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INTRODUCTION

This user guide acts as a reference for Organizational Management Department
Users (back-end user) to manage Organizational Management. All Company and
Individual names used in this user guide have been created for guidance on using
SSM.

Where possible; user guide developers have attempted to avoid using

actual Companies and Individuals; any similarities are coincidental.

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

time to time.

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

guide materials, please contact the SSM Help Desk.

GLOSSARY

The following acronyms 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
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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View Organization Backend User

Structure Report OM Department Auditor

The SAP Easy Access page will appear

b-!‘ ’ SAP Easy Access

v B &= & S othermenu W ok F 0V A ™ Createrole  More™ Q q @

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, S_AHR_61016528 in
the Search Bar and press Enter button on the keyboard.

sapg

-
S_AHR_61016528|
L

SAP Easy Access

al —
| H F & & Othermenu MW * F VvV A B Createrole  More™ Q o F

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
> [ Logistics
> [ Accounting
» [[1 Human Resources
> [ Information Systems
> [ Service
> [[] Tools
> [ WebClient Ul Framework
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~ @ save as Variant

Objects
Plan version
Object type
Object ID

Search Term

Object status:

Reporting period

® Today All
Current month Past
Current Year Future

Structure parameters

Evaluation Path:
Status vector:

Display depth:

Structure Display/Maintenance

[ Morev

o Organizational unit

All existing Data status

O Set structure conditions

Key date

Other period

Status overlap

<

Exit

2. Under Plan version, click on

9|
0 Icon.

~ @ save as Variant

Objects
Plan version

Object type

1(1) 6 Entries found — X

Restrictions

P_ Plan Version Text

Never use

Object ID
Search Term

Object status:

Reporting period

® Today All
Current month Past
Curmrent Year Future

Structure parameters
Evaluation Path:
Status vector;

Display depth:

01 Current plan
ernative plan/tech.
99 Test BP/PD-ORG P

AL Application Link Enabling

Exit

3. Select 01 Current Plan
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< B _ B x

< ALK Structure Display/Maintenance

~| B save as Variant [ Morev Exit

Objects B

Plan version

Object ID o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters

Evaluation Path:
Status vector: Status overlap

Display depth:

)

4. Under Objective type, click on icon.
<& 8 x
< ALK Structure Display/Maintenance
~ (@ save as Variant [0  Morev Exit
Objects ) z
Object Type (1) 163 Entries found I
Plan version .
trictions
Object type: ~
objectiD: | ¥ O] % 2| £

Search Term Ob Object type text

Object status:
[ 0O  Organizational unit

Reporting period s

0J Learning objective

S All OR Legal entity
Current month Past OV Obijective Library
Curment Year Futire OW Obijective Library Block

OX Objective Library Group

P Person

Structure parameters

PC Profit center

Evaluation Path: PG Business process group
Status vector: PH Profit center group

PJ WBS element (project)
Display depth:

PR Business process

PT Contact person -
163 Entries found P

5. Select O Organizational Unit

6. Click on v icon
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< B 8 x
< ALK Structure Display/Maintenance
~ (@ save as Variant B Morev Exit
Objects B
Plan version: 01  Current plan
Object type: |@ 1\_7 rganizational unit
Object ID o
Search Term
Object status: All existing Data status
O Set structure conditions
Reporting period
® Today All
Current month Past Key date
Current Year Future Other period
Structure parameters
Evaluation Path:
Status vector: Status overlap
Display depth: -

]

7. Under Objective ID, click on icon.

= < & 8 x
< ALK Structure Display/Maintenance
= Evaluation Path (1) 475 Entries found _ X
~ (@ save as Variant [ Mor Exit
rictions
~ v
Objects = =
v || O|Qfa] * @ || |#

Plan version: 01  Current 2
EvalPath Evaluation path text
Object type: © Organiza

Object ID [ ORGEH Organizational structure

Search Term rganizational structure with all underlying objectsiteams

Object status: All existi ORGLEAD  Unknown

ORGPOOL  All persons of an org. structure including reserve pool employees
ORGPOOLC All persons incl.jobs and reserve pool employees in org.structure

Reporting period
P g P! ORGPOOLP All persons of organizational unit including jobs

Today OROSP All Persons, Positions, Organizational Units in a Legal E.
ST 0S-AC Org. Structure with Disciplinary Assignment and Jobs
0S-ACP Org. structure with disciplinary assignment, jobs, and holders
Current Year Future
0S-CP Org. structure with disciplinary assignment, jobs, and holders
osP Internal persons per organizational unit
Structure parameters P_LA_KA All Logistics work centers and capacities of person
Evaluation Path: P-0-OR Unknown
P-5-BU PMG: Job chart
Status vector: |1
necn Rienrt ar indiense izntinmal e +
Display depth: 475 Entries found

8. Select ORGEH Organizational Structure
9. Click on v icon.

10. Under Reporting period, select All.

11. Click icon.
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ke
= <& 9 x
L SAF SAP
| Morev Q o P Exit
= Information
Execute program for all objects?
12
12. Select Yes to execute program for all objects
Outcome: Organization structure will be displayed.
= (&5 B X%
< AF Structure Display/Maintenance
v Exit

Plan Version: 01

Evaluation Path: ORGEH (Organizational structure)
Depth: 0

Status Vector: 1

¥|[alllalllg|v|[E v

Object Description Object abbr.
> ™ prime Minister Office SA
~ [ Ministry of Defense SB
= A B.D.B - BATALION KEDUA SB2K
=] A.B.D.B - BATALION KETIGA SBz2Q
= A.B.D.B - BATALION PERTAMA SB2P
| A B.D.B - BOLKIAH GARRISON SB2F
> = AB.D.B - FINANCE DIVISION SB2G
=] A.B.D.B - HEADQUARTERS / AIRWING sBz2J
= A B.D.B - KBK TDDB SBOO7
= A.B.D.B - KOMPENI MARKAS TDDB SBOC8
=] A.B.D.B - PENANJONG GARRISON SBO09
=] A B.D.B - REJIMEN PASUKAN KHAS SB2R
= A.B.D.B -INST LATIHAN PENANJONG GARISON SBO11
=] A.T.L.D.B. MUARA SBZM

Object type  Extended object ID
10000001
10000002
10000030
10000031
10000032
10000033
10000034
10000035
10000036
10000037
10000038
10000039
10000040
10000041

0O 0O 00O 0O0OO0ODO0OO0OO0OO0OOoOO0O 0

Status (Object)

s e = T R I S S S =

Start Date (Object)
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901
01.01.1901

End Date (Object) Status (Relati

31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999

13. Click !

icon to view the Organizational structure in Structural Graphic.
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Unpen ™

o

< B 7 x
< Structure Display/Maintenance
~ @ awl B Morev Exit

Plan Version: 01 -
Evaluation Path: ORGEH (Organizational structur="
Depth:
Status Vector: 1 tructure  Edit Goto Object Options Utilities Extras Heln s
llA]a]] @[] F |~ ¢ B cee Qi al

Object Description

- Print
Detal<->Overviow | Pt | mw‘ S 1 (Object) End Date (Object) Status (Relation...

> = prime Minister Office A 01.1901 31.12.9999
01.1901 31.12.9999
01.1901 31.12.9999

01.1901 31.12.9999

~ [ Ministry of Defense
=l A B.D.B - BATALION KEDUA
=) A.B.D.B - BATALION KETIGA
W] A.B.D.B - BATALION PERTAMA 01.1901 31.12.9999
=] A B.D.B - BOLKIAH GARRISON 01.1901 31.12.9999

= A.B.D.B - FINANCE DIVISION JPTM, Kementerian 01.1901 31.12.9999
Pertahanan v

v

=] A.B.D.B - HEADQUARTERS / AIRWING > 01.1901 31.12.9999
= A B.D.B - KBK TDDB 754 GHC ghrlaa RSP 01.1901 31.12.9999
= A.B.D.B - KOMPENI MARKAS TDDB SBoos (8] 10000037 1 01.01.1901 31.12.9999
=] A.B.D.B - PENANJONG GARRISON SBO09 o 10000038 1 01.01.1901 31.12.9999
=] A B.D.B - REJIMEN PASUKAN KHAS SB2ZR o] 10000039 1 01.01.1901 31.12.9999
= A.B.D.B -INST LATIHAN PENANJONG GARISON SBO11 o 10000040 1 01.01.1901 31.12.9999
=] A.T.L.D.B. MUARA SBZM o 10000041 1 01.01.1901 31.12.9999

<> <>

Outcome: Organizational structure is displayed.
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View List of Backend User

CILERIPAULENVTIEN OM Department Auditor

The SAP Easy Access page will appear

1]
~
1)
|
(]
X

Ar SAP Easy Access

v B = & Sotermenu ¥ * £ VvV A B Createrole Morev Q o @ Exit

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, S_AHR_61016491 in
the Search Bar and press Enter button on the keyboard.

