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Sistem Sumber Manusia - Training and Event Management 'E"

INTRODUCTION

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

Trainer (TTT) program on how they can use the features for Training and Event Management.

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

e S A

©

10.
11.
12.
13.
14.

Create Business Event Group

Change Business Event Group

Create Business Event Type

Change Business Event Type

Create Business Event Date

Change Business Event Date

Create New Location

Change Existing Location Details

Create Infotype Employee Group/Subgroup for Training
View Training and Examination Catalogue

Approve Nominated Employee to Training and Exam
Update Employee Training Results

Generate Training and Examination Nomination Report.

Generate Training History Report.

Should you have any questions or require additional

guide materials, please contact the SSM Help Desk.

FURTHER ASSISTANCE

assistance with the user

Should you have any questions or require additional assistance with the user guide materials,
please  contact SSM Help Desk at +673

at ssm.helpdesk@dynamiktechnologies.com.bn.

238 2227 or e-mail
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Process Overview

Create Business Event Group (Training & Exam Organiser)

Enter the relevant >
details

Start Access DOEG (= Enmter StartDate  p=j Click Create button —je Click Sawe n

"
o

Change Business Event Group (Training & Exam Organiser)

Enter Business Event | Click Change burton [~ SMEr e r2ieEnt B Click Save =

Start Access DOEG H |
. Dizte and Start Date details

1
o

Create Business Event Type (Training & Exam Organiser)

Start Access OOET  {=je| EnterStartDate =P Click Create button (= :nterf"_;’ilzez'.'ant  a Click Save End

1
=

Change Business Event Type (Training & Exam Organiser)

Enter the relevant )

. Click Sawe d
details

"
E

Enter Business Event
e OOET Click Che -
Start Arcess 00E i Type and Start Date | Click Change buman

Create Business Event Date (Training & Exam Organiser)

Click Dtz Screen Enter the relevant -
. 1 Click Save n

Enter Businezs Event
ccess PY » —» - )
Start Access VL Type and Start Date button details

m
]

Change Business Event Date (Training & Exam Organiser)

Enter Business Event . Enter the relevant -
VET L Click Change button ) = Click Sawe End

Start Access PV11
B B and Start Date details

"
=

Create Location (Training & Exam Organiser)

Enter Location
Start Arrezz 00LE | FillinStart Date M Click Create burton (e Name and Address | Click Save End
Details

Change Existing Location (Training & Exam Organiser)

Enter Locstion

Start Access OOLE =i SE;ETHL;?:?E::C' [= Click Change button (= Hame and Address = Click Save End
Di=tailz
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SUmpER

Process Overview

View Training Catalogue (Dept. HRD Admin)

Click on the Arrow to

AEEE_SS »> view Training End
PsvV1
Catalogue
Display Course Code (Dept. HRD Admin)
) ) ) : Select With Key, With I
et [ SeneAmnieien L Gk L S | s riomatonans (ST La( e
e s s With Abbreviation
Approve Nominated Employee to Training (Training Organiser)
Click on
Access Select Select the ) : Select Click on
( Start ZHRTEMOO2 Business Event Type desired course NOE:II:;LIH 02:Approve Save button End }

Create Infotype Employee Group/Subgroup for Training (Training Organiser)

f A}

| start Aroezz Sglact - TSE :q :a Enter Object Szlzct Employze Select Al i Click on Create Lyl em ‘FFJ:::;L Click on Create ( £nd
|~ PROL Current Plan e o (1] Group/SubGroup = |  buton N R eE= S button
\ Event Type | | and Subgroup
= = .
Update Employee Training Results (Training Organiser)
" . . Type the infotype Click on the . - Fill in the relevant —

. Access Input Employee's P N » Select a training Click on e Click on

[ st PA30 Personnel Number ’.“0" =ng Overview record Edit button ~ ficlds a.rd ™ Save buton End
] click enter button select 01:Pass

Training Nomination Report (Training and Exam Organiser and Dept. HRD

Admin)

p. "y

s m
| C - insss siness - - Click on
| Srart A:cess Select Business Select Business Select Course ) Select Start Date select Action Execute Eng
| ZHRTEMOO3 Event Group Event Type and To b
L ) utton W
Training History Report (Training Organiser and Dept. HRD Admin)
f’ Access Select Training Select Business Select Select Business Enter Enter Enter Click on
| Start snmmenoos [ Tyoe & fvent Group || Business Event — Event Date From —&|  Personnel |—®{ Personnel | Personnel [—#i  Execute End
L vRe - e Type and To Area Subarea Number button
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SAP ICONS

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

system:
Icon Name Purpose
Overview For an overall view of the selected infotype or
action type.
ﬂ Create To input new information into the system.
f Change To edit the selected information.
Eﬂ Copy To copy the selected information.
@ Delete To delete the selected information.
':", Delimit To limit the period of selected information.
{5_6 Display/View To view a specific information.
@ Execute To execute task.

6

Previous Record
& Next Record

Next Record: Infotype does not require any
updates or changes. Acts as a skip button.

Previous Record: Acts as a return/back button that
brings user to the previous infotype page.
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CREATE BUSINESS Backend User

EVENT GROUP Training & Examination Organiser

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

N

Enter OOEG in the search bar.

EE: ’ SAP Easy Access

OOEG v B @ & & othermenu W kS N A & createrole  More

Il
:
m
T
D
)
|
oy
X

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

Outcome: Business event group: Initial Screen page will be displayed.

Business event group: Initial Screen

v ] Z 68 W @ Morewv 5 Exit

Business event group:

Start date: ©5.10.2022 to: 31.12.9999

Copy from

Business event group:

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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2. Determine the “Start Date” as validity period.

3. Click on the Create icon.

= Businesseventgroup Edit Goto Settings System Help

EE: ’ Business event group: Initial Screen

A /A 6 W @ Morewv & Exit
Business event group: 2
Start date: | 17.03.2022 0 to: 31.12.9999

Business event group:

Copy from

Outcome: Create Business event group : Data Screen page will be displayed.

4. Fill in the Abbreviation and Name of Business Event Group.

5. Go to Description tab and fill in the description.

= Business event group Edit Goto System Help o — |:-I X
EE ! ’ Create Business event group: Data Screen
v @ & More v Exit
Business event group: 50084229
Validity: 17.03.2022 to: 31.12.9999 Active
Object
'Abb'euiauun!name:h I
5
Relationships  Info Business Event Grp  Further information...
General description
%4

Save Cancel

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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6. Go to Relationship tab
7. At ‘Belongs to’ Relationship, choose the appropriate group directly for the new group to

be placed under.

= Create Business event group: Data Screer

Ei ‘ ? Create Business event group: Data Screen

v @& [ Morev Exit

Business event group: 50084229

Validity: 17.03.2022 to: 31.12.9999 Active
Object
*Abbreviation/name: T-2020 Leadership Training
Description Relationships Info Business Event Grp Further information...
Overview

Rel'ship Obj. Type 1D rel.object Abbr. P... Func..

Belongs to Business event group z

Incorporates Business event type il

Incorporates Curriculum Type ]

Save Cancel

8. At ‘Incorporates’ Relationship, select the business event group that does not belong to

any group.
9. Click on the Save button.

= Businesseventgroup Edit Goto System Help o — :-] X
Ei ‘ ? Create Business event group: Data Screen
Exit

v @& [  Morev

Business event group: 50084229

Validity: 17.03.2022 to: 31.12.9999 Active
Object
*Abbreviation/name: T-2020 Leadership Training
Description Relationships Info Business Event Grp Further information...
Overview
Rel'ship Obj. Type 1D rel.object feJl Abbr. P... Func..
Belongs to Business event group 50083962 MC z
Incorporates Business event type = dl
Incorporates Curriculum Type ]

Cancel
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CHANGE BUSINESS Backend User

EVENT GROUP Training & Examination Organiser

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

N

Enter OOEG in the search bar.

