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INTRODUCTION

This user guide acts as a reference for end users on how they can use the features for

Succession Planning. In this user guide, it will show the users on how they can:

View Qualification Catalogue

Assign Qualification to Person (PA30)
Mass Upload Qualification to Position
Mass Upload Qualification to Person
Download Mass Upload Position Template
Download Mass Upload Person Template

Generate Profile Matchup Report

© N o o b~ w NP

Generate Search for Object Report

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

guide materials, please contact the SSM Help Desk.

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-mail

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

View Qualification Catalog

=

Access
PPQD

=)

Assign Qualification to Person

-

Access

PA30

Enter
Personnel no.

Create
Qualification

Click on
Change icon

Click on Create
icon

Click on
Save button

Select
Qualifications

Mass Upload Qualification to Position

Click on

Assign selected

| Start }—b ZHCM;;DD;E_MASS — Pies:'t‘?'zn — Upload File —— E:j;;? — Quagf:i:_ltci;nbo — ExpE:::'::-z:tun —o| End |
Mass Upload Qualification to Person
Click on Assign selected .
Access Select y - ) Click on
‘ Start }—D ZHCMSPOO2_MASS ] Person L Upload File  —— E:f;;r:le — G.ual::r:;l:nm ——= Export button —b{ End ‘
Generate Profile Matchup Report
. Click on
[ Start }——~ Access s Select - SEIM e Execute —-[ End ]
PEPM Person Position
button
Generate Search for Object Report
Start Access Choose Add Save as Click on End
PPPE_SEARCH_FOR_Q Qualification Proficiency Variant Execute icon
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VIEW QUALIFICATION Backend User

CATALOG Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPQD in the search bar.

> GHamzo M & _ & X

LE- 'J 1 SAP Easy Access
PPQD vl® = & S Othermenu k kR # v A B Createrole Morew Q o @& Exi

» [ Favorites

nector for Multi-Bank Connectivity
» [ Office
» [ Cross-Application Components
» [ Logistics
[ Accounting
» [ Human Resources
[0 Information Systems
» [ Service
[0 Tools
» [ WebClient Ul Framework

Outcome: Catalog: Display Qualification(s) will be displayed. Users may click on the

dropdown icon beside the qualification group to view the qualifications.

= f B X%
< "-: : : Catalog: Display Qualification(s)
@ ¥ A = Posiion o= Segment @  Morev X FindNext &  Exit
Catalog fM 01.01.1900 - 31,12.9999 Ol Current plan

I—Ia‘ [] Government Of Brunei Darussalam

[0 General
0 [] Ministry Specific Qualification
{] O Level Subjects
{] Pejabat suruhanjaya Perkhidmatan Awam
0 (] skim Perkhidmatan Requirement
00 [J UAT Testing Data
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ASSIGN QUALIFICATION Backend User

TO PERSON Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PA30 in the search bar.

> GHaMmzo M & _ & X

LE: " 1 SAP Easy Access

L= —

v 19 SAP Menu

» [ Connector for Multi-Bank Connectivity
[ Office

» [ Cross-Application Components

> [ Logistics

» [0 Accounting

> [ Human Resources

> [ Information Systems

» [ Service
» [ Tools
> [ WebClient Ul Framework

Note: Maintain HR Master Data Page will be displayed.

> GHaOW210 (] § — X

< "3‘ '? Maintain HR Master Data
63 5 Morev Exit

Personnel no

Find by

~ &2 Person
1 Collective Search Help
A Search Term

A Free search
Basic personal data

Infotype Text Period

Actions
Organizational assignment

Personal data
Today Currweek
Addresses
Planned Working Time
Basic Pay
Bank Details
Recurring Payments/Deductions
Additional Payments/Deductions

Monitoring of Tasks.
Family Member/Dependents
Education

Direct selection

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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2. Enter Personnel Number and press Enter on the keyboard.

Note: The Personnel’s details will be displayed.

Find by

~ 22 Person
(1, Collective Search Help
), Search Term
Q) Free search

B W & Morev

Maintain HR Master Data

Personnel no

=

Name:

EE group: 1 Permanent

Pers.area: SA

Prime Minister's Office

EE subgroup: 04 Division IV Cost Center
Basic personal data
Infotype Text s_| Period
Actions. v | @ Period
Organizational assignment 4 From: To:
Personal data v
Today Currweek

Addresses v
Planned Working Time v All Current month
Basic Pay v Last week
Bank Details v To Current Date Last month
Recurring Payments/Deductions v

. ) Current Period Current Year
Additional Payments/Deductions v
Monitoring of Tasks v i Choose
Family Member/Dependents v
Education 7|2

Direct selection
[ STy

>

GHa (210 [ &

g X

Exit

3. In the Direct Selection section, Enter Infotype ‘24’ in the Infotype field and press Enter on the

keyboard.

Find by

~ 22 Person
(1, Collective Search Help
), Search Term
Q) Free search

W @ Morev

EE group: 1 Permanent

EE subgroup: 04 Division IV

Basic personal data

Infotype Text

Actions.

Organizational assignment
Personal data

Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents
Education

Direct selection

Maintain HR Master Data

Pers.area: SA

Cost Center:

Period
Z | @ Period
From:
Today

All

From

To Cu Date
Current Period

i£] Choose

LLLL L L

I Infotype: | 24

Prime Minister"

Currweek

Current month

Last month

Current Year

>

GHQ (1) 210

&

9 X

Exit
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Note: ‘Infotype:’ field will be filled with ‘Qualifications’.

