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Sistem Sumber Manusia — Security Vetting '2’

INTRODUCTION

This user guide acts as a reference for Back-End User (SAP GUI) on how they can use the

features for Security Vetting module. In this user guide, it will show:

Security Agency Assign Assignment.
Security Agency performs 15t Level Vetting application.
Security Agency performs 2" Level Vetting application.

Security Agency Assignor views notification at Employee Self-Service.

a > v N oRE

Security Agency 1stand 2" Level Vetting views completed application.

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 (www.ssm.gov.bn)
ESS Employee Self Service
MSS Manager Self Service
SV Security Vetting

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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Process Overview

Security Agency Assignor views notification at Employee Self-Service

Views notification

Log into Employee Click on My N .
Self-Servcie Notification Tile L2 SV.Pen_dlng Eng
Application
Security Agency Assign Assignment
Access : Fill in Security : Click on the Select an Assign
ZVETASSIGN Agency Execute button Type
Tick Checkbox to Chanee the Fill in column
Click on the Route j&— select the — . g Assigned To, if
i Priority Level .
application required
Security Agency performs 1st Level Vetting application
Select an
Access Fill in Security Click on the application and
ZVETFIRSTLVL Agency Execute button Click Update
button
Click Submit Tick Checkbox Add Attachment Seleet Evaluation
g . 4 Result and
button declaration and Remarks
Memorandum
Security Agency performs 2nd Level Vetting application
Select an
Access | Fill in Security Click on the application and
ZVETSECONDLVL Agency Execute button Click Update
button
Verify Evaluation
Click Submit Tick Checkbox Add Attachment Result and
End button declaration and Remarks Memorandum
date
4
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Security Agency 1st Level Vetting views completed application

Security Vetting

Access Fill in Security Click the Execute 4
ZVETFIRSTLVL Agency button | Wosklist page
displayed
. Click the Radio
End Click on the 4— button ofan

Display button

application

Security Agency 2nd Level Vetting views completed application

Security Vetting

Access Fill in Security Click the Execute ?
ZVETSECONDLVL Agency button | Wskist pags
displayed
. Click the Radio
End Elick on the 4— buttonofan

Display button

application
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VIEWS NOTIFICATION Frontend User

AT EMPLOYEE SELF-

SERVICE Security Agency Assignor

Log into Employee Self-Service (Front End) and proceed with the following steps.

1. Click on My Notification tile.

B Home v

My Notification

Note:
(i) Notification page will be displayed.

(i) Notification will only appear when the status is Pending Assignment.

Outcome : View notifications for Security Vetting Pending Application.

My Notification ~

(] My Notification
Filter
Date | 10 May 2023 - 08 June 2023 Category | All v -
Restore

My Notification
Notification Date Time Category Notification

09 June 2023 09:58:13 Security Vetting Agent 260 new application(s) submitted for security vetting.
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SECURITY AGENCY Backend User

ASSIGN ASSIGNMENT Security Agency

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZVETASSIGN in the search bar.

= SAP Easy Acces > GHQ (1) 240 & -8 X
EE: :’ 1 SAP Easy Access

ZVETASSIGN ] @ = & &L Ohermenu & Kk F Vv A E Creatercle More v a a @ &
> [ Favorites

9 SAP Menu

» [ Connector for Multi-Bank Connectivity

» [0 Office

> [ Cross-Application Compenents

[ Logistics

» [ Accounting

» [ Human Resources

> [ Information Systems

» [ Service

» [0 Tools

> [ WebClient Ul Framework

Note: Security Agency Assignment page will be displayed.

= < B B8 %
< W Security Agency Assignment

E Save as Variant More v Exit

Security Vetting

* Security Agency. [ ]‘L

Status: Pending Assignment
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2. Select the Security Agency.

