, Search Term

Q, Free search

»

List Addresses

E o More v
Personnel N
= Subtypes for infotype "Addresses” (1) 3 Entries found X
EE grou
Restrictions
EE subgrou| —————
~
Choos|[ s = a[v
STy.. Name
Type Namg™
1 Home Address
L I 2 Permanent Address prSerESeaaas
3 Mailing Address
3 Entries found p
<
Entry: 1 of:1

<

al]
x

Exit

Telephone®

<>

11
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< SAP List Addresses
vl 2 @ W o Moev
Y| A
Subtypes for infotype "Addresses” (1) 3 Entries found X
Find by
~ 22 Person
v
L Collective Search Hel,
Q P
Q, Search Term
Q, Free search
Type
s 1 Home Address
L 0 2 Permanent Address
3 Mailing Address
3 Entries found P
<>
Entry:

ar Seri Begawan

of:

o

— 8 x

Exit

Telephone

[

12. Select 1 Home Address.

13. Click on ¥ | icon.

The Create Addresses page will be displayed.

& SAP Create Addresses
v & 5 E Morew
¥ A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office

~ & Person EE subgroup: |03 | Division Il

, Collective Search Helj T T
Q Collective Search Help *Start: [01.01.1800 || *ro: 31.12.9999
L !

Q Search Term

C, Free search
Address

* Address type:  Home Address
Street and House No.:
2nd Address Line:

Postal code / city:
District:

*Country Key: Brunei Darussalam

Additional fields

Goverment Housing

Distance in KM:

<

Exit

12
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= <o _ g X
< »E‘ 'J Create Addresses
v & B E Moewv Exit
¥ A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |11 Perma Pers.area: SA Prime Minister's Office
~ &2 Person EE subgroup: |03 | Divisio 14
L Collective S h Helj
Q Collective Search Help “stanf01.01.1800 |0 fro: [31.12.9999
Q Search Term - 15
Q Free search
Address
* Address type:  Home Address v
Street and House No.:
El 2nd Address Line:
Postal code / city:
District:
*Country Key: Brunei Darussalam
Additional fields
Goverment Housing ~
Distance in KM:
Save  Cancel

14. User (HR Administrator) can enter the Start date of Home Address. In other words, the
start date of living at the home address.
15. Under Address and Additional fields sections, enter details in the related fields as per

example below:

Sub Section Field Mandatory (?) Example

Street and House No. X No. 7, Simpang 32-37
2nd Address Line X Kg Anggerek Desa, Berakas

Address [Postal Code x BB3713
City X Bandar Seri Begawan
District X Brunei-Muara

Additional Government Housing X No

fields Distance in KM < 10 KM (Distance from Address
to Office)

Note: Country Key is Brunei Darussalam by default.

SSM_UG_PA_Back End (SAP GUI)_Maintain Employee Data_v1.0



Sistem Sumber Manusia — Personnel Administration

* o
Sumpen ™

= <o _ g X
< »-E‘ " Create Addresses
v & 3 @ More v Exit
¥ A
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: 1| Permanent Pers.area: |SA Prime Minister's Office
~ &2 Person EE subgroup: 03 | Division 11

L Collective S h Helj T T

Q. Colleciive Search Help “Start: [01.02.2021 (9| *to: |31.12.9999
Q Search Term & =

C, Free search
Address
* Address type: | Home Address v
Street and House No.: |No. 7, Simpang 37-32
2nd Address Line: |[Kg Anggerek Desa, Berakas
Postal code | city: [BB3713 Bandar Seri Begawan
District: |Brunei-Muara
*Country Key: |Brunei Darussalam
Additional fields
Goverment Housing No
Distance in KM: |10
16

Record valid from 01.01.2021 to 31.12.9999 delimited at end Vie

Save Cancel

16. Press Enter on the keyboard and click

The List Addresses page will be displayed.

vl 2 da W & Morev
RS
= Personnel No: 311
Find by EE group: 1| Permanent
~ &2 Person EE subgroup: 03 | Division 11
L Collective S h Helj
Q Collective Search Help Choose: |01.01.1800
Q Search Term
C, Free search
Type MName Start Date
s a
=B Home Address 01.02.2021
1 Home Address 01.01.2021
<>

