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INTRODUCTION
This user guide acts as a reference for Manager (Front-End User) to manage

Performance Appraisal. In this user guide, it will show:

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:

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

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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Performance Appraisal Status

ICE}DI: > (:::‘C » (//?53\ )" » TN

Maintain Tas... Maintain KPI

Appraiser Worklist

Second Appr. Completed

Completed T... Completed

Status

Description

Maintain Task and
Responsibility

Employee

Employee fill in their tasks and
responsibilities.

* Employee and Manager may
fillin the employee’s KPls.

Maintain KPI Employee/Manager » Manager is required to click
Maintain KPIs once KPlIs are
confirmed.

Employee acknowledge the

Acknowledge KPI Employee KPIs entered by the Manager.

. . Manager fill in the KPIs review

First Checkpoint Manager for first checkpoint.

Second Checkpoint Manager Manager fill in the K_Pls review

for second checkpoint.
Manager fill in the KPIs review

Final Assessment Manager for final assessment checkpoint

and grade the employee.

Final Review Employee Employee agree or disagree

with the grades given.

Second Appraiser Appraisal

Manager (Second Appraiser)

If the employee disagree, the
Appraisal form will be assigned
to second appraiser by the HR
Admin.

Completed

Finalised grading once the
employee agree with the
grades.

Completed due to
Termination

HR Admin enter from backend
that the employee appraisal has
been completed due to
Termination.

Completed due to Transfer

HR Admin enter from backend
that the employee appraisal has
been completed due to
Transfer.
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Process Overview

Maintain KPI

. Select employee .
Start S,IZA(I)DgF(i)cTri CI/':k (:gislr;?l:itljs » with status » Enter Butiran KPI Cllcki(uczsoiave
PP Maintain KPI
A
~
Click on Save KPI
End <
button
/
First Checkpoint
. Select employee .
Start S;(I)Dchi)gri CIIACk cr’;isl,r;ftcjifjs > with status » Enter KPl Pertama CllckL(ut?[:OSnave
PP First Check Point
v
~
Click on Next
End < R
Review button
J
Second Checkpoint
. Select employee .
Start S,I’_\c;’chi)gri ChACk c:;\islr;fttji'::s » with status »  Enter KPI Kedua CllctI:uc;:oSnave
PP Second Check Point
~
Clickon End
End < .
Review button
J

Final Assessment

Logon Click on Input as SEIE(.:t employee Enter KPI Enter Markah Enter Markah
Start L > . . — with status . . » X L
SAP Fiori Appraiser tile . Akhir Pencapaian Pegawai Penilai
Final Assessment
h 4
Click on Add Jenis ) Click on Save Fill in Click on Save
End 1 Employee < | Add Tujuan [« <
. Latihan button comments button
Review button
5
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Process Overview

Second Appraiser Review

Click on Input as Se|e§t employee . Enter Ulasan
Start Logon > Hicher Level . with status .| Change .| Clickon Save » Pegawai Penilai
SAP Fiori " 8 ; . Second Appraiser "|  Markah " button ¥ res
Appraiser tile Review Semula

A 4

( End | Click on Save
button

Print Completed Appraisal Document

. | | . .
Logon Click on Input as se eFt employee Click on Print
Start SAP Fiori > Appraiser tile > with status > icon ‘ End
PP Completed
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Frontend User

MAINTAIN KPI
Manager

Log into SAP Fiori (Front End) and proceed with the following steps.

1. Click on Manager Appraisal tab.

2. Click on Input as Appraiser tile.

(3 Home ¥

Employee Appraisal Manager Appraisal My Info My Payslip

My Performance
4 Appraisal
Input as Appraiser

My Time My Notification

My Profile
Manage my profile

&

My Performance Appraisal for Appraiser

Appraiser Worklist
SN0 S\ -

| [+]) ( ) (

\/’I '\@/ I\E 2

pls

a0 1 —0
C» (@) » (2 »

0 1 /'_ 0 0
r/—\\ T = -
2 m @ » » \@ » » (EF) » (:=
Maintain Tas Maintain KPI Acknowledg, First Checkp Second Che. Final Assess. Final Review Second Appr Completed  Completed T... Com|
(] Tatacara Meng
All Appraiser Worklist C
o - q 2ig - Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred Status
Keseluruhan
30.09.2023 Maintain KPI

MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022
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3. Click on an employee with the status Maintain KPI.

