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INTRODUCTION

This user guide acts as a reference for Sistem Sumber Manusia (SSM) Back-End User to
manage Personnel Administration. All 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 are used frequently:

Term Meaning

SSM Sistem Sumber Manusia

SAP GUI SAP Graphical User Interface/Back End
FIORI Front End/Web Portal

ESS Employee Self Service

MSS Manager Self Service

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-malil

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

Create Actions

Access . . Click Execute icon Save Click on Save
PA4O =] Enter Action Date =] Select Lantikan = & Input Data Yes emp] button End
r 3
l\f
Click on Cancel
button
Create Organizational Assignment
Start Select Subarea > Select Contract Save Yes Click on Save End
Type Data? button
A
Nlo
Click on Cancel
button
Create Personal Data
Input Input Save Click on Save
Name Data "| Additional Data Data? Yes button Eng
A
Nlo
Click on Cancel
button
Create Additional Personal Data
Input Input .
Start Additional 1 Additional Fields Save Yes empp Click on Save End
Data? button
Personal Data Data
A
Nlo
Click on Cancel
button
4
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Process Overview

Create Personal IDs

Create Addresses

Create Planned Working Time

Create Date Specifications

Click on Cancel
button

Input N Input Input Save ; Click on Save
Personal IDs Uniform IDs Passport IDs Yes button End
A
No
Click on Cancel
button
Input Input Save Click on Save
> - . Yes ey End
Address Additional Fields Data? button
A
'10
Click on Cancel
button
Select
Input Work Input Additional Save Click on Save

Schedule Rule Manggement =1 Time ID Data? Yes button Eng

Status
A

No
Click on Cancel
button
Input Data Save Click on Save
BUt 23 Yes e=lp End
Specification Data? button
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Process Overview

Create Monitoring of Task

Create Communications

Save
Data?

Yes e=ipi

Click on Save

Click on Cancel
button

View Action Overview

Seleet Enter Date
Task Type i
Enter Enter Enter
System ID Office Email Mobile Number
Access Input Select
PA30 Personnel No. Infotype Action

Save
Yes ===y

No

|

Click on Cancel

button

View
Yes ==y

End
button
3
Click on Save
button End
A
Click or) Overview End
icon
A

No

Click on Exit

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.

7
SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0




Sistem Sumber Manusia — Personnel Administration ‘L"

SAP GUI (Back-End) Back End User
Log on Department HR Administrator and HR Administrator (JPA)

5
m
x

1. Fill in the User and Password.

2. Press Enter on the keyboard.

3. The home page will be displayed.

Note:

» The information tab will show the different clients present in the system serving different
purposes. The client number used in this user guide would be 220, which is for training

and demonstration purposes pertaining to the navigation of the system.
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».3 ¥ SAP Easy Access
| E = = S Othermanu % & F Vv A [ Createrole More A o @ 6t

Note:

a. The home page will be displayed showing different areas in relation to the organization

that could be navigated through.

b. The home page will also display shortcuts that could assist in the ease of navigation

through the system.

c. A Search tool could be utilised to select a specific module of interest, contained in the

system.
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Backend User

Create Actions

Department HR Administrator and HR Administrator (JPA)

The SAP Easy Access page will be displayed.

1l
N
|
h
X

bE‘ '? SAP Easy Access
r 2 ~ R
E F & S Ohermenu k& 1 Createrole More v o o B Ea
L 4

[ Favorites
~ T3 SAP Menu
> [ Connector for Multi-Bank Connectivity
» [ Office
> [7 Cross-Application Compaonents
> [3 Logistics.
> [ Accounting
» [ Human Resources
» [ Information Systems
> [J Service
> [3 Tools
> [J WebClient Ul Framework

1. Navigate to Personnel Actions page by entering transaction code, PA40 in the

Search Bar and press Enter button on the keyboard.

Cd g x
SAP Easy Access
= & & Othermenu W T Createrole More v Q o T Exit

[ Favorites o
~ 3 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [0 Office
> [ Cross-Application Components
> [3 Logistics.
> [ Accounting
~ 13 Human Resources
%3 PPMDT - Manager's Desktop
~ 19 Personnel Management
3 Administration
~ 4 HR Master Data
&8 PA30 - Maintain
3 PA20 - Display
#8 PA10 - Personnel File
&% PA70 - Fast Entry
43 PA42 - Fast entry: Actions
» [ Info System
> [ Tools
» [ Settings
» [J Recruitment -

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 10
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Note:
* Click on SAP Menu > Human Resources > Personnel Management >

Administration > HR Master Data > PA40 — Personnel Actions

The Personnel Actions (PA40) page will be displayed.

= HRMasterData Edil__Golo  Extras Seftings System Help

4 v-!' ‘? 4 Personnel Actions
| ~ More Exit

* ¥l

Find by 2
=2 Person Personnel no.
A Collective Search Help “erof 01.01.2021
1 Search Term

| Free search

B
|

o
3

Personnel Action @

Action Type Personnel... EE group EE subgro...
Kenaikan Pangkat

Pemindahan

Penempatan

Dipinjamkan ke Swasta

Penambahan Bukan Kakitangan

Penurunan Pangkat

Hit list

Penamatan

& B 5 Bersara
Digantung Perkhidmatan
<>

2. Enter the action From date.

3. Under Personnel Actions section, click on ® and select Lantikan

4. Click on @ icon.

11
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HR Admin are required to enter the New Hire IC number before proceeding to the

o
X

Create Action page.

Infotype  Edit Goto Extras System Help
Create Actions

{ SARg

@ # Changeinfogroup More

~

= Please Input New Hire IC Number 5 p
* 1€ Number (XXXXXXX -

7 o

Personnel action
* Action Type: |21

* Reason

Reference Pers. Nos.

Job Dala Notes: | Enter tex

Status
Customer-specific: 3

drnmnant: |

5. Enter the new hire IC number.

Please Input New Hire IC Number

* IC Number (OOOCGOXX): |01100910

6. Click button.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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Create Actions

= |Infotype Edit Goto Exirgs System Help

¢ EIF
~| @  Changeinfogroup More

1[
3
s

Status

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

Note:
In the case where department try to rehire the same employee, HR Admin will

encounter error as per above
HR Admin will be given 3 tries and after the 3 try, HR Admin will be directed to

PA40 page.
For wrong IC and hiring process is already completed, HR Admin can amend the

IC number by following the steps:
PA30 > Personal IDs Infotype > Overview > Select IC > Click Change button

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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The Create Actions page will be displayed.

= |Infotype Edit Goto Extras System Help ¢ O %
4 »z- " Create Actions
~ [#] # Changeinfogroup More Exit
Pers.No. |
*Start: 01,01,2021 *to: 31,12.9999
Personnel action
* Action Type: Lantikan
* Reason for Action,
Job Data Notes: | Enter text here...
Status
Customer-specific: Active v
Employment: Active ~
Special payment: Standard wage type v
Organizational assignment
* Position:
Da.
Save Cancel

14
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* o
Sumpen ™

<

sapd

~

[

Pers.No.:

*Start: 01.01.2021

Personnel action
Action Type:
-
Reason for Action: L
Reference Pers. Nos.:

Job Data Notes:

Status
Customer-specific:
Employment:

Special payment:

Organizational assignment

# Change info group More

*to: 31.12.9999

Lantik

Enter text here...

Active
Active

Standard wage type

Create Actions.

< & = X

Exit

1
i . . 0| . .
7. Under Personnel action section, click on ,== | icon for Reason for Action.

<

sapd

[

~

Pers.No.:

*Start: 01.01.2021

Personnel action
Action Type:
Reason for Action:
Reference Pers. Nos.:

Job Data Notes:

Status
Customer-specific:
Employment:

Special payment:

Organizational assignment

— 2 Entries found

Help View for Reasons for Ac

Reason for Action (1) 2 Entries found

tions

9 Type: Z1
of action type: Lantikan
INEORCE]E
Act. Name of reason for actio
01 Lantikan
02 Lantikan beseria percubaan
Lanti
Ent]
<3
Acth|
Acth|
Stan|

4

< & = X

Exit

8. Select 02 Lantikan beserta Percubaan.

9. Clickon

Note:

v |icon.