SAP Easy Access o _F X

E!: ’ SAP Easy Access
OOEG vl B @ & & Othermenu W R F N A & Createrole  More v Q a & Exit

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

Outcome: Business event group: Initial Screen page will be displayed.

£ E!: ’ Business event group: Initial Screen

v ] Z 6 W @@ Moewv & Exit

Business event group:

Start date: ©5.10.2022 to: 31.12.9999

Copy from

Business event group:

10
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o
X

2. Determine the “Start Date” as validity period.

Business event group: Initial Screen
= Exit

s
W @ Moe-v

I - - -

Business event group! 2
Start date§ 01.04.2023 to: 31.12.9999
Copy from

Business event group

[

3. Onthe Business Event Group field, click on the = look up button.

B
|

= Businesseventgroup Edit Goto Settings System Help
Business event group: Initial Screen
&  Exit

§sApg

T @ More

]

Business event group! :
to: 31.12.9999

Start date: 01.04.2023

Copy from

Business event group

o
X

11
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.:\v‘ "4‘:""\’?

* o
Sumpen ™

Choose Business Event Group page is displayed.

4. Select the Business Event Group that needed to be amended.

= Businesseventgroup Edit Goto Settings System Help
= Choose Business event group

< »!' " Busi —

v 1 £ & W @ Moewv
Name D

of business event groups

| Training and Examination Catalogue L 50083954
5 Training Catalogue L 50083957
L 50083964

Governance and Leadership Cluster vt Institut Perkhidmatan Awam

Business event group: 50083960
01.04.2023 SLRETD [ Governance and Leadership Cluster L 50083960
Start date: .04, to: .12, [ Mam&emem Cluster q L 50083962

I [+ Innov. & Info-Comm. Tech Cluster L 50083963
Copy from 1 IPA External Training Group L 50084239
[ Examination Catalogue L 50083958

Business event group

5. Click onthe # Change button.

Dsaed
~ ] & W & Morev

Innov. & Info-Comm. Tech Cluster

Business event group: Initial Screen

Business event group: 50083963

Start date: 01.04.2023 to: 31.12.9999

Copy from

Business event group

Code

MainCatalog
Training

IPA

GLC

MC

cTe
IPAEXT

Examination

B
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Tumpen ™

.:\v‘ "4‘:""\’?

&

Maintain Object page will be displayed.

Object Edit Goto Utilities Seftings System Help

* Plan version:

* Object type: | Business event group

Object ID: 50083963 Innov. & Info-Comm. Tech Cluster

Object abbr: ICTC

Active Planned Submitted Approved Rejected

Infotype Name S. @ Time period
Object v z ) Period
Relationships i *From: |01.01.1900
Description

i Today

Web Link
Info Business Event Grp All
Collaboration Room From curr.date

Note:

+ In the Infotype box, the v Green tick indicate that there is a record for the selected

Infotype.

To current date

=] Select

6. Select the Object Infotype.

7. Click on the 4 Change button.

= Object Edit Goto Utiliies Seftings System Help

a8 1 sapd

* Plan version: | Current plan

: Business event group

Object ID: 50083963 Innov. & Info-Comm. Tech Cluster

Object abbr.: IICTC

Active Planned Submitted Approved Rejected

Infotype Name s.. @ Time period
| - Object v z « Period

Relationships v
Description

Web Link

Info Business Event Grp

Collaboration Room

* From: 01.01.1900
Today
Al
From curr.date

To current date

=] Select.

Maintain object

to: 31.12.9999%
Current week
Current month
Last week

ast month

Current Year

Maintain object

to: 31.12.9999
Current week
Current month
Last week

Last month

Current Year

By

By

Exit

Exit

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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Change Object page will be displayed.

8. In Change Object page, under Object section, enter details in the related fields as per

example below:

Sub Section Field Mandatory (?) Example
Object abbr. v ICTC
Object Object name X Innov. & Info-Comm. Tech Cluster
Language Key x English

Note:

* Only white field box information can be amended, and grey field box information cannot

be amended.

9. Click @ button once complete amending.

10. If you would like to go to previous page, click on the < Back button.

By
|

o
X

= 10 Goto  View System Help
W Change Object
v @ M Exit
Business event group: |ICTC nnav. & Info-Comm, Tech Cluster

g Status: Active
Validity: 01.04.2022 to: 31.12.9999 63 Change Information

Object 01 L 50083963 1

* Object abbr.: [NICTC

Object name: | Innov. & Info-Comm. Tech Cluster

Language Key:  English

14

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0



Sistem Sumber Manusia - Training and Event Management 'E’

Maintain Object page will be displayed.

11. Select the Relationship Infotype.

12. Click on the ¢ Change button.

= Object Edit Goto Utilities Seftings System Help ¢ d 9 x
| v 4 »-z- " 12 Maintain object
v & 0 & @ O W B # Mrev Exit

* Plan version: | Current plan
* Object type: Business event group
Object ID: | 50083963 Innov. & Info-Comm. Tech Cluster

Object abbr: ICTC

Active Planned Submitted Approved Rejected

Infotype Name: s.. @ Time period

Object q« 2 * Period

+ Relationships 4 * From: |01.01.1900 o 31.12.9999
3\:’:;‘:" Today Current week
Info Business Event Grp Al Larmant morh
Collaboration Room From curr.date Last week

To current date Last month

Current Year

=] Select

15
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Change Relationship page will be displayed.

13. In Change Relationship page, under Object section, enter details in the related fields

as per example below:

Sub Section Field

Relationship

Relationships type/relatioinship

Example

003 (belong to)

Type of related object

Business Event Group

Related Object ID of related object 50083964
Abbreviation IPA
Name Institut Perkhidmatan Awam

14. Click @ button once complete amending.

Note:

* Only white field box information can be amended, and grey field box information cannot

be amended.

= Infotype Edit Goto Exwras View System Help & _ 9 x
< EI7 Change Relationships
~ 3 G Morew Exit

up: ICTC iInnov. & Info-Comm. Tech Cluster

Active

om:|01.04.2022 (5% to: 31.12.9999 53 Change Inform:

Relationships 01 L 50083963 1

Relationship type/relationship: A 003 | Belongs to

Related Object
Type of related object: Business event group
50083964

IPA

Institut Perkhidmatan Awam

Record: |1 of: 18

16
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CREATE BUSINESS
EVENT TYPE

Backend User

Training & Examination Organiser

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

1. Enter OOET in the search bar.

= Menu Edit Favorites Extras System Help d‘ _ E‘ X

sang

1

SAP Easy Access

OOET vl B @ & & Othermenu W R F v A & Createrole  More ™ Q d [ Exit

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

Outcome: Employee Movement Application Type Selection page will be displayed.

Business event type: Initial Scree

Business event type:

Start date: | 17.03.2022

Copy from

Business event type:

o F x

Business event type: Initial Screen

@ More v & Exit

to: 31.12.9999

17
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Determine the “Start Date” as validity period.

3. Click on the Create icon.

8]
X

= Businesseventtype Edit Goto Settings System Help o —
E! ’ Business event type: Initial Screen

v Z 6 W @ Morewv & Exit
T o
Business event type: L
2 =
Start date: | 17.03.2022 to: 31.12.9999

Business event type:

Copy from

4. Choose the delivery method for business event type.

5. Click on the Tick icon.

= Delivery Method ID (1) 10 Entries found X

Restrictions

NIEINIGIES

Del. Delivery Method

0001 Classroom Training q :
0002 Virtual Classroom Training

0003 Blended Training

0004 Examination Hall
0006 Static Web-Based Training v

10 Entries found y

18
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)

5

6. Fill in the Abbreviation and Name of Business Event Type.

Business event type  Edit

sapd

Goto  System  Help

Create Business event type: Data Screen

~

@ &  Morewv

Business event type: 50084230

Validity: 17.03.2022

to: 31.12.9999 Active
Object

'Abbreuiauun:‘name:m |I

q

Delivery Method Description Main schedule model Capacity

Delivery Method ID: 0001 Classroom Training

Prices

Business Event Ty... > ...