(D My Performance Appraisal for Appraiser v

Appraiser Worklist

0 0 - 0 51 1] =00 ,
2 n Eo» (B » (32) » (@) » ((72) » @) (T,
tain Ta 1 First Checkp.. Second Che. Final Assess. Final Review Second Appr. Completed Con'-a\.e}ec‘ Compl
[AE————
All Appraiser Worklist C
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred J'L':;Tuhrﬁ;r:;h Status
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 " -
4. Go to BAHAGIAN C: PENILAIAN HASIL (RESULTS) and fill in Butiran KPI 1.
Note: To add more KPI, simply click on the Tambah KPI Baru button.
4 & My Performance Appraisal for Appraiser v Q o A&
< Edit / Display Appraisal as Appraiser
MUHAMMAD | 10 I

< BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES > ~

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian.

Sila senaraikan sekurang-kurangnya 1 KPI dan sasaran bagi tugas utama dan tugas tambahan yang berkaitan dengan perancangan strategik kementerian dan jabatan. Senarai KPI
dan sasarannya ini hendaklah dipersetujui akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.

¢ R

Markah

KPI Butiran KPI Pertama (Februari) Kedua (Jun) Akhir (September) Sererio

KPI 1

Save KPI | Send Back

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager_v2.0
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5. Click on the Save button.
6. Click on the Save KPI button.

My Performance Appraisal for Appraiser v

14 Edit / Display Appraisal as Appraiser
MUHAMMAD 10
< »  BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN ~  BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES >~ I

ddn sasarannya i Nendaklan dipersetujur akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.

[@3 -+ Tambah KPI Baru

- . Markah
KPI  Butiran KPI Pertama (Februari) Kedua (Jun) Akhir (September) FarReaE
‘ButankPil
KPI'1
5

BAHAGIAN D: PENILAIAN CIRI PERANAN )

Save KPI || Send Back

Note: A confirmation message will appear.

7. Click on the Yes button.

Confirmation

Adakah anda pasti untuk menyerahkan borang prestasi ini ke proses seterusnya?

Yes Cancel

Outcome: Status has been changed to Acknowledge KPI.

My Performance Appraisal for Appraiser =

Appraiser Worklist

° .0 1 L0 7 N\0 N0 ,
2 m » » » (EF) » (:2) » (@) » ((z) » (&) (O) (r,
First Checkp. Second Che Final Assess Final Review Second Appr. Completed Completed T... Compl
All Appraiser Worklist C
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilsi  Tempoh Bermula Hingza Gred A DL

Keseluruhan Status

MUHAMMAD Borang Prestasi Pegawai - Bahagian

01.10.2022 30.09.2023
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Frontend User

FIRST CHECKPOINT
Manager

Log into SAP Fiori (Front End) and proceed with the following steps.

1. Click on Manager Appraisal tab.

2. Click on Input as Appraiser tile.

(3 Home ¥

Employee Appraisal Manager Appraisal My Info My Payslip My Time My Notification

PAl My Performance
4 Appraisal

Input as Appraiser

My Profile

Manage my profile

&

Note: Appraiser Worklist page will be displayed.

My Performance Appraisal for Appraiser v

Appraiser Worklist

0 0 TN 1 0 e 0 1 N0 FTND o] o

(L) » (@) » (%) » (B » ) » (=) » (@) » » (M) (@) (I
2a A\ ./ \&) * - © % =/ ‘@/ N

Maintain Tas... Maintain KP1 Acknowledg. .. First Checkp. Second Che... Final Assess... Final Review Second Appr. Completed Completed T... Compl

(] Tatacara Meng
All Appraiser Worklist C
. o AT Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred Keseluruhan Status
>
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 First Check Point 5
10
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3. Click on an employee with the status First Check Point.

(D My Performance Appraisal for Appraiser v

Appraiser Worklist
For=e\! £ N0 1 0 e 0 1 N SN0 Ve
! 1] ( ™ - -
2w x\ﬂ ) o» ) » (&) » ([E) » () » (2) » (@) » 7 » ) (@) [,
vy ~ \_ N
Maintain Tas. Maintain KPI Acknowledg. First Checkp. Second Che Final Assess Final Review Second Appr Completed Completed T... Compl
[pA——r—
All Appraiser Worklist C
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred JLIL:;ZTU’:’LT::"‘ Status
I r i P ji - i
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 First Check Point

Note: Edit / Display Appraisal as Appraiser page will be displayed.

My Performance Appraisal for Appraiser v

1 < Edit / Display Appraisal as Appraiser
MUHAMMAD 10
No Kad Pintar: 00 Pegawai Penilai Status: First Check Point
Jawatan: 30 No Kad Pintar: 00 Total Markah Keseluruhan:
Jabatan/Kementerian: - Prime Minister's Office Jawatan: 30 Gred
Bahagian - Division Jabatan/Kementerian: SA - Prime Minister's Office Tempoh Penilaian: 01.10.2022 - 30.09.2023
Bahagian - Division
BAHAGIAN B: TUGAS DAN TANGGUNG JAWAB BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI >~

1. Tugas Utama

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

Sl o s e

Bil Tugas Utama

Next Review | | Send Back

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 t
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4. Go to BAHAGIAN B: TUGAS DAN TANGGUNGJAWAB.
Note:
i. Manager may add Tugas Utama by clicking on the Tambah Tugas Utama button.

ii. Manager may also add Tugas Tambahan by clicking on the Tambah Tugas Tambahan
button.

