SISTEM SUMBER MANUSIA

User Guide
For Department HRD Admin
Back End User (SAP GUI)

Training and Event Management (TEM)

VERSION: 1.0



Sistem Sumber Manusia - Training and Event Management 'E"

INTRODUCTION

This user guide acts as a reference for participants that has joined the Train the
Trainer (TTT) program on how they can use the features for Training and Event Management.

In this user guide, it will show the users on how to:

View Training and Examination Catalogue
Nominate Employee to Training and Exam
Generate Training and Examination Nomination Report.

Generate Training History Report.

A

Generate Examination History 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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SUmpER

Process Overview

View Training Catalogue (Dept. HRD Admin)

Click an the Arrow to

AEEE_SS > view Training End
P5V1
Catalogue
View Exam Catalogue (Dept. HRD Admin)
Access | Click on the Arrow to
PSV1 " | view Exam Catalogue End
Display Course Code (Dept. HRD Admin)
) ) ) : Select With Key, With I
e, —af Gmbsievierer L Gk L G Lol s momatonang (—af 6T o
8 5 g With Abbreviation
Nominate Employee to Training (Dept. HRD Admin)
Start Access Select Sglect the NoEnH\?wkegnLlst Input employee's 01:3?;?:1;.@ Click on End
ZHRTEMOO1 Business Event Type desired course button personnel number and dlick enter Save button
Nominate Employee to Exam (Dept. HRD Admin)
Click on , Select N
Start Access Select Select the Nomines List Input employee's 01:Nominate Click on £nd
ZHRTEMOD1 Business Event Type desired course button personnel number and click enter Save button

Training Nomination Report (Dept. HRD Admin)

( . cimmes . Click on
| Start A:cess Select Business Select Business select Course ) Select Start Date select Action Execute End
| ZHRTEMOO03 Event Group Event Type and To b
. ) utton g
Training History Report (Dept. HRD Admin)
_f Access Select Trainin Select Business Select Select Business Enter Enter Enter Click on
| smn ZHATEMO04 e e Fvent Groun || BUsiness Event —| Event Date From —»|  Personnel |—| Personnel —#| Personnel [—f  Execute End
L Ype uEnt Broup Type and To Area Subares Number buttan
Examination Details History Report (Dept. HRD Admin)
Access Select Select Start Date Enter Enter Enter Click on
Start - —» Examination [—# = _ T F—» Personnel [—® Personnel f—3 Personnsl  |— Execute End
ZHRTEMOO3 - From and To
ype Area Subarea Mumber button
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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
Overview For an overall view of the selected infotype or
action type.
ﬂ Create To input new information into the system.
f Change To edit the selected information.
Eﬂ Copy To copy the selected information.
@ Delete To delete the selected information.
':", Delimit To limit the period of selected information.
{5_6 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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VIEW TRAINING Backend User

CATALOGUE Training Organiser and Dept. HRD Admin

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

1. Enter PSV1 in the search bar.

= SAP Easy Access < d

v-!* J SAP Easy Access
PSvi ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

8]
X

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framework

Outcome: Dynamic Attendance Menu page will be displayed.

<

oy
x

< - : J Dynamic Attendance Menu

]

N
[
0

0 & Morewv Exit

s Current plan 01.01.2022 - 31.12.2022 All Languages
> [ Training and Examination Catalogue

» Unassigned business event types
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2. Click on the Arrow to open the folder.

Outcome: Catalogue has been successfully displayed.

< _ 8 %

< h-i: J Dynamic Attendance Menu

N
B
08
]

= &1 Morewv Exit

~ Current plan 01.01.2022 - 31.12.2022 All Languages
~ [7] Training and Examination Catalogue
[ Training Catalogue
~ [ Institut Perkhidmatan Awam
» [ Governance and Leadership Cluster
> [1 Management Cluster
~ 7 Innov. & Info-Comm. Tech Cluster
> [E] Data Analytics for Public Sector
[E] Applying 4IR in Organisation

~

~ [£] Data Anlys & Decis. Making w/ MS Excel
©Om 10.10.2022 - 14.10.2022 EN:1SQ4010

