ESS/MSS job aides

Time Management 01 Record attendance 2
02 Submit a Leave Request for Annual Leave, Home Leave, Family Visit, Reverse | 16
Education Grant Travel, Compensatory Time Off, or Compressed Regular Day Off
03 Request Sick Leave and Jury Duty 50
04 Submit R & R Leave Request 68
05 Request Special Leave 88
06 Submit Paternity Leave Request 108
07 Submit Maternity Leave Request 124
08 Certify Time (Monthly) 138
Personal Information |09 Update Address 146
10 Change of Marital Status 158
11 Record beneficiaries 170
Entitlements 12 Submit a First Time Request for Rental Subsidy 180
13 Request to add spouse as dependant 204
14 Submit request to add a child as a household member and dependant 224
15 Submit request to add a secondary household member or dependant 248
16 Withdraw a request or modify family members_dependants 264
Travel 17 Umoja_Job Aid_Create Official Travel Request v3 274
MSS 19 MSS- Approve requests for leave absence by Time Manager 289
18 MSS - Assign a secondary time manager for Primary Time Managers 307
20 Create Within Mission Travel lob Aid 327
21 Rest and Recuperation lob Aid 332
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Purpose

In Umoj
service
outside

a you will always be required to mark absence from the office through the Employee self
and you will not normally be required to mark your attendance. However when you work
normal work hours, use flexible work arrangements or have a contract that only calls on your

services certain days (such as a WAE contract) you will be required to submit your attendance in ESS.

As there will be no record that you worked those hours or days unless you enter the attendance
information in the system, you are advised to be diligent about keeping an accurate attendance
record as otherwise it may have an impact on our pay.

Use this procedure to submit requests to record the following attendance types:

Telecommuting - use to record telecommuting hours/days.

Overtime (1.5 and 2.0) - use to record overtime hours worked with a 1.5 or 2.0 payment factor,
respectively.

Standby/Oncall - use to record hours spent on Stanby or Oncall.

CTO Accrual - use to create the CTO quota which can be used later by the CTO absence
entry.

Attendance (Compressed) - This is used to record the "extra” hours that the staff member works
on a compressed work schedule. It generates a quota called compressed regular day off
which can be used by entering absence type Compressed regular day off (on the 10th day of
a ?in 10 compressed work week]. If the quota is not enough, meaning the staff member has
not recorded enough "extra" hours for the 10th day, it will not allow the absence to be
recorded.

Attendance When Actually Employed (WAE) - This is used for WAE entries and has to be
entered for every day that the WAE staff will be paid (you can use a date range for this entry).
Note that the staff member needs to be in the 7DAYWAE work schedule in order for all entries
to be paid regardless if it is a weekend.

Daily Cnf Lng AddI Days (Daily Conference Language Additional Days) - This is for conference
language staff (daily) that work during the weekends. Normally, the conference language
staff is paid based on a 5 day/week schedule but if the staff works on the weekends, this entry
needs to be made to allow additional payment.

Official Business - use to record hours/days when the staff member is on official business.

Intended Audience

e Staff Member

1/14
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Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service

application.
S
X Staff member receives
Records Notified of octS eV notification and
attendance . subm|55|on v\e\ reason for rejection
—— UMijja—s
o
N Staff member and HR
Staff Member/ Time Manager Sh @que Partner receives
HR Administrator* St notification

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff Member receives approval offline from the manager to work for certain days/hours.
2. Staff Member records hours worked leave through the Umoja Employee Self-Service portal.
Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. If the Time Manager approves the request, the request is recorded in ECC and a notification is
sent to the staff member.

b. Ifthe Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

Objectives

As part of the demonstration, we will show you:
1. How fo record the days/hours you have worked.
2. How fo ensure your secondary time manager(s) receive nofification of your request.

3. How to check the status of your request.

Scenario

A staff member worked 4 hours of CTO on 7 April 2015 and is recording the hours accrued.
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Menu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Create Leave Request

Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff member is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary time managers.

Welcome to Umoja

Welcome to Umoja

Approver Work
Center

Approver Work
Center

User Map

&E User Map

Click on the YserMap jiny.
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User or Employee Search

" MyApprovers | MyAccess | Workiow Guide | Enterprise Roles | Pasameters

View: Default [« || [Expon

Eou
ELED\‘.'I
Glo =T
Payrall
R Traved
| [Standard View]

HR Partnet - Enfitlements

Index Mumbser

20001401

20030438
20030215
H00E5554
20036610

Employes Name '
Easton GROSMAN

HR Gl Administrator MINUSTAH

Clarence MAHER
Dagimawe DRUM
Ignace MARASHID
Brody FONOHEMA

2. All managers and administrators assigned to you are listed in the My Approvers table, to view the
managers and administrators associated with fime, select Time from the View drop-down menu.

User or Employee Search

My Approvers | Myhccess | WorkdowGuide | Enterpase Roles Parametsrs
View: e [=] | [Export]
Relationship index Numbsr  Employee Name 4 SAPLogin D
?

Frimary Time Managers ZOM01556  GABRUEL D2TMMGR1

Sacendary Time Manager 20001030  Damlcla DUA C2THPTIMA
20001181 Hyock EWENS OZTMETMG

Time: Admincstratos 20000572 ALLIE CARESSA CZTMADM3
20000837 Amyatoy BERNTSON DZTRAADM13

WAAAATED

..... FETE A DL ET

3. The Time Manager(s) and Administrators are listed. Your primary manager is GABRIEL who has
assigned two secondary time managers.

ﬁ Next, we will be demonstrating how to record CTO Accrual.
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4.

Start the tfransaction using the menu path:

Employee Self-Service SM>Time Management>Create Leave Request

User Map - Umoja qa portal - Q3J - Windows Internet Explorer

umrija

4 Back

Home

Forward # History Favorites  Personalize

Employee Self-Service SM

Overview

Home = Owveniew

User or Employee Search

Employee Self-Serice SM

Click on the tab.

Employee Services

®

Life and Work Events

Guides you through a number of Life and Work
Events from a birth of a child to beginning work
at a new company.

ime agement

In this area, you can use senices to record your
working time, request leave, and display your
time account data

View Help

&
B

>

R G et

Travel, Shipme

In the area, you
requests, shipme
reports.

Quick Links

Traveler Work Ce
Create Official Tr
Create HR Travel
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Recording attendance
Quick Reference

Click on the Time Management |

Time Management

sapecies dat of deary Cam wn Bhn weecs, fo el maierty lene 0t
ety e gt ol sede Ba mareey Wireewn (L sesin! D aseba ) e
Switepry pinad. plisiris Brng B |z fanisn of e Hesan Besoccen

Timeshast
Cardy Wartrdy Tose Ssvraey
Yow L8 Sorec] ain Thil ergeibied s |13 P or et erine B D e moriies]
T

Cundy hrvanl Trvm Domrvary

¥You Lo Carec] avon Tl ongnibied due 13 roortect sntian H the fene riorideyg
el

Al Terw B piwrreend o Frpssmen Yamm

Yorw hines Saars
You tan carsdd sTon Tut ongnated dus iz roomecs snirem o e me meconding
imrrenai

Click on the Create | eave Request link.

Humam EVERY - Leave Request: New

|~ Loave Details  Check

** Please, remamber to use check button to calculate the days/hours™

Sl Flagatafionn o el ! npusl b § 81841

e et pondied Figrani

Vi L Py Tn Lo Do e it CSBg. ir (A el b i
B Tt e b Wi (0 B e bl e

You Lt drapley yiwr bseece bEdeC s rfrTalle by

Additional Data
= Type of Leave [l Leanve -
Yary Dty |
D e
NCRptE: | Patemsty Leaa
General Dats IMﬂﬂ.IM Limve
= Sram Datg- | Overtme (1.5) Selact time mansg
20}

Select CTO Accrual from the list of leave types.

Department of Management
Office of Human Resources Management
23 April 2015
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data

* Start Date: | 13.04 2015 _ [D
! .
* End Date: LA | Apnl 2015 ¥ Ill-l i
Mo Tu We Th Fr Sa Su| =

Begin Time: | ,, 10234 5!
End Tima: | 15 E B 9 10 N ﬂ‘i |
Absence hours: |16 13| 1415 (16 17 18 |19 | 800
Mew Mata 17 20 21 22 23 24 25 EBE 1

18 27 28 29 3D
19

Select the date you worked CTO. Dates can be selected from the calendar by clicking on the
Calendar icon or entered directly into the field using the DD.MM.YYYY format. In this case, select 7
April from the calendar.

@ Remember, you can only record days/hours that you have already worked and have
P been approved by your manager offline, you can not record future hours yet to be
completed.

Also, each day of CTO completed must be entered separately, for example if you accrued
4 hrs of CTO on 7 April and 4 hrs on 8 April, these must be recorded separately.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data

= Start Date: |07.04.2015 |

* End Date: [13.04.2015 _ 1a]
Bagin Time: T Aprl 2015 b
Mo Tu We Th Fr Sa 5Su |
End Time: | 44 1 |2|al4]5l

Absence hours: | 45 & g 910 11 12 8.00

MewMote: | 16 12 14 15 16 17 18 18 |
17 /20|21 | 22 23 24 25 26
18 27 28 29 | 30
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10. Select or enter the date you completed CTO. In this demonstration we entered the end date of 7

April.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data
* Stan Date: |07.04 2015
* End Oate: | 07.04 2015
Begin Tima: | 1700 |
End Time: | 0RO

Absence hours B0
Mew Mote

& &

11. Enter the fime you started working the CTO hours using the HH:MM:SS format in military (24hr clock)

fime. In this demonstration, 17:00 (5 PM) was entered.

Humam EVERY - Leave Request: CTO Accrual, 13:04.2015

General Data

* Start Date: [07.04.2015 ia]
= End Date: |[07.04 2015 8|
Began Time: |17:.00
End Time Im |
Absence hours 8.00
Hew Mote

12. Enter the fime you ended working the CTO hours using the HH:MM:SS format in military (24hr clock)

fime. In this demonstration, 21:00 (9 PM) was entered.

8/14
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

= Loave Details LCheck

" laas, remeenbe 10 use check bamoa 0o co lowlate the dayshoun™ Adniag] Cita
* Type of Logw: |70 Ascrusl -
Bescrption Price authonzaton v requansd beliors recaiting any Sabect e manager 10 a-masl 5
“Chaprioma 1.6 Owgrtirs 207 and “Compasaatory Time-off
Grenral Dats
= Tiat Date: |07 04 2015 m
* End Date: |07 04 2015 m
Bagn Turw: | 1100
Erd Turws: [2100
AbiEnce by B0
P Picte | Wiorkad 4 hin on Progect B
13. You may add remarks or comments in the New Note box, for example we added "Worked 4 hrs on
Project B".
@ Next, we will select the time manager(s) who should receive your request.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

= Plaass, temambed 5 e Chack bunos o caloulste the dapehosn™ Asbiiricans | Dlats
= Type of Lo | CTD Agcriasl -

L — Preor sathons ataon i eegundd Belory necondng arry lhﬂl e managm B2 #-mad il ]
s "Deassrma 147, Tharamg & 07 snd "Compuasory Terug-off

Comanal Dals
= Suan Dow: |OF G 3215 [ 4]
= End Ciagn: |07 84 3815 : ]
By Tima: | 1700

14.

Click on the drop-down arrow fo view a list of your primary and secondary time managers. The list
may be blank if your primary manager has not delegated this responsibility.

Your primary tfime manager will automatically receive notification of your leave request even if s/
he has delegated the time approval function fo a secondary manager.

If they have delegated the time responsibility to a secondary tfime manager, your secondary
manager will not be notified of the request unless they are selected from the list of time managers.

/14
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

* Loave Dotaih Checi

= Plaass, remamber o use check Bulton o calculaie the daysBoun™ AddEonal Data
= Typs of Lidess: | CTO Acoresl -

et gy Py e - et Y —
Ganeial Data Hystk EWENS

= Srpet Date | OF B J0RE 1] RABRSEL

= End Dt |07 04 2005 | 'a] E]

Begmn Tima [17:00

End Trm 2740

Abbanle hiirs

Pl Mo

15.

EOS
Warkad 4 hes on Proges B

Select your secondary time manager from the list of managers who should receive nofification of

your request or select ALL and all the secondary time managers will receive a notification.

@ Next, we are going to have the system check your request against any other requests you
have submitted.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

* Leave Details

Check

reiniiitasts PR R
** Please, remember to use check bution to calculate the days/hours™

* Type of Leave :_CT'D Accrual :'_'

16.
Click on the

Prior authonzation is required before recording any

Descrption "Cwertime 1.5°, "Overtime 20" and "Compensatory Time-off

Check

button. This will check your request against any other requests you have

submitted to ensure there are no conflicts.

10/14
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Humam EVERY - Leave Request: CTO Accrual, 07.04.2015

Humam EVERY - Leave Request: CTO Accrual,

(=] Send |

17.

Cher Send Jwe request was
suc

¥ .Ca.lendar

Click on the |
request.

Team Calendar Leave ﬁaquests Absence Balance

Send

button. You will be asked to verify the information you entered for the
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Leave Request: New

Type of Absence
Type of Absence: CTO Accrual

General Data

Start Date: 07.04.2015
End Date: 07.04.2015
Begin Time: 17:00:00
End Time: 21:00:00
Abs/Att hours: 4.00

Mote: Worked 4 hrs on Project B

Additional Data

Selected time manager to e-mail: Al

| Cancel

18. Verify the information (dates, note, calculation of used dates and managers who will be notified)

and click on the | @& button. Your request will be sent to your primary fime manager and any
secondary time manager you selected earlier.

12/14
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
(=] Send
[#] Leave request was sent successhully]

L Calendar Team Calendar Leave Requests Absence Balance |

19. Your request will be sent fo your primary time manager and any secondary fime manager you

selected earlier. Next, click on the Leave Requests
tab.

Humam EVERY - Leave Request: New

o Cwarm Towm Cemtar | mve Hequaats Rimarce Hmancn

e b 1 iy

1ype o Adnance Stwt Dats End luts Voust Procwusar Staman B lakn ey AR fuba by Ueed =
FillEnt; Lus 29003915 T AR Fani 1] 200 16 ey

S gy 14 0 4 uF B CaAbeFL ] 1] (1]

EI0 Al 04 3008 ar o T AT San LT ] 1] |
[ e ETTF AT T Aperoed (] [CHE

o= AT 00 2 FaliiFo it ] 190 400 | T Oy -

20.

Your request has been sent to your time manager and is shown in the Leave Requests as sent. The
status will change when approved. Your Primary fime manager will appear in the table but the
request will also be sent to any secondary manager you selected in the steps above.

13/14
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Purpose

Use this procedure to submit requests for the following leave absences:

Annual Leave - used to record annual leave. The leave amount can be taken at any time
provided sufficient time has been accrued by the staff member.

Annual Leave - Reverse EGT - used to record annual leave due to reverse EGT which is drawn
against the staff members annual leave quota.

Annual Leave - Home Leave - used to record annual leave due to home leave. It is drawn
against the staff members annual leave quota and reduces home leave points by 24.

Annual Leave - Family Visit - used to record annual leave due to family visit and is drawn
against the staff members annual leave quota.

CTO Use - used to record Compensatory Time-Off (CTO) leave and is drawn against the
number of pre-approved CTO hours earned by the staff member.

Compressed Reg Day Off - used to record the 10th day of a 9 in 10 compressed work schedule

Infended Audience

e Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service
application.

Below is a description of the types of leaves covered by this procedure and their approval
requirements.

1/34
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S
Staff member and
receives notification
Submits and r.eas.on for
rejection
request e,
— ”.FT1J,J23------4>
Staff member

Staff Member/ receives notification
HR Administrator* of approval

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff member submits a request for leave through the Umoja Employee Self-Service portal.
2. Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. Ifthe Time Manager approves the request, the request is recorded in Umoja and a noftification
is sent to the staff member.

b. If the Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

Types of leaves requiring single level approval

The following types of leave require approval only from the Time Manager:
* Annual Leave
* Annual Leave - Reverse EGT
* Annual Leave - Home Leave T
¢ Annual Leave - Family Visit
e (CTO Use
e Compressed Reg Day Off

Travel

Some leave requests once approved require the staff member to submit a request for travel
entitlements. Leaves that have fravel entitlements associated with them are:

¢ Annual Leave - Home Leave
¢ Annual Leave - Family Visit

¢ Annual Leave - Reverse EGT

2/34
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It is the staff members responsibility to submit the travel request once their leave request has been
approved.

Once the fravel request has been submitted the HR and Travel teams will review the request for
eligibility of entitlement.

Objectives

As part of the demonstration, we will show you:

1.

o 0 AN

How to check your leave balances.

How to check your colleagues approved leave requests.

How to submit a leave request for full and half days.

How to ensure your secondary time manager(s) receive notification of your request.
How to check the status of your request.

How to check your new leave balances, after your request has been approved.

Scenario

A staff member submits a request for two and a half (2.5) days of annual leave starting on 20 March
and ending on 23 March with a half day taken on 24 March.

Menvu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Create Leave Request

Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff manager is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary fime managers.
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Welcome to Umoja

Welcome to Umoja

Approver Work
+ Center

o2 Approver Work
Center

User Map

&ﬂ User Map

1.

To find out who are your assigned Time Manager(s) and Time Administrator(s) click on the

User Map
link.

4/34
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User or Employee Search

4 ove My Access I Workflow Guide i Enterprise Roles I Pasameters
View| Detauit =] [Expons]
| Relationshep & Index Number Empioyee Name a
Budgt Manager 20001401 Easton GROSMAN
Global Index Adminisirator HR Gl Administrator MINUSTAH
. HR Parner- All 2003438 Clarence MAHER

20030215 Dagimawe DRLM
20029954 Ignace MARASHIO
HR Partner - Entitlerments 20036510 Brody FONOHEMA,
20036711 Draler DREY
20036596 Delin REINHOLT

HR Pariner - Local Staff 20032287 Bi BLACKSHIRE
20021824 DALE
20032079

2. All managers and administrators assigned to you are listed in the table. To filter the list by the type of
Default -

processed handled, click on the View drop-down arrow

Department of Management 5/34
Office of Human Resources Management
17 March 2015
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User or Employee Search

wmlm&nlmmlm

v || [Export.|

& Index Numbar Employes Name &
20001401 Easton GROSMAN
HR Gl Adrministrator MINUSTAH

20030438 Clasence MAHER
20030215 Dagimawe DRUM
20029954 Ignace MARASHIO
HR Parner - Entdlements 20036610 Birody FONOHEMA
20036711 Dualer DRY
20036696 Dulan REINHOLT

HR Panner - Local Staf 20032287 Bn BLACKSHIRE
20031624 DALE
20032079

3.

Select Time from the list to filter by the time manager(s) and time administrator(s) assigned to you.

Department of Management 6/34

Office of Human Resources Management
17 March 2015
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User or Employee Search

My Approvers My Access | Workflow Guide | Enterpnse Rolos | Paramastis

View Time " | | Expor ‘]
Relationship &  Index Number Employee Name &
¥
Primary Time Managers 20001556 GABRIEL
Secondary Time Manager 20001040 Damilola DUA
20001181 Hyock EWENS
Time Admenistrator 20000572 ALLIE CARESSA

20000857 Anyetey BERNTSON
20000768 BERTA Araya
20000808 Boubakar HARSTAD
20000688 Damion BOLINGER
20001031 Dany REGLLSK]
20001032 Damyyil DUBOISE
20001042 Dizad PARRISH
20001000 Deriss BORCHER

4.

The Time Manager(s) and Administrators are listed. Your primary manager is GABRIEL who has
assigned two secondary time managers.

@ Next, we will be demonstrating how to create annual leave for 2-1/2 days. It is important to
remember that leave requests taken consecutively in days/half days or non-consecutively
must be entered separately. First we will demonstrate how to enter the consecutive full
days of leave.

7/34



umrtija

training

User Map - Umoja qa portal - Q3J - Windows Internet Explorer

miija

4 Back Forward ¥ History Favorites Personalize View Help

Home Employee Self-Senice SM

[ Froploves Self-Serice Sh b

Overview

Home = Owveriew

User or Employee Search

User: \ESS20009590 |9 Humam EV

Personnel No.- |2[][][]959-U || Structure Search |Humam EV

Fund: HR9959

Employee Self-Semnice S
Click on the tab.
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Submit a leave absence request

Quick Reference

Employee Services

Map | Ditectory | lIndex

Siatus Overview

You can desplay an oveniew of the stabus of
YOUF apen processes here

Entitlemeants

In this area, you can sccess 10 your
entitiernants

o
i

Personal Infermation

In this area, you can use serices to mainasn
and display your parsonal data

Benefits and Payment

Dhsplay the plans in which you ane currently
enrolipd, erwcll in new banelit plans. and

download an ensciiment form
Dvsplary your salary stabermsent.

r Travel, Shipment and Expenses
In the area, you can handle and process travel

requests, shipmant, travel plans, and expense

Life and Work Events

Gusdes you through 3 numbser of Lie and Work
Everds from a barth of a child 1o beginning woek
at @ new company

eports
Time Managemant
@ Quick Links
In this area, you Can wse SerAces 1o recodd your Traveler Work Center
warking time, request leave, and display your Create Official Travel
tirme account data Craste HE Tl

Creale Entitlament Traval

Career and Job [Outside Umaja) Create Uniformsd Personnel Travel

® - Create Unaccompansed Shipment Request
- " w "o i vama Franta Femansa Do
6.
. Time Management
Click on the link.
Department of Management 9/34

Office of Human Resources Management
17 March 2015
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Quick Reference

Time Management

Time Management

Back
= Sereks Wap

B Special Leave Reguesd

Crsats Spscil Lusvs Elsquent

BS Important Information for Staf Members.

i Rewouncs MancBoot

:‘I :-J BEMSVy | B Rl "‘J ﬂ i 1 W el Tadn Ao L e i TR U ]
iy Frre ey St i Mt o 115
Th rrail medty baiker Togueil o Sul ade 15 miorrery Rrsrrwe (6 weehs' 3
wrpn| o felvery seeed plagas beeg Tur 1s slesinn of D Hoemge o Sunpoet COMLBC! Pewipdit
. Ml [T -
I T R et i
=a o can comec! erom B ongeaied dos S ecorect srinen ® B b (] ] .
vy Aeweam Toved Soarvmary Lases Duarasn
Rt e o it e ase
Al Trrw Stsbwrwnd b Pepiran Famn e Adwman f Haiww e
Woud . commec] sTom P orgeated Son ba mcomect srdsen Bt b Vi tan chupiy your sbsand s hulane mlormation bers
rerrdng bermanal
7.
Create Leave Reguest
Click on the .. link.
ﬁ The Create Leave Request allows you to submit requests for various types of leaves.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

Send
|* Calendar Team Calendar Leave Requests | | Absence Balance |
== Artachmenis
[, Add
Action File Name File Extension

Department of Management
Office of Human Resources Management

17 March 2015
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Absence Balance |

Click on the

Most leave types have a quota (maximum amount of time) that can be taken as leave. You are
advised to check your total balance at the tfime of the request so that you know how much fime you

can request.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

DM

- (& Fram Lirvin Leew Henats Abworse Balarsw
Absisri BERE TR A0 Tapen - e b
ity Halger w F Halgro o ww of Al (e b
Lt e 51, ]
A Laged Baarcs u
Paterty Lame Fl
Bech Lanen it Tl Pray ™
D | o wathy Half Py ™

=

Frtam D ey A e e
el

00000 T

L] m

[ e

£ 0000 "

9. Your available balances for the various leave absences that have quotas will be displayed in the

Available Balance column.

