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INTRODUCTION

This user guide acts as a reference for Treasury Passage Allowance Verifier (Front End
User) to manage Passage Allowance. All company and individual names used in this user

guide have been created for the purpose of guiding users on the use of the system.

Where possible; user guide developers have attempted to avoid using actual Companies

and Individuals; any similarities are coincidental.

Changes and updates to the system may lead to updates to the user guide from time to

time.

Should you have any questions or require additional assistance with the user guide

materials, please contact the SSM Help Desk.

GLOSSARY

The following acronyms will be used frequently:

SSM Sistem Sumber Manusia

SAP GUI SAP Graphical User Interface/Back End
FIORI Front End/Web Portal

ESS Employee Self Service

MSS Manager Self Service

PA Passage Allowance

FURTHER ASSISTANCE

Should you have any questions or require additional assistance with the user guide
materials, please contact SSM Help Desk at +673 2382227 or e-mail at

ssm.helpdesk@dynamiktechnologies.com.bn.
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Process Overview

Verify Passage Allowance Application

Click on Select Under 'List of Passage Go to Section
P . . Allowance', select any Click on V1. Application
assage Application o ; o -
Start > - o »  Application ID with » Application » Details and
Allowance Verification . R ) .
Verifier tab tile Endorsed' or 'Rework Details tab review all
to Verifier' status details
Under
Fill in the Click on Fill in the Click (I:Ilck on Fllll_ln ICIlck on Emp_loyee
required |« Add (+) |e required |« on | Create 4 Air < Passage |_ Details tab,
details button details '‘Add’ Sector Ticket Details' review all
button D' No.' tab details (if
applicable)
¥ . Review 'Spouse Re\:rlelw Chlh_:lren Under 'Baggage
. Click on Lookup . . Details' and click on L g
Click on - Details' and click on . I Shipping Claim’,
! , icon to select . S Passage Details .
Save . " > 'P ge Details' tab to - » Treasury PA Verifier
Sector ID' (if : ; tab to fill in the ‘ :
button required fill in the required required information may amend 'Rate’ of
9 ) information (if any) 9 - exchange (if required)
(if any)
h
Treasury PA Click on Treasury PA
Verifier can tick 'Calculate’ asury S Goto Treasury PA
Verifier may Fill in the - - -
the checkbox to button to - Section VII. Verifier may click
-+ < amend the |« required |« + Npee 4
select type of calculate Approved information Allowance on 'View' icon to
payment to amended fmount Details view attachment
employee amount
4
Click on 'Display’ Click on the Click on
Click on the btion o Vi*;wy Notes tab to Application Tick the Click on
'‘Attachment' . »  view notes/ » History tab to » 'Declaration’ > Verify'
supporting - - .
tab remarks (if view application checkbox button
documents ]
any) history
A
Click on Enter any ngtes!
End Verify' | remarks in
'Confirmation of
button e
Verify' page
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Process Overview

Rework Passage Allowance Application

. Under 'List of Passage Go to Section
Click on Select : . o
‘ . o Allowance', select any Click on V1. Application
Passage Application s . o -
Start > - - »  Application ID with » Application » Details and
Allowance Verification . R h ;
Verifier' tab tile Endorsed’ or 'Rework Details tab review all
to Verifier' status details
Y
- - S ) Under
Fill in the Click on Fill in the Click Click on Fill in Click on Employee
- - on Create Air Passage .
required |« Add (+) | required i« A [ < - < o[ Details tab,
- - Add Sector Ticket Details ;
details button details button D No. tab review all
' details
Y ) Review 'Spouse Re‘fﬂe,w ChllFIren Under 'Baggage
. Click on Lookup . . Details' and click on L 2
Click on icon to select Details' and click on 'Passage Detalls' Shipping Claim',
'Save' . o »'P ge Details' tab to ge L s Treasury PA Verifier
Sector ID' (if . . tab to fill in the . :
button } fill in the required o ; may amend 'Rate’' of
required) - S required information ) :
information (if any) - exchange (if required)
(if any)
T PA Click :
reasury ick on
Verifier can tick 'Calculate’ -\I:"r:r?‘r'?:rrﬁpap\ Fill in the Goto Treasury PA
the checkbox to button to y - Section VII. Verifier may click
-+ -+ amend the |« required |« <+ N
select type of calculate . f Allowance on 'View' icon to
Approved information - -
payment to amended Amount Details view attachment
employee amount
Click on . )
Click on the ‘Display’ button Click on the Click on Tick the Click on
. : . Notes tab to view Application History ‘ - . ‘
Attachment > to view > notes/remarks (if » tab to view » 'Declaration » 'Rework’
tab supporting ( -~ ; checkbox button
any) application history
documents