[-] Dev. DB Using MS Access W/ Visual Basic

£ Project Management using MS Project (IT)

E IT Security Awareness for End Users

-] Pengolahan Data dan Maklumat (Mailmerge)

N R AR

[l Basic Microsoft Excel
> ] Microsoft Powerpoint For Beginners
] Microsoft Word For Beginners
> [E] Organisational Process Improvement
> [£] Kumpulan Kerja Cemerlang a€ceTeam-baseda€ M

Note: The record with green status refer to the available/upcoming training.
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Backend User
VIEW EXAM CATALOGUE

Exam Organiser and Dept. HRD Admin

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

1. Enter PSV1 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
PSvi ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framework

Outcome: Dynamic Attendance Menu page will be displayed.

<

oy
x

< - : J Dynamic Attendance Menu

]

N
[
0

0 & Morewv Exit

s Current plan 01.01.2022 - 31.12.2022 All Languages
> [ Training and Examination Catalogue

» Unassigned business event types
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2. Click on the Arrow to open the folder.
Outcome: Catalogue has been successfully displayed.

]
X

<Cd

amic Attendance Menu

< h-i: J Dynamic Attendance Menu

= &1 Morewv

Exit

N
B
08
]

~ Current plan 01.01.2022 - 31.12.2022 All Languages
~ [7] Training and Examination Catalogue
» [ Training Catalogue
+ [ Examination Catalogue
~ [7] Mandatory Examination Catalogue
| Peraturan Am 1961 & Peraturan Perkhid.
> (=] Peraturan-Peraturan Kewangan
> E Peperiksaan Perkhidmatan Kesetiausahaan
“ [£] Peperiksaan Melayu Islam Beraja
©0Om 05.12.2022 - 05.12.2022 EN:MIB
> [ Undang-Undang Am NBD
> ] Perlembangaan Negara Brunei Darussalam
& Kerani-Kerani Rendah
» [1] JPA External Exam Group

> Unassigned business event types

Note: The record with green status refer to the available/upcoming exam.
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DISPLAY FOR Backend User

COURSE CODE Dept. HRD Admin

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

1. Enter PSV1 in the search bar.

= SAP Easy Access < d

v-!* J SAP Easy Access
PSvi ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

8]
X

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebClient Ul Framework

Outcome: Dynamic Attendance Menu page will be displayed.

<

oy
x

< - : J Dynamic Attendance Menu

]

N
[
0

0 & Morewv Exit

s Current plan 01.01.2022 - 31.12.2022 All Languages
> [ Training and Examination Catalogue

» Unassigned business event types

10
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2. Click on the Arrow to open the folder.

Outcome: Catalogue has been successfully displayed.

< d

]
X

Dynamic Attendance Menu

¢

8
L
£

£
s
i
&
~y
Q

g1 More Exit

~ Current plan 01.01.2022 - 31.12.2022 All Languages
~ [7] Training and Examination Catalogue
[ Training Catalogue
~ [ Institut Perkhidmatan Awam
> [ Governance and Leadership Cluster
> [1 Management Cluster
~ [ Innov. & Info-Comm. Tech Cluster
> [E] Data Analytics for Public Sector
[E] Applying 4IR in Organisation
~ [£] Data Anlys & Decis. Making w/ MS Excel
©Om 10.10.2022 - 14.10.2022 EN:1SQ4010
(-] Dev. DB Using MS Access W/ Visual Basic
£ Project Management using MS Project (IT)

~

>
>

E IT Security Awareness for End Users

v

-] Pengolahan Data dan Maklumat (Mailmerge)

v

[l Basic Microsoft Excel
€] Microsoft Powerpoint For Beginners

~

] Microsoft Word For Beginners
> [E] Organisational Process Improvement
> [£] Kumpulan Kerja Cemerlang a€ceTeam-baseda€ ~

