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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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Navigate to Mass Backend User

Upload and Payroll Department Clerk, Payroll Department Officer, Treasury
Maintenance page Payroll Officer

SAP Easy Access
IEPCE}E} vI EH = L S Othermenu ¥ Tk A v A B Createrole  More

» [ Favorites
~ T SAP Menu
>| [ Connector for Multi-Bank Connectivityj
» [0 Office
» [[3 Cross-Application Companents
» [ Logistics
» [3 Accounting

» [ Human Resources

» [3 Information Systems

» [0 Service

» [ Tools

» [0 WebClient Ul Framewark

1. Enter the transaction code ZPC 99 in the search bar and click on enter on the keyboard to
navigate to Payroll (Additional) menu.

1]
~
B
|
y
X

»-E' ? SAP Easy Access Custom Other Country

ZPC99 v 8 = & & othermenu W B Createrole  More™ Q @ P Exit

- 1 Master Data
—

£ PA20 - Display

¥ PA70 - Fast Entry

i PA30 - Maintain

> [T Process

> [ Report
> [ Tools
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2. Click on |~ T SAP Menu

3. Click on ™ T Payroll (Additional)
4. Click on | © Master Data

5. Click on ™ ©@ Mass (Bulk) Data Maintenance

6. Click on | © ZHRPY0001 - Payroll Data Relevan Infotype Maintenance Menu

Outcome: Mass (Bulk) Process Menu will be displayed.

v More ~

Mass (Bulk) Process Menu

-
I__1_ Infotype Basic Pay (ITO008)

2. Infotype Recurring Payment/Deduction (1T0014)

3. Infotype Additional Payment/Deduction (IT0015)

4. Infotype Tabung Amanah Pekerja (IT9000)

5. Infotype Stop Allowance (IT3006)

Maintain

Maintain

Maintain

Maintain

Maintain

Upload

Upload

Upload

Upload

Upload
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Mass Upload Basic ~ ackend User

Payroll Department Clerk, Payroll Department Officer, Treasury
Payroll Officer

< SAP SAP

~ More ~

IMass (Bulk) Process Menu |

1. infotype Basic Pay (1T0008) q Maintain
2. Infotype Recurring Payment/Deduction (IT0014) Maintain Upload
3. Infotype Additional Payment/Deduction (IT0O015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Basic Pay (IT0008).

3. Click on Upload

Note:

» Upload infotype Basic Pay (ITO008) page will be displayed.

* Mass upload function is used to upload information for multiple personnel at one time.
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Upload Infotype Basic Pay (0008)

<
?

More ™

EK Download Template

Selection Screen
-
File:
L i

* Start from row 2

Note:
+ Click on £x Download Template to download the template for the first time.

* The template will be downloaded to your device.

Book1 - Excel D search Muhammad Zakaria Haji Zaini

15 Share I Comments

File Home Insert Page Layout Formulas Data Review View Help

BE o n AN ==EY & e - B BB B 2w O

13~ )

Paste - s  Conditional Formatas Cell Sort& Find & | Analyze
Uu-~-HMHEH- & AL =E=E=esx=E B v 9 <0 —

=3 2 & - S =Sk = $-%9 W2 Formatting v Table > Stylesv | HEFormat~ | €% Fiterv Select~ | Data

Clipboard & Font ] Alignment [ Number ] Styles Cells Editing Analysis | Sensitivity A

Al - 1C Number
N c c “ " N o -

;I.\r Number]Uniform ID Personnel number Start date End date Pay scale type Pay Scale Area Pay Scale Group Pay scale level Date of Next Increase Salary Increase Code: Fstablish Salary Scale Currency
01

345678 90345678 56789 01012021 31129999 01 1 02 01012020 01 01 BND

@~ o s

1
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
Batch | @
Ready i) m - 1 + o0%

4. Fill in the required fields.
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» User may choose to enter the employees’ IC Number, Uniform ID or Personnel

Number.

* Input apostrophe (‘) for values starting with zero, e.g., ‘01012021

5. Save the excel file.
Note:

User is required to close the file before uploading it.

1]
~
1)
|
(]
X

< K : J Upload Infotype Basic Pay (0008)

~ (8 kX Download Template  More™ Q @ T e

Selection Screen
-
File: ||
L

* Start from row: 2

6. Click on 0! icon to upload the excel file.
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Select ALSX File x Infotype Basic Pay (0008)
ook in Payroll_Mass Upload v 03 rE
Q i+ = p
* Date modiied Q o @ Exit
Quick access
Desktop
"
Libraries
This PC
: (X 1]
Network 7
File pan Mass Upload Infotype 8 v Open
Files of fype Al files("") v Cancel

7. Select the file and click on Open

Upload Infotype Basic Pay (0008)
Exit

Ja
e
il

Q Download Template More v

Selection Screen
r 4
Iz akaria. zainl\Desktop\Payroll_Mass Upload\Mass Upload Infotype 8.xIsxifis]
L a

" Start from row: 2

8. Click on & icon to execute the file.
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Sistem Sumber Manusia - Payroll e

Usiy s

W,

4 &
Sumpen ™

[ R
L& SAF Upload Infotype Basic Pay (0008)

(2  [X Download Template  More ™

o
“'+
]

Exit
Selection Screen

File: | C:\Users\zakaria.zainlDesktop\Payroll_Mass Upload\Mass Upload Infot

" Start from rov -

SAP GUI Security

he system is trying to access the file

C:\Users\zakaria. zaini\Desktop\Payroll_Mass Uploac

Mass Upload Infotype 8.xlsx

you want to grant 2

to this file?

Remg

r A
Allow
L 4

My Decision

Deny Help

9. Click on Allow

Upload Infotype Basic Pay (0008)

Y I % @ &8 6 6 4

w L B " @ B mMoev Q d BT oExit
Status Lock(X) IC Number Uniform ID Personnel Number Employee Name Company Code Personnel Area  Personnel Subare Employee Group Empl
: oom : X 00000305 A EMPLOYEE GOB SA SA01 1
oom X 00000307  C EMPLOYEE GOB SA SAOL 1
oom X 00000309  E EMPLOYEE GOB SA SA01 1

Outcome: Upload is successful if the status color is green.
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Backend User

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

< SAP SAP

n More ~

IMass (Bulk) Process Mem

=
I 1. Infotype Basic Pay (IT0O008) Upload

2. Infotype Recurring Payment/Deduction (IT0014) Maintain Upload
3. Infotype Additional Payment/Deduction (IT0O015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Basic Pay (IT0O008).

