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INTRODUCTION

This user guide acts as a reference for Payroll Department Users (back-end user) to
manage Payroll. All Company and Individual names used in this user guide have

been created for guidance on using SSM.

Where possible; user guide developers have attempted to avoid using actual

Companies and Individuals; any similarities are coincidental.

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

to time.

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

materials, please contact the SSM Help Desk.

GLOSSARY

The following acronyms will be used frequently:

SSM Sistem Sumber Manusia
SAP GUI SAP Graphical User Interface/Back End
FIORI Front End/Web Portal
ESS Employee Self Service
MSS Manager Self Service
FURTHER ASSISTANCE

Should you have any questions or require additional assistance with the user guide
materials, please contact SSM Help Desk at +673 238 2227 or e-mail at

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

Create Basic Pay Payroll Department Clerk, Payroll Department Officer, Treasury Payroll
Officer

1. Enter Transaction Code PA30 in the search bar and click enter on the keyboard to

navigate to Maintain HR Master Data page.

vl B SAP Easy Access
I PA30 vI H = & & Othermenu ¥ & F V A H Createrole  More ~
» [3 Favaorites
~ 5] SAP Menu
» [3 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross- Application Componenis
> [7 Logistics
> [3 Accounting
» [ Human Resources
» [ Information Systems
» [ Service
» [ Tools
» [ WebClient Ul Framework
Note:
Maintain HR Master Data page will be displayed.
= > GHQ (1) 200 (O

< w Maintain HR Master Data
)
alzs & @ C @ @ Morev Exit

¥ q‘
I Personnel no.: | 306

Find by Name: Employee B

&2 Person EE group: 1 Permanent Persarea: SA  Prime Minister's Office
Collective Search Helj
. P EE subgroup: 02 Division Il
Search Term

Basic personal data

Infotype Text g Period

Actions v Period

Organizational assignment v From: 01.01.1800 To: 31.12.9999

Personal data v

Today Currweek

Addresses v =

Planned Working Time V. 4 Current month
3 v From curr date Last week

Bank Details To Current Date Last month

Recurring Payments/Deductions v

v Current Period Current Year

Additional Payments/Deductions
Monitoring of Tasks 5] Choose
Family Member/Dependents

Education
Direct selection

Infotype: Basic Pay STy

Record created View detail
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2. Input the employee’s Personnel Number and click enter on the keyboard.
3. Select Infotype Basic Pay or enter 0008 under Direct Selection.
4. Click the ® and select Period of Basic Pay: All.

5. Click the [ icon.

Note:

Create Basic Pay page will be displayed.

= 6B 89 %
< nz* ’ Create Basic Pay
~| [ Salaryamount i= Payments and deductions More Exit
¥| A v
Personnel No: 306 Name: Employee B
Find by EEgroup: 1  Permanent Persarea: SA  Prime Minister’s Office
~ &2 Person

(4, Collective Search Help “1o: 31,12.9999

T _Search Term

Subtype: 0 Basic contract
Pay scale
Reason Caputillvl: 100.00

* PS type: Umum WkHrs/period:  162.00 Monthly

“Psarea] | juision 1 * Next inc. * Code

* PS group: — Level: Est.Sal Scale

Ann.salary: BND

Wag.. Wage Type Long Text 0. Amount Curre... I. A.. Number/Unit  Unit @

BND

Save Cancel

6. Inputthe Start Date.
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Create Basic Pay

sapg
Exit

~| [ Salaryamount = Paymentsand deductions  More

Name: Employee B

¥ A
~J= Personnel No: 306
Find by EE group: 1  Permanent Pers.area: SA Prime Minister’s Office
w & Person EE subgroup: 02 | Division Il
A Colective Search Help - *Start: 01.01.2021 “io: 31.12.9999
() Search Term -
Subtype: 0 Basic contract
Pay scale
Reason Caputillvl:  100.00

WkHrs/period:  162.00 Monthly
Code

* PS Area Division 1 * Next inc
* PS group: Level: EstSal.Scale:
Ann.salary END

Wag... Wage Type Long Text O... Amount L. A.. NumberUnit  Unit

o]