3. Click on Settings.

8]
X

= Amendance Edit Goto Extras System  Help <

Dynamic Attendance Menu

| v B % @ @ 49 = B B Z & Morev Exit

“~Current plan 06.01.2022 - 05.01.2023 All Languages .
v [7] Training and Examination Catalogue
[ Training Catalogue
“ [ Institut Perkhidmatan Awam
» [ Governance and Leadership Cluster
> [71 Management Cluster
~ [ Innov. & Info-Comm. Tech Cluster
> [l Data Analytics for Public Sector
[] Applying 4IR in Organisation
~ ] Data Anlys & Decis. Making w/ MS Excel
©om 10.10.2022 - 14.10.2022 EN:1S04010
(5] Dev. DB Using MS Access W/ Visual Basic

~

>
> [ Project Management using MS Project (IT)
> [ IT Security Awareness for End Users

~

f2] Pengolahan Data dan Maklumat (Mailmerge)

~

[ Basic Microsoft Excel
[E] Microsoft Powerpoint For Beginners

~

[£] Microsoft Word For Beginners
» [ Organisational Process Improvement
> [£] Kumpulan Kerja Cemerlang &€ceTeam-baseda€ -

11
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4. Click on “View”.

5. Tick With Key.

6. Tick With Additional Information.
7. Tick With Abbreviation.

8. Click on the Save button.

< &

8]
X

Change User-Defined Settings x

e Plan version: Current plan ~ Exit

Reporting Dynamic Menus MasterData

Object view

v With key

v/ With additional information

With abbreviation

Elsave 8%

Outcome: Course Code has been successfully displayed.

= Auendance Edit Goto Extras Settings System Help < 7 x
< Dynamic Attendance Menu
v B O 4 @ 3H 9 = @ B Z & Moev Exit
“/Current plan 06.01.2022 - 05.01.2023 All Languages s
[ Training and Examination Catalogue L 50083954
[ Training Catalogue L 50083957
“ [ Institut Perkhidmatan Awam L 50083964
» [ Governance and Leadership Cluster L 50083960
> [71 Management Cluster L 50083962
“ [ Innov. & Info-Comm. Tech Cluster L 50083963
> [ Data Analytics for Public Sector D 50084006
> f] Applying 4IR in Organisation D 50084007
~ ] Data Anlys & Decis. Making w/ MS Excel D 50084008
oom 10.10.2022 - 14.10.2022 EN:1S04010 Planned Internal IPA 99 Avail. OBooked 0 Waitlist E 50084086
> [£] Dev. DB Using MS Access W/ Visual Basic D 50084009
> [ Project Management using MS Project (IT) D 50084010
> [ IT Security Awareness for End Users D 50084011
> [£] Pengolahan Data dan Maklumat (Mailmerge) D 50084012
> [E] Basic Microsoft Excel D 50084013
> [E] Microsoft Powerpoint For Beginners D 50084014
[£] Microsoft Word For Beginners D 50084015
D

» [ Organisational Process Improvement

50084016 ~

12
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NOMINATE EMPLOYEE Backend User

TO TRAINING Dept. HRD Admin

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

1. Enter ZHRTEMOO1 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
ZHRTEMO001 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebcClient Ul Framework

Outcome: Training and Exam Nomination Program page will be displayed.

= < B x
< ha‘ ? Training and Exam Nomination Program
™ Mare v Q o & Exit
" o
Business event type: o
L "
Web link;
Status Start date End date Obj. ID Bus. event Location
» > v
o a|a

(] Nominee List

13
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3. Click on the Lookup icon.

= < d A X
< SAF Training and Exam Nomination Program
™ Mare v Q { & Exit
r
Business event type 0
voe: | 3
Web link:
Status Start date End date Obj. ID Bus. event Location &
< e