3. Click on Maintain
Note:
+ Maitain infotype Basic Pay (IT0008) page will be displayed.

* Mass maintenance function is used to maintain information (approve, delete and

view) multiple personnel at one time.

11
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Outcome: Maintain infotype Basic Pay (ITO008) will be displayed.

< »E‘ '? Maintain Infotype Basic Pay (IT0O008)

~| [E SaveasVariant.. B More Exit

Selections from O Search helps
Payroll period 4
—
* 2 ul
Payroll area: !L

Current period
+) Other period JESY 202021 6

Selection
Personnel Number: =3
Personnel area: o
Personnel subarea: =
Employee group: =g
Employee subgroup: o
Payroll area: o

Execute

4. Enter GB (Government of Brunei) in payroll area or click on [ icon to view list of Payroll
Areas.

5. Click on Other period.
6. Fill in the Payroll period and financial year.

Note: Payroll period depends on basic pay’s start date.

= < & 8 x
< - : ’ Maintain Infotype Basic Pay (IT0008)

& Ssave as Variant. _D'l E More ™ Exit

Selections from i* Search helps

Payroll period
" Payroll area: GB
Current period

@ Other period 23 2020

Selection

Personnel Number:

Personnel area

Personnel subarea o
Employee group: o
Employee subgroup: =
Payroll area =g

12
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7. Fill in the Personnel Number.

7.1.Click on| 7 icon to select multiple Personnel Number.

Ml
~
=)
|
1]
X

< - : J Maintain Infotype Basic Pay (IT0008)

= Multiple Selection for Personnel Number X Exit

Selectio

Payroll period
Select Single Values (1) Select Ranges Exclude Single Values Exclude Ranges

305
307

o @

A
Selection 309 ()
L

[l Multiple selection..

7.2 Fill in the respective Personnel Numbers.

7.3 Click on icon.

= <8 —g %
< ~ :‘ ’ Maintain Infotype Basic Pay (ITO008)
& Ssave as Variant. _D'l E More ™ Exit
Selections from i* Search helps
Payroll period
" Payroll area: GB from: 01.03.2021 To 15.03.2021
Cument period
@ Other period 23 2020
Selection
Personnel Number: 305 w
Personnel area o
Personnel subarea o
Employee group: =8
Employee subgroup: 8 =
r
Payroll area =3
L
13
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8. Enter GB or click on ' to view list of Payroll area.
9. Click on
= <& g x

¢ SAP 11 Maintain Infotype Basic Pay (IT0008)

v © Delete @ Lock More Q @ Exit

Lock ind. IC Numb_ Uniform IDPersNo. Lst/istNam StartDate  End Date CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program Activity Payr.area SType PS type PS Area PS

O 01100011 305 A EMPLOYEE 01.03.2021 31.12.9993 GOB SA SA0L 1 02 SAOZA 001000 001001 GB ] o1 02 B2
o X 01100011 305 A EMPLOYEE 01.03.2021 31.12.9993 GOB SA SA0L 1 02 SAOZA 001000 001001 GB ] o1 02 B2
O 01100013 307 C EMPLOYEE 01.03.2021 31.12.9993 GOB SA SA0L 1 02 GB ] o1 02 B2
o X 01100013 307 C EMPLOYEE 01.03.2021 31.12.9993 GOB SA SA0L 1 02 GB ] o1 02 B2
O 01100015 309 E EMPLOYEE 01.03.2021 31.12.9393 GOB SA SA0L 1 02 GB ] o1 02 B2
o X 01100015 309 E EMPLOYEE 01.03.2021 31.12.9393 GOB SA SA0L 1 02 GB ] o1 02 B2
|< » «
10. Select employee(s) to be approved.
11. Click on & unlock | button.
= < & —g %
< SAF Maintain Infotype Basic Pay (IT0008)
o @ Delete ﬁ Lock 5 Unlock More v Q = Exit

liv Lock ind. IC Numb  Uniform ID PersNo. Lst/1stNam  Start Date End Date CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program Activity Payr.area SType PS type PS Area PS
v ‘OO< 01100011 305 A EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 SAO2A 001000 001001 GB 0 o1 02 B2
v oo X 01100011 305 A EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 SAO2A 001000 001001 GB 0 01 02 B2
v |00t 01100013 307 C EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 GB 0 o1 02 B2
v 00X 01100013 307 C EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 GB 0 01 02 B2
v/ |00t 01100015 309 E EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 GB 0 o1 02 B2
v oot X 01100015 309 E EMPLOYEE 01.03.2021 31.12.9999 GOB SA SAO1 1 02 GB 0 o1 02 B2

= Maintain Infotype Basic Pay (IT0008) X

Unlock selected data infotype 0008 ?

)]

No X Cancel

14
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12. Click on Yes |
= & — o9 x
< AF Maintain Infotype Basic Pay (IT0008)
v © pelete @ Lock & Unlock Morev Q B Exit
ocki IC Nu Unifo Pers Lst/l Start - CoCo_Pers. Subar EE gr EEsu Bus. Progr Activi Payr. SType PSty PSAr PSgr PSle Nexti Salln Est.S Curre WT  Amo
v E)OO j 0110 305 AEM 01.0 311 GOB SA SAOL 1 02 SAO2 0010 0010 GB O 01 02 B2 20 01.0 101 BND 0001 4,24
V| [oom 0110 305 AEM 01.0 311 GOB SA SAOL 1 02 SAO2 0010 0010 GB O 01 02 B2 20 01.0 101 BND 0001 4,24
v| |ooo 0110 307 CEM 01.0 311 GOB SA SAOL 1 02 GB O 01 02 B2 20 01.0 101 BND 0001 4,24
V| [oom 0110 307 CEM 01.0 311 GOB SA SAOL 1 02 GB O 01 02 B2 20 01.0 101 BND 0001 4,24
v| |ooo 0110 309 EEM 01.0 311 GOB SA SAOL 1 02 GB O 01 02 B2 20 01.0 101 BND 0001 4,24
V| [oom 0110 309 EEM 01.0 311 GOB SA SAOL 1 02 GB O 01 02 B2 20 01.0 101 BND 0001 4,24

Outcome: Data will be unlocked when status color changes to green.

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0
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Mass Upload Backend User

EEIHIBREEWNERIEA Payroll Department Clerk, Payroll Department Officer, Treasury
Deductions Payroll Officer

< A SAP

More

IMass (Bulk) Process Menul

1. Infotype Basic Pay (ITO008) Maintain Upload

r a
I 2. Infotype Recurring Payment/Deduction (IT0O014) i Maintain Upload
e -

3. Infotype Additional Payment/Deduction (ITO015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Recurring Payments/Deductions (IT0O014)

3. Click on Upload

Note:

» Upload Infotype Recurring Payments/Deductions (IT0014) page will be displayed.