7. Input the Pay Scale Type. To view list of Pay Scale Types, click on
|
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Pay Scale Type (1) page will appear:

Restrictions

Pay scale type (1) 18 Entries found

~
Cggintry Grouping: 99

v Qa| m = ||| F

T Pay scale type text _PSTSta___PSTEnd [fJ

01 Umum 01.01.1990 31.12.45°1 g
02 B.Mencegah Rasuah 01.01.1990 31.12.9999

03 B.Kawalan Narkotik 01.01.1990 31.12.9999

04 P.Guru - Guru 01.01.1990 31.12.9999

05 P.Perguruan 01.01.1990 31.12.9999

06 P.Perguruan Ugama 01.01.1990 31.12.9999

07 P.Bomba, Penjara 01.01.1990 31.12.9999

08 Universiti 01.01.1990 31.12.9999

09 P.Perubatan 01.01.1990 31.12.9999

10 P.Kelengkapan Tek 01.01.1990 31.12.9999

11 Polis Diraja Brunei 01.01.1990 31.12.9999

12 MINDEF Uniform 01.01.1990 31.12.9999

13 Unit Simpanan Gurkha 01.01.1990 31.12.9999

14 PTH 01.01.1990 31.12.9999

15 Kehakiman Negara 01.01.1990 31.12.9999

16 Skim PMKK 01.01.1990 31.12.9999

17 HMSF 01.01.1990 31.12.9999

99 Non Employee 01.01.1990 31.12.9999 s

18 Entries found

8. Select Pay Scale type.

9. Click on | %/
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< K :‘ 'J Create Basic Pay
< [ad] Salary amount i= Payments and deductions  More Exit
wv|[a
== Personnel No: 306 Name: Employee B
Find by EE group: 1  Permanent Persarea: SA  Prime Minister's Office
v &2 Person EE subgroup: 02  Division Il
. i h H
- Collective Search Help *Start: 01.01.2021 “1o: 31.12.9999
Search Term.
Subtype: 0 Basic contract
Pay scale
Reason Caputillvl:  100.00
I *PStype: 01| Umum WhkHrs/period: 162.00 Monthly
* PS group: Level: Est.Sal.Scale
Ann salary BND
O.. Amount Curre.. L. A.. Number/Unit  Unit @
BND -

Wag.. Wage Type Long Text

O
|

10. Input the Pay Scale Area. To view list of Pay Scale Area, click on

& Entries found

Note: Pay Scale Area (1) page will be displayed.
Pay Scale Area (1)

Restrictions

Country Grouping: 99
I

AR EIE

12
H|Q|a
PS_ Payscale area text PSASta  PSAEJEY]
01 Division 1 01.01.1990 31.12.9989
02  Division 2 01.01.1990 31.12.99949
03  Division 3 01.01.1990 31.12.9999
04  Division 4 01.01.1990 31.12.9999
05  Division 5 01.01.1990 31.12.9999
09  Mon Division 01.01.1990 31.12.9999

11. Select Pay Scale Area.
12. Click the | + | icon
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Create Basic Pay

s
Exit

[#] Salaryamount = Payments and deductions  More

¥| A
Personnel No: 306 Name: Employee B
Find by EE group: 1 Permanent Pers.area: SA Prime Minister’s Office
v & Person EE subgroup: 02 | Division Il
€} Collective Search Help

*Start: 01.01.2021 *tor 31.12.9999

() _Search Term

Subtype: 0 Basic contract
Pay scale
Reason Cap.utillvi:| 100.00
*PStype: 01| Umum WkHrs/period:  162.00 Monthly
* Nextinc.. * Code

* P a: 02 | Division 1

Ann salary: BND

Wag.. Wage Type Long Text 0... Amount Curre... I. A.. Number/Unit  Unit
BND

13. Input the Pay Scale Group. Click on | []! | to view list of Pay Scale Group.
|

Note:

Pay Scale Group page will be displayed.
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= Pay Scale Group (1) 94 Entries found