oo ja|a

(] Nominee List

4. Click on the Arrow to view the Training Catalogue.
5. Select the Business Event Type.

6. Click on the Tick icon and click enter.

= Trair d Exam Nomination Program
| = Choose Business event type X
- Q d @ Exi
Name ID Code Vali...
“ 3 Course groups with pertinent course type
+ 19 Training and Examination Catalogue
4 5 Training Catalogue
“ 9 Institut Perkhidmatan Awam
“ t5 Governance and Leadership Cluster
& Policy Monitoring and Evaluation
f= Introduction to Public Policy
! Intro. to Cost Bnft Anyls in Plcy Making
] Foresight and Horizon Scanning
f-] Rukun Akhlak & Etika Kerja Perkhid. Awam
£ Bimbingan Penggerak Negara Zikir
£ Leading Change Management
f-] Women in Leadership
] Enhancing Self - Leadership
{-] Strategic Leadership
! Frontline Leadership
£ Leading With Strategic Intelligence
) (-] Penerapan Etika Melalui Kepimpinan Org. |
> [J Management Cluster
> [ Innov >-Comm. Tech Cluster -

mines Rrmin

N MDA Evtarnal

14
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7. Click on the Radio button to select the desired course.

8. Click on the “Nominee List” button.

4 ,.3! , Training and Exam Nomination Program

\ More v

Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Web link;
Status Start date End date Obj. ID Bus. event Location
4
l 14.11.2022 15.11.2022 50084067 GE12130 Institut Perkhidmatan Awam .
4

<3 v

oo ja|a

n (] Nominee List I

Outcome: Training and Exam Nomination Overview page will be displayed.

< P-E‘ J Training and Exam Nomination Overview
™ = = More
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022

Training and Exam Nomination Overview

Nominated: 4 Approved 0 Waiting List (o] Rejected 0 Cancelled: 0
Nominee List
Status  Index Number Personnel ... IC Number Name Action
I ‘©
[ o4 d
<>
+ ) * T i i 1] &

< _ 8 x
Exit

Total 4

Action Desc. Posit

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_Dept HRD_v1.0
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b
9. Input the employee’s Personnel Number.
= <d A x
< Training and Exam Nomination Overview
~ = = More Exit
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022
Training and Exam Nomination Overview
Nominated: 4 Approved. 0 Waiting List 0 Rejected. 0 Cancelled: 0 Tota 4
Nominee List
Status  Index Number Personnel ... IC Number Name Action Action Desc. Posit
i
<>
olo| [nlolala] =[n|(m
<>

10. Click on the Lookup icon.

= <d A x
< DA Training and Exam Nomination Overview
~ = = More Exit
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022
Training and Exam Nomination Overview
Nominated: 4 Approved 0 Waiting List o Rejected. 0 Cancelled: 0 Total 4
Nominee List
Status  Index Number Personnel ... IC Number Name Action Action Desc. Posit
r
! 10
<>
ole| [ololala] (w]=]|a
<>

16
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11. Select 01: Nominate.

12. Click on the Tick icon.

= Title (1) 2 Entries found X

Restrictions

12 al g~
Fixe . Short Descript.

01 Nominate

05 Cancel

2 Entries found p

13. Click on the Save button.

= < d _F x
£ »-3‘ ’ Training and Exam Nomination Overview
= = More Exit
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022
Training and Exam Nomination Overview
r A
Nominated: 5 Approved: 0 Waiting List (o] Rejected 0 Cancelled: 0 Total: 5
L 4
Nominee List
Status Index Number Personnel ... IC Number Name Action Action Desc. Posit
oL Nominate PEG.

@O ¢4 |G s | @

13 Save: Cancel

Note: Once Approve or Rejected, employee will receive a notification in SSM.

Outcome: System has successfully created the record with green status.

17
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NOMINATE EMPLOYEE Backend User

TO EXAM Dept. HRD Admin

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

1. Enter ZHRTEMOO1 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
ZHRTEMO001 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebcClient Ul Framework

Outcome: Training and Exam Nomination Program page will be displayed.

= < B x
< ha‘ ? Training and Exam Nomination Program
™ Mare v Q o & Exit
" o
Business event type: o
L "
Web link;
Status Start date End date Obj. ID Bus. event Location
» > v
o a|a

(] Nominee List

18
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3. Click on the Lookup icon.