* Mass upload function is used to upload information for multiple personnel at one time.

16
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Upload Infotype Recurring Payment/Deduction (0014)

0 sapd

More

[G]

E( Download Template

Selection Screen
-
File:
L i

" Start from row 2

Note:
¢ Click on G( Download Template to download the template for the first time.

* The template will be downloaded to your device.

AutoSave (@ of) [ P Search lcal =
File Home In 5 Page Layout Formulas Data Review View Developer Help 1% Share - Comments

25, Wrap Text General . e % ﬂ?‘j i = : %? p

fﬁ A Calibri i WA A =g #
paste B Conditional Formatas  Cell EDelere ~ Sort& Find & | Anal
aste === == & onditional Formatas Cel o in nalyze
B I U~ it M. AL | ===|E 5= . . 0 0 oo — Iz
- ¥ =Tl A~ === E= EMageaces $-% 9 @A Formatting~ Table~ Styles~ | [EIFormat~ | €~ Fijerv Select~ | Data
Clipboard & Font m Alignment ] Mumber m Styles Cells Editing Analysis | Sensitivity |
F6 = ke
/
" B c D c c o o | | g ) " " o a R s T
Ic Uniform Personnel Wagetype Start End date Amount Number/ Unit of Cost Business Program Activity Account Reference Baki
Number ID number date unit time/meas. Center  Unit No D Amount
2 | 345678 90345678 56789 201001012020 31129999 500 1 ‘014 250100 | SAO1A 1000 1003 BM000021 700048005 3000
3

4. Fill in the required fields.
Note:

» User may choose to enter the employees’ IC Number, Uniform ID or Personnel

Number.
» Baki Amount should only be filled in for overpayment (Wage Type code 1xxxx).

* Input apostrophe (‘) for values starting with zero, e.g., ‘01012021

5. Save the excel file.

17
SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0



Sistem Sumber Manusia - Payroll

Note:

User is required to close the file before uploading it.

< hz‘ '? Upload Infotype Recurring Payment/Deduction (0014)
~ © 3k Download Template More a d
Selection Screen
File: m
* Start from row: 2
6. Click on [0 to upload excel file.
= — =5 x
Select XLSX File X ecurring Payment/Deduction (0014)
ookin Payroll Mass Upload v FEEs
* Name Dale modified Exit
Quick acoess !
Desklop
"
Libraries
This PC
[# s e
Netwaork . 7
File name Mass Upload Infotype 14 ~ m
Files of lype Al files( ) ~ Cancel

7. Select the file and click Open

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0
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% 5
Sumpen ™
= < B 2 X
< ALK 8 Upload Infotype Recurring Payment/Deduction (0014)
(& || £ Download Template  More™ Q q @ Exit

Selection Screen

Ir .l
215l karia. zaini\Desktop\Payroll_Mass Upload\Mass Upload Infotype 14.xlsxJfs]
= -

" Start from row: 2

8. Click on | & to execute the file.

Upload Infotype Recurring Payment/Deduction (0014)

(& X Download Template  More™

Selection Screen

File: C:\Users\zakaria.zain\Desktop\Payroll_Mass Upload\Mass Upload Infot

* start from rov -

SAP GUI Security

C:\Users\zakaria. zaini\Deskt:

roll_Mass Upload\Mass Upload Infotype 14

you want to grant access ta this file?

My Decision

Deny

Help

9. Click on Allow

19
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(& 8 x
< »-E* ’ Upload Infotype Recurring Payment/Deduction (0014)
Q B = s 2 F ¥ z odE 89 x w L B M @ B Morev Q q 2P Exit
Status Lock(X) IC Number Uniform ID  Personnel Number Employee Name Company Code Personnel Area  Personnel Subare Employee Group Empl
[ oom ] X 00000305 A EMPLOYEE GoB sa sA01 1
oom X 00000307  C EMPLOYEE GOB sA SAD1 1
oom X 00000309  E EMPLOYEE GOB sA SAD1 1

Outcome: Upload is successful if the status color is green.

20
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Mass Maintain Backend User
Recurring Payments/ P ID Officer. T p Il Off
Deductions ayroll Department Officer, Treasury Payro icer
< KT SAP
More

IMass (Bulk) Process Menul

1. Infotype Basic Pay (ITO008) Maintain Upload

3

r a
I 2. Infotype Recurring Payment/Deduction (IT0O014) | Upload
e -

3. Infotype Additional Payment/Deduction (ITO015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Recurring Payments/Deductions (IT0O014)

3. Click on Maintain
Note:
* Maintain Infotype Recurring Payments/Deductions (IT0O014) page will be displayed.

* Mass maintenance function is used to maintain information (approve, delete and

view) multiple personnel at one time.

21
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",
S

< nzl '? Maintain Infotype Recurring Payment/Deduction (IT0014)
v [ saveasVariant.. B More v
Selections from o Search helps
Payroll period 4

—

. . a]

Payroll area: L

Current period

=) Other period [ISY 12| 2021 6

Selection 7.1
Personnel Number:

Personnel area: o
Personnel subarea: =3
Employee group: o
Employee subgroup: o
Payroll area: |GB o

Wage Type: o

Exit

4. Enter GB (Government of Brunei) in Payroll area or click on ' to view list of Payroll

areas.
5. Select Other period.

6. Enter the payroll period and financial year.

Note:

Payroll period depends on the Recurring Payment/Deduction’s start date.

7. Enter the employee’s personnel number.

7.1 Click on ' & to enter multiple employee’s personnel numbers.

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0
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Maintain Infotype Recurring Payment/Deduction (1IT0014)

Multiple Selection for Personnel Number X

Select Single Values Select Ranges Exclude Single Values Exclude Ranges

S... Sin @
111 z
I~ .
121311 =
| =

< £ r v

v © ¥ ® O W [l Mulipleselection. =B [FH X

7.2 Fill in the respective Personnel Numbers.

7.3 Click on icon.

< nz i '? Maintain Infotype Recurring Payment/Deduction (IT0014)

v| @ SaveasVariant.. B More v Exit

Selections from 0’ Search helps

Payroll period

*Payroll area: | GB
Current period

s Other period 12 2021

Selection

3 o
Personnel Number: L:l o

Personnel area: [m]
Personnel subarea: o’
Employee group: o
Employee subgroup: 8 o

Payroll area: |GB o’

=

Wage Type: [m] E

8. Enter GB(Government of Brunei) in the Payroll area or click on ' to view list of payroll

areas.