3. Click on the Execute button.

= < B -8 X
< w Security Agency Assignment
& save as Variant... More v Exit
Security Vetting
* Security Agency: a
Status: Pending Assignment
Note: Security Agency Assignment Worklist page will be displayed.
= C®I_F X
< E:: ’ Security Vetting Assignment Worklist
ROUTE = selectAll = DeselectAll More Exit
Agency :
Total Records = 14
all |12 (© Q 4 @ B L i [i
Assign Assigned To Application 1D Priority Level Status Application Date Personnel No. IC Number Personnel Name
All SV Medium Pending First Level Vetting 15.05.2023
All sV High Pending First Level Vetting 15.05.2023
Individual SV Medium Pending First Level Vetting 16.05.2023
Individual SV, High Pending First Level Vetting 19.05.2023
All SV Medium Pending First Level Vetting 22.05.2023
SV Medium Pending Assignment 22.05.2023
Individual SV High Pending First Level Vetting 22.05.2023
SV High Pending Assignment 22.05.2023 )
SV, Low Pending Assignment 22.05.2023
SV, Medium Pending Assignment 24.05.2023 |
SV Medium Pending Assignment 24.05.2023
SV Medium Pending Assignment 01.06.2023
sV Medium Pending Assignment 05.06.2023 A
o\ A doadivin Nandineg Annimnmeans AT Al AAAS ¥
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4. Select an Assign Type ( All / Individual ).

Note : If Assign Type is Individual, please complete column Assigned To
5. Change the Priority Level of the application, if required.

6. Tick on the Checkbox icon to select the application.

7. Click on the Route button.
= < & | —

< E : ’ 7 Security Vetting Assignment Worklist

oy
X

ROUTE = selectAll §= DeselectAll More Exit

Agency :

Total Records = 14
Q12| & s ' @ B L i} [i

Assign nﬁssigned To

Application 1D Priority Level Btatus Application Date Personnel No. IC Number Personnel Name
Al SV pending First Level Vetting 15.05.2023
SV High Pending First Level Vetting 15.05.2023 |

Individual SV Medium Pending First Level Vetting 16.05.2023

Individual SV, High Pending First Level Vetting 19.05.2023

All SV Medium Pending First Level Vetting 22.05.2023
Y Medium Pending Assignment 22.05.2023

Individual sV High Pending First Level Vetting 22.05.2023
SV High Pending Assignment 22.05.2023 y
SV Low Pending Assignment 22.05.2023
SV, Medium Pending Assignment 24.05.2023 |
SV Medium Pending Assignment 24.05.2023
SV Medium Pending Assignment 01.06.2023
5 Medium Pending Assignment 05.06.2023 A
o AAoadivine Pamadinme Asniommenn . AT Al AnAn R

Outcome : The selected Application has been successfully assigned.

= > GHQ(1)240 E —&F x
< E : J Security Vetting Assignment Worklist
~ ROUTE 7= SelectAll 5= DeselectAll 3+ Mass Assignment More v Exit
Agency :
Total Records = 12
alllzli|ell|2]=]|la V v 2 Bv Bv | @
Assign Assigned To Application ID Priority Level Status Application Date Personnel No.  IC Number Personnel Name
=
i) Individual ~ ~ SV Medium -~ Pending First Level Vetting
All 4 SV Medium ~ Pending First Level Vetting
Individual SV High ~ Pending First Level Vetting
individual SV Medium - Pending Assignment
Individual sV High + Pending First Level Vetting
All v S High ~ Pending Assignment
~ SVi Low ~ Pending Assignment
Individual SV Medium + Pending Assignment
SV Medium ~ Pending Assignment
~ SV Medium ~ Pending Assignment
v SV Medium ~ Pending Assignment
~ SV Medium - Pending Assignment
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SECURITY AGENCY

Backend User
PERFORMS 1ST LEVEL

VETTING APPLICATION sl ey

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZVETFIRSTLVL in the search bar.

AP E > GHQ(1) 240 ® — O X
hz‘ " 1

SAP Easy Access
ZVETFIRSTLVL H = 4

& & Othermenu & kS v A & Createrole  More v
» [ Favorites

3 SAP Menu

> [11 Connector for Multi-Bank Connectivity

» [ Office

» [ Cross-Application Components

> [ Logistics

» [ Accounting

» [ Human Resources

» [ Information Systems

> [ Service

> [ Tools

» [ WebClient Ul Framework

Note: Security Agency First Level Vetting page will be displayed.