T: Search help for pay scale groups/levels (T510)

vl

country Grouping: 89
Pay scale type: 01
~ay Scale Area: 02
s fOr CAP. 3

B | €| Q||| vl =
Egrnu: Lv WT Start Date End Date Amount Crcy
B1 1D1 0001 01.01.1990 31.12.9999 1,430.00 BND
B1 A{JE 0001 01.01.1990 31.12.9999 1,500.00 BND
B 03 0001 01.01.1990 31.12.9999 1.570.00 BND
B 04 0001 01.01.1980 31.12.9999 164000 BND
B1 05 0001 01.01.1980 31.12.9999 1. 71000 BND
B1 06 0001 01.01.1990 31.12.9999 1,780.00 BND
B 07 0001 01.01.1990 31.12.9999 1.830.00 BND
B 08 0001 01.01.1980 31.12.9999 1.920.00 BND

14. Select a Pay Scale Group and the respective Pay Scale Level.

15. Click on| v
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< = : 'J Create Basic Pay
< [ad] Salary amount i= Payments and deductions  More Exit
v A
Fl= Personnel No: 306 Name: Employee B
Find by oup: 1 Permanent Pers.area: SA Prime Minister’s Office
+ &2 Person EE subgroup: 02 | Division Il
Q Coliective Search Help “ Starc 01.01.2021 ‘1o 31.12.9999
) Search Term
Subtype: 0 Basic contract
Pay scale
Reason Caputillvl: 100.00
“PStype: 01| Umum WkHrs/period: 162
* PSArea: 02| Division 1 Code
* PS group: B2 Level: 01 EstSal Scale:
Ann.salary: BND
Wag... Wage Type Long Text Q... Amount Curre... L. A. Number/Unit  Unit &
BND .
Save
16. Input the Next Increment date.
= < 6Bl 85 %
< S : 'J Create Basic Pay
~| [& Salaryamount i= Payments and deductions  More Exit
¥ a v
= Personnel No: 306 Name: Employee B
Find by p: 1 Permanent Pers.area: SA Prime Minister’s Office
v & Person EE subgroup: 02 | Division Il
A Collective Search Help *Start: 01.01.2021 *tor 31.12.9999
() Search Term
Subtype: 0 Basic contract
Pay scale
Reason Cap.utillvi:| 100.00
*PStype: 01| Umum WkHrs/period:  162.00 Monthl
1 - -
* PSArea: 02| Division 1 * Nextinc.: 01.01.2022 * Codel| q ln
* PS group: B2 Level: 01 Est.Sal.Scale h
Ann salary’ BND
Wag.. Wage Type Long Text 0... Amount Curre... I.. A.. Number/Unit  Unit
BND .
Save
1
17. Input the Salary Increase Code by clicking on | [
|
Note:
Salary Increase Code (1) page will be displayed.
11
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— Salary Increase Code (1) 7 Entries fou... X
19

v[=|a|a|g|v]||

From To Short Descript.

00 00 Kenaikan Ditahan

91 00 Kenaikan Mencapai Gaji Maksima (EB)

92 00 Tidak Ada Kenaikan Mengikuti Sukatan Gaji

93 00 Khas Kepada Batang Tubuh (Personal to Holder)
095 00 Gaiji (Max)

96 00 Accelerated Increment (Al)

01 35 Kenaikan Tahunan

18. Select Salary Increase Code.

19. Click on | v

< »-3 i '? Create Basic Pay
v [« Salary amount Payments and deductions ~ More Exit
Personnel No: 1100008 Name: PY Employee 8
EE group: 1 Permanent Pers.area: |SA Prime Minister's Office

EE subgroup: 02 | Division II

*Start: 01.05.2021 *to: | 31.12.9999
Subtype: 0 Basic contract
Pay scale
Reason: Cap.util.lvl:
*PStype: |01 | Umum WkHrs/period:
—
“PS Area: [02 | Division 1 *Nextinc.: 0105.2022 # CodeQ
Lk
*PS group: [B1 Level: |07 Est.Sal.Scale:
Ann.salary: BND
Wag... Wage Type Long Text Q... Amount Curre... l... A... Number/Unit Unit &
END

20
20. Click on
Outcome: Basic Pay will be created.
Note: Lock icon will appear next to the created basic pay.
12
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Backend User
Payroll Department Officer, Treasury Payroll Officer

Unlock Basic Pay

1. Enter Transaction Code PA30 in the search bar and click enter on the keyboard to

navigate to Maintain HR Master Data page.