9. Click on

23
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oMBER
,

-

CON

W,

4 &
Sumpen ™

o0 01100011
lele} 01100013
00X 01100013
o0 01100015
00X 01100015

Maintain Infotype Recurring Payment/Deduction (IT0014)

G Delete @ Stop E Lock & Unlock

Lock ind. IC Numb  Uniform IDPersNo. Lst/1stNam  Start Date

305 A EMPLOYEE 01.02.2021
307 C EMPLOYEE 01.02.2021
307 C EMPLOYEE 01.02.2021
309 E EMPLOYEE 01.02.2021
309 E EMPLOYEE 01.02.2021

End Date

31.12.9999
31.12.9999
31.12.9999
31.12.9999
31.12.9999

Object IDRecord no. WT  Long text

0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB

SA
SA
SA
SA
SA

SAOL
SAOL
SAOL
SAOL
SAOL

1

S

0z
0z
0z
0z
0z

<& B8 x

Q @ Exit

CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program /

SAD2A 001000 (

10. Select Recurring Payment/Deductions to be approved.

11. Click on & Unlock

button to unlock (approve) the information.

Maintain Infotype Recurring Payment/Deduction (IT0014)

® Delete ® stwop & Lock B Unlock

|l § Lock ind. IC Numb_ Uniform ID PersNo. Lst/1stNam  Start Date

V| oot 01100011
V| |00t 01100013
v |0OtX 01100013
v 00t 01100015
v |0OtX 01100015

305 A EMPLOYEE 01.02.2021
307 C EMPLOYEE 01.02.2021
307 C EMPLOYEE 01.02.2021
309 E EMPLOYEE 01.02.2021

309 E EMPLOYEE 01.02.2021

End Date

31.12.9999
31.12.9999
31.12.9999
31.12.9999

31.12.9999

More ™~

Object IDRecord no. WT  Long text

0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB
0853 P. DANA DPMM GOB

0853 P. DANA DPMM GOB

= Maintain Infotype Recurring Payment/Deduction (IT0014)

Unlock selected data infotype 0014 ?

®

X Cancel

SA
SA
SA
SA
SA

SA01L
SA01L
SA01
SA01
SA01

BB R R e

02
02
02
0z
02

CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program /

SAD2A 001000 (

12. Click on :

Yes

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0

24



oMBER

Sistem Sumber Manusia - Payroll 905

Usiy s

W,

4 -~
Sumpen ™

& — O x

(]
~

< ALK Maintain Infotype Recurring Payment/Deduction (IT0014)

G Delete @ Stop B Lock & Unlock More Q 5‘ Exit

Nu  Unit Ival. 1st _1st Inte Nex Assi Ban Mo Acc Ref. Am Per

Loc IC Unif Per Lst/ Start- Obj Rec WT Lon Co Per Sub EE EE Bus Pro Acti Pay Op.i Am Cu

v :OCIO: 01 305 AE 01. 31. 08B P. GO SA SA 1 02 SA 00 00 GE A 10 BN 1.00014 0 0.00
v| [ooo 01 307 CE 01. 31. 08 P. GO SA SA 1 02 GBE A 10 BN 1.00014 0 0.00
v| [oom 01 307 CE 01. 31. 08 P. GO SA SA 1 02 GB A 10 BN 1.00014 0 0.00
v| [ooo 01 309 EE 01. 31. 08 P. GO SA SA 1 02 GB A 10 BN 1.00014 0 0.00
v| [oom 01 309 EE 01. 31. 08 P. GO SA SA 1 02 GBE A 10 BN_1.00014 0 0.00

Outcome: Data will be unlocked when status color changes to green.
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Sistem Sumber Manusia - Payroll %

Mass Upload Backend User

Additional Payroll Department Clerk, Payroll Department Officer, Treasury
Payment/Deduction Payroll Officer

< A SAP

v More

IMass (Bulk) Process Menui

1. Infotype Basic Pay (ITO008) Maintain Upload

-
2. Infotype Recurring Payment/Deduction (IT0O014) Maintain Upload
L

3. Infotype Additional Payment/Deduction (ITO015) i Maintain Upload

4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload

5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Additional Payment/Deduction (IT0O015)

3. Click on Upload

Note:

» Upload Infotype Additional Payment/Deduction (ITO015) page will be displayed.

* Mass upload function is used to upload information for multiple personnel at one time.
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Sistem Sumber Manusia - Payroll %

1]
~
)
|
(1]
X

< b! . ’ NOTE Upload Infotype Additional Payment/Deduction (0015)

® E( Download Template More ™~ Q a’ 2 Exit

Selection Screen
-
File: || o

Ju

" Start from row 2

Note:

* Click on G( Download Template to download the template for the first time.

* The template will be downloaded to your device.

File Home Insert Page Layout Formulas Data Review Wiew Developer Help

—— — i Insert ~ =

ﬁlq:l & Calibri 1 - A A = :E e EEWrapTa:t General - ﬁ @ EP Bl nse %?
pase (B Conditional F Cell & Delete vs &
aste = = =|e= 3= | ™ onditional Format as €l ort

BIU-~|T~|dA~|===|=3=|E MergesCenter ~ . 1 o =

- g =V [E= = ===1== B $-% % W B Formatting ~ Table~ Styles~ | DEHIFormat~ | €~ Fjerv §
Clipboard N Font N Alignment 1] Mumber N Styles Cells Editing
c7 2 13

A E (E D E 3 (<] H | A K L 4 N Q P Q

IC Uniform Personnel Wagetype Dateof Amount Cost Business Program Activity Account Reference Baki

Number ID number QOrigin Center  Unit No ID Amount
1
2| 34s67s soaase7s 56789 201001012020 5007250100 (SAOLA 1000 1003 BM000021'700048005 3000
3
4

4. Fill in the required fields.
Note:

* User may choose to enter the employees’ IC Number, Uniform ID or Personnel

Number.
+ Baki Amount should only be filled in for overpayment (Wage Type code 1xxxXx).

* Input apostrophe (‘) for values starting with zero, e.g., ‘01012021

5. Save the excel file.
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Sistem Sumber Manusia - Payroll V=

Note:

User is required to close the file before uploading it.