@ Next, we will check the Team Calendar. It is important to check this calendar before
P submitting a request since your manager may not approve your leave request if there are
a large number of colleagues absent on the days you want to go on leave.

11/34
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

(] Send
! Calendar Team Calendar : Leave Requests ) Absence Balance
Absence balance type: All Types |+ | Show from: |
Absence Balance Type Balance as of date (show from)
Uncertified SL T
Annual Leave Balance 12.5
Patemity Leave 20
Sick Leave with Full Pay 195
Sick Leave with Half Pay 195
10.
Team Calendar
Click on the tab. The Team Calendar will display the current month's absences

for each member of your team.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
] 50

- Caleriar Taam Calasdsr L Regessts Abgance Balance

Team Calendar
View [Moren v |[March (w2015 [+] ApPlY | Sedt by [ames Ascensng ||| Sebect Team Members  Print Team Cabandar

2015 March
SanblonTueWed Thu Fr Sat SunMonTueWedThu Fr Sat Swnblon TueWedThu Fn Sat Sundd
1 2 3|4 |5 8 T 8|8 10810012 13 4 15 1897 18 19 20 2 |22 |2

Hurmam EVERY

Alrmon NOLIN
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1. To view the team member's absences for a different month click on the drop-down

arrowMarch | bt |

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
[ Send

- Calendar Team Calendar Loawe Roquests  Absence Balance

Team Calendar

View: [Maonth | = | [March w|2015 [+ Apply | Sortby:|Hames Ascending | = || Select Team Members
January -
Fabruary 2015 March

sl nMonTueWedThu Fri Sal SunMonTueWeadThu Fn Sat SunMonTueV
= 2 3 4 35 6T 8% 1WINI12 13 14 15 16 17

HurmaJune
July
Ay August
Saptember
Albwi October
Movember .~

Aldne MACIARELLD

12.

Select the month you wish to view. In our demonstration we will view the team'’s absences for the
month of April.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

=] Send
* Calencar Team Cakendar Leave Requesis Abzence Balance

Team Calendar

= . CED .._. Son by [Flames Ascendng = || Select Team Mambees  Print Team Calendar

SunMonTuaWed Thu Fn Sal SunMonTuaWedThy Fr S8 SunMonTusWedTha Fri 58 Sund
1" 2 3 4 5 & T 8 9 W2 13 14 13 1% 17 1819 20 21 |22

Humam EVERY

Almon NOLIMN

13.
Apply

Click on the button to display the team member's absence for the selected month.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
=] Send

D Calendar Team Calendar Leave Requests Absence Balance |

Team Calendar
View: | Manth -:'ﬁpnl lwli2015 |[= :W| Sort by: | Mames Ascending |:| £
WedThu Fri Sat SunMon TueWedThu Frn Sat SunMc
1] 2 3 4 5 6 T B 9 (10 |11 12 | 1:
Humam EVERY

Aimon NOLIN
Albwin VALADE

Aldric MACIARELLO

= Attachments

[ Add

Action File Name File Extension

14. Now that you have checked your absence balances and the team's absence schedule we are
ready to create our request.

Click on the drop-down arrow h to close this section.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
=] Send

L3 Calendar Team Calendar Leave Requests Ahsence Balance

* Anachments

[ Add

Action File Nams File Extension

* Leave Details Check

** Please, remember to use check button to calculate the days/hours™

* Type of Leave: | Annual Leave v

Descnption: Annual Leave

General Data

15.

I+]

Click on the drop-down arrow to view the of leave types available.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

' S
b Calendar | Team Calendar
* Attachments
Action File Namae
= Leave Details Check

Leave ﬁnmasls

Absence Balance |

File Extension

** Please, remember to use check button to calculate the days/hours™

Kl

= Type of Le [Annual Leave
Descriptioh: | Annual Leave
P i Uncertified Sick leave
Dare’ e | Special Leave wiFull Pay
= Start | Special Leave without Pay
= End ;Eemﬁed Sick Leave
Alt fabs. d | Comprassed Reg Day Off
! anaa 4| Jury Duty
bll| T PR g

17/34



umrtija

training

16.

Select Annual Leave from the list.
The following steps can be used to request the following leave absence types:

Annual Leave

Annual Leave - Home Leave
Annual Leave - Family Leave
Annual Leave - Reverse EGT
Compressed Reg Day Off

In our demonstration we will be requesting annual leave for 2 -1/2 days

Humam EVERY - Leave Request: New

* Leave Dotails Check

** Please, remember to use check button to calculate the days/hours™

* Type of Leave :"

Descnption: Annual Leave

General Data
* Stat Date: [12.032015
* End Date: |12.03.2015 g
Att fabs_ days 1.00
Mew Mote
17.

Select the date the leave is to start. Dates can be selected from the calendar by clicking on the

COIendor icon or entered directly into the field using the DD.MM.YYYY format.
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Humam EVERY - Leave Request: New

= Leave Detalls Check A

Mo
8

" Please, remember 1o wse check bue 1n 2

* Type of Leawve: |11 §
12 18

13 23
General Dma 14 30

Description

March 2015

Te We Th Fr 5a

3
10
17
24
n

= Stan Oate: 12032015

= End Date: [12.03.2015

ARt fabs. days
Mew Note

‘|

18. On the calendar, select the absence start date.

March 2015.

d | 5|8 |7
1% 12 1 14

" 19-1

2% 28 27

Humam EVERY - Leave Request: New

= Leave Details Check

** Please, remember to use check button to calculate the daysihours

* Type of Leave
Dascription
General Data
* Start Date
* End Date

At fabs. days:

Risc: Mana

Annual Leave

Annual Leave

12.03.2015

]

»i
s |

15 |
22 |

Additional

Salect

sB38

In this demonstration the start date will be 20

[is]
]

1.00

19. Select the date the leave is to end. Dates can be selected from the calendar by clicking on the
Calendar [l icon or entered directly into the field using the DD.MM.YYYY format.
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Humam EVERY - Leave Request: New

= Loave Details Check
i March 2015 k kb

* Please, remember to use check butic . Mo Tu We Th Fr Sa 5u

“Typeofleaw: (43 2 3 4 5 5§ 7 8 | 2
Description: | 44 & 10 41 12 13 14 1%
General D 1216 17 18 18 20 21 22|
1 2afes 25 26 27 28 20 | >
Stan Date: | 30 1y i 8]
* End Date: |12.02.2015 ﬂ:
Alt Jabs. days 1.00
New Note

20.

In our demonstration, we will be taking 2 days of absence, from 20 March 2015 to 23 March 2015
inclusive.

ﬁ The system will ignore Saturday, Sundays and Holidays. If one of those days were selected
a message will appear instructing you o choose another start or end date to calculate the
days of absence.
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Humam EVERY - Leave Request: New

* Leave Detalls Check

** Please, remembaer to use check button to calculate the deys/hours™ Fulditional
= Typa of Leave: | Annual Leave Tl
Description.  Annual Leave
General Dota
= Stant Date: | 20.03.2015
* End Oate; [EENEFIE

Al labs r.t.a'y:; 1
Maw Note

Select

=88

Picking up son from callage

‘

21.

Enter additional information for your time manager in the New Note box. In our demonstration we
entered the following text "Picking up son from college".

ﬁ Next, select the time managers who should receive notification of your request.

Humam EVERY - Leave Request: New

" Flednd, remsssbar 1o e chedll bunon 1o cakoulste T daywhoman™ Addikonat [ens
* Py ol L | Mzl L ® il gy
[P T -

Arrampl Ly

¥ St Duiw: | 3% A)I575

Syt bora rmanager | el -

|

= Evsd Duw. [T3E0 3078
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22.

Your primary time manager will automatically receive notification of your leave request even if s/
he has delegated the time approval function to a secondary manager.

If they have delegated the time responsibility to a secondary fime manager, your secondary
manager will not be notified of the request unless they are selected from the list of ime managers.

Humam EVERY - Leave Request: New

= Lawrw Datads Chack

“ Moana, rermembed o vie chech bufton o cabslate e dopaSou™

= Typh of Lides  Adwigal Lages

Deicmplens  Arvicsl Lasws

il [ata
= Su D |90 313004
= Ered D 103 3014
An jabs i
Ve Mot [ Picing wp son bom colege
23.

@ Next, we are going to have the system check your request against your quota.

Click on the drop-down arrow :| to view a list of your primary and secondary fime managers. The
list may be blank if your primary manager has not delegated this responsibility.

Addticsal Data

Vgl gy

AP

==

Dbt famen gt b -l

Select your secondary fime manager from the list who should receive notification of your request or
select ALL and all the secondary time managers will receive a nofification.
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Humam EVERY - Leave Request: New

~ Leave Details | Check

Lheck Laave Request I|

** Please, remember to use check button to calculate the daysthours™

* Type of Leave: |Annual Leave

Descrption: Annual Leave
General Data
* Start Date: |20.03.2015
* End Date: [23.03.2015
Aft fabs. days: 1
Mew Mote: Picking up son from college

=88

1]

24,

| Check |

Click on the button. The number of request leave days will be calculated.

ﬁ Next, you are ready to submit your request.
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Humam EVERY - Leave Request: Annual Leave, 20.03.2015-23.03.2015

Humam EVERY - Leave Request: Al

. Chen:l-s: of leave request was successful

LR AR =] Q¥ =1] ISl Q@S Loaves I\EHHEC'L-D ARR

* fAttachments

[ Add

Action File Mame File

25.

Click on the B<] Send button. You will be asked to verify the information you entered for the leave

request.
The number of leave days has been calculated.

A message will appear atf the top of the screen indicating whether the check was successful or
there are conflicts.

@ The number of leave days has been calculated.

@ A message will appear at the top of the screen indicating whether the check was
== successful or there are conflicts.
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Leave Request: New

| The absence is for more than one day- Clock times
will be removed

Type of Absence
Type of Absence: Annual Leave

General Data

Start Date: 20.03.2015
End Date: 23.03.2015

Abs/Att days: 2.00
Mote: Picking up son from college

Used: Annual Leave Balance: 2.00 Days

Additional Data

Half-day:
AMPM:

Selected time manager to e-mail:  All

Cancel

26. Verify the information (dates, note, calculation of used dated and managers who will be notified)

and click on the [ button. Your request will be sent to your primary time manager and any
secondary time manager you selected earlier.

@ Next, we will be entering the request for a 1/2 day.
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Humam EVERY - Leave Request: New

= Leave Dotails Check

** Please, remember to use check buiton io calculaie the days/hours™

= Type of Leave: Ihnm.l.m =]
Description: |Annual Leave I ".!
Uncerified Sick leave |

| Special Leave wFull Pay |

* Start Date: | Special Leave without Pay =

= End Date: Cariified Sick Leave
Att Jabs. days: Compressed Reg Day Of

Mew Note: Jury Duty -

LNt arribes | ommam

General Data

27. Select Annual Leave from the list.

Humam EVERY - Leave Request: New
* Lowwa Ditadls  Choch

** Plpase. ramember io wse chech beton o calculsse the dayptsan™ Additional [ais
et oo :

Citfcrgia  Aewrail Lok AT marmg Detd
Ganeial Data

= Bawt Dame: |20 20 2015 Sepliact lisw rrairiguin' 1o w-musld -
* End Dane: |24 83 H15
A e iy i

Maw Nate | Piciang nan up bam coliege

FR=]-.

28. Place a checkmark in the Half day checkbox.
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Humam EVERY - Leave Request: New

= fawre Duinly Db
“ Flaae, reerseebnr b e 1 b i o ok el P daqahomn Aliigea {iats
T Tiowof Laney | Adwgl Lyes - il dey o

Lrtgeetnl Dueta
-

= e Oars | MOEA | ) Taalyr| brrw reange b a-rad

ST ™

29. Click on the drop-down |‘Ir arrow on the AM/PM field to display the available options.

Humam EVERY - Leave Request: New

= Loavs Dotadl Chack

" Plastes , PEmvismbed 0 s chisoh bonan i caloslate thie dapuSor™ Addnicaal Nans
" Tps of Lowew  Arvual Laies - Y ay
lewnpion A Liss IR T] -
Crnranral [hata

& AN

= G Ogge 28 01 3015 in) bt aTen ramge B -l -
- =]

* Ersi Digia. 24 0330105 I'r._l

30. Select whether you will be taking the leave in the AM or PM. In our demonstration we will select AM.

Proceed to complete the remaining fields for the date(s) you will be away and the manager(s) you
wish to receive notifications by following the instructions outlined in Steps 16 through 26.

@ Next, once you have submitted your request, your time manager will either approve or
reject the request and you will be notified of the decision.

Once you have received noltification, you can check the status by performing the

following steps.
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Create Leave Request - Umoja qa portal - Q3J - Windows Internet Explorer

-
umiijja
4 Back Forward ¥ History Favorites Personalize View Help
Home Employee Self.Service SM

Owverview My Worklist
EI‘I‘I‘:-C".'EI'-.'IE\'. lSemce SM = Ovendew

Humam EVERY - Leave Request: New
(=] Send

Leave request was sent successhully

] Calendar Team Calendar f .Lm Requests B -ﬂ.bsarrcn Balance ]

31.

Click on the Overview tab to view the status of your requests.
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Submit a leave absence request

Quick Reference

Employee Services

- Map | Diectory | Index

o

rl
r)

hEi

Status Overviow

Wou can diplay an veraew of the siatus of
your opan processes hore

Entithpmants

In this area, you can access 1o your
erfitlaments

LHe and Work Events

Guides you through a number of Life and Wark
Events from a birth of a child to beginning work:
at @ new company,

-1
%

i

32.

In this area. you can use senaces (o record your

working tims, request laave, and display your
tirme account data,

Carear and Job |{Outside Umojaj

ox
o

Click on the 1lime Management

Passonal Infermation

I this area, you aR wSe S8RACES 10 Mainain
and display your personal data

Banelits and Paymant

Chsplay the plans in which you are curently
eneolled, endcdl in new benelt plans, and
download an enfollmént form

Display your salary statemsant

Travel, Shipment and Expenses

In the area, you can handle and process trnvel
requests, shipment, travel plans, and expensa
repods

Quick Links

Travelar Work Canter

Croate Official Travel

Create HR Travel

Creale Entitloment Travel

Create Undormed Personnsl Traved

Create Unaccompansed Shipmant Request

Prawa Forans s Dansam

link.

29/34
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Submit a leave absence request

Quick Reference

Time Management

Time Management
sc
* Lorvicn ap

o Cragme Tyl Lamy Rngeast

P mivall s 1 vireom Flppamil

Frmile il rerieri shn b recessed (el oot s bae e docts
wilh gapcied e of delery Ca0 we Tan #etac e, B0 reguanl ilertly nw
[ ety bni gl o utsede e Saoeus e [§wesin

i | pre iy prened gare brew T 13 leetee o Phe FHoman
L]

2
3B Cantly Moaidy Tavs: Semweary
Fins L CET it Rl orepril ol s s O TRE] o T Dt
el el lesvenll
Cotdy drrnail T Surermary

'Fou £8n comect srory Hhal ongeat ed dee b comec] et o e e

,J-‘Ih-u.'u-ll
2

e et

Arrasl Teess Shalwrses br Prwass Fasn

Fiaa £ o porert ey Bl orapra 68 des Bo i ormer] ey o T bere
e e Tl

33.

B Impsoriant information for Staf Members

o v Fnpimara Spnfiosh
Al il b e sboarlang STAL TR

Sl Rvpliatons i Bywniall o sl bpmen & 1104 3
i SApi) DB by
Errasl - maigieifastuns U i)
B3O Abnance and Afiendancs Request
P

s Craats awe Bt

oa ¥is o] bndew B e [ B B A B
Fiw £ By e Lagen Chveraww gl veirw. churoge o dwisls aasiles) ke
G o et o alsbarn arh baben Wind £y ai redueil L be i

verm Abriars Balancm

Fou can dagiay your sbmancs betace mhomaton b

Click on the Leave Oveniew

Leave Overview

34.

Lo
= Lawve Dos Dowriw [ Piom
s B Ao
Dl Cocel Typs of Rbmesce St e [ [aw A PR Srma AL isbw dp e by U
P B el CrF L B s g lirated 1. L]
P O === TE N AL = (1] ]
P B |ﬂ=|-.i...u1 T 1R firn I &8 IDws
? 'J‘ TR L IR RN 1 === LT ] L1
P I s e 02 N res—. am i

requested will appear in the Used column.

The status of each request will be either Approved or Rejected. For requests with quota the days

ﬁ Next, you can check your absence balances by performing the following steps.

Department of Management
Office of Human Resources Management

17 March 2015

30/34



UML

training

]ja

Submit a leave absence request
Quick Reference

Employee Services

Map | Directory | lIndex

=
L

7
prt|

Status. Ovarview

You can desplay an overaew of the status of

your open processes heve

Entitlments

In this area, you can access to your
enlitigmant s

Lite and Work Events

Guides you through @ nember of Life and Work
Ewvents from a birth of a child to beginming work
BY B NEw COMPany.

Tims Managament

In this arda, you can use SeMces to recond your
working time, request e, and desplay your
temee Bccownt data

Carear and Job [Outside Umoja)

="
on

Personal Information

In this area, you can use Senices Lo mainian

and display your personal data.

Benefits and Payment

Desplay the plans in which you are cumendly
enrolled, envcll in new benefil plans, and
download an encollment foem

Desplay your salary stalement

Travel, Shipment and Exp

In the area, you can handle and process travel
requesis, shipement, irevel plans, and expante
reparts

Quick Links

Teaveler Work Canter

Create Official Teavel

Create HR Trvel

Create Entitlesnent Travel

Crzate Undormed Personnel Treel

Create Unaccompanied Shipmant Request

Memara Fuvrmad o Daseer

Click on the 1ime Management

Department of Management

Office of Human Resources Management

17 March 2015
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Time Management

Time Management
Baci )

= Sarvicw Map

BO Epacial Leave Reguest B Important informaton for Staf embers

'\J ..] Conate Spwol Laav Hegeeil -_.J u Hgrmar Ayt e Harsos
Elatprdy | naes Faoquant Al T e hmﬂmuwwﬂhﬁ'lm‘l]
Vamgin B8 muehetry wh Pt i e Moot B Ol Boem (had outor
Sy Tl A Of (bt (U e Dl SRS 1 AN T b ol Regiabon wn Aeeul el wpecial e 110 B3
T Pl el e il £ Ol T T i (f wnin
ariiih] pri-Belvery pate B b s B @llasinwt of e HuFurh o Grappon Cemtact Peipdel
n
OB Erl Spgatnnt G o g

y Timadbeel

na Cartty heorttey Tre Sormar | Abeancs and Amndence Regques

s | e TN ~ IRy p—
rr-¢lrzmmmwmlgmlmm-hm el | il G N
Coavtidp Aprail Tt Bosvmady Liws Quarien
¥ con comect smony thal sagnated ds Io intomect anires o S e Vo £am Siglity Ton Luiet oo it v, Ehuirnge, o ket st bive
recondng heminal piLg kol akcs sy Wou can s regeril sddtonal e
Al Toveb GRERSTa kot Frieiingd Vi s Yew Sieere Paare vy
Wi Ly CinTen] med [N i B | Se e sl T e balancy slswunes bey
et ordng Ll

36.

Click on the View Absence Balances link.

Show Absence Quota

Absence Type Balance as of Today Future Deductions _Available Balance
Annual Leave Balance 12.50000 2.50000 10.00000
pensatory T U.00000 U.00000 U.00000 |

T Compressed Reg Day Off 000000 0.00000 000000
Home Leave Points 0.00000 0.00000 0.00000

= Patemity Leave 20.00000 0.00000 20.00000
Sick Leave with Full Pay 195.00000 0.00000 19500000

= Sick Leave with Half Pay 19500000 0.00000 195_00000
- Uncertified SL 7.00000 0.00000 7.00000

37. Nofe that the 2.5 days requested and approved by your fime manager have been deducted from
your quota.

Department of Management 32/34
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If you have submitted a request for Home Leave, Family Visit or Reverse EGT, then once
L= your request has been approved you must submit a request for travel. Once submitted, the
HR and Travel teams will review for eligibility of Entiltement.
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Purpose

Use this procedure to submit requests for the following leave absences:

Certified Sick Leave - used to record sick leave with full pay only.

Uncertified Sick Leave - used for uncertified sick leave (USL is 7 days per cycle).

Jury Duty - used to record time spend reporting/servicing jury duty.

Intended Audience

e Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service
application.

Different types of leaves may require different levels of approval. Below is a description of the types of
leaves covered by this procedure and their approval requirements.

Uncertified Sick Leave

Staff member and
receives notification
and reason for
rejection

Submits Notified of

request “ submission
——> Umija———,

Staff member and HR ]

X ) Partner receives
SFaff Member/ Time Manager notification of
Time approval
Administrator*

¢ Time Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.
¢ Uncertified sick leave

1.
2.

Staff member submits a request for leave through the Umoja Employee Self-Service portal.

