ABACUS

Human Capital Management
SAP Implementation at IESCO

Training Document
Employee Self Service

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2



¥ s —
ABACUS I=EXT
Content
g aT o] (0)Y =TSR T= ]| 1T Yo = PR 3
O U o0 ] ST PPPUUPTTRRPN 3
1.1. e (0 ToT TSI (= o1 OO PPT P PSPPPP 3
1.1.1. (oo LI (o S 3 T PP PR PRI 3
1.1.2. 0T To P (I AN (0] £ TSP PP P PRI 7
1.1.3. 8 oTo F= L L=l =g o T o [0 £ =] TSRO RU R PPN 10
1.1.4. 0oL F= 1Ll =T (ST g LTl D T = VST TP P PO RR PPN 10
1.1.5. UPAALE SPOUSE DALA. .......veeeiureiitieeitie ittt ettt et es e et e e s s et e et et e s et e e s et e eeEe e e R et £ e saee e e R et e ee R e e ek ee e ee et e aE et e e aRe e e e R e e e nRn e e s ane e e b et e e e nee e nnn e e s neeenereennnes 14
1.1.6. BT To Fo TSI = Y= 1L I L] = PSSR 16
1.1.7. UL oTo Eo I ) (= g PV I - TSRS 19
1.1.8. ST A {0 [ 1] PP PPUUPRTN 21
1.1.9. ST 1 Eo T ] t= 1 (=] 401 PR PPR PRSP 24
1.1.10. (@170 = LaTr.4= 1110] 4 11 o - T ST RP O PRP 27

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 2 OF 28



‘f‘
ABACUS

Employee Self Service

1. Purpose

Document

ESS stands for Employee Self Service. It is a web-based application that conveniently allows
employees to access and update their personal details via an Internet browser at anytime and anywhere..

1.1. Process Steps

In this document, you create, Maintain and display employee master data.

1.1.1.Login to ESS

Use

Following steps are followed during the Process of Employee Self Service.

Procedure

1. Access the activity using one of the following navigation options:

ESS Menu

User—Password—Logon to

Login Address

http://ac-hana-2.abacus-global.com:50300/irj/portal
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2. Click Log on button.
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3. On the next Screen See Employee Data

Field name Description User action and values Comments

Personnel No 10000536

4. On this screen, Click on the Employee Profile:
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..._.’-' Search SAP Store Log off
«Back Forward s  Hisiory Favontes Personsize View Heip Welcome: User! HR
r =
- L iz &
Employes Sef-Sendce Manager Self-Service Conent Adminstratcn User Administraton Sysiem Administration
CBN's
mployee Seif-Senvice Full Seraen | Options =
-
Organizational :
About KHALID KAMDAR g Personal Data Time and Vacation
Assignment
KHALID KAMDAR Position Audit [Date of Birth 01 April 1858 Iliness with Certificate 0
YOUSAFZA! Assistant
01000538 Job Marital Status Marr, Booked Vacation o0
Job Family Cell Phone Number Time Recording
Time zone NA Functional Area Emergency Number Owvertime 0.00 hours |
01.01.2018.
Work Cen Manager Name of Emergency NA 31.03.2018)
e Contact
E-Mail Organizational Unit TAXILA Nationality Pakstani
DIVISION
Telephone Number Length of Service 08
Mabile Capacity Utilization 160,00
Level (%)
Time Recording Job Tenure 0.7
Details
5. View the Employee Detail.
6. Click on Personnel Data Detail.
PAGE 6 OF 28
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1.1.2.Update Address

1. Click on Edit Button to Update the Record of Address

‘Options v
Personal Profile
Era @a
* Addresses | - Family Members | Dependents [ Spouse [ child
Permanent residence Spouse
Street: House No. 377 Sireet No 29 5-8/2-1 rd Name: VOUSAFZAI SANA SANA #
City: Islamabad Date of Birth: 01.01.1987
Telephone Mumber: Child
Name: YOUSAFZAI KASHIF #1
w Communication Date of Birth: 01.01.2005
F-mail
* Bank Information
KHALID KAMDAR@GMAIL.COM f
IESCO Main bank
* Fersonal Data Payee: KHALID KAMDAR YOUSAFZAI f
Bank name: ALLIED BANK OF PAKISTAM
Name: KHALID KAMDAR YOUSAFZAI &# BankAecalinb: 002000660
Nate of Rirth: 01 04 1938
Marital status: Marr. |ecwhing | Data
Building Mumber: ‘?
Room Number:
License Plate Number:

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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Field name Description User action and values Comments
Care No. Click on Employee Profile

House Number

Street House No 377 Street No. 29 G-9/2-1
Address Line 2

City Islamabad

State

Postal Code 44000

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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Edit Permanent residence

||ﬂ.5mmnk_|3 Save ¥ Cancel

* Country: |Pakistan

Address

Care Of| |
House Number:| |
Sirect:| |House Mo, 377 Streel Mo 29 3-9/2-1

|
|
|
Address Line 2:] | I
|
|
|

= City:| [Isiamabad

State-| | -
Postal Code:| | 44000

Validity
(=) Valid as of Today

() Walid From

IESCO_SAP_ERP_HCM_TD_ESS_ Fiori v1.2 PAGE 9 OF 28
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1.1.3.Update Email Address
1. Click on Edit Button to Update the Record of Address

Field name Description User action and values Comments

Email KHALID.KAMDAR@GMAIL.COM

1.1.4.Update Personnel Data

1. Click on Edit Button to Update the Personnel Data.
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&7 Personal Profile - SAP MetWeaver Portal - Google Chrome - @ X
(® ac-hana-2.abacus-global.com: t F
yplions ~
Personal Profile
s @4
* Addresses * Family Members | Depandents I:?Spwu [} Child
Permanent residence Spouse
Street House No. 377 Streel Ho 29 G921 & Hame: YOUSAFZAISANA SANA |
Caty: Islamabad Dade of Bidh: G1.01, 1587
Telephone Numbar Child
Name: YOUSAFZAI KASHIF +0
» Communication Dale of Birth: 01.01.2005
E-mail
* Bank nformation
KHALID KAMDARGGMAIL COM &
IESCO Main bank
» Personal Data Payes. KHALID KAMDAR YOUSAFZAL .4':'
Bankname; ALLIED BAMK OF PAKISTAN
Name: NHALID KAMDAR YOUSAFZAI 4) Bank Account: 010002000660
Date of Birth: 01.04 1958
Mantal states: Mam w Internal Data
Buiding Humber &
Room Humber:
License Plate Nusnber

H 0 Type here to search

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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Field name Description User action and values Comments
Form of Address Mr.
First Name KHALID KAMDAN
Last Name Yousafzai
Martial Status Marr.
Since 01.01.2004
Date of Birth 01.04.1988
Language English

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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BT Personal Profile « SAP NetWesver Portal « Google Chiome o X

(D ac-hana-2.abacus-global.com

Ladit Personal data

E-'j'llﬂ B Cancel 0

Mama| Date of Dith)

* Foim-ol-aodieas] |Mr - * Dabe of Birtnl |01 04 1985 n/
Firwl naal | KHALID KAMDAR Maana of 1|

= Lasl e |YOUSAFZAI

z= i Pajaonal [ala)
AL pibimel Tille) -
* Language] |English -
* Habonalty] |Pakistan .
Marital Statun:
Mardal SlatsSnga] (Man w| 0101 2004 |-h
Humiteed of ¢ hibdaan) ;

Mhoto

Wou can uplosd a Ne o JPO or JPEC formal The macimum sis s 1 MD
Chpose Fie | Ho bie ¢ hosen Updoag |

n O Type here o search (i xH wi r. vi M s
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1.1.5.Update Spouse Data