Y

Enter any notes/

Click on -
Rework' |« remarks in
'‘Confirmation of
button ;
Rework' page
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Process Overview

Reject Passage Allowance Application

. Under 'List of Passage Go to Section
IPC;I;:I;aor; A STitaactEon Allowance', select any Click on VI. Application
Al > Vé’r*i’ﬂcaﬂon, »  Application ID with »| Application —»| Details and
e, . 'Endorsed' or 'Rework Details tab review all
Verifier tab tile P .
to Verifier' status details
A 4
- . L . Under
Fill in the Click on Fill in the Click Click on Fill in Click on Employee
required |« Add (+) | required |« N le Create < Alr < Passage < Details tab
- - ‘Add’ Sector Ticket Details' - '
details button details . ; review all
button 1D No. tab -
details
v o Review 'Children ,
. Click on Lookup Re)m?w Spo_use Details' and click on Un_der_ Baggggfa
Click on - Details' and click on , . Shipping Claim’,
i : icon to select . o Passage Details .
Save > 'Sector ID' (if » 'P ge Details' tab to » tab to fill in the » Treasury PA Verifier
button ] ( fill in the required S . may amend 'Rate' of
required) : L required information ) ]
information (if any) - exchange (if required)
(if any)
T PA Click .
reasury ick on
Verifier can tick 'Calculate’ -\rffr?;:rrﬁqp;‘ Fill in the Goto Treasury PA
the checkbox to button to amend they required Section VII. Verifier may click
selecttype of [~ calculate |~ h _required < Allowance |~ on 'View' icon to
Approved information . .
payment to amended Amount Details view attachment
employee amount
A 4
Click on Click on the Click on
Click on the 'Display' button . Application Tick the Click on
. : . Notes tab to view . . N o
Attachment’ » to view » . » History tab to » 'Declaration » 'Reject
- notes/remarks (if ] -
tab supporting an view application checkbox button
documents y) history

A

Enter any notes/

Click on -
‘Reject’ [« remarks in
'‘Confirmation of
button o
Reject' page

Dispatch Warrant Passage Allowance Application

. Under 'List of Passage Click on Click on
Click on Select \ ; i : A
Passage nplication Allowance', select any Click on Click on View Dispatch
Start ge || Appicat . —» Application ID with |—»{ Dispatch |—»{ Generate |—» buttonto —» button to
Allowance Verification | o . .
e ) ‘Approved' or'In tab button Vview submit warrant
Verifier' tab tile :
Progress' status warrant to employee
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Process Overview

Generate Passage Allowance Application Listing

Click on Lookup icon

Click on Passage Select Passage Click on Filters and/or Dropdown
Start > Allowance > . .
Allowance tab . . button icon to fill in the
Application List tile .
details
v
End Ciick on Go to ool selected
button pp.y
filters
Generate Passage Allowance Payment Listing
. Select Passage . . . .
Click on Passage Click on Filters Click on Lookup icon
Start —> Allowance " > - .
Allowance tab . button to fill in the details
Payment List tile
Y
end | ClickonGo to sonly slected
button pp'y
filters
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VERIFY PASSAGE Front End User
ALLOWANCE

APPLICATION Treasury PA Verifier

1. Click on Passage Allowance Verifier tab.
2. Select Application Verification tile.
Note: Please ensure that employee details and all mandatory documents are updated on Family

Information under Employee's My Profile, before applying for Passage Allowance.

Mylinfo  MyPayslip  Personnel Administration (Bank Admin)  Conveyance Loan Employee  Conveyance Loan Guarantor My Notification My Payslip

passage Allowance Verifier I

Note: The Passage Allowance Verification Page will be displayed.

