
SISTEM SUMBER MANUSIA

User Guide

For Back End User (SAP GUI)

JPA CSLP Administrator

Succession Planning: Individual 

Development Plan (IDP)

VERSION: 1.0



SSM_UG_SP IDP_Back End (SAP GUI)_JPA CSLP Administator_v1.0

INTRODUCTION

This user guide acts as a reference for participants that has joined the Train the

Trainer (TTT) program on how they can use the features for Succession Planning Individual

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

1. Maintain the CSLP Catalogue

2. Maintain CSLP Flagship Program

3. Assign Person to CSLP

4. Maintain CSLP progress

5. Generate Development Plan Status

6. Generate Development Plan Activity Status

7. Generate Search for Object Report

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

guide materials, please contact the SSM Help Desk.

FURTHER ASSISTANCE

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

please contact SSM Help Desk at +673 238 2227 or e-mail

at ssm.helpdesk@dynamiktechnologies.com.bn.
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Mentoring Sessions

Appraisal

CEP Assessment

Assign Person to CSLP 

Impart Qualification Achieved
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Generate Search For Object Report

Generate Development Plan Activity Status

Generate Development Plan Status

Multi-Source Assessment

360 Assessment



Icon Name Purpose

Overview
For an overall view of the selected infotype or

action type.

Create To input new information into the system.

Change To edit the selected information.

Copy To copy the selected information.

Delete To delete the selected information.

Delimit To limit the period of selected information.

Display/View To view a specific information.

Execute To execute task.

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.

The table below shows the icons that are frequently used in the SAPGUI (Back-End)
system:

SAP ICONS
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CREATE NEW 

DEVELOPMENT PLAN 

GROUP

Backend User

JPA CSLP Administrator

1. Enter OOEC in the search bar.

1

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

Note: Change Development Plan Catalog page will be displayed.
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2. Click on the dropdown icon.

3. Click on CSLP folder.

4. Click on create icon.

2

Note: A pop up window will be displayed.

5. Select Development Plan Group

6. Click on the green tick (enter) button. 

4

5

6

3
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Note: Create Development Plan Group page will be displayed.

7. Fill in the name of the new Development Plan Group.

8. Click on Save button.

9. Click on the tick (enter) button.

8 9

7

Outcome: A New Development Plan Group is created.
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CREATE NEW 

DEVELOPMENT PLAN

Backend User

JPA CSLP Administrator

1. Enter OOEC in the search bar.

1

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

Note: Change Development Plan Catalog page will be displayed.
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Note: A Create window will be displayed.

6. Select Development Plan.

7. Click on the green tick (tick/enter) button. 

5

6

7

3

2. Click on the dropdown icon.

3. Navigate to CSLP folder.

4. Select the New Development Plan Group folder.

5. Click on create icon.

2

4



SSM_UG_SP IDP_Back End (SAP GUI)_JPA CSLP Administator_v1.0

Sistem Sumber Manusia - Succession Planning IDP

14

9 10

8

Outcome: The New Development Plan is created.

Note: Create Development Plan window will be displayed.

8. Fill in the name of the New Development Plan.

9. Click on Save button.

10. Click on the tick (enter) icon.
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MAINTAIN CSLP ITEMS
Backend User

JPA CSLP Administrator

1. Enter OOEC in the search bar.

1

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

Scenario: Adding an activity e.g. Appraisal Template (360 Appraisal) to a development plan.

Note: Change Development Plan Catalog page will be displayed.
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2. Navigate to the selected Development Plan and double click on it.

Note: Change Development Plan window will be displayed.

3. Click on the change item button.

3

2

Note: Edit Development Plan Items page will be displayed.
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4. Click on insert item icon.

4

5. Click on look up button.

Note: Object type (1) window will be displayed.

6. Select VA Appraisal Template.

7. Click on copy / green tick button.

5

6

7

Note: VA will be displayed on the Object type column.
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8. Click on look up button.

Note: Appraisal Template (1) Search window will be displayed.

9. Click on Start Search button.

8

10. Navigate to Multi-Source Feedback Form.

11. Click on the copy / green tick button.

11

10

9
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Outcome: Data has been saved.