Time Manager verifies and reviews the request through the Umoja Approver Work Centre.
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a. If the Time Manager approves the request, the request is recorded in ECC and a notification is
sent to the staff member. Uncertified sick leave is not a different quota from sick leave, so any
time taken as uncertified sick leave will be deducted from the sick leave with full pay quota.

b. Ifthe Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

Certified Sick Leave for less than 20 days in a cycle or Jury Duty

This type of leave requires the approval from the HR Partner.

Submits Notified of

request n submission C)
—— umiljja——h

N\
e (eQ“e Time Manager receive

Staff member and
notification

4,00
SFaffMember/ HR Partner re, Staff member and
Time quest Time Manager receive
Administrator* notification

* Time Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.
¢ Certified sick leave <20

1. Staff member submifs a request for leave through the Umoja Employee Self-Service portal and
aftaches a medical certificate without a diagnosis from a licensed practitioner or the nofification
of jury duty.

2. HR Partner verifies and reviews the request through the Umoja Approver Work Cenfre.

a. Ifthe HR Partner approves the request, the request is recorded in ECC and a nofification is sent
to the staff member and Time Manager.

b. If the HR Partner rejects the request, the staff member and Time Manager are nofified. The staff
member will need to create and submit a new request.

Certified Sick Leave for more than 20 days during a leave cycle.

This type of leave requires the approval from Medical Services.
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Submits Notified of
request . submission ______ 1 Staff member , HR
I I IJa_>| Partner and Time
Manager receive
notification

S
Staff Member/ Ub’h/'t

Time
ini *
Administrator Staff member, HR
Partner and Time
Manager receive
notification

¢ Time Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.
¢ Certified sick leave >20

1. Staff member submits offine a medical cerfificate with a diagnosis from a licensed medical
practitioner to Medical Services.

Staff member submits a request for leave through the Umoja Employee Self-Service portal.

Once the system identifies that you are exceeding 20 days of sick leave in a cycle, it will be routed
to Medical Services for review.

4. Medical Services reviews the request.

a. If Medical Services approves it a noftification is sent to the staff member, HR Partner and Time
Manager.

b. If Medical Services rejects it, the staff member, HR Partner and Time Manager are notified. The
staff member will need to create a new request and submit additional information for
reconsideration.

Pre-requisites

e For cerfified sick leave less than 20 days, a medical certification without a diagnosis.
e For certified sick leave greater than 20 days, a medical cerfification with a diagnosis.

e Forjury duty, nofification of jury duty.

Objectives

As part of the demonstration, we will show you:
1. How fo check your sick leave balances.
2. How to submit a sick leave request

3. How to check the status of your request.
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Scenario

A staff member submits a request for 20 days of certified sick leave starting on 13 April and ending on
11 May.

Menu Path

Use the following menu path(s) to begin this process:
Employee Self-Service SM > Overview > Time Management> Create Leave Request
Procedure

1. Start the fransaction using the menu path:

Overview - Umoja training portal - T2J - Windows Internet Explorer

Home Employee Self-Senice SM

O [ Employee Self-Service S ]

Home > Owveniew

Welcome to Umoja

Click on the Employee Self-Senice SM {5

4/18
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Employee Services

i Life and Work Events

P
Guides you through a number of Life and Work @
Events from a birth of a child to beginning work ax
at a new company.

Time Management.

In this area, you can use senices to record your
working time, request leave, and display your
time account data.

Click on the ime Management. ,

Time Management.

Email:- helpdesk@umoja.un_org

er types of absences here.

Leave Cnverview

You can display the Leave Owverview and review, change, or delete existing leave or
other types of absences here. You can also request additional leave.

View Absence Balances
You can display your absence balance information here.

Click on the Create Leave Request link.

Department of Management 5/18
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Heribert MELLEMA - Leave Request: New

Heribert MELLEMA - Leave Request: New
(=] Send

» Calendar feam Calendar Leave Requests Absence Balance

* Attachments

Click on the #bsence Balance .,

Most leave types have a quota (maximum amount of time) that can be taken as leave. You are

advised to check your total balance at the tfime of the request so that you know how much fime you
can request.

Heribert MELLEMA - Leave Request: New
Heribert MELLEMA - Leave Request: New

] S 7
.
- Lawndw Towrs Cowaratar Lo By Abassc o Halarco
Aisiitel P 1 AL T | Eu b e
emarca Balws Typa Baiarr 1 m of tow | dbuse e ¥ty Tz ricemn Ao gl llmans s
U nliad 5 & D r
ot | wies [lilier @ iy s 1y
S Lases wath Foll Py m T 00T "
Ealt | njom wel® T Py E ¥ SRR 19
6.

Your available balances will be displayed in the Available Balance column. In this scenario, the staff
member has a balance of 195 days of sick leave on full pay and 195 on half pay. There are no future
approvals that may be deducted from the quota so the total available balance remains 195 for
both and we know we can proceed with the request.
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Heribert MELLEMA - Leave Request: New

Heribert MELLEMA - Leave Request: New

[=] Send
E' Calendar =~ TeamCalendar ~ Leave Requests Absence Balance
Absence balance type: All Types |+ | Show from: |
Absence Balance Type Balance as of date (show from)
Uncentified SL T

3

Click on the collapse = ® button to close the Absence balance section.

Heribert MELLEMA - Leave Request: New

* Leave Details Check

** Please, remember to use check button to calculate the days/hours™

* Type of Leave:

Descnption

General Data

= Stan Date:

= End Date

Al fabs. days
New Note:

Annual Leave

Annual Leave

Uncertified Sick leave
Special Leave wiFull Pay
Special Leave withoul Pay

[» 4]

Cetified Sick Laava
OMpress q

Annual Leave-Home Leave

Annual Leave-Family Visit

Annual Leave-Reverse EGT

Rest & Recuperation (RER)

Jury Duty
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Select the type of leave request from the list of options. In this demonstration, we will be selecting

"Certified Sick Leave" but the same procedure can be used to select uncertified sick leave or jury

duty.

Each of these requests can be made in advance within the following time periods:

Jury Duty - 1 month

Cerfified Sick Leave - 3 years
Uncertified Sick Leave - 1 month

Heribert MELLEMA - Leave Request: Certified Sick Leave, 30.03.2015

General Data
= Start Date
* End Date
Aft fabs. days

Approver Name
New Note

30.03.2015

“ 4 April 2015

Mo Tu We Th
14 1 2
156 7|8 9@
1613 |4 15 18
17 20 21 22 23
18 27 28 29 30
19

Fr

10
17
24

b

sa
4

11
18
25

k¥
5u
5

=58

9. Select the date the leave is to start. Dates can be selected from the calendar by clicking on the
Calendar icon or entering directly into the field using the DD.MM.YYYY format. In this demonstration,
select 13 April from the calendar.
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Heribert MELLEMA - Leave Request: Certified Sick Leave, 30.03.2015

General Data

* Start Date: [13.04 2016 [1a]
* End Date: |30.03.2015 ) L]
Att fabs_ days: | 4 May 2015 L 1 1.00

Apprever Nama: Mo Tu We Th Fr S5a 5u

|18 ’ 123 ]

Bl e 19 4 5 @ T 8 % 10

20[ATJ12 13 14 15 16 17

21 18|19 20 29 |22 22 24
22 25 26 2T 28 29 30 N
23 1

10. Select the date the leave is to end. Dates can be selected from the calendar by clicking on the
Calendar icon or entering directly into the field using the DD.MM.YYYY format. In this
demonstration, select 11 May from the calendar.

Heribert MELLEMA - Leave Request: Certified Sick Leave, 30.03.2015

General Data
* Start Date: | 13.04 32015 m
= End Date: | 11052015 m
Al fabs. days 1.00

Approver Name: | HR Partner
New Note: | Thave to take 20 days of certified sick leave)

11. You may add remarks or comments to the approver in the New Note box, for example we added
"l have to take 20 days of certified sick leave".
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Heribert MELLEMA - Leave Request: Certified Sick Leave, 30.03.2015

= Luwwve Dwiaiby Crescn

= ame. ipmernbe b ase vhecl befion ko calc st e dayy o™ EAtiaianal Laia
- Typw ol Lieee | SRS - Pl day

¥y Coprtied Skl Lunpvn” requantd i drmmadivn o AR -
Eoramien w15 B2 diryy o b e £ ke P b
Ly O Uk S [ e kel By bl
Do Pas Pl B [T w0l hltebel D "L
Bk e gt sucesd I Gayn, plaass mend
nepr by the mede i codAc X Teport mih Sagroun
ey T

12. You can request a half day leave by placing a checkmark in the half day field and selecting

whether you are taking the AM or PM off. By default the range of dates are full days, if you click on
half days the range of dates will be half days. In this example, the box will not be checked as we
are requesting 20 full days.

ﬁ Remember, half day and full day requests must be entered as two separate requests. You
can only use the Employee Self-Service portal to request half days of sick leave on full pay.
It cannot be used to request sick leave on half pay, which must be routed offline to the HR

Partner.

Heribert MELLEMA - Leave Request: Certified Sick Leave, 30.03.2015

~ Leave Details || Check |

** Please, remember to use check butten to calculate the days'hours™ i
* Type of Leave: |Cedifiad Sick Leave v

i your "Centified Sick Leave” request is cumulative or
consecutive up to 20 days in a leave cycle, please attach
a copy of the medical cedificale issued by a licensed

Descnpion: medical practtioner without diagnosis. If the "Certihed
Sick leave request” exceeds 20 days, please submit
separately the medical cetificate/report with diagnosis
directly to tha Medical Sensces

General Data
= Start Date: [13.04.2015 f1a]
__~ EndDate: [11.052015 M
Al fabs._ days: 20.00 |

Approver Name: | HR Partnar
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13.
Click on the | Check button. This will check your request against any other requests you have

submitted and your leave balances.

ﬁ The total Att/abs. days will be calculated and the applicable approver will appear in the
Approver Name field.

Heribert MELLEMA - Leave Request: New

b Calendar ] Team Calendar R Leave Requests Absence Balance |

* Attachments

=

A:t'L Nev File Name File Extension

i

14. i
Click on the L‘ Add button to attach ALL required documents.

Upload New Attachment

|| Browse... |
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15.
Click on the browse button.

Choose File to Upload

]

Lease Agreement
Adobe Acrobat Document
Ao 425 KB B
Medical Mote
Adobe Acrobat Document
A 425 KB -
. Type Adobe
M [‘E"” Files () Size: 425 KB
[ Open |v] ’ Ca Date modifie

16. Select the document to attach.
If the sick leave request is for 20 days or less than a medical certificate without a diagnosis is

attached.
If the sick leave request was for more than 20 days, then a medical certificate with a

diagnosis would have to be submitted offline to Medical Services simultaneously with the
submission of the request.

@ Depending on the number of days requested, the system will determine whether the
request will be routed to the HR Partner or Medical Services. In this case, the request will be

routed to the HR Partner since it is for 20 days or less.

e
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Choose File to Upload

Lease Agreement
Adobe Acrobat Document
é 425 KB

‘ ‘ Medical Mote

Adobe Acrobat Document
é 425 KB

~ | AllFiles (.7) v

| Open ||| cance |

L
Click on the button.

Upload New Attachment

Upload New Attachment E m

|E:‘|.L.Iser5150phie_wmhlews“; Browse.. |

[OK]

18.
Click on the IE button. The atftachment will appear in the list.
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Heribert MELLEMA - Leave Request: Certified Sick Leave, 13.04.2015-11.05.2015

Heribert MELLEMA - Leave Request: Certified

| & Send|
eq ten request was
51.|c:u:ii-i?s-'ﬁ]frIe
] Calendar . Team Calendar i Leave Requests . Absence Balance
¥ Antachments

19.
Click on the | ZET1

request.

button. You will be asked to verify the information you entered for the
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Leave Request: New

Leave Request: New

Type of Absence
Type of Absence: Certified Sick Leave

General Data

Start Date: 13.04.2015
End Date: 11.05.2015

Abs/Att days: 20.00
Approver Mame: HR Partner
Mote: | have to take 20 days of certified sick leave
Used: Sick Leave with Full Pay: 20.00 Days

Additional Data

Half-day:
AM/PM:

Selected time manager to e-mail:  All

Eancel

20. Verify the information (dates, note, calculation of used dates and approvers who will be notified)

and click on the button.
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Heribert MELLEMA - Leave Request: New

Heribert MELLEMA - Leave Request: New

[] Send

E Leave request was sent successfully

’ Calendar Team Calendar LEEH'&-REQIIGSIS .

21.

AIII\SEI'IE& éﬁh‘ma i

Create Leave Request - Umoja training portal - T2J - Windows Internet Explorer

Heribert MELLEMA - Leave Request: New

[ Send
@ Leave request was sent successfully
] Calendar Team Calendar I Leave Requests I
k Attachments
22. Click on the 'Leave Requests o,

Leave Overview

S b iy Aeey
Typer of Alsiast g et Dwle [l Claln el Pved diion b= 5 T

Absence Balance |

A iabe b Ui

Cotified Sich Logey 1304 2HIS 110652015 JANE AOSELNE  Sasl ()

000 M Oma

Your request will be sent to your HR Partner and a notification will be sent to your time manager.

23. Your request has been sent to your HR Partner and is shown in the Leave Requests as sent. The

status will change when approved.
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Purpose

This procedure is used by the Staff Member to submit requests for Rest and Recuperation (R&R) and
the tfravel time for R&R. |

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Infended Audience

= Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service
application.
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Staff member receives
notification and
reason for rejection

Submits R&R es
and R&R Travel Notified of . e

Sleave request ___jaSmeiSSiOn
Staff member and HR

e,
Staff Member/ Time Manager s Partner receives
HR Administrator* notification

Staff Member/
HR Administrator*

Submits
Travel
requests L
N
Notified of
submissions ueg& Staff member receives
Q notification and

reason for rejection

4
HR Partner “0. Staff member and HR
Partner receives
notification

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff Member submits a request for Rest and Recuperation and R&R Travel.
2. Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. If the Time Manager endorses the request, a nofification is sent to the staff member and HR
Partner.

b. If the Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

3. Staff Member submits a request for Travel. The fravel request must be submitted regardless of the
mode of fravel (UN fransportation, lump sum or paid ticket) af the same time as the leave request
or when the time manager has endorsed the request.

4. HR Partner checks eligibility and reviews the request for R&R and R&R Travel through the Umoja
Approver Work Centre.

a. If the HR Partner approves the leave and fravel request, the leave request is recorded in ECC
and a noftification is sent to the staff member. The fravel request will then continue the fravel
approval workflow for approval by the certifying officer and travel officer.

b. If the HR Partner rejects the request, the staff member and Time Manager is notified. The staff
member will need to create and submit a new leave and travel request.

Note: The HR partner will approve or reject both the tfravel and leave request at the same
time. So it is only upon receipt of the approval by the HR partner that the staff member
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can consider that the eligibility to go on R&R has been met. The staff member is not
authorised to go on R&R if only the manager has approved.

Pre-requisites

The travel request has to be submitted af the same time as the leave request or after the time
manager has endorsed.

Objectives

As part of the demonstration, we will show you:
1. How to submit a request for Rest and Recuperation.
2. How fo submit a request for Rest and Recuperation travel time.

3. How to check the status of your request.

Scenario

A staff member submits a request for Rest and Recuperation from 11 May 2015 to 15 May 2015. They
will be traveling to the R&R destination on 10 May 2015 and returning to the duty station on 16 May
2015.

Menvu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Create Leave Request
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Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff member is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary time managers.

Welcome to Umoja

Welcome to Umoja

Approver Work
Center

Approver Wark
Center

User Map

PY Yy

1.

To find out who are your assigned Time Manager(s) and Time Administrator(s) click on the User Map
link.
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User or Employee Search

My Approvers | MyAccess | Worklow Guide | Enterprise Roles | Parameters
View: [Defaul ]| [Exporta]
| Rﬁ';; " ¢ & kﬂwxﬂhmbw Employes Nams

Bue GI'-'I“ 18393429  Tambara CANDIE

Glaps HR Gl Administrator OCHA
Payrodl

HR: Travel STEZ940 CUC PRUDEMNCE
[S1andard View]

10035743 Dyens HEMLINE

2. All managers and administrators assigned to you are listed in the My Approvers table, to view the
managers and administrators associated with time, select Time from the View drop-down menu.

User and Employee Search

Wy Appacen. by Access Wi Gugce Lréwrpnne Roiey Faamaten

Vi e [+ | | Export s Dt F et Settongs
Al - & e Mormbes  Empleyns Mame i DBAFLogn i} Emsl =
7
Poarrary Tora Blansgers RN ARBE ROSELE TTMGRT  somesesfinomeons com
e ondary Toma Wanager Ly foara B HOER BIMAMER somecns{Sameons com
Tt Hiaen SATTLEFELD EELTHIPE  somesseffeomenns com
REESSERT L THED, TATREFTIED eataateere o Lo
AR SALLIE ROHSANA TITMAMGRD  poeamaiomecnd [om
e RS Abbes WARGES TeTMADED
TS Precrpurn BITTHER TiTMADM I someoneifiomeons com

3. The Time Manager(s) and Administrators are listed. Your primary manager is JANE ROSELINE who has
assigned four secondary time managers.

Q Next, we will be demonstrating how to create a a request for Rest and Recuperation.

4.

Start the tfransaction using the menu path:
Employee Self-Service SM>Time Management>Create Leave Request
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User Map - Umoja training portal - T2J - Windows Internet Explorer

umtija

4 Back

Homa

Ovmrwlow

Hame

Histohy Faontes Personalize View Help

Emgployes Sai-Serace SM

= (Ovrvime

Ui o Employes Search

Click on the Employee Self-Service SM ;5

Employee Services

@ Time Management.

Life and Work Events

Guides you through a number of Life and Work
Events from a birth of a child to beginning work
at a new company.

In this area, you can use senvices to record your
waorking time, request leave, and display your
time account data.

Click on the Time Management [ink,
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Submit request for R&R
Quick Reference
ng

Time Management.

Human Resource Handbook

@ Important Information for Staff Members
Administrative Instrection far tirme recardsng ST/ALM 999713

icate from thesr doctor with

st maternay leave. H the Staff Regulation on Annual and special leave: 5. 1to 5.3
m (6 weeks/ 2 weeks) pre-
ian Resources for Support contact helpdask

Email - helpdeski@umaja un.org

Absence and Attendance Request
® L CosateLegve Reguest |
ou can request leave and other types of absences here
Ledve Channiw

ntres at the time recording

ntres at the time recordi
' "9 You can display the Leave Overvew and review, change. or delete exasting leave or

ather types of absences here. You can also request addional beave
View Absence Balances

ntnes al the me recond
e "9 You can display your absence balance information here

7. Click on the Create Leave Reauest |ink.

Mikhaila GISELLE - Leave Request: New
Mikhaila GISELLE - Leave Request: New
O send

E Calendar Team Calends Leave Requests Absence Blalance |

Type of Absence Stant Date End Date HNeat Processor Slatus Azl fabs. da
CTO Accrupl 0704 2015 07.04. 2015 JANIE ROSELINE ~ Send 0.
Annugd Lapes 31.03.2015 31032015 JANIE ROSELIME =~ Send 0.
dnnual Lges 27.03 2015 30032095 JANIE ROSELINE =~ Sent F

8.

Click on the collapse ™ icon fo close the Absence Balance section.

Department of Management 7/20

Office of Human Resources Management
23 April 2015



umrtija

training

Mikhaila GISELLE - Leave Request: New

* Leave Detnils Chack

** Please, remambaer to use chack button to calcolate the doyshours™ Addithomall Data
* Type of Lapve: Pl Lome = it
Desenpion  Arrual Leave - .
Uncenified Sick leave
Genoml Dotn Special Lave wFull Pay
" Sian Date. | Specasl Leave withoul Pay Salecl hired Mandged 1 &-fmd

= End Dale Cenified Sick Leavw
At fabs. days Compressed Reg Dary OfF
Mo Mot Areual Lape-Homss Lepe
Arrmudl Ladw-F amdy Visd
fprual Loavwe-Rwwse EGT
[Bast & Racuperation (RER) |

Jut Dty

9. Select Rest & Recuperation (R&R) from the list of leave types.

Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

for the pocessing of the travel entithement Balect lima managert

General Data
* Stan Date: | 13.04 2015 . s}
= End Dato L | My 2015 FE | 'm
Allfabs, days - s () e T ‘; 5; Q.00
Hew Hote

1% 4 5 6 7 8
JDE'I? 13 14 15
OB W Mon 2
2. 2% 25 2 28 2
Fa)

T A .

A2

o W & #'_
&

10. Select the date the leave is to start. Dates can be selected from the calendar by clicking on the
Calendaricon or entered directly into the field using the DD.MM.YYYY format. In this demonstration,
select 11 May from the calendar.
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Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

for the processing of the travel entithermant Salaed lime man:

General Dats
= Start Date: [11.05.2015

* End Date: |13.04 2015
At fabs. days: | 4 May 2015 ) 0
Ninw Mot Mo Tu We Th Fr 5a Su
18 12 2a
1 4 5 & 7 B @ 1
0 11 9213 14 16 17
1 18 W M 21 X 3 M|
2 25 26 27 2 ¥ 30 I

=15

11. Select or enter the date the leave is to end. Dates can be selected from the calendar by clicking

on the Calendar icon or entered directly into the field using the DD.MM.YYYY format. In this
demonstration, select 15 May 2015.

Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

or the pocessag of the fresl satilsment

Sl Tien Pl 15 0wl -
Coutetr il el
* Suan Danw: |15 2005 D
* Frd Dute  [DLCEOLD ]
A el daes 00
el
FYe T p—

12. You may add remarks or comments in the New Note box, for example we added "l am requesting
R&R".
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Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015
= Livir Dt it

= Plaaw, sormember o e dhock buSon o caicuisie e deywhoen™ Pedtionad [iain

= Type of Loiw  Seai & Ascaperataon (RILH| - e Sy

Ot il Tl i R apeation” sl i by A
S e i W i cand e Trovsl Shagemen

e Uit bk wn B0 el nadem 3 Qe e

bex B pronwp g of P b e digrmdt

Descsgtion

—— =
Convaetnl Dians
Seas Dute |17 04 00 i
* e Damte | W5 D6 2L Ty
AR by A (1
Viem Heste 1 o st AR
@ Next, we will select the time manager(s) who should receive your request.