14 [ My Performance Appraisal for Appraiser Q 4 A
14 Edit / Display Appraisal as Appraiser
MUHAMMAD 10
IBAHAGIAN B: TUGAS DAN TANGGUNG JAWAB V| BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI >~
1. Tugas Utama

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

NOTE
[@f]l -+ Tambah Tugas Utama
Bil Tugas Utama

Tugas Utama 1

2. Tugas Tambahan

NOTE
© -+ Tambah Tugas Tambahan
Bil Tugas Tambahan

| Next Review [ Send Back |

5. Go to BAHAGIAN C: PENILAIAN HASIL (RESULTS) and enter KPI Pertama (Februari).

Note: Manager may add new KPI by clicking on the Tambah KPI Baru button.

4 [ My Performance Appraisal for Appraiser v

Edit / Display Appraisal as Appraiser

MUHAMMAD

10

&

< v IEAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN

BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES >

~

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian.

Sila senaraikan sekurang-kurangnya 1 KPI dan sasaran bagi tugas utama dan tugas tambahan yang berkaitan dengan perancangan strategik kementerian dan jabatan. Senarai KPI
dan sasarannya ini hendaklah dipersetujui akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.

NOTE
[@ -+ Tambah KPI Baru
KPI Butiran KPI

o Markah
Pertama (Februari) Kedua (Jun) Akhir (September) Pencapaian
KPI'1

Next Review | | Send Back

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 12
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6. Click on the Save button.
7. Click on the Next Review button.
a n

(% My Performance Appraisal for Appraiser v
Edit / Display Appraisal as Appraiser

<
MUHAMMAD 10

<o BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN v BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES > Vv I

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian.
Sila senaraikan sekurang-kurangnya 1 KPI dan sasaran bagi tugas utama dan tugas tambahan yang berkaitan dengan perancangan strategik kementerian dan jabatan. Senarai KPI
dan sasarannya ini hendaklah dipersetujui akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.
(@ -+ Tambah KPI Baru

Markah

Pertama (Februari) Kedua (Jun) Akhir (September) Pencapaian

KP Butiran KPI

Completed 1/3 of Butiran KPI
1

KPI'1

7

Note: A confirmation message will appear.

8. Click on the Yes button.

Confirmation

Adakah anda pasti untuk menyerahkan borang prestasi ini ke proses seterusnya?

Yes Cancel

Outcome: Status has been updated to Second Check Point.

4 [ My Performance Appraisal for Appraiser v Q A &
Appraiser Worklist
=N\ ‘//:-;\'J o 1 o« 0 s ’ " oM
24 » (@) » (&) » B » B » (2 » (@) » ((z) » (@) @) ([,
- - N . \
M Maintain KPI Acknowledg, First Checkp. Second Che. Final Assess. Final Review Second Appr Completed  Completed T... Compl
All Appraiser Worklist C
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred J';‘(r;:!?u?fﬂ::h Status
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.00.2023 Se
13
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Sistem Sumber Manusia - Performance Appraisal

Frontend User

SECOND CHECKPOINT
Manager

Log into SAP Fiori (Front End) and proceed with the following steps.

1. Click on Manager Appraisal tab.
2. Click on Input as Appraiser tile.

(3 Home ¥ 1
Employee Appraisal Manager Appraisal My Info My Payslip My Time My Notification

Appraisal
Input as Appraiser

My Profile
Manage my profile

&

My Performance Appraisal for Appraiser v
Appraiser Worklist
—\0 ("\o /"‘\D 1 o0 . 1 0 PN S\ P
> = = \ i \ (
2 a @ » » (&) » » (B3) » (32) » (@) » (7)) » ( ) .\@ ) (L
Maintain Tas.. Maintain KPI Acknowledg.. First Checkp... Second Che... Final Assess. Final Review Second Appr. Completed Completed T... Compl

|_E| Tatacara Meng

All Appraiser Worklist (©
: A : S . Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai ~ Tempoh Bermula Hingga Gred i Status
30.09.2023 Second Check 5
Point

Borang Prestasi Pegawai - Bahagian 01.10.2022

MUHAMMAD

14
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3. Click on an employee with the status Second Check Point.