» Job Data Notes are optional to fill in.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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CET

v &

Pers.No.:

*Start: 01.01.2021

Personnel action

Action Type:

# Change info group More

*to: 31.12.9999

Lantikan

Reason for Action: |02

Reference Pers. Nos.:

Create Actions.

Job Data Notes:

LANTIKAN BESERTA PERCUBAAN.|

Status

Customer-specific:
Employment:

Special payment:

Organizational assignment

Active
Active

Standard wage type

<& - F x

Exit

10. Scroll down Create Actions page and complete fields under Organizational

Assignment section.

Note: .
O
« When HR Administrator click on = icon, they can only view the created positions
based on the authority given to them. Example: Department HR Administrator is

from SAO01; Therefore, they can only view positions created under SA01.

= <d 8 x
< nzl 'J Create Actions
~| [& # Changeinfogroup More ™ Exit
Status
Customer-specific: | Active ~
Employment: | Active v
Special payment:  Standard wage type v
Organizational assignment
" =
L i
Personnel area:
Employee group:
Employee subgroup:
Additional actions
Start Date Act.  Action Type ActR Reason for action &
Save Cancel
16
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s si
> 7,

(%

Tsupgen ¥
= <d g x
(O SAH Create Actions
v| [ # Changeinfogroup More v Exit
Status v
Customer-specific: | Active v
Employment: | Active v
Special payment: Standard wage type v

Organizational assignment

-
Position:
L

Personnel area:
Employee group:

Employee subgroup:

Additional actions

@

Start Date Act. Action Type ActR Reason for action

<>

11. Under Organizational assignment section, click on JI'_:I icon for Position.

= = Choose Position b4 <d | _ax
< -
Name ID Code Valid from Exit
v 19 Staff assignments along organizational s
~ 8 Department A 0O 10002329 SAQ01 01.01.2021 .
& Acting Position A1 S 30000769 SA100001 01.01.2021
> 2 Position A1 S 30000675 SAQ00001 01.01.2021
> 2 Position A2 S 30000755 SA000002 01.01.2021
Perso > & Position A3 S 30000677 SAQ00003 01.01.2021
> & Position Ad S 30000678 SA000004 01.01.2021
> & Position AS S 30000679 SAQ00005 01.01.2021
> 2 Position A6 S 30000740 SA000006 01.01.2021
> & Position A7 S 30000741 SAQ00007 01.01.2021
> & Position A8 S 30000742 SAQ00008 01.01.2021
£ Position A9 S 30000743 SAQ00009 01.01.2021
> & Position A10 S 30000744 SA000010 01.01.2021
> & Position A11 S 30000761 SAQ000011 01.01.2021
> 2 Position A12 S 30000762 SAQ00012
& Position A13 S 30000763 SAC00013
2 ition Ald S 2000770 SA000014
Statu L&, Pasition A15 S 5 SA000015 01.01.2021 I
Orgar -

12. Select Position for the personnel.
13. Clickon ¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 Y
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> 7,
Ia
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" Suppen N
= <& 8 x
< SAP Create Actions
~| [& # Changeinfogroup More ™ Exit
Status :
Customer-specific: | Active ~
Employment: | Active v
Special payment:  Standard wage type v
Organizational assignment
Pasition: 30000845,
r =
Personnel area: ]Lj
L 4
Employee group:
Employee subgroup:
Additional actions
Start Date Act. Action Type ActR Reason for action &
Save Cancel

14. Under Organizational assignment, click on JL:' icon for Personnel area
(Ministry).

= Create Actions = Personnel Area (1) 13 Entries found - X < ‘11'-\ — B X
< SAP tions
~
v @ fvipala)a)*]e)E]v]| Exit
P. B Personnel Area Text Start Date End Date CoCd CGrpg h
Pers.No.:
SA Prime Minister's Office 01.01.1900 31.12.9999 GOB 99
* Start: | 07 0. 21012 ] —— w—
SB Min_ of Defense 01.01.1800 31.12.9999 GOB 99
SC Min. of Foreign Affairs 01.01.1900 31.12.9999 GOB 99
Personnel action SD Min. of Finance & Economy ~ 01.01.1900 31.12.0999 GOB 09
Action Type: | L| SE Min. of Home Affairs 01.01.1900 31.12.9999 GOB 99
SF Min. of Education 01.01.1800 31.12.9999 GOB 99
Reason for Action: |0
SH Min. of Primary Resources 01.01.1900 31.12.9999 GOB 99
Reference Pers. Nos | | g) wlin_ of Religious Affairs 01.01.1900 31.12.0999 GOB 99
Job Data Notes: | L SKMin. of Development 01.01.1900 31.12.9999 GOB 99
SLMin. of Culture, Youth & Sport 01.01.1900 31.12.9999 GOB 99
SM Min._ of Health 01.01.1800 31.12.9999 GOB 99
SN Min. of Transport & Infocomm 01.01.1900 31.12.9999 GOB 99
</ 3Q Min. of Energy 01.01.1800 31.12.9999 GOB 99
Status
Customer-specific: A
Employment: A
Special payment: | §
Organizational assignment -

—
13 Entries found P

15. Select Personnel area (Ministry).
16. Click on ¥ |icon.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 1
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[

Status

Customer-specific:
Employment:

Special payment:

Organizational assignment

Position:

# Change info group More

Active
Active

Standard wage type

30000845

< =

Create Actions.

Exit

X

Personnel area:

=
Employee group: !

17

Employee subgroup:

Additional actions

L)

Start Date Act. Action Type ActR Reason for action

<>

17. Under Organizational assignment section, click on JI'_:I icon for Employee

Group.

= — Employee Group (1) 14 Entries found — X <& - F x
& SAP S Itions
~
v B v alalo|x|oelv]|| s Exit
EEGr_ Name of EE grou Start Date End Date -
Pers.No.:

Permanent 01.01.1900 31.12.9999

*Start: 01.01.2021

2 Open Vote 01.01.1900 31.12.9999
3 Month-To-Month 01.011900 31129999
Personnel action 4 Daily Rated 01.01.1900 31.12.9999
Action Type: U Uniformed 01.011900 31129999
Resson for Action: [0 © Contract 01.011900 31.12 9999
7 Mindef Uniformed 01.011900 31129999
Reference Pers. Nos: | | g Non-Employee 01.01.1900 31.12 9999
Job Data Notes: | L A Bulan kesebulan (TB) 01.01.1800 31.12.9999
B Bulan kesebulan TDDP 01.01.1900 3112 9999
€ Bulan kesebulan TDDS 01.01.1900 31.12.9999
D Open Vote TDDP 01.011900 31.12.9999
JE Open Vote TDDS 01.01.1800 31.12.9999
F OV Bulan ke Sebulan  01.01.1800 3112 9999
Status
Customer-specific: A
Employment: A

Special payment: g

Organizational assignment

— 14 Entries found

4

18. Select Employee Group.

19. Clickon ¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 9
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<d 8 x
(& SAH Create Actions.
~| [& # Changeinfogroup More ™ Exit
Status v
Customer-specific: | Active ~
Employment: | Active v
Special payment:  Standard wage type v

Organizational assignment

Position: 30000845
Personnel area: |5A

Employee group: |1

Start Date Act.  Action Type ActR

Employee subgroup:

Additional actions

Reason for action

@

<>

20. Under Organizational assignment section, click on JI'_:I icon for Employee

Subgroup.