SAP Easy Access

F & S othermenu ¥ * F Vv A T cCreaterole Morev Q o P Exit

> [11 SAP Learning Solution -
» [7) Training and Event Management
» [ Training Needs Management
19 Organizational Management
> [ Organizational Plan
» [ Expert Mode
~ 19 Info System
> [7] Organizational Unit
> [ Job
> [ Position
» [71Waork Center
> [ Tasks
~ 9] General
& S_AHR_61016527 - Existing Objects
48 S_AHR_61016528 - Structure Display/Maintenance
44 5_AHR_61016529 - Structure Navigation Instrument
£ S_AHR_61016530 - PD Graphics Interface
¥ S_AHR_61016531 - Display and Maintain Infotypes
48 5_AHR_61016532 - Infotype Reporting
> [T HR Master Data
5 M Tanle

10
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~ (@ save as Variant More ™

Objects

Organizational unit:

Reporting period

Today
Current month
Current Year

Search Term

Status: All existing

® Al
Past

Future

Standard selection screen

Existing Organizational Units

Key date

Other period

< B 7 x

Exit

2. Select an Organizational unit.

v g

Objects

S: Search Term
3

Save as Variant. More™~

Existing Organizational Units

Organizational unit (1) 2240 Entries found X

T: Structure Search C: Abbreviation and Na... R: ... > ...

..:m:t Blv]| [=][E=

Reporting per Object abbr.
Today cc
CCTL PROF

Current 1
CCTL TEC

Current DA
DESIGN
EST
GEMS
GEN WORKE
v  GOBRN

GOBRN

Object name

CCTL

CCTL PROF

CCTL TEC

Jabatan Pentadbiran dan Pekhidmatanz
DESIGN

Estate

GEMS

GENERAL WORKER

Government of Brunei

Government of Brunei

e e A

Start End Da

25.02.2021 31.12.9 .

25.02.2021 31.12.9
25.02.2021 31.12.9
06.02.2021 31.12.9
25.02.2021 31.12.9
08.02.2021 31.12.9
24.02.2021 31.12.9
07.02.2021 08.02.2

01.01.1901 31.12.9

01.01.2021 31.12.9 ,

2240 Entries found

Exit

3. Click on v to confirm.
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oy
X

< = : J Existing Organizational Units
~ | @ save as Variant More ™ Exit

Objects

Organizational unit: [10000000} to: o
Search Term

Status: All existing

Reporting period

Today
Curmrent month Past Key date
Current Year Future Other period

Standard selection screen

4. Under Reporting period, select All.
5. Click icon to run the report.

Outcome: List of Organizational Unit report will be displayed.

= <& —B8 x
< »-3:!7 Existing Objects
T 2
vy &2 T V¥V B == (v L B 8 B B O More™ IS Q & Exit
Cancel
oy c ~
‘Emstmg objects I List > | erintpreview  (cuesninsr B
Q
S (O O
Ob Statdate EndDate S Object name Object ID it ? i iy
O 01.01.1901 31.12.9999 1 Government of Brunei 10000000 processing...  (Cl+Shift+Fg) Export >
Spreadsheet Send to >
Local file... (Cri+Shift+Fg) Exit (Shift+F3)
System >
Help >
SAP GUI settings and actions >

6. Click on |More

7. Click on Lt >
8. Click on | Export 2

9. Select format to download report

12
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Sumpen ™

< B 8 x
O SAF Existing Objects
v @ =2 T ¥V B == (v L B 8 B B G Morev Q T Ext
‘ Existing objects o
Ob Start date End Date S  Object name Object ID
| = Select Spreadsheet x
O 01.01.1901 31.12.9999 1 Government of Brunei 10000000

Formats:
Excel (in MHTML Format)

QOpenOffice (in OpenDocument Form )

I ® Select from All Available Formats

Excel - Office Open XML Format (XLSX) ~

Always Use Selected Format

10. Click on Select from All Available Formats radiobutton

11. Click on K4 icon

< B _ B x
O SAF Existing Objects
v @ =2 T ¥V B == (v L B 8 B B G Morev Q T Ext

. . . ~

‘ Existing objects “
. . Save As X
Ob Start date End Date S  Object name Object IC
e ot )57
O 01.01.1901 31.12.9999 1 Government of Brunei 1000000C e Acthity 42 hd
* Name Date modified

Na items match your search.
Quick access

Jesktop

s

This PC

@

Network

File pame

s I Save E
Excel " XLSX) “

12. Save Excel file

13
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= <& B9 x
O SAF Existing Objects
v @ =2 T ¥V B == (v L B 8 B B G Morev Q T Ext
CnC c A
‘ Existing objects “
Ob Start date End Date S  Object name Object ID
| = Select Spreadsheet
O 01.01.1901 31.12.9999 1 Government of Brunei 10000000
SAP GUI Security x
The system is brying to create the file
C:\Users\zakaria.zaini\Desktop\User Guide\OM\Activity 4.2\List of Organizational Unit.XSX
in the directory
C:\Users\zakaria.zaini\Desktop\User Guide\OM\Activity 4.2)
Do you want to grant the permission to modify the parent directory and all its subdirectories?
13 Ay Decision
Allow Deny Help
13. Click Allow
= <8 —g %
¢ 5AF Existing Objects
e =2 T OV B R M L B8 B B O Morev Q P Exit
. g . ~
‘ Existing objects .
Ob Start date End Date S Object name Object ID
" = Select Spreadsheet
0 01.01.1901 31129999 1 Government of Brunei 10000000
SAP GUI Security x
The system is trying to execute the program

\Program Files\Microsoft Office\root\Offic

with the command line

zaini\Des|

p\User Guide\OM\Adtivity 4.2\List of Organizational Unit.XLSX"

to grant permission to

this program?

14 fly Decision

14. Click = Alow
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P search

File Home Insert Page Layout Formulas Data Review View Help &3 Share 0 Comments

X - . | E— Einsert v X v A @)
Arial 10 ~AA E==%. B General v Efi E Y
D - ‘ @ ﬁ / BE Delete ~ - z S
§ .9 9 8y Condiional Fomates Cel - Sort& Find &  Analyze
S ® 30 | Fomatting ¥ Table Stylesv | BEIFormat¥ | €~ Fiierv Select~ | Data

Clipboard [ Font ] Alignment [ Number [ Styles Cells Editing Analysis | Sensitivity ~

Al - Jfr | Object type

tatus
1/1/1901 12/31/99991 Government of Brunei 10000000

A B c D E F
Object |Start date ‘End Date Planning |0bject name ‘Oh'ecl D
type s
(o]

Sheet! | (@ . v
i m - 1 + 100%

Outcome: Excel file will be generated.