< g Passage Allowance Page v Q a 8
List of Passage Allowance Passage Allowance Verification Page
[ search a &
Transaction ID: PA24
PA24]
Submission Date Application Status: ENDORSED
ENDORSED
Submission Date: . . . .
' MORGORORG
AN
PA24
Passage Type: P002 - HOMEWARD PASSAGE Reimbursement: Yes
ENDORSED
Submission Date > |. Employee Details
> Il Contact Details
PA24 > lIl. Employment Details
ENDORSED
Submission Date: > IV. Contract Details

> V. Leave Details
> VI. Application Details

> VIl Allowance Details

Declaration

LI [ Grento bustv st Lstnemmcn sinmee e tarssmlean Al hovans ini adalab hanas o onun didsnati mamboaran hutie botie ]

e Y
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3. Under List of Passage Allowance, select any Application ID with ‘ENDORSED’ or

‘REWORK TO VERIFIER’ status.

4. Click on Application Details tab.

Note: All information from Section | to VII have been auto-populated based on the information

entered in ESS Portal (Front End) and/or in SAPGUI (Back End).

< G Passage Allowance Page v

List of Passage Allowance

[ search a
PA24

ENDORSED
Submission Date:
PA24

ENDORSED
Submission Date:
PA24

ENDORSED

Submission Date:

a 4 A
Passage Allowance Verification Page
Transaction ID: PA24
psion Date: Application Status: ENDORSED
4
Passage Type: P001 - INCOMING PASSAGE Reimbursement: Yes

> 1. Employee Details

> Il Contact Details

> lll. Employment Details
> V. Contract Details

> V. Leave Details

> VI Application Details

> VIl Allowance Details

Declaration

(I PSP

T Y

P 1
[ ]

Note: Treasury PA Verifier may review details in Section IV. Contract Details for all passage

types except Child Concession Passage Applications.

(4 o Passage Allowance Page ¥

List of Passage Allowance

PA24

Submission Date:

PA24.

Submission Date:

PA24

Submission Date:

PA24

Submission Date:

PA24

Passage Allowance Verification Page

Qo N PN N TN
0% ® 0 ®

REWORK TO VERIFIER

REWORK TO VERIFIER

APPROVED

APPROVED

Passage Type: P001 - INCOMING PASSAGE Reimbursement: Yes

> 1. Employee Details
» Il. Contact Details

> I Employment Details

v IV. Contract Details

Contract Begin Date: Contract End Date:
Country of Domicile:

Recruited from Brunei:
> V. Leave Details
> VI Application Details

@ Ginis
> VI Allowance Details

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 9



MR,

%

Sistem Sumber Manusia - Passage Allowance %

N
Y &
Sumpen ™

Note I: ‘Country of Domicile’ and ‘Recruited from Brunei’ is not applicable for Child
Concession Passage and 1ST/2ND/3RD YEAR ALLOWANCE applications.
Note Il: Review details in Section V. Leave Details for Mid-Term Passage applications only.

5. Go to Section VI. Application Details and review all details.

(4 e Passage Allowance Page ~

List of Passage Allowance Passage Allowance Verification Page
/ \ \ { \ (o=
o L\@/’ \ g/‘ ~®/‘ \8 /

REWORK TO VERIFIER

PA24

. Passage Type: P001 - INCOMING PASSAGE Reimbursement: Yes
Submission Date
> 1. Employee Details

» Il. Contact Details
PA24

REWORK TO VERIFIER > Ill. Employment Details

Submission Date:
v IV. Contract Details

PAZ4

APPROVED Contract Begin Date: Contract End Date:

Submission Date e N 3
Submission Date NOTE | | Country of Domicile: Recruited from Brunei:

PA24 NOTE Il > V. Leave Details I
APPROVED,
Submission Date: > VI Application Details I

> VI Allowance Details

@ Ginis

PA24

ENDORSED [ Reject |

Note: Treasury PA Verifier may review pre-populated Travel Entitlement and Travel Request.
Note I: If requestor is applying only for dependent(s), Employee Details will be excluded in

Application Information.