= Employee Subgroup (1) 5 Entries found — X <& - F x
& SAP Restrictions
Y
v & proup: 1 Exit
ployee grp: Permanent
Pers.No.: ajajas F || £ o

*Start: 01.01.2021 ESgr. N Name of EE subgrp Start Date End Date CGrpg Name of HR country grpg

01 Division | 01.01.1900 31.12.9999 99 Other Countries.

Fem=onnelaction 02 Division Il 01.01.1900 31129999 99 Cther Countries.
03 D\onn 1l 01.01.1900 31129999 99 OlnerCDunlr\e-s

Action Type: Laloy ™ pivision v 01.01.1900 31120999 99 Other Countries

Reason for Action: | 02| g5 Division V/ 01.01.1900 31129999 99 Other Countries.

Reference Pers. Nos.:

Job Data Notes: | LA

Status
Customer-specific: | Ac|
Employment: | Ac|

Special payment: | St

Organizational assignment

—
5 Entries found

4

21. Select Employee Subgroup.
22. Clickon ¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 20
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<& - F x

4 »-E f " Create Actions

~| [@ # Changeinfogroup More v Exit

Action Type:  Lantikan ~
Reason for Action: | SA
Reference Pers. Nos.:

Job Data Notes: | LANTIKAN BESERTA PERCUBAAN.

Status
Customer-specific: | Active ~
Employment: | Active ~

Special payment:  Standard wage type ~

Organizational assignment
Position: 30000845
Personnel area: |SA

Employee group: |1

-
Employee subgroup: 03 |

23. Press Enter button on the keyboard and click m

Il
Bl
|
y
X

< »z‘ '? Create Actions

~| [& / Changeinfogroup More Exit

Pers.No.: 311

*Start: | 01.01.2021 *to:r 131.12.9999

Personnel action
Action Type:  Lantikan “
Reason for Action: | 02 Lantikan beserta percubaan
Reference Pers. Nos.:

Job Data Notes: LANTIKAN BESERTA PERCUBAAN.

Status.
Customer-specific: | Active ~
= =
Employment: fActive v
L 4y
Special payment: Standard wage type ~

Organizational assignment

Save your entries Save Cancel

Note:
* Personnel Number will be automatically generated by the system.

* The selection descriptions will appear.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 2t
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Sumpen ™

Outcome: Record is created.

The Create Organizational Assignment page will be displayed.

< nz i 'J Create Organizational assignment

v & 3 [E  OrgStructure  More v

Personnel No: 311

*Start: 01.01.2021 *to: 31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei
" 2
Pers.area: SA Prime Minister's Office Subarea: BE
Cost Cir:

Personnel structure

EE group: |1 Permanent * Payr.area: GB Gov. of Brunei
EE subgroup: 03 Division 11 * Contract: ~
Organizational plan Administrator
Percentage: =~ 100.00 ¥ Assignment Group: GOB
Position: 30000845 SA000015 PersAdmin:
Position A15 Time:
Jobkey: 00000000 PayrAdmin:
Org Unit: 10002329  SA001 Supervisor:

Record created \

<

Save

Exit

Cancel

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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Create Organizational Backend User

Assignment Department HR Administrator and HR Administrator (JPA)
= <d g x
< A Create Organizational assignment
~ Q G [« Org Structure More v Exit
Personnel No: 311
*Start: 01.01.2021 *to: 31.12.9999
Enterprise structure
CoCode: GOB Government of Brunei
-
Pers.area: SA Prime Minister's Office Subarea:
Cost Cir:
Personnel structure
EE group: |1 Permanent * Payr.area: GB Gov. of Brunei
EE subgroup: 03 Division 11 * Contract: ~
Organizational plan Administrator
Percentage: =~ 100.00 ¥ Assignment Group: GOB
Position: 30000845 SA000015 PersAdmin:
Position A15 Time:
Jobkey: 00000000 PayrAdmin:
Org Unit: 10002329  SA001 Supervisor: z

Record created Save Cancel

icon for Subarea

1. Under Enterprise Structure section, click on JL:'

(Department).

L SAH
v & (3 [& OrgStructure
Personnel No: 311
*Start: 01.01.2021 *to: 31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office
Cost Cir:

Personnel structure

EE group: 1 Permanent

EE subgroup: 03 Division Ill

Organizational plan
Percentage:  100.00 ¥ Assignment
Pasition: 30000845 SAQ00015
Position A15
Job key: 00000000

Org. Unit: 10002329 SA001

= Personnel Subarea (1) 25 Entries found

Cre: Restrictions

More ~ nel area: SA

nel Area Text: Prime Minister's Office

v ajQaja|* V|
- P.s

SAD1 JPM 01.01.1900 31.12.9999
SA02 Adat 01.01.1900 31.12.0999
SA03 Audit 01.01.1900 31.12.9999
SA04 Narcotics 01.01.1900 31.12.0999
Subarea: | SA0S ACB 01.01.1900 31.12.9999
SADB 1SD 01.01.1900 31.12.9999
SA07 Council 01.01.1900 31129999
SA08 RTB 01.01.1900 31.12.9999
SA09 Info 01.01.1900 31.12.9999
* Payrarea: |GB saqp JPA 01.01.1900 31.12.9999
*Contract: | | SA11 MSD 01.01.1900 31.12.9999
SA12 RBPF 01.01.1900 31.12.9999
e - SA14 PSC 01.01.1900 31.12.0999
SA15 TENAGA 01.01.1900 31.03 2021
Group: &0 5a1p Mufii 01011900 3112 9909
PersAdmin: | | SA17 EPD 01.01.1900 31.03 2021
Time: | SA18 Law 01.01.1900 31.12.9999
R SA19 JuDL 01.01.1900 31.03 2021
SA20 Printing 01.01.1900 31.12.9999
Supervisor: | | gasq Legal 01.01.1900 31.12.0999

21 12 0000

_ S R
25 Entries found

2. Select Subarea (Department).

3. Clickor¥ | icon.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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S1A oV

<d 8 x
4 A Create Organizational assignment
v & 3 [&  OrgStucture  More v Exit
Personnel No: 311
*Start: 01.01.2021 *to: 31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea:
Cost Cir:

Personnel structure
EE group: 1 Permanent * Payr.area: |GB Gov. of Brunei

EE subgroup: 03 Division Ill * Contract: v

Organizational plan Administrator

Percentage:  100.00 ¥ Assignment Group: GOB
Pasition: 30000845 SAQ00015 PersAdmin:
Position A15 Time:
Jobkey: 00000000 PayrAdmin:
Org. Unit: | 10002329  SA001 Supervisor:

Note:

» Payroll area is GB Government of Brunei by default.

a8 X
4 ol s Create Organizational assignment
v & (3 [@& OrgStucture  More v Exit
Personnel No: 311
*Start: 01.01.2021 *to: 31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei
Pers.area: SA Prime Minister's Office Subarea: |SA01
Cost Cir:

Personnel structure

EE group: 1 Permanent *Payrarea: |GB |  Gov. of Brunei

B
EE subgroup: 03 | Division Il *Contract: |

Foreign Cntrct

Organizational plan Administrator Foreign S Baru

Percentage: ~ 100.00 ¥ Assignment Group: Foreign S Lama

Position: |~ 30000845 SA000015 PersAdmin:  Lecal Contract

Position A15 Time: Local S Baru

Job key: 00000000 PayrAdmin: Local S Lama

Org. Unit: 10002329 SAD01

Supervisar:|_Non Contract

4. Under Personnel Structure section, click on  * for Contract type.

5. Select Contract type, Non Contract.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 2



Sistem Sumber Manusia — Personnel Administration

LOMBER

s si
> 7,

.

v o
Sumpen ™

'y,

e

(%

(O SAH
e £ G = Org Structure
Personnel No: 311
*Start: 01.01.2021 1o 31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei

Pers.area: SA Prime Minister's Office

Cost Cir:

Personnel structure

EE group: |1 Permanent
EE subgroup: 03 | Division Ill
Organizational plan
Percentage:  100.00 ¥ Assignment
Pasition: 30000845 SAQ00015
Position A15
Job key: 00000000
Org. Unit: 10002329 SA001

Create Organizational assignment

More ~

Subarea: SAOL

* Payr.area: GB

[ 2
* Contract: Non Contract ~
L

Administrator
Group: GOB
PersAdmin:
Time:
PayrAdmin:

Supervisor:

Gov. of Brunei

4

<

o

_ =

Exit

X

6. Press Enter button on the keyboard and click

v & (3 & Org Structure

Personnel No: 311

[ 2
*Staﬂ:LDl.ﬂl.Zﬂzl J|'_j *to: (31.12.9999

Enterprise structure

CoCode: GOB Government of Brunei

Pers.area: SA Prime Minister’s Office

Cost Ctr:

Personnel structure

EE group: 1 Permanent

EE subgroup: 03 Division [l
Organizational plan
Percentage: | 100.00 ¥ Assignment
Position: | 30000845  SAQ00015
Position A15
Job key: 00000000
Org. Unit: =~ 10002329,  SA001

Create Organizational assignment

More ~

Subarea: [SAOL

* Payr.area: |GB

*Contract:

Administrator
Group: GOB
PersAdmin:
Time:

PayrAdmin:

Supervisor:

JPM

Gov. of Brunei

Non Contract ~

<

|
al]

Exit

Note:

» The selection descriptions will appear.

* Yellow highlight boxes appear for user to check entered information.
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Outcome: Record is created.

The Create Personal Data page will be displayed.

T

v a s

Personnel No: 311
EE group: |1 Permanent

EE subgroup: |03 | Division IlI

[y 2
* Start: LDl.l]l.Zl]Zl J|'_j

Name
* Last name:
* First name:

Full Name:

Additional data
Gender:
* Birth date:
Birthplace:
Ctry o.birth:
State:
* Nationality:

Country of Residence:

Record created View details

[& More v

Create Personal data

Pers.area: SA Prime Minister's Office

*to: 31.12.9999

* Mar.status:

Religion:

<& _ 3 x

Exit

Save Cancel

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0
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Backend User
Department HR Administrator and HR Administrator (JPA)

Create Personal Data

= <d 8 x
< nzl 'J Create Personal data

g 3 E  Morewv Exit

~

Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

* Start: r_j *1o: 31.12.9999
Name
* Last name:
* First name:
Full Name:
Additional data
Gender: ~
* Birth date: * Mar.status: ~
Birthplace:
Ctry o.birth: ~
State: Religion: ~

Save Cancel

1. In Create Personal Data page, under Name and Additional Data section,

enter details in the related fields as per example below:

Sub Section Field Mandatory (?) Example

Last Name v Haiji Ariffin

Name First Name v |Mohamad Amir Wafi
Full Name x |Mohamad Amir Wafi Bin Haji Ariffin
Gender X Male
Birth date v 01.01.1990
Marital Status v Bujang
Birthplace x Brunei Darussalam

" Country of Birth x Brunei Darussalam

Additional Data State x BM - Brunei Muara

Religion x Islam
Nationality v Bruneian
Cou.ntry of X Brunei Darussalam
Residence

27
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= <& 8 x
< =AM Create Personal data
v & 3 & Morev Exit
Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
[ 2
*Start: (01.01.1990 [ *to: 31.12.9999
L 4
Name
*Last name: HAJI ARIFFIN
* First name: | MOHAMAD AMIR WAF|
Full Name:  MOHAMAD AMIR WAFI BIN HAJI ARIFFIN
Additional data
Gender: | Lelaki ~
* Birth date: | 01.01.19%0 * Mar.status: Bujang
Birthplace: Brunei Darussalam
Ctry o.birth: | Brunei Darussalam ~
State: |BM | Brunei-Muara Religion: | Islam v
*Mationality: Bruneian ~
Country of Residence: | Brunei Darussalam ~ 2 z

Save Cancel

Save your entries

2. Press Enter button on the keyboard and click m

Outcome: Record is created

The Create Additional Data page will be displayed.

<a

(u]]
x

< aAF Create Additional Personal Data
~ & 6B E Moev Exit

Personnel No: 311

EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

[ 2
‘Start:LDl.Ol.ZOZl JLj *To: 31.12.9999

Additional Personal Data

* Ethnic origin: ~
Race: v
Additional fields
Rank Types: o
Ranks:
Citizenship: o

Save Cancel

Record created
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Create Additional

Personal Data

Backend User

< X
v a6
Personnel No: 311
EEgroup: 1 Permanent

EE subgroup: 03 | Division IIl

[ 2
* Start: LD]..(Jl.Z(JZl JLj

Additional Personal Data

* Ethnic origin:

Race:

Additional fields

Rank Types:
Ranks:

Citizenship:

Record created Vi

1.

Under Additional Personal Data section, click on

Department HR Administrator and HR Administrator (JPA)

Create Additional Personal Data

=

More Exit

Pers.area: SA Prime Minister's Office

*To: 31.12.9999

Save

Cancel

" for Ethnic origin.

= <& 8 x
< nzl 'J Create Additional Personal Data
v & 3 & Morev Exit
Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *To: 31.12.9999
Additional Personal Data
°
* Ethnic origin: |
Race: | MELAYU v
IT)
MELAYU (BELAIT) (1)
Additional fields MELAYU (BISAYA)
Rank Types: MELAYU (BISAYA) (1)
Ranks: MELAYU (BISAYA/DUSUN) (1)
Citizenship: MELAYU (DUSUN)
MELAYU (DUSUN) (I)
MELAYU (1)
MELAYU (KEDAYAN)
B MELAYU (KEDAYAN) (1) B — .
29
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< =AM Create Additional Personal Data
v & 3 & Morev Exit
Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *To: 31.12.9999

Additional Personal Data

* Ethnic origin: | MELAYU

Race: “ I V‘
Additional fields
Rank Types: ~
Ranks:
Citizenship: ~

Save Cancel

Record created V

3. Under Additional Personal Data section, click on ™ for Race.

4. Select Race.

= <& - F x
< =AM Create Additional Personal Data
v & 5 E Morew Exit
Personnel No: 311
EEgroup: 1 Permanent Pers.area: |[SA | Prime Minister's Office
EE subgroup: 03  Division Ill
*Start: 01.01.2021 *To: 31.12.9999
Additional Personal Data
* Ethnic origin: | MELAYU v
Race: | 1
MELAYU C
MURUT MUSLIM
Additional fields MELANAU MUSLIM
Rank Types: MELAY U BELAIT
Ranks: MURUT
Citizenship: INDIAN MUSLIM
CINA FOOCHOW MUSLIM
PUNAN ISLAM
PAKISTAN
Record created C Save  Cancel
30
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< »-E‘ " Create Additional Personal Data
v & 3 @ More v Exit
Personnel No: 311
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *To: 31.12.9999

Additional Personal Data

* Ethnic origin: | MELAYU v
Race: | MELAYU v
Additional fields
Rank Types: | ~
Ranks:
Citizenship: o

Record created Vie Is Saval Cancel

Note:
* Rank Types is only applicable for Uniformed personnel only.

» For Non-Uniformed personnel can skip this step.

5. Under Additional fields section, click on *~  for Rank Types.

6. Select Rank Type.

= <& - F x
< »-E‘ " Create Additional Personal Data
v & 3 @ More v Exit
Personnel No: 311
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *To: 31.12.9999
Additional Personal Data
* Ethnic origin: | MELAYU v
Race: | MELAYU v

Additional fields
.
Rank Types: H [
Rankgl Police Uniformed

Citizenship: Police Uniformed - Bahagian |

Police Uniformed - Bahagian Il
Police Uniformed - Bahagian Il

Police Uniformed - Bahagian IV
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= <& - F x
< »-E‘ " Create Additional Personal Data
v & 3 @ More v Exit
Personnel No: 311
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *To: 31.12.9999

Additional Personal Data

* Ethnic origin: | MELAYU v
Race: | MELAYU v
Additional fields
Rank Types: Po rmed v
[=
Ranks:
L
Citizenship: o

Note:
* Ranks is only applicable for Uniformed personnel only.