15
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Backend User
OM Department Auditor

View List of Current

Positions

The SAP Easy Access page will appear

SAP Easy Access

ok v ® Create role

A

& Other menu v

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

More™

1. Navigate to Personnel Actions page by entering tran
the Search Bar and press Enter button on the keyboard.

saction code, S AHR_61016502 in

SAP Easy Access

& b T S v ® Create role

S_AHR_61016502 H = & Other menu A

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
> [ Logistics
> [ Accounting
~ 19 Human Resources
¥ PPMDT - Manager's Desktop
» [ Personnel Management
> [ Time Management
> [ Payroll
» [ SAP Learning Solution
» [ Training and Event Management
> [ Training Needs Management
~ 19 Organizational Management
» [ Organizational Plan

5 M1 Evmart Mada

More ™~

SSM_UG_OM_Back End (SAP GUI)_View Report_v1.0
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< B _ B x

O SAF Existing Positions

~ (@ save as Variant More ™~ Exit

pos‘lim “ =

Search Term

Objects

Status: All existing

Reporting period

Today
Current month Past Key date
Current Year Future Other period

Standard selection screen

2. Under Reporting period, select All.

]

3. Under Position, click on icon.

= < B —g %
= Choose Position X
L OAF
Name I»] Code V.. Exit
v 19 Staff assignments along organizational s -
ObjEEIS > = SETIA USAHA 0O 10001904 SFTEST 2222 08.0
> = ADMINISTRATION O 10001765 SDO5000001 06.0:
> ™ ADMINISTRATION OFFICE 0 10001821 ADMIN 08.0:
> ™ Bahagian Pentadbiran Am 0 10001844 SA12 08.0:
> [ BAHAGIAN PENTADBIRAN DAN KEWANGAN 0 10001766 SDOSA 06.0
> ™ Bahagian Sumber Manusia 0 10001822 New org unit 08.0:
Repom‘ng pen’od > 8 Bahagian Sumber Manusia,PB 0O 10001794 New org unit 07.0
> ™ Cawangan dan Pengawasan O 10002144 Kerani 24.0
Today > @ Department 0 10002276 242 11.0
Curent montH  ® Government of Brune O 10002325 01.0
~ = Ministry A O 10002326 01.0
Curent vear > [ Department A 0 10002329 01.0
> ™ Department A Il O 10002351 07.0
= Unit A 0 10002404 28.0
> 8 Ministry B O 10002327 SB 010
> = Ministry C 0O 10002328 sC 01.0
> ® Government of Brunei O 10000000 GOBRN 010
> ™ Government of Brunei Darussalam (test) GOBRN 010
> . HT HT 24.0 2

4. Click on §4 icon.

5. Click icon.

Outcome: List of Organizational Unit will be displayed.

17
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= < B _ B x
O SAF Existing Objects
va =2 T V B o W L B 8 B B Q F ea
‘ Existing objects > | Printpreview  (cuteshinr
Ob Start date End Date S  Object name Object ID it > Brint
S 01.01.2021 31.12.9999 1 Position Al 30000675 processing...  (Cul+Shift+Fe) Export
S 01.01.2021 31129999 1 Position A3 30000677 Spreadsheet. Send o 5
S 01.01.2021 31129999 1 Position A4 30000678 ocalfle. e Exit P
S 01.01.2021 31129999 1 Position AS 30000679
S 01.01.2021 31129999 1 Position A6 30000740 system ’
S 01.01.2021 31.12.9999 1 Position A7 30000741 Help 2
S 01.01.2021 31.12.9999 1 Position A8 30000742 SAP GUI settings and actions >
S 01.01.2021 31129999 1 Position A9 30000743
S 01.01.2021 31.12.9999 1 Position A10 30000744
S 01.01.2021 31129999 1 Position A2 30000755
S 01.01.2021 31.12.9999 1 Position A11 30000761
S 01.01.2021 31129999 1 Position A12 30000762
S 01.01.2021 31.12.9999 1 Position A13 30000763
S 01.01.2021 31.12.9999 1 Acting Position A1 30000769
S 01.01.2021 31.12.9999 1 Position Al4 30000770
S 01.01.2021 31129999 1 Position A15 30000845

6. Click on |more

List

7. Click on

Export

8. Click on

9. Select format to

download report

= < B 7 x
O SAF Existing Objects
v oaq = Y B = fw L B 8 B B G Morev Q @ Exit
. . . P

‘ Existing objects .

Ob Start date End Date S  Object name Object ID — N

= Select Spreadsheet x

S 01.01.2021 31129999 1 Position Al 30000675

S 01.01.2021 31129999 1 Position A3 30000677

S 01.01.2021 31.12.9999 1 Position A4 30000678 Formats:

S 01.01.2021 31129999 1 Position AS 30000679 Excel (in MHTML Format)

S 01.01.2021 31129999 1 Position A6 30000740 .

OpenOffice (in OpenDocument Forma

S 01.01.2021 31129999 1 Position A7 30000741

S 01.01.2021 31129999 1 Position A8 30000742 I ® Select from All Available Fomats

S 01.01.2021 31129999 1 Position A9 30000743 Excel - Office Open XML Format (XLSX) hd

S 01.01.2021 31129999 1 Position A10 30000744

S 01.01.2021 31129999 1 Position A2 30000755 - -

Use Selected Format

S 01.01.2021 31129999 1 Position A1l 30000761

S 01.01.2021 31129999 1 Position A12 30000762

S 01.01.2021 31129999 1 Position A13 30000763

S 01.01.2021 31.12.9999 1 Acting Position A1 30000769

S 01.01.2021 31129999 1 Position Al4 30000770

S 01.01.2021 31129999 1 Position A15 30000845

10. Click on Select from All Available Formats radiobutton

11. Click on

Y%

icon

SSM_UG_OM_Back End (SAP GUI)_View Report_v1.0
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< B _ B x
< K. Existing Objects
v e =2 T ¥V B B M L @B & B B I Mrv Q @ Ext
U 2 ~
‘ Existing objects “
Ob Start date End Date S Objname Object ID Save As
S 01.01.2021 31.12.9999 1 Position Al 30000675 . Actly43 =%
* Name Date modified
Quick access
Desktop
m
Libranes
This PC
Network
File pame List of Positions v
Save as lype Excal (* XLSX) v

12. Save Excel file

= < B 7 x
O SAF Existing Objects
~ = = vV B & fw L =B & B B I Morev Q T Ext
‘ Existing objects o
Ob Start date End Date S  Object name Object ID = Select Spreadsheet
S 01.01.2021 31129999 1 Position Al 30000675
S 01.01.2021 31129999 1 Position A3 30000677
S 01.01.2021 31129999 1 Position A4 3000067¢ SAP GUI Security
S 01.01.2021 31129999 1 Position AS 3000067¢ :
S 01.01.2021 31129999 1 Position A6 3000074¢
C:\Users\zakaria.zaini\Desktop\User Guide\OM\Adtivity 4.3\List of Positions XL5X
S 01.01.2021 31129999 1 Position A7 30000741
S 01.01.2021 31129999 1 Position A8 30000742 1‘ " .1.‘9.1,.‘-.“ .
S 01.01.2021 31129999 1 Position A9 3000074¢
S 01.01.2021 31129999 1 Position A10 3000074¢
S 01.01.2021 31.12.9999 1 Position A2 3000075¢
S 01.01.2021 31129999 1 Position All 30000761 fy Decision
S 01.01.2021 31129999 1 Position A12 3000076:
S 01.01.2021 31129999 1 Position A13 30000763 Deny Help
S 01.01.2021 31129999 1 Acting Position Al 30000765 o
S 01.01.2021 31129999 1 Position Al4 30000770 —
S 01.01.2021 31129999 1 Position A15 30000845

13. Click

Allow
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SSM

Stsy,

OLS

RO

R -
[ T
< Existing Objects
~ = = 7V B & v L @ & B B O Mrev Q @ Exd
cic c A
Existing objects “
Ob Start date End Date S  Object name Object ID — N ~
= Select Spreadsheet
S 01.01.2021 31.129999 1 Position Al 30000675
S 01.01.2021 31.12.9999 1 Position A3 30000677
S 01.01.2021 31129999 1 Position A4 3000067¢ SAP GUI Security x
S 01.01.2021 31.12.9999 1 Position AS 3000067¢
The system is trying to execute the program
S 01.01.2021 31.129999 1 Position A6 3000074(C
m Files\Microsoft Office\root\Offi
S 01.01.2021 31.12.9999 1 Position A7 30000741
with the command line
S 01.01.2021 31.129999 1 Position A8 30000742
"C:\Users\zakaria.zaini\Desktop\User Guide\OM\Activity 4.3\List of Positions XLSK"
S 01.01.2021 31.12.9999 1 Position A9 30000742
Do you want to grant permission to execute this program?
S 01.01.2021 31129999 1 Position A10 3000074¢
S 01.01.2021 31.12.9999 1 Position A2 3000075
Ay Decision
S 01.01.2021 31129999 1 Position A1l 30000761
S 01.01.2021 31.12.9999 1 Position A12 3000076: Deny Help
S 01.01.2021 31129999 1 Position A13 30000761
S 01.01.2021 31.12.9999 1 Acting Position A1 30000769 & 2
S 01.01.2021 31.129999 1 Position Al4 30000770
S 01.01.2021 31.12.9999 1 Position A15 30000845