< G Passage Allowance Page v aQa Q 8
List of Passage Allowance Pasage Alowance Yerfcation Page |
== 2 o) r———— |

PAza NOTE [

Submission Date:

PA24 P e .
ENDORSED
Submission Date:
Thiveel Reguait
PA24
ENDORSED

Submission Date:

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 10
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Note: Employee Details and Spouse Details are applicable for all passage types except for

Children Concession Passage and 1ST/2ND/3RD YEAR ALLOWANCE applications.

6. Under Employee Details tab, review all details.

Passage Allowance Page v

List of Passage Allowance

[ search aQZ
PA24

APPROVED
Submission Date:
PA24

ENDORSED
Submission Date:
PA24

APPROVED
Submission Date:
PA24

APPROVED
Submission Date:
PA24

APPROVED

Passage Allowance Verification Page

Applicants information

Employee Details

Employee Details Passage Details

No First Name Last Name Identity No Date of Birth Gender Marital Status

001

NOTE

Spouse Details \

Spouse Details Passage Details

No FirstName  Last Name Identity No giate L Gender g:;zil :E'mwbr:el xgmauo
001
Children Details
Children Details Passage Details
Children List -
Date of Marital Application  Applicatio @ Ginis
No First Name  Last Name  Identity No Birth Gender Status d n Status

Nin Aata

w Reject

7. Click on Passage Details tab.

8. Fill in ‘Air Ticket No.’.

9. Click on Create Sector ID.

Passage Allowance Page v

List of Passage Allowance
Search Q2

PA24

APPROVED
Submission Date:
PA24

ENDORSED
Submission Date:
PA24

APPROVED
Submission Date:
PA24

APPROVED
Submission Date:
PA24

APPROVED

Passage Allowance Verification Page
Applicants information

Employee Details

Employee Details

No Name

o n: 0080 2

Spouse Details

Air Ticket No.  Total Amount  Sector Id(for office use only)

Spouse Details Passage Details

Create Sector ID

No Name Air Ticket No.  Total Amount  Sector Id(for office use only)

001 0.00

|

Children Details

@ Ginis

Children Details Passage Details

[ Revors |22

SSM_UG_Front End (FIORI)_Passage Allowance (Application) Treasury PA Verifier v1.0 11
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Note: The Section ID Creation Page will be displayed.

Note I: Treasury PA Verifier may select existing Sector ID.

Note II: Depending on the scenario, Treasury PA Verifier may also click on the following
buttons:

i.  Add button to create new Sector ID.

ii. Copy button to copy existing Sector ID.

iii. Delete button to delete existing Sector ID.

Note lll: To edit existing Sector ID, click on Edit button.

(4 o Sector ID Creation

Application List (24) Sector 1D Creation Page

NOTE | 2 2 sectorID:

No From To FlightNum

No data

NOTE Il [ <o | NOTE Il

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 12



Sistem Sumber Manusia - Passage Allowance @

10. Click on Add button.

11. Fill in the required details.
12. Click on Add (+) button.

13. Fill in the required details.

Note: Click on Cancel button to cancel creation of new Sector ID (if required).

14. Click on Save button.

< ©

Sector ID Creation v

Application List (25)

Search

QO

10

Sector ID:

Sector ID Edit Page

Effective Date: | MMM d, y
Travel Agent: e
Sector Description:
Destination From: g To iy
Carrier Description:
Air Ticket Type: (el
Ticket Price: | 0.00
Total Ticket Price: | 0.00
Status: e
Ticket Class: @
Tax + Insurance:
From To FlighthNum

@ Ginis

15. Click on Lookup icon to select Sector ID (if required).

< ©

Passage Allowance Page v

List of Passage Allowance

PA24

Submission Date:

Search a

PA24

ENDORSED
Submission Date:
PA24

APPROVED
Submission Date:
PA24

APPROVED
Submission Date
PA24

APPROVED

Applicants information

Employee Details

Employee Details  Passage Details

No Name Air Ticket No.
001
Spouse Details

Spouse Details Passage Details

No First Name  Last Name

001

Children Details

Children Details Passage Details

Passage Allowance Verification Page

Create Sector ID

Total Amount  Sector Id(for office use only)

Date of Marital Personnel  Applicatio
Identity No gy, iz Status Number nl

@ Ginis

[roer |

SSM_UG_Front End (FIORI)_Passage Allowance (Application) Treasury PA Verifier v1.0 13
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Note: Section ID selection page will be displayed.