Record created )

To: 31.12.9999

List Addresses

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Pers.area: SA Prime Minister's Office

STy.: |1

City
Bandar Seri Begawan

Street and House Number Postal code
BB3713

BB3713

No. 7, Simpang 37-32

No. 7, Simpang 32-37 Bandar Seri Begawan

Entry: 1| of: 2

<

(u]]
x

Exit

Telephone 1

<> v

Note: User (HR Administrator) can view the Home Address created. The existing Home

Address is Delimited (information is limited to a selected delimitation date or automatically

limited to a day before the Start date of new Home Address).

SSM_UG_PA_Back End (SAP GUI)_Maintain Employee Data_v1.0
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= <o _ g X
< »E‘ " List Addresses
v 72 a4 W o Morev Exit
¥ A
Personnel No: 311 Name: MOHAMAD AMIR WAFL HAJI ARIFFIN
Find by EE group: 1| Permanent Pers.area: SA fiice
~ 22 Person EE subgroup: 03 | Division Il
L Collective S h Helj
4 Collective Search Help Choose: |01.01.1800 Tor 31.12.9999
@ Search Term
Q, Free search
Type Name Start Date Street and House Number Postal code City Telephone &
- a
ol Home Address 01.02.2021  No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan s
C a
il Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan

Entry: 1 of: 2

Record created View details

Note:
+ User (HR Administrator) needs to clear the Sty (Subtype) field and press Enter
on the keyboard. This is to ensure that all Address Subtypes would be visible or

displayed and available to be maintained.

* The method or steps for Create (] employee data is the same and applicable
for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.

1
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Copy Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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
# 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.

< -

th
X

< »z‘ '? Maintain HR Master Data

v 1 # & @ [ W B Morewv Exit

Personnel no.: ‘ =

Find by

~ 22 Person
Q, Collective Search Help
Q Search Term

O, Free search

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

Infotype Text 5. Period
Actions ° e Period

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

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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon  *  and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on JL:' icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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 ° .

1
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4. Enter the personnel IC Number.

5. Click on Start Search

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.

1
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= <& 8 x
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
S| v [ SA Maintain HR Master Data
v Exit
RS -
= 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
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5% Period
Actions. > Period
Organizational assignment From: |01.01.1800 To:|31.12.9999
Personal data
l T Addreeees . Today . Currweek
Planned Working Time v LE' 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education v < ”

9. Under Basic personal data, clickon =~ | and select Addresses

10. Click on icon.

1
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The List Addresses page will be displayed.

QET
~ f T & Morev
AANES

List Addresses

Exit

Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ &2 Person EE subgroup: |03  Division Ill
L Collective S h Helj -
Q. Colleciive Search Help Choose: | 01.01.1800 To:|31.12.9999 sTy.:[1
Q Search Term
C, Free search
Pastalcods City Telephone 1
T =1
. E JHomE Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan -
T T e pmereransay T STONE S TESTT
<> <3~
Entry: 1| of: 2

11. Select Home Address to copy.

12. Click on 2 icon.

The Copy Addresses page will be displayed.

= <& 8 x
< SAP Copy Addresses
~ [#  More v Exit
Y| A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ & Person EE subgroup: |03 | Division Il
| Collective Search Hel, [ 7
@ Collective Search Help “Start: [01.02.2021  |[D)  *to: |31.12.9999
Q Search Term € =
Q Free search
Address

* Address type:
Street and House No.:
2nd Address Line:

Postal code / city:

* Country Key:

Additional fields

Gowverment Housing

Distance in KM

Home Address.

No. 7, Simpang 37-32

Kg Anggerek Desa, Berakas

Bandar Seri Begawan

BB3713

District: | Brunei-Muara

Brunei Darussalam

No ~

10.000
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= <& 8 x
< SAP Copy Addresses
~| [ More v Exit
¥ A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ & Person EE subgroup: |03 | Division Ill
L Collective 5 h Hell T T
A Collective Search Holp *Start: (01.02.2021 [ *to: |31.12.9999
Q, Search Term = =
Q, Free search
13
Address
* Address type:  Home Address
Street and House No.:  No. 7, Simpang 37-32
2nd Address Line: Kg Anggerek Desa, Berakas
Postal code / city: |BB3713 Bandar Seri Begawan
District: | Brunei-Muara
*Couniry Key: Brunei Darussalam
Additional fields
Gowverment Housing No ~
Distance in KM: | 10.000
Save Cancel

Note: User (HR Administrator) can copy the existing Home Address details for another
Address subtypes such as Permanent Address and Mailing Address.

