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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.

The following acronyms will be used frequently: 

Sistem Sumber Manusia - Payroll

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.

Term Meaning

SSM Sistem Sumber Manusia

SAP GUI SAP Graphical User Interface/Back End

FIORI Front End/Web Portal

ESS Employee Self Service

MSS Manager Self Service

INTRODUCTION

GLOSSARY

FURTHER ASSISTANCE
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1. Enter the transaction code ZPC 99 in the search bar and click on enter on the keyboard to 

navigate to Payroll (Additional) menu.

Navigate to Mass 

Upload and 

Maintenance page

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

1

2
3

4

5
6
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Outcome: Mass (Bulk) Process Menu page will be displayed.

2. Click on

3. Click on

4. Click on

5. Click on

6. Click on

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

Mass Upload Basic 

Pay

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

2. Click on Infotype Basic Pay (IT0008).

1

2 3

3. Click on 

Note:

• Upload infotype Basic Pay (IT0008) page will be displayed.

• Mass upload function is used to upload information for multiple personnel at one time.
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4. Fill in the required fields.

Note:

• Click on      to download the template for the first time. 

• The template will be downloaded to your device. 

NOTE

4

5
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5. Save the excel file. 

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  

Note:

User is required to close the file before uploading it.  

6

6. Click on icon to upload the excel file.
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7. Select the file and click on

8. Click on       icon to execute the file. 

7

8
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9. Click on 

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

9
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1. Navigate to Mass (Bulk) Process Menu. 

Maintain Basic Pay
Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

2. Click on Infotype Basic Pay (IT0008).

1

2 3

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.

3. Click on 
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4

Outcome: Maintain infotype Basic Pay (IT0008) will be displayed.

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. 

5 6

7 7.1
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7. Fill in the Personnel Number.

7.1 . Click on icon to select multiple Personnel Number.

7.2

7.3

7.2 Fill in the respective Personnel Numbers.

7.3 Click on        icon.

8

9
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8. Enter GB or click on         to view list of Payroll area.  

9. Click on 

10

11

10. Select employee(s) to be approved.

11. Click on button.

12
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Outcome: Data will be unlocked when status color changes to green.

12. Click on
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Mass Upload 

Recurring Payments/

Deductions

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Recurring Payments/Deductions (IT0014)

3. Click on 

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.

1

2 3
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4. Fill in the required fields. 

NOTE

Note:

• Click on      to download the template for the first time. 

• The template will be downloaded to your device. 

5. Save the excel file. 

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 

4

5
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Note:

User is required to close the file before uploading it.  

6

6. Click on to upload excel file.

7

7. Select the file and click 
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8. Click on       to execute the file.    

8

9

9. Click on
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Outcome: Upload is successful if the status color is green.
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Mass Maintain 

Recurring Payments/

Deductions

Backend User

Payroll Department Officer, Treasury Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Recurring Payments/Deductions (IT0014)

Note:

• Maintain Infotype Recurring Payments/Deductions (IT0014) page will be displayed.

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

view) multiple personnel at one time.

1

2 3

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

areas. 

4

5 6

5. Select Other period.

6. Enter the payroll period and financial year. 

7. Enter the employee’s personnel number. 

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

Note:

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

7 7.1
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7.2

7.3

7.2 Fill in the respective Personnel Numbers.

7.3 Click on        icon.

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

areas.  

8

9

9. Click on
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10. Select Recurring Payment/Deductions to be approved.

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

10

11

12

12. Click on 
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Outcome: Data will be unlocked when status color changes to green.
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Mass Upload 

Additional 

Payment/Deduction

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Additional Payment/Deduction (IT0015)

3. Click on 

Note:

• Upload Infotype Additional Payment/Deduction (IT0015) page will be displayed.

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

1

2 3
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NOTE

Note:

• Click on      to download the template for the first time. 

• The template will be downloaded to your device. 

4

5

4. Fill in the required fields. 

5. Save the excel file. 

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 
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6. Click on         to upload the file.  

Note:

User is required to close the file before uploading it.  

6

7

7. Select the file and click
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8. Click on        to execute the file.  

8

9

9. Click on 
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Outcome: Upload is successful if the status color is green.
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Mass Maintain 

Additional Payments/

Deductions

Backend User

Payroll Department Officer, Treasury Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Additional Payments/Deductions (IT0015).

Note:

• Maintain Infotype Additional Payments/Deductions (IT0015) page will be displayed.

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

view) multiple personnel at one time.

1

2 3

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

areas. 

4

5 6

5. Select Other period.

6. Enter the payroll period and financial year. 

7. Enter the employee’s personnel number. 

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

Note:

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

7 7.1
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7.2

7.3

7.2 Fill in the respective Personnel Numbers.

7.3 Click on        icon.

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

areas.  

8

9

9. Click on
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10. Select Additonal Payment/Deductions to be approved.

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

10

11

12

12. Click on
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Outcome: Data will be unlocked when status color changes to green.
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1. Navigate to Mass (Bulk) Process Menu. 

Mass Upload Tabung

Amanah Pekerja

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

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

1

2 3

3. Click on 

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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NOTE

Note:

• Click on      to download the template for the first time. 

• The template will be downloaded to your device. 

5. Save the excel file. 

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.

• ER is referring to Employer and EE is referring to Employee. 

4. Fill in the required fields. 

4

5
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6. Click on         to upload the file.  

Note:

User is required to close the file before uploading it.  

6

7

7. Select the file and click



39

Sistem Sumber Manusia - Payroll

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

8. Click on        to execute the file.  

8

9

9. Click on 
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Outcome: Upload is successful if the status color is green.
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Mass Maintain 

Tabung Amanah 

Pekerja

Backend User

Payroll Department Officer, Treasury Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Tabung Amanah Pekerja (IT9000)

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.

1

2 3

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

areas. 

4

5 6

5. Select Other period.

6. Enter the payroll period and financial year. 

7. Enter the employee’s personnel number. 

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

Note:

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

7 7.1
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7.2

7.3

7.2 Fill in the respective Personnel Numbers.

7.3 Click on        icon.

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

areas.  

8

9

9. Click on
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10. Select Tabung Amanah Pekerja to be approved.

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

10

11

12

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



46

Sistem Sumber Manusia - Payroll

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

1. Navigate to Mass (Bulk) Process Menu. 

Mass Upload Stop 

Allowance

Backend User

Payroll Department Clerk, Payroll Department Officer, Treasury 

Payroll Officer

2. Click on Infotype Stop Allowance (IT9006).

1

2 3

3. Click on 

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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NOTE

Note:

• Click on      to download the template for the first time. 

• The template will be downloaded to your device. 

5. Save the excel file. 

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. 

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

4

5
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6. Click on         to upload the file.  

Note:

User is required to close the file before uploading it.  

6

7

7. Select the file and click
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8. Click on        to execute the file.  

8

9

9. Click on 

Outcome: Upload is successful if the status color is green.
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Mass Maintain Stop 

Allowance

Backend User

Payroll Department Officer, Treasury Payroll Officer

1. Navigate to Mass (Bulk) Process Menu. 

2. Click on Infotype Stop Allowance (IT9006)

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.

1

2 3

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

areas. 

4

5 6

5. Select Other period.

6. Enter the payroll period and financial year. 

7. Enter the employee’s personnel number. 

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

Note:

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

7 7.1
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7.2

7.3

7.2 Fill in the respective Personnel Numbers.

7.3 Click on        icon.

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

areas.  

8

9

9. Click on



53

Sistem Sumber Manusia - Payroll

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

Note:

Maintain Infotype Stop Allowance (IT9006) will be displayed. 