< [ My Performance Appraisal for Appraiser v Q 4 A
Appraiser Worklist
TN 0 1 0 1 0 TN .
2 » (&) » (=) » () » (:22) » (@) » (f7) » (™) ([,
¥ = N
First Checkp. Second Che... Final Assess. Final Review Second Appr. Completed Completed T... Compl
[ap——r—
All Appraiser Worklist ©
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai  Tempoh Bermula Hingga Gred Jurniah Markah Status

MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 e

Note: Edit / Display Appraisal as Appraiser page will be displayed.
4 (O My Performance Appraisal for Appraiser v Q A &

¢ Edit / Display Appraisal as Appraiser
MUHAMMAD 10 I
No Kad Pintar: 00 Pegawai Penilai Status: Second Check Point
Jawatan: 30 No Kad Pintar: 00 Total Markah Keseluruhan:
Jabatan/Kementerian Prime Minister’s Office Jawatan: 30 Gred:
Bahagian: Division Jabatan/Kementerian: Prime Minister's Office Tempoh Penilaian: 01.10.2022 - 20.09.2023
Bahagian - Division

BAHAGIAN B: TUGAS DAN TANGGUNG JAWAB BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN ™ BAHAGIAN E: PENILAIAN CIRI > Vv

1. Tugas Utama

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

[ -+ Tambah Tugas Utama

Bil Tugas Utama

End Review | | Send Back

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager_v2.0 15
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4. Go to BAHAGIAN C: PENILAIAN HASIL (RESULTS) and fill in KPI Kedua (Jun).

Note: Manager may add more KPI by clicking on Tambah KPI Baru button.
< T My Performance Appraisal for Appraiser v Q 8

4 Edit / Display Appraisal as Appraiser

MUHAMMAD 10 I
< I BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES > ~

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian.
Sila senaraikan sekurang-kurangnya 1 KPI dan sasaran bagi tugas utama dan tugas tambahan yang berkaitan dengan perancangan strategik kementerian dan jabatan. Senarai KP|

dan sasarannya ini hendaklah dipersetujui akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.
C 4+ Tambah KPI Baru

Markah

KPI Butiran KPI Pertama (Februari) Kedua (Jun) Akhir (September) Pencapaian

KPI 1

Pengesahan Penilaian Perta...
End Review | | Send Ba(k]

5. Click on the Save button.

6. Click on the End Review button.

My Performance Appraisal for Appraiser v

Edit / Display Appraisal as Appraiser

MUHAMMAD 10
BAHAGIAN E: PENILAIAN CIRI TAMBAHAN  BAHAGIAN F: PENILAIAN PRES > v I

BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN

ddn sasarannya i hendaklan dipersetujur akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.
[@ll -+ Tambah KPI Baru

Akhir (September) Pe“:g;’;?an

<

KPI Butiran KPI Pertama (Februari) Kedua (Jun)

KPI'1

Pengesahan Penilaian Pera...

5
6

Send Back

BAHAGIAN D: PENILAIAN CIRI PERANAN

16
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Note: A confirmation message will appear.

7. Click on the Yes button.

Confirmation

Adakah anda pasti untuk menyerahkan borang prestasi ini ke proses seterusnya?

Yes Cancel

Outcome: Status has been updated to Final Assessment.

(D My Performance Appraisal for Appraiser v

Appraiser Worklist
0 N0 0 0 1 1 0 £\ 00 -
/ \ - - . , / /

2 m » | » (&) » B » B » (2 » (@) » (z) » (@) ® ([,

Maintain Tas. Maintain KPI -"-(P.H.’)'Ir(lg First Checkp. Second Che. Final Assess. Final Review Second Appr. Completed  Completed T... Compl

[] Tatacara meng
All Appraiser Worklist @
q q =l Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred Keselurohan Status
P P - Bah
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 20.00.2023 nal Assessment
17
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Frontend User

FINAL ASSESSMENT

Manager

Log into SAP Fiori (Front End) and proceed with the following steps.

1. Click on Manager Appraisal tab.
2. Click on Input as Appraiser tile.

(3 Home ¥ 1
Employee Appraisal Manager Appraisal My Info My Payslip My Time My Notification

Appraisal

Input as Appraiser

My Profile

Manage my profile

&

Note: Appraiser Worklist page will be displayed.

My Performance Appraisal for Appraiser v

Appraiser Worklist

pN ] 0 0 0 0 PRI | 1 N0 /N0 =\ 7
2 (@ » » (@) » » B » (327 » (@) » () » (@) (@) ([,

"/ . . . . : N T/ A\

Maintain Tas. Maintain KPI Acknowledg First Checkp Second Che. Final Assess Final Review Second Appr. Completed  Completed T... Compl

(] Tatacara meng
All Appraiser Worklist C
. oy 1 P " Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred Status
Keseluruhan

MURAMMAG Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 Final Assessment >

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 8
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3. Click on an employee with the status Final Assessment.