= < _ 7 X
< »-E‘ ? Training and Exam Nomination Program
™ Mare v A 4 ﬁl Exit
r
Business event type: 0
yoe: | 3
Web link:
Status Start date End date Obj. ID Bus. event Location
> v

oo ja|a

(] Nominee List

4. Click on the Arrow to view the Examination Catalogue.
5. Select the Business Event Type.

6. Click on the Tick icon and click enter.

Choose Business event type X

Name D Code Vali...

“ 13 Course groups with pertinent course type
~ t9 Training and Examination Catalogue
> [ Training Catalogue

'\' Examinatior

“ 19 Mandatory Examination Catalogue

Catalogue

[ (5] Peraturan Am 1961 & Peraturan Perkhid. |

[£] Peraturan-Peraturan Kewangan

(£ Peperiksaan Perkhidmatan Kesetiausahaan
(] Peperiksaan Melayu Islam Beraja

£ Undang-Undang Am NED

£ Perlembangaan Negara Brunei Darussalam
(“] Kerani-Kerani Rendah

> [ JPA External Exam Group

19
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7. Click on the Radio button to select the desired course.

8. Click on the “Nominee List” button.

4 ,.3! , Training and Exam Nomination Program

\ More v

Business event type: 50083986 Peraturan Am 1961 & Peraturan Perkhid

Web link;
Status Start date End date Obj. ID Bus. event Location
A
l 05.12.2022 05.12.2022 50084179 GO Examination Hall z
a

oo ja|a

n (] Nominee List I

Outcome: Training and Exam Nomination Overview page will be displayed.

= <d A x
< P-E‘ J Training and Exam Nomination Overview
= = More Exit
Business event type: 50083986 Peraturan Am 1961 & Peraturan Perkhid
Business event: 50084179 GO
Location: 50083965 Examination Hall
Start Date: 05.12.2022 End Date: 05.12.2022
Training and Exam Nomination Overview
Nominated: 1 Approved 0 Waiting List (o] Rejected 0 Cancelled: 0 Total 1
Nominee List
Status  Index Number Personnel ... IC Number Name Action Action Desc. Posit
] ‘©
[ o4 d
<>
® | o (0 ) o R | @
<>

Save Cancel

20
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9. Input the employee’s Personnel Number.

< Training and Exam Nomination Overview
~ = = More
Business event type: 50083986 Peraturan Am 1961 & Peraturan Perkhid
Business event: 50084179 GO
Location: 50083965 Examination Hall
Start Date: 05.12.2022 End Date: 05.12.2022

Training and Exam Nomination Overview

Nominated: 1 Approved. 0 Waiting List 0 Rejected.

Nominee List

Status Index Number Personnel

Y Q) % 1 ala . gs

IC Number Name
o

C]

Cancelled: 0

Action

<

oy
X

Exit

Total, 1

Action Desc. Posit

10. Click on the Lookup icon.

< DA Training and Exam Nomination Overview
~ = = More
Business event type: 50083986 Peraturan Am 1961 & Peraturan Perkhid.
Business event: 50084179 GO
Location: 50083965 Examination Hall
Start Date: 05.12.2022 End Date: 05.12.2022

Training and Exam Nomination Overview

Nominated: 1 Approved: 0 Waiting List 0 Rejected:

Nominee List

Status Index Number Personnel ... 1C Number Name

Cancelled: s}

Action
,

L

<

oy
X

Exit

Total: 1

Positic
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11. Select 01: Nominate.
12. Click on the Tick icon.

= Title (1) 2 Entries found X

Restrictions

12 al g~
Fixe . Short Descript.

01 Nominate

05 Cancel

2 Entries found

13. Click on the Save button.

= Training and Exam Nomination Overview Cf _ A x
£ »-3‘ ’ Training and Exam Nomination Overview
= = More Exit
Business event type: 50083986 Peraturan Am 1961 & Peraturan Perkhid
Business event: 50084179 GO
Location: 50083965 Examination Hall
Start Date: 05.12.2022 End Date: 05.12.2022
Training and Exam Nomination Overview
Nominated: 2 Approved: 0 Waiting List (o] Rejected 0 Cancelled: 0 Total: 2
Nominee List
Status Index Number Personnel ... IC Number Name Action Action Desc. Posit
oL Nominate PEG.