12

Note: The Multi-Source Feedback Form will appear under the object name column.

12. Fill in the duration it will take to complete the Appraisal. E.g., 14 days.

13. Click on Save icon.

13
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CREATE CSLP ACTIVITY
Backend User

JPA CSLP Administrator

1. Enter PP01 in the search bar.

1

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

Note: To create the activities that an employee need to fulfill in order to complete the 

development plan.

Note: The Maintain Object page will be displayed.
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2. Click on the dropdown icon and choose IDP Activity. 

2

3
4

3. Click the radio button on Object. 

4. Fill in the dates when the activity is created.

5. Click on create icon. 

5
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Note: Create Object page will be displayed.

6. Fill in the Object Abbreviation.

7. Fill in the Object Name.

8. Click on Save button.

6

7

8
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Outcome: New activity is successfully created.
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MAINTAIN PRE-

REQUISITE CRITERIA

Backend User

JPA CSLP Administrator

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

Note: To set a pre-requisite criteria for the development plan where the employee is 

supposed to meet before joining the development plan.

1. Enter PP01 in the search bar.

1

Note: Maintain Object page will be displayed.
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2

2. Click on the dropdown icon and choose Development Plan.

3. Click on Search term icon.

4. Click the radio button on Relationships.

5. Fill in the dates when the activity is created.

6. Click on create icon. 

3

4

5

6
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Note: Create Relationship page will be displayed.

7. Click on Search icon.

7
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Note: Relationship window will be displayed

8. Click on A|029 Has prerequisite.

8

9. Click on dropdown icon.

10. Choose Type of related object. For Example; Qualification.

9

10
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11. Click on Search icon.

11

Note: Choose Qualification window will be displayed.

12. Click on the dropdown icon.

12
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13. Click on Qualification. For Example; YEP.

14. Click on green tick icon.

13

14

15. Click on Save button.

15
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Note: Create Relationship Page will be displayed.

16. Click on the dropdown icon.

17. Choose Proficiency. For Example: Lulus.

18. Click on Save button.

16

17

18

Outcome: New pre-requisite is successfully created.
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Log into SAP GUI (Back End) and proceed with the following steps.

Note: This is to set the qualifications that the employee will achieve once they completed the 

development plan.

1. Enter OOEC in the search bar.

1

IMPART QUALIFICATION 

ACHIEVED

Backend User

JPA CSLP Administrator

Note: Change Development Plan Catalog page will be displayed.
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2. Click on the dropdown icon.

3. Double click on CSLP ES 2.1.

2

3

Note: Change Development Plan Catalog window will be displayed.

4. Click on Qualifications tab.

4
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5

5. Click on Insert Qualification icon. 

Note: Choose Development Plan window will be displayed.

6. Click on the dropdown icon to display more qualification options.

6



SSM_UG_SP IDP_Back End (SAP GUI)_JPA CSLP Administator_v1.0

Sistem Sumber Manusia - Succession Planning IDP

34

8

7. Click on the checkbox icon to select qualification.

8. Click on the tick icon.

Note: Change Development Plan window will be displayed.

7
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9. Click on the icon to choose proficiency. 

10. Double click on the proficiency Average. 

11. Or click on proficiency Average and click the tick icon.  

9

10

11
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Note: Proficiency will be shown in the Change Development Plan.

12. Click on Save button 

13. Click on the tick icon. 

13

12

Outcome: New Imparted Qualifications are saved successfully.
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

ASSIGN PERSON TO 

CSLP 

Backend User

JPA CSLP Administrator

Note: User Change Profile page will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4

4. Double click on the selected person.
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5. Navigate to Individual Development Plan tab.

6. Click on Choose development plan button.

Note: Person: Change Profile page will be displayed.

5

6
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7. Click on the dropdown icon to displayed more qualification options.

Note: Choose Qualification window will be displayed. 

7
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Note: Individual Development Plan page will be displayed. 

8. Double click on CSLP ES 2.2 

9. Or click CSLP ES 2.2 and click the tick icon. 

8

9
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10. Click on the dropdown icon to choose the status of the activity. For example: Nominated. 