A SAP Easy Access
I PA30 \/| H = & & Ohermenu ¥ k F V A TH Createrole  More v

» [ Favorites
w5 SAP Menu
> [[3 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross- Application Componenis
> [7 Logistics
> [3 Accounting

» [3 Human Resources

> [ Information Systems

» [ Service

» [ Tools

» [0 WebClient Ul Framework

Note:

Maintain HR Master Data page will be displayed.

> GHQ (1) 200 6 l— B X

< w 5 Maintain HR Master Data
0 72 & 4a 0o rT‘Mure- v Exit

YA - q
IS I Personnel no: | 306

Find by Name: Employee B

&2 Person EE group: 1 Permanent Persarea: SA  Prime Minister's Office
Collective Search Helj
. P EE subgroup: 02 Division Il
Search Term

Basic personal data

Infotype Text g Period
Actions v Period
Organizational assignment v From: 01.01.1800 To: 31.12.9999
Personal data v 4 -
ay Currweek

Addresses v :
Planne 3 ing Time v Current month

v From curr date Last week
Bk hedis To Current Date Last month
Recurring Payments/Deductions v

2 3 Current Period Current Year
Additional Payments/Deductions v
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education
Direct selection
Infotype: Basic Pay STy
Record created View detail

13
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2. Input the employee’s Personnel Number and click enter on the keyboard.
3. Select Infotype Basic Pay or enter 0008 under Direct Selection.
4. Click the ® and select Period of Basic Pay: All.

5. Click the [&] icon.

Note:
List Basic Pay page will be displayed.
= <6l 8 x
& F: : 'J List Basic Pay
- - 7
7| vl /27 4 W := Payments and deductions ~ More v Exit
oA n
Y= Personnel No: 306 Name: Employee B
Find by EE group: 1 Permanent Pers.area: SA Prime Minister’s Office
v & Person EE subgroup: 02 | Division Il
< Collective Search Help < B Choose: 01.01.1800 t0: 31.12.9999 sTy.
() Search Term ~
STy Re Start Date EndDate Ty Ar PSgoup Lv Amount 1stcu... Total amount Crey  Caputitii L &
0 02.02.2021 31.12.9999 01 02 B2 20 4,24000 BND 4,24000 BND  100.00 °
ﬂ 0 01.01.2021 31.012021 01 02 B2 01 2,27000 BND 2,27000 BND 100.00 & I
<3 <> :
i, 1 of:2
6. Select the Basic Pay transaction to be unlock by clicking the icon

7. Click the & icon

Note:

Unlock Basic Pay page will be displayed.

14
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Unlock Basic Pay

[&] Salaryamount i= Payments and deductions  More
i e Personnel No: 306 Name: Employee B
Find by EE group: |1 Permanent Persarea: SA  Prime Minister's Office
~ &2 Person EE subgroup: |02 Division Il
Start: ro_l.m.zozl T‘ﬂ to: 31.01.2021 Chng: 29.04.2021 DYNAMIK2S

Q4 Collective Search Help

()_Search Term

Basic contract

Exit

Subtype: 0
Pay scale
Reason: Cap.util.lvi: 100.00
PStype: 01  Umum WkHrslperiod: 162.00 Monthly
PSArea: 02 Division 2 Nextinc.: 01.01.2022 Code 1
PS group: B2 Level: 01 EstSal Scale:
Ann.salary: 27,240.00 BND
Q.. Amount Curre... A... Number/Unit  Unit @
0.00 Bi-Month .

v

Wag... Wage Type Long Text
2,270.00 BND I

0001 GAJI

Save| Cancel

Enter data for correction period for payroll area GB

8. Click the [EELER button

SSM_UG_PY_Back End (SAP GUI)_Maintain Basic Pay (Infotype 0008)_v1.0



Sistem Sumber Manusia - Payroll %

Backend User

Copy Basic Pay Department Payroll Clerk, Payroll Department Officer, Treasury Payroll
Officer

1. Enter Transaction Code PA30 in the search bar and click enter on the keyboard to

navigate to Maintain HR Master Data page.