< w Security Agency First Level Vetting

hd | B save as Variant. More ™ Exit
Security Vetting
. r 1
Security Agency: a
L ]
Status: Pending First Level vetting
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2. Select the Security Agency.

3. Click on the Execute button.

il
=0
|

0

< W Security Agency First Level Vetting

hl ‘ & save as Variant More ~ Exit

Security Vetting
* Security Agency: a

Status: Pending First Level vetting

Note: Security Agency First Level Security Vetting Worklist page will be displayed.

= (B B0 X
< E : J My Security Vetting Worklist

v 2 ¥ OV [x fw i Update  Display More™ Q @ Exit

‘ UserID : ~

Total Records = 30 b

Application ID Security Agency Status Assign Routed To Routed Priority Le:

O sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sV Completed Security Vetting All Medium
QO svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
M _ev Famnlatad Carrin attine Al Maddiim
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Note: Security Agency First Level Security Vetting Worklist page will only display
application with status:

(i) Pending First Level Vetting for user’s review and action.

(i) Pending Second Level Vetting for Display.

(iii) Completed Security Vetting for Display.

4. Click on the Radio Button to select the application that wish to be review.

5. Click on the Update button.
= B O x
< W [ My Security Vetting Worklist
2 ¥ YV fx fw L Tmhy YA Q @ exi

UserID : ~
al Records = 3 v

4 Application 1D Security Agency Status Assign Routed To Routed Priority Ley

SV Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O sV Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O sv Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

O sV Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

) sv Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

M _en Frmmlatan Camirin \fattine AN Nt

Note: Selected Application First Security Vetting page will be displayed.

< EE:‘ " Security Agency First Level Vetting Page
] submit  More™ Exit
r 1
Personnel No : Appl. Date : 19.05.2023

L a

IC No: Application 1D : SV Status : Pending First Level Vetting

Name

Employee Details Download Service Record

Basic Info Job Data Name Record IC Record

Personnel Area : Prime Minister's Office Subarea : SAO7 MMN

Date of Birtf

Vetting Request

Priofity Indication : High

Notes
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6. Select Evaluation Result ( Trace / Untraced ).

Note:

(i) If Evaluation Result is Untraced, Memorandum Date is required.

(i) If Evaluation Result is Traced, Memorandum Date is not required and will be entered
during Second Level Security Vetting.

7. Select a Memorandum Date, if required.

8. Fill in any Remarks related to the results of the Security Vetting results.

Note: Remarks is from the security agency to Requestor.

9. Click on Add Attachment to upload any related Documents.
= (B & X%
< W Security Agency First Level Vetting Page
~ (] submit Morev Exit

Vetting Result v

5
—

Remarks

Security Agency
Evaluation Result Memorandum Date :

Lil,Col Lnl-Ln1ofllines
Document Uploads(If Applicable) @& Add Attachment 9
File Upload Description {

Remove | View

Remove | View

Remove | View

v

Application History
Date Time Status User ID Name Position

19.05.2023 15:37:36 Pending Assignment
22.05.2023 14:57:48 Pending First Level Vetting "
<>
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Note: Desktop Open page will be displayed.

Select a File X
Lookin: | SAPGUI v | R
* Name Status Date modified
Mo items match your search
Quick access
Desktop
m
Libraries
This PC
Network
File name | e Open
Files of type: All Files (*7) e Cancel
10. Select File to be uploaded.
11. Click on Open button.
Select a File X
Lock in: | & Pictures | @F=Ems
* amera Rol
Quick access Scre ts
- Contoh Surat
Desktop
M
Libraries
This PC
Metwork
11
— Contoh Sura -
Files of type: All Files (") s Cancel

Note: Confirmation pop up will be displayed.