4. Click on the Change icon.

> GHam210 [ & g X
= < ,_:z: -7 4 Maintain HR Master Data
v 6 B A C B @ Mrev =

¥ A EE group: 1 Permanent Prime Minister's Office -

. EE subgroup: 04 Division IV Cost Center:
Find by

~ 22 Person
€4 Collective Search Help Basic personal data
), Search Term

Q) Free search

Infotype Text Period

Actions.

Organizational assignment

Z | @ Period

From:

Personal data
Today Currweek
Addresses

Planned Working Time Al Current month
Basic Pay

Bank Details

From currdate Last week

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Current Period Current Year
i£] Choose

Family Member/Dependents

E
s
s
v
v
s
v
s
v
v
s
v
v

Education

Direct selection

Infotype| Qualifications STy

Note: Person: Change Profile Page will be displayed.

5. Click on the Create icon.

= > GHOM210 (B § — F X
< ~2: 7 Person: Change Profile (01.01.1800 - 31.12.9999)
& Career Planning % Current Position  More v &  Exit
Personnel No
EEgroup: 1 Permanent Persarea: SA Prime Minister's Office
EE subgroup: 04  Division IV Cost Center
Qualifications Potentials Preferences Dislikes Appraisals Where Appraisee Appraisals Where Appraiser Individual development >
Qualification group Name Proficiency Start End Date Note User Name Changed
o <
Q = S| |2

Savel Continue Ca

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 8
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Note: Search Window will be displayed.
6. Click on T: Structure Search.

> GHa(M20 (] & | T X

(4 "E: 'J Person: Change Profile (01.01.1800 - 31.12.9999)

= x
[¢ 6 tion (1) =]

S: Search Term T: Structure Search JC: Abbreviation and NameR: Searc... > ...

Search Term: B | §

carch s Multiple Selection  [% Close

Appraisals Where Appraiser Individual development 7 .
Qualification group Name Proficiency Start End Date Note User Name Changed
> <o

Save Continue Cancel

Note: Qualification Catalog will be displayed.
7. Click on the Dropdown button to display more qualification options.

8. Click on the Checkbox to select the qualification.
Note: More than one qualification can be added at a time.

9. Click on the Continue button.

= > GHo210 (] § -0 X
= s u catio x
Choose Qualification - 31.12.9999)
&  Exit
D Code =
7 .
s catalog (complete) .
sernment Of Brunei Darussalam S 0 Goverment O
e 1 General
Education

[ Experience Skim Perkhidmatan Experience S

> [ Experience S Experience S

¢ vt Performance Performance er Individual development P
erformance Result (1 years ago) Q 50085483 Performance
Performance Result (2 years ago) Q 50085484 Performance
Note User Name Changed
34 | Performance Result (3 years ago) Q 50085485 Performance "
13 ananality OK 50085108 Nationality N
52 v Bruneian Q 50085135 Bruneian

O CEP QK 50085109

5402

5403

QK 50085405 Pengetahuan
Q 50085406 Pengetahuan
QK 50085457 -

iSave Continue

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 9
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Note: You will be navigated back to the Change Profile Page with the chosen qualifications.

10. On the qualifications, under Proficiencies, click on the Lookup icon.

> GHaMmz210 [ & =
. sap

Person: Change Profile (01.01.1800 - 31.12.9999)
& Career Planning & Current Position

More v

Personnel No

Prime Minister's Office

EE subgroup: 04 Division IV

Qualifications Potentials Preferences Dislikes

Appraisals Where Appraisee Appraisals Where Appraiser Individual development >
Qualification group Name Proficiency Start End Date Note User Name Changed
Nationality Bruneian Yes 10 1.1900 31.12.9999 29.05.

P tentang i P tentang I Yes 1.1900 31.12.9999 29.05.
Performance Appraisal Performance Result (3 years ago) | @1.1900 31.12.9999 29.05.

Save| Continue Cancel

Note: Proficiency list of the specific Qualification will be displayed

11. Select a Proficiency.

12. Click on the Tick icon.

> GHamzo M & _ & X
=, ~ < ,.3.!-,

Person: Change Profile (01.01.1800 - 31.12.9999)

2 Career Planning ¢ Current Position  More

Personnel No:
= Scale: Performance Appraisal
EE group: 1  Permanent
EE subgroup: 04  Division IV 2 =
et fsen Proficiency
E - Tidak Memuaskan

Qualifications ~ Potentials £ D - Memerlukan Pembaikan

mt ? e
C - Baik
e 11
Qualification group Changed
Nationality z

29.05.
Pengetahuan tentang kerasmian 29.05..
Performance Appraisal 29.05..

S8V Continue Cancel

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 10
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13. Click on the Save button.
= > GHO@210 ] f _ O X
< W Person: Change Profile (01.01.1800 - 31.12.9999)
& Career Planning & Current Position ~ More v/ & Bxit

EEgroup: 1 Perma Persarea: SA  Prime Minister's Office

EE subgroup: 04  Division IV Cost Center
Qualifications Potentials Preferences Dislikes Appraisals Where Appraisee Appraisals Where Appraiser Individual development >
Qualification group Name Proficiency Start End Date Note User Name Changed ©
Nationality runeian Yes 01.01.1900 31.12.9999 % 29.05.. °
P tentang i P tentang. I Yes 01.01.1900 31.12.9999 < 29.05.
i
Performance Appraisal Performance Result (3 years ago) /A - Cemerlang 0! .01.1900 31.12.9999 29.05.
I s
A 0| |2|6

Save\ Continue Cancel

Outcome: Person qualifications has been saved.