1. Click on Edit Button to Update the Spouse Data.
=™ Personal Prefile - SAP NetWesver Portal - Google Chrome — =} b
(D ac-hana-2.abacus-global.com !
Oplions
Personal Profile
Era D
~ Addresses ~ Family Members / Dependents 3 chilg
Permanent residence Spouse
Sireel: House No. 377 Streel No 29 G-802.1 & Hame: YOUSAFZAI SANA SANHA & ﬂ'
City Islamabad Dale of Birth: 01.01 1887
Telephone Humber Child
Hame: YOUSAFZAI KASHIF #3
~ Communication Daie of Birth: 01.01.2005
E-mail
~ Bank information
KHALID KAMDARGGMAIL COM &
IESCO Main bank
~ Personal Data Payes: KHALID KAMDAR YOUSAFZAI &
Bank name: ALLIED BANK OF PAKISTAN
Hame: KHALID KAMDAR YOUSAFZAI 4 Bank Arcount: - 10002000050
Dale of Birth: 01.048. 1565
Aarital \
Marital siatus: Marr i 1D
Budding Humbar &
Roarm Mumber
License Flate Mumbar

H O Type here to search

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 14 OF 28
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=™ Personal Profile - SAP NetWeaver Portal - Google Chrome = o x
(@ ac-hana-2.abacus-global.com:: 1
Opbions ~
Edit Spouse
Save X Cance! 9.
Hame Date of Birth
* First name: || SANA * Dale of Birth | (01 01,1957 (s
= Last name: || VOUSAFZAI Hame af Birth | | SANA
Tille Gender] (+) Female
i ke
Other Personal Data
Hatignality; | | Pakistani

Second Nationality

Third M aticnakty

H O T}'DE here to search

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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Field name Description User action and values Comments
First Name Sana

Last Name Yousafzai

Nationaity Pakistani

Date of Birth 01.01.1987

Name of Birth SANA

Gender Female

1.1.6.Update Bank Details

1. Click on Edit Button to Update the Bank Detail.
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Z™ Personal Profile - SAP NetWeaver Portal - Google Chrome = >
@ ac-hana-2.abacus-global.com:50300/ir)/portal?MNavigationTarget = ROLES%3A%2 F2%. ort yntent?%2 Fcom.sap.pct9 svery user¥%2Fcom.sap.pcterp.common.bp folder®%2Fcom.sap.pcterp.
Oplions +
Personal Profile
Sra @4
~ Addresses  Family Members / Dependents r_?SDDu!G E?Child
Permanent residence Spouse
Street: House No. 377 Street No 28 G-5/2-1 & Name: YOUSAFZAI SANA SANA e |
City. Islamabad Date of Birth: 01.01.1957
Telephone Number: Child
Name: YOUSAFZAI KASHIF Z3
* Communication Date of Birth: 01.01.2005
E-mail
= Bank Information
KHALID KAMDAR@CGMAIL. COM f
IESCO Main bank
~ Personal Data Payee: KHALID KAMDAR YOUSAFZAI 7
Bank name: ALLIED BANK OF PAKISTAN
Name: KHALID KAMDAR YOUSAFZAI & Bank Account: 010002000660
Date of Birth: 01.04 1988
Marital status: Marr ~ Internal Data
Building Mumnber &7
Room Number
License Plate Number

H O Type here to search

Field name Description User action and values Comments
PAYEE KHALID KAMDAR YOUSAFZAI

POSTAL CODE 44000

CITY ISLAMABAD

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 17 OF 28
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COUNTRY PAKISTAN
BANK KEY ABPA0006
ACCOUNT NUMBER 010002000660
PAYMENT METHOD BANK TRANSFER
Z Personal Profile - SAP NetWeaver Portal - Google Chrome = (w ] b4
@ ac-hana-2.abacus-global.com:50300/irj/porta avigationTarget=ROLES%3A%2F%2F portal_content3:2Fcom.sap.pct¥2Fevery_user%2Fcom.sap.pct.erp.common.bp_folder®%2Fcom.sap. pot.erp.common.roles%2Fcom.s
Opfions ¥
Edit IESCO Main bank
7 save and Back Save 3¢ Cancel " P
Bank Data
Payee | [KHALID KAMDAR YOUSAFZA| |
Postal Gode-| (44000 |
City:] |Istamabad |
Country ]| | Pakistan -|
Bank Key:| |ABPADD0S 0
Account Number:|| (010002000660 |
Payment Method | | Bank Transfer -]
Cumrency ] PKR
Validity