11. Click on Save button. 

10

11

Outcome: Successfully Assigned Person to CSLP Program.
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

MENTORING SESSION 
Backend User

JPA CSLP Administrator

Note: User Change Profile page will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4. Double click on the selected person.

4
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5

6

5. In Individual Development Plan tab.

6. Navigate to Choose development plan and click on it

Note: Person: Change Profile page will be displayed.
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7. Click on the dropdown icon to display more qualification options.

Note: Choose Qualification window will be displayed.

7
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Note: Individual Development Plan page will be displayed

10. Click on the dropdown icon to choose the status of the activity. For example: Nominated.

8. Double click on CSLP 2.2

9. Or click CSLP 2.2 and click the tick icon.

8

9

10
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Note: The selected activity will be shown on the right screen.

11

11. Click on the activity for the individual. For example: 1st Monitoring CSLP. 
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13. Click on Save button.

Outcome: Successfully assigned an individual for Mentoring.

12

12. Click the dropdown icon to choose the current state. For example: Nominated.

Note: The State of Development will be automatically changed to Nominated.

13
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

APPRAISAL 
Backend User

JPA CSLP Administrator

Note: User Change Profile window will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4

4. Double click on the selected person
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5

6

5. In Individual Development Plan tab. 

6. Navigate to Choose development plan and click on it.  

Note: Person: Change Profile page will be displayed.
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7

7. Click on the dropdown icon to display more qualification options

Note: Choose Qualification window will be displayed.
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10. Click on the dropdown icon to choose the status of the activity. For example: Nominated.

8. Double click on CSLP ES 2.3

9. Or click CSLP ES 2.3 and click the tick icon.

8

9

10
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12. Click on the dropdown icon to choose the status of the activity. For example: Start 

Appraisal.

13. Click on Save button.

11. Click on the activity for the individual. For example: CEP Kumpulan 1, 2 & 3.

11

12

13
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Note: Pop-up window will be displayed.

14. Click on Yes button.

Note: New CEP Kumpulan 1, 2 & 3 page will be displayed.

14
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15. Click on the Search term icon to choose Appraiser.

16. Enter names on Last Name and First Name and click on the Start Search button.

15

16
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Note: List of names will be displayed.

17. Double click on the selected individual on the names listed. 

17
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Note: Appraiser's name will be displayed on New CEP Kumpulan 1, 2 & 3 page.

18. Click on Save button. 

Outcome: The Data is successfully saved.

18
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

CEP ASSESSMENT  
Backend User

JPA CSLP Administrator

Note: User Change Profile page will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4

4. Double click on the selected person. 
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5

6

5. In Individual Development Plan tab. 

6. Navigate to Choose development plan and click on it. 

Note: Person: Change Profile page will be displayed.
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7

7. Click on the dropdown icon to display more qualification options.

Note: Choose Qualification window will be displayed.
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10. Click on the dropdown icon to choose the status of the activity. For example: Nominated. 

8. Double click on CSLP ES 2.1 

9. Or click CSLP ES 2.1 and click on tick icon. 

8

9

10
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12. Click on the dropdown icon to choose the status of the activity. For example: 

Recommended.

13. Click on Save button.

Note: Successfully assigned an individual for CEP Assessment.

11. Click on the activity for the individual. For example: CEP B3

11

12

13
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Note: Maintain HR Master Data page will be displayed.

14. Enter PA30 in the search bar. 

14
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16. Enter names on Last Name and First Name.

17. Click on Start Search button.

15. Click on Search icon to search for Personnel no. 

15

16

17



SSM_UG_SP IDP_Back End (SAP GUI)_JPA CSLP Administator_v1.0

Sistem Sumber Manusia - Succession Planning IDP

68

Note: Personnel no. will be shown in the Maintain HR Master Data page. 

Note: List of names will be displayed.

18. Double click on the selected individual on the names listed  

18
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Note: Create CSLP Flagship Program will be displayed.

19. Navigate to Infotype Text and click on CSLP Program radio button.

20. Click on create icon.

20

19
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21. Fill in the details on CSLP Flagship Program.