Allow

14. Click

AutoSave List of Positions ~ O Search
File Home Insert Page Layout Formulas Data Review View Help &3 Share 0 Comments
< X PR (e Binsert ~+ | X~ A /O i
a v v === ¥ b, . v (@)
LD o Avial 0 A A =& 2 General ) E;Id. | FEE% E;{ Fooe « | D~ SZ?& -~ A
Paste .M. ALl = . O “0 .00 onditional Formatas Cel . ort & Fin nalyze
- BIU~H- &4 = $-%9 @3 Formatting v Table > Stylesv | BHFomat~ | €~ Fiterw Selectv | Data
Clipboard & Font & Number 51 Styles Cells Editing Analysis Sensitivity ~
Al - fe | Object type M
A B Cc D = [F G H I J K L M N (] P Q-
Object |Start date ‘End Date Planning  |Object name Object ID ‘
1 |type status
2s 1/1/2021  12/31/99981 Position A1 30000675
3 s 1/1/2021  12/31/99981 Position A3 30000677
48 11/2021  12/31/9998" Position A4 30000678
5§ 11/2021  12/31/9998"1 Position A5 30000679
6 S 1/1/2021  12/31/99981 Position A8 "30000740
78 11/2021  12/31/9998" Position A7 30000741
8 S 11/2021  12/31/9998"1 Position A8 30000742
9 s 1/1/2021  12/31/99981 Position A9 30000743
10'S 11/2021  12/31/9998" Position A10 30000744
1]s 11/2021  12/31/9998"1 Position A2 30000755
12/s 1/1/2021  12/31/99981 Position A11 30000761
13 S 11/2021  12/31/9998" Position A12 30000762
14 11/2021  12/31/9998"1 Position A13 30000763
15 111/2021  12/31/9998 7 Acting Position A1 30000769
16 S 1/1/2021  12/31/9998" Position A14 "30000770
17]s 11/2021  12/31/9998"1 Position A15 30000845
18
19
20
21
22
23
24
25
26 =
Sheet1 ® . v
i::) m - '] + 100%
Outcome: Excel file will be generated.
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Backend User
OM Department Auditor

View List of Vacant

Position

The SAP Easy Access page will appear

SAP Easy Access

ok v ® Create role

A

& Other menu v

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

More™

1. Navigate to Personnel Actions page by entering tran
the Search Bar and press Enter button on the keyboard.

saction code, S AHR_61016509 in

SAP Easy Access

& b T S v ® Create role

S_AHR_61016509 H = & Other menu A

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
> [ Logistics
> [ Accounting
~ 19 Human Resources
¥ PPMDT - Manager's Desktop
» [ Personnel Management
> [ Time Management
> [ Payroll
» [ SAP Learning Solution
» [ Training and Event Management
> [ Training Needs Management
~ 19 Organizational Management
» [ Organizational Plan

5 M1 Evmart Mada

More ™~
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SSM

~ @ save as Variant

Objects
Plan version
Object type
Object ID

Search Term

Object status:

Reporting period

® Today All
Current month Past
Current Year Future

Structure parameters

Evaluation Path:
Status vector:

Display depth:

Structure Display/Maintenance

[ Morev

o Organizational unit

All existing Data status

O Set structure conditions

Key date

Other period

Status overlap

<

Exit

2. Under Plan version, click on

9|
0 Icon.

~ @ save as Variant

Objects
Plan version

Object type

1(1) 6 Entries found — X

Restrictions

P_ Plan Version Text

Never use

Object ID
Search Term

Object status:

Reporting period

® Today All
Current month Past
Curmrent Year Future

Structure parameters
Evaluation Path:
Status vector;

Display depth:

01 Current plan
ernative plan/tech.
99 Test BP/PD-ORG P

AL Application Link Enabling

Exit

3. Select 01 Current Plan

SSM_UG_OM_Back End (SAP GUI)_View Report_v1.0
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SSM

< B _ B x

< ALK Structure Display/Maintenance

~| B save as Variant [ Morev Exit

Objects B

Plan version

Object ID o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters

Evaluation Path:
Status vector: Status overlap

Display depth:

)

4. Under Objective type, click on icon.
<& 8 x
< ALK Structure Display/Maintenance
~ (@ save as Variant [0  Morev Exit
Objects ) z
Object Type (1) 163 Entries found I
Plan version .
trictions
Object type: ~
objectiD: | ¥ O] % 2| £

Search Term Ob Object type text

Object status:
[ 0O  Organizational unit

Reporting period s

0J Learning objective

S All OR Legal entity
Current month Past OV Obijective Library
Curment Year Futire OW Obijective Library Block

OX Objective Library Group

P Person

Structure parameters

PC Profit center

Evaluation Path: PG Business process group
Status vector: PH Profit center group

PJ WBS element (project)
Display depth:

PR Business process

PT Contact person -
163 Entries found P

5. Select O Organizational Unit

6. Click on v icon

23
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SSM

Structure Display/Maintenance

~| B save as Variant [ Morev

Objects
Plan version: 01  Current plan
Object type: |[§ | (3 jrganizational unit
Object ID - 7 o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters
Evaluation Path:
Status vector: Status overlap

Display depth:

<

Exit

7. Under Objective ID, click on ) icon.

< KU Vacant positions
~ (@ save as Variant More ™
Objects = ) Entries found X
Plan version S: Search Term T: Structure Search C: Abbreviation and Na... R: ... > ..
Object type: =
v|[E] Q)] ]2 B~ E]E
Object ID .
Object abbr. Object name Start End Da
Search Term
EST Estate 08.02.2021 31.129 .
Object status:

24.02.2021 31.12.9

07.02.2021 08.02.2

Reporting key date [ Government of Brunei 01.01.1901 31.12.9
Key date: overnment of Brunei 01.01.2021 31.12.9

GOBRN Government of Brunei Darussalam 01.01.1900 18.02.2

GOBRN Government of Brunei Darussalam (test) 01.04.1901 31.12.9

Structure parameters

HQ IBTE HEADQUARTERS 07.02.2021 31.12.9

Evaluation Path: P| HR BAHAGIAN SUMBER MANUSIA 25.02.2021 31.12.9
Stalus vector HR Human Resource 07.02.2021 31.12.9

ine s Pk ine Eibene R A inia

Display depth:

2240 Entries found

<

oy

Exit

8. Select the respective ministry.

9. Click on v icon.
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O SAF Vacant positions

~ | @ save as Variant More Exit
Objects
Plan version: 01  Current plan
Object type: 0O Organizational unit
Object ID 10000000 o
Search Term
Object status: All existing Data status
O Set structure conditions

Reporting key date

Key date:

Structure parameters

osition overview along organizati

2

Evaluation Path: | %3

Status vector: Status overlap

Display depth:

10. Under Evaluation Path, click on 0 icon.

< SAP Vacant positions
— = Evaluation Path (1) o K
¥ | al Save as Variant Exit
Restrictions
Objects Rl
v |E O[]~ @ V||| F
Plan version &
EvalPath Evaluation path text
Object type
PERSCM3 Ci i ger of org. unit
Object ID. . . B
PERSCMP  Compensation management: persons in org. unit
Search Term: | pepsoN Staff i along organizati structure
Object status; i
[ PLSTE Position overview along organizational structure
Reporting key date lork center overview for an organizational unit
PLSTE-OS  Position overview along organizational structure
BEY,ORL PLSTE-S Position overview for an organizational unit
PLSTE-SA  Position / work center overview for an organizational unit
Structure parameters PMMWBSO FPM: Organization Funds and Position management Desktop
PMMWBSO FPM: Budget allocation for organization FPM desktop
Evaluation Path:
PPLELST Employees and jobs in an organizational unit
Status vector , = L
PROFIL_Z  Requirements and activity profile of a position - extended
Display depth: | pROFLO Initial evaluation path for RHPROFLO
PROFLINT  Internal evaluation path for RHPROFLO
ncnann Nirnct and Indicact | aaal Ceructura Accianmant.
475 Entries found P

11. Select PLSTE Position overview along organizational structure

12. Click icon.

Outcome: List of vacant positions will be displayed.
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= < B 8 x
O SAF Vacant positions
va v =2 T 0 b b e Lz B R Q F ea
Cancel 4

Vacant positions I List > e ) 2
Wew date 04 (15 20701 Word processing...  (Shift+F5) Export > &
Organizational un _ Position vacant from/to Staffing status 16 Spreadsheet... :?hnuh‘w Send. (Shift+F8)

Department A Position A5 01.01.2021-31.12.9999 occupied until 31.12.9999 T — = Exit (ShiRt+F3)