* o
Sumpen ™

Exit

7. Go to Description tab and fill in the description.

Create Business event type: Data Screen

v @ & More v

Business event type: 50084230

Validity: 17.03.2022 to: 31.12.9999 Active
Object
*Abbreviation/name: T-2020-1 Key to Success in leading
7
Delivery Method Main schedule model

IExlcrdE—d bus.event text Notes Business event contents |

Capacity Prices

Business Event Ty... > ...

Exit

Save Cancel

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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8. Go to Capacity tab and fill in:
a. Minimum Capacity
b. Optimum Capacity
¢. Maximum Capacity

9. Click on the arrow.

< EE: ’ Create Business event type: Data Screen
@ & Morewv Exit
Business event type 50084230
validity: 17.03.2022 to: 31.12.9999 Active
Object
-
*Abbreviation/name: T-2020-1 Key to Success in leading|
8 9
Delivery Method Description Main schedule model Capacity Prices Business Event Ty.. .
Minimum capacity Optimum capacity Maximum capacity

Ca M @ CE

Save Cancel

10. Click on Relationships tab.
11. At ‘Belongs to’ Relationship, choose the appropriate group directly for the new type to

be placed under.

< E : J Create Business event type: Data Screen

~ @ [ Morev Exit

Business event type 50084230
Validity: 17.03.2022 to: 31.12,999%9 Active
Object
*Abbreviation/name: T-2020-1 Key to Success in leading
¢ Capacity Prices Business Event Type Info Validity period Relationships Further inform...

Overview
Rel'ship Obj. Type 1D rel.objec Abbr. P... Func.
Belongs to Business event group z
Requires Resource type ]
Is held by User (]
Is held by External person ]
Is held by Contact person dl
Is held by Person 0
Uses (for participant) Material ]
Uses (for business event) Material 1
Is organized by Organizational unit ] z .

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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12. Scroll down.

13. At ‘Has prerequisite’ Business event type, select the business event type that is
considered as a prerequisite of the new business event type.

14. Click on the Save button.

E! ’ Create Business event type: Data Screen
v @& [ Morev Exit
Business event type 50084242

Validity: ©5.10.2022 to: 31.12.9999 Active
Object

*Abbreviation/name: T-2020-1 Key to Success in leading

< Prices Business Event Type Info Validity period Relationships Further information...

Overview

Rel'ship Obj. Type 1D rel.object Abbr. P... Func...
Uses (for business event) Material ] z
Is organized by Organizational unit
Is organized by Company
Has prerequisite Business event type ]
Has prerequisite Qualification ]
Imparts Qualification ]
Cost center assignment Cost center o}
Has particpnt aprsl model Appraisal model
Has event apprs| model Appraisal model z

14 =

Savel Cancel

Outcome: System has successfully recorded the new business event type.

21
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CHANGE BUSINESS Backend User

EVENT TYPE Training & Examination Organiser

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

Enter OOET in the search bar.

N

= Menu Edit Favorites Extras System Help

EE: ’ SAP Easy Access
1
OOET M B [ & & Othermenu W R F N A & Createrole  More v Q a & Exit

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

Business event type: Initial Screen page will be displayed.

= Business event type: Initial Scree & _ 8 X
< E : J Business event type: Initial Screen
~ ] Z & W @ Morev & Exit
Business event type:
Start date: |17.03.2022 to: 31.12.9999
Copy from

Business event type:

22
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2. Determine the “Start Date” as validity period.

= Businesseventtype Edit Goto Settings System Help

<

More

lao » & @ a

Business event type 2
Start dated | 01.04.2022 to: 31.12.9999

Copy from
Business event type:

]

3. On the Business Event Type field, click on the = look up button.

Business eventtype Edit Goto Settings System Help

< sapd
v 0 /7 & W

More v/

3

to: 31.12.9999

Business event type:
Start date: | 01.04.2022

Copy from
Business event type:

Business event type: Initial Screen

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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5 \re
Umpen

s si
7,

&

Choose Business Event Type page is displayed.

4. Select the Business Event Type that needed to be amended.

o
X

= Businesseventtype Edit Goto Semings System Help . _
Choose Business event type x

¢ 25

~ ] 2 6 W @ Moev D Code ==

L MainC

L Training

L IPA

Business event type: L GLC
Start date: 01.04.,2022 to: 31.12.9999 L MC
L5 IICTC
D 50084006 1505020
Eopyion D 50084007 1011160

D 50084008 1504010
(=] Dev. DB Using MS Access W/ Visual Basic D 50084009 IC06040
(=] Project Management using MS Project (IT) D 50084010 IC060S0
(=] IT Security Awareness for End Users D 50084011 1505030
(] Pengolahan Data dan Maklumat (Mailmerge) D 50084012 IC06060
(=] Basic Microsoft Excel D 50084013 IC06070
(] Microsoft Powerpoint For Beginners D 50084014 IC06080
(=] Microsoft Word For Beginners D 50084015 IC06090
(] Organisational Process Improvement D 50084016 IC07100
(=] Kumpulan Kerja Cemerlang 4€ceTeam-basedé€ D 50084017 Ico7110
(] Strategic Org. Dev. & Transformation D 50084018 1010120
(=] Design Thinking D 50084019 1010130
(] Blue Ocean Strategy D 50084020 1010140
(5] Crit Thinking, Prob Solving&Decis Making D 50084021 1010150
(] Ignite Creativity, Driving Innovation D 50084022 1011170

5. Click onthe & Change button.

= Businesseventtype Edit Golo Settings System Help ¢ O %
4 5 Business event type: Initial Screen
~ 0 & W @ Morewv 9 Bt
Business event type: | 50084011 |  IT Security Awareness for End Users
Start date: 01.04.2022 to: 31.12.9999
Copy from

Business event type:

24
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v o
Sumpen ™

7,

s
Kt

Maintain Object page will be displayed.

= Object Edit Goto Utliies Seftings System Help < _ B x
nikd < h-!‘ 'J Maintain object
G 1 £ & @ O W E # Morev Exit
* Plan version: | Current plan ~
* Object type: | Business event type
Object ID: 50084011 IT Security Awareness for End Users
Object abbr.: 1S05030

Active Planned Submitted Approved Rejected

Infotype Name s.. @ Time period

Object v z « Period

i 7 * From: |01.01.1900 10 31.12.9999

Description

X Today Current week

Acct. Assignment Features

Employee Group/Subgroup All Current month

Prices From curr.date Last week

Capacity To current date Last month

Deprec. Meter/Validity

Current Year

Business Event Type Info

Procedure

Costs ] Select

Billing/Allocation Info

Note:
+ In the Infotype box, the v Green tick indicate that there is a record for the selected

Infotype.

6. Select the Object Infotype.

7. Click on the 4 Change button.

= Object Edit Golo Utilities Seftings System Help < o _ 3 X
= v 4 n-i‘ ‘7 7 Maintain object
v & 1 & 4 0 " B A Mev Ext
* Plan version: | Current plan v
* Object type: Business event type
Object ID: | 50084011 IT Security Awareness for End Users
Object abbr.: 1S05030

Active Planned Submitted Approved Rejected

Infotype Name 5. & Time period
| - object v 2 | @ Period

R i *From: |01.01.1900 0 31.12.9999

Description

X Today Current week

Acct. Assignment Features

Employee Group/Subgroup Al Current month

Prices From curr.date Last week

Capacity To current date ast month

Deprec. Meter/Validity

Current Year

Business Event Type Info

Procedure

Costs. =] Select

Billing/Allocation Info z

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0



Sistem Sumber Manusia - Training and Event Management ‘E’

Change Object page will be displayed.