» For Non — Uniformed personnel can skip this step.

7. Under Additional fields section, click on JL:' for Ranks.
8. Select Rank.

9. Clickon ¥ | icon.

Ranks Level No (1) 8 Entries found x (& —3Fx
rictions nal Data
v

Qo & v Exit
RanksLvIN . Ranks Level
01 Pesuruhjaya Polis (CP)
02 Timbalan Pesurunjaya Polis (DCP)
03 Penolong Kanan Pesuruhjaya Polis (SAC)
04 Penolong Pesuruhjaya Polis (ACP)
05 Penguasa Polis Kanan (Snr Supt
06 Penguasa Polis ‘Sum)
07 Timbalan Penguasa Polis (DCP)
05 Penguasa Polis Kanan (Snr Supt)

8 Entries found p

Additional fields

Rank Types: Police Uniformed v

Ranks:
Citizenship: ~
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<d 8 x
< nzl 'J Create Additional Personal Data
v & 3 & Morev Exit
Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *To: 31.12.9999
Additional Personal Data
* Ethnic origin: | MELAYU v
Race: | MELAYU v
Additional fields
Rank Types: Police Uniformed v
Ranks: |06
[ =
Citizenship: | h%
Save Cancel
ffa)
10. Under Additional fields section, click on L= | icon for Citizenship.
11. Select Citizenship.
= <& - F x
< »-E‘ " Create Additional Personal Data
v & 3 @ More v Exit

Personnel No: 311

EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office
EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *To: 31.12.9999

Additional Personal Data

* Ethnic origin: | MELAYU ~
Race: | MELAYU ~
Additional fields
Rank Types: ~
Ranks:
Citizensh\p:;\
Mutlak
Penaungan
Pendaftaran

- Sepintas-Lalu : Save Cancel

Note:

* Rank Types and Ranks are applicable for Uniformed personnel only.

» For Non-Uniformed personnel, user may skip them to select Citizenship type.
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< nz i 'J Create Additional Personal Data

v & B E Morewv

Personnel No: 311

EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

r 5
‘Start:LDl.ﬂl.Zl]Zl Jr_j * To: 31.12.9999

Additional Personal Data

* Ethnic origin: | MELAYU ~
Race: MELAYU ~
Additional fields
Rank Types: v
Ranks:
Citizenship: | Mutlak v

Save your entries

Exit

Save Cancel

12. Press Enter button on the keyboard and click m

Outcome: Record is created.

The Create Personal IDs - IC page will be displayed.

= |Infotype Edit Goto Exirgs System Help

4 »-z- " Display Personal IDs

| ~ & G5 E Morew

Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: |1 Permanent Persarea: SA | Prime Minister's Office
EE subgroup: |03 | Division Il
From:  01.01.2021 to: 31.12.9999 Chg

Personal IDs

ID type: IC ~
D number: 01100811
Author:
Date of issue
Valid to:

Place of issue:

Country of issue

B

o
X

Exit
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Backend User
Department HR Administrator and HR Administrator (JPA)

Create Personal IDs

= |nfolype Edit Goto E stem  Help a 3 x
4 .-!: " Display Personal IDs
| v a8 & More v Exit
Persannel No: 311 Mame: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: SA Prime Minister's Office

EE subgroup: |03 | Division Ill
From 01.01.2021 1o 31.12.9999 chg

Personal IDs

ID type: IC =

D number: 01100811

Author.

Date of issue
Valid to
Place of issue

Country of issue

1
1. In Display Personal IDs — IC ID page, under Personal IDs section, the new
hire ID number is displayed on this page.

2. Click G Next record button.

The Create Personal IDs — Uniform ID page will be displayed.

<a

(u]]
X

< »-E‘ " Create Personal IDs
r 3
4 6 B mev
L 4

Exit

Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*From: 01.01.2021 *to: 31.12.9999

Personal IDs

ID type:  Uniform ID v
*1D number:

Author.:
Date of issue:

Valid to:

Place of issue:

Country of issue: o
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= (& _ 8 x

< nzl J 4 Create Personal IDs
r 5
L 4

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*From: 01.01.2021 *to: 31.12.9999

Personal IDs

ID type: Uniform ID v

*1D number:

Author.:

Date of issue:

Valid to:

Place of issue:

Country of issue: v

3. In Create Personal IDs — Uniform ID page, under Personal IDs section, enter

details in the related fields as per example below:

Sub Section Field Mandatory (?) Example
ID Number v Uniform ID
Author x Brunei Darussalam
Personal IDs Dat_e of Issue x 01.01.2016
Valid to X 01.01.2026
Place of Issue x Brunei Darussalam
Country of Issue X Brunei Darussalam

Note:

» Uniform ID is mandatory for Uniformed personnel only.

4. For Non-Uniformed personnel, user may skip this page by clicking > icon.

5. Click m

Outcome: Record is created.

The Create Personal IDs — Passport ID page will be displayed.
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= <d 8 x
< nzl J 7 Create Personal IDs
" T A
L 4
Personnel No: 31 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
“From: 01.01.2021 “tor 31.12.9999 n
Personal IDs
|D type: Passport ~
*1D number:
Author.:
Date of issue:
Valid to:
Place of issue:
Country of issue: v

Save Cancel

6. In Create Personal IDs — Passport ID page, under Personal IDs section, enter

details in the related fields as per example below:

Sub Section Field Mandatory (?) Example
ID Number v Passport ID
Author x Brunei Darussalam
Personal IDs Dat_e of Issue x 01.01.2016
Valid to X 01.01.2026
Place of Issue x Brunei Darussalam
Country of Issue X Brunei Darussalam

Note:

» Passport ID is mandatory for foreign personnel only.

7. For Local personnel, user may skip this page by clicking (= icon.

8. Click m

Outcome: Record is created.

The Create Home Address page will be displayed.

7
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The Create Addresses page will be displayed.

- F x
< »z‘ '? Create Addresses

vl &g 5B More

Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1| Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 | Division Il
*Start: | 01.01.2021 *to:r 131.12.9999
Address
* Address type:  Home Address v

Street and House No.: “

2nd Address Line:
Postal code / city:

District:

*Country Key: Brunei Darussalam

Additional fields

Goverment Housing ~

Distance in KM
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Backend User

Create Addresses o -
Department HR Administrator and HR Administrator (JPA)

= <d - F x
< nzl 'J Create Addresses
v & 3 & Morev Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *to: 31.12.9999

* Address type:  Home Address v

Address

Street and House No.: “

2nd Address Line:
Postal code / city:

District:

*Couniry Key: | Brunei Darussalam

Additional fields

Goverment Housing ~

Distance in KM:

1. In Create Addresses page, under Address and Additional fields sections,

enter details in the related fields as per example below:

Sub Section Field Mandatory (?) Example
Street and House No. X No. 7, Simpang 32-37
2nd Address Line x Kg Anggerek Desa, Berakas
Address |Postal Code X BB3713
City x Bandar Seri Begawan
District x Brunei-Muara
Note:

* Country Key is Brunei Darussalam by default.
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< SAP Create Addresses
r T
4 6 @ Mev
L i)
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |[SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021

Address
* Address type:
Street and House No.:
2nd Address Line:
Postal code / city:
* Country Key:
Additional fields

Goverment Housing

Distance in KM:

*to: 31.12.9999

Home Address

No. 7, Simpang 32-37

Kg Anggerek Desa, Berakas

BB3713 Bandar Seri Begawan

District:  Brunei-Muara

Brunei Darussalam

2

<

Exit

2. Under Additional fields section, click on | for Government Housing.

3. Select Yes or No.

< SAP Create Addresses
v & 3 & Morev
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: 03 | Division