< ~ : : Upload Infotype Additional Payment/Deduction (0015)

® Q Download Template More Q at ? Exit

Selection Screen
-
File
L

" Start from row: 2

6. Click on (7' to upload the file.

Select XLSX File * iditional Payment/Deduction (0015)

Payroll_Mass Upload ~ i Jial+ g
Q q @ Exit

Date modified

This PC

3 oo
Network 7
o (I e S 3 =n
A Cance

Files of type: Allfiles* )

7. Select the file and click Open

28
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Sistem Sumber Manusia - Payroll

Usiy s

W,

Upload Infotype Additional Payment/Deduction (0015)

Q Download Template More v

Selection Screen

Ir .l
Il karia. zaini\Desktop\Payroll_Mass Upload\Mass Upload Infotype 15.xlsx}fis]
= -

" Start from row: 2

8. Click on @ to execute the file.

Upload Infotype Additional Payment/Deduction (0015)
[C) EX Download Template  More ™~

Selection Screen

File: C:\Users\zakaria.zain\Desktop\Payroll_Mass Upload\Mass Upload Infot

* start from rov -

SAP GUI Security

m is trying to access the file

\zakaria. zaini\Desktop\Payroll_Mass UploadiMass Upload Infotype 15.xisx

to grant access to this file?

My Decision

Deny Help

9. Click on Allow
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Sistem Sumber Manusia - Payroll S

Qs+,
> 7,
Sta V1S

",

sy g
Sumpen ™

[ R
< h!* ’ Upload Infotype Additional Payment/Deduction (0015)
v @ B = 2 ¥ ¥V z B odE @ & w L B % @ B Moev Q Q@ ZF Exit
Status Lock(X) IC Number Uniform 1D NIK / Employee ID Employee Name Company Code Personnel Area  Personnel Subare Employee Group Empl
: oom : X 00000305 A EMPLOYEE GoB SA SAD1 1
oom X 00000307  C EMPLOYEE GoB SA SAOL 1
oom X 00000309  E EMPLOYEE GOB SA SAOL 1

Outcome: Upload is successful if the status color is green.
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Sistem Sumber Manusia - Payroll %

Mass Maintain Backend User
Additional Payments/ P ID Officer. T p Il Off
Deductions ayroll Department Officer, Treasury Payro icer
< KT SAP
More

IMass (Bulk) Process Menul

1. Infotype Basic Pay (ITO008) Maintain Upload

-
2. Infotype Recurring Payment/Deduction (IT0O014) Maintain Upload
L

3

I 3. Infotype Additional Payment/Deduction (ITO015) | Upload

4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload

5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Additional Payments/Deductions (ITO015).

3. Click on Maintain
Note:
* Maintain Infotype Additional Payments/Deductions (ITO015) page will be displayed.

* Mass maintenance function is used to maintain information (approve, delete and

view) multiple personnel at one time.
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< »-z . '? Maintain Infotype Additional Payment/Deduction (ITO015)

~ [E] Save as Variant... =] More ~ Exit

Selections from o Search help
Payroll period 4
—
* : 6Bl |
Payroll area: L

Current period

e

Selection 7.1
Personnel Number: 100
Personnel area: =)
Personnel subarea: =g
Employee group: o
Employee subgroup: =4
Payroll area: |GB o
Wage Type: =g

4. Enter GB (Government of Brunei) in Payroll area or click on ' to view list of Payroll
areas.

5. Select Other period.
6. Enter the payroll period and financial year.
Note:

Payroll period depends on the Recurring Payment/Deduction’s start date.

7. Enter the employee’s personnel number.

7.1 Click on ' & to enter multiple employee’s personnel numbers.
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Sistem Sumber Manusia - Payroll %

y Maintain Infotype Additional Payment/Deduction (ITO015)
v Save as Variant... =] More
= Multiple Selection for Personnel Number x
5 from
- Select Single Values (1) Select Ranges Exclude Single Values Exclude Ranges
d
100 .
11
r N
1112 8]
L E

¥ C & ® O W [ Multiple selection..

7.2 Fill in the respective Personnel Numbers.

7.3 Click on icon.

< LE‘ " Maintain Infotype Additional Payment/Deduction (IT0015)
v| @ saveasVariant.. B  More Exit
Selections from O Search helps

Payroll period

—3
. - el |2
Payroll area: L

Current period

s Other period 11 2021
Selection
Personnel Number: 100 o
Personnel area: o
Personnel subarea: o
Employee group: o
Employee subgroup: 8 o

Payroll area: |GB o

=

Wage Type: (]

8. Enter GB(Government of Brunei) in the Payroll area or click on ) to view list of payroll

areas.

9. Click on
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,

Sistem Sumber Manusia - Payroll .Lg

CON

W,

S
Sumpen ™

<& B8 x

pe Additional Payment/Deduction (IT0015)

G Delete ﬁ Lock Q ?‘ Exit

Lock ind. IC/Uniform Uniform IDPersNo. Lst/1stNam Start Date  End Date Object IDRecord no. WT  Long text CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program

01100011 305 A EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02 SAO2A 001000
X 01100011 305 A EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02 SAO2A 001000
01100013 307 C EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02
X 01100013 307 C EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02
01100015 309 E EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02
X 01100015 309 E EMPLOYEE 01.03.2021 01.03.2021 2081 AELEBIH MASA GOB  SA SAOL 1 02

10. Select Additonal Payment/Deductions to be approved.

11. Click on & uUnleck  button to unlock (approve) the information.

= < B —B8 X
< b-!‘ ’ Maintain Infotype Additional Payment/Deduction (IT0015)
V| © Delete B Lock B Unlock More™ Q @ Exit

v Lock ind. IC/Uniform Uniform 1D PersNo. Lst/istNam Start Date  End Date Object IDRecord no. WT  Long text CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program
V| |00t 01100011 305 A EMPLOYEE 01.03.2021 01.03.2021 2081 A.E.LEBIH MASA GOB  SA SA0L 1 0z SAQ02A 001000
v (0ot X 01100011 305 A EMPLOYEE 01.03.2021 01.03.2021 2081 A.E.LEBIH MASA GOB  SA SA0L 1 0z SAQ02A 001000
V| |00t 01100013 307 C EMPLOYEE 01.03.2021 01.03.2021 2081 A.E.LEBIH MASA GOB  SA SA0L 1 0z
v (0ot X 01100013 307 C EMPLOYEE 01.03.2021 01.03.2021 2081 A.E.LEBIH MASA GOB  SA SA0L 1 0z
V| |00t 01100015 309 E EMPLOYEE 01.03.2021 01.03.2021 2081 A.E.LEBIH MASA GOB  SA SA0L 1 0z
5|k LEEEE L = Maintain Infotype Additional Payment/Deduction (IT0015) X IR A o

Unlock selected data infotype 0015 7

S}

No X Ccancel

12. Click on Yes J
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Sistem Sumber Manusia - Payroll

oMBER
,

Lock IC/U Unifo Pers Lst/l

Fooa
V| (000 011
L g
v [oom 011
V| (000 011
v| [oom 011
V| (000 011
v |oom 011

6 Delete

305 AE
305 AE
307 CE
307 CE
309 EE
309 EE

8

Lock

Start -

01.0
01.0
01.0
01.0
01.0
01.0

01.0
01.0
01.0
01.0
01.0
01.0

Maintain Infotype Additional Payment/Deduction (IT0015)

5 Unlock More v

Obje Reco WT
2081
2081
2081
2081
2081
2081

Long
AE.
AE.
AE.
AE.
AE.
AE.