Position A6 01.01.2021-31.12.9999 occupied until 31.05.2021
Position A7 01.01.2021-31.12.9999 occupied until 31.08.2021
Position A8 01.01.2021-31.12.9999 occupied until 31.12.2021
Position A9 01.01.2021-31.08.2021 Unoccupied since 01.01.2021 SAP GUI settings and actions >
Position A13 01.01.2021-31.07.2021 Unoccupied since 01.01.2021

Department B Position B1 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position B2 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position B3 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position B4 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position BS 01.01.2021-31.12.9999 Unoccupied since 01.01.2021

Department C Position C7 15.04.2020-31.12.9999 Unoccupied since 15.04.2021
Position C11 22.04.2021-31.12.9999 Unoccupied since 22.04.2021
SC000016 01.01.2021-31.12.9999 Unoccupied since 01.01.2021

Department B Il Position B6 01.01.2021-31.12.9999 Unoccupied since 01.01.2021

Office folders

Report tree

Position B7 01.01.2021-31.12.9999 Unaccunied since 01.01.2021

13. Click on More v
14. Click on | List >
15. Click on | Export 2

16. Select format to download report

< B 7 x
O SAF Vacant positions
v aq Vv 2 T O o e 1L @ B & Morev Q @ Exit
Vacant positions B
v
Keow date N4 N3 2001
Organizational un  Position vacant from/to Staffing status = Select Spreadsheet "

Department A Position A5 01.01.2021-31.12.9999 occupied until 31.12.9999
Position A6 01.01.2021-31.12.9999 occupied until 31.05.2021
Position A7 01.01.2021-31.12.9999 occupied until 31.08.2021
Position A8 01.01.2021-31.12.9999 occupied until 31.12.2021 Excel (in MHTML Format)
Position A9 01.01.2021-31.08.2021 Unoccupied since 01.01.2021
Position A13 01.01.2021-31.07.2021 Unoccupied since 01.01.2021 I o

Formats:

OpenOffice (in OpenDocument Forma]

-a N Select from All Available Formats
Department B Position B1  01.01.2021-31.12.9999 Unoccupied since 01.01.2021

Position B2 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 Excel - Office Open XML Format (XLSX) ~
Position B3 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position B4 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position BS 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Department C Position C7 15.04.2020-31.12.9999 Unoccupied since 15.04.2021
Position C11 22.04.2021-31.12.9999 Unoccupied since 22.04.2021
SC000016 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Department B Il Position B6 01.01.2021-31.12.9999 Unoccupied since 01.01.2021

Always Use Selected Format

Position B7 01.01.2021-31.12.9999 Unaccunied since 01.01.2021

17. Click on Select from All Available Formats radiobutton

18. Click on E4 icon
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sis
7,

SSM B

“s -~
Unpen ™

s
Kt

= < B 7 x
< KU Vacant positions
v aq Vv 2 T O o e 1L @ B & Morev Q & Exit
Vacant positions B
Wew data_04 053001 Save As x N
Organizational un | Paosition vacant from/to Staffing status Savein Actvity 4.4 v [@EeEs
Department A Position A5  01.01.2021-31.12.9999 occupied until 31.12.9999 * Name Date modfied
Position A6 01.01.2021-31.12.9999 occupled until 31.05.2021 Mo e match your search
Position A7 01.01.2021-31.12.9999 occupied until 31.08.2021 SRR s '
Position A8 01.01.2021-31.12.9999 occupied until 31.12.2021 -
Position A9 01.01.2021-31.08.2021 Unoccupied since 01.01.2021 Desktop
Position A13 01.01.2021-31.07.2021 Unoccupied since 01.01.2021 ;_‘
Department B Position B1 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 Libraries
Position B2 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 Q
Position B3 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 T
Position B4 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 a
Position BS 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 &
Department C Position C7  15.04.2020-31.12.9999 Unoccupied since 15.04.2021 Rctwork
Position C11 22.04.2021-31.12.9999 Unoccupied since 22.04.2021 File pame: ListofVacan! Positons v
SC000016 01.01.2021-31.12.9999 Unoccupied since 01.01.2021 Save as type Excel (" XLSX) e
Department B Il Position B6 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
Position B7 01.01.2021-31.12.9999 Unoccunied since 01.01.2021

19. Save Excel file

= <& g x
< KU Vacant positions
va Vv 2 T 0O Db hp = L & B & Morev Q & Exit
=111 o ~
Vacant positions
v
Kew date_ 04 N3N0
Organizational unit Position vacant from/to Staffing status
Prime Minister Office Test Position for 3 personnel 20.04.2021-31.12.9999 Unoccupied since 20.04.2021

) 399 Unoccupied since 01.01.1901
SAP GUA Securlty x 199 Unoccupied since 01.01.1901
Mil  The system is tryi
Mi

Mit  in the dir

399 Unoccupied since 01.01.1901

M\Activity 4.4\List of Vacant Positions XLSX 199 Unoccupied since 15.04.2021

C:\Users\zal

399 Unoccupied since 01.01.1901

Mit  C:\Users\zakaria.zaini\Desktop\User Gu

399 Unoccupied since 25.02.2021

you want to grant the permission to modify the parent directory and all its s

directories? 799 Unoccupied since 04.05.2021

Mit 399 Unoccupied since 01.01.1901

Ke: 199 Unoccupied since 05.04.2021
Ay Decision

20 199 Unoccupied since 14.04.2021

e e 199 Unoccupied since 19.04.2021

199 Unoccupied since 20.04.2021
$1.12.9999 Unoccupied since 20.04.2021
$1.12.9999 Unoccupied since 20.04.2021

1.12.9999 Unoccupied since 20.04.2021

20. Click Allow
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Stsy,

SSM B

RO

# SUppen <
< B 7 x
< Vacant positions
v a Vv 2 T @b O ® i & B B & Moev Q & Exit

Vacant positions

WKev date 04052071

Organizational unit ’ Position vacant from/to Staffing status
Prime Minister Office Test Position for 3 personnel 20.04.2021-31.12.9999 Unoccupied since 20.04.2021
$1.12.9999 Unoccupied since 01.01.1901
31.12.9999 Unoccupied since 01.01.1901
N SAP GUI Security x 9393 Unoccupied since 01.01.1901
N 9993 Unoccupied since 15.04.2021
The system s trying to exeaite the 9999 Unoccupied since 01.01.1901
9999 Unoccupied since 25.02.2021
9999 Unoccupied since 04.05.2021
9999 Unoccupied since 01.01.1901
po oo g msien to eeate i progren? 9998 Unoccupied since 05.04,2021
9999 Unoccupied since 14.04.2021
21 ty Decision 9999 Unoccup?ed s?nce 19.04.2021
9999 Unoccupied since 20.04.2021
Deny Help 9999 Unoccupied since 20.04.2021
9999 Unoccupied since 20.04.2021

1.12.9999 Unoccubied since 20.04.2021

= Select Spreadsheet

C:\Program Files' osoft Office\root e16\EXCEL.EXE

h the command line

. zainl\Desktop\User Gul y 4.4\List of Vacant Pasitions. XLSX"

21. Click Allow

AutoSave £ search hammad
File Home Insert Page Layout Formulas Data Review View Help &3 Share 0 Comments
<y
YO e " . Bt - | T Ap ()
L B B2 w0 @
Paste BT U- $ « % 9 98 Ccndm.una\ Formatas Cell = . . Sort& Find & | Analyze
- ¥ & 9 30 | Eomatting v Table v Stylesv | [EFormat €~ Filter~ Selectv | Data
Clipboard & Font & Alignment 51 Number 51 Styles Cells Editing Analysis | Sensitivity ~
Al - fr | Organizational unit v
A B (o] D E F G H J K L M -
1 [Organizational unit Position |vacant from/to |Staffing status |
2 Department A Position A5 01.01.2021-31.12.9999 occupied until 31.12.9999
3 Department A Pasition AG 01.01.2021-31.12.9999 occupied until 31.05.2021
4 Department A Position A7 01.01.2021-31.12.9999 occupied until 31.08.2021
5 Department A Position A8 01.01.2021-31.12.9999 occupied until 31.12.2021
6 Department A Pasition A9 01.01.2021-31.08.2021 Unaccupied since 01.01.2021
7 Department A Position A13 01.01.2021-31.07.2021 Unoccupied since 01.01.2021
8 Department B Position B1 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
9 Department B Pasition B2 01.01.2021-31.12.9999 Unaccupied since 01.01.2021
10 Department B Position B3 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
11 Department B Position B4 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
12 Department B Pasition B5 01.01.2021-31.12.9999 Unaccupied since 01.01.2021
13 Department C Position C7 15.04.2020-31.12.9999 Unoccupied since 15.04.2021
14 Department C Paosition C11 22.04.2021-31.12.9999 Unoccupied since 22.04.2021
15 Department C SC000016 01.01.2021-31.12.9999 Unaccupied since 01.01.2021
16 |Department B Il Position B6 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
17 Department B Il Position B7 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
18 |Department B I Position B8 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
19 Department B Il Paosition B9 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
20 Department B 1l Position B10 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
21 Department A Il Position A22 01.05.2021-31.12.9999 Unoccupied since 01.05.2021
22 Department A Il Paosition A23 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
23 Department A Il Position A24 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
24 Department A Il Position A25 01.01.2021-31.12.9999 Unoccupied since 01.01.2021
25
26
27 -
Sheet1 @ “ v
= m - 1 +