> GHaMz210 ] & ==

< y Person: Change Profile (01.01.1800 - 31.12.9999)

2 Career Planning %R Current Position  More v/

Person! Name
1 Permanent Persarea: SA Prime Minister's Office

EE subgroup: 04 | Division IV Cost Center

Qualifications Potentials Preferences Dislikes A Where i i Where Apprai Individual development >
Qualification group Name Proficiency Start End Date Note User Name Changed
Nationality Bruneian Yes 01.01.1900 31.12.9999 29.05.
P tentang i P tentang i Yes 01.01.1900 31.12.9999 29.05.
Performance Appraisal Performance Resull ears ago) A - Cemerlang 01.01,1900 31.12.9999 < 29.05.

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 11
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MASS UPLOAD Backend User
Department HR Admin

QUALIFICATION TO
POSITION

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZHCMSP002_MASS in the search bar.

h!‘ ’ SAP Easy Access
1
ZHCMSP002_MASS BH = & & Othermenu W * F vV A ® Create role  More™

> [ Favorites
v 19 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [7] Cross-Application Components
> [ Logistics
> [T Accounting
> [ Human Resources
> [T Information Systems
> [7] Service
> [ Tools
> [ WebcClient Ul Framework

Note: Mass Upload Assign Qualification will be displayed.

]
X

< d

1l
>
']

< E : J Mass Upload Assign Qualification

v @ save as variant... Download Template More ~

Exit

Mass Upload Assign Qualification
Person (P): (=
Position (S):
Job (C):

File

12

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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2. Choose Position.

= < B _ 5 x
< h!‘ ’ Mass Upload Assign Qualification
N Save as Variant. Download Template More v Exit
Mass Upload Assign Qualification
Person (P) 2
r o=
L o
Job (C)
File
Execute

3. Click the textbox beside File and press F4 on the keyboard or click the icon beside

the textbox.

= (B B8 X
< - : J Mass Upload Assign Qualification
' Save as Variant. Download Template More v Exit
Mass Upload Assign Qualification
Person (P)
P 3
Position (5): @
L J
Job (C)
File:
Execute

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 13
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Note: List of Document will be displayed.

Open
Lookin: | (2 Documents v| eze
:" Name Status Dat.. ~
Quick access
- Mass Assign Qualification to Job-Position-Person vi g~ 5/23/2C
Desktop
m
Libraries
This PC
Network °
File name: Mass Assign Qualification to Job-Position-Perso ~ Open
Files of type: All Files (*%) ~ Cancel

4. Choose specific file for Position Qualification template and click the Open button.

X

Open
Lookin: | [Z Documents v| Bl
:" Name Status Dat .. <
Quick access
- m Mass Assign Qualification to Job-Position-Person v1 S 5/23/2(1
Desktop
m
Libraries
This PC
Network "
<> 4
File name- Mass Assign Qualification to Job-Position-Perso ~~
Files of type: All Files (*%) N Cancel

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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5. Once uploaded, click the Execute button.

< w Mass Upload Assign Qualification

' Save as Variant... Download Template More Vv Exit

Mass Upload Assign Qualification

Person (P):
Position (S): @
Job (C):

r 1
3WlAssign Qualification to Job-Position-Person vl.x|sxiisl
L 4

|

Note: Pop Up window for SAP GUI Security will be displayed.

SAP GUI Security X

The system is trying to access the file

C:\Users\, )
\DOCUMENTS\MASS ASSIGN QUALIFICATION TO JOB-POSITION-PERSON V1.XLSX

Do you want to grant access to this file?

Remember My Decision

Allow Deny

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 15
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6. Click the Allow button.

SAP GUI Security X

The system is trying to access the file

C:\Users\, )
\DOCUMENTS\MASS ASSIGN QUALIFICATION TO JOB-POSITION-PERSON V1.XLSX

Do you want to grant access to this file?

Remember My Decision

Allow Deny Help

Note: List of Qualification and Position will be displayed.

< w Mass Upload Assign Qualification

-l a

Y fx fw L # EXPORT Morev Q B  Exit

Indicator Status Obj. type ID rel.obj Pos Desc Object ID Qual Desc Start date End Date Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.
ra

v S 30031678 KERANI 50085135 Bruneian 01.01.1900 31.12.9999 3

==

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 16
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7. Check the Qualification to Position desired to be assigned.

& O x

~

< y Mass Upload Assign Qualification

Exit

o1}

¥ (x (w L £ EXPORT Morev Q

Q

Status Obj. type ID rel.obj Pos Desc Object ID Qual Desc Start date End Date Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.
S 30031678 KERANI 50085135 Bruneian 01.01.1900 31.12.9999 3

8. Then click the Export button.

& O x

< y Mass daagad Assign Qualification
8
Q v E‘ EV R More ™ Q = Exit

Indicator Status Obj. type ID rel.obj Pos Desc Object ID Qual Desc Start date End Date Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.

[Jj S 30031678 KERANI 50085135 Bruneian 01.01.1900 31.12.9999 3

~

i)

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 17
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Outcome: Mass qualification has been successfully assigned to Position.
= < & — O X
£ L!: ’ Mass Upload Assign Qualification
@ = T ¥V fx (w L # EXPORT Morev Q B  Exit

Indicaj ~ Status Obj. type ID rel.obj Pos Desc Object ID Qual Des_Start date End Date Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.

:\/: B 5yccess S 300316 KERANI 500851 Bruneian 01.01.1900 31.12.9999 3

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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MASS UPLOAD Backend User

QUALIFICATION TO .
PERSON Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZHCMSPO002_MASS in the search bar.