(D My Performance Appraisal for Appraiser v

Appraiser Worklist
0 . ] 1 1 N § P 0 ~0 .
2w ) o» () » (:2) » (@) » ([z) » (L
First Checkp.. Second Che... Final Assess.. Final Review Secand Appr... Completed Completed T... Campl
Fg Tatacara Meng
All Appraiser Worklist c
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Tempoh Bermula Hingga Gred Jin;l;{‘u';ﬁ:r::h Status
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 20.09.2023 Final Assessment

Note: Edit / Display Appraisal as Appraiser page will be displayed.

My Performance Appraisal for Appraiser v

[ < Edit / Display Appraisal as Appraiser
MUHAMMAD 10
No Kad Pintar: 00 Pegawai Penilai: Status: Final Assessment
Jawatan: 30 No Kad Pintar: 00: Total Markah Keseluruhan
Jabatan/Kementerian - Prime Minister's Office Jawatan: 30 Gred.
Bahagian - Division Jabatan/Kementerian - Prime Minister's Office Tempoh Penilaian: 01.10.2022 - 30.09.2023
Bahagian - Division

BAHAGIAN B: TUGAS DAN TANGGUNG JAWAB ~ BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI >~

1. Tugas Utama

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

Q

Bil Tugas Utama

( Employee Review | [ send Ba(k]

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 19
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4. Go to BAHAGIAN C: PENILAIAN HASIL (RESULTS) and fill in KPI Akhir (September).

5. Select the marks on Markah Pencapaian from the dropdown menu.

My Performance Appraisal for Appraiser v

Edit / Display Appraisal as Appraiser

<
v
MUHAMMAD 10 I
< v I BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES > W
Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian.
Sila senaraikan sekurang-kurangnya 1 KPI dan sasaran bagi tugas utama dan tugas tambahan yang berkaitan dengan perancangan strategik kementerian dan jabatan. Senarai KPI
dan sasarannya ini hendaklah dipersetujui akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.
Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.
=
[
. . = Markah
KPl  Butiran KPI Pertama (Februari) Kedua (Jun) Akhir (September) P
'encapalan
5
kPIL
Pengesahan Penilaian Perta... I ‘ Pengesahan Penilaian Kedua J
Employee Review [ Send Back]

6. Click on the Save button.

My Performance Appraisal for Appraiser v

Edit / Display Appraisal as Appraiser

MUHAMMAD 10
BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRES > v
dan sasarannya I hendaklah dipersetujul akan dilaksanakan dan dipantau mengikut tempoh yang ditetapkan.

Status pencapaian hendaklah dijalankan pada setiap bulan Februari, Jun dan September. Markah penilaian hanya akan diberikan pada bulan September.
@

Akhir (September) PeMngi;l:Jaa'?an

Pertama (Februari) Kedua (Jun)

Butiran KPI
Completed 3/3 of Butiran KPI
1

KP!

KPI1

Pengesahan Penilaian Perta... | [ Pengesahan Penilaian Kedua

6

( Employee Review ‘ [ Send Back

BAHAGIAN D: PENILAIAN CIRI PFRANAN

20
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7. Go to BAHAGIAN D: PENILAIAN CIRI PERANAN and fill in the marks for Markah

Pegawai Penilai from the dropdown menu.

My Performance Appraisal for Appraiser v

4 Edit / Display Appraisal as Appraiser

MUHAMMAD 10

<) I BAHAGIAN D: PENILAIAN CIRI PERANAN | BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G > I

Sila nilai ciri atau kompetensi yang relevan sahaja dengan Pegawai Yang Dinilai. Jumlah markah adalah mengikut ciri atau kompetensi yang dinilai sahaja. Ciri-ciri asas/mandatori adalah
perlu untuk diisikan manakala ciri opsyen adalah tertakluk kepada kesesuaian ke atas jawatan yang dinilai. Sila rujuk garispanduan untuk keterangan lanjut.

. 5 nc " - Markah
Bil Kategori Ciri Butiran Ciri e e
1 Disiplin dan Integriti
11 v
12 ~

Employee Review | [ send Ba(k]

8. Manager may fill in the details under BAHAGIAN E: PENILAIAN CIRI TAMBAHAN, if

there are any.

