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This user guide acts as a reference for Treasury Passage Meeting Unit (Front End User) 

to manage Passage Meeting. 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.

The following acronyms will be used frequently: 

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. 

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

PM Passage Meeting

INTRODUCTION

GLOSSARY

FURTHER ASSISTANCE
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Process Overview 

Submit Passage Meeting Application

Copy Passage Meeting Application

Delete Passage Meeting Application
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Dispatch Passage Meeting Warrant

tab

Select

‘Application 
Submission’ 

tile
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Process Overview 

Create Passage Meeting Credit Note
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Generate Passage Meeting Application Listing 



SUBMIT PASSAGE 
MEETING APPLICATION

Front End User

Treasury PM Administrator

1. Click on Passage Meeting PM Unit tab.

2. Select the Application Submission tile.

Note: Please ensure that employee details and all mandatory documents are updated on 

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

6
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Note: The Passage Allowance Meeting Application Page will be displayed.

12

SSM_UG_Front End (FIORI)_Passage Meeting (Application)_PM Administrator v1.0



Note: Depending on the scenario, PM Administrator may also click on the following 

buttons:

i. Add button to create new applications, on behalf of employees.

ii. Copy button to copy previous applications.

iii. Delete button to delete existing applications.
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3. Click on Add button.

NOTE

3
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Note: The Head of Group message will be displayed.

4. Enter both IC Number and Date of Birth.

4

Note: The Passage Allowance Meeting Application Page will be displayed. The Head of 

Group Details will be auto-populated with details of the employee selected as the head.
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5. Under Application Details section, navigate to Member & Travel Details and enter the 

required details within the following:

• From – The start date.

• To – The end date.

• Date of Travel – The date where the group make their travel.

• Travel Period – The duration (in days) the group will make their travel.

6. Navigate to the Government Representative Member Details.

5
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7. Click Add (+) button to enter additional member(s) within the group (if any).

7

Note: The Government Representative Member Details message will be displayed.

8. Enter both IC Number and Date of Birth of the additional member.
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Note: An additional member will be inserted into the table displayed. Step 7 – 8 can be 

repeated for every participating government representative members.

9. Click the Travel Request tab.

9
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10. Click on Create Sector ID button. 

10

Note: Sector ID Creation Page will be displayed.
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11. Click on Add button.

12. Enter the sector details.

13. Click on Add (+) button and enter flight details.

14. Enter details for From, To, and FlightNum (Flight Number) fields.

15. Click Save to submit Sector ID.

Note: Created Sector ID will be displayed within the lookup button.

11

12

13

14

15
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19

18

14

16. Click on Travel Itinerary.

Note: Travel Itinerary message will be displayed.

17. Click on Add (+) button to include travel itinerary.

18. Enter the details for From, To and Date of Travel fields.

Note: Repeat Steps 17 – 18 for Two-Way Travel.

19. Click on Save button.
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Note: The Non-Government Representative Member Details is not mandatory but should 

be filled in when there is a non-government member within the group.
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20. Navigate to Allowance Details section.

21. Enter the required allowance details.

NOTE
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Note: The Chart of Accounts will be auto-populated once the allowance details are entered in.

22. Enter the required credit note details.

23. Enter the required allowance amount details.

22

23

NOTE
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24. Navigate to Attachment icon.

25. Under Attachments, attach any relevant documents.

Note: Click Add (+) button to attach additional documents, if required.
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26. Tick on Declaration check box.

27. Click Submit button to submit the application.

Note: Ensure all details entered are correct. Any unsaved application will automatically be 

stored in the system as draft.

26
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Outcome: The Passage Meeting Application has successfully been submitted and will be 

shown as ‘VERIFIED’.



EDIT DRAFTED 
PASSAGE MEETING 

APPLICATION

Front End User

Treasury PM Administrator

1. Click on Passage Meeting PM Unit tab.

2. Select the Application Submission tile.
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1

2

4

3

3. Under Application List, select any Application with ‘DRAFTED’ status.

4. Click on Edit button.
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Note: A Passage Allowance Meeting Application Form will be displayed. This application 

can be edited by Treasury PM Administrator. 

Outcome: The Passage Meeting Application can be edited for submission.
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DELETE DRAFTED 
PASSAGE MEETING 

APPLICATION

Front End User

Treasury PM Administrator

20

Outcome: The selected Application ID has successfully been deleted.

1. Click on Passage Meeting PM Unit tab.

2. Select the Application Submission tile.

1

2

3. Under Application List, select any application with DRAFTED status. 

4. Click on Delete button.

4

3

4
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DISPATCH WARRANT 
PASSAGE MEETING 

APPLICATION

Front End User

Treasury PM Administrator

1. Click on Passage Meeting PM Unit tab.

2. Select Application Submission tile.
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Sistem Sumber Manusia - Passage Meeting

Note: The Passage Allowance Meeting Application Page will be displayed.

3. Under Application List, select Application ID with ‘Approved’ or ‘In Progress’ status.

4. Click on Dispatch tab.

3

4

1

2
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Sistem Sumber Manusia - Passage Meeting

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.

5

NOTE

6 7

Note: The warrant status will be changed to ‘Dispatched’.

OUTCOME

Outcome: Warrant has successfully been dispatched to employee.
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CREATE PASSAGE 
MEETING CREDIT NOTE 

Front End User

Treasury PM Administrator

1. Click on Record Credit Note tab.

2. Select the Credit Note tile. 
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Note: The Record Credit Note page will be displayed.

3. Under Credit Note Listing tab, click on Create button.

1

2
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Note: Add Credit Note page will be displayed.

4. Click on Lookup icon to select Travel Agent.

5. Click on Calendar icon to select Ticket Returned Date.

6. Click on Lookup icon to select Application ID.

7. Fill in all required details.

8. Click on Save button.

Note I: Requestor may click on Cancel button to cancel creating new credit note.

24

Sistem Sumber Manusia - Passage Meeting

SSM_UG_Front End (FIORI)_Passage Meeting (Application)_PM Administrator v1.0

5

4

6

7

8 NOTE I



Note: ‘Credit Note Created Successfully’ message will pop up.

9. Click on View Credit Note Transaction tab.
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NOTE

Note: Previous Credit Note Transactions will be displayed.

10. Tick on checkbox to Only Show Latest Version (if required).

11. Click on Lookup icon to select Travel Agent.

10

11



Note: Travel Agent page will pop up.

12. Tick on checkbox to select Travel Agent.

13. Click on Select button to confirm selection.

Note: Requestor may click on Cancel button to cancel Travel Agent selection (if required).
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NOTE13

Note: Selected Travel Agent would be added in the list.

14. Click on Download icon to download Credit Note Transaction (if required).

14

NOTE



Outcome: The document will automatically be exported and downloaded into desktop in Excel 

format.
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GENERATE PASSAGE 
MEETING APPLICATION 

LIST

Front End User

Treasury PM Administrator

1. Click on Passage Meeting PM Unit tab.

2. Select the Passage Meeting Application List tile. 
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Note: The Passage Meeting List Application page will be displayed.

Note I: Click on ON/OFF switch to only Show Latest Version (if required).

3. Click on ‘Filters’ button.

1

2
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Note: The Filters page will be displayed.

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

5. 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.

6. 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.
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NOTE I

NOTE II6



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 filtered applications.

Note: Filtered application report will automatically be downloaded.
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8

7

Outcome: Passage Meeting Application Report has successfully been downloaded in Excel 

format.
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