*Start: 01.01.2021

1
*to: 31.12.9999

Home Address

No. 7, Simpang 32-37

2nd Address Line: Kg Anggerek Desa, Berakas

Address
* Address type:
Street and House No.:
Postal code / city:  BB3713
* Country Ke;
Additional fields

Bandar Seri Begawan

Goverment Housing

Distance in KM|

<& —

al]
x

Exit

4. Under Additional fields section, enter Distance in KM.
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< SAP Create Addresses
~ { G [« Foreign address More ~ Exit
Personnel No: 31 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
[ 2
*Start: 01.01.2021 [ *to: 31.12.9999
L 4
Address
* Address type:  Home Address v
Street and House No.: | No. 7, Simpang 32-37
2nd Address Line: Kg Anggerek Desa, Berakas
Postal code / city: BB3713 Bandar Seri Begawan
District:  Brunei-Muara
*Couniry Key: | Brunei Darussalam
Additional fields
Goverment Housing No v
Distance in KM: 5

Save your entries Cancel

5. Press Enter button on the keyboard and cIickm

Outcome: Record is created.

The Create Planned Working Time page will be displayed.

= <d g x
< =AM Create Planned Working Time
{ G [a] E?: Work schedule More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *To: 31.12.9999

Work schedule rule
*Work schedule rule: [NO010001 Standard 1
Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event ~

* Additional time ID:

Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00
Weekly workdays: 0.00

Record created Save Cancel
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Create Planned Backend User

Working Time Department HR Administrator and HR Administrator (JPA)

= <d g x
< =AM Create Planned Working Time
~ Q G [a] Ef.t Work schedule More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *To: 31.12.9999

Work schedule rule

-
*Work schedule rule: LNGOlOOOl dard 1
Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event ~

* Additional time ID:

Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00
Weekly workdays: 0.00

Record created Save Cancel

1. Under Work schedule rule section, click on JL:' icon for Work schedule rule.

= Restrict Value Range (1) 88 Entries found X <d g x
Restrictions 1g Time
- ~
buping” 2 Exit
Calendar ID: BN
buping: 99
Qjajs g\~
WS rule Work schedule rule text PWS Start Date End Dat
Standard 1 NOO1 01.01. .12.9999 :
N0020001 Standard 2 NO_OZ 01.01.1900 31.12.9999
N0O030001 Siandard 3 NOO3 01.01.1900 31.12.9999
NO040001 Standard 4 NOO4 01.01.1900 31.12.9999
N0O050001 Siandard 5 NOO05 01.01.1900 31.12.9999
NOOB0001 Standard 6 NOO6 01.01.1900 31.12.9999
NOO70001 Siandard 7 NOO7 01.01.1900 31.12.9999 ~
NOO80001 Standard 8 NOO08 01.01.1900 31.12.9999
NO090001 Siandard 9 NO09 01.01.1900 31.12.9999
OFF OFF OFF 01.01.1900 31.12.9999
50010001 Shift 1.1 5001 01.01.1900 31.12.9999
$0010002 Shift 1.2 5001 01.01.1900 31.12.9999
30010003 Shift 1.3 S001 01.01.1900 31.12.9999
50010004 Shift 1.4 S001 01.01.1900 31.12.9999
30010005 Shift 1.5 S001 01.01.1900 31.12.9999
50010006 Shift 1.6 S001 01.01.1900 31.12.9999
$0010007 Shift1.7 5001 01.01.1900 31.12.9999
50010008 Shift 1.8 S001 01.01.1900 31.12.9999
$0010009 Shit1.9 5001 01.01.1900 31.12.9999

4

50020001 Shift 2.1 5002 01.01.1900 31.12.9999 :
Save Cancel
88 Entries found

2. Select Work schedule rule, N0010001 Standard 1.
3. Clickon + | icon.
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Unpen ™

s si
> 7,
S1A oV

= <d 8 x
< =AM Create Planned Working Time
~ { G [a] E?: Work schedule More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *To: 31.12.9999

Work schedule rule

*Work schedule rule: [NO010001 Standard 1

Time Mgmt status: ||l - With Attendance / Clock In - Out / Time Event

* Additional time ID.__0 - No Attendance / Clock In - Out / Time Event

1 - With Attendance / Clock In - Out / Time Event

Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00

Weekly workdays: 0.00

4. Under Work schedule rule, section click on | for Time Management status.

5. Select Time Mgmt status, 1 — With Attendance / Clock In — Out / Time Event.

= <d 8 x
< =AM Create Planned Working Time
~ [« ﬁ Work schedule More Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *To: 31.12.9999

Work schedule rule

*Work schedule rule: [NO010001 Standard 1

Time Mgmt status: Lith ce / Clock In - Qut / Time Event ~

* Additional time ID: L

Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00
Weekly workdays: 0.00

6. Under Work schedule rule section, click on JI'_:I icon for Additional time ID.

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 s
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< aAF Create Planned Working Time

v & (5 [ B Workschedule  More v e

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: 1 Permanent Additional time ID (1) 2 Entries found _ X
EE subgroup: 03 | Division I strictions
~

*Start: 01.01.2021

M 1SN ER

Work schedule rule Al Text

*Work schedule rule:  NODlpldaadil Leave Request

| 02 No Leave Request

Time Mgmt status: |1 - ~
* Additional time ID:
L. 2 Entries found p
Working time
Daily working hours: 0.00
Weekly working hours: 0.00
Monthly working hrs: 0.00
Annual working hours: 0.00
Weekly workdays: 0.00

7. Select Additional Time ID, 01 With Leave Request.

8. Clickon v icon.
< d

(u]]
x

< aAF Create Planned Working Time

v & 3 @ B Workschedule  More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EEgroup: 1 Permanent Pers.area: |SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

[ 2
‘Start:LDl.Ol.ZOZl JLj *To: 31.12.9999

Work schedule rule
*Work schedule rule: [NO010001 Standard 1
Time Mgmt status: | 1 - With Attendance / Clock In - Out / Time Event ~

* Additional time ID: |01 | With Leave Request

Working time
Daily working hours: 7.50
Weekly working hours: 37.50
Monthly working hrs: 162.00
Annual working hours: 1950.00
Weekly workdays: 5.00

Save Cancel

Save your entries

9. Press Enter button on the keyboard and click

Outcome: Record is created.
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The Create Date Specifications page will be displayed.

<& _ 3 x

< nz i 'J Create Date Specifications

v & B E Morewv

Exit

MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *to: 31.12.9999
Date Specifications
Date type Date

Date type Date

L 1=

Save Cancel

Record created View de
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Create Date Backend User
Specifications Department HR Administrator and HR Administrator (JPA)
= <d - F x
< nzl 'J Create Date Specifications
v &8 B B Moewv Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

*Start: 01.01.2021 *to: 31.12.9999

Date Date type Date

Record created View details

Save Cancel

1. Under Date Specifications section, click on JL:' icon for Date type.

Create Date Specifications

Exit
AMIR WAFT HAJI ARIFFIN
Z1 Join Date
rime Minister's Office
etirement Date

Z3 End of Contract
Z4 End of Probation
Z5 Bond End Date

Da

e Date

.
5 Entries found 4

2. Select Date Specifications, Z1 Join Date.

3. Clickon + | icon.
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y

- F x
< »z‘ '? Create Date Specifications

v & 3 B Moev

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1| Permanent Pers.area: SA Prime Minister's Office
EE subgroup: |03 | Division Il
*Start: | 01.01.2021 *to:r 131.12.9999
Date Specifications
Date type Date type Date
z1

4. Under Date Specifications section, enter the date for Z1 Join Date.

-8 x
< »E‘ '? Create Date Specifications
v| [ More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1| Permanent Pers.area: SA | Prime Minister's Office
EE subgroup: 03 | Division Ill
*Start: 01.01.2021 *to: 31.12.9999