® | o tr|G|a R | @

13 Save: Cancel

Note: Once Approve or Rejected, employee will receive a notification in SSM.

Outcome: System has successfully created the record with green status.

22
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TRAINING NOMINATION  Backend User

REPORT Training and Exam Organiser, Dept. HRD Admin

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

1. Enter ZHRTEMOOS3 in the search bar.

= SAP Easy Access < df |
v-!* J SAP Easy Access

1
ZHRTEMO03 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

8]
X

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebcClient Ul Framework

Outcome: Report for Training and Exam Nomination page will be displayed.

= Report For Training and Exam Nominatior < _ 7 X
< ha‘ ? Report For Training and Exam Nomination
~ (@ save as variant... More v Exit
Selection
Business Event Group: (&)

Business Event Type:
Course:
Start Date: to:

Action:
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Sistem Sumber Manusia - Training and Event Management ‘l."

2. Determine the selection as below:

Sub Section Field Example

Business Event Group 50083963 Innov. & Info-Comm. Tech Cluster

Business Event
Data Business Event Type  |50084007 Applying 4IR in Organisation

Course 50084085 Applying 4IR in Organisation

3. Click on the Execute button.

= Program Edit Goto System Help < 8 x
< v-i* J Report For Training and Exam Nomination
a
L| v [E save as variant. More Exit
Selection

Business Event Group: 50083963 Innov. & Info-Comm. Tech Cluster

Business Event Type: 50084007 | Applying 4IR in Organisation

Course 50084085 Applying 4IR in Organisation

Start Date: to:

Action:
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Sistem Sumber Manusia - Training and Event Management ] 'E’

e,

s si
7,

5 \re
Umpen

&

Outcome: Report For Training and Exam Nomination has been successfully displayed.

= List Edit Goto

Bus. Event Group ID
I-50()83959
L50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

“~ r;{ = = Y

Views Settings System Help

Business Event Group

iy
Mandatory Examination Catalogue
]

Iy y E» .

Mandatory Examination Catal

Mandatery Examination Catalogue

Mandatory Ex fan el

Mandatory Examination Catalogue

N y E» .

Mandatory Examination Catal

Mandatery Examination Catalogue

y E> for ol

Mandatory Examination Catalogue

Report For Training and Exam Nomination

v B = &

Bus. Event Type ID
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988
50083988

[i] Morew

Business Event Type

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha
Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.
Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Course ID
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113
50084113

Course

Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetic
Peperiksaan Perkhidmatan Kesetiz
Peperiksaan Perkhidmatan Kesetiz

Peperiksaan Perkhidmatan Kesetiz
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Sistem Sumber Manusia - Training and Event Management ‘E’

TRAINING HISTORY Backend User

REPORT Training Organiser and Dept. HRD Admin

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

1. Enter ZHRTEMO0O04 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access

1
ZHRTEMO04 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebcClient Ul Framework

Outcome: Report for Training History page will be displayed.

Report for Training History <

{ ¥ : J Report for Training Histary

~ B save asvariant... [T Morew Exit

oy
X

Selection
Training Type:
Business Event Group:
Business Event Type:
Business Event Date From: to:
Personnel Area:
Personnel SubArea:

Personnel Number:
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Sistem Sumber Manusia - Training and Event Management

)

2. Determine the selection as below:

Sub Section

Field

Training Type

Example

0003 Internal (IPA)

Business Event Group

50084023 Institute Perkhidmatan Awam

Business Event Type

50084068 Power of Negotiation

Business Event Data

Business Event Date From

01.01.2022

Business Event Date To

31.12.9999

3. Click on the Execute

= Program Edit Goto System Help

button.

< &

Report for Training History

3 sApd
=
Ll ~) [E save as variant. 7 More
Selection
Training Type: 0003

Business Event Group: 50084023

Business Event Type: 50084068

Business Event Date From: |01.01.2022

Internal ( IPA )

Power of Negotiation

to: 31.12.9999

Personnel Area:

Personnel SubArea:

Personnel Number:

0y

Exit
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Sistem Sumber Manusia - Training and Event Management ] 'E’

5 \re
Umpen

s si
7,

&

Outcome: Report For Training History has been successfully displayed.