13. Under Address section, click on  *  for Address type.

= @8 %
< aAF Copy Addresses
~ More Exit
¥ A
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: 1 Permanent Pers.area: SA Prime Minister's Office
~ &2 Person EE subgroup: 03 | Division Il
| Collective 5 h Hely
Q Collective Search Help *Start: | 01.02.2021 *to: 31.12.9999
Q, Search Term
Q Free search
Address
a
* A : [H Add
Address type: | ome ress
Street and House No.: Home Address
2nd Address Line: JMailing Addrecs
Postal code / city: Permanent Address.
District:  Brunei-Muara
* Country Key: | Brunei Darussalam
Additional fields
Goverment Housing No ~
Distance in KM: |10.000
Save| Cancel
21
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= <& 8 x
< SAP Copy Addresses
~ [#  More v Exit
¥ A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ & Person EE subgroup: |03 | Division Ill
L Collective 5 h Hell T
A Collective Search Holp § .02.2021 [ *to: |31.12.9999
Q, Search Term = =
Q, Free search
Address
*Address type:  Permanent Address ~
Street and House No.:  No. 7, Simpang 37-32
2nd Address Line: Kg Anggerek Desa, Berakas
Postal code / city: |BB3713 Bandar Seri Begawan
District: | Brunei-Muara
*Couniry Key: Brunei Darussalam
Save Cancel

Save your entries

15. Press Enter on the keyboard and click m

The List Addresses page will be displayed.
= <& - F x
e SAE List Addresses
v 1 # A W & Morev Exit
MIES
Personnel No: 311 Mame: MOHAMAD AMTR WAFT HAIT ARTFFIN
Find by EE group: |1 Permanent Pers.area: SA
~ &2 Person EE subgroup: |03  Division Ill
Q. Coliective Search Help Choose: |01.01.1800 To:|31.12.9999
O, Search Term
Telephone 1

C, Free search
Street and House Number Postal code City

Type Name Start Date
1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan -
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan
. ZE :Permanenl Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
< e
Entry: 1 of: 3

22
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< nz i 'J List Addresses
Exit

v /2 d W & Moev

Name: MOHAMAD AMIR WAFI HAJT ARIFFIN

&«
»

Personnel No: 311
Find by EE group: |1 Permanent Pers.area: SA
~ 22 Person EE subgroup: |03 | Division Il

Q Collective Search Help Choose: |01.01.1800 To:/31.12.9999
Q, Search Term

Q, Free search

Type Name Start Date Street and House Number Postal code City Telephone 1

1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan
r =)

- P Permanent Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
fa J

Entry: 1/ of: 3

Note:

+ User (HR Administrator) needs to clear the Sty (Subtype) field and press Enter

on the keyboard. This is to ensure that all Address Subtypes would be visible or

displayed and available to be maintained.

* The method or steps for Copy &l employee data is the same and applicable

for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.

2
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Change Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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

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.

< »E‘ '? Maintain HR Master Data

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

2
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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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon = * | and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on Jr—j icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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 ° .

2
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4. Enter the personnel IC Number.

5. Click on

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.

2
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= <& 8 x
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
S| v [ SA Maintain HR Master Data
v Exit
RS -
= 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
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5% Period
Actions. > Period
Organizational assignment From: |01.01.1800 To:|31.12.9999
Personal data
l T Addreeees . Today . Currweek
Planned Working Time v LE' 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education v < ”

9. Under Basic personal data, clickon = | and select Addresses

10. Click on icon.

2
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The List Addresses page will be displayed.