-

Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

= Lisarew Diptaiin Chack
= Maade, inmamber i use chech bufion 0 caltulste the depafseun™ Additienal lieta
= Tyom of Losw: | Rl & Faupereon (RAR) - M dary
Once your Hest and Recoperaton” negeend ham been AbLTTA -
_— gt e i Pl 15 Beid T Tilvel Shepdhest
Dewnpiion: spenger bnk n E55 and sobmid 3 peparate reguend
few b preat kg of tha Mivel anlEiarnes] Salecl lrre maruger 12 a-mad E
Gormral Data
* Teedt Ome |10 05 05 ]
* End Dats: |15 08 2015 Ui}
AS labu dayn 800

liw Pl || gos spguirnteg AR

13.

Click on the drop-down arrow fo view a list of your primary and secondary time managers. The list
may be blank if your primary manager has not delegated this responsibility.

Your primary fime manager will automatically receive notification of your leave request even if s/
he has delegated the time approval function fo a secondary manager.

If they have delegated the time responsibility to a secondary fime manager, your secondary
manager will not be notified of the request unless they are selected from the list of time managers.

10/20



umrtija

training

Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

» Ladwn Dtalls T

= Fisaws, romsmber o e check befion io caloulaie the daysheun™ Addzoral llata
= Typs of Lowes | Raat & Recupsrgtion (108K - el gy
Dven et Pl ool Aol umeratogey” teipetil hiri Dpes Ty S
Dipompian  BPETOVRE, o i tegunied Lo Biena e Tamvel, Shuproenl

and Expeandn” imk w 35 ored wubrd 5 asparate equeid

fer that prodduiane] of th il srdibemme Bkt 17 manage 3 o-mad I =

Gl Clata Lawta THEDA
SANE ROGELIE
L 1 TE 5 2015
el T o SHLE ROSSA
* End Cabw [ 15 052315 n s FEMOER
Al isbn S () Hues SATTLEFELD

Firws ot || om i tirg AR -

14. Select your secondary time manager from the list of managers who should receive nofification of

your request or select ALL and all the secondary time managers will receive a notification.

ﬁ Next, we are going to have the system check your request against your leave balances.

Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 13.04.2015

- Leave Details | Check

** Please, remember to use check button to calculate the daysihours™
* Type of Leave: |Rest & Recuperation (R&R) =

Once your "Rest and Recuperation” request has been
approved, you are required to access the Travel, Shipment
and Expenses” link in ESS and submit a separate request
for the processing of the travel entitlement

Descnption

15.
Click on the ek button. This will check your request against any other requests you have

submitted to ensure there are no conflicts.
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Mikhaila GISELLE - Leave Request: Rest & Recuperation (R&R), 11.05.2015-15.05.2015

Mikhaila GISELLE - Leave Request: Rest & F
| (=] Send |

‘-'i\, Absence cannot be partial-day, so limes have been removed.

E Check of leave request was successful

3 Calendar Team Calendar Leave Requests Absence Balance |

F Attachments

* Leave Details Check

16. | Send
Click on the . button. You will be asked to verify the information you entered for the

request.
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Leave Request: New

Leave Request: New E m

Type of Absence
Type of Absence: Rest & Recuperation (R&R)

General Data

Start Date: 11.05.2015
End Date: 15.05.2015

Abs/Att days: 5.00
Mote: | am requesting R&R

Additional Data

Half-day:
AMPM:

Selected time manager to e-mail: Al

17. Verify the information (dates, note, calculation of used dates and managers who will be nofified)

oK

and click on the button.

@ Next, you will need to enter the days you will be traveling for R&R. You will have to enter the
¥ time when you will leave and return as two separate requests. First, we will enter the date
you will be leaving for R&R.
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Mikhaila GISELLE - Leave Request: New

Mikhaila GISELLE - Leave Request: New
=] Send

W] Leave request was sent successfully

g Calendar Team Calendar Leave Requests Absence Balance |
b Attachments

w Leave Details Check

** Please, remember to use check button to calculate the days'hours™

* Type of Leave ﬁ.l'll'll.lal LE'BN"& "l"|

18. Your request will be sent fo your primary time manager and any secondary fime manager you
selected earlier.

Mikhaila GISELLE - Leave Request: New
= Leave Details Chack

= Plaase, remembser to use check button to calculate the dayshours™ Addithonal Data

* Type of Leave P«ML:.II L - -

Dvscristion Rest & Recuperation [RER) -
Jury Duty
Ganaral Data Patemity Loz
= Srar Date: | Adoplion Leave Select time manag

Abtendance (Compressad)
CTO Accrual
Official Business
Telecommuting
Stand-ty/On call

[ Teavel Time for RER [l =

CTD Use

* End Date
At fabs doys
Hew Mote

4
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19. Select Travel Time for R&R from the list of leave types.

Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015

= Leave Details Check

** Ploaso, romoember o use check button 1o cabculate the daysthours™ Additional Data
* Type of Leawe: |Travel Tome for RER [=
Omee your “FHest and Recupersion” request has been
o approved, you are nequeted (o aocess The Travel, Shipment
SCIPUON.  and Expenses” ink n ES5 and submit o separate request
for the processing of the trawml entithemant Sahect time manag
Garnerral Diata
I- Stant Date- | 10.05.2015 Ty
= End Date: | 13.04 2015
At fabs. days — 000
Hew Mote

20. Select or enter the start date you will be leaving the duty station for R&R, this is the day before the
first day of R&R. In this demonstration we entered the start date of 10 May 2015.

Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015

= Leave Details Chack

** Phease, remamber to use check button 1o calculate the days'hours™ Additional Data
* Type of Lesve: | Travel Time for RAR = Hal
Cnce your "Rest and Recuperation” request has been AN
Daseription appived, you e tequeed 10 access the "Travel, Shipment
and Expanses” ink in ESS and submit a separate request
for the processang of the travel entitlement Saintt Girma e
Ganeral Dats
* Start Date: [10.05.2015 i
| = End Date: [13.04.2015 )
At fabs, days Bl 0.00
Neew Note

21. Select or enter the end date of your travel from the duty station for R&R, this is the same as the start
date. In this demonstration we entered the end date of 10 May 2015.

15/20



umrtija

training

Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015
* Leave Details Check

= Please, remember to use check button to caloulate the dayshours™ Additional Data
* Type of Leave: |Travel Time for RER =

Onee your “Rest and Recuperation” request has been
appioved, you are required 1o sccess the “Travel, Shepment

Description: e Expenses” link in £5S and subenit 3 SepaIste regues]
far the proceasing of the trvel enliternent Sedpct tima manay
General Data
* Start Date: |10.05.2015 s
* End Date: [10.05 2015 5]
At fabs. days |:.||;r|]

New Note: || am lasang on Sunday for RER

22. You may add remarks or comments in the New Note box, for example we added "l am leaving on
Sunday for R&R".

Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015

= Lpave Db Chuch

—Iﬂ_.mu_mnmmmunm— Addtiseal Oata
= Ty o L | [mval Tuma o FORR I it gy
[ e L e e Aadend ]
D speroved you e redueed 12 s caris e Troved Sheomwet
IR, Expaman’ ik in E55 and s o sepats negnd
bt ek e g it That P ST 5 i bt i demini I 5
Gararal fala Lawrs THEDIA
r
* Siwi Oie 9004300 4] ﬁsﬁa&x -L
* Erd Qs W25 2005 | o Diom IR
B

e fabn diyn B T R T
. i S CH—

23. Select your secondary time manager from the list of managers who should receive nofification of
your request or select ALL and all the secondary fime managers will receive a nofification.
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Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015

* Leave Details

| Check |

L._ heck Leave H{‘".‘lu::.‘. |

** Please, remember to use check button to calculate the daysfhours™

* Type of Leave: | Travel Time for R&R [

24,

Description

Check

Click on the

Once your “Rest and Recuperation” request has been
approved, you are required to access the “Travel, Shipment
and Expenses” ink in ESS and submat a separate request
for the processing of the travel entitlement

button. This will check your request against any other requests you have
submitted to ensure there are no conflicts.

Mikhaila GISELLE - Leave Request: Travel Time for R&R, 10.05.2015

Mikhaila GISELLE - Leave Request: Travel Tii

| (] Send |
] Check of leave request was |
BEeesshl.
L] Calendar Team Calendar Leave Requests Absence Balance |
25.

Click Send button | 2211
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Leave Request: New

Type of Absence
Type of Absence: Travel Time for R&R

General Data

Start Date: 10.05.2015
End Date: 10.05.2015

Abs/Att days: 0.00
Mote: | am leaving on Sunday for R&R

Additional Data

Half-day:
AMPM:

Selected time manager to e-mail: Al

—

26. Verify the information (dates, note, calculation of used dated and managers who will be notified)

and click on the button. Your request will be sent to your primary time manager and any
secondary time manager you selected earlier.

@ Next, we will enter the Travel time for R&R for the return trip.
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Mikhaila GISELLE - Leave Request: Travel Time for R&R, 13.04.2015

* Loavm Details Ttk

= Mloaks. iwimesbai [0 vl (hock Bunis o cabiuless the dayihoss™ Additicsal [bala
* Typ o Lamen: | Trawel Tare o RAS - s iy
Once yoar el and Recuperatan” iwguest hus. b AR -
et e o
for The grocwiang of Se lised entitlement Belec thae gt to et [ =
Gonscad Claka
= Stat Dt [16.05 2015 ]
* End Dane] [16.05 2075 o

M1 fab i [T
Rl hoté. | g spairesg Satustay Som RAR

27. Next, record your return to the duty station from R&R travel time. This will be the day after the last
day of R&R and the steps are the same as those you just performed for the travel time from the
duty station (steps 19 to 25). In this demonstration we will be entering our return date as 16 May
2015.

Mikhaila GISELLE - Leave Request: New

(5] Send

[#] Leave request was sent successfully

» Calendar Team Calendar Leave Requests g Absence Balance |

b Attachments

28. Once you have entered and sent your R&R request and From/To R&R Travel requests to your time

manager, click on the Leave Requests tab.
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Mikhaila GISELLE - Leave Request: New

- [ T { mwsatan I mawe Hinpeeiti Anuesry (i
St bt i Aesiy

e feo ik ien b

ol &8 Al il 28 MR JAE ROSELRE  Bem £ L1-]

s, 11 65 2615 ] S ROMELME e T nee

405 2415 066 2085 SNEE BOSELRE Do ™ age

a7 Bl 58 T TN GO e (1 100
11 &0 S I BRI ES SAOE BORELRE  Gew (L Q08 &5 Deyn -

29.

Your requests have been sent fo your time manager and are shown in the Leave Requests as sent.

The status will change when approved. Your Primary time manager will appear in the table but the

request will also be sent to any secondary manager you selected in the steps above.

@ Next, you must submit a request for travel before your request can be approved by the HR
Partner, refer to the documentation on Travel for more information.
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Purpose

Use this procedure to submit requests for the following leave absences:

¢ Special Leave with full pay - used to request a leave for the following reasons:

Studies/Research - used for advanced study or research that is approved as being in the
interests of the organization.

Adoption - used when adopting a child.

¢ Special Leave without pay - used to request a leave for the following reasons:

Studies/Research - used for advanced study and research that does not fall under the list
of approved studies/research.

Family Leave - used when the staff member needs to take leave to take care of family
(child care, family emergency, death in the family etc.)

Government Service (technical)* - used when the staff member wants to take leave of
absence to work for a government to render temporary services involving functions of a
technical nature.

Military Service - used when the staff member needs to take leave to serve in the armed
forces of their country.

Employment Outside UN* - used when the staff member wants to take temporary
employment outside the UN.

* In addition to the ESS leave request, these activities require an offline request to the HR partner
requesting permission to carry out outside activities.

Intended Audience

e Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service
application.
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Staff member receives
notification and

Submits special Notified of
reason for rejection

< leave request oy submission
g——-> mrja——

N Staff member and HR
Staff Member/ Time Manager Partner receive
notification

Time
Administrator*
Notified of «
submission (eo‘\)es Staff m.e.mbfer receives
\e\‘f‘s notification and
2N reason for rejection

HR Partner processes a PA
granting the special leave

Staff member and Time
Manager receive
notification

* Time Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff member submits a request for special leave through the Umoja Employee Self-Service portal.
2. Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. If the Time Manager endorses the request, and a notification is sent to the staff member and
HR Partner.

b. If the Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

3. HRPartner checks eligibility and reviews the request for special leave through the Umoja Approver
Work Centre.

a. If the HR Partner approves the special leave, the HR partner will process a Personnel Action in
ECC granting the special leave and then approve the leave request in the ESS Portal. The
special leave absence is recorded in ECC and a notification is sent to the staff member and
Time Manager.

b. If the HR Partner rejects the request, the staff member and Time Manager are nofified. The staff
member will need to create and submit a new special leave request.
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Objectives

As part of the demonstration, we will show you:
1. How tfo submit a special leave request
2. How to ensure your secondary time manager(s) receive notification of your request.

3. How to check the status of your request.

Scenario

A staff member was accepted to a 1 year masters program and submits a request for special leave
without pay for 1 year starting 1 May 2015 and ending 30 April 2016.

Menu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Create Leave Request

Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff member is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary time managers.
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Welcome to Umoja

Welcome to Umoja

Approver Work
. Center

2 Approver Work
Center

User Map

&8 ==

1.
link.

User or Employee Search

To find out who are your assigned Time Manager(s) and Time Administrator(s) click on the

(MyApprovers | MyAccess | Workdlow Guide | Enterpise Roles | Parameters

View: |Default

e
B
=T oM
Gla PA
Payroll
Fme 1]
HR Travel
[Standard View]

18393429

Fr82340
10035743

Tambara CANDIE
HR Gl Administrator GCHA

CUC PRUDEMNCE
Dyens HEMLINE
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2. All managers and administrators assigned to you are listed in the My Approvers table, to view the
managers and administrators associated with fime, select Time from the View drop-down menu.

User or Employee Search

o Mylepiovas | Myhcoms | WokdomOude | E B P
Virw Fima w|| | Expon s Diwirin Pt Sattingn
L ] N i SAPLeD  Emsl -
K
Prevary Tors Matagen 18951854 JANE ROSELMNE TATMBAGRT | samainsiincmenns com
Bacondivy Tt Mitign 190102 DesREMDER TATMMAGRD | ssmanaiiscmesns tam
AT Hreas BATHLEFELD EEAT1IN | someonsifinomesns com
REEEETE ] Loy THEDA T Thas i Emaone i Romecrs com
1B5S5TRY SRLLE ROSEM TATMRAGRE | soosonsfincmenns com
Tirss Adrruritraten HIEHES Ates HARGES TATRRADALY
1M [y INTTREE TATHMADMIL  somesnsifnomenns jam
o] EROOERICK TATMESADL  spmaneilomenre (ore

ARRE v PR FENMBAPRME | smmea il ianas s

3. The Time Manager(s) and Administrators are listed. Your primary manager is JANE ROSELINE who has
assigned four secondary fime managers.
Q Next, we will be demonstrating how to create a request for Special Leave without pay.

4.

Start the fransaction using the menu path:
Employee Self-Service SM>Time Management>Create Leave Request

User Map - Umoja training portal - T2J - Windows Internet Explorer

| l m E |Ja Sparch

4 Hack ¥  History Favontes Personalize View Help

Hama: Emgloyes Self-Serace 5M

Overviow

Homa > Oweshisw

Ui oor Employes Search i

5/20



umtija

training

Submit a request for special leave
Quick Reference

Click on the Employee Self-Semnvice SM 45

Employee Services
reﬁ-:»rli. .

Time Management
@ I I I Ciusck Links

In this area, you can use senices to record your Teavaler Work Contar
working time, requast leave, and desplay your Create Official Travel
tima account data. Create HE Travel

Mraaba Ertdlamant Trosal

Click on the 1ime Management .,

Time Management

for Support contact helpdesk

Email:- helpdesk@umoja.un.org

Absence and Attendance Request
Create Leave Request

You can request leave and other types of absences here.

Leave Owveniew

You can display the Leave Ovendew and review, change, or delete existing leave
of other types of absences here. You can also request additional leave,

View Absence Balances
You can display your abzence balance information here.

7. Click on the Create Leave Reguest link.

Department of Management

Office of Human Resources Management
30 April 2015
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Submit a request for special leave
Quick Reference

Humam EVERY - Leave Request: New

w Leave Details Check

™ Please, remember 1o use check buton to caleulate the dayshours™
= Type of Leave ﬁimud Leave |'|
Description: | Annual Leave - |

Uncertified Sick leave
Special Leave wiFull Pay

= Stant Date ial Leaw without

= End Date: | Cenified Sick Lemve
Att Jabs. days Compressed Reg Day OF
Y-t Jury Duty

' Eat PR T IV T TN

General Data

8. Select "Special Leave without Pay" from the list of opfions.

Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

= Leave Details Check

** Please, remember o use check button to calculate the daysihours™
" Type of Leave: [ Special Loave without Pay d
i you are submetiing single or mulliple consecutve requests for
“Special Leave without Pay” with no gaps that when combined
equal or exceed ene calendar month, and you wish to continue
Description to participate in heafth nswance, ife insurance and/or pansion
fund, you should check the box on the right. Please ensure
you make the necessany arangements to endal and pay yours
as well as the organization's share prior to the start of the
leave
* Reasons: |- 1=
|| Studies/Research |
| Family Leave —
= Start Date: iGmtrnmarrt Sendce (lechnical) { 1]
= End Date: | Miltary Senice lﬂ:“
Alt Jabs. days: | Employment Dutside LN |

General Data

9. Select "Studies/Research” as the reason for the leave from the list of options.

Department of Management

Office of Human Resources Management
30 April 2015
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Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015
i 50

w L inily Chach
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10. Select the date the leave is to start. Dates can be selected from the calendar by clicking on the
Calendar icon or entering directly info the field using the DD.MM.YYYY format. In this

demonstration, select 1 May 2015 from the calendar.

Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

General Data
= Stan Date: |01.05.2015

i
* End Date | 30.04.2016 5]
[1]1]

At fabs. days
MNew Mote

11. Select the date the leave is fo end. Dates can be selected from the calendar by clicking on the
Calendar icon or entering directly into the field using the DD.MM.YYYY format. In this

demonstration, enter 30 April 2016.
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Humam EVERY - Leave Request:Special Leave without Pay, 19.03.2015

Genaral Data
* Stast Date: [01.05.2015 m
" End Date: |30.04. 2015 1]
All.labs. days 1.00

Hew Node: || have bean accepted o the Master Degree program on
Human Rights. This program s bensficial to my canser and
the United Mations |

12. You may add remarks or comments in the New Note box, for example we added "l have been
accepted to the Master Degree program on Human Rights. This program is beneficial to my career
and the United Nafions.

Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

Additional Data

Half day: [ ]

AMPM: | T+]

| would like to continue to participate in Health Insurance: [ |

| would like to continue to participate in Life Insurance: |
u

| would like to continue to participate in Pension Fund:

Select time manager to e-mail: | 1']
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13. You can request a half day leave by placing a checkmark in the half day field and selecting
whether you are taking the AM or PM off. By default the range of dates are full days, if you click on
half days the range of dates will be half days. In this example, the box will not be checked as we
are requesting 251 full days.

Humam EVERY - Leave Request:Special Leave without Pay, 19.03.2015

Additional Data

w Half daﬁ" |

for AMPM -
d l
ue

an | would like to continue to participate in Health Insurance: [«

s | would like to continue to participate in Life Insurance: |

| would like to continue to participate in Pension Fund: |[v

Select time manager to e-mail: -

1=

14. If your request for leave is longer than 30 days and you wish to continue to participate in the
insurance plans and pension fund, place a check mark next to one or more options.

I would like to continue to participate in Health Insurance
I would like to continue to participate in Life Insurance

I would like to continue to participate in Pension Fund

In this demonstration, we chose to continue to partficipate in all the options.
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Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015
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¥

f If you choose not to participate in the continuation of benefits at the time of the request,
/- . )
and you change your mind when your leave has started, you will not be allowed to
participate in these benefits.

Selecting these options in ESS does not automatically enrol you in the continuation of
benefits. You must also contact the Benefits and Pension offices to make the necessary
arrangements to enrol and pay your share and the organizations share prior to the start of

the leave.
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Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

Additional Data
Half day: |

Y —

| would like to continue to participate in Health Insurance: |
| would like to continue to participate in Life Insurance: |v

| would like to continue to participate in Pension Fund: |

Select time manager to e-mail: | |T|
Damilola DUA
Hyock EWENS
GABRIEL

Al |

15. Select your secondary time manager from the list of managers who should receive nofification of

your request or select ALL and all the secondary time managers will receive a notification.

@ The list may be blank if your primary manager has not delegated this responsibility.
Your primary fime manager will automatically receive nofification of your leave request
even if s/he has delegated the tfime approval function to a secondary manager.

If they have delegated the time responsibility to a secondary fime manager, your
secondary manager will not be notified of the request unless they are selected from the list
of time managers.
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Humam EVERY - Leave Request: New

] Calandar Toam Cabsndar Lo Regquests Abzerca Balance
* Attschmenis
| Add
M i ' File Namw Fis Eanzasn Aninedenanl Fde Sirs | kB )
16.

Click on the | L Add | button fo attach all required documents. In this scenario, the staff member
is faking leave to pursue a masters degree so it is necessary o attach the letter of admission to the
masters program.

Upload New Attachment

Browse... |

[oK]

17.
Click on the |_Browse... | tton.
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Submit a request for special leave
Quick Reference

Choose File to Upload

W 1022 bytes

on IMIS Web Launcher
’f Shortcut
1.12 KB

= Master Degree Admission Letter
| Adobe Acrobat Document
A 425KB

Proof of Support

Ardnhe Arrabat Docoment

MUWVLT ML UWOL DWLEIET L

A 425KB

Lease Agreement
Adobe Acrobat Document

M 425 KB

Passport
Adobe Acrobat Document
M 425KB

== RoboScreenCapture

rm.‘ Shoarteort

1

v | AllFiles (")

L Open ||

Cancel

18.

Choose File to Upload

Select the document to attach.

m

B Lease Agreement
Adobe Acrobat Document
e 425 KB
on Letter B Passport
ent Adobe Acrobat Document
e 425 KB
H RoboScreenCapture
ent rﬁ‘n‘ Shorteut
~ [AlFiles -|
[ Open |v] [ Cancel ]

o
Click on the button.