III
~
®
|
al}
X

h-i: J SAP Easy Access
1
ZHCMSPO02_MASS | [ & & Othermenu W kS v A ® Createrole More™v Q o @ Exit

> [ Favorites
~ 19 SAP Menu
» [J Connector for Multi-Bank Connectivity
> [ Office
> [7] Cross-Application Components
> [ Logistics
> [T Accounting
> [ Human Resources
> [T Information Systems
> [7] Service
> [ Tools
> [ WebcClient Ul Framework

Note: Mass Upload Assign Qualification will be displayed.

< w Mass Upload Assign Qualification

il (@ save as Variant Download Template More Exit

Mass Upload Assign Qualification
Person (P): (»
Position (S).
Job (C)

File

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 19
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2. Choose Person.

= B -8 x
< - : J Mass Upload Assign Qualification
v Save as Variant. Download Template More Vv Exit
Mass Upload Assign Qualification 2
Paosition (S)
Job (C)
File:
Execute

3. Click the textbox beside File and press F4 on the keyboard or click the icon beside

the textbox.

= < Bl -8 x
< W Mass Upload Assign Qualification
~ Save as Variant. Download Template More v Exit
Mass Upload Assign Qualification
Person (P): @
Pasition (S)
Job (C)
File: I
Execute

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 20
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Note: List of Document will be displayed.

Open X
Lookin: | [ZL Documents v| @FF
4 Name Date modified :
Quick access i . r— -

Mass Assign Qualification to Job-Position-Person vO  5/23/2022 10:53 AM

Desktop

m

Libraries

This PC

Network °
File name: Mass Assign Qualification to Job-Position-Perso ~ Open
Files of type: All Files (*%) ~ Cancel

4. Choose specific file for Person Qualification template and click the Open button.

Open X
Lookin: | |2 Documents v| BFE
:" Name Date modified <
Quick access . A =

“ﬁ Mass Assign Qua_llflcatlon to Job-Position-Person v0  5/23/2022 10:53 AM |

Desktop

m

Libraries

This PC

Network "
<> 4
File name- Mass Assign Qualification to Job-Position-Perso ~~
Files of type: All Files (*%) N Cancel

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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5. Once uploaded, click the Execute button.

< P-: :‘ J Mass Upload Assign Qualification

v Save as Variant... Download Template  More Exit

Mass Upload Assign Qualification

Person (P): @
Position (S):
Job (C)

r 2
GCBlAss1gn Qualification to Job-Position-Person vO.x1sxiial
Ik 3

e =

Note: Pop Up window for SAP GUI Security will be displayed.

6. Click the Allow button.

SAP GUI Security X

The system s trying to access the file

C:\Users\ ;
\DOCUMENTS\MASS ASSIGN QUALIFICATION TO JOB-POSITION-PERSON W0.XLSX

Do you want to grant access to this file?

Remember My Decision

Allow Deny

Help

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 22
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Note: List of Qualification and Person will be displayed.

Mass Upload Assign Qualification
v @ = = YV (x (w B & EXPORT Morewv Q @ exit
Indicator Status Obj. type ID rel.obj Full Name Obje . Qual Desc Start date End Date
r a
v P 100 500 01.01.1900

Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.
31.12.9999 1

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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Sumper

7. Select the Qualification desired to be assigned.

< D-E : ’ Mass Upload Assign Qualification
v @ = = YV (x (w [E & EXPORT Morev Q &  Exit
Indicator Status Obj. type ID rel.obj Full Name Obje . Qual Desc Start date End Date Proficien. Msg. Var. Msg. Var. Msg. Var. Msg. Var.
- =
P 100 500 01.01.1900  31.12.9999 1
L i
I

8. Then click on the Export button.

[4 i-i: ’ Mass Upload Assign Qualification
v a = = Y o x w B @A Mare Q & Ext
8
Indicator Status Obj. type ID rel.obj Full Name Obje.. Qual Desc Start date End Date Proficien. Msg. Var. Msg. Var, Msg. Var. Msg. Var.
- )
v P 100 500 01.01.1900 31.12.9999 1
L o

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 24
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Outcome: Mass qualification has been successfully assigned to Person.
= <& g
< y Mass Upload Assign Qualification
Vo (x fw L & EXPORT Morev Q @ e

v @
Object |D Qual Des Start date
500851 Bruneian 01.01.1900 31.12.9999

Obj. type 1D rel.obj Full Name

Indical Status
B siiceess P 1007

s |
L
5]

25
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DOWNLOAD MASS Backend User
UPLOAD POSITION

TEMPLATE Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZHCMSPO002_MASS in the search bar.

= < Bl _ 8 x

h-i: J SAP Easy Access
1
ZHCMSPO02_MASS | [ & & Othermenu W kS v A ® Createrole More™v Q o @ Exit

> [ Favorites
~ 19 SAP Menu
» [J Connector for Multi-Bank Connectivity
> [ Office
> [7] Cross-Application Components
> [ Logistics
> [T Accounting
> [ Human Resources
> [T Information Systems
> [7] Service
> [ Tools
> [ WebcClient Ul Framework

Note: Mass Upload Assign Qualification will be displayed.

= Mass Upload Assign Qualification < o

< w Mass Upload Assign Qualification

t
X

il (@ save as Variant Download Template More Exit

Mass Upload Assign Qualification
Person (P): (»
Position (S).
Job (C)

File

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0 26
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2. Click on Download Template.

B -8 x

< F-: : J Mass Upload Assign Qualification
~ Save as Variant... Download Template | More Exit

Mass Upload Assign Qualification

Person (P): @
Position (5)
Job (C)

File.

Note: Mass Upload Assign Qualification window will appear.

= Mass Upload Assign Qualification X

Person Template
Position Template

Job Template
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3. Select Position Template.