< FYr 12

~ f 19 W & Morev

List Addresses

Exit

Telephone 1

AANES
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ &2 Person EE subgroup: |03  Division Ill
L Collective S h Helj -
Q. Colleciive Search Help Choose: | 01.01.1800 To:|31.12.9999 STy.:
Q Search Term
C, Free search
Type Name Start Date Street and House Number Postal code City
1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
.37 ﬁ 7]
. LE JFErmanem Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
<>
Entry:

<3 v

11. Select Address to change or edit.

12. Click on ¢ icon.

The Change Addresses page will be displayed.

Change Addresses

MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

Pers.area: SA Prime Minister's Office

< L
r 3
B e
L 4
RS
= Persannel No: 311
Find by EE group: |1 Permanent
~ & Person EE subgroup: |03 | Division Il
L Collective S h Helj
@ Collective Search Help “Start: |01.02.2021

Q Search Term

C, Free search
Address

* Address type:
Street and House No.:
2nd Address Line:

Postal code / city:

* Country Key:

*to: |31.12.9999 Chng: 22.05.2021 012345678

Permanent Address

No. 7, Simpang 37-32

Kg Anggerek Desa, Berakas

BB3713 Bandar Seri Begawan

District: | Brunei-Muara

Brunei Darussalam

Exit

SSM_UG_PA_Back End (SAP GUI)_Maintain Employee Data_v1.0
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= <d 8 x
< SAP Change Addresses
B Moo -
L 4
A Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ 22 Person EE subgroup: |03 | Division Il
A Collective Search Holp *Start: [01.02.2021 *fo: 131.12.9999 Chng: 22.05.2021 012345678 13
Q, Search Term
Q, Free search
Address
*Address type: Permanent Address ~
Street and House No.:  No. 7, Simpang 37-32
2nd Address Line: Kg Anggerek Desa, Berakas
Postal code / city: |BB3713 Bandar Seri Begawan
District: | Brunei-Muara
*Couniry Key: Brunei Darussalam
Save Cancel
Note: User (HR Administrator) can change any existing Address details.
13. Under Address section, the address details can be edited.
= <& - F x
< SAP Change Addresses
Exit

~ & More v

¥ A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office
~ &2 Person EE subgroup: |03  Division Ill

, Collective Search Hel r 2
Q. Colleciive Search Help “Start: [01.02.2021  |[5]  *to: |31.12.9999 Chng: |22.05.2021 012345678
L !

Q Search Term
C, Free search
Address

* Address type: | Permanent Address
Street and House No.: |No. 1, Simpang 2-3
2nd Address Line: Kg Anggerek Desa, Berakas
Postal code / city: | BB3713 Bandar Seri Begawan

District: | Brunei-Muara

*Country Key: Brunei Darussalam

14

Save Cancel

Save your entries

14. Press Enter on the keyboard and click m

2
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The List Addresses page will be displayed.

CET

v g 2 da

«
»

Find by

~ 22 Person

@ Collective Search Help
Q Search Term

C, Free search

Record changed Viev

Note:

List Addresses

W o Morev

Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: SA
EE subgroup: |03 | Division Ill

To: 31.12.9999

Choose: |01.01.1800
Type Name Start Date Street and House Number Postal code City
1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan
r =i
. LE JFErmanem Address 01.02.2021 No. 1, Simpang 2-3 BB3713 Bandar Seri Begawan

<>
Entry: 1 of: 3

Exit

Telephone 1

+ User (HR Administrator) needs to clear the Sty (Subtype) field and press Enter

on the keyboard. This is to ensure that all Address Subtypes would be visible or

displayed and available to be maintained.

« The method or steps for Change ¢ employee data is the same and applicable

for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.

30
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Y, S
Unpen ™

Delete Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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
# 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

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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon  *  and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on JL:' icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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 ° .

2
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4. Enter the personnel IC Number.