My Performance Appraisal for Appraiser

< Edit / Display Appraisal as Appraiser

MUHAMMAD

10
< - I BAHAGIAN E: PENILAIAN CIRI TAMBAHAN | BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIAN H: U’ > ~

C
. ar A Markah

Bil Kategori Ciri Butiran Ciri Pegawal Penilai
6 Penilaian Ciri Tambahan

Ciri Tambahan 1 I
6.1 v

Ciri Tambahan 2
6.2 v

Ciri Tambahan 3
6.3 ~

Employee Review | [ Send Back
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9. Once marks have been entered, click on the Save button.
(% My Performance Appraisal for Appraiser v Q N
< Edit / Display Appraisal as Appraiser
MUHAMMAD 10

< v BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIANH: Ul > v

Ciri Tambahan 2
6.2 ‘ v

Ciri Tambahan 3
6.3 \ v |

Ciri Tambahan 4

6.4

Ciri Tambahan 5
65 ‘ v
9

(5] Save Bahagian E

[ Employee Review] [ Send Back ]

10. Under BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN, fill in the

three mandatory comment fields.

My Performance Appraisal for Appraiser v

< Edit / Display Appraisal as Appraiser
MUHAMMAD | 10
<N BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PEI >

Gred Pegawai Penilai Semula :
Final Score: 0.000
Final Gred:

Ulasan Pegawai Penilai C

Bil Item Ulasan

1 Teruskan untuk

2 Kurangkan daripada

3 Tambahkan kekerapan untuk

Employee Review | | Send Back
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11. Click on the Save button once filled.

My Performance Appraisal for Appraiser v

Edit / Display Appraisal as Appraiser

<
MUHAMMAD E 10
< N BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN ~ BAHAGIAN G: PEMBANGUNAN KAPASITI  BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PE! > v
2 Kurangkan daripada
Sentiasa ingin menjadi yang terbaik dalam melaksanakan tugas dan tanggungiawab.
3 Tambahkan kekerapan untuk
11

BAHAGIAN G: PEMBANGUNAN KAPASITI

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai pada akhir tempoh penilaian.

Employee Review | Send Back

12. Under BAHAGIAN G: PEMBANGUNAN KAPASITI, click on the Tambah Jenis Latihan

dan Tujuan button.

4 (O My Performance Appraisal for Appraiser ¥
Edit / Display Appraisal as Appraiser

<

MUHAMMAD 10
< {AGIAN F: PENILAIAN PRESTAS| SECARA KESELURUHAN EBAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN ~

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai pada akhir tempoh penilaian.

Sila senaraikan jenis latihan/kursus/bengkel/seminar dan jenis latihan yang lain yang diperlukan oleh Pegawai Yang dinilai untuk menjalankan tugas utama dan tambahan yan,

dipertanggungjawabkan.

(@ -+ Tambah Jenis Latihan dan Tujuan
Bil Jenis Latihan Tujuan
No data
BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN
Diisikan oleh Pegawai Yang Dinilai pada akhir tempoh penilaian I
c

( Employee Review | [ send Ba(k]

23
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Sistem Sumber Manusia - Performance Appraisal

13. Fill in the details under Jenis Latihan dan Tujuan.

14. Click on the Save button.

Tambah Jenis Latihan dan Tujuan

*Jenis Latihan: | Jenis Latihan 1

*Tujuan: | Tujuan 1

14

Cancel

15. Click on the Employee Review button.

My Performance Appraisal for Appraiser ¥

Edit / Display Appraisal as Appraiser

<

MUHAMMAD 10

< 1AGIAN F: PENILAIAN PRESTAS| SECARA KESELURUHAN BAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN hd
Diisikan oleh Pegawai Penilal dan Pegawai Yang Dinilai pada akhir tempoh penilaian
Sila senaraikan jenis latihan/kursus/bengkel/seminar dan jenis latihan yang lain yang diperlukan oleh Pegawai Yang dinilai untuk menjalankan tugas utama dan tambahan yang
dipertanggungjawabkan.

[@J -+ Tambah Jenis Latihan dan Tujuan
Bil Jenis Latihan Tujuan
1 Jenis Latihan 1 Tujuan 1 Vi T
BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN

Diisikan oleh Pegawai Yang Dinilai pada akhir tempoh penilaian.
v
Employee Review [ Send Back |

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager_v2.0
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Note: A confirmation message will appear.
16. Click on the Yes button.
Confirmation
Adakah anda pasti untuk menyerahkan borang prestasi ini ke proses seterusnya?
Yes Cancel
Outcome: Status has been updated to Final Review.
< [ My Performance Appraisal for Appraiser v Q n 8
Appraiser Worklist
5 \ﬂ/q » (\f » u?@‘}c » =) » B » =V » (@ » () » ) [ ,
Mni“t‘im Tas ‘v‘ﬂi“:\;n KPI ;’-'(hnn::ﬂtj. First Checkp Second Che... Final Assess. Final Review Second Appr. Cmv:.rf:.:rd C‘.’-n'n.‘.ﬂ-rrjn' Compl
[] Tatacara meng
All Appraiser Worklist ©
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai  Tempoh Bermula Hingga Gred Jurniah Markah Status
MUHAMMAD Borang Prestasi Pegawai - Bahagian 01.10.2022 30.09.2023 Final Review
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Sistem Sumber Manusia - Performance Appraisal

Frontend User

SECOND APPRAISER
Manager

REVIEW
Log into SAP Fiori (Front End) and proceed with the following steps.