A SAP Easy Access
I PA30 \/I H = & & Ohermenu ¥ k F V A TH Createrole  More v

» [ Favorites
w5 SAP Menu
> [[3 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross- Application Componenis
> [7 Logistics
> [3 Accounting

» [3 Human Resources

> [ Information Systems

» [ Service

» [ Tools

» [0 WebClient Ul Framework

Note:

Maintain HR Master Data page will be displayed.

> GHQ (1) 200 6 l— B X

< w 5 Maintain HR Master Data
0 72 & a rT‘Mure- v Exit

¥ q‘
I Personnel no.: | 306

Find by Name: Employee B

&2 Person EE group: 1 Permanent Persarea: SA  Prime Minister's Office
Collective Search Helj
. P EE subgroup: 02 Division Il
Search Term

Basic personal data

Infotype Text g Period

Actions v Period

ST s o From: 01.01.1800 To: 31.12.9999

Personal data v 4 -
[y Currweek

Addresses v :

Plannelilie] ing Time v o Al Current month
v From curr date Last week

Bank Details To Current Date Last month

Recurring Payments/Deductions v

v Current Period Current Year

Additional Payments/Deductions

Monitoring of Tasks 1] Choose

Family Member/Dependents
Education

Direct selection

Infotype: Basic Pay STy

Record created View detail

16
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2. Input the employee’s Personnel Number and click enter on the keyboard.

3. Select Infotype Basic Pay or enter 0008 under Direct Selection.

4. Click the ® and select Period of Basic Pay: All.

5. Click the [af icon.

Note:

List Basic Pay page will be displayed.

= > GHE
< hi‘ '? List Basic Pay
7
A W o [@ Payments and deductions  More
Personnel No: 1100008 Mame: PY Employee 8
EE group: 1 Permanent Pers.area: |S5A Prime Minister's Office
EE subgroup: 02 | Division Il
Choose: 01.01.1800 tor 31.12.9999 STy.:
STy  Re Start Date End Date Ty Ar  PSgroup v Amount 1st curr.  Total amount Crey Cap.util. L
[eb = 01042021 31129999 01 02 B2 23 4,480.00 BND 4,480.00 BND  100.00
6. Select Basic Pay transaction to be copied by clicking the @® icon.
7. Click the & icon.
Note:
Copy Basic Pay page will be displayed.
17
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S
4 -~
Sumpen ™

. sap

« H -0
Copy Basic Pay
b [# Salary amount := Payments and deductions  More Exit
¥|[Aa
~J= Personnel No 306 Mame: Employee B
Find by EE group: 1| Permanent Persarea: SA  Prime Minister's Office
~ &3 Person EE subgroup: 02 Division Il
), Collective Search Helj T
P * Start: IDZ.UZ.ZDZI 0 *to: | 31.12.9999
0 Search Term . =

Subtype: O Basic contract
Pay scale

Reason Caputillvl:  100.00
*PStype: 01 Umum WhkHrs/period: 162.00 Monthly
* PSArea: 02 Division 2

* Nextinc: 01.01.2022 * Code 1
*PS group: B2 Level: 20 EstSalScale:
Ann salary: 50,880.00 BND
Wag.. Wage Type Long Text 0.. Amount

Curre.. I A. Number/Unit  Unit
0001 GAJI 4,240.00 BND I v

<> &

Bi-Month

Default for pay scale type/area: 01/01 View details

Save Cancel

8. Click on

Note: Lock icon will appear next to the copied basic pay.