5. Click on

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.
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= <& 8 x
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
S| v [ SA Maintain HR Master Data
v Exit
RS -
= 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
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5% Period
Actions. > Period
Organizational assignment From: |01.01.1800 To:|31.12.9999
Personal data
l T Addreeees . Today . Currweek
Planned Working Time v LE' 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education v < ”

9. Under Basic personal data, clickon = * ' and select Addresses

10. Click on icon.
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The List Addresses page will be displayed.

= <d 8 x
& SAP List Addresses
~ 0 72 4 ' More v Exit
¥ A
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office

~ & Person EE subgroup: |03 | Division Il

@ Collective Search Help
Q Search Term

Choose: | 01.01.1800 To: 31.12.9999 S

Telephone 1

C, Free search

Type Name Start Date Street and House Number Postal code City
1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan -
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan
2 Psumanent Address 01.02,2021 No, 1, Simpane 2 BB371 i

D :B ]MaH.ing Address 01.02.2021 No. 1, Simpang 2-3 BB3713 Bandar Seri Begawan

5 ol

Entry: 1 of: 4

11. Select Address to delete

Taf

iy | icon.

12. Click on

The Delete Addresses page will be displayed.

= <9 x
< SAH Delete Addresses
v T More Exit
A Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: 1 Permanent Pers.area: SA Prime Minister's Office

EE subgroup: |03 | Division Il

~ 22 Person
| Collective 5 h Hely [y T
< Collective Search Help *Start: 01.02.2021 = *to: 31.12.9999 chng: 22.05.2021 012345678
Q Search Term & =
O, Free search
Address
~

Address type:
Street and House No.:
2nd Address Line:

Postal code / city:

Country Key:

Mailing Address

No. 1, Simpang 2-3

Kg Anggerek Desa, Berakas
BB3713
Brunei-Muara

District:

Brunei Darussalam ~ ~

Bandar Seri Begawan
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<& _ 3 x

< SAP Delete Addresses
| More Exit
Y| A
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office

~ 22 Person EE subgroup: |03 | Division Il

| Collective 5 h Hel] [ T
A Collective Search Holp *Start: (01.02.2021 [ *to: |31.12.9999 Chng: | 22.05.2021 012345678 Note
L mh

Q, Search Term
Q, Free search

Address
Address type:  Mailing Address

Street and House No.: No. 1, Simpang 2-3

| H 2nd Address Line: Kg Anggerek Desa, Berakas

Postal code / city: BB3713 Bandar Seri Begawan

District: | Brunei-Muara

Couniry Key: Brunei Darussalam

Note: User (HR Administrator) needs to check the Address details before deleting.

T

13. Click on icon.

The List Addresses page will be displayed.

= <d 8 x
< List Addresses
v 0 72 @ W & Moev Exit
¥(a
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
Find by EE group: |1 Permanent Pers.area: SA Prime Minister's Office

~ 22 Person EE subgroup: |03 | Division Il

\ Collective Search Hel, T T
Q Collective Search Help Choose: [01.01.1800 |3 To:|31.12.9999 =3
L 4

Q, Search Term
Q, Free search

Postal code City Telephone 1

Type Name Start Date Street and House Number

1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan z
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan

2 Permanent Address 01.02.2021 No. 1, Simpang 2-3 BB3713 Bandar Seri Begawan

<>

<>
Entry: 1 of: 3

Record deleted
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< nz i 'J List Addresses

v /2 d W & Moev

Exit

Name: MOHAMAD AMIR WAFI HAJT ARIFFIN

&«
»

Personnel No: 311

EE group: |1 Permanent Pers.area: SA

Find by
~ 22 Person EE subgroup: |03 | Division Il

\ Collective Search Helj T T
Q Collective Search Help Choose: [01.01.1800 |3 To:|31.12.9999
Q Search Term = =

Q, Free search

Postal code City Telephone 1

Type Name Start Date Street and House Number

1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713 Bandar Seri Begawan
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713 Bandar Seri Begawan
2 Permanent Address 01.02.2021 No. 1, Simpang 2-3 BB3713 Bandar Seri Begawan

Entry: 1 of: 3

Record deleted View

Note:

« User (HR Administrator) needs to clear the Sty (Subtype) field and press Enter

on the keyboard. This is to ensure that all Address Subtypes would be visible or

displayed and available to be maintained.

* The method or steps for Delete w employee data is the same and applicable

for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.
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Delimit Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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
# 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.

<a

(u]]
x

< »-E‘ " Maintain HR Master Data

vl # 6 A [0 W & Moev 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... > .o

Infotype Text S Period

Actions. C | (& Period
Organizational assignment From: To:
Personal data
Addresses Today Currweek
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 ] 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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon  *  and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on JL:' icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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. Click on

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.
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= <& 8 x
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.