=) Valid as of Today

Valid From

H O Type here to search s

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 18 OF 28
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1.1.7.Update Internal Data

1. Click on Edit Button to Update the Internal Data.
=" Personal Profile - SAP NetWeaver Portal - Google Chrome = a pd
(D ac-hana-2.abacus-global.com
Oplions *
Personal Profile
Cra @4
« Addresses * Family Members | Dependents [? Spouse [_?Chdd
Permanent residence Sp-nuse
Street: House No. 377 Street No 29 G.8/2+1 & Hame: YOUSAFZAI SANA SANA i |
City: Islamabad Date of Birth: 01.01.1987
Telephone Mumber: Child
Hame: YOUSAFZAI KASHIF P |
v Communication Dale of Birth: 01.01.2005
E-mail
+ Bank Information
KHALID KAMDARGGMAIL COM 4
IESCO Main bank
~ Personal Data Payee: KHALID KAMDAR YOUSAFZAI -//
Bank name: ALLIED BANK OF PAKISTAN
Name: KHALID KAMDAR YOUSAFZAI & BN RSESES DR naSaaEc
Date of Birth: 01041958
Marital status: Marr T 1 Data
Building Number g
Room Number
License Plale Number

H 0 Type here to search

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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Field name Description User action and values Comments
Building Number 1
Room Number 23

Licence Plate Number

Z7 Personal Profile - SAP NetWeaver Portal - Google Chrome

@ ac-hana-2.abacus-global.com:50300/ir)/p

Edit Internal Data

Save and Back Save ¥ Cancel

Internal Data

Euilding Number: |

Room Numbesr:

License Plate Number:

H o Type here to search

Dplions +

@

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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1.1.8.Leave Request

1. Click on Workflows Icon.
2. Also click start approval button.

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 21 OF 28
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Wilordlowe

Start Leave Approval

Employes Regularization

Change Date of Birth

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2

Workflows Approval

4 Back | Forward ¢+ History  Faworites Personalize View Heip

Employes Self-Senice IManager Self-Senics

Workflows > Workflows = Stant Leave Approval

On Behalf Leave Application

_!T_gﬁte_s_s_l._l_:-_rp_i‘_lf_.ed EJcnessTulﬁ

| .Lea're .ﬁw.linaﬁ:nn

* Employes Mumber: (01000808 (3
Employ=s Group: [IESCO Fermanent

Employes Mame: | MUHAMMAD KAMRAN SARVER

Employee Sub Group: E-l.PS 12

al WS- Va1 V1T ]

Die=ignasy

L * End Date: [0 102000

[Choose File| No file chosen ]

!_. Eazve Attachment ﬂ Defete Attachment

|rDE Filz Mame |I-_deType | u::mamdon|1'm | Is Attachment Saved 7 ]

R 1

=
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3. On Leave Application section enter personnel number and leave type.

4, Enter Leave type, start and end dates.(You can enter up to three Leave types at once).

5. Comments may be entered in the Box.

6. A file may be attached for reference.

7. Save file.

8. Click Submit button.

Field name Description User action and values Comments
Personnel Number 1000808

Leave type 9001

Strat Date 01.01.2019

End Date 02.01.2019

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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1.1.9.Salary Statement

1. Click on Salary Statement Icon.

A Mail - Nafees. Ahmed@= X / Z™ Overview - SAP NetWeas X

G GOOGLE [[J UINKEDIN [ ConvertFiles [J8 Mail - Nafees Ahme

e ad a x
ov ¥ &g i

POSTING == Medina TV Live On »

~ C | @ ac-hana-2.abacus-global.com:50300/irj/portal

#! Apps [ Facebook ABAP ESSMSS ) Exelsys YAHOO M Gmail & Standard Chartered
SAPd

==

{Back F d »  Hislory Favoriles Personalize View Help

Employee Seif-Semvice

Self-Services

My Learnings

No bockings

Training Home

View Time Account Balances

Seath Record Working Time (Calendar User
Interface)