= Lst Edit Goto Views Settings System Help < 8 x
¢ SAP Report for Training History
r o
L| v qQ = = Y b2 B & (w I ® = #&# [ Morev Q & Exit

Personnel No. Subtype Start Date End Date First Name Last Name EE Group EE Subgroup Personnel Su_ Training Grou Training Grou Course ID Course Desc  Training
0003 28.06.2022 30.06.2022 b 02 SA12 50084023 Power of Ne.. 50084068 Institut
0003 28.06.2022 30.06.2022 1 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 5 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 5 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 5 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 b 05 SA12 50084023 Power of Ne.. 50084068 Institut
0003 28.06.2022 30.06.2022 5 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 5 05 SA12 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 0z SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 03 SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 03 SFO1 50084023 Power of Ne.. 50084068 Institut
0003 28.06.2022 30.06.2022 1 02 SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 02 SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 0z SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 02 SFO1 50084023 Power of Ne . 50084068 Institut
0003 28.06.2022 30.06.2022 1 02 SFO1 50084023 Power of Ne.. 50084068 Institut
0003 28.06.2022 30.06.2022 1 03 SJo1 50084023 Power of Ne.. 50084068 Institut

3 0003 28.06.2022 30.06.2022 1 02 SJo1 50084023 Power of Ne . 50084068 Insti:uz .
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Sistem Sumber Manusia - Training and Event Management ‘E’

EXAMINATION DETAILS  Backend User

HISTORY REPORT Exam Organiser and Dept. HRD Admin

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

1. Enter ZHRTEMOO0S8 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
1
ZHRTEMO08 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

> [ Favorites
~ 19 SAP Menu
> [11 Connector for Multi-Bank Connectivity
> [ Office
» [T Cross-Application Components
> [ Logistics
> [7] Accounting
> (71 Human Resources
» [1 Information Systems
> [ Service
> [ Tools
> [ WebcClient Ul Framework

Outcome: Report for Examination History page will be displayed.

oy
X

= Program Edit Goto System Help < &
< - : J Report for Examination History

~ (@ save as variant... More v Exit

Input Selection
r 3
* Examination Type: =
L )
* Start Date From: to: =)
Personnel Area

Personnel Subarea:

Personnel Number:
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Sistem Sumber Manusia - Training and Event Management

)

2. Determine the selecti

Sub Section

on as below:

Field

Examination Type

Example

01 Government Examination

Business Event Data [Start Date From 01.01.2022

Start Date To 31.12.9999

3. Click on the Execute button.
= Program Edit Goto System Help < =5 X
< l-!* J Report for Examination History
:' ~ j [E save as variant.. More Exit
Input Selection
* Examination Type: |01 Government Examin

* Start Date From: | 01.01. 2022

ation
to: 31.12.9999 (=}

Personnel Area:

Personnel Subarea

Personnel Number:
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Sistem Sumber Manusia - Training and Event Management

LOMBER

s si
7,
Ia

o
&
Yy,

e
Outcome: Report For Examination Details has been successfully displayed.
= List Edit Goto Views Settings System Help & _ 7 X
< l-!* J Report for Examination History
r o
L| v Q = = Y B & I m &8 B B [ Morev Q & Exit
Personnel No. Subtype Subtype Description Start Date End Date Change On Change By First Name: Last Name
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022  04.10.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022  04.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 02.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022  04.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022  04.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  29.08.2022
01 GOVERNMENT EXAMINATION 01.01.2022 02.01.2022  03.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022 04.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022 04.10.2022
01 GOVERNMENT EXAMINATION 02.07.2022 02.07.2022 04.10.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 01.09.2022 01.09.2022  26.09.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  26.09.2022
01 GOVERNMENT EXAMINATION 01.08.2022 01.08.2022  28.08.2022
01 GOVERNMENT EXAMINATION 10).052022 11.08.2022  26.09.2022 -
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