Outcome: Excel file will be generated.
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The SAP Easy Access page will appear

Ar SAP Easy Access

v B @ & S othermenu W ok F VA T Createrole More™ Q = Exit

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, S_AHR_61016527 in
the Search Bar and press Enter button on the keyboard.

SAP Easy Access

F & * k P Vv A  ®createrole Morev Q o P Exit

~ 15 Favorites -
% S_PHO_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
> [ Logistics
> [ Accounting
~ 19 Human Resources
¥ PPMDT - Manager's Desktop
» [ Personnel Management
> [ Time Management
> [ Payroll
» [ SAP Learning Solution
> [ Training and Event Management
> [ Training Needs Management
~ 19 Organizational Management
» [7] Organizational Plan N

5 M1 Evmart Mada
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SSM B

< B _ B x

< ALK Structure Display/Maintenance

~| B save as Variant [ Morev Exit

Objects

Plan version

Object type: 0O Organizational unit
Object ID o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters
Evaluation Path:
Status vector: Status overlap

Display depth:

]

2. Under Plan version, click on icon.

1(1) 6 Entries found — X

~ (@ save as Variant Restrictions Exit

Objects

Plan version: |P_ Plan Version Text

Object type: |- Neveruse

Object ID
01 Current plan

Search Term
[ernalive plan. ‘tech.

Object status: |99 Test BPIPD-ORG P
AL Application Link Enabling

Reporting period

® Today All
Current month Past
Curmrent Year Future

Structure parameters

Evaluation Path:

Status vector;

Display depth:

3. Select 01 Current Plan
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SSM

< B _ B x

< ALK Structure Display/Maintenance
~| B save as Variant [ Morev Exit
Objects

Plan version

Object type:

Object ID o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters
Evaluation Path:
Status vector: Status overlap

Display depth:

)

4. Under Objective type, click on icon.
<& B8 x
¢ 5AF Existing Objects
~ @ save as Variant More™ | — Object Type (1) 163 Entries found ~ — X Exit
Objects 6 frictions

Plan version: 01 Cl allallar||#= B v g

Object type: | 0 Orgd op Object type text

Object ID 0J Learning objective
Search Term OR Legal entity
Object status: All e Cyjcbjectivellbrary

OW Obijective Library Blo

Reporting period

Today ® Al Proft center

Cument month Past PG Business process group
PH Profit center group

Current Year Future

PJ WBS element (project)
PR Business process

PT Contact person

PU ACO User Group

Q Qualification

QB _Qualification Block
163 Entries found

5. Select P Person

6. Click on v icon
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SSM

Tumpen ™

< B &
< ALK Structure Display/Maintenance
~| B save as Variant [ Morev Exit
Objects
Plan version: 01  Current plan
Object type: |[§ | (3 jrganizational unit

Search Term

Object status: All existing

Reporting period

® Today All
Current month Past
Current Year Future

Structure parameters
Evaluation Path:
Status vector:

Display depth:

Data status

O Set structure conditions

Key date

Other period

Status overlap

7. Under Objective ID, click on

= Person (1) 5000 Entries found X < & -
£ = 9 S: Search Term T: Structure Search A: Ownership matchcode (no... > ...
v
NEREEEIEE e
Object abbr. i Object name Start Er
Objects .
"LT(G)HJ MOH  HONSO "LT(G)HJ MOHAMMAD FAIZI BIN HJ TAR 25.09.2009 31
"LT(G)KHAIRU  NS) "LT(G)KHAIRUL ARIFIN BIN AWG ADANAN, 25.09.2009 31
"LT(G)MOHAMM "LT(G)MOHAMMAD SUFRIEN BIN JOHAN,BA(HONS  25.09.2009 31
"PC 5523 FAH  "PC 5523 FAHLIDRINA BINTI KHALID," "PC 5 03.02.2008 31
“REK ABDUL W "REK ABDUL WA, IE BIN AIMAN" “REK ABDUL W 07.12.2012 31
“REK,UHAMMAD "REK,UHAMMAD NOR AZRIN BIN HAJI ABD LAMI 20.11.2017 31
“SJN MD RAFE  “SJN MD RAFE™'E BIN ABDULLAH@SIKAL" "SJN 07.04.1995 31 [a status
(IWATA) KEAN  MINAKO (IWATA) KEANEY 01.11.2003 31 |jps
Reporting 01.11.2003 31

10.12.2018 31

10.12.2018 31

Currej

Cure]

@ ABDUL BASI

@ ABDUL BASI
@ AIMIE LUCY
@ AIMIE LUCY

AWG MOHAMMAD AZIMIN @ ABDUL BASIT BIN RA
AWG MOHAMMAD AZIMIN @ ABDUL BASIT BIN RA
AMIRAH BT. HAJI MOHAMMAD ZAKI @ AIMIE LU
AMIRAH BT. HAJI MOHAMMAD ZAKI @ AIMIE LU

@ ANDAN ANAK SITI AISAH BINTI ABDULLAH @ ANDAN ANAK T

@ AZIEMAH DI
@ AZIEMAH DI

AZIEMAH DIYANAH BINTI BUJANG @ AZIEMAH D
AZIEMAH DIYANAH BINTI BUJANG @ AZIEMAH D

@ BANDANG AN ABDUL 'ALIM BIN ABDULLAH IGOL @ BANDANG

@ BANDANG AN ABDUL 'ALIM BIN ABDULLAH IGOL @ BANDANG

04.03.2010 31
04.03.2010 31
03.09.2002 31
03.09.2002 31
15.03.2011 31
01.07.2014 31
01.07.2014 31
01.06.1984 31

01.06.1984 31

- 5000 Entries found

8. Select the respective employee.

9. Click on

v

icon.
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(OMBER

SSM 2 ¥

Y, S
Unpen

1]
~
B
|
0y
X

< »E: ’ Existing Objects

~ (@ save as Variant More ™~ Exit

Objects
Plan version: 01  Current plan
Object type: P Person
Object ID 22829 o
Search Term
Object status: All existing Data status

" Set structure conditions

Reporting period

Today
Current month Past Key date
Curmrent Year Future Other period

10. Under Reporting period, select All.

11. Click icon

Outcome: List of Employee will be displayed.