Department of Management
Office of Human Resources Management

30 April 2015
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Upload New Attachment

Upload New Attachment

|E:‘|.L.Iser5150phie_wmhlews“; Browse.. |

20.
Click on the LK. button. Next

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

[ s
L3 Vet T i Lades Ragpeiita L]
+ Anmsmenn
[ aad
Botme P Pl
i | [faes g Azmiaen Leoe g ]

= Lowvs Deialy  Chauk

, scroll down to the Leave Details section.

20

1w Estgmmanr: b Filla Sorw | m 8 |
S man gl My

The attached document(s) appears in the list.
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Humam EVERY - Leave Request: Special Leave without Pay, 19.03.2015

~ Leave Details | Check

** Please, remember (o use check button to calculate the days/hours™

* Type of Leave:  Special Leave without Pay -

22.
Click on the Check button. This will check your request against any other requests you have
submifted and your leave balances.

Humam EVERY - Leave Request: Special Leave without Pay, 01.05.2015-30.04.2016

Humam EVERY - Leave Request: Special Leav

e

¢ [Send "tEH 2016 of attendance/absence is a day off (att./absence type 1108) - Display Hel
@ Check of leave request was successful

w Leave Details Check

23.
Click on the | = S€nd

request.

button. You will be asked to verify the information you entered for the

@ A message will appear in at the top of the screen indicating whether the check was
& successful or there are conflicts and the total Att./abs day will be calculated.
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Leave Request: New
L Foquast: Now B m
I (1 Last day 30.04 2086 of sttendance'sbsence n o day of (a0 fabsence bype 1108) - Duaplay Help

Typa ol Absamce
Type of Alnence:  Special Leaws withoot Pay

Goneral Datm
Start Diabe: 01,05 2015
End Date: 3004 2016

AbalAn dm: T5T00
Hebe: | haree oo accepied o the Master Degres program on Human Fights. This program is bessicial 1o my canser and the United Mations

Additisnal Data

Haalth Ingerance: 1

Life Inswrance’ X

Pension Fund; X
Selected brva manager 1o e-mal Al
Rnmsns 01

24. Verify the information (dates, note, calculation of days and managers who will be nofified) and

click on the @ button. Your request will be sent to your primary time manager and any
secondary time manager you selected earlier.

ﬁ The calculated Abs/Att days does not include weekends and UN holidays.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

(=] Send

[Ef Leave request was sent successfully

Action File Mame File Extension
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25. Your request will be sent to your primary fime manager and any secondary time manager you
selected earlier.

Create Leave Request - Umoja ga portal - Q3J - Windows Internet Explorer

Home Employee Self-Service 5M

Overview My Worklist

Empl Overview Femce SM = Owveraew

Humam EVERY - Leave Request: New
[=] send

26. Click on the Overview {gp,

Employee Services

@ Time Management

In this area, you can use senices to record your
working time, request leave, and display your
time account data.

27. .
Click on the 1iMe Management |
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Time Management

@ Absence and Attendance Request

Create Leave Request
You can request leave and other types of absences here.
Leave Overview

You can display the Leave Overaew and review, change, or delete exasting leave
or other types of absences here. You can also request additional leave.

View Absence Balances
You can display your absence balance information here.

28. Click on the Leave Owverview  [ink.

Leave Overview

Ly ] Ty Aoy

Eit  Coscel _Teaal Al Siai Cinia o Cinla. Bani i -
r b ) I:i-r.-:_uh"....i'lﬁl"“- T AT GagL St b 02 T |
N B T T T i o e

L MEImS MR Apgrt L] (LR

Fa , el Liacn W TREI A b L)

# 1§ oo LU 8130 gL e [ 115 -

29. Your request has been sent to your time manager and is shown in the Leave Requests as sent. Your

Primary fime manager will appear in the table but the request will also be sent to any secondary

manager you selected in the steps above and to the HR Partner . The status will change when the
HR Partner has approved the request.

ﬁ The Att/abs days reflected in the table include weekends and UN holidays.
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Purpose

This procedure is used by the Staff Member to submit requests for paternity leave.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service

application.
Submits Establishes
medical note quota and ost Staff member receives
or child birth informs Submits Notified of . g notification and
( i issi reason for rejection
certificate S/M offline request . submission
>0 > >UMmilja——,
4,%
l'ol/e
HR Part| Sr e, » Staff member receives
Staff Member/ artner Staff Member/ Time Manager sy notification
HR Administrator* HR Administrator*

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. The Staff member submits offline to the HR Partner a medical note with the child’s expected
delivery date or the child’s birth certificate.

2. The HR Partner checks eligibility and establishes paternity leave quota.

1/16
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3. The Staff Member submits request for paternity leave through Umoja Employee Self-Service.
4. Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. Ifthe Time Manager approves the request, the request is recorded in ECC and a notification is
sent to the staff member.

b. Ifthe Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

Pre-requisites

A certificate from a licensed medical doctor or midwife indicating the expected date of delivery or
the official certificate of birth.

Objectives

As part of the demonstration, we will show you:

pu—

How to check your paternity leave balances.

2. How to submit a paternity leave request for full and half days.

3. How to ensure your secondary time manager(s) receive notification of your request.
4. How to check the status of your request.
5

How to check your new balances leave balances, after your request has been approved.

Scenario

A staff member submits offline a certificate of pregnancy with an expected delivery date of 20 April
2015 and requests the HR Partner to establish a paternity leave quota starting on 20 April 2015. Once
the HR partner approves the quota, the staff member submits a request for paternity leave for 16 days
from 20 April 2015 fo 11 May 2015.

Menu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Create Leave Request

2/16
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Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff member is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary time managers.

Welcome to Umoja

Welcome to Umoja

Approver Work
Approver Work

Center

- User Map
&H, User Map

1. To find out who are your assigned Time Manager(s) and Time Administrator(s) click on

thelUser Map ik,

3/16
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User or Employee Search

""W“"H My Access | Wordlow Guide Enterprise Roles | Parameters

View: |Default [+ | | Expora|
Red ;J;::""‘ & Index Number Employee Name
B OM 20001401 Easton GROSMAN
Giapa, HR GI Admanistrator MENUSTAH
Payrall
[III'I'I'l I
T 20030438 Clarence MAHER
[Standard View]
20030215 Dagpmawe DRUM
20029954 Ignace MARASHIO

HR Partner - Entitlaments 20036610 Brody FONOHEMA,

2. All managers and administrators assigned to you are listed in the My Approvers table, to view the
managers and administrators associated with fime, select Time from the View drop-down menu.

User and Employee Search

My Approvers | MyAccess | Worklow Guide | Enterprise Roles | Paramaters

iew: |Tima =] | [Expon 4]
Relationship - 4 indexMumber Emgpioyes Name 4 SAPLogn
i

Prumany Tirme Managers 20001556 GABRIEL OZTMMGF
Secondary Time Managar 20001090 Diamitala DUA Q2TMPTM

20001181 Hyock EWENS OZTMPTM
Tima Administrator J00005T2 ALLIE CARESSA DETRADN

20000897 Aanpeley BERNTSON O2TMADN

3. The Time Manager(s) and Administrators are listed. Your primary manager is GABRIEL who has

assigned two secondary fime managers.

ﬁ Next, we will be demonstrating how to create a paternity leave. It is important to
remember that leave requests taken consecutively in days/half days or non-
consecutively must be entered separately.

4/16
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4. Start the fransaction using the menu path:

Employee Self-Service SM>Time Management>Create Leave Request

User Map - Umoja qa portal - Q3J - Windows Internet Explorer

umyja

4 Back Forward ¥ History Favortes Parsonalize View Help

Home Employes Seli-Sance SM

Oveivh [ Employee Self-Senace SM ]

Home > OCweniew

User or Employee Search

Employee Self-Serice SM

Click on the tab.

Employee Services

LTINS @11 SRR TR,

Display your salary staterment.
Life and Work Events

T l, Shi tand E
fotd Guides you through a number of Life and Wark @ rave ipment and Expenses

Events from a birth of a child to beginning work ax

al a new company'. In the area, you can handle and proc
requesis, shipment, travel plans, anc
reports.

Time Management
Quick Links

Inu this area, you can use senices to recand your Traveler Work Canter

working time, request leave, and display your Create Official Travel

time account data. Create HR Travel

6. . : .
Click on the Time Management |
Department of Management 5/16

Office of Human Resources Management
10 April 2015



traini

umiija

Time Management

wpncted data of Selery can iam b parets 13 equan ey as Bt S P I S S GLLE W 3133
mm;‘:ﬂﬁ“ﬁmﬁ:&?:x;m: i bor Suppet conract b s
Timeshest Crrad « popbpai-prfsmmd o=
@ oy Msaciry o Absance and ARendsnce Request

Tow can comec] anary Bt orgenal sd dur b ncomect sntra @t D e econdng
termansl

I = Vou con recpae! lnms snd ot Hypes of sbasrces fes
LRy A Toves Sy

¥ou ean comect erars Bt orgeated g (o ncomect entres ot Be Lere reconding
Il

Le
¥ou can daplay the Lasve Chveciew and nesiew, change . o delile eoisg e o
bber typey of sBaemcen bere Vou can aluc sequanl addbonl lere

Apaasel Tove S1Meman] iy Powial VEEE

Vo £ cirvwe! aviars thil orupeal sdl tow 15 moerect anird B [be brve iscording
hmatoil Witns e chbline i ibiana Balires slormibon vk

7. Click on the Create Leave Reguest link.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

[] Sand

L Calendar Team Calenda Leave Requests Absence Balance

b Anachmens

* Leave Details Check

** Plaase, remamber o use check bution to calculate the daysfhours™ Additional Data

- 'Iypanil_ea-n_l Annual Loam 'r
Dleserniption: Anmual Lesve

Click on the #bsence Balance .,

Most leave types have a quota (maximum amount of time) that can be taken as leave. You are
advised to check your total balance at the tfime of the request so that you know how much fime you
can request.
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Humam EVERY - Leave Request: New

b C il Taarn Cabeelel [REL QIS fib !

Abmpnce batfancn byper | A3 Types [ S tom T Aoty

Abnenza Eulns Tyge Eislasce b of date [show Bem) Futate Dethrztisey Amistis Balare o
Al Lnavm Dalares ] 2.00000 "
[Patemty Loz o) 3.60360 2] 1
Seck Lasos vty Fodl Pary vHE 8.00000 135

Your available balances will be displayed in the Available Balance column. Normally, Paternity

Leave will have a zero (0) balance until the applicable documents (medical note or child's birth
certificate) are presented to the HR Partner and they establish the quota. In this demonstration, we
know the quota has been established because we see a balance of 20, so we can now proceed

with the request.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New

[£] Send

E Calendar Team Calensdar Leaw Ragquesis Absence Balance

Absence balance type: All Types '.~_r_ Show from:
Absence Balance Type Batance as of dale {show from)
Annuall L eave Balance [}
Patemity Leave 2

10.

[Ty Aeely

Future Deduction:
0 00000
0U00000

Click on the collapse arrow T to close the Absence balance section.
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Humam EVERY - Leave Request: New

= Leave Details Check

* Pleass, remembaor 1o use check bution o calculate the daysThoos™

® Type of Leave
Descoption

Genaral Data
= Stat Date

* End Date

Al fabs days
Hiw Hicte

11.

Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

Ganeral Data

Annual Leave

Annal Leaee

Uncenified Sick leave
Specal Leave wTull Pay
Special Loave without Pay
Carded Sacik Leavw
Compressed Rog Day Off
Jury Duity

Eﬂ Leasm |
Adogption Leave

Ovartienae (1.5)

Dt 2.1

Select Paternity leave from the list of leave types.

* Start Date: [10.04 2015

* End Date
At fabs. days

“- 1- ﬁ-plﬁ .215I1.5 B P"P; I
Mo Tu We Th Fr Sa Su
14 118 3|4 |5

Hew Note

5 6 7|8 9 1 11 12
B4 13 16|17 18 19

I SR

i 27 28 29 M
19

=88

Additional Data

Select e manager 1o

Select ime

12. Select the date the leave is to start. Dates can be selected from the calendar by clicking on the
Calendaricon or entering directly into the field using the DD.MM.YYYY format. In this case, select 20
May from the calendar.
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Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

* Leave Dotails Chack

" Plahsa, pemambel 16 Wbs check Bullon 16 calailats thea Iifi-"hburl" Additianal Data
= Type of Leme: |Palemity Leave - Half day
Descrpbion. Pateenity Leavw AER
Genaral Data
* Saprt Oate: |ILESUE [ﬂ Select time manager 19 e-mal
= End Date: |10 04 2015 )|
At ishs . days Liuliod .00
Naw Mobe:

13. Select or enter the date the leave is to end. In this demonstration we entered the end date of 11
May 2015.

Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

= Leave Details Check

** Please, remember to use check butten to calculate the doyshours™ Additional Data
= Type of Leaws: |[Palernity Leave :-'- H
Descnption.  Patermuty Laswe )
General Data
= Stan Date | 200042015 Select timse manager to
= End Date: [11,05.2015

Al fabs. days 1
Hew Hote

=88

Nete foe Reguest

14. You may add remarks or comments in the New Note box, for example we added "We are
expecting a boy!"

2/16



IMLija

training

Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

= Lowws Detally Chack

= PMgaam, remember 0 s chisck Butios o calculate the deyshoun™ hddizional flsts
* Typs of Lupen:  Pabemly Loave - Hal day
Deicngari Palsmty Lass AP =
Geomarall Diata

= Gtart Dl |20 04 3075 Splpet rra manager o o-sal -

= En Ciata |11 053015

g 23

AN Jabn deya 1
Hiree it [V aea amersy 0 berg]

15. You can request a half day leave by placing a checkmark in the half day field and selecting

whether you are taking the AM or PM off. By default the range of dates are full days, if you click on
half days the range of dates will be half days.

Remember, half day and full day requests must be entered as two separate requests..

Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

= Loave Detalls Tt
= Phasi, Ml 10 s chach binon 1 calil s e dayahous™ Additionsl Das
= Typw of Leavw  Falaitaly Laises - Hal dy
Daricnplion  Palsmdy Lese ARNUPLE -
Ganeral Dot

= Gram Diate 270 04 305 Salect bra manager 0 ool -

* Ead Oaw: {11 06 21
At faky. dayw

Mews Mobd s e kmans o bosd

F1-1-.

16. Click on the drop-down arrow fo view a list of your primary and secondary time managers. The list

may be blank if your primary manager has not delegated this responsibility.

Your primary fime manager will automatically receive notification of your leave request even if s/
he has delegated the time approval function fo a secondary manager.

If they have delegated the time responsibility to a secondary time manager, your secondary
manager will not be notified of the request unless they are selected from the list of time managers.
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Humam EVERY - Leave Request: Paternity Leave, 10.04.2015
Additional Data

Half day: | |

Select time manager to e-mail- || |"’|

Damilola DUA
Hyock EWENS
GABRIEL

All

17. Select your secondary time manager from the list of managers who should receive nofification of

your request or select ALL and all the secondary fime managers will receive a nofification.

@ Next, we are going to have the system check your request against your leave balances

Humam EVERY - Leave Request: Paternity Leave, 10.04.2015

* Leave Details | | Check

[ Check Leave Request )
** Please, remember to use cﬁ'ﬁER'ﬁl]‘lIEﬁ'E‘E.‘ujlculme the days/hours™

* Type of Leave: |Patemity Leave

Descnption: Patemity Leave

18.
Click on the Check button. This will check your request against any other requests you have
submitted and your leave balances.




moja

trﬂin:ng

@ A message will appear in at the top of the screen indicating whether the check was
B successful or there are conflicts and the total Att./abs day will be calculated.

Humam EVERY - Leave Request: Paternity Leave, 20.04.2015-11.05.2015

Humam EVERY - Leave Request: Paternity Lea

|2 send |
2L O DM[EQUQSIWHS .

succeSEf” 00000

k C‘aléndar Team Cal&ndar Leave Fu.‘émes’is Absence Balance
b Attachments
19.

Click on the | Send button. You will be asked to verify the information you entered for the
paternity request.
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Leave Request: New

Type of Absence
Type of Absence: Paternity Leave

General Data

Start Date: 20.04.2015
End Date: 11.05.2015

Abs/Att days: 16.00
Mote: We are expecting a boy!
Used: Paternity Leave: 16.00 Days

Additional Data

Half-day:
AMPM:

Selected time manager to e-mail: Al

QK ncel

20. Verify the information (dates, note, calculation of used dated and managers who will be notified)

and click on thel @& button. Your request will be sent to your primary fime manager and any
secondary time manager you selected earlier.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
=] Send

1] Leave request was sent successfully |

b L‘a[ﬁn&ﬂr : Tﬁam Cﬂenda‘ Leave ﬁnquasts i .ﬁ..hsanm Balance |

b Attachments

21. Your request will be sent fo your primary time manager and any secondary fime manager you
selected earlier.

Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
[ Send

¥ Calendar Team Calendar Leave Requests Absence Balance |

b Attachments

22.
Click on the = Leave Requests .,

Humam EVERY - Leave Request: New

- L mamim Tapm Cpmmda Legse Hegpueriy Abaerze Balaew

thcs bm T e

Tirpe of Adwirnins Eaget Do Evrsi Diane Vet Pt T Y A ek day i lwn bwrn Ui -
ety e 24 04205 [TF it (AbEy Beet_ W 058 3 Dy ]
bl L o5 Bl 3 oF Bl 3876 GAIEEL Rapeted 1M T

Pk Lagyy e G 215 a5 L ] L] LB 350 Dwn
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23. Your request has been sent to your time manager and is shown in the Leave Requests as sent. The

status will change when approved. Your Primary time manager will appear in the table but the
request will also be sent to any secondary manager you selected in the steps above.

15/16
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Purpose

This procedure is used by the Staff Member to submit a request for maternity leave.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service

application.
Staff member and
receives notification
Submits Receives and reason for
request s et request rejection
—> umiljja——
Staff Member/ Staff receives
HR Partner e
HR Administrator* nogg;z:xar: of

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. The Staff Member submits request for maternity leave through Umoja Employee Self-Service.

2. HR Partner verifies and reviews the request through the Umoja Approver Work Centre.

1/14
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a. Ifthe HR Partner approves the request, the request is recorded in ECC and a nofification is sent
to the staff member.

b. If the HR Partner rejects the request, the staff member is noftified. The staff member will need to
create and submit a new request.

Pre-requisites

A certificate from a licensed medical doctor or midwife indicating the expected date of delivery and
that the staff member is fit fo continue to work until a specified date within the six week period before
the anticipated delivery date.

Objectives

As part of the demonstration, we will show you:

1. How tfo submit a request for maternity leave.

Scenario

A staff member submits a request for maternity leave. The expected delivery date is 20 April 2015.

Menvu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Time Management> Maternity Leave

Procedure

Start the fransaction using the menu path:

Employee Self-Service SM>Time Management>Maternity Leave

2/14
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Welcome to Umoja

umtlja

4 Back Forward ¥ History Favorites Personalize View Help

Home Employee Self-Service SM

[ Employee Self-Service SM }

Overview

Home > Overiew

Welcome to Umoja

Employee Self-Serice SM

Click on the tab.

3/14
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Employee Services

Entitlements

In this area, you can access to your
entitlements

Life and Work Events

Guides you through a number of Life and Work

Events from a birth of a child to beginning work E_x
at a new company.

ITimE Management. I

In this area, you can use senices to record your
warking time, request leave, and display your
time account data.

3.

Click on the Time Management. link.

Time Management.

Time Management.
Back

* Service Map

@ Special Leave Request @ I
Cregle Special Legpe Regues

Female staff members who have recened medical certificate from their doctor wath
expected date of delvery can use this senace, to request maternity leave. If the
matemity leave request is cutside the maximum/Minimum (6 weeks! 2 weeks) pre-
delvery penod, please bnng this to altention of the Human Resources

Department of Management 4/14
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Click on the Maternity Leave Request link.

Fill Out Form Maternity Leave - UN

Maternity Leave Request
Hame ELDA ROBEYN
Parsonnel Number 33550015
Duty Station Genem
Darprartrment HR DCHA No Post
Tg,-pe Of Absence: Dot esrrnlly Lot
L —
Expected Delivary Date: 1§

Entry on duty Secretariat 1508 3012

Contract Type
Contract End Date
Grade-5ep

Fixed Term
14,08 016
P

Select or enter the date you will be going on Maternity leave. In this demonstration, the staff

member plans to continue to work unfil 1 April 2015.

The start date cannot be less than two (2) weeks prior to the expected date of birth.

ﬁ If you plan to take leave between 6 and 2 weeks prior to your delivery date, a doctor's

note certifying your ability to continue work until this time is required.

Fill Out Form Maternity Leave - UN

Maternity Leave Request
Nami ELDA ROBEYM
Parsonnel Number 39550015
Duty Station Genea
Derpartment HR QCHA No Past
Type Of Absence Matemity Leawe
Start Dato nei2ny [
A
End Date

Entry on dity Secretariat 15 08 2012

Contract Type
Contract End Date
Grade-Step

Fixed Term
14.08 2016
P4
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6.

Select or enter the expected delivery date. In this demonstration, enter 20 April 2015.

Fill Out Form Maternity Leave - UN

Fill Out Form Maternity Leave - UN

1 3 4
Filf Ot Fowmm

Atachmants =
Masarrity Loave Request =
Rarns L, iy Emiry o dhuty Locowinriai 15 083007
Pomoiel Hembes 7700010 Casvact [ T i Twm
My Saatice Tmrea Cosara {ad Dats 0 e
[T T 1R DA Mo Pt [P Pd
Typa OF Absinsrs Matrrety Lasen Guide in requesting Maternity Leave
- Thibgn yin AL LMl | e Sopsptnd Sushn deti
S D maxe B W b et s e medel corificls Fom yoe
i ] i g el Sty Balm el s
Expeciwd Dulwry Dute. M BLHE W o R MO o moriung
=il e o) o Aty by
ol Dol Engaciad s of Dalvery ou nimad n tha
i ol Gt
= Thop mand G o mc vy sl R ol
2 [ e o e e |
] o Thui el b roalied W Por it 1] ol n b
L=t )
7.

Press the Enter key to calculate the End Date and number of absence days.

