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This user guide acts as a reference for Employee (Front End User) to manage

Conveyance Loan. All company and individual names used in this user guide have been

created for the purpose of guiding users on the use of the system.

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 - Conveyance Loan

Should you have any questions or require additional assistance with the user guide

materials, please contact SSM Help Desk at +673 2382227 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

CL Conveyance Loan
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SUBMIT CONVEYANCE 

LOAN REQUEST TO 

GUARANTOR

Frontend User

Employee

1. Click on Conveyance Loan Guarantor tab.

2. Select the ‘Guarantor Request Page’ tile.
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Note: Conveyance Loan Guarantor Request Page will be displayed.

3. Click on ‘Add’ button.

1

2

3
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4. Click on Section I. Requestor Details.

Note: All information available in employee personnel details have been auto-populated 

based on the information filled in the ESS Portal / Back End.

4

NOTE

Note: The Conveyance Loan Application Page will be displayed.
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5. Fill in the Requested Amount.

6. Select the Service End Date.

7. Under Purpose, select Conveyance Loan.

8. Tick the Checkbox to confirm.
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11. Click Search.

Note III: All data that is available in Guarantor Details have been auto-populated based on

the information filled in the ESS Portal / Back End.

9. Click on Section II. Guarantor Details.

10. Fill in the IC No. / Uniformed ID and Birth Date of your guarantor. 

9

10 11

NOTE III
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12. Click on ‘Attach Supporting Documents’ icon.

13. Click on the ‘Add’ icon to attach any supporting documents if required.

14. Click on the ‘Browse’ button to search the files or documents. 

15. Click on the ‘Save’ button.

Reminder:

i. Employee can attach more than one document.

ii. The document type can be only form as PDF, JPG, JPEG and PNG format only.

iii. The maximum size of each document must be not more than 3.5MB.

14

15

12
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16. Click on ‘Notes’ icon.

17. Enter notes in the space provided, if required.

18. Tick on ‘Disclaimer’ checkbox once confirm.

19. Click on the ‘Submit’ button.

16
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19

SSM_UG_Conveyance_Loan_Employee_v1.0

Sistem Sumber Manusia - Conveyance Loan

Outcome: Application request has been submitted successfully to Guarantor.
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SUBMIT CONVEYANCE 

LOAN APPLICATION

Front End User

Employee

1. Click on Conveyance Loan Employee tab.

2. Select CL Application Submission tile.

Note: Please ensure that employee details and all mandatory documents are updated on 

Personal ID under Employee’s My Profile, before applying for Conveyance Loan.
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Note: The Conveyance Loan Application Page will be displayed.
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Sistem Sumber Manusia - Conveyance Loan

Note: Depending on the scenario, Employee may also click on the following buttons:

i. Add button to create new applications.

ii. Copy button to copy previous applications.

iii. Delete button to delete drafted applications.

3. Click on Add button.

NOTE

3
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Sistem Sumber Manusia - Conveyance Loan

Note: The Conveyance Loan Page will be displayed.

Note: Under Application Details tab, all information from Section I to III have been auto-

populated based on the information filled in the ESS Portal / Back End. Section IV to VI will

be filled in by the Employee.

Section Description

I. Employee 

Details

Section I will be prepopulated with employee’s details.

II. Contact 

Details

Section II will be prepopulated with employee’s address and contact.

information.

III. Employment 

Details

Section III will be prepopulated with employee’s employment details.

SSM_UG_Conveyance_Loan_Employee_v1.0
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4. Click on Section IV. Application Details.

5. Under Application Details, fill in the required information.

Note: The Previous Conveyance Loan Details will be displayed (if any)

6. Click on Section V. Vehicle Details.

7. Under Vehicle Details, fill in the required information.

Note: PhD is optional. Please leave blank if unapplicable.

6
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8. Click on Section VI. Guarantor Details.

Note: There are 2 ways to add Guarantor depending on the Guarantor.

i) For Guarantor with ESS access, please refer to step no. 9 – 12, skip step no. 13 – 17.

ii) For Guarantor without ESS access, please refer to step no. 13 – 17.

9. For Guarantor with ESS access, click Add button and fill in approved application ID.

Note: The Add Guarantor page will be displayed. 

10. Click the Look-Up button.

10
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Sistem Sumber Manusia - Conveyance Loan

Note: The Select Application Id page will be displayed. Employee may take note on the 

Application ID for reference purposes.

11. Select the Endorsed Guarantor Details.

12. Click Add button to save.

12
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Sistem Sumber Manusia - Conveyance Loan

Note: The Add Guarantor page will be displayed.

15. Fill in IC Number.

16. Fill in Date of Birth of Guarantor.

17. Click Add button to save.

13. For Guarantor without ESS access, click ‘Record Guarantor’.

14.  Click Add button.

SSM_UG_Conveyance_Loan_Employee_v1.0
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Sistem Sumber Manusia - Conveyance Loan

Note: The Conveyance Loan Application Page will be displayed.

18. Click on Attachment tab.

19. Click on Browse button to upload any relevant supporting documents.

20. Click on Delete button to delete attached files (if required).

SSM_UG_Conveyance_Loan_Employee_v1.0
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21. Click on Notes tab.

22. Enter remarks or notes in the space provided, if any.

23. Tick on Declaration checkbox.

24. Click on Submit button.
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1. Click on Conveyance Loan Employee tab.

2. Select the CL Application Submission tile.
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Sistem Sumber Manusia - Conveyance Loan

3. Select Application ID with ‘Reworked’ status.

4. Click on Edit button.

EDIT REWORKED 

CONVEYANCE LOAN 
APPLICATION

Front End User

Employee

2

1

2

3

4
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Note: The Conveyance Loan Application Page will be displayed.

Outcome: The reworked application can now be edited and submitted to Department 

Endorser.

Sistem Sumber Manusia - Conveyance Loan
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1. Click on Conveyance Loan Employee tab.

2. Select the CL Application Submission tile.
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Sistem Sumber Manusia - Conveyance Loan

3. Select Application ID with ‘Drafted’ status.

4. Click on Delete button.

DELETE DRAFT 

CONVEYANCE LOAN 
APPLICATION

Front End User

Employee

2

1

2

3

4
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Note: The Delete message will be displayed.

Outcome: The drafted application has been deleted and will no longer be listed under the 

Application List.

Sistem Sumber Manusia - Conveyance Loan
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UPDATE CONVEYANCE 

LOAN APPLICATION

Frontend User

Employee

1. Click on Conveyance Loan Maintenance Submission tab.

2. Select the ‘Conveyance Loan Maintenance’ tile.

23

3. Under the Application List, select the Application ID with the status ‘Approved’.

Note: Under ‘Application Details’ icon, all data that is available in Section I to IV and VI to 

VII have been auto-populated based on the information filled in the ESS Portal / Back End.

Sistem Sumber Manusia - Conveyance Loan
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4. Click on ’V. Vehicle Information’. 

5. Click on the Lookup button.

4

5

6. Fill in the required information.

6
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7. Click on ‘Attach Supporting Documents’ icon.

8. Click on Browse button to add documents (if required).

7

8
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9. Click on Notes tab to view any remarks or notes entered by Employee and/or Department. 
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10. Click on Application History tab to view application history details.

10
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Note: As Employee, both Repayment & Adjust Repayment tab below, will be inaccessible.

NOTE
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11. Tick on ‘Disclaimer’ checkbox once confirm.

12. Click on ‘Update’ button

Outcome: The application has successfully been submitted and listed under the 

Application List with the status ‘U_Submitted’.
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