8. In Change Object page, under Object section, enter details in the related fields as per

example below:

Sub Section Mandatory (?)
Obiject abbr. v IS05030
Object Object name X IT Security Awareness for End Users
Language Key v English

Note:

* Only white field box information can be amended, and grey field box information cannot

be amended.

9. Click m button once complete amending.

10. If you would like to go to previous page, click on the < Back button.

By
|

o
x

= »31 P4 Change Object
~ & More Exit
nt type:  1S05030 T Security Awareness for End Users
Status: Active
Validity: 01.04.2022 w0:31.12.9999% £3 Change Information
Object 01D 50084011 1

br.. |1S05030

IT Security Awareness for End Users

ey: | English
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Change Object page will be displayed.

11. Select the Relationship Infotype.

12. Click on the ¢ Change button.

By
|

o
x

= Object Edit Goto Utiliies Seftings System Help < o
B < »E: 7 Maintain object
v @ 8 G 0 W B # Mrev Exit

* Plan version: | Current plan
* Object type: | Business event type
Object ID: | 50084011 IT Security Awareness for End Users

Object abbr.: 1S05030

Active Planned Submitted Approved Rejected

Infotype Name S @ Time period

Object 11 A z « Period

v “ From: |01.01.1900 1031129999
Description
Acct. Assignment Features
Employee Group/Subgroup
Prices From curr.date Last week

Today Current week

All Current month

Capacity
Deprec. Meter/Validity
Business Event Type Info

To current date Last month
Current Year
Procedure

Costs ] Select
Billing/Allocation Info -
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Change Relationship page will be displayed.

= Infotype Edit Goto Exwras View System Help & _ 9 x
< »!' " Change Relationships
~| @ More Exit
Business event type: 1505030 IT Security Awareness for End Users

us: Active

alid from: | 01.04.2022 |[0* to: 31.12.9999 &3 Change Inform

nalic

Relationships 01 D 500840111

Relationship type/relationship: A 003 | Belongs to

Related Object

bject: Business event group

ect: 50083963

on: IICTC

me: Innov. & Info-Comm. Tech Cluster

13. In Change Object page, under Object section, enter details in the related fields as per

example below:

Sub Section Field Mandatory (?) Example
. . Relationship x

Relationships type/relatioinship 003 (belong to)
Type of related X Business Event Group
object

Related Object |ID of related object X 50083964
Abbreviation X IPA
Name X Institut Perkhidmatan Awam

14. Click @ button once complete amending.

Note:
* Only white field box information can be amended, and grey field box information cannot

be amended.
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CREATE BUSINESS Backend User

EVENT DATE Training & Examination Organiser

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

1. Enter PV11 in the search bar.

= Menu Edit Favorites Extras System Help 5 _ o x
EE: ’ SAP Easy Access
1
PV11 vl B @ & & Othermenu W R F v A & Createrole  More ™ Q d [ Exit

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

2. Select the Plan Version: 01. Current Plan and Click on the Tick icon.

= Choose plan version X

%5 Plan Version: | Current plan ﬂ
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. Select the desired “Business Event Type” and click Enter.

Create Business Event W
Create Business Event Without Resources
Exit

3 SAPg
& Selectgroup  More v

v (3 patascreen [@ £ 6d

Business event type: d

Business event:

*Start date: 05.10.2022

il
D
‘

Copy from
Business event

4. Click on the “Data Screen” button.
< o

0y
x

= Businessevent Edit Goto Extras Settings System Help
Create Business Event Without Resources
Exit

. sARg 4
v B # & & Selectgoup More -

Business event type: (63000037 [ Power of Negotiation

Business event:

* Start date: 02.03.2023

Copy from

Business event

30
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* o
Sumpen ™

Create Business Event Without Resources page will be displayed.

5. Define “Start Date” to plan the start date of the training/examination.

= Business event Edit Goto Extras System Help é‘ — |:-I X
EE . ’ Create Business Event Without Resources
r ]
~ 9  More v Exit
L 4

Business event type: Power of Negotiation
Business event: 5008424 5 ) Intemal Extemal

*Start date: 105.10.2022 *! Planned Firmly bkd Locked

Business Event Data
*Name: MPO08160 Power of Negotiation

End date: ©5.10.2022

* Location
*Language:  English ~
Schedule
£ Copy (] Create
Number of Attendees
Minimum: Optimum: 99 Maximum: 99

Price and Cost Assignment

6. Click on the Lookup icon.

oy
X

= Business event Edit Goto Extras System Help é‘ —

EE . ’ Create Business Event Without Resources

~ 9 More v Exit
Business event type: Power of Negotiation
Business event: 50084244 ' Intemal Extemal

*Start date: | ©05.10.2022 *) Planned Firmly bkd Locked

Business Event Data

*Name: MPO08160 Power of Negotiation
End date: ©5.10.2022 [
T
* Location =
l E
*Language:  English ~
Schedule
£ copy (] Create
Number of Attendees
Minimum: Optimum: 99 Maximum: 99

Price and Cost Assignment
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A pop-up window to select Location will appear.

7. Click on the Start Search button.

S: Search Term

Search Term:

Location (1)

&/ Start Search

8. Select the desired location for training.

9. Click on the Tick icon.

S: Search Term

Location (1)

33 Entries found

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

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

3 Multiple Selection

>

<

>

<

9 N
F||al|a| * |
Object abbr.A Object name Start End Date
asdf bilik 01.04.2022 31.1q
Bilik An Nur ~ Tingkat 2 01.04.2022 31.12.9999
Blkldhtirab Aras 1, Bilik Idhtirab, IPA 01.04.2022 31.12.9999
Blkljtihad Aras 3, Bilik ljtihad, IPA 01.04.2022 31.12.9999
Blklktisab Aras 2, Bilik |ktisab, IPA 01.04.2022 31.12.9999
BlkInjaz Aras 3, Bilik Injaz, IPA 01.04.2022 31.12.9999
Blklgramah Aras 1, Bilik Igramah, IPA 01.04.2022 31.12.9999
Blklstigbal Aras 2, Bilik Istigbal, IPA 01.04.2022 31.12.9999
33 Entries found

X

> o0o0

[x] Close
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LOMBER

'l,%

Y, S
Unpen ™

10. Click on the

Business event type

Business event

*Start date:

Business Event Data

*Name

End date:

*Location:

*Language

Schedule

Create button.

Create Business Event Without Resources

More

Power of Negotiation

50084255 ¢ Internal External
06.10.2022 *) Planned Firmly bkd Locked
MPO8160 Power of Negotiation
06.10.2022
50083983 Aras 3, Bilik litihad, IPA
English ~
10

& copy

]
X

Exit

Number of Attendees

Minimum Optimum: 99 Maximum: 99

Price and Cost Assignment

Note: A window “Create User Schedule will be displayed”

11. Click on the Without pattern.

= Create User Schedule X
With pattern | Without pattern | User-defined
Schedule Duration/days Duration/hours
0 0.00
Start day *) Undefined Mon Tue Wed Thu Fri Sat Sun

Multiple dates

33
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12. Enter the Duration/days and Duration/hours.

13. Click on the Tick icon.

Create User Schedule

With pattern Without pattern User-defined

Duration/days Duration/hours
12
Start day ®) Undefined Mon Tue Wed Thu Fri Sat Sun

]

14. Scroll down and under Organizer Data, select, Organizational unit.

15. Choose the available organizational unit as desired.
16. Under Overview, click on the create icon for Business event contents.