Sector ID

@ Ginis

Cancel

16. For Spouse Details and Children Details section, repeat step 6 to 15 (if any).

Passage Allowance Page v

List of Passage Allowance Passage Allowance Verification Page
Search Q o
Applicants information

PA24 Employee Details

ENDORSED Employee Details  Passage Details

Submission Date: — \
Create Sector ID
PA24 No  Name Air Ticket No. ~ Total Amount  Sector Id(for office use only)
APPROVED r Y

001 i 2

Submission Date: e

Spouse Details

PA24 Spouse Details Passage Details
APPROVED —
Submission Date i
No FirstName Last Name |dentity No gﬁ:zcr Gender g}z’;ﬁz' ;‘::‘;’25' ﬁplghcahv
001
PAZ4

APPROVED Children Details
B s
Submission Date:
Children Details Passage Details

SSM_UG_Front End (FIORI)_Passage Allowance (Application) Treasury PA Verifier v1.0 14
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17. Under Baggage Shipping Claim, Treasury PA Verifier may amend Rate of exchange (if

required).

Note:

i.  Details under Baggage Shipping Claim are auto-populated based on information filled in
by Employee or Department Administrator in EES Portal (Front End).

ii. The Baggage Shipping Claim section will not be displayed for Children Concession
Passage, Mid-term Passage and 1ST/2ND/3RD YEAR ALLOWANCE applications.

18. Treasury PA Verifier may click on View icon to view attachment.

19. Go to Section VII. Allowance Details.

< o Passage Allowance Page v Q QA 8
List of Passage Allowance Passage Allowance Verification Page
'
Childr
PA24 .
S AL 5 Ny Date of Marital Application  Applicatio
REWORK D VEriERE No FirstName ~LastName Identity No gop Gender Status id n Status
u 001
PA24

rework 10 N[O TR Baggage Shipping Claim
Submission Date:

Bill/Invoice/Coup  Weight(Kg/Cubic
on No. Meters) Rate Amount Currency Attachment

EXCESS -
PA24 BAGGAGE (BY KG 2}

AIR)

Submission Date SHIPPING OF
PERSONALEFF KG
ECTS (BY SEA)
UNACCOMPANI KG
PA24 ED BAGGAGE

> VIL. Allowance Details |
ENDORSED w Reject

PA24

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 15
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20. Enter the details for Voyage Category, Travel Agent and Bank Account.
21. Treasury PA Verifier may amend the Approved Amount.
Note: The Calculated Amount is auto-populated according to information filled in Section VI.

Application Details.

(4 e Passage Allowance Page v Qa Ao 8
List of Passage Allowance Passage Allowance Verification Page

Search QO
Searc QA O n N
PR3 [il For Office Use Only

APPROVED

Submission Date:

\oyage Category 5
Travel t: =
PA24 Bank Account:
APPROVED
Submission Date: NOTE Calculated Amount Approved Amount
Passage Entitlement BND BND
B Excess Baggage
ENDORSED Entitlement BND BND
Submission Date: ] o employee
Shipping Entitlement: BND BND (Baggage)
Unaccompained
Baggage Entitlement
PA24 B BND BND
APPROVED Voyage Entitiement: BND BND
Submission Date:
Payment Summary
Amount to be Paid to Employee: BND

PA24
Amount to be Paid to Agent: BND
APPROVED

Submission Date: m ‘FIE
22. Click on Calculate button to calculate amended amount.
23. Treasury PA Verifier can tick the checkbox to select type of payment to employee.

Note: Payment Summary will change according to information filled in.

(4 e Passage Allowance Page v Qa A 8
List of Passage Allowance Passage Allowance Verification Page
Search Q = . -
PAZE [il For Office Use Only
APPROVED
Submission Date:
\oyage Category =
Travel Agent =
PA24 Bank Account:
APPROVED
Submission Date: Calculated Amount Approved Amount
Passage Entitlement BND BND
PA24, Excess Baggage
ENDORSED Entitlement BND BND
Submission Date:
Shipping Entitlement. BND BND
Unaccompained
Baggage Entitlement:
PAZ4 e Bl BND
APPROVED Vloyage Entitlement: BND BND
Submission Date:
Payment Summary
Amount to be Paid to Employee: BND
PA24
Amount to be Paid to Agent: BND

APPROVED

Submission Date: m ‘ Reject

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 16
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24. Click on the Attachment tab.