Fill Out Form Maternity Leave - UN

Type Of Absence: Matemity Leave
Start Date 01.04.2016
Expected Delivery Date:  |20.04.2015 [
End Date: 21.07.2015

Mote To Approver:

The End date and number of absence days is automatically calculated.
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Fill Out Form Maternity Leave - UN

Type Of Absence Matemity Leave
Start Date: 01.04.2015 [
Expected Delvery Date:  |20.04.2015 @

End Date: 21.07.2015

Mote To Appraver:

9. Enter additional information for the HR Partner in the Note To Approver text box. In this demonstration
"We are expecting twins" was entered.

Fill Out Form Maternity Leave - UN

ARachments E
Matenity Leave Request :: —_—
My L OB Ertey o duty Losiretadlsl 1508 310
Piiiinnie] Hadibai L0010 Camavain Typss Finid Tasm
Enaty Tdaiemi L] Coratrinifl [l Bl 1o
lgeprirmeet L EBEHA s P Crade g CF

Click on the Expand tray El button in the Attachments section.

Fill Out Form Maternity Leave - UN

Amschmants -
Attachment =1
atemity Leave Request [=
Marn ELCWS, Ry Drary o ity Samiewiadiod 1500 2012
Parsoansl Rumbsar FHAN Contrac Type Fissd Torm
sty Taplim e Catvini Erud Dlivts LU N
liepamyran| L OCHA T Pl Irade Vg [LE 0]
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11
Click on the Expand tray @l button in the Attachment section.

Fill Out Form Maternity Leave - UN

Attachments

Attachment

Certificate of Pregnancy

[ Add Attachment |

Maternity Leave Request

12.

Click on the | Add Attachment | ) .\

Fill Out Form Maternity Leave - UN
fistachrmanty -
hiachment L)

Coitilsl i Py iy

* Amtemant Typw  Cotiels of Fregray - it | [ el

A A bt

13.

Click on the _Browse.. i tton.
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Submit a maternity leave request
Quick Reference

Choose File to Upload
. Sophie Wroblewski

System Folder
Adobe Acrobat X1 Pro
Shortcut

_ 198 KB
AMNCILE uPerform
Shorteut
205 KB

~  Maozilla Firefiox
Shortcut
113 KB

lletin - Use Skype
nmunicat.. Chortcut
enit 2A5KB
E Calculator
=nit L Shortcut
=T 1 Wi Ve

14.

: | Computer
| Systern Folder

Adobe Application Manager
rl,,] Shortout
L

1.49 KB

Google Chrome
| Shortcut
213 KB

S4P Logon
Shortcut
1.10 KB

WinZip
1 Shortout
= J M KB

Certificate of Pregnancy
Adobe Acrobat Document
Lascvn

| Al Files (")

|_ Open J[ Cancel

Select the document to attach. You should upload PDF documents only.

Department of Management

Office of Human Resources Management

23 April 2015
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Choose File to Upload

98 KB | - 140 KE L
MCILE uPerform Google Chrome
tortcut . Shortcut
05 KB 213 KB
lozilla Firefox 7 SAP Logon
1ortcut 4y Shortcut
13 KB 1.10KE
oype —I-E WinZip
1ortcut =] Shortcut
45 KB 220 KB
alculator Certificate of Pregnancy
1ortcut Adobe Acrobat Document
20 KB A= 425 KB 8
= | All Files () v
’ Open |v] ’ Cancel ]
=S —

e
Click on the button.

Fill Out Form Maternity Leave - UN
Amachmants
Anschmenl

Cartde mie of Fragrancy
= Anpibesas Typs  Cotdras of Prgrarcy = D i dghes mctiewt  [leswna Ellill

| A Attt

16.
Click on the button.
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Fill Out Form Maternity Leave - UN

17.

Select the document you just uploaded.

Fill Out Form Maternity Leave - UN

Fill Out Form Maternity Leave - UN

I» 1 -
Fill Out Form

{ Previous | [ Next || | | Save Dratt |

Attachments

18.
Click on the | M&Xt (K 1utton to review your entries.

Review Form Maternity Leave - UN

Review Form Maternity Leave - UN
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19. Review the information entered, if you need to make any corrections click on the Previous button.

Review Form Maternity Leave - UN

Review Form Maternity Leave - UN

Display Message Log

I» 1 2 - -
Fill Out Form Review and Send
|I Previous '|I Send b/
Attachments
20.

Click on the 3end & puton,

Step Completed

Step Completed

|#] Data sent {process reference number. 000000000066) |

Display Message Log

* ; 3 -4

Confirmation

21. A message appears indicating whether the request was sent successfully.

12/14
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Submit a maternity leave request
Quick Reference

Step Completed
umijja

dBack | d#

Hisme

Emplayes Self. Service SH

Emgloyes Self-Serace 3M > Dvetview
Step Completed

[haplay Messsge Log

Empbiyes Sel-Servicn SM I
Cherview Tty Wdorklist

Data sent (process meference number: 00000D0000GE)

I-' 1

22.

Confirmation

Histery Favonles Pemonalize View Help

Saarch

Click on the Employee Self-Service SM g1 1o return to the Employee Self-Service menu.

Department of Management

Office of Human Resources Management

23 April 2015
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Purpose

This procedure is used by the Staff Member to certify their monthly fime statement.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Infended Audience

= Staff Member

Global Process
This process begins after the Staff Member has logged into the Umoja portal.

¢ Staff member reviews their monthly fime statement through the Umoja Employee Self-Service
portal.

¢ The staff member certifies and submits their monthly fime statement through the Umoja Employee
Self-Service.

Pre-requisites

Itis very important that you keep an accurate and updated record of attendance for each month so
that the report correctly reflects the leave taken and you can easily verify and certify the report.

Objectives

As part of the demonstration, we will show you:

1/8
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¢ How fo view your monthly time statement.
e How to certify and submit your monthly time statement.

¢ How fo save and print your monthly time statement.

Scenario

At the beginning of each month Umoja sends an automated message to all Staff Members to notify the
availability of the current Monthly Time and Attendance Certification for the previous month.

The Staff Member logs in the Employers Self Service Portal , reviews the absence record and, if consistent
with the actual attendance, confirms the Monthly Certification.

Menvu Path

Employee Self Service SM > Time Management>Certify Monthly Time Summary

Procedure

Start the fransaction using the menu path:

2/8
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Overview - Umoja training portal - T2J - Windows Internet Explorer

mrijja

4 Back Forward ¢ History Fawvorites Personalize Yiew Help

Home Employee Self-Service S

Home = Overview

Welcome to Umoja

2, Click on the Employee Selfi-Service SM 14

Employee Services

Eh"_l &5 Travel, Shipment and Expenses
Guides you ihrough a number of Life and l;._::‘ r 25

Work Events from a birth of a child {o

beginning work al a new company. In the area, you can handie and process

travel requesis, shipment, travel plans, and

EO(ERSE reporis.

® I Time Mansgement. I

Quick Links
In this area, you can use services to record Traveler Work Cenler
your working time, reques! ieave, and dispiay Create Official Travel

your time accowsnd data. Crmate HE Trawed

3. Click on the Time Management. |ink,
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Time Management.

LG NIy 1Savs | utsl 2 UULSJAG LS THATTIUTTRIFINTWI 5F WG L
weeks) pre-delivery period, please bring this to attention of the Human
Resources.

Time Statement
| Certify Monthly Time Summary |

“‘ou can correct errors that originated due to incorrect entries at the time
recording terminal

Certify Annual Time Summary

“ou can correct errors that originated due to incorrect entries at the time
recording terminal

Click on the Eertify Monthby Time Summary |ink.

A PDF report will be produced showing the list of absence types taken and the duration of the leave.
Please note that this is not a dynamic report and will only show the leave taken as of the date of the
generation of the report.

Times Statement Verification Month

um.dmm

Manthly Time and Attendance Certification
Far The Period 01 March 2015 to 31 March 2015

Dufy sialion | Sana’a
Departmend | MR OCHA MO Post
Secton

Inde: ruambey | ZESGEG 16

Org - OSHA CROFO YEM SANAA

Euy e Subaype Humbsr Unit For Paricd

LAroesriiesd Sack bedr:

LR P 200 aays O i B0 0 M 2D

Aniwidl e pocnEl 25 dimE

* ol Dakiredics. a5 &1 31 kiangh 2015

5.

Review the Absence record for the month then scroll fo the end to the page.
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@ If you identify any discrepancies in the absence record, do not certify the Monthly Time
b and Attendance Certificate and take the following action(s):

Missing absence record: close the page and submot an absence request for the
type of absence and days taken.

Leave not utilized or curtailed:If the leave was already approved, follow the
instructions for deleting an approved record. Once your time manager has
approved the deletion, you may re-enter the correct leave fime taken as a new
record and your manager will approve accordingly.

;’J{i‘?“ IMPORTANT: whenever you correct any discrepancies (either by adding missing entries or

L7, by fixing incorrect data) you will not be able to see the updates in the monthly
certification. As indicated earlier, monthly cerfification reports are generated at the
beginning of a month for the previous month. So any corrections made after the report is
generated will be viewable in your quota balances but will not be dynamically updated in
the monthly report, which will always remain statfic. That is why it is important o keep your
aftendance up to date by the end of each month.

Times Statement Verification Month

* Cunda hakances &5 ot 31 March 2015
_ A
i e e vitement B rof coTeCE, P contad your Time Aameesiraion
Al Leaee Batance 215 Days
o HR fof pomeanon
Sach Legve wilh Full Pay 1930 Days
Umncertfied 5L &0 Days
Sack | EEE Wilh Hal Pary 1550 Darys
Hiome Leave Points 1410 Days
o Frm st e o MBSl for Tl BEGn# ApaCina] PRADY W CEITRGT i
Tare Ta

6.

If everything is correct in your Absence Quota balance then select " | confirm that the time
statement for the above specified month is correct."
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Times Statement Verification Month

* Capola ihakances a5 al 31 March 2015

Anrwial Leave Batance 215 Days
gk Linare with Full Pay 1530 Days
Umncertifled 5L A0 Days
Bk L eave with Half Pay 1950 Doys
Hiome Liegr: Poins 140 Days

# lma e Sal B e wsierend o a8 oS Specied mons @ comact,

[Em]]  [em]

7.

_ I e lR

i e e RS M Aol CORC, Pl Sorese your Tirre Adrmresteator

& MR for gompciion

Click on the button to submit your certified Monthly Statement.

ﬁ The system enables you to save, print and display the Monthly Certification as a PDF

document.

Certify Monthly Time Summary - Umoja training portal - T2J - Windows Internet Explorer

umiija
b Hadry Prewhed Perssalis Vi e
w43 | e Seberrce WA

ey Wy oAl

bmpirpre Sl baryre T ¢ Shmreww

H Trani pou for e cootrmetoe. Saievent Dens & opcuind secoaunbalfy

San Q- Vo ey poriar - T3

Welcorm Gaoffroy LALIMAS

Pl Lorme=

Lo wft

Diplord ¥

umm|m

Manthly Time and Attendance Cartification
For The Period 31 March 2018 to 31 March 2018

Dty skt © Sanara
Departmesll . HR DCHA O Pl
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Click on the Back putton to return to the main menu.
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Purpose

This procedure is used by the Staff Member to record their most recent addresses and contact
information to their profile. The types of information that should be recorded are:

¢ Mailing Address, address where mail from the United Nations should be sent;

¢ Permanent Address, where your permanent residence is, which may be different than your duty
station address;

¢ Emergency Contact, name and contact information for the person who should be notfified if an
emergency occurs;

¢ Duty Station, address where you will reside while at the duty station, which may be the same as
your permanent address;

e TDY Address (Temporary Duty Assignment), address where you will reside during the assignment;
e Tax Purposes, address used for tax purposes;

e Family Address (Prior DS), address where your family resides.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer to those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.
1. Staff member adds one or more valid addresses and contact information to their profile.
2. Staff member submits the information.

3. The information is saved and appears in the list of addresses.

1/12
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Pre-requisites

None

Objectives

As part of the demonstration, we will show you:

¢ How fo record your address information in your profile.

Scenario

A Staff Member has taken a position at another duty stafion and needs to enter their new address.

Menu Path

= Employee Self-Service>Personal Information>Addresses

Procedure
L Start the fransaction using the menu path

Employee Self-Service SM>Personal InNformation>Addresses

Overview - Umoja training portal - T2J - Windows Internet Explorer

Home | Employee Self-Senice SM|

F —— [ Employee Self-Service S ]

Home = Owverview

Welcome to Umoja

2/12
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Click on the Employee Self-Semice SM 45

Employee Services

Employee Services
- Map | Directory | Index J
%‘ Staus Overview ’ | Personal Information |
You can display an oweniow of the status of . In this area, you can use $eraces to maintain
your opan processes here. and display your personal data

i Entitlements i Beanefits and Paymeants

3. Click on the Personal Information |jnk.

Department of Management 3/12

Office of Human Resources Management
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Update address information

Quick Reference

Personal Information

Personal Information

Back

* Service Map

8 Personal Information
Personal Data
. Enter, change, or delete your Personal Data
Enter, change, or delete your addresses
Beneficiary Details
Addhiew beneficiary details

Family Members/Dependents
Addhiew family members/dependents

Bank Information
Enter, change, or delete your bank information

Click on the Addresses ink.

Address Data Overview Page

Address Data Overview Page
w AddsemDots [ Sadeg Raswen [ Peemane Adges [ Emmrgucy Contact [ TOV Adtwe [ T Purpmsas
s, Lty b
H s i ] [ . e Dot aet Sieent
i Ao F A Bt e W
Parmgrant AATEL & b5 | A B T L T
E ey Camd & b | PEPTTERT STF == M
iy Gt # s | g G B et i
Doy Haam # a Thchal | nas, Wsttanay 100
5. .
. 1 Duty Station
Click on the L DUty button.

1L iy dcrwns [P 085

oy
Lt
Lt
[resam—_—
[resereegil]
Pt

Department of Management

Office of Human Resources Management
10 April 2015
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Address Data Application

= Walidiey
Emine validity poriod lor ihe Information

& Valed g5 ol Today
Valsd Fiom

Valkd FromTe

 pplication Detaits

6. o
Select the - Valid From/To |y jtton

Address Data Application

= Validity

Entar walidity pavicd for the inlonmation
" Vald as of Today

Viakd From

[* Vaid FromiTe T3 o 20s

i EIRFEEEE] ]|

= Application Details

Select or enter the start date of validity of the address, in this case, 03.04.2015

and leave the default date in the Valid To field. Unless you have a known expiration date of the
validity of the address, in whcih case you could enter it following the DD.MM.YYYY format.
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Address Data Application

Address Data Application

| "G Submit || 3 Cancel |

| El.lulidiqr

Enter validity pericd for the information

" Walid as of Today
Valid From

& Valid From/To

Click on the collapse

Address Data Application

= Application Detakls

Agpplicatron for

Address Details

Country:

House Numbes and Street. =
2nd Address Ling

Cay =

Siste

Postal Code

9.

duty station is in Haifi.

03.04.2015

¥ button to close this section.

Duty Saation

Hmt{
| Hasi

{ Holy See
|Hmduraa
|H-:-'15| Kong
|Hur|g=r'|,'
|Fc.e|am=
Ly ]

Select from the list of options the country where the duty station is located. In this demonstration, the
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Address Data Application

Address Details

Couniry Haiti [

House Mumber and Stroat: = [12 Fue Fausain fer | |
T
2nd Addrass Line ]

City: = [ |

State -|
Puoatal Code

10. Enter the address of the duty statfion. In this demonsiration, enter "12 Rue Faustin lere" .

Address Data Application

= Application Dedails

Applcation for Duty Station
Address Details
Country Haiti =
House Number and Streat: = 12 Rue Faustin Tere
2nd Address Line I
Cay: = | Turgeau, Part-au-Prince
State w_f*ﬂ.p.dl by coia | : .
Postal Coda

11.

Enter the city where the duty station is located. In this demonstration, enter "Turgeau, Port-au-

Prince".
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Address Data Application

i

;E[

Fila Fi Fig Extwenan At e Sacw [ in 61 )

Vihermieds il pctegt B | Tmiim b Conitions |

12. Click on the Terms & Conditions link and review the information.
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Terms and Conditions

* Staff Members must submit complete and true
information. Original supporting documentation
must be retained by Staff Members for five years
from the date of submission and provided to the
Crganization in original form within 30 days of
any request.™ Where necessary, staff members
must use verifiable means of payment, namely
cancelled cheques, money-order receipts, wire-
transfer receipts and original records of bank
transactions.™ Submitting incomplete or false
information or failing to provide complete and true
information as may be requested later will result
in recovery of prior payments, discontinuation of
future benefits, andfor other administrative steps
that may include disciplinary action.™ | certify
that that have | read and understand the terms,
conditions and implications of this submission
and that all information submitted by me is
complete and true.

13. Close

Once you have read the Terms and Conditions, click on the button to return to the Address

Data Application.

/12
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Address Data Application

| acknowiedge and accept the: * Terms & Conditions

14. Click on the checkbox to acknowledge and accept the Terms & Conditions.

Address Data Application

Address Data Application
| & Submit | 3¢ Cancel

r|_‘En&ﬂ-l:.i1'
0 Fill 7 equired entry fields — Display Help

15. - :
Click on the button.

Address Data Overview Page

Address Data Overview Page

ﬁ Data saved successiully

v Address Data [} Mailing Address [, Permanent Address [ | Emergency (

10/12
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16. Message appears that the data was saved successfully.

Address Data Overview Page

= fAuddrom Dais [0 Mty Advews. [ Premament Adcvwns [ Esmergoncy Cosarn [ Doty Somion [ T s [ T Promprnen [ Fmmaly Ativunn [Prae £55)

Aedres Dala
B s Proutal Lacte Caantry Walka Fram e T
=] AL o 12 ¥t
us LRL B R )
us 1 8 i 1112 ey
KE e 003E Erga M
HE o168 1 GRHL ]
L] L]

17. The Valid To date for the previous duty station has changed to one day before the Valid from date

of the new duty station. Click on the Employee Self-Service SM tab to return to the main menu.
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Purpose

This procedure is used by the Staff Member to change their marital status.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.
¢ Staff member changes their marital status through the Umoja Employee Self-Service portal.

¢ Staff member presents original documents offline to the HR Partner.

Pre-requisites

If the staff member got married, divorced or they have been widowed, they must present one of the
following original documents to the HR Partner.

= Marriage certificate, certification of partnership or other certificate showing proof of marriage or
union to the staff member; or

< Death certificate; or

e Divorce decree.

1/12
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Objectives

As part of the demonstration, we will show you:

¢ How fto change your marital status.

Scenario

A staff member gets married and changes their marital status from single to married and related.

Note: The change of marital status request will not be completed unless the HR Partner

verifies the original documentation.

Menu Path

Employee Self Service SM > Personal Information> Personal Data

Procedure
1.

Overview - Umoja qa portal - Q3J - Windows Internet Explorer

mrjja

4 Back Forward ¢ History Fawvorites Personalize Yiew Help
Home Employee Self-Service SM
Overview

Home = Overview

Employee Self-Service SM

Click on the tab.

Start the fransaction logging in the Umoja Employee Self Service Portal.

2/12
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Employee Services

Employee Services

| - Map | Dirsctory | Index

IEE!EEIHH.TREIEIED I
% Status Overview .

T You can deplay an overview of the status of . In this ares, you S8R USE SErvicas to maintain
¥OUF PN processes here and display your persanal dats,

i Entitlements i Benefits and Paymenis

3. Click on the Personal Information |jnk.

Personal Information

Personal Information
Back

- Service Map

‘ Personal Information

Personal Data
. Enter, change, or delete your Personal Data
Addresses
Enter, change, or delete your addresses
Beneficiary Detais
Addiiew beneficiary detais
Famiy MembersDependents
Addiview famiy membersidependents
Bank Information
Enter, change, or delete your bank information

4. Click on the Personal Data  |ink.

Department of Management 3/12
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Fill Out Form Personal Data Details

Personal Data
Name: Ying OTILIA
Index Number: 20007205
Date of Birth: 26.12.1968
Warital Status; Single
UN Official E-mail: someoneg@somegne, com [Update/Creata]
Personal E-mait [Update/Create]

Countries and Nationalities

S. In the Marital Status field, click on the [Lodats] link.

Fill Out Form Personal Data Details
Update Marital Status

Please carify your martal status. It is important to note that marital status change may impact entitiem

Marital Status
i Single

Name: I Warried & Related I
Index Number: 'Widowed
Date of Birth: Divorced
Current Mardal Status: | Legaly Separated
Current Marital Status Effective Date: | ynknown
New Marial Status: |Single [+
New Marial Status Effective Date:  [28.12.1968 |1
Certification

6. In the New Marital Status field, select your new marital status. In this demonstration, select Married &

Related from the list.
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Fill Out Form Personal Data Details

Update Marital Status
Piease certify your marial status. & is imporiant to note that marital status change may impaci entitieménts and benefis

Marital Status
Hame: ¥ing OTLIA
Index Number 20007205
Date of Birth 28.12.1968
Current Marital Status Singls
Current Marital Status Effectve Date: 28.12. 1568
New Martal Status Married & Related | =]
Hew Marital Status Effective Date: | (7812182 [ |
Certification

Select the date your new marital status took effect. Dates can be selected from the calendar by
clicking on the Calendar icon or entered directly info the field using the DD.MM.YYYY format. The
default date in this field is the year of the effective date of the current marital status and needs to be
changed to the new effective date of the new marital status. In this case, enter 1 April 2015.

Fill Out Form Personal Data Details
Attnchments =]
Update Marital Seatus |

Fagse cert®y yror macbil distan | m eoofiss! bz acte el macfe alslun change may readt priferecly and bera iy
Rariiel $atan

[ ing QT
e e F b
Cap 5P e AL i

Click on the Attachments expand (Bl button.

Fill Out Form Personal Data Details

Atnchmaent
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o
Click on the Attachment expand j button.

Fill Out Form Personal Data Details

10. Glick on the button.

Fill Out Form Personal Data Details

* hlwchirenl Typn |Gl Afactrwem [¥ _\IH-H Caersl

11, Glick on the | Browse... |pytion.