= Create Business Event Without Resources & _ 5 X
E! . ’ Create Business Event Without Resources
v ® © Morev Exit
Number of Attendees N
Minimum Optimum: 99 Maximum: 99
Price and Cost Assignment
Internal price N =
External price v
Controlling Area: Cost Center:
Organizer Data
Orgamzallonal unit I
Overview
Information Deletg
General description 16
Business event contents
Notes ] z
34
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Change Description page will be displayed.
17. Input the description.

18. Click on the Save button.

= Change Description | 7 x

E:! , Change Description

*Validity: ©6.10.2022 *to: 06.10.2022 &3 Change Information -
Description
Subtype: Business event contents. v
*Language: English et
Description
(& Q Wy
Lil,Col Ln1-Ln9of9lines

19. Click on the Create icon on Web Link.

= Create B ess Event Without Resources | - 7 x
EE: ’ Create Business Event Without Resources
v ® & Morewv Exit
Number of Attendees
Minimum Optimum: 99 Maximum: 99

Price and Cost Assignment

Internal price v =
External price v
Controlling Area: Cost Center:
Organizer Data
Organizational unit v
Overview
Information Delete Crea...

Normal case 1 9

Web Link

Knowledge Link [l z
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Change Web Link page will be displayed.
20. Fill in the Title and Web Link.
21. Click on the Save button to save Weblink.

= Infotype Edit Goto Extras View System Help & _ 8 X%
EE: ’ Change Web Link
- rﬂ C-) [ More ]| Exit
Course: MPO08160 Power of Negotiation

Planning Status: Planned

r ]
*validity: | 96.10.2022 [T *to: 06.10.2022 &3 Change Information
[0 4

Web Link
mw:l
=

Web Link: |

e = =~

22. Click on the Save button to save Event Date.

Outcome: Schedule successfully recorded, and system can display the schedule in the
training catalogue.

Il
T
T
]
7
1
T
i
T
B
|
8]
X

Ei . ’ Create Business Event Without Resources

v 9  More v Exit
Number of Attendees

Minimum: 10 Optimum: 10 Maximum: 15

Price and Cost Assignment
Internal price: v -~ |

External price:

Controlling Area Cost Center
Organizer Data
Organizational unit ~
Overview
Information Delete Crea...
Notes ]
Normal case ]
Web Link w2 | <

Changes wees tranelemed | View detals Sael cancel
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CHANGE BUSINESS Backend User

EVENT DATE Training & Examination Organiser

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

1. Enter PV11 in the search bar.

= Menu Edit Favorites Extras System Help 5 _ o x
EE: ’ SAP Easy Access
1
PV11 vl B @ & & Othermenu W R F v A & Createrole  More ™ Q d [ Exit

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

2. Select the Plan Version: 01. Current Plan and click on the Tick icon.

= Choose plan version X

%5 Plan Version: | Current plan ﬂ
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Create Business Event Without Resources page will be displayed.

3. Determine the “Start Date” as validity period.

Create Business Event Without Resources

More

&5 Select group

W
T

» Data Screen

£3

Business event type

* Start date: 01,04,2022

Copy from

Business event:

e —
4. On the Business Event Type field, click on the = look up button.

Create Business Event Without Resources

Businesseyent Edit Goto Extras Semings System Help

1 s
B 72 &

» Data Screen

& Selectgroup  More

~

4

* Start date: 01.04,2022

Business event type

Copy from

Business event:

Exit

B

Exit
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Choose Business Event Type page is displayed.

5. Select the Business Event Type that needed to be amended.

By
|

o
X

= Businesseyent Edit Goto Extras Setings System Help <

« &5

Choose Business event type X

~ (3 DataScreen [ / &3 & Selectgroup Exit

Business event type

ship Cluster

Business event:

& ech Cluster 963 TS

%] Data Analytics for Public Sector 50084006 1505020

art date: 01.04.2022

D

] Applying 4IR in Organisation D 50084007 1011160

f| Data Anlys & Decis. Making w/ MS Excel D 50084008 1504010

Copy from ] Dev. DB Using MS Access W/ Visual Basic D 50084009 IC06040
Business event: (= Project Management using MS Project (IT) q D 50084010 IC06050
] IT Security Awareness for End Users D 50084011 1505030

] Pengolahan Data dan Maklumat (Mailmerge) D 50084012 IC06060

£ Basic Microsoft Excel D 50084013 IC06070

] Microsoft Powerpeint For Beginners D 50084014 IC06080

] Microsoft Word For Beginners D 50084015 IC06090

] Organisational Process Improvement D 50084016 IC07100

] Kumpulan Kerja Cemerlang &€ceTeam-baseda€ D 50084017 IC07110

] Strategic Org. Dev. & Transformation D 50084018 1010120

] Design Thinking D 50084019 1010130

] Blue Ocean Strategy D 50084020 1010140

] Crit Thinking, Prob Solving&Decis Making D 50084021 1010150

£ Ignite Creativity, Driving Innavation D 50084022 1011170

3 M IPA Fxternal Training Groin ! ’L\"-I"“‘J??“ IPAFXT o :

6. On the Business Event Type field, click on the [ look up button.

= Businesseyent Edit Golo Extras Settings System Help ¢ O %
4 »z- " Create Business Event Without Resources
~| (3 DataScreen [ # &3 & Selectgroup More v Exit
Business event type: 50084011 6 T ty Awareness for End Users

* Start date: 01,04,2022

Copy from

Business event:
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Choose Course page is displayed.

= Businessevent Edit Goto Extras Seftings System Hel _ — O x
E & B = Choose Course x -
<
~| (5 DataScreen [ / 63 5 Selectgroup b = 2 Exit
v oups w/ pertinent event types al o
Business event type: | 50084011 IT Security Awareness for End Us
Business event
* Start date: | 01,04.,2022

g Making w/ MS Excel

Copy from > (] Dev. DB Using MS Access W/ Visual Basic

nt using MS Project (IT) D

> @ Proje

Business event
IS0!

eness for End Users D 50 011

~ [ IT Security Aw 0 30
[1IT Security Awareness for End Users E 50084089 1S05030
[1IT Security Awareness for End Users E 50084090 1S05030
[ IT Security Awareness for End Users q E 50084098 1S05030
I [ IT Security Awareness for End Users E 50084099 1S05030
> (] Pengolahan Data dan Maklumat (Mail 34012 ICOB060
> IC06070
> IC06080
3 IC06090
> IC07100

IC07110 R

n [ DIEL I

7. Select the Course that needed to be amended.

(> Data Screen

8. Click on the Data Screen button.

= Businessevent Edit Goto Extras Settings System Help

$sApg

Create Business Event Without Resources

B ~# 63 & Selectgroup More v Exit

Business event type: 50084011 IT Security Awareness for End Users
Business event: | 50084099 ©Q

* Start date: |01.04,2022

Copy from

Business event
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Maintain Object page will be displayed.

9. Select the Relationship Infotype.

10. Click on the 4 Change button.

Note:
« In the Infotype box, the ¥ Green tick indicate that there is a record for the selected

Infotype.

A
By
|
o
x

= Object Edit Goto Utiliies Seftings System Help

nikd < h-!‘ 'J 10 Maintain object
~ & £ 8 G 0O W B # Morev Exit

* Plan version: | Current plan
* Object type: | Business event type
Object ID: | 50084011 IT Security Awareness for End Users

Object abbr.: 1S05030

Active Planned Submitted Approved Rejected

@ Time period

Infotype Name S..
Object v z « Period
|—J‘ Relenshie 4 * From: |01.01.1900 t0: 31.12.9999

Description

Acct. Assignment Features
Employee Group/Subgroup
Prices From curr.date Last week

Today Current week

All Current month

gy To current date Last month
Deprec. Meter/Validity
Business Event Type Info

Current Year

Procedure
Costs ] Select

Billing/Allocation Info
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Change Business Event page will be displayed.