CoC

Pers.

Suba EEgr EEs Bus.

SA01
SA01
SA01
SA01
SA01
SA01

1

1
1
1
1
1

0z
0z
0z
0z
0z
0z

SAD 001 001 GB
SAD 001 001 GB
GB
GB
GB
GB

Prog Activi Payr. Op.in Amo

300.
300.

Curr,

BND
BND
BND
BND
BND
BND

Num_ Unit
0.00 015
0.00 015
0.00 015
0.00 015
0.00 015
0.00 015

Ival.

Q

Assig

P Exit

Date Payr. P
01.0
01.0
01.0
01.0
010
010

Outcome: Data will be unlocked when status color changes to green.

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0

35



Sistem Sumber Manusia - Payroll %

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury
Payroll Officer

Mass Upload Tabung

Amanah Pekerja

2 isAp4 ap

v More ~

IMass (Bulk) Process Menu |

r il
I_1. Infotype Basic Pay (ITO008) . Maintain Upload
2. Infotype Recurring Payment/Deduction (IT0014) Maintain Upload
3. Infotype Additional Payment/Deduction (IT0O015) Maintain Upload
3
I 4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Tabung Amanah Pekerja (IT9006).

3. Click on Upload

Note:

» Upload Infotype Tabung Amanah Pekerja (IT9006) page will be displayed.

* Mass upload function is used to upload information for multiple personnel at one time.
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Sistem Sumber Manusia - Payroll B

< ..2.! D 4 NOTE Upload Infotype TAP (9000)

® E( Download Template More ™~ Q a’ 2 Exit

Selection Screen
I —
File: || 0

Ju

" Start from row 2

Note:

e Click on G: Download Template to download the template for the first time.

* The template will be downloaded to your device.

File Home Insert Page Layout Formulas Data Review Wiew Developer Help 155
A lcwn [ A& |[==F & |twe. Genera . sl o
(B - oo iy BB Lo wh
aste W LAL |l lzZ== == . . ) . | Conditional Formatas Cel = o in
- B I U~ & A - - —I= = Merge&Canter $ % 9 %G Formatting ~ Table~ Styles~ [ Format ~ 6>V Filter v Select ~
Clipboard ™ Font ~ Alignment N Number [ Styles Cells Editing
H7 < Ix
A B C D E F G H | J K L M
IC Uniform Personnel Subtype Start date End date ERTAPID EETAPID ERSCPID EESCPID
Number ID number
2 | 345678  9E+07 56789 TAP '0101202031129999'88888123"1000012399999123777771234567890

4. Fill in the required fields.
Note:

* User may choose to enter the employees’ IC Number, Uniform ID or Personnel

Number.
* Input apostrophe (‘) for values starting with zero, e.g., ‘01012021.

* ERis referring to Employer and EE is referring to Employee.

5. Save the excel file.
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Sistem Sumber Manusia - Payroll

OMBER

B 4«%
%
B

N5 e
381 S1sy,
& “y

$
&
Sumpen ™

Note:

User is required to close the file before uploading it.

B2 >
© Ex Download Template  More ~
Selection Screen 6
File: | E]
6. Click on (1! to upload the file.
[ EX Download Template More
Select XLSX File
Selection §
Look in: Documents v|
% |[e o ommam ]
) |} Custom Office Templates ® 2/17/2021 10:3
Quick access | | [T My Shapes ©) 2/17/202110:3
- [} Python Scripts (@) 2/17/2021 10:3
[} sap ® 2/17/2021 10:3
Deskiop [} Snagit (@) 2/17/2021 10:3
- [} Visual Studio 2019 © 2/17/2021 10:3
m ‘B Booki &) 3/3/20219:42 ¢
Libraries - -
, e e
T
This PC
@ |
Network p—
~ Fiepams: | Book1 v| |
Files of type: | Alifes(".") | Cancel
7. Select the file and click
38
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N5 e
381 S1sy,
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Sistem Sumber Manusia - Payroll

8
X Download Template  More

Selection Screen

File: |C:\Users\_\D0wnloads\TAP

. Click on to execute the file.

(o]

More

@ £ Download Template

Selection Screen

File: |C:\Users_\[)ownloack\TAP

* Start from row: 2
SAP GUI Security x

The system is trying to access the file

C:i\Usersimuna.malik\Downloads\TAP

Do you want to grant access to this file?

O Remenqy Decision

I Allow [ Deny

9. Click on

39

SSM_UG_PY_Back End (SAP GUI)_Mass Upload and Maintenance_v1.0



QUMBER
> “,
' '
-

Tumpen

%

RO
sy

",

S

Sistem Sumber Manusia - Payroll

a B i
Status Lock(X) IC Number
oom 1 X
4
oom X
oom X

Upload Infotype TAP (9000)

Y I % o3 @ x (w

Personnel Number Employee Name

Uniform ID
00000305 A EMPLOYEE
00000307 C EMPLOYEE
00000309 E EMPLOYEE

L

B Morev

=E % @

Company Code Personnel Area

GOB SA
GOB SA
GOB SA

Personnel Subare Employee Group Empl
1
1
1

SAOL
SAOL
SAOL

Outcome: Upload is successful if the status color is green.
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Sistem Sumber Manusia - Payroll %

Mass Maintain Backend User
Tabung Amanah P ID Officer. T p Il Off
Pekerja ayroll Department Officer, Treasury Payro icer
< KT SAP
More ~

IMass (Bulk) Process Menul

1. Infotype Basic Pay (ITO008) Maintain Upload
r l
2. Infotype Recurring Payment/Deduction (IT0O014) Maintain Upload
L |
3. Infotype Additional Payment/Deduction (ITO015) Maintain Upload