Choose File to Upload

Mame Date modified Type Cire

1] girth Cestificate I7/01/2005 612 AM  Adobe Aciobat [ 70 KE

qt_hhmlg: cenicate | 08/02/2015 1:29 "M Adobe Acrobat [ 123 KB
1 PHP XM Adobe Acrobat D 123 KB

Ifj..'_ TOR 04022005 1:29 P Adobe Acrobat D 123 KB

12. Select the document to attach. You should upload PDF documents only.

6/12
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Choose File to Upload

1 Marriage eertificate DLO220151:20 M Adebe Acrabat D.. 123 K8
L pHP 4/02/20151:29 P Adobe Acrobat D 123 KB
Tor MAZI5129 PM  Adobe Acrobat D 123 KB |
e certificate - |AlFies (1) -
' I
[ open o]l [ Cance |

e
Click on the button.

Fill Out Form Personal Data Details
R — i
Anachmen !

e I

14. Click on the button.

ﬁ The system will not let you submit the form unless an attachment has been uploaded

Department of Management 7/12
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Fill Out Form Personal Data Details

Attachment

[ WsersiDeskiopiAttachments\Marmage certi!
Add Attachment ,_-:-':_-:;?a- -'_-':-*.'a-:; e '

Update Marital Status

Please certify your marital status. k is important to note that marital status change may impact entitle
Marital Status

15. Select the document you just uploaded and then scroll fo the bottom of the page.

Fill Out Form Personal Data Details

Certification

I, siaff member, cartity thal the informalion that | have provided is correct and up lo date, and thal any Talse cerfication of information
| m ads0 aware of my obbgaticn o inform the Organization of sny change in any sfusticon that would have sn affect on my famiy stal

Moreaver, | acknowiedge that | may be required 1o provide supportng documentation af any time io OHRM, 0I5, or other designated
discontinuanca of ihe impacied entilement, and could result in discipnarny action

[ T8y cicking on this bex. | am certitying the avove. |
Document Attachment Acknowledgment:

[1 1 confirm that | have afiached the relavent documents.

(4 Back |

16. Read the certification and then click on the checkbox to acknowledge and accept the terms of

certification.
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Fill Out Form Personal Data Details
Certification
| sialf member, certify thal the mformation that | have provided s correct and up 1o date, and thal any false certification of info
| am also awane of my oblgabon {o inform the Drganizaton of any changs in any sfualion thal weuld have an affect on my far

Mcrecyver, | acknowiedge that | may be required io provide supporiing documentation st any time o OHRM, QI05, or other desig
discontnuance of the impacted entitlement, and could result in discipinary action

[Ty cicking on this box, | am certifying the above
Document Attachment Acknowledgment:

| L]t confirm that | have aftached the relavent documents. |
[4 Back |

17. Click on the checkbox to aknowledge that you have attached all relevant documents. Then scroll
fo the top of the page.

ﬁ The system will not let you submit the form unless both undertakings have been
acknowledged.

Fill Out Form Personal Data Details

Fill Oout Form Personal Data Details

[q]
3 1 | 2 3

Fill Qut Form Review and Send Confirmation

4 revious [Ne ]

Attachments

18. Click on the button to continue the fransaction.
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Review Form Personal Data Detalils

Updato Maris! Stanes

Pt cartify v fair el dlirtan 1 a rmelad i st Pl mer B8 aletos CRacpr fay ot eilietedn ol bt

Ularmal Lratan
L Vg TLI
Pl n b )
Dt 31 B LA
Larrir® Ui B B2k i
Lwre Uarks 2atan EMecSrg Dafe 28 02 19080
brw Usrind St Uarradd I Rewsd
Mrw Uigrind Giatoy [Meches Date  £104 201
Cpatria s
| BT P Loy P T P e Tl | e B led @ Covrnil BA0 o 19 Bate | i TR S R o = Wihes aF VIR Cpatie b Py S B AL
= nins pwen aF Py phinatee B e lors B Depamd fiee Bl aey ERacm nomry sl Bl areuid baee B e i ey Teewy ilitun ped Droerdesoy Aw gy o

Vzrecumr | pciocsisdge Sl |y S0 regar e b provel lSgoetng Scumwrtries o @y b b OeSY D05 o ceer Sangraped oftce for membonng or gedbrg perponrs Uy tekew
SmcEriraasce ol B PEaced prifemeer g Could TRk £ SEcpirany Boion
W By ERArg o B S 0 e cerifirg B gk

19. Review the information entered , if you need to make any corrections scroll to the top of the page
and click on the Previous button.

Review Form Personal Data Details
LAEspiidYy I e d L LU

w—1] 7] g

Fill Qut Form Review and Send Confirmation

|1 Previous |I Send g

Attachments

Attachment

20.  Click on the I[S=nd i button to sumit the form to the HR Partner.
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Personal Data - Umoja ga portal - Q3J - Windows Internet Explorer

umiija

Forward # History Favorles Personalize View Help
1-::1 Employee Self-Service SM

Overview My Workist

Employee Self-Service SM > Overview

Step Completed

l 'g] Data sent (process reference number: 000000000722 I

w I a

> ' 2 3 -

Confirmation

21. A message appears indicating whether the request was sent successfully. Click on the | Back putton
to return to the Employee Self Service main menu.

11/12
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Purpose

This procedure is used by the Staff Member to nominate beneficiaries and indicate the percentage of
their entitlement.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer o those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Infended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.

¢ Staff member nominates one or more beneficiaries through the Umoja Employee Self-Service
portal.

¢ The staff member prints the beneficiary (P2) form, and signs it in front of the HR Partner.

¢ The HR Partner counter signs the form, places it in the staff member’s file, and approves the
beneficiaries in the Umoja Approver Work Centre.

Pre-requisites

None

1/10
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Objectives

As part of the demonstration, we will show you:
¢ How fo nominate beneficiaries

e Print the Beneficiary (P2) form

Scenario

A staff member designates three beneficiaries and indicates that they are entitled to 50%, 30% and

20%, respectively.

Menu Path

Employee Self Service SM > Personal Information> Beneficiary Details

Procedure
1.

Start the fransaction using the menu path:

Overview - Umoja qa portal - Q3J - Internet Explorer

-
4 Back Forward ¢ History Favoritez Perzonalize WView Help
Home Employee Self-Service SM
Overview J

Home = Owverview

Welcome to Umoja

2/10
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2. )
Click on the Employee Self-Service SM link.

Employee Services

Employee Services

- Wap Dreciory nden

%h Elatus Dvorview ‘ | Prrmenal izt |

fou Can Ssplay a0 oeerviees of e sfatus of your open - In thes area, you Can use services io manian and dsplay your
ErRcrae Rane prreieal dafa
3. Click on the Personal Information |jnk.

Personal Information

Personal Information

Back

 Service Map

s Personal Information

. Personal Data
Enter, change, or delete your Personal Data

Addrezses

Enter, change, or delete vour addresses
I Beneficiary Details I

Addiview beneficiary details

Famity Members/Dependents

Addiview family membersidependents

Bank Infermation

Enter, change, or delete your bank information

4- Click on the Beneficiary Details |ink.
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Fill Out Form Update Beneficiary Details

1P| ey 0Ll Chamge
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5.

In the Name column, enter the first and last name of the beneficiary you want to nominate. In this
demonstration, we entered "Vivienne Every".

Fill Out Form Update Beneficiary Details

L ey -
. N e —— T i wkwag ey A g T Vi
[ Bpmaa e w - B

6.

In the Email column, enter the email address of the beneficiary. If the beneficiary does not have an
email address, leave the field blank. In this demonstration, we entered "VEvery@gmail.com”.

Fill Out Form Update Beneficiary Details

PRI [t &1 Linill Chabger

L (2] s st P Capued prrT e g ey ) =
Viwsn Evar B e 1202 1844 w1 o
8
Coretn

In the Date of Birth column, select or enter the date of birth of the beneficiary as it appears on the
birth certificate or passport, using the DD.MM.YYYY format. In this demonstration we entered
"12.12.1940."
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Flll Out Form Update Beneficiary Details
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8.

In the Gender column, select the gender of the beneficiary from the list. In this demonstration, we
selected "Female”.

Fill Out Form Update Beneficiary Details

L T ELPY S et

i, Fmmd Dt af B
wumed | ey

=
gt - T Cam
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iﬂ'ul-\hu--qul 1
-

9.

In the Address column, enter the full mailing address, including zip code (if applicable) and country.
In this demonstration we entered " Rue Liberte' Port-au-Prince Haiti".

Fill Out Form Update Beneficiary Details

(PRAOEN) Dwie of Land Changs
B e i Dwiw of B T Addrr Prorg Brwicrate
e T ewy W rerpigmal can 1217 vy T

e (R ™
-
=

10.

In the Phone column, enter the phone number where the beneficiary can be reached, include the
country code and area code (if applicable). In this demonstration, we entered "5095681265".
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Fill Out Form Update Beneficiary Details
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1. In the Relationship column, enter your relationship to the beneficiary. In this demonstration, we

enfered "Mother".

Repeat the above steps for each beneficiary you wish to nominate, In this demonstration, we
added two additional beneficiaries.

Fill Out Form Update Beneficiary Details

LGOI Dee #f Last Chasgs

[F ] [ o st B [ - Praeg Eaieineaby s (] *
T W rplieal i 13 13 158 Pyl 7 e Ll P i P Rl S Eme L
Pt £y B seryormd com o34 1 Wpn * g Lty Port g Peron Ml Spusagvim Broifepr 4
Zarw Dok Coubaanl om (AL =R1 e v T Urbacinly O, Dfwwa O Cosndas 0100 500 4] .= tpn o) Frwad -
® =
Cera
12.

Once you have listed all the beneficiaries and their contact information, proceed to the Share
column and enter the percentage of benefits you wish each beneficiary to receive. The total
percentage of all the beneficiaries must equal 100%. In this demonstration, we will assign the
percentages of 50%, 30% and 20%, adding up to 100%.

6/10
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Fill Out Form Update Beneficiary Details

Fill out Form Update Beneficiary Details

-

n T :
FIOUtForm  feview and Send

|4 Previous I Ilﬂf‘ I

13. Click on the button.

Review Form Update Beneficiary Details
T A L LB B N A L] A =
Fesmm L LSERTE, PONT i IRCE AT o UOTSER
dodddinisd  pROTeER

[ovins by VEIRVGOMALESM 32 i
_l-uhnq- [y Sinia. Sowi LR 81 Uy
| CUBEGAD DOM ¥1E2 18 Pemam

U LBERTE, POIT A el HATI

I URRANDALE D8, OTTANK OF CARADE W0 NG T rarsn

-*Hl:i

|
__I
§ bty Tk ot e dagratoen. o bana oy macs Fy P b S parpoas b | Teaares Ful oght 13 e o7 Crangd ary besa fomey g

It Pl o b o e mdee o conelet i 0ry BTN S maere a0 borm prescTites by T Unbed fastora

14. Click on the button.

ﬁ Accurately review the information and make all necessary corrections of any errors. You
need to click on the PRINT button and print the form now as the system will not let you print

the form once submitted.
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Print Form

Print Form

#F | UNITED NATIQ

To b compiesed

L b drod Mlidle Ulkidon Serrmams P EVEEY Endam Mo b ] Bam O 1758108
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15. %
Click on the Printer icon to print the form.
ﬁ You may have to hover over the top of the Print Form to display the Printer icon. You can
also save the form by clicking on the Save icon.
Print Form

The e of ey emScey who o predecescs me wkall be Sntnbrated sqmally mooag e varrvmg banefcimmes o po sy o e
rereboer. B oo wenvive oo, thes the actine assorss whall po o zzy esom.

T borwbry revcks alll the prevsous desipmations of banaficiary mads e oo for i purposs and [ ressre the righe so revols or changs: sy
aneSary wrethout wits bis or bar keowisdps or consent & mv oo m e maoner and form preccobed by the Ustind MNatom.

Spranare of S SET Rt (To b S5m0 e of 0 Wil Dekos Cam

WITNESS
Lhwhqw&ﬂmumnﬁum ey o2 u%w.hwﬂuﬁfilmnﬁmm.uﬂarr

presance by e sl mesbor hevmg dow poned by or bar besefioarios st

16. Once the form has printed, click on the L8] button to return to the designated of beneficiaries
screen.
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Review Form Update Beneficiary Details
Review Form Update Beneficiary Details

> 1 2 -4
Fill Qut Form Review and Send

Attachments

Beneficiary Overview
17. Click on the [ 5&nd K| button to submit to the HR Partner.

Beneficiary Details - Umoja qa portal - Q3J - Internet Explorer

Home | Employee Seli-Service sm]

Overview My Workl{ Employee Self-Service SM l

Employes Self-Service SM > Overview

Step Completed
Data sent (process reference number: 0000000007E3)

Dizplay Message Log

18. Click on the Employee Seli-Service SM {5 to return to the main menu.

@ Remember, the beneficiary information entered in ESS will not be approved and legally

£ valid unless the signed ESS copy or P2 form is submitted to the HR Pariner for counter
signature. If you fail to countersign in the presence of the HR Partner, the previous
beneficiary information on file, if any, will be the only valid legal document for beneficiary
purposes.
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Purpose

This procedure is used by the Staff Member to submit a request for rental subsidy. The steps are the
same for rental subsidy outside North America and Europe and rental subsidy in North America and
Europe.

Reference

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference, the fraining simulation and Factsheets are provided for information and
navigational purposes only. The United Nations Staff Rules and Regulations, and Administrative
Instructions are the authoritative documents on this subject and staff members should refer to those
documents for the complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.

1/24
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Application self-

Submits certified and disbursed
request
— Staff member receives
notification and
reason for rejection
Staff Member/

HR Administrator*

Staff member receives
notification

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

** Types of rent

. Standard rent: When the rent claimed is for a single accommodation for the duration of the lease, with or without a broker's fee.
. Shared rent: When accommodation is shared with someone other than the spouse.
. Combined rent: When the rent claimed is combined for multiple accommodations.

If a rental subsidy is not automatically approved through ESS because the applicant has submitted an
application for force majeure, sharing with someone other than spouse or combined rent, the HR Part-
ner is responsible for the following actions:

1. The HR Partner reviews the policy and guidelines to verify staff member's eligibility to rental subsidy.
2. The HR Partner reviews the staff member's submitted application and documentation

3. The HR Partner approves or rejects the application. If approved, the disbursement will be made.

Pre-requisites

e Prior to submitting the rental subsidy application, you need to ensure your duty stafion address is
updated with the details of the address on the lease. Please refer to the quick guide on how to
add or update your addresses before you start the process of submitting a rental subsidy
application.

¢ Original signed lease agreement and subsequent lease extensions;

e Copy of first month's rent receipft;

* Confract or agreement with the broker; including real estate broker’s license number and fee, if
applicable;

e Original receipt for payment of broker’s fee, if applicable;

e Electric bill, if the electricity is not included in the rent.
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Objectives

As part of the demonstration, we will show you:

¢ How fo submit a new request for rental subsidy.
Scenario

A professional level staff member submits for the first fime an application for rental subsidy, they pay a
broker’s fee and the rent does not include the cost of electricity.

Menu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Entitlements > Check Entitlement Eligibility > Apply On-line
Procedure

1. Start the fransaction using the menu path

Overview - Umoja qa portal - Q3J - Windows Internet Explorer

umiija
Cack gard b _Hilany Favoriss Personalize View Help

]

Home Employes Seli-Sarvice SM

Home > Owvervew

Welcome to Umoja
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Submit a first time request for rental subsidy
Quick Reference

Employee Self-Service SM
Click on the

Employee Services

Employee Services

tab.

- Map | Directory | index

Status Overview

“ou can dsplay an overview of the status of your open
processes here,

In this: area, you can access io your entiiements

Lite and Work Evenis

Guides you through a number of Life and Work Events from a
birth of & child 1o begnning work at a new company.

Click on the Entitlements .,

Entitlements

Entitlements

€

©
we

X

Personal Information

n this area, you can uSE Servi
personal data

Benefits and Payments

Display the plans in which you
new benefi plans, and downio
Desplay your salary stalement

Travel, Shipment and Exper

Back

|'Servinnllql

Entitlements

il il il

e

Department of Management
Office of Human Resources Management

1 April 2015
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C“Ck on The Check Entitlement Ellﬂlbm |iﬂk.

Entittement Summary Launch Page

form Education Grant

This service i currently unavaiabe Please contact your HR Pariner to submit 8 new application and io
seflle prior apphcations. You will be nofified when this becomes avaiable in ESS

Rental Subsidy

The rental subsidy and deduction scheme is designed o provide egquily in acommodation expenses
amoung UN staff in duty stations where rents vary consideraby, and to alleviate hardships of staff
facng higher than average reni costs for reasonable standard accommodations.

| Morg mformatoen |

S. Click on the LAosly On-line | fink.

Rental Subsidy Overview Page

Rental Subsidy Overview Page

- Rental Subsidy ||__, New Rﬂquest|

.
Rental Subsidy Mew Request ]

B. Edit Delete Yalid From
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Click on the | L New Request | ) .

Rental Subsidy Application
Rental Subsidy Application

[ sube | sevite || 3 cancel|
= Appicatson Detally

Enter Validty Period Tor your Application

Vi From: * Iu:m:»:-!sl 15} Valed To: *
Application Details

Calect Reanos Tor your Agphcabon - Dwwaling Aent Type
Rarriyraamant Applcaion Tygs * SCHEUA & Seiect if Force Wajpure

Select or enter the Valid From date, using the DD.MM.YYYY format.

The valid from date is the first day of the lease agreement or the first day following the end of the
period of payment of the daily subsistence allowance element of the assignment grant, whichever s
later.

Rental Subsidy Application

e e e

—mat Frem

- |
]

N e B

Bamin me Twmim

R T - iy B ™ ypa -

Select or enter the Valid To date using the DD.MM.YYYY format.

The Valid To date is the date the lease expires.
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Rental Subsidy Application
Rental Subsidy Application

[ Submi |[ Semuiste | 3 Cancel |
= Applcation Detads

Enter Validity Period Tor your Application

Wakd From ™ 0404 201% m Wakd Ta: ®

Applicatson Details

Sk Fnman ot yoor Amplosion | | Diweling Rent Type
Rembeanaman Appheaion Typs ™ Frad Submasicn Eslecy ¥ Force Magsure
Resubmmann
Crangs n dwaling
General Details Change n Famiy size

*an N HSysng & an
Current Dusy Sison L T Ayl Diste: 8l Duty St

Crangs i Real {Lame S elng|

Hurar af Desdndens 1 Hustes of Depetaents

Select the reason for your application from the list of options. In this case, select First Submission

- select when this is the first fime an application is being submitted. This option
is selected in this scenario.
- select if the application is resubmitted because additional information or
attachments have been added to the application.
- select if your residence address has changed.
- select if the size of your family has changed.
- select if you have started to receive housing assistance.
select if there is any change (increase or decrease) in the
amount of rent you are paying. This option may be used when you are given a rebate in rent
or the regular rent you pay changes for any reason.
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Rental Subsidy Application

Vakd Ta: * 3.03.20186 [D
Dweling Rent Type: I | ':
Select if Force Majeure | Leased Commercialy

Sublet

Low -cost Rent from UN
Low-cost Rent from Govt / Institution

friee
Arrrsal Date at Duty Station Frowide Dy tM
Provided Free by Gowvt / institutson

Humber aof Dependenis Living Away

10. Select the dwelling type from the list of options as follows:

- select when you are renting from a commercially owned building. This
option is selected in this scenario.

- select if you are renting from the tenant and not the building owner.
- select if you pay rent to the UN at a substantially lower rate than the
average rent for the duty station.
- select if you pay rent to a Government or a related
institution at substantially lower than the average rent for the duty station.)
- select if you receive free residence from the UN.

- select if you receive free residence from a Government
or a related institution.
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Rental Subsidy Application

Rental Subsidy Application

o St |t | M L s
T ]

T e

L L)

st P e in s - a L o B B

11. The schema displayed in the Reimbursement Application Type field is pre-selected and based on

your duty station. This will be used to calculate the conditions of the staff member's rental subsidy.

Select Force Majeure - if there is a change in dwelling.

Current Duty Station - this is pre-populated with the location of the duty station.

Arrival Date atf Duty Station - this is pre-populated with the date you arrived at the duty
station.

Number of Dependents - this is pre-populated with the number of dependents you had as
of the time of the application.

Number of Dependents Living Away - if any dependants are not living with you at the duty
station (including if they are studying away from the duty station) enter the number of
dependants who are living away in this field.

Rental Subsidy Application

Housing details

Lease Begin Date | lor.042005 B |
Maonthly Rent 0.00| [USD s
Brokers Fas Paid Date 28]

[] Select if slectricly costs ncluded in rent
Select if residence shared with anyone olher than Spouse

12. Select or enter the date the lease starts.
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Rental Subsidy Application
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13. Select or enter the expiration date of the lease.

Rental Subsidy Application

Housing detalds
Lease Bagin Date 01,04 2015 _|h Lease |
Wiy Fent | | 20| L!SD m | 3 Braker
Brokers Fes Paid Db UL = Inpeut field - Floating-Podnt Number - Specify

D e e e T DT Ty Te frppur

14. Enter the amount of rent you are paying and in the type of currency. In this scenario, the staff
member and the spouse are living together, so the total amount of rent is entered.

If the residence is shared with anyone other than the staff member’s spouse, you must enter
only your share of the rent and the total rent.

If you are eligible for rental subsidy for multiple accommodations, you must enter the
combined rent of both locations.

Rental Subsidy Application

b M

Labd B Dl L] | o} Lbaid F i Ed iy 1 e | =l
R T a Ir\-:l-rr-c“-o.ﬂ ] e a l
Brosey e Faa D sl

15. Enter the amount paid to the broker and in the type of currency.
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Rental Subsidy Application

Housing details
Lease Begin Date 01.04 2018 ;lﬂ Lease End
Monirdy et 7200 [USD . Brokers Fi
Hrokers Fes Paid Date | o1.04.2015 | 18]
| 0 setect if siectricsy costs menised inrent | Brokers Fee Paid Date -_!"I:LI'-e'é_'-_ l""u_!.’! 'P'
16.

Select or enter the date you paid the broker's fee.