25. Click on Display button to view supporting documents.

Note: Treasury PA Verifier may add additional documents by clicking on Add (+) button (if
required).

i.  The attachments can only be uploaded in PDF, JPG, JPEG and PNG formats.

ii. Each document size must not exceed 3.5MB.

Passage Allowance Page ¥

List of Passage Allowance Passage Allowance Verification Page
QN
Transaction |1D: PA24
PA24
Submission Date: Application Status: REWORK TO VERIFIER
ENDORSED
Submission Date:
N\ N
@ © &)
Ny N/
PAZ4
APPROVED
Submision Dt NOTE
Supporting Document File Name File Size Action
Supporting Document  PDF, JPG, PNG PAZA 1.27KB
PA24 E
REWORK TO VERIFIER Supporting Document  PDF, JPG, PNG :AM 127KB
Submission Date:
PAZ4
SAMPLE DOC1 PDF, JPG, PNG p 127KB

PA24
REWORK TO VERIFIER Declaration
Submission Date:
[ ap— 5 3 Ev— ; : @ Ginis
Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
PAZL (termasuk pendaw,';agn jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
APPROVED jReJEC' ]
26. Click on the Notes tab.
. . . y .
Note: Treasury PA Verifier may view requestor’s notes/remarks entered (if any).
< o Passage Allowance Page ¥ X 4 8

List of Passage Allowance Passage Allowance Verification Page

y 2|
o Transaction ID: PA24

PA24 Submission Date: Application Status: REWORK TO VERIFIER

REWORK TO VERIFIER

Submission Date:

© ®

PA24 Notes

APPROVED NOTE
Submission Date: 8
PA24

APPROVED 8
ubmission Dat
PA24

APPROV

inis

PA24 w Reject

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 17
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27. Click on Application History tab.

Note I: Treasury PA Verifier may view application history of requestor.

28. Tick the Declaration checkbox.

Note II: Depending on the scenario, Treasury PA Verifier may also click on the following
buttons:

i.  Verify button to verify applications.

ii. Rework button to rework applications.

iii. Reject button to reject applications.

< 0 Passage Allowance Page ¥

List of Passage Allowance Passage Allowance Verification Page

Search N
(i) (o) = &)
-~ i) (@ q O = NOTE |

REWORK TO VERIFIER History
Submission Date
Employee Date Time Status

SUBMITTED

PA24 ENDORSED

APPROVED
Submission Date: VERIFED
REWORK TO VERIFIER
PA24

.i.P Declaration

&} Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana

PA24 peraturan yang berkaitan dengan kelakuan dan tatatertib pegawai-pegawai Kerajaan.

Submission Date

APPROVED Jika didapati butir-butir keterangan adalah palsu, mengelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
menarik balik sebarang kelulusan yang diberikan berhubung dengan permohonan ini dan menuntut balik pembayaran yang

Submission Date mungkin telah dibuat

PA24

Outcome: The application has successfully been verified / reworked / rejected.

SSM_UG_Front End (FIORI)_Passage Allowance (Application)_Treasury PA Verifier v1.0 18
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DISPATCH WARRANT Front End User
PASSAGE ALLOWANCE

APPLICATION Treasury PA Verifier

1. Click on Passage Allowance Verifier tab.

2. Select the Application Verification tile.

Passage Allowance Verifier [l

Myinfo  MyPayslp  Personnel Administration (Bank Admin)  Conveyance Loan Employee  Conveyance Loan Guarantor My Notification My Payslip

Note: The Passage Allowance Verification Page will be displayed.