= Mass Upload Assign Qualification X

Person Template

Position Template ﬂ

Job Template

4. Name the file.

5. Ensure to save the file as Excel format.

6. Click on the Save button.

= Save As X
4+ I > This PC » Desktop v [ 5] S Search Desktop
Organize ~ New folder s - (7]
A
@ This PC No items match your search.
8 3D Objects
[ Desktop
@ Documents
¥ Downloads
J" Music
= Pictures
B videos
£30S(C)
my installers (\\Files\ v
Save as type: |Microsoft Excel Files (*XLS;*.XLSX;*.XLSM) VI

~ Hide Folders Cancel
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Outcome: Mass Upload Position Template has been downloaded.

£ search & m = s} P
Fle  Home Insert Pagelayout Formulas  Data  Review  View  Automate  Help U Comments % Share ~
< o av | = — . o . Einsert ~ v A
I!‘ lEl[%(h v o - : A ! i j f QZV_ ‘ — ; Cr\r|§|}n\ F’\% [?—‘{ gDE‘EtE : é" S/Z:ll?& ng
o BIu-|H-[&a-A- =E==E % W Foﬁmam‘;;v }a\;lz = St«,’\zs« fHiFomatv | €~ Fijtar v SnILn~ D:::E
Clipboard 1@ Font [} Alignment [} Number ] Styles Cells Editing Analysis | Sensitivity ~
D14
A A B C D E F G
Object Type Position Object ID of Object ID of Valid-from Date Valid-To Date Blating (Begin from
(Default S) Pos.lt!on Qua.llﬁcatlon (Default (Default 1", depend on
1 (8 digit number) (8 digit number) 01.01.2010) 31.12.9999) Proficiency/Scale)
2 S 30042915 50085120(01.01.2010 31.12.9999 1
3
4
5
6
7
8
9
10
11
Position Qualification + 4 »
Ready 7 Accessibility: Good to go B m —_——+ 150%
Column Name Description

Contains a one-character code that represents a type of

Object Type Position object. E.g., Position is an object that has a code of S.

Contains a unique eight-digit numerical code that

Object ID of Position o g
represents a specific position.

Contains a unique eight-digit numerical code that

Object ID of Qualification o e .
represents a specific qualification.

Valid-from Date Contains a date that identifies the start of a validity period.

Valid-To Date Contains a date that identifies the end of a validity period.

Describes an individual’s level of proficiency in a
particular competency. A rating identifies an employee’s
Rating level of proficiency.

E.g., Having a rating of 1 for "RCL: Drive Change" means
an employee must be “Able to perform at basic level”.
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DOWNLOAD MASS Backend User
UPLOAD PERSON

TEMPLATE Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZHCMSPO002_MASS in the search bar.

= < Bl _ 8 x

h-i: J SAP Easy Access
1
ZHCMSPO02_MASS | [ & & Othermenu W kS v A ® Createrole More™v Q o @ Exit

> [ Favorites
~ 19 SAP Menu
» [J Connector for Multi-Bank Connectivity
> [ Office
> [7] Cross-Application Components
> [ Logistics
> [T Accounting
> [ Human Resources
> [T Information Systems
> [7] Service
> [ Tools
> [ WebcClient Ul Framework

Note: Mass Upload Assign Qualification will be displayed.

= Mass Upload Assign Qualification < o

< w Mass Upload Assign Qualification

t
X

il (@ save as Variant Download Template More Exit

Mass Upload Assign Qualification
Person (P): (»
Position (S).
Job (C)

File
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2. Click on Download Template.

B -8 x

< F-: : J Mass Upload Assign Qualification
~ Save as Variant... Download Template | More Exit

Mass Upload Assign Qualification

Person (P): @
Position (5)
Job (C)

File.

Note: Mass Upload Assign Qualification window will appear.

= Mass Upload Assign Qualification X

Person Template
Position Template

Job Template
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3. Select Person Template.

= Mass Upload Assign Qualification X

Person Template q

Position Template

Job Template

4. Name the file.
5. Ensure to save the file as Excel format.

6. Click on the Save button.

4~ I > This PC » Desktop v D 2 Search Desktop

Organize ~ New folder € - (7]

~
@ This PC

No items match your search.
_# 3D Objects

[ Desktop

@ Documents

¥ Downloads

JS Music

=] Pictures

E Videos

£90s(C)

=y installers (\\Files\ v
File name: | Mass Upload Person Template v|

Save as type: |Microsoft Excel Files (* XLS;* XLSX;*XLSM) VI

6

A Hide Folders Cancel
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Outcome: Mass Upload Person Template has been downloaded.

P Search

File ~ Home Insert  Pagelayout Formulas Data  Review View  Automate  Help U Comments 1} Share ~
EIZ" Calibri 11 A A= General ~ E] @ @ g:ﬂ; "v : fz\? p
g (BIu-E-o-A- SEEE §-% 9 BB UL G Bremar | O+t o

Clipboard [ Font ] Alignment & Number S Styles Cells Editing Analysis Sensitivity -~

D12 ~

A A B C D E F G -~
Object Type Person [Object ID of Person Objeg lD?f ?’S.lgi;:ﬁ?m pate ?rDal.zi?a.l]-I? e arng (oegin from T
(Default: P) (8 digit number) | ualification 01012010 depend on

1 (8 digit number) 01 ) 31.12.9999) Proficiency/Scale)

2 |P 10022931 50085406(01.01.2010 31.12.9999 1

3

4

5

6

7

8

9

10

1 -

Person Qualification

@

z
g
k-

T2, Accessibility: Good to go

i 0 - ———+ 150%

Column Name

Description

Object Type Person

Contains a one-character code that represents a type of
object. E.g., Person is an object that has a code of P.