< v Security Agency First Level Vetting Page
a Exit
Vetting Result
x
ent Uploads( Applicable
File Upload Descript
tiow Den
Ren
oate Time Stotws User D Nome Positon
19.05.2023 15:37:35  Pending Assignment
22052023 145748  Pending First Level Veting

14
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12. Click Allow button.
> GHQ (1) 240 | - @ X

< »E- '7 Security Agency First Level Vetting Page
Exit

v (] Submit More\
Vetting Result

Security Agency
Evaluation Result
SAP GUI Security X

Remarks:

Document Uploads(if Applicable)

File Upload
Deny Help
Remove | View |
<> v
Application History:
Date Time Status User ID Name Position
19.05.2023 15:37:36 Pending Assignment

Pending First Level Vetting
<>
<>

22.05.2023 14:57:48
<>

Note: The File has been successfully uploaded.
> GHQ (1) 240 & —

o]
X

Security Agency First Level Vetting Page

. [sApd
Exit

~ (] submit More™

Vetting Result

Security Agency
Memorandum Date

Evaluation Result

Remarks:
Lil,Col Ln1-Ln1of1lir
Document Uploads(If Applicable) & Add Attachment
File Upload Description @
0 1
1 Contoh Surat.png | Remove | View
Remove | View
Remove | View
<> v
Application History:
Date Time Status User ID Name Position
19.05.2023 15:37:36
<>

22,05.2023 14:57:48
<>

Note: Scroll down and check declaration box before submitting.
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13. Tick the Checkbox for declaration.

14. Click on the Submit button to complete the first level vetting.

= < B -8 %
< W Security Agency First Level Vetting Page
Remarks:
Lil,Col Ln1l-Ln1ofllines
Document Uploads(If @& Add Attachment
File Upload Description
Remove | View
Remove View
Remove View | .
<> <
Application History
Date Time Status User ID Name Position
19.05.2023 15:37:36 Pending Assignment
22.05.2023 14:57:48 Pending First Level Vetting
v
By ticking here and submitting the details above, you are indicating that you have checked and confirmed the accuracy of data
and fully responsible for the accuracy and completeness of the information provided -
< <>

Outcome : The Application has been successfully completed First Level Vetting.

= > GHa (1) 240 & - F X
4 EE s ? My Security Vetting Worklist
v 2 T VYV [x (w L1 update Display  More Q & Exit
UserID : :
_ Total Records = 30
Application ID Security Agency Status Assign Routed To Routed Priority Level

Q sv| Pending Second Level Vetting All Medium

O sv Completed Security Vetting All Medium

QO sv| Completed Security Vetting All Medium

Q svl Completed Security Vetting All Medium

O svl Completed Security Vetting All Medium

QO svl Completed Security Vetting All Medium

QO svl Completed Security Vetting All Medium

Q svl Completed Security Vetting All Medium

O sV Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

Q svi Completed Security Vetting All Medium

Q swvi Completed Security Vetting All Medium

O svi Completed Security Vetting All Medium

Q svi Completed Security Vetting All Medium

Q svi Completed Security Vetting All Medium

O sv Completed Security Vetting All Medium

~ S o

Request ID SV has been updated s
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SECURITY AGENCY Backend User

PERFORMS 2ND LEVEL .
VETTING APPLICATION |h i bl
Second Level Vetting is only applicable when Vetting Result is Traced at First Level Vetting.

Log into SAP GUI (Back End) and proceed with the following steps.
1. Enter ZVETSECONDLVL in the search bar.

> GHQ(1) 240 a8 x

»-.!- " 1 SAP Easy Access
[ZVETSECONDLVL v ] © = & 2 Othermenu & % /# v A [ Createrole More - Q o @G Exit

» [ Favorites
5 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Office
» [ Cross-Application Components
> [ Logistics
> [1 Accounting
> [1 Human Resources
» [ Information Systems
> [ Service
» [ Tools
> [ WebClient Ul Framework

Note: Security Agency Second Level Vetting page will be displayed.

< w Security Agency Second Level Vetting

B save as Variant. More ™ Exit

Security Vetting

* Security Agency

Status: Pending Second Level vetting

17
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2. Select the Security Agency.

3. Click on the Execute button.

]
®m
]|

< W Security Agency Second Level Vetting

b & save as Variant More ~ Exit

Security Vetting
* Security Agency:

Status: Pending second Level vetting

Note: Security Agency Second Level Security Vetting Worklist page will be displayed.

