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Role: Dept HR Admin
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Integration to Immigration:

Hiring New Employee

VERSION: 1.0
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INTRODUCTION

This user guide acts as a reference for Dept HR Administrators. In this user guide, it will inform

the users on what to expect when:

1. Users enters correct IC Number & correct Birth date.
2. Users enters correct IC Number & wrong Birth date.
3. Users enters wrong IC Number & wrong Birth date.

4. Users enters IC Number which already belong to existing employee in SSM.

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-mall

at ssm.helpdesk@dynamiktechnologies.com.bn.
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Backend User

SCENARIO
DEPARTMENT HR ADMINISTRATOR

Scenario: Department HR Administrator hire new employee via T-code PA40.
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2. Fill in employee hiring date in From:
3. Click on radio button for Lantikan.
4. Click on Execute icon.
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Lantikan <z

Kanaikan Pangkat
Pemindahan

Penempatan

Dipinjamkan ke Swasta
Penambahan Bukan Kakitangan
Panurunan Pangkat
Penamatan

Bersara

Digantung Perkhidmatan
Memangku

Petukaran Organisasi

LDP - Dalam Megeri

LDP - Luar Negerl

Melapor Diri

Parubshan Perkhidmatan
Pengambilan Semula
Tempoh Percubaan
Penyelarasan
Penyambungan Perkhidmatan
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Note: Dept HR Administrator will now be required to input IC Number & Date of Birth of
employee to be hired. Once filled in, click [ button.
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* Start: | 06.10.2023 *to: 31.12.9999

n
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Note: The outcome varies based on the input provided by the Department HR Administrator,
as outlined below:

I. Dept HR Admin enters correct IC Number & correct Birth date.

II. Dept HR Admin enters correct IC Number & wrong Birth date.

lll. Dept HR Admin enters wrong IC Number & wrong Birth date.

IV. Dept HR Admin enters IC Number which already belong to existing employee in SSM.
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CORRECT IC Backend User
NUMBER & CORRECT

BIRTH DATE DEPARTMENT HR ADMINISTRATOR

Outcome: Dept HR Administrator may proceed hiring employee with already auto-
populated information via NIH (National Information Hub) below:-

* Personal data page: Full Name, Gender, Birth date & Nationality.

* Personal IDs page: ID Number, Place of Issue, Country of Issue & IC Colour.

« Addresses page: Street and House No, 2"d Address Line & Country Key.

Additional Notes: Any mandatory field without auto-populated value from NIH, Dept HR

Admin will require to fill in manually.

= Bl — &8 x
< ..3‘ " Create Personal data
a6 B Mre-
E group: 1 Permanent
EE subgroup: |01 | Division |
Start: | 06.10.2023 “tor 31.12.9999
Name
* First name:
Fall Name: [
Additional data
ace:
.
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Persannel No: Mame:
EE group: 1| Permanent Pers.area:
EE subgroup: O1 | Division |
From: 06.10.2023 1o 31.12.9999 cha.:
Personal IDs
ID type: |IC ~
1D number: |
- 2
Author. L il
Date of ssue:
Vald to:
| Place of issue: |
Country of ssue: v
Additional fields
IC Colour: 5
= < Bl -8 %
v B B Morev Exit
Personnel No: Hame: | I
EEgroup: 1 Permanent Pers area:

EE subgroup: 0L | Divsion |

*Sum: 06.10.2023 *to: 31.12.9999

Address

* Address typa: Home Address ~

[ Street and House No.: ]
[ 200 Address Line: | ]
Postal cade / city
District:

*Country Key: Brunel Darussalam -

Additional fields
Goverment Housing, ~
Distance in KM:
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CORRECT IC Backend User
NUMBER & WRONG

BIRTH DATE DEPARTMENT HR ADMINISTRATOR

Outcome: Dept HR Administrator will encounter error however

Dept HR Admin may still proceed to complete hiring employee without data being auto-

populated via NIH.

< B3 x
< »-3:? Create Actions

Start: |06, 10,2023 “to: 31.12.99%9

Personnel action

Type: Lantikan

Status

Organizational assignment

* Position:

Additional actions.

Start Date Act.  Action Type ActR  Reason for action

[ et matc Dt o in

Note: This error will cause for system to send email notification to system administrator.
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WRONG IC NUMBER Backend User
& WRONG BIRTH

DATE DEPARTMENT HR ADMINISTRATOR

Outcome: Dept HR Administrator will encounter error [ A [[SEMESE RPN EREEEN

however Dept HR Admin may still proceed to complete hiring employee without data being

auto-populated via NIH.

6 —d x
< »-E- ? Create Actions
(=] # Change group Mars Exit
PersNo
“Start: 06.10.2023 “to: 31.12.9999

Status
Customer-speciic: Active
Employment: Adtive

Special payment: | Standard wage type

Additional actions

Start Date At Action Type ActR  Reason for action

Note: This error will cause for system to send email notification to system administrator.
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IC NUMBER ALREADY Backend User
EXISIT IN SSM DEPARTMENT HR ADMINISTRATOR

Outcome: Dept HR Administrator will encounter error

Tries 1/3. IC Number already exist in the system

notifying that IC Number already exist in the system. This error means that there is already
existing employee in SSM with the same IC Number. Should the Department HR

Administrator repeatedly enter IC Number which exist in SSM, the system will issue error

Maximum number of tries.

upon reaching three attempts and redirect to the Personnel Actions

< B3 x
< »-3:? Create Actions

Start: |06.10. 2023 “to: 31.12.9999

Personnel action

ype: ZL

Status
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< E! F Personnel Actians.

«

Find by
£ Person Parsonnsl no
2 Coliective Search Help «Frome [08.20.2033

%, Search Term
\ Free search
Personnel Actions.

Action Type Personnel L. EE group EE subgroup

Lantikan

Kenaikan Pangkat
Permindahan
Penempatan
Dipinjamkan ke Swasta
Penambahan Bukan Kakitangan
Ponurunan Pangkat
Penamatan

Bersara

Digantung Perkhidmatan
Memanghy

Petukaran Organisasi
LDP - Dalam Negeri
LDP - Luar Megerl
Melapor Diri

Parubahan Porkhidmatan
Pengambilan Semula
Tempoh Percubaan
Penyelarasan

Panyambungan Perkhidmatan

Note: Kindly ensure that the IC Number and Date of Birth entered during hiring is correct.

System Administrator will be notified if there are repeated occurrence of IC number and DOB
entered that does not match with data from NIH to aid system administrator's verification with

NIH on data.
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