Date Specifications

Date type Date Date

z1 01.01.2021

5. Under Date Specifications section, click on Jl'_:I icon for Date type.
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Y, S
Unpen ™

_ x <o _ 8 X
3 sApg
v &4 G B Morev Exit
DT Date type -
Personnel No: 311 Name: M0 LE
Z1 Join Date

EE group: 1 Permanent Pers.area: |SA|

Retirement Datg
EE subgroup: 03 | Division Ill

*Start: |01.01.2021 *to: 31.12.9999

Date Specifications

Date type Date

z1 01.01.2021

_
5 Entries found

4

6. Select Date Specifications, Z4 End of Probation.

7. Clickon Y licon.

Create Date Specifications

v & 3 @ Morev Exit
Personnel No: 311 MName: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1| Permanent Pers.area: SA | Prime Minister's Office
EE subgroup: 03 | Division Il]
*Start: 01.01.2021 *to: 31.12.9999

Date Specifications

Date type Date Date type Date
—

71 01.01.2021 |24 1@
[l

8. Under Date Specifications section, enter the date for Z4 End of Probation.
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Create Date Specifications

< Fvr
Exit

v & 3 @ More v

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Pers.area: SA Prime Minister's Office

EE group: 1 Permanent

EE subgroup: 03 | Division IIl

[ 2
‘Start:L’Jl.Ol.ZOZl JLj *to: 31.12.9999

Date Specifications
Date type Date Date type Date
1 Join Date: |01.01.2021 z4 End of Probation: |31.12.2023

Save Cancel

Save your entries

9. Press Enter button on the keyboard and click

Outcome: Record is created.

(u]]
x

The Create Monitoring of Task page will be displayed.
< d |

Create Monitoring of Tasks

< Fvr
Exit

v & 3 @ More v

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Personnel No: 311
Pers.area: |SA Prime Minister's Office

EE group: 1 Permanent

EE subgroup: 03 | Division IIl

Task

* Task Type: “

* Date of Task:

Reminder

Reminder Date:

Comments

Save Cancel

Record created

49
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Create Monitoring of ~ Back End User

Task Department HR Administrator and HR Administrator (JPA)

< nz i 'J Create Monitoring of Tasks

v & 3 & Morev

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

Task

* Task Type: “ I \/l

* Date of Task:

Reminder

Reminder Date:

Comments

Save Cancel

Record created Vie

1. Under Task section, click on _ " for Task Type.

al]
x

<& —

< nz i 'J Create Monitoring of Tasks

g 3 E  Morewv

Exit

~

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

Task

i

* Date of Task: Anniversary Date

Contract Expiry Date

End of Probation

In-Service Training

Reminder

Reminder Date:

Month to Month

Comments Retirement

Save Cancel

Record created View

2. Select Task Type, End of Probation.
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<& - F x

< »-E : " Create Monitoring of Tasks

v & 3 @ More v

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

Task
* Task Type: | End of Probd 3 v

Reminder

Reminder Date:

Comments

Save Cancel

Record created View detalls

3. Under Task section, enter the Date of Task selected.

< nz i 'J Create Monitoring of Tasks

~| [ More v

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

Task
* Task Type: | End of Probation v
* Date of Task: 31.12.2023
Reminder
Reminder Date: |30.11.2023
Comments

Save Cancel

Save your entries

4. Press Enter on the keyboard and click @

Outcome: Record is created.

Note:
» Reminder Date of task will be auto filled based on Task Type and Date of Task.
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The Create Communications page will be displayed.

= <d 8 x
< »-E‘ " Create Communication

v & G B Moev Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

[ 2
‘Start:L’Jl.Ol.ZOZl JLj *to: 31.12.9999

Communication

Type: 0001 ESS/MSS ID

* System ID:

Record created Vi ails Save Cancel
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Create Backend User

Communications Department HR Administrator and HR Administrator (JPA)

< nzl 'J Create Communication

v A G B Meev Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI

r 5
‘Start:LDl.ﬂl.Zl]Zl Jr_j “to; 31.12.9999

Communication
Type: 0001 ESS/MSS ID
* System ID:I

Save Cancel

Record created Vi

1. Under Communications section, enter System ID for ESS/MSS ID.

Note:
« ESS/MSS ID is the personnel’s IC number.

<& —

al]
x

< nzl 'J Create Communication

v & 3 & Morev

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *to: 31.12.9999

Communication

Type: 0001 ESS/MSS ID

* System ID: |01100311]

Save Cancel

Record created Vi
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= Create Communication < &

_ & X
< »-E‘ " Create Communication
v & 3 @ More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *to: 31.12.9999

Communication

Type: 0001 ESS/MSS ID

*System ID: |01100311

User 01100311 does not exist in this period

Save Cancel

2. Press Enter button on the keyboard and click m

Outcome: Record is created.

Note:

* User 01XXXXXX does not exist in this period means that user can proceed to

create ESS/MSS ID as the IC number is currently unused.

The Create Communications — Office Email page will be displayed.

4
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< »-E‘ " Create Communication

v & 5 E Morew

Exit

Personnel No: 311 Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
EE group: 1 Permanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *to: 31.12.9999

Communication

Type: 0010 |  Office Email

*System ID: I

Save Cancel

Record create:

3. Under Communications section, enter System ID for Office Email.

Note:

+ Office Email can only be in “.gov.bn” or “.edu.bn”

= <d 8 x
< »-E‘ " Create Communication
v & 3 @ More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *to: 31.12.9999

Communication

Type: 0010 |  Office Email

*System |D: |AMIR.ARIFFIN@PMO. GOV, BN|

Save Cancel

Record created \
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<o _ g X
< »-E‘ " Create Communication
v & 5 E Morew Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division Ill

*Start: 01.01.2021 *to: 31.12.9999

Communication
Type: 0010 Office Email
*System |D: | AMIR . ARIFFINGPMO . GOV, BN

Save your entries

4. Press Enter button on the keyboard and click m

Outcome: Record is created.

The Create Communications — Mobile Number page will be displayed.
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<& - F x

Create Communication
Exit

v & 3 @ More v

Name: MOHAMAD AMIR WAFI HAJI ARIFFIN

Personnel No: 311
Pers.area: |SA Prime Minister's Office

EE group: 1 Permanent

EE subgroup: 03 | Division IIl

[ 2
‘Start:LDl.Ol.ZOZl JLj *to: 31.12.9999

Communication

Type: 0023 Mobile Number

* System ID:I

Save Cancel

Record created

5. Under Communications section, enter System ID for Mobile Number.

al]
x

<& —

Create Communication
Exit

v & 3 & Morev

MName: MOHAMAD AMIR WAFI HAJI ARIFFIN

Personnel No: 311
EE group: |1 Permanent Pers.area: |SA Prime Minister's Office
EE subgroup: |03 | Division IlI
*Start: 01.01.2021 *to: 31.12.9999
Communication
Type: 0023 Mobile Number

* System ID: 8000311

Save Cancel

Record created
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Unpen ™
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= Create Communication < d | _ 3 x
< =AM Create Communication
v & 3 @ More v Exit
Personnel No: 311 Name: MOHAMAD AMIR WAFT HAJI ARIFFIN
EE group: 1 Parmanent Pers.area: [SA | Prime Minister's Office

EE subgroup: 03 | Division IIl

*Start: 01.01.2021 *to: 31.12.9999

Communication
Type: 0023 Mobile Number

* System ID: 8000311

Cancel

Save your entries

6. Press Enter button on the keyboard and click m

Outcome: Record is created.

The Personnel Actions (PA40) page will be displayed.