= < B 4O x
< E : J My Security Vetting Worklist
v 2 ¥ OV [x fw i Update  Display More™ Q @ Exit
‘ UserID : ~
Total Records = 30 b
Application ID Security Agency Status Assign Routed To Routed Priority Le:
I( )ISV Pending Second Level Vetting All High
O sV Pending Second Level Vetting All Medium
QO sv Completed Security Vetting All Medium
O sV Completed Security Vetting All Medium
QO svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
M _ew Famnlatad Carrin attine Al Maddiim
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Note: Security Agency Second Level Security Vetting Worklist page will only display
application with status:
(i) Pending Second Level Vetting for user’s review and action.

(i) Completed Security Vetting for Display.

4. Click on the Radio Button to select the application that wish to be review.

5. Click on the Update button.

= {6 —Fx
< EE: J 5 My Security Vetting Worklist
2 F vV (x w 1L Display ~ More™ Q @ Exi
UserID : a
Total Records = 28 <
4 Application 1D Security Agency Status Assign Routed To Routed Priority Ler
m SV Pending Second Level Vetting All High
O sV Pending Second Level Vetting All Medium
O sv Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O sv| Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
NV Famnlatad Cacoritg Varting Al Maddiim

Note: Selected Application Second Security Vetting page will be displayed.

< E : J Security Agency Second Level Vetting Page

(] submit More> Exit

Personnel No Appl. Date : 15.05.2023
IC No Application ID : SV tatus : Pending Second Level Vetting
Name

Employee Details Download Service Record

Basic Info Job Data Name Record IC Record

Personnel Area : Prime Minister's Office Subarea : SA10 JPA

Position Date of Birth

Vetting Request

Priority Indication : High

Notes

<3 <3
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6. Verify Evaluation Result, amend if required.

7. Enter Memorandum Date.

8. Verify the remarks related to the results of the Security Vetting results, amend if required.
Note: Any Remarks is from the agency to the Requestor.

9. Click on Add Attachment to upload any related Documents.
= [N - .
< w Security Agency Second Level Vetting Page
v| (] submk Morewv Exit

Vetting Result

Security Agency 6 7
Evaluation Result Memorandum Date :] 24.05. 2023
Remarks | P

Li1,Col Ln1-Ln1of1lines
Document Uploads(If Applicable) @& Add Attachment 9
File Upload Description ©
Remove View
Remove View
Remove | View
<> v
Application History
Date Time Status User ID Name Position

15.05.2023 14:42:03 Pending Assignment
‘2:2.05.2023 14:57:48 Pending First Level Vetting

<>

Note: Desktop Open page will be displayed.

Select a File x

Lok SAP GUI v | S
Swaus Date modified

,t Name

Quick access

Desktop

m

Libraries

2

This PC
Network

File name: | - Open

Files of type Al Files (*) > Cancel

SSM_UG_Back_End_SAPGUI_Security Vetting_Security Agency_v1.0 20
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10. Select File to be uploaded.

11. Click on Open button.

Select a File

Look jn: | = Pictures

*

Quick access

Desktop

Camera Rol

[

Contoh Surat

'

Libraries

2

This PC
Network
11
v

Contoh Surat

Files of type Al Files (*.%) v Cancel
Note: Confirmation pop up will be displayed.
= > GHQ (1) 240 6 9 x
Security Agency Second Level Vetting Page
Exit

O

~ (] Submit Morev

Vetting Result

Security Agency :
Evaluation Result: Traced v SAP GUI Security X
s: Enter text here...
Remarks: The system is trying to access the file
C:\Usars) \Pictures!\Cantoh
Su
Document Uploads(If Applicable): .
Remember My Decision
File Upload Description
r 4
Allow Deny Help
L 4
Remove | View
<> v
Application History:
Status User ID Name Position

Date Time

22.05.2023 10:03:46  Pending Assignment
22.05.2023 15:04:34 Pending First Level Vetting

08.06.2023 14:52:33 Pending Second Level Vetting

<>

21
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12. Click Allow button.
> GHQ (1) 240 & — & x

< E! ’ Security Agency Second Level Vetting Page
Exit

~ (] submit More™

Vetting Result

Security Agency
SAP GUI Security X

Evaluation Result: Traced v

marks: Enter text here...
Rema The system is trying to acoess the file
\PicturesiContoh

Document Uploads(If Applicable)
My Decision
Description 1 2
Help

File Upload
Deny
Remove | View
<> v
Application History:
Date Time Status User ID Name Position
22.05.2023 10:03:46 Pending Assignment

22.05.2023 15:04:34 Pending First Level Vetting
08.06.2023 14:52:33 Pending Second Level Vetting
<> <>

Note: The Attachment has been successfully uploaded.

