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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 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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Log into SAP and Backend User

Password Reset

<& B8 x
SAP4 soe

~ |  New password More ™~ Exit

Client: 200 Information -

[i] welcome to SAP S/4 HANA 1909 - SSM Quality System

* Userfl 012345678

* Password lient 200 : UAT

escescssespene
L -

lient 210 : Data Migration
Logon Language: EN M Client 220 : Training

M Client 230 : Department Training

1. Enter Employee’s IC Number in User box.

2. Enter the provided Password and click Enter on the keyboard.
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*User: 012345678
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Note:
For first time log in, the system will automatically ask to change password.
3. Enter new password

4. Click on §4

Outcome: The SAP Easy Access page will appear after logging on.
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Display SAP Backend User

Transaction Code

~ : ’ SAP Easy Access

r A
v BH [ & 2 otermenu W Create role More~

Menu
[ Favorites Edit
19 SAP Menu )

» [ Connector for Multi-Bank Connectivity

» [ Office
> [7] Cross-Application Components
> [ Logistics L
Help
» [] Accounting
> [T Human Resources SAP GUI settings and actions

» [ Information Systems

> [ service

> [ Tools

> [ WebcClient Ul Framework

Administration information  (Ctri+Shift+F8)

Assign users

Display documentation (Shif+F8)

Technical details (Shift+F11)
—

Settings (Shift+Fg)

el start transaction

(SNI+F /)

Note:
By default, SAP does not show transaction’s code.

1. Click Mere
2. Click | ®vs >

3. Select Settings (Shift+Fg)
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$
V'Y”Mn\n"'r
= < B —g %
ALK SAP Easy Access
H = o & Other menu > E createrole  More™ Q Q& B oExit
[ Favorites

Settir

~ 15 SAP Menu
> [ Connector for Multi-Bank Connectivity
» [ Office This is used to specify settings
> [ Cross-Application Components
> [ Logistics
> [ Accounting
» ["1Human Resources Display Favorites at End of List

? D Information Systems o not display menu, only display favorites

> [ Service

> [ Teols ; VI ot cisplay picture
00|

> [*] WebClient Ul Framework isplay Technical Names

4. Tick v Display Technical Names.

5. Click on §4

< B 8 x
SAF SAP Easy Access
H = & S othermenu M ™ Createrole Morew Q a Exit
T SAP Menu °
> [ Connector for Multi-Bank Connectivity
> [ Office

> [ Cross-Application Components
> [ Logistics

» [ Accounting

Human Resources
€3 PPMDT - Manager's Desktop

» [ Personnel Management

> [ Time Management

» [ Payroll

> [1] SAP Learning Solution

» [ Training and Event Management
» [ Training Needs Management
v 19 Organizational Management

~ 13 Organizational Plan

T Organization and Staffing

% ™1 Ranaral etrictirae e

Outcome: Transaction codes will be enabled.
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Navigate to HR Backend User
Master Data via

Transaction Code

SAP Easy Access

= o 2 Other menu * * 7 v A ™ Createrole  More™ Q a @@ Exit

9 Favorites
% S_PHO0_48000450 - Date Monitoring
% PA40 - Personnel Actions
& PA30 - Maintain HR Master Data

v 15 SAP Menu

> [7] Connector for Multi-Bank Connectivity
> [ Office

» [ Cross-Application Components

> [ Logistics

> [ Accounting

> [ Human Resources

> [ Information Systems

> [ service

» [0 Tools

> [ webcClient Ul Framework

1. Inthe search bar, input transaction code PA30 and press enter on the keyboard.

Note:

* Transaction code is used to quickly access HR Master Data from SAP menu screen,

otherwise navigation to HR Master Data is as follows:

SAP Menu>Human Resources > Personnel Management > Administration > HR Master

Data > Maintain

SAP Easy Access

W = & & othermenu M & Createrole  More™ Q @ Bxit

> |71 Connector for Multi-Bank Connectivity
» [0 office
> [ Cross-Application Components

> [ Logistics

~] Accounting
15 Human Resources
43 PPMDT - Manager's Desktop

Y Personnel Management

~ Uy Administration

—
~ Ty HR Master Data
¥ PA40 - Personnel Actions
1 | & PA30 - Maintain| f
1 |
£¥ PA20 - Display
43 PA10 - Personnel File
43 PA70 - Fast Entry

i3 PA42 - Fast entry: Actions

> [] Info System
> [ Tools .
5 [ Qattinas -
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