Object ID of Person

Contains a unique eight-digit numerical code that
represents a specific person (Personnel Number).

Object ID of Qualification

Contains a unique eight-digit numerical code that
represents a specific qualification.

Valid-from Date

Contains a date that identifies the start of a validity period.

Valid-To Date Contains a date that identifies the end of a validity period.
Describes an individual’s level of proficiency in a
particular competency. A rating identifies an employee’s

Rating level of proficiency.

E.g., Having a rating of 1 for "RCL: Drive Change" means
an employee must be “Able to perform at basic level”.
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GENERATE PROFILE Backend User

MATCHUP REPORT Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PEPM in the search bar.

= < B _ 5 x
»!‘ ’ 1 SAP Easy Access
B @ & & othermenu W k£ 0V A ® createrole  More™ Q d& @ Exit

> [T Favorites
v 19 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [7] Cross-Application Components
> [ Logistics
> [T Accounting
> [[1Human Resources
> [T Information Systems
> [7] Service
> M Tools
> [ WebcClient Ul Framework

Note: Display Profile Matchup will be displayed.

= (B B8 x
< EE: " Display Profile Matchup
v @  Morev Exit
Profile Matchup
User ~ Pasition ~
Qualifications profile of ] Requirements profile of &
Type Name Type Name Object ID

<> <> <> <3 v

Editing Options
Generate Training Proposals

Qualification Deficits Only

* Key date: | 19.05.2022
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Note: Navigate to Profile Matchup.
2. Select the option Person from the dropdown.

3. Click on the Lookup icon to select Personnel(s).

¢ *3': D 4 Display Profile Matchup

V © More Exit
Profile Matchup
3

Person v Position v
Qualifications profile of @ Requirements profile of &

Type Name Type Name Object ID

o v o o
. .
s | o = Q| o =)

Editing Options
Generate Training Proposals

Qualification Deficits Only

* Key date: | 25.07.2022

Note: Search window will be displayed.

4. Click on the T: Structure Search tab

= P () X > & & x
S: Search Term | T: Structure Search |C: Abbreviation and Na... R: Se...  » ... Profile Matchup
Search Term: B * Exit
« Start Search -1 Multiple Selection  [¥] Close 4
Qualifications profile of & Requirements profile of &
Type Name Type Name Object ID
< < o s
H =) 5 ©

Editing Options

Generate Training Proposals

Qualification Deficits Only

*Key date: 06.07.2022
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Note: Choose Person Page will be displayed.
5. Select a Person under STAFF ASSIGNMENTS ALONG ORGANIZATIONAL.

| = Choose Person X
Name D Code V.. . Exit
~ 13 Staff assignments along organizational s -
Profil > @ SETIA USAHA
pel > B8 ADMINISTRATION

> [ Bahagian Pentadbiran Am

> = BAHAGIAN PENTADBIRAN DAN KEWANGAN
Q > [ Bahagian Sumber Manusia &
> [ Bahagian Sumber Manu

> [ Cawangan dan Pengaw

» [ Department

> = Government of Brunei

> W Government of Brunei

> [ Government of Brunei Darussalam (test) .
> .- HT

5 > = Human Resource Management
> ™ Human Resource Management
> [ |nstitut Pendidikan Teknikal B
Editir N dhiran da i
> ® Jabatan Pentadbiran dan Pekhidmatan2
> [ jabatan penyelidikan brunei

> [ Jabatan Penyelidikan Brune

> [ JBT Kementerian Pertahanan

» [ Kementerian Hal Ehwal Luar Negeri ~

Note: A view page of Person will be displayed.
6. Select the Person by clicking on the checkbox beside the position.
7. Click on the Tick Icon.

= <

Choose Person X

0y
X

Name D Code V.. Exit
w19 Staff assignments along organizational s -

> = SETIA USAHA

~ [ ADMINISTRATION
Pe v A Ki 6

Prof

> & Bahagian Pentadbiran Am

> = BAHAGIAN PENTADBIRAN DAN KEWANGAN

> [ Bahagian Sumber Manusia

> ™ Bahagian Sumber Manusia,PB

> ™ Cawangan dan Pengawasan

> M Department N
> ™ Government of Brunei £
> ™ Government of Brune
> [ Government of Brunei Darussalam (test)
> W HT

Editi > @ Human Resource Management
> @ Human Resource Management
> ™ |nstitut Pendidikan Teknikal B
> ™ Jabatan Pentadbiran dan Pekhidmatan2
> M jabatan penyelidikan brunei

> [ Jabatan Penyelidikan Brunei

> [ JBT Kementerian Pertahanan
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8. Select the option Position from the dropdown.

9. Click on the Lookup icon to select Position(s).

< ,_2.! P 4 Display Profile Matchup

v L-—; More v

Profile Matchup
Person ~ Position ~

Qualifications profile of @ Requirements profile of
Type Name Type Name
Person

H = )

Editing Options
Generate Training Proposals

Qualification Deficits Only

* Key date: 25.07.2022

Exit

Object ID

Note: Search window will be displayed.
10. Click on the T: Structure Search tab.