= <& - F x
5| v < K. Maintain HR Master Data
~ ore v Xit
[« M Exi
Personnel no.: 311
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN .
* 2 Person EE group: |1 Permanent Pers.area: |SA | Prime Minister's Office at

@ Collective Search Help
Q Search Term

C, Free search

EE subgroup: |03  Division Ill

Basic personal data

Infotype Text 5% Period
Actions - Period
Organizational assignment From: 01.01.1800 To: 31.12.9999

Personal data

l = Addresses Today . Currweek

-
®

Planned Working Time v © 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education vz

9. Under Basic personal data, clickon = *  and select Addresses

10. Click on [ icon.

1
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The Enter Delimitation Date page will appear.

Maintain HR Master Data

Personnel no.: 311

Find by MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

* 22 Person EE group:

| Collective S h Hely =
Q Collective Search Help EE subgroup:
Q@ Search Term

C Free search

Enter Delimitation D3

Delimit.Date:§| 01.01. 1800 Jr_j

Basic personal data

Infotype Text
Actions.
Organizational assignment

From: 01.01.1800
Personal data

Addresses

Planned Working Time
Basic Pay
Bank Details

LN LKL

Recurring Payments/Deductions
Additional Payments/Deductions

<

Monitoring of Tasks 4] Choose
Family Member/Dependents v

Education

<
<

SA Prime Minister's Office

To:|31.12.9999

[

h
X

Exit

11. Enter the Delimitation date (Date of which the infotype or subtype will be limited to)

12. Click on . icon.

The Delimit Addresses page will be displayed.

[ SAE Delimit Addresses
~ = More ~
¥ A
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
Find by EE group: 1 Permanent Pers.area: |SA Prime Minister's Office

~ 22 Person

@, Collective Search Help

EE subgroup: 03 | Division Il

E Choose: 01.01.1800 To: 31.12.9999 STy.:
Q@ Search Term
C Free search
Type Name Start Date Street and House Number
1 Home Address 01.02.2021 No. 7, Simpang 37-32 BB3713
1 Home Address 01.01.2021 No. 7, Simpang 32-37 BB3713
2 Permanent Address 01.02.2021 No. 1, Simpang 2-3 BB3713

Delimit.Date: |01.03.2021

Postal code City

Bandar Seri Begawan
Bandar Seri Begawan

Bandar Seri Begawan

Entry: 1| of: 3

[

h
X

Exit

Telephone &

<> v
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3 sApg
~ > [JMore v
¥ A
Find by
~ 22 Person
@ Collective Search Help

Q Search Term

C, Free search

v

Delimit Addresses

Delimit.Date:

o X

< =

Exit

IFFIN

01.03.2021

Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJTI AR
EEgroup: |1 Permanent Pers.area: SA | Prime Minister's Office
EE subgroup: |03  Division Il
Choose: | 01.01.1800 To:|31.12.9999 STy.:
Type Name Start Date Street and House Number P
Home Address 01.02.2021 B

i

B

No. 7, Simpang 37-32

o
JFErmanem Address 01.02.2021 No. 1, Simpang 2-3 BB3713

Telephone 1

ity
andar Seri Begawan
andar Seri Begawan

andar Seri Begawan

<3

Entry: 1 of:

Note: User (HR Administrator) can change the Delimit Date.

13. Select the information (subtype) that will be Delimited.

14. Click on

-

icon.