> GHQ (1) 240 & —

4 E!' " Security Agency Second Level Vetting Page
Exit

~ (] Submit More\

Vetting Result

Security Agency :
Evaluation Result: Traced ~ Memorandum Date : 15.06.2023

Remarks: Enter text here...

Li1,Col Ln1-Ln1of1lir
Document Uploads(if Applicable): & Add Attachment
File Upload Description &
1 Contoh Surat.png Remove | View
Remove | View
Remove | View
<> v
Application History:
Date Time Status User ID Name Position
22.05.2023 10:03:46 Pending Assignment
Pending First Level Vetting
<>

22.05.2023 15:04:34
08.06.2023 14:52:33 Pending Second Level Vetting
<>

22
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m
X

>

13. Click View button to display any attached document from First Level Agent
GHQ (1) 240 & —

Security Agency Second Level Vetting Page
Exit

(§sapg

~ (] Submit More\

Vetting Result

Security Agency :
Evaluation Result: Traced ~ Memorandum Date : 15.06.2023

Remarks: Enter text here...

Ln1-Ln1of1lir

Lil,Col
Document Uploads(lf Applicable): & Addattachment
File Upload Description [
1 Contoh Surat.png Remove
Remove | View
Remove | View .
<> v
Application History:
User ID Name Pasition

Date Time Status

22.05.2023 10:03:46 Pending Assignment
22.05.2023 15:04:34 Pending First Level Vetting

08.06.2023 14:52:33 Pending Second Level Vetting

<

Note: Desktop Browse page will be displayed.

Browse for Files or Folders

B Desktop
@ OneDrive
& OneDrive -
2
~ 8 This PC
» 3D Objects
m Desktop
4 Documents
4 Downloads
J Music
= Pictures
§ Videos
2905(C)
=x installers (\\Files\; ¥

Pictures

Folder
OK Cancel

Make New Folder

23
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14. Select a destination folder to save the file and click Ok button.

Browse for Files or Folders X
Bl Desktop ~
@ OneDrive
& OneDrive -
2
v M This PC
» 3D Objects
m Desktop
~ & Documents
Custom Office Templates
My Shapes
SAP
Security Vetting
shimejieesrc
Snagit
v
e Pmataade
Coder | Security Vetting 14
Make New Folder Cancel
Note: The Attachment has been successfully saved.
= > GHQ (1) 240 & - & X
< EE ? Security Agency Second Level Vetting Page
ot ﬂ Submit More v Exit
File Upwau vesuipun
View ik
View
View |
> >v
Vetting Result
Security Agency
Evaluation Result: Traced Memorandum Date : 15.06.2023
Remarks
Lil,Col Lnl-Lnlof1lir
Document Uploads(If Applicable) @ Add Attachment
File Upload Description
1 Contoh Surat.png Remove | View
Remove | View
Remove | View
O
<> <>
Download 100 KB C:\Users\. = \Downloads! \Contoh Surat.png

Note:

() Any attachment uploaded here will be visible to the Requestor as evidence and an

official outcome of the vetting process.

(i) Second Level Agent may remove any attachment uploaded by First Level Agent.
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Note: Scroll down and check declaration box before submitting.