= < B _ B x
< W Existing Objects
v = =T ¥V B &= fv L B & B B O] Morev 12 Q @ Exit
L o
Cancel
. . . ~
‘ Existing objects l List > | Printpreview  cutesninsrio) &
Ob Start date End Date S Object name ObjectiD Edit > Brint
P 10.12.2018 31.12.9999 1 ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A 22829 Word processing...  (Cul+Shift+F8) Export

Send to >
Local file... (Ctrl+Shift+Fg) Exit (Shift+F3)
System b
Help >

SAP GUI settings and actions >

12. Click on |more

13. Click on | Lt 5
14. Click on Export >

15. Select format to download report
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e,

)]
2]
<

o
&
'y,

o
Sumpen ™

= < B 8 x
O SAF Existing Objects
v aq = T ¥ B == v L B & B B G Moev Q @ Exit
‘ Existing objects o
Ob Start date End Date S  Object name ObjectID
Select Spreadsheet X

P 10.12.2018 31.12.9999 1 ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A 22829

Formats:
Excel (in MHTML Format)

OpenOffice (in OpenDocument Format 2.0)

I ® Select from All Available Formats

Excel - Office Open XML Format (XLSX] v

Always Use Selected Format

16. Click on Select from All Available Formats radiobutton

17. Click on E4 icon

= < B 8 x
O SAF Existing Objects
v aq = T ¥ = v L =B &8 B B @ Morev Q F Exit
. . . A
‘ Existing objects “
Ob Start date End Date S Object name ObjectiD Save As X
P 10.12.2018 31.12.9999 1 ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A 22829 sovam: [ Achig45 o eFEm
Name Dale modified
No items match your search
L]
File pame v Save
Save as type: Excel (" XLSX) v Cancel

18. Save Excel file
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SSM_UG_OM_Back End (SAP GUI)_View Report_v1.0



ONBER
s,

S

SSM o\

/'4,[ <

= B9 X

< SAP Existing Objects
v &2 T V B & b L 2 &8 B B G Morev & Exit
‘ Existing objects g
ObjectiD

S Object name

End Date
ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A 22829

31129999 1

Ob Start date
P 10.12.2018

My Decision

Deny

SAP GUI Security

Help

19. Click Allow
= <& —-a
< SAP Existing Objects
v =2 T V B & b L B &8 B B G Morev Q @ Exit
‘ Existing objects
Ob Start date End Date S Object name ObjectiD
P 10.12.2018 31.12.9999 1 ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A 22829 =
SAP GUI Security X
XE
Zain IM\Acti L
nt to grant permissl his prograr
20 My Decision
v R

Allow

20. Click
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OMBER
o,

&
S
Supper ™

Qs
&Y ‘e,
‘\;

5
2N

SSM

Employee ~ £ search

File Home Insert Page Layout Formulas Data Review View Help &3 Share 0 Comments

- Bl= insert ~+ | X~ A
e oo Ak | Emzv B e - B BB Ec I O
§ .0 9 gy Condiona Fomaies Cal Sort& Find &  Analyze
- N =

Formatting v Tablev Stylesv | [HiFormat~ | €~ Fijiorv Selectv = Data

Clipboard [ Font ] Alignment [ Number [ Styles Cells Editing Analysis | Sensitivity ~

Al - Jfr | Object type v

tatus
12/10/2018 12/31/99991 ABDUL AZIZ BIN HJ MOHD BOKHARI @ ABDUL A"22829

A B c D E F
Object |Start date ‘End Date Planning |0bject name ‘Obie\:l D
type s
P

Sheet! | (@ . g
i m - 1 + 100%

Outcome: Excel file will be generated.
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LOMBER

SSM B

* o
Sumpen ™

View List of Position Backend User
without Account
Assignment

OM Department Auditor

The SAP Easy Access page will appear

1]
~
1)
|

(]
X

b-!‘ ’ SAP Easy Access

v B = & Sotermenu ¥ * £ VvV A B Createrole Morev Q o @ Exit

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
J PA40 - Personnel Actions
% PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
» [ Logistics
> [1 Accounting
> [T Human Resources
» [ Information Systems
> [ Service
> [71 Tools
> [ WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, S_AHR_61016532 in
the Search Bar and press Enter button on the keyboard.

1]
~
B
|

0y
X

sapg

S_AHR_61016532

SAP Easy Access

H F & & Othermenu MW * F VvV A B Createrole  More™ Q o P Exit

~ 15 Favorites
% S_PHO_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data
~ 1 SAP Menu
» [ Connector for Multi-Bank Connectivity
» [ Office
> [7] Cross-Application Components
> [ Logistics
> [ Accounting
~ 19 Human Resources
¥ PPMDT - Manager's Desktop
» [ Personnel Management
> [ Time Management
> [ Payroll
» [ SAP Learning Solution
» [ Training and Event Management
> [ Training Needs Management
~ 19 Organizational Management

» [ Organizational Plan

5 M1 Evmart Mada
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SSM B

< B _ B x

< ALK Structure Display/Maintenance

~| B save as Variant [ Morev Exit

Objects

Plan version

Object type: 0O Organizational unit
Object ID o
Search Term
Object status: All existing Data status

O Set structure conditions

Reporting period

® Today All
Current month Past Key date
Current Year Future Other period

Structure parameters
Evaluation Path:
Status vector: Status overlap

Display depth:

]

2. Under Plan version, click on icon.

1(1) 6 Entries found — X

~ (@ save as Variant Restrictions Exit

Objects

Plan version: |P_ Plan Version Text

Object type: |- Neveruse

Object ID
01 Current plan

Search Term
[ernalive plan. ‘tech.

Object status: |99 Test BPIPD-ORG P
AL Application Link Enabling

Reporting period

® Today All
Current month Past
Curmrent Year Future

Structure parameters

Evaluation Path:

Status vector;

Display depth:

3. Select 01 Current Plan
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SSM

< B 8 x
< ALK Structure Display/Maintenance
~ (@ save as Variant B Morev Exit
Objects B
Plan version
Object type:
Object ID o
Search Term
Object status: All existing Data status
O Set structure conditions
Reporting period
® Today All
Current month Past Key date
Current Year Future Other period
Structure parameters
Evaluation Path:
Status vector: Status overlap
Display depth: -

)

4. Under Objective type, click on icon.

¢ OAF Infotype reporting
~ | @ save as variant More ™ = ¢ f % Exit

Objects

Plan version: 01
Object type: ©
Object ID
Search Term

Object status:

SO SAP Organizational object

Reporting period SR Planned staff requirement

® Today All T Task
Current month Past TB Talent Group
TF
Current Year Future
TG Task Group
TH
Structure parameters = T

Evaluation Path: TP Training Plan

TR Transaction
Status vector:
TS Standard task

Display depth: 163 Entries found -

5. Select S Position

6. Click on v icon
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SSM

~

Objects

Reporting period
® Today
Current month

Current Year

Structure parameters

& save as Variant [ Morev

Plan version: 01  Current plan

—7
Object type: |[§ | (3 jrganizational unit

Search Term

Object status: All existing

Future

Evaluation Path:
Status vector:

Display depth:

Structure Display/Maintenance

Data status

O Set structure conditions

Key date

Other period

Status overlap

< B _ B x

Exit

7. Under Objective ID, click on )

Objects

Reporting period
® Today
Current month

Cument Year

Structure parameters

16 objects

Name

[V RV RV

“

N -

[[o] Code Ve
~ 19 Staff assignments along organizational s
> = SETIA USAHA O 10001904 SFTEST 2222 08.0
= ADMINISTRATION O 10001765 SD05000001 06.0
= ADMINISTRATION OFFICE O 10001821 ADMIN 08.0
8 Bahagian Pentadbiran Am O 10001844 SAl2 08.0
> . BAHAGIAN PENTADBIRAN DAN KEWANGAN 0 10001766 SDOSA 06.0
> Ml Bahagian Sumber Manusia O 10001822 New org unit 08.0
> ™ Bahagian Sumber Manusia,PB O 10001794 New org unit 07.0
> ™ Cawangan dan Pengawasan 0 10002144 Kerani 24.0
> I8l Department 0 10 7 242 11.0
~ = Government of Brunei O 10 GOBERN 01.0
a SA 010
> LI] Departmen-l--A - C; 10-002-?:2-9- SAD01 010
Department A O 100UZ35T SA002 07.0
. Unit A O 10002404 SA12345 28.0
> = Ministry B O 10002327 sB
> = Ministry C O 10002328 sC

> ™ Government of Brunei O 10000000 GOBRN

> = Government of Brunei Darussalam (test) O 90000000 GOBRN
> 0 10002155 HT 24.0
™ Human Resource Management O 10001853 HRM 08.0
> 8 Human Resource Management O 10001819 HRM 08.0

Exit

8. Select the respective department.

9. Click on icon.
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SSM

e,

s si
> 7,

v o
Sumpen ™

(%

'y,

0]

Ia

~ (@ save as Variant More ™

wunen Tear FuLe

Structure parameters
Evaluation Path:
Status vector:

Display depth:

Reporting
Infotype: 1008
Subtype:
Display

Evaluation of infotype fields:
Infotype field selection
All objects:

Objects without this infotype: v

Infotype reporting

Status overlap

e penuu

<

- &

Exit

X

10. Under Reporting, select Infotype and click on T icon.

@ save as Variant More ™

unen Tear rulue

Structure parameters

Evaluation Path:
Status vector:

Display depth:

Reporting

Infotype:

Subtype:

Infotype reporting

Infotype (1)

Restrictions

293 Entries found

Infotype Name

1000 Object

1001 Relationships

1002 Description

1003 Department/Staff
1004 Character

1005 Planned Compensation

1006 Restrictions

Display

Evaluation of infotype fields:

Infotype field selection

All objects:

Objects without this infotype:

1008 Acct. Assignment Features

—

1010 Authorities/Resources

1011 Work Schedule

1013 Employee Group/Subgroup

1014 Obsolete
293 Entries found

|
oy
X

Exit

11. Select 1008 Acct. Assignment Features

12. Click v

icon.