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

Maintain HR Master Data

=] ' SAP
v 2 & d C W B Morev
A a
= = Personnel no.: |311 o
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

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

EE group: |1 Permanent Pers.area: |SA
EE subgroup: |03 | Division Il
Basic personal data
Infotype Text S Reriod
Actions v|Z Period
Organizational assignment v From: |01.01.1800
Personal data v
Tod:
= Addresses v peay
Planned Working Time v * All
Basic Pay v From curr.date
Bank Details v
To Current Date
Recurring Payments/Deductions
Additional Payments/Deductions v Current Period
Monitoring of Tasks &) Choose
Family Member/Dependents v
Education v

Prime Minister's Office

<

(u]]

Exit

To:|31.12.9999
Currweek
Current month
Last week
Last month

Current Year

Records delimited
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= <& 8 x
S|~ < hi : 'J Maintain HR Master Data
v 0 72 & d 0 W B Moev Exit
¥ |a v
A [lead Personnel no.: |311 =
Find by MName: MOHAMAD AMIR WAFI HAJI ARIFFIN .
~ &2 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 Il

Basic personal data

Infotype Text W[l Period
Actions. V< Period
Organizational assignment v From: |01.01.1800
Personal data v

+ Addresses v Today
Planned Working Time v ® Al
Basic Pay v From curr.date
Bank Details v

To Current Date

Recurring Payments/Deductions
Additional Payments/Deductions v Current Period
Monitoring of Tasks &] Choose
Family Member/Dependents v
Education v| <

To:|31.12.9999
Currweek
Current month
Last week
Last month

Current Year

Records delimited

Note: The method or steps for Delimit [; employee data is the same and

applicable for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.
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Unpen ™

Display Address Back End User

Infotype Department HR Administrator and HR Administrator (JPA)

<d 8 x
SAP Easy Access
= & & 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

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.

= < d _ 3 x
< »-E‘ " Maintain HR Master Data

vl # 6 A [0 W & Moev 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... > .o

Infotype Text S Period

Actions. C | (& Period
Organizational assignment From: To:
Personal data
Addresses Today Currweek
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 ] 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.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

¥ [a
¥ A
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. ~ Period
Organizational assignment o ERT55
Personal data
Addresses 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

Monitoring of Tasks 5] Choose

Current Period Current Year

Family Member/Dependents

Education ° .

2. Under Period section, clickon * | and select Al

All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

3. Click on JL:' icon for Personnel No.

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

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

&«
»

Personnel no.:

Identity Number: q\ 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. Click on

= Personnel Number (1) 1 Entry found _x X
< CAP : Personnel ID Number I:IC number  K: Organizational assignment  Free search Y e
~
~ 0 7 & @ 0w Izq::m@vg- bt
YA ID Numb... IC Start Date End Date Per: hd
Personnel no.: g
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. Click on v icon.

= <& - F x
< SAP Maintain HR Master Data
vl # 6 A [0 W & Moev Exit
A a w
= = Personnel no.: [00000311 o
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. 3 Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses Today Currweek
=) All Current month

Planned Working Time
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 ~

8. Press Enter button on the keyboard.
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= <& 8 x
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
S| v < Maintain HR Master Data
0 W & Morev 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
EE subgroup: |03 | Division Il
Q Search Term
C, Free search
Basic personal data
Infotype Text 5% Period
Actions. > Period
Organizational assignment From: |01.01.1800 To:|31.12.9999
Personal data
l T Addreeees . Today . Currweek
Planned Working Time v LE' 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) ST,
Monitoring of Tasks & Choose
Family Member/Dependents v
Education v| < -

9. Under Basic personal data, clickon = * | and select Addresses

10. Click on &2 icon.
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)

The Display Addresses page will appear.

4 »-E : " Display Addresses

v & 3 @ More v

v A - 7
Personnel No: B11 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
L )
Find by EE group: |1| Permanent Pers.area: |SA | Prime Minister's Office
&2 Person EE subgroup: |03  Division Ill
, Callective Search Hel
@ Collective Search Help Start: |01.02.2021 to: 31.12.9999 Chng:|22.05.2021 012345678
@, Search Term
Q Free search
Address
Address type: Home Address v

Street and House No.: No. 7, Simpang 37-32
2nd Address Line: Kg Anggerek Desa, Berakas
Pastal code / city:  BB3713 Bandar Seri Begawan

District: | Brunei-Muara

Country Key: Brunei Darussalam

Additional fields

Goverment Housing No v

Distance in KM:  10.000

Exit

Note:

» Displayed data (Infotype or Subtype) are not editable as it is for display only.

* The method or steps for Display &3 employee data is the same and applicable

for the Infotypes in Maintain HR Master Data (PA30) page under Basic

Personal Data section.
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