= < B -2
< EE: : Security Agency Second Level Vetting Page
~ ﬂ Submit Maore v Exit
Remarks
Li1,col Ln1-Ln1of1lines
Document Uploads(If Applicable) & Add Attachment
File Upload Description @
Remove View
Remove | View
Remove View
<> <> v
Application History:
Date Time Status User ID Name Position &
15.05.2023 14:42:03 Pending Assignment
22.05.2023 14:57:48 Pending First Level Vetting
08.06.2023 14:54:14 Pending Second Level Vetting =
<> v

By ticking here and submitting the details above, you are indicating that you have checked and confirmed the accuracy of data

and fully responsible for the accuracy and completeness of the information provided
<y

15. Tick the Checkbox for declaration.

16. Click on the Submit button to complete the first level vetting.

= B -
< W Security Agency Second Level Vetting Page
Remarks
Lil,Col Lnl-Ln1of1lines
Document Uploads(If Applicable) @& Add Attachment
File Upload Description
Remove View
Remove | View
Remove | View
<> <3

Application History

Date Time Status User ID Name Position

15.05.2023 14:42:03 Pending Assignment

22.05.2023 14:57:48 Pending First Level Vetting

<>~

08.06.2023 14:54:14 Pending Second Level Vetting

<>

‘u‘ and submitting the details above, you are indicating that you have checked and confirmed the accuracy of data

and fully responsible for the accuracy and completeness of the information provided.
<>

=

Exit
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Outcome : The Application has been successfully completed Second Level Vetting.

= > GHQ (1) 240 6 _ 8 x
< Ei . J My Security Vetting Worklist
dl| 5 = Y (x w L Update Display More Q & Exit
User ID : A
Total Records = 28 X
Application ID Security Agency Status Assign Routed To Routed Priority Level

:@ : SV Completed Security Vetting All Medium

Q sV Completed Security Vetting All Medium

Q sv Completed Security Vetting All Medium

O SV Completed Security Vetting All Medium

QO sv ] Completed Security Vetting All Medium

QO SV Completed Security Vetting All Medium

QO s Completed Security Vetting All Medium

QO SV Completed Security Vetting All Medium

Q svi 1 Completed Security Vetting All Medium

O SV Completed Security Vetting All Medium

O sv 1 Completed Security Vetting All Medium

Q svi T Completed Security Vetting All Medium

QO swv Completed Security Vetting All Medium

Q sV N | Completed Security Vetting All Medium

O s Completed Security Vetting All Medium

Q svi N TTh | h Completed Security Vetting All Medium

= v = oo = 5 P P -
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VIEWS COMPLETED Backend User

APPLICATION Security Agency 1st Level Vetting

Log into SAP GUI (Back End) and proceed with the following steps.

1. Enter ZVETFIRSTLVL in the search bar.

AP Easy A > GHQ (1) 240 & = X
R " 1 SAP Easy Access

ZVETFIRSTLVL B = & S Ohermenu * % £ v A [ Crealerole More v

» [ Favorites
3 SAP Menu
> [ Connector for Multi-Bank Connectivity
» [ Office
» [ Cross-Application Components
> [ Logistics
» [ Accounting
» [ Human Resources
» [ Information Systems
> [ Service
» [ Tools
» [ WebClient Ul Framework

Note: Security Agency First Level Vetting page will be displayed.

< w Security Agency First Level Vetting

b | & save as Variant. More ™~ Exit

Security Vetting

. r 1
Security Agency: a
L ]

Status: Pending First Level vetting
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2. Select the Security Agency.

3. Click on the Execute button.

il
=0
|

0

< W Security Agency First Level Vetting

hl ‘ & save as Variant More ~ Exit

Security Vetting
* Security Agency: a

Status: Pending First Level vetting

Note: Security Agency First Level Security Vetting Worklist page will be displayed.

= (B B0 X
< E : J My Security Vetting Worklist

v 2 ¥ OV [x fw i Update  Display More™ Q @ Exit

‘ UserID : ~

Total Records = 30 b

Application ID Security Agency Status Assign Routed To Routed Priority Le:

O sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sV Completed Security Vetting All Medium
QO svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
M _ev Famnlatad Carrin attine Al Maddiim
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Note: Security Agency First Level Security Vetting Worklist page will only display

application with status:

0]

Pending First Level Vetting for user’s review and action.

(i) Pending Second Level Vetting for Display.

(iii) Completed Security Vetting for Display.