22. Click on Save button. 

Outcome: Details of the CSLP Flagship Program is successfully recorded.

21

22
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

360 ASSESSMENT  
Backend User

JPA CSLP Administrator

Note: User Change Profile window will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4

4. Double click on the selected person. 
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5

6

5. In Individual Development Plan tab. 

6. Navigate to Choose development plan and click on it.  

Note: Person: Change Profile page will be displayed.
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7

7. Click on the dropdown icon to display more qualification options. 

Note: Choose Qualification window will be displayed.
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10. Click on the dropdown icon to choose the status of the activity. For example: Nominated.

8. Double click on CSLP ES 2.1

9. Or click CSLP ES 2.1 and click the tick icon.

8

9

10
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12. Click dropdown icon to choose the current state. For example: Recommended.

13. Click on Save button. 

Outcome: Successfully assigned an individual for 360 Assessment. 

11. Click on the activity for the individual. For example: 360 ES 2.1 Div I & II.

11

12

13
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Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter PPPM in the search bar.

1

MULTI-SOURCE 

ASSESSMENT 

Backend User

JPA CSLP Administrator

Note: User Change Profile window will be displayed.
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2. Navigate to Find by and click dropdown on person.

3. Click on Structure Search.

2

3

4

4. Double click on the selected person.
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5

6

5. In Individual Development Plan tab. 

6. Navigate to Choose development plan and click on it.

Note: Person: Change Profile page will be displayed.
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7

7. Click on the dropdown icon to display more qualification options.

Note: Choose Qualification window will be displayed.
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10. Click on the dropdown icon to choose the status of the activity. For example: Nominated. 

8. Double click on CSLP ES 2.1 

9. Or click CSLP ES 2.1 and click the tick icon. 

8

9

10
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12. Click dropdown icon to choose the current state. For example: Recommended.

13. Click on Save button. 

Outcome: Successfully assigned an individual for Multi-Source Assessment.

11. Click on the activity for the individual. For example: 360 ES 2.1 Div I & II.

11

12

13
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Log into SAP GUI (Back End) and proceed with the following steps.

Note: This report will show the employees progress/status in a specific development plan.

1. Enter PPDPSPFP in the search bar.

1

GENERATE 

DEVELOPMENT PLAN 

STATUS 

Backend User

JPA CSLP Administrator

Note: Choose Development Plan window will be displayed.
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2. Click on the dropdown icon. 

3. Select the desired program. For example: CSLP ES 2.1

4. Click on tick icon.

2

3

4
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Outcome: Find Objects Development window will be displayed.
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Log into SAP GUI (Back End) and proceed with the following steps.

Note: This report will show the employees progress/status in a specific development plan 

activity.

1. Enter PPDPSPFS in the search bar.

1

GENERATE 

DEVELOPMENT PLAN 

ACTIVITY STATUS 

Backend User

JPA CSLP Administrator

Note: Find Object for Development Plan Item page will be displayed.
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2. Change Development Plan Item to Appraisal Template.

3. Click Search Term icon to search.

Note: Appraisal Template window will be displayed.

2 3
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4. Type CEP on Search Term.

5. Click Start Search button.

4

5

Note: Appraisal Template window will be displayed.
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6. Double click on the selected item. For example: CEP B3.

6

7. Click on execute icon. 

7
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Outcome: Successfully show which stage the person is for a specific Appraisal template.
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Log into SAP GUI (Back End) and proceed with the following steps.

Note: To search for employees with a set of qualifications/variant.

1. Enter PPPE_SEARCH_FOR_Q in the search bar.

1

GENERATE SEARCH 

FOR OBJECT REPORT 

Backend User

JPA CSLP Administrator

Note: Find Object for Qualification page will be displayed.



SSM_UG_SP IDP_Back End (SAP GUI)_JPA CSLP Administator_v1.0

Sistem Sumber Manusia - Succession Planning IDP

92

2. Click on Get Variant icon. 

3. Click the radio button on Standard.

4. Click on dropdown icon to choose variant.

2

3

4
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5. Click on tick icon.  

5

6
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