3. Under Application List, select Application ID with ‘APPROVED’ or ‘IN PROGRESS’ status.

4. Click on Dispatch tab.

(4 0 Passage Allowance Page ¥

List of Passage Allowance Passage Allowance Verification Page

Transaction ID: PA24

Submission Date: Submission Date: Application Status: APPROVED

Passage Type: P002 - HOMEWARD PASSAGE Reimbursement: Yes

Submission Date:
> | Employee Details

> Il. Contact Details
PA24

APPROVED > . Employment Details

Submission Dale:
> V. Contract Details

> V. Leave Details
PA24

APPROVED > VI Application Details

Submission Date: ’
> VII. Allowance Details

PA24 Declaration

APPROVED

Submission Date:
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5. Click on Generate button.
Note: Warrant Success message will be displayed.
6. Click on View button to view warrant.

7. Click on Dispatch button to submit warrant to employee.

Passage Allowance Page v

List of Passage Allowance Passage Allowance Verification Page
| search a 2 I .
. Transaction ID: PA24
Submission Date:
Submission Date Application Status: APPROVED
PA24 . A\ =N
i) @) @ )
APPROVED . NN N
Submission Date: 5
Document " -
PA24 Description Version Vendor Email Status Date/Time Status
APPROVED
. Warrant Generated
Submission Date:
Declaration
PA24
APPROVED <| - - i o 3 = B 2
— Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir
Submission Date: keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
peraturan yang betkml‘ammilem pegawai-pegawai Kerajaan.
Jika didapati butir-| ===gelirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
PA24 menarik balik sebar Warrant Generated foung dengan permohonan ini dan menuntut balik pembayaran yang
APPROVED mungkin telah dibuay Successfully
Submission Date:

Outcome: Warrant has successfully been dispatched to employee.

Passage Allowance Page v

List of Passage Allowance Passage Allowance Verification Page

‘Search Q o

PAZ4 Transaction ID: PA24

APPROVED Submission Date: Application Status: APPROVED
i) © ® © @
\_/' =/

APPRQOVED Generate

Submission Date:

PA24.

Submission Date:
Document

Description Version Vendor Email Status Date/Time Status Action
PA24
APPROVED
Submission Date: Declaration
J Segala butir-butir keterangan yang saya turunkan dalam borang ini adalah benar. Jika saya didapati memberikan butir-butir /
PA24 keterangan yang palsu, mengelirukan atau tidak tepat, saya mengaku bahawa saya boleh dikenakan tindakan undang-undang
(termasuk pendakwaan jenayah) dan jika berkenaan, saya juga boleh dikenakan tindakan tatatertib dibawah mana-mana
APPROVED peraturan yang beri ib pegawai-pegawai Kerajaan.
Submission Date: Jika didapati buti elirukan atau tidak tepat, Jabatan Perbendaharaan juga berhak untuk
menarik balik sebar; o bung dengan permohanan ini dan menuntut balik pembayaran yang
mungkin telah dibu ~ Application dispatched @) Ginis
uccessfully
PA24
APPRQOVED

Sihmissinn Date:
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GENERATE PASSAGE Front End User
ALLOWANCE

NN o Nile NI I \lel| Treasury PA Verifier

1. Click on Passage Allowance PA Unit tab.

2. Select the Passage Allowance View Application Listing tile.

Passage Allowance PA Unit 1

Application View Application
Approval Listing
Passage Allowance Passage Allowance

14 50 | &

Note: The Passage Allowance Application Listing page will be displayed.

3. Requestor may click on ON/OFF switch to only Show Latest Version (if required).

4. Click on ‘Filters’ button.

< 7 Passage Allowance Application List v

Passage Allowance Application List

e Fiter r m

Pers. subarea Application ID: Head of Group Personnel Nu... Head of Group IC
© i i i
Head of Group Uniform ID: Application Date Application Status:
© o .
Passage Allowance Application List =
iy Submission  Personnel  Personnel g e £ Passage  Countryof  No.of Application o,
SPCRCARCIL SR Dol Subarea Number ICNumber Unifom ID i Type Domicile Dependents  Status Status Date

12062024 3 2 1 VERIFIED
é
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Note: The Filters page will be displayed.

5. Click on Lookup icon and/or Dropdown icon to fill in the details.

6. Tick on the checkbox to select which category to apply filters with.

Note I: Click on ‘Change Filters’ to amend category options that appears under Filters page
(if required).