4. Click on the Radio Button to select the completed application that wish to be review.

5. Click on the Display button.

User ID
Total Records = 30

Application 1D
SV
4 =
E Sv/
) sv
) SV
Q) swvi
QO sV
QO sV
) SV
O sv
O sv
O sV
sV
O sV

Security Agency

5 urity Vetting Worklist

Update | Display | More Q @ Ext

Status Assign Routed To Routed Priority Les
Pending Second Level Vetting All High
Pending Second Level Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Pamalatad Gasisin Uatting sl

The Completed Security Vetting Application page will be displayed.

Outcome:

1 seng

Personnel No
IC No
Name
Employee Details

Basic Info Job Data

Personnel Area

Position

Vetting Request

Agency Name

~  Morew

Name Record

> GHQ (1) 240 6 _&F x
Requestor Application Detail Page

Exit

Appl. Date

Download Service Record

IC Record

Subarea

Date of Birth

r A
Priority Indication : Medium v
il a

Application ID Last Submission ~ Submit ~ Notes

sVl v

D00
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VIEWS COMPLETED Backend User

APPLICATION Security Agency 2nd Level Vetting

Log into SAP GUI (Back End) and proceed with the following steps.
1. Enter ZVETSECONDLVL in the search bar.

= Easy Acce > GHO(1) 240 d | -3 %
»E: 'J 1 SAP Easy Access

[ZVETSECONDLIVL | & = & 2 otermenu * * /# Vv A B Createrole More v Q o Exit
> [ Favorites

3 SAP Menu

» [ Connector for Multi-Bank Connectivity

» [ Office

> [ Cross-Application Components.

> [ Logistics

> [ Accounting

> [71 Human Resources

» [ Information Systems

> [ Service

» [ Tools

> [ WebClient Ul Framework

Note: Security Agency Second Level Vetting page will be displayed.

< w Security Agency Second Level Vetting

™ [E Save as Variant. More v Exit

Security Vetting
* Security Agency

Status: Pending Second Level vetting
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2. Select the Security Agency.

3. Click on the Execute button.

]
®m
]|

< W Security Agency Second Level Vetting

b & save as Variant More ~ Exit

Security Vetting
* Security Agency:

Status: Pending second Level vetting

Note: Security Agency Second Level Security Vetting Worklist page will be displayed.

= < B 4O x
< E : J My Security Vetting Worklist
v 2 ¥ OV [x fw i Update  Display More™ Q @ Exit
‘ UserID : ~
Total Records = 30 b
Application ID Security Agency Status Assign Routed To Routed Priority Le:
I( )ISV Pending Second Level Vetting All High
O sV Pending Second Level Vetting All Medium
QO sv Completed Security Vetting All Medium
O sV Completed Security Vetting All Medium
QO svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sv Completed Security Vetting All Medium
O sv Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
QO sV Completed Security Vetting All Medium
O svi Completed Security Vetting All Medium
M _ew Famnlatad Carrin attine Al Maddiim
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Note: Security Agency Second Level Security Vetting Worklist page will only display

application with status:

(i)

Pending Second Level Vetting for user’s review and action.

(i) Completed Security Vetting for Display.

4. Click on the Radio Button to select the application that wish to be review.

5. Click on the Update button.

User ID
Total Records = 30

Application 1D

Outcome:

S send

Personnel No
IC No
Name
Employee Details

Basic Info Job Data

Personnel Area :

Position :

Vetting Request

Agency Name

Security Agency

< H 8 X
5 urity Vetting Worklist

x (w L  update More Q @ Exit
Status Assign Routed To Routed Priority Lev
Pending Second Level Vetting All High
Pending Second Level Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Completed Security Vetting All Medium
Pamalatad Ganiiin \iarine Al Madlion

The Completed Security Vetting Application page will be displayed.

~  More v

> GHQ (1) 240 & — & x
Requestor Application Detail Page

Exit

Appl. Date :

Download Service Record

Name Record IC Record
Subarea :
Date of Birth :
- a
Priority Indication : Medium v
tt a
Apgplication ID Last Submission ~ Submit  Notes
sv. 7 B

SIS
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