= <o _ g X
S| v (e SAP Personnel Actions
v (5 More v Exit
¥ A
Find by
o 7
~ &1 Person Personnel no.: ELJ
"
@ Collective Search Help
Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
Q Search Term
Q Free search EE group: |1 Permanent Pers.area: SA | Prime Minister's Office
EE subgroup: |03 | Division Il
*From: |01.01.2021
Personnel Actions &
Action Type Personnel ... EE group EE subgroup
Historical Data Hiring z
Data Migration
® Lantikan
Kenaikan Pangkat
Pemindahan
Penempatan
Dipinjamkan ke Swasta
Penambahan Bukan Kakitangan -
<> <3

Record created )
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Backend User
Department HR Administrator and HR Administrator (JPA)

View Action Overview

<d 8 x
SAP Easy Access
H = & S Ohermenu W B Createrole  More v Q o & Exit

[ Favorites o
~ 3 SAP Menu

> [ Connector for Multi-Bank C

» [0 Office

> [0 Cross-Application Components

> [3 Logistics

> [3 Accounting

~ 2 Human Resources

#3 PPMDT - Manager's Desktop

“ 17 Persannel Management

“ 3 Administration
~ 13 HR Master Data
# PA40 - Personnel Actions
e .
3 PA20 - Display
&% PA10 - Personnel File
#4 PA70 - Fast Entry
3 PA42 - Fast entry: Actions
> [0 Info System
> [0 Tools
» [0 Settings
> [ Recruitment

1. Navigate to Maintain HR Master Data page by entering transaction code, PA30

in the Search Bar and press Enter button on the keyboard.

The Maintain HR Master Data (PA30) page will be displayed.

<& —

al]
x

< nzl 'J Maintain HR Master Data

v #Z 8 @ B W B Moew Exit

Personnel no.: | =

Find by

~ 22 Person
Q Collective Search Help
Q, Search Term

Q, Free search

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla.. > o

Infotype Text 5. Period
Actions. z ®) Period
QOrganizational assignment From: To:
Personal data
Addresses Today Currweek
Planned Working Time All Current month
Basic Pay From curr.date Last week
Bank Details

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose

Family Member/Dependents

Education -

SSM_UG_PA_Back End (SAP GUI)_Lantikan (Hiring)_v2.0 >
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Sumpen ™

Note:
* Click on SAP Menu > Human Resources > Personnel Management >
Administration > HR Master Data > PA30 — Maintain

» User may search for the personnel using their IC number via the Lookup icon.
= <d

< nzl 'J Maintain HR Master Data

v 1 # 6 @ [ W E Morev Exit

al]
x

¥ [a
¥ A
Personnel no.: | I |r_j

Find by

~ 22 Person
Q Collective Search Help
Q, Search Term

Q, Free search

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla.. > o

Infotype Text 5. Period
Actions. z Period
Organizational assignment From: 01.01.1800 To: 31.12.9999
Personal data
Addresses oda 2 Currweek
Planned Working Time °) All Current month
Basic Pay From curr.date Last week
Bank Details

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 5] Choose

Family Member/Dependents
Education °

2. Under Period section, click on '* and select “!
All data within this timeframe (From 01.01.1800 to 31.12.9999) will be available.

T
3. Click on =] icon for Personnel No.
= <& 8 x

< hi: 'J _
= Personnel Number (1) x

v 1 Z 6 @ [ W [ Moj¢ C:Personnel D Number I:IC number  K: Organizational ent Free search D oo | Exit

vlla T v
v R Parsonnel no.: Identity Number: 01100311

IC Type:

Find by

~ & Person Start Date:
Q Collective Search Help
Q, Search Term

Q, Free search Personnel number:

End Date:

Basic personal dat

Infotype Text
Actions.
QOrganizational assig
Personal data
Addresses

Planned Working Tii
Basic Pay 5
Bank Details

Recurring Payments of Start Search % Multiple Selection  [%] Close
Additional Paymentsioeaucuons
Monitoring of Tasks 5] Choose

Family Member/Dependents

Education -
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Ia

s si
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(%

o &

Find by

~ 22 Person
Q Collective Search Help
Q, Search Term

Q, Free search

Enter the personnel IC Number.

: Personnel ID Number

Personnel Number (1)
I: IC number

~

K: Organizational assignment

1 Entry found

Free search

Personnel no.:

O\C(ﬁ

ID Numb . IC Start Date End Date PersNo

F| vl

01100311 01 01.01.2021 31.12.9999 00000311
S—

Basic personal datg

Infotype Text
Actions.
QOrganizational assig|
Personal data
Addresses
Planned Working Ti
Basic Pay
Bank Details
Recurring Payments
Additional Payment
Monitoring of Tasks.
Family Member/De|

Education

xit

_ 1 Entry found

6. Select the searched personnel.

7. Clickon ¥

icon.

Find by

~ 22 Person
@ Collective Search Help
Q Search Term

C, Free search

Basic personal data

Maintain HR Master Data

T =

More

Personnel no.: [00000311

Contract Data

Infotype Text

Actions.

Organizational assignment
Personal data

Addresses

Planned Working Time

Basic Pay

Bank Details

Recurring Payments/Deductions
Additional Payments/Deductions
Monitoring of Tasks

Family Member/Dependents

Education

Gross/net payroll Net payroll

Period
~ Period
From: 01.01.1800
Today
=) All
From curr.date
To Current Date
Current Period

E Choose

Addt'l payroll data Pla.. 7 o

To: 31.12.9999
Currweek
Current month
Last week
Last month

Current Year

Exit

8. Press Enter button on the keyboard.
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= <& 8 x
S|~ [ SAP Maintain HR Master Data
v~ 0 72 & d 0 W B Moev Exit
VA Personnel no.: |311 fi=] e
Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
~ & Person EE group: |1 | Permanent Pers.area: SA Prime Minister's Office

Q, Collective Search Help
Q, Search Term

Q, Free search

EE subgroup: |03 | Division 111

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla... > ..

Infotype Text S Benod

Actions. V|2 Period
Bl R R N From: 01.01.1800 To: 31.12.9999
Personal data v
Addresses v Today Currweek
Planned Working Time v = Al Current manth
Basic Pay From curr.date Last week
Bank Details

To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 1Z] Choose
Family Member/Dependents
Education :

Note:

* The personnel information will be displayed.

<a

(u]]
x

= 'S SAP 10 Maintain HR Master Data

More Exit

Personnel no.: | 311

~ 2 & A &

=}

«
»

Find by Name: MOHAMAD AMIR WAFI HAJI ARIFFIN
~ & Person
@ Collective Search Help
Q Search Term

C, Free search

EE group: |1 Permanent Pers.area: SA | Prime Minister's Office

EE subgroup: |03 | Division Ill

Basic personal data Contract Data Gross/net payroll Net payroll Addt'l payroll data Pla... >

5 Period
R -
v ~ Period
J
v
= = From: 01.01.1800 To: 31.12.9999
Personal data v
Addresses v Today Currweek
Planned Working Time v * Al Current manth
Basic Pay From curr.date Last week
Bank Details
To Current Date Last month
Recurring Payments/Deductions
Additional Payments/Deductions ST A= ST
Monitoring of Tasks ] Choose
Family Member/Dependents
Education :

9. Under Basic personal data section, click on =« and select |actions
10. Click on  [&] icon.
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MBE

The List Actions page will be displayed.

< nz i 'J List Actions

v Z @ W Morev

Pers.No.: 311

Find by Name: MOHAMAD AMIR WAFI HAJT ARIFFIN
~ & Person EE group: 1| Permanent Pers.area: SA Prime Minister's Office
Q Collective Search Help

as T EE subgroup: |03 | Division Ill
| Search Term

Q Free search Choose: 01.01.1800 to: 31.12.9999
Start Date Action Type Reason for action
01.01.2021 Lantikan Lantikan beserta percubaan

—
Entr'y:ljl of: 1
[

<

Exit

a

<>

<3 v

User can view the personnel actions in this page.
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