7. Click on Go button.

Note II:

i. Requestor may click on Restore button to reset selection.

ii. Requestor may click on Cancel button to cancel filter.

Filters

Show on Filter Bar

Show Latest Veersion v

PassageAllowanceListSet

Pers. subarea

Application |D:

Head of Group Personnel Number
Head of Group IC

Head of Group Uniform 1D:
Application Date

Application Status:

NOTE | @ Ginis
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Unpen ™

Note: Applications with the selected categories will be displayed.
8. Click on Arrow (>) icon to view the details of the application (if required).
9. Click on Sheets icon to export and download report of filtered applications.

Note: Filtered application report will automatically be downloaded.

o

o
]

&

Application I

Head of Group Uniform ID Application Date Application Status

o e SUBMITTED x

Passage Allowance Application List =

i Persor s Passag J f jcation
Submission ersonnel Personnel 1CNumber:  Unllom ID i assage  Country o No. o Application

i i
gppsomn B sy Subarea Number Type Domicile Dependents  Status

Status Date

SUBMITTED

SUBMITTED
SUBMITTED

SUBMITTED

SUBMITTED

SUBMITTED

Outcome: Passage Allowance Application Listing has successfully been downloaded in

Excel format.
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GENERATE PASSAGE Front End User
ALLOWANCE

PAYMENT LISTING Treasury PA Verifier

1. Click on Passage Allowance PA Unit tab.

2. Select the Passage Allowance Payment Listing tile.

Passage Allowance PA Unit 1

Application View Application Payment Listing
Approval Listing Passage Allowance
Passage Allowance Passage Allowance

14 50 || s

Note: The Passage Allowance Payment Listing page will be displayed.

3. Requestor may click on the Adapt Filters button to select categories.

< (D) Payment Listing v

Q 4 8

Standard v Hide Filters [
Application I1D: Personnel number. IC Number: Personnel subarea Passage Type

© © © © ©
Application Date: Status: Travel Agent

) [a] fu) I Adapt Filters a

A e
Application ID Personnel number IC Number Person.. Passage Type

To start, set the relevant filters.
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Note: The Adapt Filters page will be displayed.
4. Click on Lookup icon to fill in the details according to each category.
5. Tick on the checkbox to select which category to apply filters with.

6. Click on Go button.

Adapt Filters

Search for Filters Q

Basic Show on Filter Bar

Application D n[;?

Personnel number ch)
IC Number (e
Personnel subarea ?
Passage Type L‘?
Application Date [

Status: 2

Travel Agent C‘?

Payment listing for PA

More Filters (20)

@ Ginis
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N
Y &
Sumpen ™

Note: Applications with the selected categories will be displayed.
7. Click on Arrow (>) icon to view the details of the application (if required).
8. Click on Sheets icon to export and download report of filtered applications.

Note: Filtered application report will automatically be downloaded.

< (B Payment Listing v Q 4 &
~
Standard * v Hide Filters [
Application ID: Personnel number IC Number Personnel subarea Passage Type
© © e 5 x = u
Application Date Status: Travel Agent
ey =01Xx e [ Adapt Filters (2) a
|
B
B

Application ID Personnel number IC Number Person... | Passage Type Application Date  Status

PA24 1006 00 SA 1ST/2ND/3RD YEAR ALLOWANCE 01

PA24 1006 00 SA 1ST/2ND/3RD YEAR ALLOWANCE 01

PA24 1000 00 SA INCOMING PASSAGE 01

PA24 1005 00 SA INCOMING PASSAGE 01

PA24 1005 00 SA INCOMING PASSAGE 01

PA24. 1005 00 SA 1ST/2ND/3RD YEAR ALLOWANCE 01

PA24 1005 00 SA HOMEWARD PASSAGE 01

PA24. 1005 00 SA INCOMING PASSAGE 01

PA24 1005, 00 SA 1ST/2ND/3RD YEAR ALLOWANCE 01

PA24. 1006 00 SA CHILDREN CONCESSION PASSAGE 01

PA24 1005! 00 SA INCOMING PASSAGE 01

||

Outcome: Passage Allowance Payment Listing has successfully been downloaded in Excel

format.
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