13. Click icon.

Outcome: Display list of Position without Account assignment will be displayed.
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= < B 8 x
O SAF Infotype Reporting
v @ =2 T ¥ B @@= (w L B # [ mnoypebocu E BB Q B Exit
Plan Version: 01 . [ — . -
Key date: 04.05.2021 Print Preview (Ctri+Shift+F10) | List >
pr PR print ©wr) | e > v
Object Name Description 16 Export )I Word Processing... Crri+Shift+F8)

& Position A1 Without Acct. Assignment Send To > I Spreadsheet...

& Position A3 Without Acct. Assignment Exit PR Cocet Fie —

& Position A5 Without Acct. Assignment

e Position A6 Without Acct. Assignment fonatrunene "

e Position A7 Without Acct. Assignment XML Export

& Position A8 Without Acct. Assignment SAP GUI settings and actions >

& Position A9 Without Acct. Assignment

e Position A10 Without Acct. Assignment

& Position AZ Without Acct. Assignment

& Position A11 Without Acct. Assignment

& Position A12 Without Acct. Assignment

& Position A13 Without Acct. Assignment

& Acting Position A1 Without Acct. Assignment

& Position A14 Without Acct. Assignment

& Position A15 Without Acct. Assignment

14. Click on more ~
15. Click on @ List >
16. Click on | Export 5

17. Select format to download report

(B 8 x
¢ 5AF Infotype Reporting
v =2 F OV B OB v = @ [ infotypeDocu [ B B Morev Q B Exit

Plan Version: 01 A
Key date: 04.05.2021
Infotype: 1008 v
n . P
Object Object Name Description

L : ;- = Select Spreadsheet X

& Position A1 Without Acct. Assignment

& Position A3 Without Acct. Assignment

2 Position A5 Without Acct. Assignment Formats:

a Position A6 Without Acct. Assignment Excel (in MHTML Format)

= g Yhout accLiiss nment OpenOffice (in OpenDocument Forma

& Position A8 Without Acct. Assignment

) @ Select from All Available Fo! s

& Position A9 Without Acct. Assignment I Select from All Avallable Format

2 Position A10 Without Acct. Assignment Excel - Office Open XML Format (XLSX) v

& Position A2 Without Acct. Assighment

& Position A11 Without Acct. Assignment ways Use Selected Format

e Position A12 Without Acct. Assignment

e Position A13 Without Acct. Assignment

&8 Acting Position A1 Without Acct. Assignment

& Position A14 Without Acct. Assignment

e Position A15 Without Acct. Assignment

18. Click on Select from All Available Formats radiobutton

19. Click on E4 icon
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sis
7,

OE,

“s -~
Unpen ™

s
Kt

= < B 8 x
- SAF Infotype Reporting
v = T ¥ B = (w L B # [ infoypebocu [E B B Morev & Exit
Plan Version: 01 ~
Key date: 04.05.2021
1008 v
RPN PRI
Object Name Description Save As X
Position A1 Without Acct. Assignment Actiily 4.6 v| ¥ E=Es
& Position A3 Without Acct. Assignment * P e
Position A5 Without Acct. Assighment No itemns match your s
Position A6 Without Acct. Assighment o
& Position A7 Without Acct. Assignment -
& Position A8 Without Acct. Assignment Deskiop
& Position A9 Without Acct. Assignment _l'l
a Position A10 Without Acct. Assignment Libranes
& Position AZ Without Acct. Assignment Q
& Position A11 Without Acct. Assignment e
a Position A12 Without Acct. Assignment .
& Position A13 Without Acct. Assignment a
a Acting Position A1 Without Acct. Assignment e —
g Position A14 Without Acct. Assignment File pame Listof basiton wihoulAccouning Ass
& Position A15 Without Acct. Assignment Save as lype: Excel (* XLSX) ~

20. Save Excel file

= < B 8 x
O SAF Infotype Reporting
v = T ¥ B = (w L B # [ infoypebocu [E B B Morev Q @ Exit
Plan Version: 01 ~
Key date:
H v
Object Object Name Description — . ~
= Select Spreadsheet
a Position A1 Without Acct. Assignment
a Position A3 Without Acct. Assignment
& Position A5 Without Acct. Assignmen SAP GUI Security X
= Position A6 Without Acct. Assignmen
The system is trying to create the file
Position A7 Without Acct. Assignmen
= C:\Users\zakaria.zaini\Desktop\User Guide\OM\Activity 4.6\List of Pasition without Accounting
a Position A8 Without Acct. Assignmen  Assignment.xLSX
a Position A9 Without Acct. Assignmen  in the directory
& Position A10 Without Acct. Assignmen C:\Users\zakaria.zainl\Desktop\User Guide\OM\Adtivity 4.6\
a Position A2 Without Acct. Assignmen Do you want to grant the permission to modify the parent directory and al its subd
; Position A11 Without Acct. Assignmen
Position A12 Without Acct. Assignmen
My Decision
Position A13 Without Acct. Assignmen
Acting Position A1 Without Acct. Assignmen Deny Help
Position Al4 Without Acct. Assignmen
Position A15 Without Acct. Assignment

Allow

21. Click
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sy,

SSM )

RO

* SumpEn r""e
= < B 8 x
< Infotype Reporting
v e 2 T VY B & v L # [ inforypebocu G B B Morev Q F  Ext
Plan Version: 01 "
04.05.2021
1008 v
RPN PRI
Object Name Description
b - = Select Spreadsheet
Position A1 Without Acct. Assignment
& Position A3 Without Acct. Assignment
a Position A5 Without Acct. Assighmen SAP GUI Security x
& Position A6 Without Acct. Assignmen
- The system is brying to ex e program
e Position A7 Without Acct. Assignmen
e Position A8 Without Acct. Assignmen
e Position A9 Without Acct. Assignmen
Desktop\User Guide\OMVActivity 4.6\List of Position without Accounting
e Position A10 Without Acct. Assignmen
a Position A2 Without Acct. Assignmen Do you want to grant permission to e this program?
e Position A11 Without Acct. Assignmen
&8 Position A12 Without Acct. Assignmen 22 Ay Decision
e Position A13 Without Acct. Assignmen
e Acting Position A1 Without Acct. Assignmen Help
& Position A14 Without Acct. Assignment
e Position A15 Without Acct. Assignment

22. Click Allow

£ search

File Home Insert Page Layout Formulas Data Review View Help &3 Share 0 Comments

< ~

LD & Arial ~ 10 =& | B General . E;I @ E/ & Insert %? /O @L

Paste @~ & A © 0 00 Conditional Formatas Cell EJHEDQIME : Sort& Find & | Analyze

- $ BIU-Hav4&- $-%9 %N Formatting * Table v Stylesv | EEFormatY | €~ Fitorv Selectv | Data

Clipboard & Font & Number 51 Styles Cells Editing Analysis | Sensitivity ~

Al - fr | Object Type M
A B c D | E | F G H 1 J K L M N (o] Fl ~

1 g?'ecle Object Name \Descripﬁun |
2 Position A1 Without Acct. Assignment
3 B Position A3 Without Acct. Assignment
4 m Position A5 Without Acct. Assignment
5 & Position A6 Without Acct. Assignment

6 & Position A7 Without Acct. Assignment

7 I Position A8 Without Acct. Assignment

s & Position A9 Without Acct. Assignment

2] I Position A10 Without Acct. Assignment
10 I Position A2 Without Acct. Assignment
11 & Position A11 Without Acct. Assignment
12 2 Position A12 Without Acct. Assignment
13 I Position A13 Without Acct. Assignment
14 B Acting Position A1 Without Acct. Assignment
15 I Position A14 Without Acct. Assignment
16 I Position A15 Without Acct. Assignment
17
18
19
20
21
22
23
24
25 =
e

Sheet1 @ “ v
= m - 1 +

Outcome: Excel file will be generated.
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