Browse Catalog
Record Working Time

Training Calendar
Leave Overview

Top Ten Courses
Create Leave Request

Profile Matchup

H O Type here to search

KHALID

KAMDAR

YOUSAFZAI

24.00 Days of Earmned Leave remaining
100,0% incomplete time racording

ey

Leave Request

Search

My Team

Q- MHew Session SAP Siore Log off

Welcome: User! HR

Close Full Screen | Oplions v

MUHAMMAD
BILAL UL ISLAM

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2
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I Salary Statement - SAP MetWeaver Portal - Google Chrome = a =

(D ac-hana-2.abacus-global.com:5 irj/portal?’NavigationTarget=F

Options =

3 =

. 0.00 PKR 145.470,00 PKR 14547000 P... & =

Regular payroll run

Take Home Pay Deductions Gross Pay

Pay

H O Type here to search

IESCO_SAP_ERP_HCM_TD_ESS_Fiori v1.2 PAGE 25 OF 28
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" Payslip - SAP MetWeaver Portal - Google Chrome = ] X
@ ac-hana-2.abacus-global.com:50300/irj/portal?NavigationTarget =ROLES%3A%2F%2F portal_content362From.sap.pct2Fevery_user%2Fcom.sap.pet.erp.common.bp_folder¥2Fcom.sap.pcterp.commonurolesi2Fcom.s
Options v
Salary Statement : 28.07.2017
e D4

ISLAMABAD ELECTRIC SUPPLY Company
Pay Slip For Month July 2017
L : 010005386
|Emp. Name : Mr KHALID KAMDAR YOQUSAFZAI

|Designation : Audit Assistant |
|Department : TAXILA DIVISION

Location : SE # ATTOCK CIRCLE TAXILAR DIVISION |
|Cost Center : 142101 XEN TAXILA DIV |
|CNIC # i EFF # . |
|Emp.Status : IESCO Permanent BPS 17 Print Date : 26.02.2018 HRUSERI I
| PAY /ALLOWANCES AMOUNT | DEDUCTIONS AMOUNT |
| o o o | == e e e e — — — ————————————— |

|Basic Pay 69.470|Income Tax Deduction 10.779]
|Entertainment Allowance 30.000|Group Life Insurnace 1.500]
|Head Quarter Allowance 500 |WAPDA Welfare Fund 2.000]
|Construction Allowance 5.000|
|GS0 Allowance 30.000]
|Heavey Duty Allowance 5.000]

5.500]

|HHU Allowance |
| | |

H O Type here to search
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1.1.10. Organization Chart

1. Click on Organization Chart Icon.
[ Mail - NafeesAhmed@: X / 27 Overview - SAP NetWez X & = @ X
€ C | ® ac-hana-2.abacus-global.com:50300/irj/portal o %
i Apps [} Facebook ABAP ESSMSS  J{ Exelsys YAHOO M Gmail & Standard Chartered G GOOGLE LINKEDIN [} ConvertFiles [J8 Mail - Nafees Ahme POSTING = Medina TV Live Onlin. »
3.' 5 4 Search Q- New Session SAP Store Log off
1 Bach Hislory Favoriles Personalize View Help Welcome: User! HR
Employee Self-Senvice Close Full Screen | Options v

Self-Services
E

My Learnings "

My Services

KHALID

My Team

KAMDAR
No bookings | YOUSAFZAI .
CIMMIAZ LALZADA KHAN
AHMED
Training Home 24 00 Days of Eamed Leave remaining T

View Time Account Balances .
iats = 100,0% incomplete time recording

th
Sl Record Working Time (Calendar User

Interface) g
Record Working Time p— BILAL UL ISLAM ISRAR KHAN
Training Calendar Leave Request J Salary Statement
Leave Overview )

Top Ten Courses

] | &

H
Employee Profile

Create Leave Request

Profile Matchup

H O Type here to search
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7 People - SAP NetWeaver Portal - Google Chrome

(@ ac-hana-2.abacus-global.com:50300/irj/portal?NavigationTarget=R(

CH. MUMTAZ
AHMED

Mener Reader

H O Type here to search

MUHAMMAD
BILAL UL

Surveynr

MUHAMMAD
ISRAR KHAN

L E

MUHAMMAD
JAFER

B Cestrbutor
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