18
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Backend User

Edit Basic Pay Department Payroll Clerk, Payroll Department Officer, Treasury Payroll
Officer

1. Enter Transaction Code PA30 in the search bar and click enter on the keyboard to

navigate to Maintain HR Master Data page.

A SAP Easy Access
I PA30 \/I H = & & Ohermenu ¥ k F V A TH Createrole  More v

» [ Favorites
w5 SAP Menu
> [[3 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross- Application Componenis
> [7 Logistics
> [3 Accounting

» [3 Human Resources

> [ Information Systems

» [ Service

» [ Tools

» [0 WebClient Ul Framework

Note:

Maintain HR Master Data page will be displayed.

> GHQ (1) 200 6 l— B X

< w 5 Maintain HR Master Data
0 72 & a rT‘Mure- v Exit

¥ q‘
I Personnel no.: | 306

Find by Name: Employee B

&2 Person EE group: 1 Permanent Persarea: SA  Prime Minister's Office
Collective Search Helj
. P EE subgroup: 02 Division Il
Search Term

Basic personal data

Infotype Text g Period

Actions v Period

Organizational assignment v From: 01.01.1800 To: 31.12.9999

Personal data v 4 -
[y Currweek

Addresses v .

Plannclilie] ing Time v ® All Current month
v From curr date Last week

Bank Details To Current Date Last month

Recurring Payments/Deductions v

v Current Period Current Year

Additional Payments/Deductions

Monitoring of Tasks 1] Choose

Family Member/Dependents
Education

Direct selection

Infotype: Basic Pay STy

Record created View detail

19
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2. Input the employee’s Personnel Number and click enter on the keyboard.
3. Select Infotype Basic Pay or enter 0008 under Direct Selection.

4. Click the ® and select Period of Basic Pay: All

5. Click the [&] button

Note:

List Basic Pay page will be displayed.

o= g X
< X : 'J List Basic Pay
(d @0 W & = Paymentsanddeductions More Exit
Y A
Zg A Personnel No: 306 Name: Employee B
Find by EEgroup: 1  Permanent Persarea: SA | Prime Minister's Office
&2 Person up: 02 Division Il
2 Collertie Search Help -| B Choose: 01.01.1800 to: 31.12.9999 sTy.
)_Search Term v
STy Re Start Date End Date Ty Ar PSgroup Lv Amount 1st cu... Total amount Crcy Caputitivt L
0 02.02.2021 31.12.9999 01 02 B2 20 4,24000 BND 4,24000 BND 100.00

0 02022021 21129999 01 02 R2 20 4.24000 END 4.2 2
n. 0 01.01.2021 31.01.2021 01 02 B2 01 2,270.00 BND 2,27000 BND 100.00 &

Entry 1 of: 3

6. Select Basic Pay transaction to be edited by clicking the @ icon.
7. Click the Z icon.

20
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4 -~
Sumpen ™

S isang

Change Basic Pay

<6

v | [ Salaryamount = Paymentsand deductions  More
| Personnel No: 306 Name: Employee B
Find by EEgroup: 1| Permanent Persarea: SA  Prime Minister's Office
v 2 Person EE subgroup: 02 | Division I
 Collective Search Help . *Start 01.01.2021 [ *io: 31.01.2021 chng: 06.05.2021 DYNAMIK2S @
() _Searrh Term h = =
Subtype: 0 Basic contract
Pay scale
Reason Capuutilivl: 100.00
*PStype: 01 Umum WkHrs/period:  162.00 Monthly
*PSArea: 02 Division 2 *Nextinc: 01.01.2022 # Codel
*PS group: B2 Level: 01 Est.Sal Scale:
Ann.salary: 27,240.00 BND
Wag... Wage Type Long Text 0.. Amount Cure... L. A.. Number/Unit  Unit &
0001 GAJI 2,270.00 BND I v Bi-Month S

Save

oy
x

Exit

Cancel

Note:

Edit any changes to be made.

8. Click on

Note:

Lock icon will appear after any changes are made.
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. : Backend User
Delimit Basic Pay

Payroll Department Officer, Treasury Payroll Officer

1. Enter Transaction Code PA30 in the search bar and click enter on the keyboard to

navigate to Maintain HR Master Data page.