3
4. Infotype Tabung Amanah Pekerja (IT3000) Upload

5. Infotype Stop Allowance (IT9006) Maintain Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Tabung Amanah Pekerja (IT9000)

3. Click on Maintain

Note:

* Maintain Infotype Tabung Amanah Pekerja (IT9000) page will be displayed.
* Mass maintenance function is used to maintain information (approve, delete and

view) multiple personnel at one time.
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4 A Maintain Infotype TAP (IT9000)

| B SaveasVariant.. B  More v

Selections from O Search helps

Payroll period
[ T
*Payroll area: |GB |

Current period

5 6
Selection
7.1
I Personnel Number: IOOOOq
Personnel area: o
Personnel subarea: o
Employee group: o
Employee subgroup: o
Payroll area: |GB m}f

4. Enter GB (Government of Brunei) in Payroll area or click on ' to view list of Payroll
areas.

5. Select Other period.
6. Enter the payroll period and financial year.
Note:

Payroll period depends on the Tabung Amanah Pekerja’s start date.

7. Enter the employee’s personnel number.

7.1 Click on ' & to enter multiple employee’s personnel numbers.
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Sistem Sumber Manusia - Payroll %

< nz‘ '? Maintain Infotype TAP (IT2000)

= Multiple Selection for Personnel Number x

Selecti

yroll period Select Single Values (1) Select Ranges Exclude Single Values Exclude Ranges

Current § Siny Lt
« Other pe 100 .
1112
. 300
lection
I~ N
0
[ . =
<53 v

S » ® © W [G Multple selection..

7.2 Fill in the respective Personnel Numbers.

7.3 Click on icon.

< »z 4 '? Maintain Infotype TAP (IT9000)

v| @ SaveasVariant.. B  More v Exit

Selections from O’ Search helps

Payroll period

*Payroll area: |GB from: 16.04.2021 To 30.04.2021
Current period
&) Other period 2|2021
Selection
Personnel Number: 100 .
Personnel area: o
Personnel subarea: g

Employee group: [m]
Employee subgroup: 8 o
Payroll area: = o
L

8. Enter GB(Government of Brunei) in the Payroll area or click on ) to view list of payroll

areas.

9. Click on
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Sistem Sumber Manusia - Payroll .zg

C—
4 ‘\Q
‘V”Mn\v.\"'r
= < B 2 X
< QAP btype TAP (IT9000)
G Delete @ Stop E Lock Q ?‘ Exit

Lock ind. IC Numb  Uniform IDPersNo. Lst/1stNam  Priv. Ins. Start Date  End Date CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program Activity Payr.areaER Acc. ID

01100011 305 A EMPLOYEE TAP 01.02.2021 31.12.9999 GOB SA SAO1 1 02 SAO2A 001000 001001 GB 9999912345678¢
01100013 307 C EMPLOYEE TAP 01.02.2021 31.12.9999 GOB SA SAOL 1 02 GB 9999912345678¢
01100015 309 E EMPLOYEE TAP 01.02.2021 31.12.9999 GOB SA SAOL 1 02 GB 9999912345678¢

10. Select Tabung Amanah Pekerja to be approved.

11. Click on & uUnleck  button to unlock (approve) the information.

L& SAF Maintain Infotype TAP (ITS000)

6 Delete @ Stop [9_ Lock & Unlock More ™ Q

Exit

¥ | Lockind.IC Numb Uniform ID PersNo. Lst/1stNam  Priv. Ins. Start Date  End Date CoCode Pers.area Subarea EE group EE subgrp Bus. Unit Program Activity Payr.areaER Acc. ID

¥ o X 01100011 305 A EMPLOYEE TAP 01.02.2021 31.129999 GOB SA SAOL 1 0z SAOZ2A 001000 001001 GB 9999912345678¢

v [0t X 01100013 307 C EMPLOYEE TAP 01.02.2021 31.129999 GOB SA SAOL 1 0z GB 9999912345678¢

v |[0OeX 01100015 309 E EMPLOYEE TAP 01.02.2021 31.12.9999 GOB SA SA0L 1 02 GE 9999912345678¢
= Maintain Infotype TAP (IT9000) b4

Unlock selected data infotype 9000 ?

@

No X Cancel

12. Click on Yes
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Sistem Sumber Manusia - Payroll )

Usiy s

W,

4 -~
Sumpen ™

= <& —B8 x
¢ 5AF Maintain Infotype TAP (ITS000)
G Delete @ Stop B Lock & Unlock More Q 5‘ Exit
Loc IC Uni Per Lst Pri Sta - Co Per Su EE EE Bu Pro Act Pa ER EE Co Cur EE EE ER ER No ER. Em ER. EE. Cal Cal Cal ER. EE. UnitUs Dat Ti Pro
v E?ﬂlJ 305 AE TAPO1l. 31. GO SA SA 1 02 SA 00 00 GB 99 77 BN 0.0 0.0 0.0 0.0 5.0 5.0 0.0 0.0 90 09 09 014 DY 06. 13: ZR
v/ [oom 307C TAPOl. 31. GO SA SA 1 02 GB 99 77 BN 0.0 0.0 0.0 0.0 5.0 5.0 0.0 0.0 90 09 09 014 DY 06. 13: ZR
v| [oom 309 EE TAPOl. 31. GO SA SA 1 02 GB 99 77 BN 0.0 0.0 0.0 0.0 5.0 5.0 0.0 0.0 90 09 09 014 DY 06. 13: ZR

Outcome: Data will be unlocked when status color changes to green.
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Mass Upload Stop Backend User

Allowance

Payroll Department Clerk, Payroll Department Officer, Treasury
Payroll Officer

< SAP SAP

~ More ~

IMass (Bulk) Process Menu |

r il
I_1. Infotype Basic Pay (ITO008) . Maintain Upload
2. Infotype Recurring Payment/Deduction (IT0014) Maintain Upload
3. Infotype Additional Payment/Deduction (IT0O015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload
3
| 5. nfotype Stop Allowance (1T9006) Maintain

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Stop Allowance (IT9006).

3. Click on Upload

Note:

» Upload Infotype Stop Allowance (IT9006) page will be displayed.

* Mass upload function is used to upload information for multiple personnel at one time.
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%

Sistem Sumber Manusia - Payroll OZ;

4 =
Suppen ™

< ».E '! " NOTE Upload Infotype Stop Allowance (9006)
o e More

Selection Screen

File: | =

* Start from row: 2

Note:
* Click on Q Download Template to download the template for the first time.