11. In Create Business Event page, under Business Event Data section, enter details in

the related fields as per example below:

Sub Section Mandatory (?)
Start Date v 14.11.2022
Business Event [Name v IT Security Awareness for End User
Data Location v 50084036 Institute Perkhidmatan Awam
Language v English
< W Change Business Event :

Start date:§ 14.11.2022 |(T) | internal

Business Event Data
* Name: 1505030
End date: 14.11.2022
* Location: 50084036
* Language: English
Schedule
&R Copy (] Create
Number of Attendees
Minimum: Optimum: 99
Price and Cost Assignment
Internal price:
External price:

Controlling Area Cost Center:

IT Security Awareness for End Users

&3 Display

Maximum: |99

12. Under Schedule section, click the Change button and enter details in the related fields

as per example below:

Business event: 1S05030
Date: 14.11.2022

Duration in days:

Date Day name

14.11.2022 Monday

Change Schedule

IT Security Awareness for End Users

- 14112022 v

Duration in hours:

Start End Day off
00:08:00 16:30:00

~anaralivad crhoad
eneralized scheaduie
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Sub Section Mandatory (?) Example
Date v 14.11.2022
Change Schedule|Start v 00:08:00
End v 16:30:00

13. Click the tick icon once completed.
Change Business Event page will be displayed.
Note:
* Only white field box information can be amended, and grey field box information cannot
be amended.
+ Training/Exam organiser may change other optional sub section such as Number of

Attendees, Price and Cost Assignment, Organizer Data and Further Information.

14. Click @ button once complete amending.

= Businesseyent Edit Goto Extras System Help > GHQ(1) 220 o

= [ < ..21 " Change Business Event

More Exit

o
x

Schedule

=3 Copy (] Create # Change 63 Display

Number of Attendees

Minimum Optimum: |99 Maximum: 99

Price and Cost Assignment
Internal price: v =
External price

Controlling Area Cost Center

Organizer Data

Organizational unit ~ 10000152 INSTITUT PERKHIDMATAN AWAM

Further information

Overview
Information Del.. Cre..

General description

DD

Business event contents

Notes [d]
Mormal case fl 14
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o
x

> GHQ (1) 220 af

Create Business Event Without Resources page will be displayed.

Exit

= Businesseyent Edit Goto Extras Settings System Help
Create Business Event Without Resources

. SAR<
- B 63 & Selectgroup  More v/

£ 6

(> Data Screen

Business event type: | 50084011 C1IT Security Awareness for End Users
Business event: 50084099
1z.10.2022

* Start date

Copy from

Business event

was changed

A message will appear once the information is successfully saved

Business event IS05030 was changed
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Backend User
CREATE LOCATION

Training & Examination Organiser

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

1. Enter OOLC in the search bar.

= Menu Edit Favorites Extras System Help & _ 57 X
E! ’ SAP Easy Access
1
ooLc ~ B = & & other menu * ok v A & Create role v D« & Exit

» [ Favorites
v 15 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [T Cross-Application Components
> [ Logistics
> [ Accounting
» [7] Human Resources
> [ Information Systems
> [ Service
» [M1Tools
> [ WebClient Ul Framework

2. Select the Plan Version: 01. Current Plan and Click on the Tick icon.

= Choose plan version X

%5 Plan Version: | Current plan ﬁ
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3. Determine the “Start Date” as validity period.

4. Click on the Create icon.

< E : J Location: Initial Screen
Z 68 W @ Morev &P Exit

Location: 3
Start date:} 17.03.2022 to: 31.12.999%

Location

Copy from

Note: Create Location: Data Screen page will be displayed.

5. Fill in the Abbreviation and Name of Business Event Type.
6. Click on Address tab.

7. Fill in the Address details.

8. Click on the Save button.

L4 W Create Location: Data Screen

v & [ Morewv Exit

Location 50084262

Validity: 17.03.2022 to: 31.12.9999 Active

Object
*Abbreviation/name I\ I

6

Site-Dependent Info Further information...

Address suppl. (c/o)

Street: House number:

Postal codelcity:

Country Key ~
Region Telephone no.:
Distance in km: Fax number:

Save| Cancel
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CHANGE EXISTING Backend User

LOCATION DETAILS Training & Examination Organiser

Log into SAP GUI (Back End) and proceed with the following steps.
1. Enter OOLC in the search bar.

= Menu Edit Favorites Extras System Help

o _F X
E! ’ SAP Easy Access
1
H = L S Other menu * ok v A & Create role v D« & Exit

» [ Favorites
v 15 SAP Menu
> [ Connector for Multi-Bank Connectivity
> [ Office
> [T Cross-Application Components
> [ Logistics
> [ Accounting
» [7] Human Resources
> [ Information Systems
> [ Service
» [M1Tools
> [ WebClient Ul Framework

2. Select the Plan Version: 01. Current Plan and Click on the Tick icon.

= Choose plan version X

%5 Plan Version: | Current plan ﬁ
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Outcome: Location: Initial Screen page will be displayed.

2. Click on the Lookup icon.

= \Location Edit Goto Settings System Help

< EE: ’ Location: Initial Screen

o
Location: g
[

Start date: 14.10.2022 to: 31.12.9999

Copy from

Location:

]
X

< d

_F Exit

Outcome: A popup window to select location will appear.

3. Click on Start Search.
= Location (1) X

S: Search Term T Structure Search C: Abbreviation and Na... R: Se... > ...

Search Term: & | *

8
o/ Start Search -} Multiple Selection  [¥] Close

SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0
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4. Select the Location.
5. Click on the Tick icon.

= Location (1) 33 Entries found X

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

N

) | Q

A
Object abbr. Object name

Start End Date

Blklktisab Aras 2, Bilik Iktisab, [PA 01.04.2022 31.12.9999
BlkInjaz Aras 3, Bilik Injaz, IPA 01.04.2022 31.12.9999
Blklgramah Aras 1, Bilik lgramah, IPA 01.04.2022 31.12.9999
Blklstigbal Aras 2, Bilik Istigbal, IPA 01.04.2022 31.12.9999
Blklstiglal Aras 2, Bilik Istiglal, IPA 01.04.2022 31.12.9999
Blklsyraf Aras 3, Bilik Isyraf, IPA 01.04.2022 31.12.9999
Blklttijah Aras 3, Bilik Ittijah, IPA 01.04.2022 31.12.9999 -

33 Entries found

Outcome: A popup window to select location will appear.
3. Click on Start Search.
= Location: Initial Screen < _

< E : J Location: Initial Screen

~ ] Z & W @ Morev & Exit

oy
X

Location: | 50083983 Aras 3, Bilik ljtihad, IPA

Start date: |14.10.2022 to: 31.12.9999

Copy from

Location:
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CREATE INFOTYPE EMPLOYEE Backend User

GROUP/SUBGROUP- TRAINING Training Organiser

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

1. Enter PP01 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
PPO1 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

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

Outcome: Maintain Object page will be displayed.

= Maintain object [ R . 4
< ha‘ ? Maintain object
~ & (1 # 6 @A B W @ # Morev Exit
¥ A °
* Plan version: Current plan ~
* Object type: Unknown
Object ID:
Obiject abbr.:
| Active Planned Submitted Approved Rejected
Infotype Name 5. @ Time period
z * Period
* From: 13.10.2022 to: 31.12.9999
Today Current week
All Current month
From cur.date Last week
To current date Last month
50
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2. Select Current Plan.
3. Select Object Type:Business Event Type.
4. Enter the Object ID, then press “Enter”.