A SAP Easy Access
I PA30 \/I H = & & Ohermenu ¥ k F V A TH Createrole  More v

» [ Favorites
w5 SAP Menu
> [[3 Connector for Multi-Bank Connectivity
» [0 Office
> [J Cross- Application Componenis
> [7 Logistics
> [3 Accounting

» [3 Human Resources

> [ Information Systems

» [ Service

» [ Tools

» [0 WebClient Ul Framework

Note:

Maintain HR Master Data page will be displayed.

> GHQ (1) 200 6 l— B X

< w 5 Maintain HR Master Data
0 72 & 4a 0o rT‘Mure- v Exit

YA - q
IS I Personnel no: | 306

Find by Name: Employee B

&2 Person EE group: 1 Permanent Persarea: SA  Prime Minister's Office
Collective Search Helj
. P EE subgroup: 02 Division Il
Search Term

Basic personal data

Infotype Text g Period
Actions v Period
ST s o From: 01.01.1800 To: 31.12.9999
Personal data v 4 -
ay Currweek
Addresses v :
e 3 ing Time v Current month
v From curr date Last week
Bank Details To Current Date Last month
Recurring Payments/Deductions v
2 3 Current Period Current Year
Additional Payments/Deductions v
Monitoring of Tasks 5] Choose
Family Member/Dependents
Education
Direct selection
Infotype: Basic Pay STy

Record created View detail
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Sistem Sumber Manusia - Payroll =

MBER

2. Input the employee’s Personnel Number and click enter on the keyboard.

3. Select Infotype Basic Pay or enter 0008 under Direct Selection.

4. Click the ® and select Period of Basic Pay: All.

5. Click the [&] icon.

Note:

List of Basic Pay page will be displayed.

= < & - B8 x
< E : 'J List Basic Pay
v 01 727 8 W i= Payments and deductions  More ™ Exit
¥ ||
Personnel No: 306 Name: Employee B
Find by EEgroup: 1 Permanent Pers.area: SA Prime Minister’s Office
v (% Person - EE subgroup: 02 Division i
L___Q Collective SearchHelo ___~
= B Choose: 01,01, 1800 to: 31.12.9999 sTy.
STy Re Starn Date End Date Ty Ar  PSgroup Lv  Amount 1st cum. Total amount Crcy &
[+] 01.01.2021 31.12.9999 01 02 B2 18 4,000.00 BND 4,000.00 BND @
I 3
I -"f{lD | 01.02.2021 31.12.9999 01 0z B2 20 4,240.00 BND 4,240.00 BND 100
<> <o v
Entry: 1| of: 2

6. Select Basic Pay transaction to be delimited by clicking the ® icon.

7. Click the & icon.

Note:

Unlock Basic Pay page will be displayed.
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Sistem Sumber Manusia - Payroll
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Sumpen ™

& B x
< W Unlock Basic Pay
& Salary amount E':'[r?aymenls and deductions  More ™/ Exit
Y| | v
Personnel No 306 Name: Employee B
Find by EE group: 1 Permanent Pers.area: SA Prime Minister's Office
v &2 Person | EE subgroup: 02 Division Il
Q Collective Search Helo r 1
= - 1 Start: [01.02.2021 (3 to: 31.12.9999 chng: 22.04.2021 012345678
L 3
Subtype: 0 Basic contract
|, Pay scale
Reason: Cap.util.lvi: 100.00
PStype: 01 Umum WkHrs/period: 162.00 Monthly
PS Area: 02 Division 2 Next inc.: 01.01.2022 Code 1
PS group: B2 Level: 20 Est.Sal.Scale:
Ann.salary: 50,880.00 BND
Wag... Wage Type Long Text O... Amount Curren... ... A... Number/Unit Unit &
0001 GAJI 4,240.00 BND I v 0.00 Bi-Month v

Enter data for payroll past (retroactive accounting)

8. Click on

Outcome: Existing Salary will be delimited

Cancel
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