* The template will be downloaded to your device.

Book! - Excel £ search = =

AutoSave (@ of)

14 Share | ©3 Comments

File Home Inse Page Layout Formulas Data Review View Developer Help
. L~ = — 8 Insert ~ -
ﬁj & Calibri Ji YA A= ;E £ 20, Wrap Text General . =i % ﬂ?’/ Hinse %? /C) E3
Paste B~ Conditi | Fe it Cell Epekte - Sort & Find & Anal
aste =2 0 onditional Formatas Cel o in, nalyze
B I U~ v Ov Av| === = 3= [EMergeiCenter ~ ~ 9 8 -5 = v
- 57 a -— ===1== erge & Lenter $-% 9 BN Formatting~ Table~ Styles~ | BEHIFormat~ | €~ Fiter~ Select~ | Data
Clipboard Font 5 Alignment =] MNumber Ll Styles Cells Editing Analysis Sensitivity A
E6 e “
[« Uniform Personnel Startdate Enddate E.Kurnia B.Penga E.ljazah E.'P' E. Ahli E.AIr E.Boy/T. E.Sara E.Khas  E.Perjamuan E.Tukang E.Gelaran E.Juruiring E. E.
Number 1D number Khas mbilan Majlis Masak/P. Hidup Open Masak Pengandang Ta
Semula Mesyuarat Rumah Vote ja
1
2 345678 90345678 56789 7)1012020 '31129999 X X X X
2

4. Fill in the required fields. Place ‘X’ to stop the allowance.

Note:

* User may choose to enter the employees’ IC Number, Uniform ID or Personnel

Number.
* Input apostrophe (‘) for values starting with zero, e.g., ‘01012021.

5. Save the excel file.
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Sistem Sumber Manusia - Payroll

QUMBER
. .
%
%

NS s,
o

$
&
Sumpen ™

Note:

User is required to close the file before uploading it.

v| (5  Ex Download Template  More v

Selection Screen

6. Click on

]

to upload the file.

v| (5  [EX Download Template  More

Select XLSX File X

Selection ¢

Lock in: |- Desktop V| |E|

i’ BT o5 ke -
Quick access

L XN ]

By STOP ALLOWANCE
X Microsoft Excel Worksheet

9.23 KB

File name: |STDF ALLOWANCE v| QOpen

Files of type: | Al files(*.) v| Cancel

7. Select the file and click
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%

Sistem Sumber Manusia - Payroll

Selection Screen

File: [CaUsers! I =l H B EN

8. Click on to execute the file.

v @ Q Download Template More ~

ction Screen

File: |C:\Users_ C . _|

* Start from row: 2

SAP GUI Security

The system is trying to access the file

Ci\Users' \Desktop\STOP ALLOWANCE.xlsx

Do you want to grant access to this file?

"] Reme ly Decision

Allow I Deny |
[ , .

9. Click on

[ va®m s o® = =9y 1 % A ®dE GG HE % B B B G Mev Q o« @ B
Status ock(X) IC Number Uniform ID  Personnel Nu... Employee Name Company Co.. Personnel Ar.. Personnel Su... Employee Gr.. Employee Su... Business Unit Program
com I BINTIHAJIABD WA GOB SA SAD5 1 03

Outcome: Upload is successful if the status color is green.
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Sistem Sumber Manusia - Payroll %

Mass Maintain Stop ~ Backend User

Allowance Payroll Department Officer, Treasury Payroll Officer

< A SAP

More

IMass (Bulk) Process Menul

1. Infotype Basic Pay (ITO008) Maintain Upload
r a

L2. Infotype Recurring Payment/Deduction (IT0014) B Maintain Upload
3. Infotype Additional Payment/Deduction (ITO015) Maintain Upload
4. Infotype Tabung Amanah Pekerja (IT3000) Maintain Upload

3
I 5. Infotype Stop Allowance (IT9006) Upload

1. Navigate to Mass (Bulk) Process Menu.

2. Click on Infotype Stop Allowance (IT9006)

3. Click on Maintain

Note:

* Maintain Infotype Stop Allowance (IT9006) page will be displayed.

* Mass maintenance function is used to maintain information (approve, delete and

view) multiple personnel at one time.
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Sistem Sumber Manusia - Payroll %

< S Maintain Infotype Stop Allowance (IT9006)

v Save as Variant... B More v

Selections from O Search helps
Payroll period

I * Payroll area: ...I——D I

Current period

5 6
Selection q 71

I Personnel Number: 10020330

Personnel area: o

Personnel subarea: o

Employee group: o

Employee subgroup: o

Payroll area: |GB m)f

4. Enter GB (Government of Brunei) in Payroll area or click on O to view list of Payroll
areas.

5. Select Other period.
6. Enter the payroll period and financial year.
Note:

Payroll period depends on the Stop Allowance’s start date.

7. Enter the employee’s personnel number.

7.1 Click on | o | to enter multiple employee’s personnel numbers.
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Sistem Sumber Manusia - Payroll %

Multiple Selection for Personnel Number b4

Selecti

yroll period Select Single Values (1) Select Ranges Exclude Single Values Exclude Ranges

Current § Sin .
= Other pe 100 -
1112
. 300
lection
B n
0
(= o

L] <y v

E » @ O W [ Muliipleselection. =B [F X

7.2 Fill in the respective Personnel Numbers.

7.3 Click on icon.

4 »3 L '? Maintain Infotype Stop Allowance (IT9006)

~| [ SaveasVariant.. B  More ™ Exit

Selections from o Search helps

Payroll period

. r
Payroll area: L

Current period

*) Other period 19 2021
Selection
Personnel Number: 10020330 o
Personnel area: o
Personnel subarea: o

Employee group: [m]
Employee subgroup: 8 o
Payroll area: GB o

8. Enter GB(Government of Brunei) in the Payroll area or click on ) to view list of payroll

areas.

9. Click on
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Sistem Sumber Manusia - Payroll e\ ¥
% $
A Sumpen "'S\

< »E‘ " Maintain Infotype Stop Allowance (IT9006)
v| |© Delete @ Lock & Unlock [More v Q 3 Exit
Start Date End Date CoCode Pers._area Subarea EE group EE subgrp Bus. Unit Program Activity Payr.area E KK
01012022 31129999 GOB SA SADS 1 03 GB X

Lockind. IC Number Uniform ID  PersNo. Last name First name
BINTI HAJI ABD !

7
000 00076408
a

Note:
Maintain Infotype Stop Allowance (IT9006) will be displayed.
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