10 1(1) X

S: Search Term | T Structure Search | C: Abbreviation and Na... R: Se...  » ... Profile Matchup

Search Term: Bl *

Search <% Multiple €

Qualifications profile of @ Requirements profile of
Type Name Type Name
o <2l o
- (_) HAES (_J
Editing Options

Generate Training Proposals

Qualification Deficits Only

*Key date: 06.07.2022

> GHQ (1) 220 o =5 X

Exit

(o]

Object ID

<3 v

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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Note: Choose Position Page will be displayed.
11. Select a Position under GOVERNMENT OF BRUNEI.
= Profile Matchup  Edit Goto System Help > GHQ(1)220 o _ 0 X
- SAFP Display Profile Matchup
= Choose Position X
Exit
Profile  Name D Code Vali...
Use \«Ir:“‘ aff ass along organizational s -:
g OVERNMENT OF BRUNEI
> @8 PRIME MINISTER OFFICE
Qi > W MINISTRY OF DEFENSE @
> @8 MINISTRY OF FINANCE AND ECONOMY
> ®8 MINISTRY OF FOREIGN AFFAIRS
| MINISTRY OF HOME AFFAIRS
> 8 MINISTRY OF RELIGIOUS AFFAIRS
> @8 MINISTRY OF PRI RESOURCES AND TOURISM
MINISTRY OF HEALTH -

NISTRY OF DEVELOPMENT

NISTRY OF EDUCATION

NISTRY TRANSPORT INFOCOMMUNICATIONS
> @ MINISTRY OF CULTURE, YOUTH AND SPORTS

> 1 MINISTRY OF ENERGY

d Position

FFICE (HMO)

Note: A view page of Positions will be displayed.

12. Select the Position by clicking on the checkbox beside the position.
13. Click on the Tick Icon.

= | = Choose Position x PSR o | _ 5 X
( -~
Name D Code V... 30
> & PEN.OPERESEN -
Brofile > & PEN.OPERESEN
2 PENERBIT TKT 1
Use > & PENERBIT TKT 1
S | | PENERBIT TKT 1
2 | PENGAWAS MCR L
9 2 | | PENOLONG OPERESEN KANAN -
S | | PENOLONG OPERESEN KANAN
£ | PENOLONG OPERESEN KANAN
- ANAN
2 | PENYIAR BERITA KANAN >

S | | PENYUNTING ENG KANAN
5 | | PENOLONG PENGURUS PERDAGANGAN
£ | | PENOLONG PERANCANGAN
Editin 5 | | PENOLONG PERANCANGAN
£ | | PENYUNTING ENG
& | PENYUNTING ENG
¢ £ | PENYUNTING ENG
2 | PENYUNTING ENG
2 | PERAKAM SUARA
5 | | JURUKAMERA ENG ~

SOV UG._SP_Back £na (SAP GUT)._DOE._Dept
HR_v1.0
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14. Click on the Execute Icon to generate the Profile Matchup report.

§sApd 14
- —

Profile Matchup

Person v
Qualifications profile of &
Type Name
+ Person
> v

Editing Options
Generate Training Proposals

Qualification Deficits Only

* Key date: 25.07.2022

Display Profile Matchup

Paosition ~

Requirements profile of

Type Name

r )
! [Position KERANI
h J

Exit

&

Object ID

Additional: Navigate to Editing Options and click on the Qualification Deficits Only

checkbox to generate a Profile Matchup report with deficits qualification only.

s W= More v
Profile Matchup
Person ~
Qualifications profile of &
Type Name
~ Person
< <2
s S

Editing Options

Generate Training Proposals

Qual\licat ion Deficits Only

* Key date: 25.07.2022

Display Profile Matchup

Position v

Requirements profile of

Type Name
v Position KERANI
<>
LK ©

Exit

Object ID

<3 v

SSM_UG_SP_Back End (SAP GUI)_DOE_Dept HR_v1.0
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GENERATE SEARCH Backend User

HOLROENISO NSO I Department HR Admin

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPE_SEARCH_FOR_Q in the search bar.

= Menu Edit Favorites Extras System Help < &

— 5 X
Ei: ’ SAP Easy Access
1
PPPE_SEARCH FOR | ™ [» & & Othermenu ¥ #*& JF V A & Createrole  More ™ I d & Exit

> [ Favorites
5 SAP Menu

<

» [ Connector for Multi-Bank Connectivity
» [ Office

» [ Cross-Application Components

» [ Logistics

» [ Accounting

> [ Human Resources

> 2] Information Systems

» [ Service

» [ Tools

» [ WebClient Ul Framework

Note: Find Objects for Qualifications page will be displayed.

= Search Edit Goto System Help < o

. S
EE: ’ Find Objects for Qualifications
v © 0]  More v Exit
¥ A
Qualifications Restrict to object types Restrict further Availability
Find by
> B8 Qualification Qualifications Required
» 2% Person
; Name Es... Op... Proficien Maximum profi...
» = User C & =
> 22 Applicant z
O v

Key date: [20.12.2022 Output wio Selection Data

Save as Variant... Refresh  Cancel
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2. Click on the Dropdown menu on Qualification.

= sSearch Edit Goto System Help ¢ a7 X
Ei: ’ Find Objects for Qualifications
v @ @ Morew e
¥||AR
Qualifications Restrict to object types Restrict further Availability
by
> |88 Qualification Qualifications Required
> &% Person =
Name Es... Op... Proficien Maximum profi... 2
> = User g = x |
> 2% Applicant .
<> v
e ©
Key date: [20.12,2022 Output w/o Selection Data

Save as Vanant...| Refresh Cancel

3. Click on Structure Search.

4. Click on the Dropdown menu on Government of Brunei Darussalam and find the

qualifications required.