= Maintain object < -8 x
S| v { K : J Maintain object
~ & Z & O B W B # Moev Exit
¥ A °
2,34
* Plan version:  Current plan ~
* Object type:  Business event type
Object ID: 50083993 Policy Monitoring and Evaluation
Object abbr.: GS01010
. Active Planned Submitted Approved Rejected
Infotype Name S... & Time period

Object 4 Z * Period

ionshi v
Relationshigs “From: 13.10.2022 to: 31.12.9999
Description v
Acct. Assignment Features W CLIETESS
Employee Group/Subgroup v All Current month
e From curr.date Last week
Capacity v

To current date Last month

Deprec. Meter/Validity -

5. Under the Active tab, Select Employee Group/Subgroup.
6. Select All.
7. Click on the Create button.

= Object Edit Goto Utlities Settings System Help < o — :-] X
S v < E : J Maintain object
7
v & /g & O 0 W B # Morewv Exit
¥ A Object abbr.: | GS01010 M
Active Planned Submitted Approved Rejected
Infotype Name 5. @ Time period
Object v . Period
{ i v
Relationships “From: 13.10.2022 o' 31.12.9999
Description
. Current week
a
* Employee Group/Subgroup v Current month
4
Prices From curr.date Last week
Capacity v
- To current date Last month
Deprec. Meter/Validity
Business Event Type Info Current Year
Procedure
Costs
=] select.
Billing/Allocation Info
Schedule Model .
51
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Outcome: Create Employee Group/Subgroup page will be displayed.
8. Input the Employee Group and Subgroup.
9. Click on the Save button.

= |Infotype Edit Goto View System Help < _F x

S|~ 4 ».EA ? Create Employee Group/Subgroup

Exit

Business event type: GS01010 Policy Monitoring and Evaluation

Planning Status: Active

&3 Change Information

r ]
* valid from: |01.04.2022 [[ * to: 31.12.9999
L 4

Employee Group/Subgroup 01 D 50083993 1
EE Group 1 Permanent

EE subgroup: 02 Division Il

9

Save Cancel

Outcome: Record has been successfully created.
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VIEW TRAINING Backend User

CATALOGUE Training Organiser and Dept. HRD Admin

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

1. Enter PSV1 in the search bar.

= SAP Easy Access < d

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

8]
X

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

Outcome: Dynamic Attendance Menu page will be displayed.

<

oy
x

< - : J Dynamic Attendance Menu

]

N
[
0

0 & Morewv Exit

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

» Unassigned business event types

53
SSM_UG_PA_Back End (SAP GUI)_Training and Event Management_IPA_v2.0



Sistem Sumber Manusia - Training and Event Management ‘E’

Y, S
Unpen ™

2. Click on the Arrow to open the folder.

Outcome: Catalogue has been successfully displayed.

< _ 8 %

< h-i: J Dynamic Attendance Menu

N
B
08
]

= &1 Morewv Exit

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

~

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

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

£ Project Management using MS Project (IT)

E IT Security Awareness for End Users

-] Pengolahan Data dan Maklumat (Mailmerge)

N R AR

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

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

COURSE CODE Dept. HRD Admin

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

1. Enter PSV1 in the search bar.

= SAP Easy Access < d

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

8]
X

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

Outcome: Dynamic Attendance Menu page will be displayed.

<

oy
x

< - : J Dynamic Attendance Menu

]

N
[
0

0 & Morewv Exit

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

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

Outcome: Catalogue has been successfully displayed.

< d

]
X

Dynamic Attendance Menu

¢

8
L
£

£
s
i
&
~y
Q

g1 More Exit

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

~

>
>

E IT Security Awareness for End Users

v

-] Pengolahan Data dan Maklumat (Mailmerge)

v

[l Basic Microsoft Excel
€] Microsoft Powerpoint For Beginners

~

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

3. Click on Settings.

8]
X

= Amendance Edit Goto Extras System  Help <

Dynamic Attendance Menu

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

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

~

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

~

f2] Pengolahan Data dan Maklumat (Mailmerge)

~

[ Basic Microsoft Excel
[E] Microsoft Powerpoint For Beginners

~

[£] Microsoft Word For Beginners
» [ Organisational Process Improvement
> [£] Kumpulan Kerja Cemerlang &€ceTeam-baseda€ -
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4. Click on “View”.

5. Tick With Key.

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

8. Click on the Save button.

< &

8]
X

Change User-Defined Settings x

e Plan version: Current plan ~ Exit

Reporting Dynamic Menus MasterData

Object view

v With key

v/ With additional information

With abbreviation

Elsave 8%

Outcome: Course Code has been successfully displayed.

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

» [ Organisational Process Improvement

50084016 ~
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APPROVE NOMINATED Backend User

EMPLOYEE TO TRAINING Training Organiser

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

1. Enter ZHRTEMO02 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access
ZHRTEMO002 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

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

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

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

(] Nominee List
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3. Click on the Lookup icon.

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

oo ja|a

(] Nominee List

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

6. Click on the Tick icon and click enter.

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

mines Rrmin

N MDA Evtarnal
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7. Click on the Radio button to select the desired course.

8. Click on the “Nominee List” button.

= <d A x
< hi‘ J Training and Exam Nomination Program
™ Mare v Q o & Exit
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Web link;
Status Start date End date Obj. ID Bus. event Location 2

-
l 14.11.2022 15.11.2022 50084067 GE12130 Institut Perkhidmatan Awam .

4

oo ja|a

n (] Nominee List I

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

= sSystem Help < _F x
(g LE: ? Training and Exam Nomination Overview
e = = More Exit
r ]
Business event type: [S0084005 Penerapan Etika Melalui Kepimpinan Org.
L 3
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022
Training and Exam Nomination Overview
Nominated: 5 Approved 0 Waiting List: o] Rejected 0 Cancelled: o} Total: =
Nominee List
Status Index Number Personnel IC Number Name Action Action Desc. Posit
o1 Nominate PENG
01 Nominate TUKA
o1 Nominate s/u
01 Nominate PENY
o1 Nominate PENO
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9. Click on the Lookup icon.

= System Help
< h!‘ 7 Training and Exam Nomination Overview
~ = = More
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022

Training and Exam Nomination Overview

Nominated: 5 Approved: 0 Waiting List 0 Rejected: 0

Nominee List

Status Index Number Personnel ... 1C Number Name

Cancelled:

Action

i
01
i

oL
01
o1
o1

< _ 8 x
Exit
Total 3
Action Desc. Posit
9 PENG
Nominate TUKA
Nominate s/u
Nominate PENY
Nominate PENO
<>
Save

10. Select 02:Approve.
11. Click on the Tick icon.

= Title (1) 3 Entries found X

Restrictions

g NSEE

Fixe . Short Descript.

02  Approve

03 Waiting list
04 Reject

3 Entries found
4
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12. Click on the Save button.

= System Help L4 é‘ — |:-I X
< ha‘ ? Training and Exam Nomination Overview
~ = = More Exit
Business event type: 50084005 Penerapan Etika Melalui Kepimpinan Org.
Business event: 50084067 GE12130
Location: 50084036 Institut Perkhidmatan Awam
Start Date: 14.11.2022 End Date: 15.11.2022
Training and Exam Nomination Overview
n h
Nominated: 5 Approved 0 Waiting List o Rejected. 0 Cancelled: 0 Total 5
I’ 4]
Nominee List
Status  Index Number Personnel ... IC Number Name Action Action Desc. Posit
02 Nominate PENG
0z Nominate TUKA
o1 Nominate s/u
01 Nominate PENY
o1 Nominate PENO

12 [Savel cancel

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

Outcome: System has successfully created the record with green status.
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UPDATE EMPLOYEE Backend User

TRAINING RESULTS Training Organiser

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

1. Enter PA30 in the search bar.

< d

8]
X

Il
:
T
I
T
D
U

v-!* J SAP Easy Access
PA30 ~ B [ & F Othermenu Wk F v A & Createrole  More v Q o = Exit

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

Outcome: Display HR Master Data page will be displayed.