Click on Higher-Level Manager Appraisal tab.

1.
2. Click on Input as Higher-Level Appraiser tile.

My Time My Notification

(3 Home ¥
My Payslip

Employee Appraisal

Performance
4 Appraisal Manager

Input as Higher Level...

Higher-Level Manager Appraisal My Info

My Profile
Manage my profile

&

Performance Appraisal v
Higher Level Manager Worklist

9

0 /=00 f\u 0 0
(e = (= -
1 m @ » w\ » () » » (EF) » (i) »
Maintain Tas... Maintain KPI Acknowledg... First Checkp... Second Che. Final Assess... Final Review
All Appraiser Worklist

Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Daripada Hingga
o u i j - i

NOR! . Borang Prestasi Pegawai - Bahagian 01.10.2022 30.00.2023

» ([

Jumlah Markah

Gred

1
»

Second Appr...

F~\0

(@)

.

F/’
w.\[ N
Completed T... Compl

7 N0

Completed

] Tatacara meng

Keseluruhan SR
Second Appraiser
Review

Q
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3. Click on an employee with the status Second Appraiser Review.
< [ Performance Appraisal ¥ Q

Higher Level Manager Worklist

o 0 o 0 .\ 1 SN0 -
1w » (B » (EF) » (3=2) » (@) » (7)) » _ .\@/. (

First Checkp. Second Che Final Assess. Final Review Second Appr. Completed Completed T... Compl

(] Tatacara meng
All Appraiser Worklist (&
o q 1 1 Jumlah Markah
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Daripada Hingga Gred Tl Status
NOR Borang Prestasi Pegawal - Bahagian 01.10.2022 20.00.2023 ser

Note: Edit / Display Appraisal as Higher Level Manager page will be displayed.

< [ Performance Appraisal ¥ Q 4 A
< Edit / Display Appraisal as Higher Level Manager

NOR 10

No Kad Pintar: 00 Pegawai Penilai: SOF Status: Second Appraiser Review

Jawatan: 30 No Kad Pintar: 00 Total Markah Keseluruhan:

Jabatan/Kementerian: Prime Minister's Office Jawatan: 30 Gred:

Bahagian - Division Jabatan/Kementerian: = - Prime Minister's Office Tempoh Penilaian: 01.10.2022 - 30.09.2023

Bahagian - Division

BAHAGIAN B: TUGAS DAN TANGGUNG JAWAB BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRITE >~

1. Tugas Utama
Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

Bil Tugas Utama

Complete | | Send Back |
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4. Go to BAHAGIAN C: PENILAIAN HASIL (RESULTS) and edit the marks under Markah

column from the dropdown menu.

< [ Performance Appraisal ¥ Q 4 A
4 Edit / Display Appraisal as Higher Level Manager
NOR 10
< I BAHAGIAN C: PENILAIAN HASIL (RESULTS)| BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN P > v I
KPI Butiran KPI Pertama (Februari) Kedua (Jun) Akhir (September) Markah
KPI 1 2 ~ B
KPI 2 E ~| B

Complete | | Send Back |

5. Click on the Save button once marks have been edited.

< [ Performance Appraisal ¥ Q 4 A
4 Edit / Display Appraisal as Higher Level Manager
NOR 10
< BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PREST/ > N I
KPI 2 4 v E
Pengesahan Penilaian Pertama ‘ | Pengesahan Penilaian Kedua
5 J

BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN

Complete | | Send Back |
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6. Go to BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRI

TAMBAHAN and edit the marks from the dropdown menu.

< [ Performance Appraisal ¥ Q 4

Do

4 Edit / Display Appraisal as Higher Level Manager

NOR 10
<) I BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRI TAMBAHAN BAHAGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G:F >

FEIIE

1 Disiplin dan Integriti n I

11 3 v Bl
12 2 v =]
2 Komitmen

21 2 v 8]

Complete | | Send Back |

7. Scroll to the bottom of the page and fill in the comments on Ulasan Pegawai Penilai
Semula.
8. Click on the Save button.

9. Click on the Complete button.

< [ Performance Appraisal » a 0 a

4 Edit / Display Appraisal as Higher Level Manager
NOR 10

< 4{AGIAN F: PENILAIAN PRESTASI SECARA KESELURUHAN BAHAGIAN G: PEMBANGUNAN KAPASITI BAHAGIAN H: ULASAN PEGAWAI YANG DINILAI TERHADAP PENILAIAN ~

Ruang ini tidak perlu diisikan jika Pegawai Yang Dinilai bersetuju dengan penilaian yang dibuat ke atasnya.