= Find Objects for Qualifications <Cd 7 x
EE: ’ Find Objects for Qualifications
v © 0]  More v Exit
» ¥ A
Qualifications Restrict to object types Restrict further Availability
Find by
~ B8 Qualification Qualifications Required
_|, Search term X X ) .
— Name Es... Op... Proficiency Maximum profi... &
(4 Structure search
() Free search :
€| Q =R ESA R A0S
me Code
(] Government of Brunei Darussalam Govemné € € v
AR
Key date:  29.12.2022 Output wio Selection Data
<>

Save as Variant... Refresh Cancel
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5. Double click on a Qualification.
= sSearch Edit Goto System Help < _ 8 %
W Find Objects for Qualifications
v @ [0  More v e
> ¥||AR
Qualifications Restrict to object types Restrict further Availability
Find by
+ B Qualification Qualifications Required
1, Search term .
. Name Es... Op... Proficiency Maximum profi... @
, Structure search
(), Free search :
£ |Q G| Ty | (P |e
Name Code N
o Al <> v
~ 15 Min. of Energy nl=]o
> [ Technical 1 al Rl
> [ Functional (Management Skills
Key date: 29.12.2022 Output w/o Selection Data
3 Workspace Safety
3 Workspace Security
» [ Leadership
= :
<>

Save as Variant...

Note: The selected qualification will appear under Qualifications Required.

= Find Objects for Qualifica < d B/ X
< w Find Objects for Qualifications
~ & [ Morewv B
* ¥ A
Qualifications Restrict to object types Restrict further Availability
Find by
« B8 Qualification Qualifications Required
) Search term N
N Name Es... Op... Proficiency Maximum profi... &
), Structure search
(L Free search - I Personal Safety
g|Q M| D |
Name Code N
~ I‘E <> L e
v 15 Min. of Energy Siical =
KO
> [7) Technical 1
> [ Functional (Management Skills
v 1Y HSSE Key date: 29.12.2022 Output w/o Selection Data
v 2 Personal Safety
2 Workspace Safety
22 Workspace Security
> [ Leadership
I ~
<>

Save as Variant...
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6. Under Proficiency, click on the Lookup icon.
= search Edit Goto System Help < a7 x
< E : J Find Objects for Qualifications
v ® 1 More v Exit
» Y| A
Qualifications Restrict to object types Restrict further Availability
Find by
~ B Qualification Qualifications Required
) search term . 6 ) =
Name Es... Op... Proficiency mum profi... ©
(X, Structure search
C Free search . JUIEETIECICE)
DIRIGEIEIEIERIES
Name Code R
J :E <> <> v
it (6% | |©

~ 15 Min. of Energy
» [ Technical 1
> [7] Functional (Management Skills
v 19 HSSE
3 Personal Safety
3 Workspace Safety
3 Workspace Security

> [ Leadership
Save as Variant...

Key date: 29.12.2022 Qutput w/o Selection Data

Note: Proficiency Levels window will appear.

Scale: PSCDF Competency Proficiency Levels

Proficiency
Awareness
Knowledge
Skilled
Mastery

«/ Description &%

43
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7. Select the new Proficiency.

8. Click on the Tick icon.

Scale: PSCDF Competency Proficiency Levels X

Proficiency
Awareness

Knowledig

Skilled

Mastery

8
«/ Description &%

Note: Proficiency has been saved.

9. User may save the newly created variant by clicking on the Save as Variant... button.

= sSearch Edit Goto System Help < a7 x
< E : J Find Objects for Qualifications
v G Morev Exit
* ¥ A

Qualifications Restrict to object types Restrict further Availability
Find by
~ B Qualification Qualifications Required
), Search term

Name Es... Op... Proficiency Maximum profi...
(), Structure search

r -
Free search - Personal Safety [z] skilled =
Q -

Q H g | Ov] B e
Name Code
~ 15 Min. of Energy
> [ Technical 1

> [7] Functional (Management Skills

~ 19 HSSE Key date: 29.12.2022 Qutput wlo Selection Data
v 3 Personal Safety
3 Workspace Safety
3 Workspace Security
> [ Leadership
)

Save as Variant... Refresh Cancel
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10. Name the Variant.

11. Click on the Tick icon.

Save Variant X

®) User-specific Standard

Variant: | ME HRCF Competency |

Outcome: Variant has been saved.

12. Click on the Execute icon.

= search Edit Goto System Help < df

< E : J 12 Find Objects for Qualifications
VI 1 More v Exit
¥

o 2

~
Qualifications Restrict to object types Restrict further Availability
Find by
~ B Qualification Qualifications Required
), Search term .
Name Es... Op... Proficiency Maximum profi... ©
(), Structure search

~ il o
() Free search - Personal Safety 2] Skilled i
Q Al d| S| B e
Name Code
(]
~ 15 Min. of Energy
> [ Technical 1

<3 v

> [7] Functional (Management Skills
~ 19 HSSE Key date: 29.12.2022 Output w/o Selection Data
v 3 Personal Safety
3 Workspace Safety
3 Workspace Security
> [ Leadership

- ~

Save as Variant... Refresh Cance
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Outcome: Object Qualification Report has been successfully generated.

= Find Objects for Qualifications (-8 x
E! ’ Find Objects for Qualifications
v ¥ = = @M B [/ I Moewv L @ Exit
Find Objects for Qualifications A
Key Date 29.12.2022
Qualifications Personal Safery
Object Types in Sear Applicant
Business partner
Company
Contact person v
T
v v A A ~ A
Qu Qu Last Name Name Qualification Proficiency | Is Start date End Date In. fr. @B Qualification Bundl
1 1 BIN MAHA | Personal Safety Skilled v 01.01.2020 31.12.99889
1 BINTI NABILAH Mastery v 14.12.2022  31.12.9999
1 Kamal Skilled 14122022  31.12.9999
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