= HRmasterdata Edit Goto Extras Utilities Seltings System Help < é‘ — |:-I X
< ha‘ ? Maintain HR Master Data
™ (] Z 6 A B W @ Moev Exit
¥ A " 2 ~
Personnel no.: "
e 4
Find by
~ A2 Person
() Collective Search Help -
Basic personal data
Infotype Text G Period
Actions Z  (® Period
Organizational assignment Erom To.
Personal data
e Today Currweek
Planned Working Time Al Current month
Basic Pay From cu.date Last week
Bank Details
To Curment Date Last month
Recurring Payments/Deductions '
Additional Payments/Deductions Current Period Current Year
Monitoring of Tasks 2] Choose
Family Member/Dependents z
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2. Input the employee’s Personnel Number, then press “Enter”.

= HRmasterdata Edit Goto Extras Utilities Settings System Help

O OAF
v 1 # & a4 2
¥ A
Find by
~ A2 Person
() Collective Search Help -

Maintain HR Master Data

W E Morev

Personnel no.: I

Basic personal 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

[
Period
*) Period
From:
Today
All
From curr.date
To Cument Date
Current Period
5] Choose

<

oy
x

Exit

To:

Currweek

Current month

Last week

Last month

Current Year

3. Select Training.

= HRmasterdata Edit Goto Extras Utiities Sel

Yl a2 & A

Basi

R
Find by
~ 22 Person
() Collective Search Hels hd

ltings  System  Help

Maintain HR Master Data

I'"J E E More

c personal data

Infotype Text
Tabung Amanah Pekerja
Assignment

Historical Job Data
Language Ability
Examination Details
Performance Management

Stop Allowance
e

.I.

hrain'\ng

i

Direct selection

Infotype: | Training

Period
) Period
From

Today
All
From curm.date
To Cument Date
Current Period

=] Choose

STy

<t

]
X

Exit

To:

Currweek

Current month

Last week

Last month

Current Year
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4. Click on the “Overview” button.

= HRmasterdata Edit Goto Extras Utilities Settings System Help < é‘ — :-] x
S| v < KUl 4 Maintain HR Master Data
v [ Z 6 @O 0 W More Exit
¥ A Basic personal data :

Find by
v &% Person Infotype Text S... Period
( Collective Search P_»Ieln v Tabung Amanah Pekerja v Z ®) Period
Assignment Erom To
Historical Job Data v
Language Ability Today Currweek
Examination Details v All Current month
Performance Managemenl \/ From curr.date Last week
Stop Allowance v
T a To Cumrent Date Last month
= [Training v
L 4
Current Period Current Year
1Z] Choose
Direct selection
Infotype: Training STy

Outcome: List Training page will be displayed.
5. Select an existing system generate training record.
. Click on the Edit button.

[o2]

= Infotype Edit Gote Extras System Help < _ 7 X
o SAP List Training
(]
v A W o Morev Exit
¥ A
Personnel No: Name:
Find by EE group: 1 Permanent Pers.area: SA Prime Minister's Office
~ &1 Person - EE subgroup: 05  Division V Cost Center: | 100900 Information Departme
€1 Collective Search Help | PO
- o Choose: 01.01.1800 To: 31.12.9999 STy
Start Date Training Gr... End Date Course Course Title Training Provider Training Vers
)
[31.08.2022 J5\0083953 02.09.2022 50084019 INSTITUT PERKHIDMATAN AW _ Institut Perk .
09.06.2022 50084011 09.06.2022 50084089 Institut Perkhidmatan Awam Institut Perk
<> r®

Entry: 1 of:2
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7. Fill in the relevant fields.

8. Click on the Lookup icon to fill in the training result.

= Infotype Edit Goto Extras System Help < _ A x
< »-E‘ ? Change Training
[af] More v Exit
Iraining -
¥ A “
Training Type 0003  Internal ( IPA)
Find by Training Group 50083963  Innov. & Info-Comm. Tech Cluster
v 22 Person
p . ~ Course 50084019  Design Thinking
(3 Collective Search Help d
Training Provider INSTITUT PERKHIDMATAN AWAM
Training Venue Institut Perkhidmatan Awam

Approved Ref No

Approved Date

= Financial year
Training Category Local Training w
Description
Sponsored ~

Sponsoring Company
Training Hours

Training Status 01 Completed

G
Training Result
e

Save Cancel

9. Select 01:Pass.
10. Click on the Tick icon.

= Training result (1) 2 Entries... _ X

[ <

Training Res.. Short Descript.

i01 Pass n

02 Fail

2 Entries found
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11. Click on the Save button.

= Infotype Edit Goto Extras System Help
3 isApd

[af]  More

¥ A
¥j2 Training Type
Find by Training Group
v 2% Person Course
() Collective Search Help -

Training Provider
Training Venue
Approved Ref No
Approved Date
Financial year

" Training Category
Description
Sponsored
Sponsoring Company
Training Hours
Training Status

Training Result

Change Training

0003 | Internal ( IPA)

50083963  Innov. & Info-Comm. Tech Cluster
50084019  Design Thinking

INSTITUT PERKHIDMATAN AWAM

Institut Perkhidmatan Awam

Local Training ~

01 Completed

<

]
b

Exit

Outcome: Record has been successfully created.

Important Note:

» Training Organiser only required to update the Training reference, status and result that is

auto created by batch process.

+ System auto create fields for training name and training date in the Training Infotype at the

end of exam date.
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TRAINING NOMINATION  Backend User

REPORT Training and Exam Organiser, Dept. HRD Admin

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

1. Enter ZHRTEMOO0S3 in the search bar.

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

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

8]
X

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

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

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

Business Event Type:
Course:
Start Date: to:

Action:
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2. Determine the selection as below:

Sub Section Field Example

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

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

Course 50084085 Applying 4IR in Organisation

3. Click on the Execute button.

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

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

Business Event Type: 50084007 | Applying 4IR in Organisation

Course 50084085 Applying 4IR in Organisation

Start Date: to:

Action:
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s si
7,

5 \re
Umpen

&

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

= List Edit Goto

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

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

50083959

“~ r;{ = = Y

Views Settings System Help

Business Event Group

iy
Mandatory Examination Catalogue
]

Iy y E» .

Mandatory Examination Catal

Mandatery Examination Catalogue

Mandatory Ex fan el

Mandatory Examination Catalogue

N y E» .

Mandatory Examination Catal

Mandatery Examination Catalogue

y E> for ol

Mandatory Examination Catalogue

Report For Training and Exam Nomination

v B = &

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

[i] Morew

Business Event Type

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha
Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.
Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

Peperiksaan Perkhidmatan Kesetiausaha.

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

Course

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

Peperiksaan Perkhidmatan Kesetiz
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TRAINING HISTORY Backend User

REPORT Training Organiser and Dept. HRD Admin

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

1. Enter ZHRTEMO004 in the search bar.

8]
X

= SAP Easy Access < d

v-!* J SAP Easy Access

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

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

Outcome: Report for Training History page will be displayed.

Report for Training History <

{ ¥ : J Report for Training Histary

~ B save asvariant... [T Morew Exit

oy
X

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

Personnel Number:
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)

2. Determine the selection as below:

Sub Section

Field

Training Type

Example

0003 Internal (IPA)

Business Event Group

50084023 Institute Perkhidmatan Awam

Business Event Type

50084068 Power of Negotiation

Business Event Data

Business Event Date From

01.01.2022

Business Event Date To

31.12.9999

3. Click on the Execute

= Program Edit Goto System Help

button.

< &

Report for Training History

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

Business Event Group: 50084023

Business Event Type: 50084068

Business Event Date From: |01.01.2022

Internal ( IPA )

Power of Negotiation

to: 31.12.9999

Personnel Area:

Personnel SubArea:

Personnel Number:

0y

Exit
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Outcome: Report For Training History has been successfully displayed.

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

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

3 0003 28.06.2022 30.06.2022 1 02 SJo1 50084023 Power of Ne . 50084068 Insti:uz .
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