C
Bil Item Ulasan
Sentiasalah berusaha untuk mencapai kejayaan dalam melaksankan tugas dan tanggungiawab.
2 Ulasan Pegawai Penilai
Semula
8
9

[ send Back |
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Note: A confirmation message will appear.

10. Click on the Yes button.

Confirmation

Adakah anda pasti untuk meluluskan borang prestasi ini?

Yes Cancel

Outcome: Appraisal document has been successfully completed.

[ Performance Appraisal v

Higher Level Manager Worklist

o=\ o 0 0 T \0 0 0 TN TN
1w (&) » (@) » (&) » @ » B » (2)» (@) » (7 » @) @) ([,
Maintain Tas. Maintain KPI Acknowledg, First Checkp. Second Che. Final Assess Final Review Second Appr. Completed Completed T... Compl
(] Tatacara meng
All Appraiser Worklist (&
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Daripada Hingga Gred J"Ei’fuw;r::h Status
NOR Borang Prestasi Pegawal - Bahagian 01.10.2022 20.00.2023 B 873 Completed
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Frontend User

PRINT COMPLETED
Manager

APPRAISAL DOCUMENT

Log into SAP Fiori (Front End) and proceed with the following steps.

1. Click on Manager Appraisal tab.
2. Click on Input as Appraiser tile.

1
My Notification

K. Home ~
My Payslip My Time

Employee Appraisal Manager Appraisal

PAl My Performance
Appraisal
Input as Appraiser

P

My Info

My Profile
Manage my profile

&

My Performance Appraisal for Appraiser
Appraiser Worklist

. —
» (EF) » (:=) »

0 PN 0

a =
4w (@ » w\ » (&) »
Maintain Tas... Maintain KP1 Acknowledg... First Checkp... Second Che Final Assess...
All Appraiser Worklist
Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Daripada Hingga
NOR/IT W | B Prestasi P i - Bahagi
= orang Presiasi Pegawal - Sanagian 01.10.2022 30.09.2023

G

Final Review

Second Appr...

Jumlah Markah

= Keseluruhan

87.3

N | FTNO
» | o» ) (
r} \\-_,/‘ N
Completed  Completed T...

Compl

] Tatacara meng

Status

Completed

31
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3. Click on an employee with the status Complete.

(D My Performance Appraisal for Appraiser v

Appraiser Worklist

TN 0 0 0 N0 1 \1 /-
» (&) » (EE) » (EF) » (=) » (@) » (7)) » (@) ([,

First Checkp Second Che Final Assess. Final Review Second Appr. Completed  Completed T... Compl

Maintain Tas.

[] Tatacara meng

Q

All Appraiser Worklist

Nama Pegawai Yang Dinilai Nama Document Pegawai Yang Dinilai Daripada Hingga Gred J'feﬂi'cu';ﬁir::h Status

NOR/ Borang Prestasi Pegawai - Bah
Orang Prestasi Pegawal - Bahagian 01.10.2022 30.09.2023 B 87.3 Completed

Note: Edit / Display Appraisal as Higher Level Manager page will be displayed.

4. Click on the Print icon.

Performance Appraisal v

14 Edit / Display Appraisal as Higher Level Manager

NOR 10

BAHAGIAN B: TUGAS DAN TANGGUNG JAWAB BAHAGIAN C: PENILAIAN HASIL (RESULTS) BAHAGIAN D: PENILAIAN CIRI PERANAN DAN BAHAGIAN E: PENILAIAN CIRITA 2> W

1. Tugas Utama

Diisikan oleh Pegawai Penilai dan Pegawai Yang Dinilai disepanjang tempoh penilaian

Bil Tugas Utama

11

2. Tugas Tambahan

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 =
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Outcome: A Print layout of the report has been generated.

100% + =)

No Kad Pintar : 00

Jawatan : 30/

Jabatan/Kementrian : - Prime Minister#s Office
Bahagian : 1 - Division

Pegawai Penilai : SOF

No Kad Pintar : 00

Jawatan : 30

Jabatan/Kementerian : - Prime Minister#s Office
Bahagian : " - Division

Status : Completed

Total Markah Keseluruhan : 87.330

Gred : B

Tempoh Penilaian : 20221001 - 20230930

A. Tugas dan Tanggung Jawab
1. Tugas Utama

Diisikan olch pegawai penilai dan pegawai yang dinilai sepanjang tempoh penilaian

Bil _Tugas Utama
1.1

SSM_UG_PD_Front End (SAP Fiori)_Appraisal_Manager v2.0 3
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