Rental Subsidy Application

Houwsing detsly
Lonse Begn Dale 01 G 2005 ﬂj Lease End Date
Misnthty Rt 7200| [UED I Brakers Fae Ameunt
Brokers Fos Paid Date 0154 2015 IS

Salbet il lectncly couli Plided @ Feal
Seiect if residence shared with amyone ciher thes spouse
St if e Soum SBOvE B CHmErE far Mubol SCCOMTOOAtE"

17. If applicable, select any of the following options:

- choose if the rent amount includes the electrical
cost. If chosen, you will be asked to enter the number of bedrooms in the residence.
- choose if you share the
residence with anyone other than your spouse and the lease is in your name.
- choose if you
maintain two residences and are claiming rental subsidy for both.
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Rental Subsidy Application

Houging dotals
Lease Bagn Date 01 54 2015 i1 Lease End Oute
Manthdy Fest 00| | UED m, Browers Fee Amoent
Birgkera Fee Pad Date 01 842005 h

Send il sncircty towla Bipded ik rest

St if reddense SRArET Wit Bang Sher s aptute

Skt if enl Mnoum ABGve B COSEwed for Mubpie §CCoMMadaiond

Landiond Informatsn

18. Click on the _Duty Statien Address | 5 tton to view the address.

Duty Station Address

Details of Duty Station Address

Care of / Name:

House Mumber and Street: 850 Central Pa...
2nd Address Line:

City: MNew ork
State:

Postal Code:

Country: UN

i

19. Verify that the Duty Station Address corresponds to the Lease. If not, then you will need to update
the Duty Station Address before submitting your request for Rental Subsidy. Refer to the quick guide
on how to update Addresses.
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Duty Station Address

Duty Station Address =1E3

Details of Duty Station Address

Care of / Name:

House Mumber and Street: 850 Central Pa...
2nd Address Line:

City: MNew ork
State:
Postal Code:
Country: UN
£
20.

Click on the button o return to the Rental Subsidy Application.

Rental Subsidy Application

Lasdliard Wforrmassn
| Lsstowers resme: = R Eonn | Hosse number -
AR ettt Street *
Pesitil Conti —_
Pate ", Comritry: =
Teiphont humber Emal id

21.

Enterenter the first (given) and last (family) name of the landlord.

Rental Subsidy Application

Ll d bt
el b Ergp brwas I v e T [T
gt b e

Fesla Canle Cap *

R v L [F T

22. Enter the House number only where the landlord resides as it appears on the Lease.
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Rental Subsidy Application

[

LT By Peund b (T
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Bl 0 Cowiry * o
Tawgrord S D et
23.

If applicable, enter the landlord's apartment number.

Rental Subsidy Application

Larais d bt vl

w1 b Erp brmas P e [

T i ™ Lo (LR |
Fealn Lt i
e s Cory * -
LS L [ 1

24.

Enterenter the name or number of the street where the landlord resides

Rental Subsidy Application

Ly b g e e e T
N » v b frvm
e — I J—— I
- [} - 2 v
“amp [

Enterthe name of the city, provinces, parishes, etc. where the landlord resides.

Rental Subsidy Application

P s S

L Erp b e [T

B ™ B 1
Ftom Lo Eap * s v
za [n ] Emiry b b
Cwmre b [ n

iea
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26. Select orenter the name of the country where the landlord resides.

If applicable, enter the email address of the landlord.

@ Additional information can be entered in the field, such as, in the event you are

L= receiving some type of housing assistance other then through the UN, you must indicate
the amount of money received and the source. You may also use this field to add any
remarks you may want to have on record on this application.

Rental Subsidy Application

« Attachments

[ Upload]

chon _1 File Name

27. Click on the button if you want to attach any of the following documents:

Original signed lease agreement and subsequent lease extensions;

Copy of first month’s rent receipft;

Contract or agreement with the broker; including real estate broker’s license number and
fee;

Original receipt for payment of broker's fee;

Electric bill
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@ Remember that even if you attach the documentation, the original documentation must
be kept for 5 years and you will be required to present it to the HR partner upon request.
Failure to submit this documentation when required may result in recoveries and possibly
disciplinary actions.

Upload New Attachment

|| &DWSE“.l

28. Click on the button. The Choose File to Upload window will open.

16/24
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Choose File to Upload

& Choose File to Upload =
O & |- & b Attachments for Simulations - | 3 | | Search Attachments for Simul. J2 |
Organize *  Mew folder &~ 0 ©

= |l Adobe Acrobat Document 7%
W Favontes r o
| Electric Bill (Rental)
B Desktop Adobe Acrobat Decument
B8 Downloads o B sake
%l Recent Places Ly ESS Q3J logins - need quota
@_1 Microsoft Excel Workshest ]
:ﬂ Libraries . 14.5 KB o
-_:' Documents Lease
3 | Adobe Acrobat Document
o Music B s39 kB
=] Pictures
THarmage Certmicate
. Videos Adobe Acrobat Document
__Bssike
B Camouter - T PR . o
File name: - |Allﬁies['.'] ']
[ Open {V] [ Cancel ]
29. Select the document. You should only upload PDF files.
Department of Management 17/24
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Submit a first time request for rental subsidy

Quick Reference

Choose File to Upload

g TR -.--»-F'ﬁ: E‘ﬁ :-['-. ~~=1'|:

OD |—j. v Attachments for Simulations

@

- I i?-l r Search Attochments for Somul

2l
Organize = Mew felder g~ 0 @
- BN Adobe Acrobat Document a
W Favorites I
Bt | Electric Bill (Rental)
Bl Desktop Adobe Acrobat Document
B8 Downloads o B sake
% Recent Places il Ly ESS Q3J logins - need quota
|_| _IJ. Microsoft Excel Worksheet
=4 Libraries — 143 K8 =
+| Documents | Lease
J’ Mhusic | Adobe Acrobat Document
__ _Baxe
b= Pictures
ﬂ Marmage Certificate
Videos Adebe Acrobat Document
_ B ssike
‘B Camnoter - Pl o il P i ol
File name: [ease - |ﬂl Fibes (*.") "]
| Open ]'r] [ Cancel ]

30.

Click on the button.

Upload New Attachment

Upload Hew Attachment

|C:\UsersiLinda.Santana\D{ || Browse.

Department of Management

Office of Human Resources Management
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31.

Click on the button to upload the document.

ﬁ The document has been attached. Repeat the steps for each required document.

Rental Subsidy Application

* Attachments.
Action File Name
[ Lease pdf
R
32. Click on .[erms. & Conditions link.
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Terms and Conditions

Terms and Conditions E m

* | have dizclosed all reguired documentation
with respect to my reguest for rental
subsidy.*® | certify that the statementz made by
me and the information provided by me on this
form and the attached documentation are true
and complete to the best of my knowledge and
belief. | understand that anﬂ falze statements
or the withholding of any relewant information
related to this reqguest for rental subsidy may
provide grounds for immediate termination of
applicable allowance, recovery of related
payments az well az administrative and
dizciplinary action, including dismis=sal. |
acknowledge that | am reguired to retain all
supperting documentation for five years and
mu=st be ready to provide the documentation at
any time during that period to OHRM, 0105, or
other dezignated office, for monitoring or
auditing purposes.

i

33. Once you have read the Terms and Conditions, click on the button to return to the Rental

Subsidy Application.
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Rental Subsidy Application

= Attschmenis
[} Upload
Action Filo Name
i | Lease ool
| scinowiedge and accept he: *  Terms & Conditions |
34.

Click on the checkbox to acknowledge and accept the Terms & Conditions.

@ By clicking here you are acknowledging your responsibility to retain and produce all
documentation within 5 years of the date of the application.

Rental Subsidy Application

| Subsidy Application
||m|§r--—u?em

| Send }
[ Dty Stabion Address |

Landlond Informatsn

Landiced's Hame: * Regi Brown House r
ampartienit Mufber TB Sansel
35. Click on the |2 Submit | button.
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Rental Subsidy Overview Page

Rental Subsidy Overview Page

[_ﬂ_ Data saved success fully

= Rental Subsidy [} Mew Request

Rentsl Subsidy

36.

A message will appear indicating the submission was successful.
In cases of force majeure, shared rent or combined rent, the request is routed to the HR Partner for

approval. These types of requests will appear on the "Request in Process” until they have been
approved by the HR Partner.

All other cases will be self-certified and approved automatically, so they will not be appear on the
"Request in Process".

Check Entitlement Eligibility - Umoja ga portal - Q3J - Windows Internet Explorer

umiija

1 Back wd ¥ History Favontes Personalize View Help
Home Employee Sell-Service 5M

[Employee Self-Service S
GGt My Workl Employee Self-Service Sh l

Employes Self-Serice SM > Ovendew

Rental Subsidy Application

|_II§.! Suhrﬂilt_”Ei_rmla‘te ]ri_ﬂan:el ]

Employee Self-Service SM

Click on the tab to return to the Employee Services menu.
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Purpose

This procedure is used by the Staff Member to add their spouse as a household member or dependant.
The UN only recognizes one spouse, but you may use these procedures to add additional spouses. In
this case, the additional spouses will have the status of household members and will be non-
recognized spouses for UN purposes. Only the recognized spouse can be a dependant, provided all
requirements for dependency are met.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer fo those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Infended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.

Verifi Staff member and
. . grl.les . ues\ receives notification
Submits original original Submits Receives and reason for
documents offline documents request , request rejection
- : >¢ >UMmeja——,
Staff Member/ Staff Member/ v Staff receives
. HR Partner, . HR Partner, € e
HR Administrator* / HR Administrator* / "eg,, notification of
HR HR Sst approval
Administrator Administrator

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff member presents offline all original documentation to the HR Partner or HR Administrator.
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2.
3.

HR Partner or HR Administrator verifies original documentation.

Staff member submits a request to add a household member and dependant through the Umoja
Employee Self-Service portal. All required documents that have been verified by the HR Partner
are attached to the submission

HR partner reviews request.

a. If the HR partner approves the submission. The spouse appears in the staff members’ Family
Members/Dependents list.

b. If the HR partner rejects the submission. The staff member is notified and the request is removed
from the Request in Process section. The staff member must create a new request with the
correct information and submit it for approval.

Pre-requisites

Present required documents to HR Partner prior to submitting request for verification of originals.

2. For establishing your spouse as Household member”
¢ Passport for the spouse showing date of birth and nationality; and
e Marriage certificate, certification of partnership or other certificate showing proof of
marriage or union to the staff member;
3. For establishing your spouse as a Dependant, the following document and verifications are also
required:
¢ Spouse’s annual wage statement demonstrating that the spouse is financially dependent (i.e.
tax returns or pay stubs showing annual income below the established threshold to consider
the spouse financially dependent, etc.). Refer to the Factsheets for the maximum earning
thresholds.
e Verify that your marital status has been updated in Personal Information, refer to the
applicable Quick Reference for instructions.
¢ Verify that you are not in receipt of secondary dependency allowance for a parent or sibling.
Remember that if you have a secondary dependant, you will need to request to discontinue
their dependency before you can apply for the dependency for your spouse.
Objectives

As part of the demonstration, we will show you:

How to record your spouse as a household member.

How to declare your spouse as a dependant.
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Scenario

A staff member was married on 4 March 2015 and submits a request to add a spouse as a dependant
along with the required documents. The staff member has not claimed their parents or sibling as a
dependant and the spouse’s income does not exceed the maximum earning requirements to be
considered a dependant. Refer to Factsheets for the maximum earning thresholds.

Menvu Path

Requests to add a spouse as a household member and dependant can be submitted using any one
of the following menu paths:

 Employee Self-Service>Personal Information
*  Employee Self-Service>Entitlements

 Employee Self-Service>Life and Work Events

You may use any of the three routes to access the dependency page, but for this demonstration, the request
will be entered using the Employee Self-Service>Entitlements menu path.

Procedure

Start the fransaction using the menu path:
Employee Self-Service>Entitlements

Overview - Umoja qa portal - Q3J - Windows Internet Explorer

mrjja

1 Back orward ¢ History Favorites Personalize View Help

Home I Emploves Self-Service SM I

Overview [ Employee Self-Service S l

Home = Overview

Welcome to Umoja
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2. Click on the Employee Self-Service SM tab.

Employee Services

Employee Services

- Map | Directory | Index

Status Overview

“ou can display an overview of the status of vour open
processes here.

I Entitlements I

In this area, you can access to yvour entitlements

Life and Work Events
I

3. Click on the Entitlements link.

Department of Management 4/20
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Entitlements

Entitlements

Back

* Service Map

B Q Entitlements
oy | Check Entitiement Eiiaibilty |
Check your entitlements eligibility

4. Click on the Check Entitlement Eligibility link

Entitement Summary Launch Page

Add Dependentousehold Members

Cependency benafis are paid 1o 1211 members upon UN recogniton of an elgible spouse, chid or secondary dependent
{ parent or aibing ). Dependency benefits afe paid siher 4 ‘dapandént rabe’ of base salary and post aduatment, or in the farm

of a flal slowance

Entitlerment Travel

Dlimbin win b reasiare maie soabfs ber Tracosl an doaras | asce Fesds el B10 and Bacares BT Cewd miboed wmoe ees

5. Click on the Apply On-line link.
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Family Data Overview Page

Family Data Overview Page

~ Family Data [E Speuss & nel.nzmq.l [ chaa [ Step Chia J L Men-Recognizea Spous | [ Fathar [ Mokhs

Spouse Bl Rel.-Recoq. §

Family Members | Depende
E. Famiy Wember Edit Datete First Name
6. Click on the Spouse & Rel.-Recog. button to add your spouse.

@ The United Nations recognizes only one spouse, additional spouses can be added as
= household members by clicking the Non-Recognized Spouse tab and following the

same procedures.

Family Data Application
Family Data Application

D St | 3 Casowd

= Imatructons

+ Apsplstie Delads

Eniwr Vabdity Frriced for yosr Appicatan

winld Free *

7. Select or enter the Valid From date, using the DD.MM.YYYY format.

Valid From date in most cases is either:

Date of marriage as it appears on your marriage certificate; or
Your Entry on Duty date, if you are submitting the request after you were appointed or
reappointed (otherwise, your HR Partner would have added them as dependants at that

fime).
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Family Data Application

Appacaton for Soavse & el -Fecag
Mame Birth Dats
Firat Hame: * | [Fready Gender *
ki M Farst Marmes - It i - Rngg First Marmee | I PO
Lt Hame: Country of Brih
Hare w Barix
Brirpiare
LN Mabnasity: =
8.

Enter the First Name of the spouse exactly as it appears on the official birth certificate or passport. Do
not abbreviate or omit names.

Family Data Application

Vb iy Py s b e g e

e frpm TR L5 NeLH 15 10
S it | B Sty

[ B Fn
I anty

Enrepe—"

|

L o T

]

[ep—. -

P

R F sy

el e b T L LT

P

o Lt Dy Dmgartet !

BEma e PR R B 44 ety e
B e e

9.

Type the Last Name of the spouse, if different than the staff member's family name. Last name must

be typed exactly as it appears on the official birth certificate or official passport. Do not abbreviate
or omit names.
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Family Data Application

Srecat bAp e

ER——
Baen LA
Frw raam A
e e S ar e iy
— = et e =

e s

Froas

P - e

10. Click on the drop down menu and select the spouse's gender. In this demonstration our spouse is

"Male"

Family Data Application

Family Data Application
S

= i || M i

- Byl Dret

It Gaknsy Pureh b e A

ol v o Vsl e

BEgE PR el 0 B BE0H

[T [T

e ey Smacias: * e =

iak Bt S A o]
5 mpmn - ] -

M e
T Ttk ™

]

o by

S Bty ek a8 By T ke
B lmeam | !

u o Lnam Vs Dmgarteet!

s pan Pt g mpmar ke gy i

e

1. Select or enter your spouse's Date of birth, using the DD.MM.YYYY format, as it appears on the
official birth certificate or passport.
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Family Data Application

peer s Syt b B Bl

Law noms Feaany o -

B o i ©

b ol P E
[

L iy " E . -

12. Click on the drop down menu to select the UN recognized nationality of your spouse. If your spouse
has more than one nationality, select the nationality s/he will be using for visa/travel purposes.

Family Data Application

Blarial Data
Wasisl Statuy: * lmrr;n

Warknl Status Sonce

a4

Additicnal Fields
Dioes the famdy member reside with the Staff Member?, [

s e Spouse Employed?
I8 B8 Spouss Frnancialy Depandant™

Reference Personnel Number for Family Member

Reference Persoonel Number

13. Click on the drop down menu and select your spouse's marital status. In this demonstration,
"Marr&R" (Married and Related) is selected.
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Family Data Application

Marital Data

Marial S1atus: [Masrar !_1

Maritsl Status Since | [o4.03.2005 is]|
Marital 5 i |

Additional Fiekds artal status since

Does he famiy member reside wih the Staftf Membser?. || |
s the Spouss Empioyed?
Is the Spouse Financially Dependent?

Reference Parsonnel Humbar for Family Member

Rafarencs Parsonnsl Mumbsr

14. Select or enter the Marital Status since date, using the DD.MM.YYYY format. This is the date of

marriage as it appears on the marriage certificate.

Family Data Application

Additional Fields
| Does the family member reside with the Staff Member?. |[v] |

Is the Spouse Employed?: O
Is the Spouse Financially Dependent?: O

Reference Personnel Number for Family Member

Reference Personnel Number:

15.

If your spouse resides with you, select the "Does the family member reside with the Staff Membere"

Family Data Application

Ui i s [ e e

ane e el - Impwve "y -

e ek B T ] n e r—— o
s Pary e -
Frprow b

e e s BN Corwny a |

e it

Tam B by e ppsts = ey TSl
| (I |

W B i 'y D -
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16. If your spouse is employed, select 'Is the Spouse Employed?". Additional fields about your spouses'
employment will appear next to the Marital Data section above.

If your spouse is employed you will need to complete additional information about their

ia employment and income.

Family Data Application

17. Click on the drop down menu and select the Employer Type from the list. In this demonstration, the

spouse is employed outside the UN.

Family Data Application

18. Click on the drop down menu and select the Work Duty Station from the list. In this demonstration,

the spouse is employed in "New York".
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Family Data Application

Uaaes Gatn Rpsaue | gy L imin
e Ews = o "rim e C e m =
e T e L b [ ] v Gaty S * B TR
tepmer tmew Loamed e |
s e P 108 Camny o

[ ]
D T P A - R I e
o Lymoan i #
T et P o [

19.

Enter the spouse's Employer Name. In this demonstration, the spouse works for Crowne Plaza.

Family Data Application

M arim Limrane t ey ey

b e Lo < Emwmrae Traa e T =

L T T 488 v o] e Caany o ¢ - -
[ = Erirmeta Fara

Eirkive Asmnbladaings I e ;l

didin i Doraln
e R e )
o T { pnd #

20.

Enter your Spouse's Annual Earnings for the current year. In this demonstration the spouse earns
$25,000 USD. Remember you will have to attach the annual wage statement of the spouse.

Family Data Application

Additional Fields
Does the family member reside with the Staff Member?. [w|

Is the Spouse Employed?: [w]
I Iz the Spouse Financially Dependent?: M I

Reference Personnel Number for Family Member

Reference Personnel Humber:

21.

If your spouse is financially dependant on you, select "Is the Spouse Financially Dependent?"
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@ The amount entered will be used to determine the dependency.

Family Data Application

= Afschmeanis

=]
T ree— Fily My Fia Putengon

22. Click on the Add button to attach ALL the required documents, pertaining fo this request that have
been previously verified by an HR partner or HR administrator. Be sure to upload only the copies
that have the verification stamp.

@ Please note, if this request is incomplete and all required documents with the verification
L= stamp are not attached, the HR Partner will reject your request and you will need to submit
a new request.

For this demonstration, you will be attaching:
your spouse's annual wage statement
marriage certificate

the biographic data page of your spouse's valid passport

Consult the list of requirements at the beginning of the Quick Reference and Factsheets for
other types of cases/situations.
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Upload New Attachment

Upload Hew Attachment E m

| I Browse... |

23. Click on the Browse button. The Choose File to Upload window will open.

Choose File to Upload

Organize » Mew folder 2+ i .@
& Fuvoi ~ | 7 | ANNUAL WAGE STATEMENT ;
- i Adobe Acrobat Document
B Desktop __Bsake
& Downloads = pe: Adobe Acroba Documen
1 i Fr: B

R Shortcut
A 1.46 KB

G Libraries =7 Copy IMIS Screen
£, @ Shiortcut i
_# Documents . lisikB
i\ Music

.-...j HP Application Lifecycle

Date modified: 12/03/2015 503

2| Recent Places ‘

! Plictures Management 11.52
B videos Imternet Shortout
IMIS Web Launcher
' Camnnter ki @ Shortcut !
File nare: « [AuFies ¢ -
I Open l"'] [ Canicel ]
24.

Select the required document. You should only upload PDF files.
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Choose File to Upload

! Illﬂllushluh“l [
E Videot [ELJ Intarmet Shortcut
e IMIS Web Launcher
o .
W Comater x* L/ I'; Shortcut =
File name: ANNUAL WAGE STATEMENT = |All Files (") -
i Cipen ]v] [ Cancel

25.  Cilick on the Open butfon.

Upload New Altachment

Upload Hew Attachment E m

26. Click on the OK button to upload the document.

Family Data Application

=1

o 1 e repeni
I — . |

mferespige pof piveyd By © Tzous . Doy

27. The document has been attached. Repeat the steps for each required document.
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@ Remember: You must submit the original required documents to the HR Partner or HR
s Administrator for verification prior to making the ESS submission. The HR Partner will only
approve requests that contain complete documentation or documentation that has been
stamped as verified and seen by an HR Partner or HR Administrator.

Family Data Application
a Mamage Ceificals pdf

| acknowledge and accept the: = l ] |

28. Click on the Terms & Conditions link and review the information.
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Terms and Conditions

erms and Conditions

* | have disclosed all information with respect to
my dependent. | understand that if the status of
my dependent changes, | am required to  notify
the Organization promptly.™ | certify that the
statements made by me and the information
provided by me on this form and the attached
documentation are true and complete to  the
best of my knowledge and belief. | understand
that any false statements or the withholding of
any relevant information related to  this
dependent may provide grounds for administrative
and disciplinary action, including dismissal. |
understand that selecting the checkbox below
confirms my application for dependency
allowance in accordance with the pertinent
administrative instruction and information circular
on dependency benefits.

29.

Close

Once you have read the Terms and Conditions, click on the lick Close button button to

return to the Family Data Application.
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Family Data Application

| acknowiedge and accept the: * Terms & Conditipns

30. Click on the checkbox to acknowledge and accept the Terms & Conditions.

Family Data Application
Family Data Application
|| ‘2 Submit || |3¢ Cancel |

= Instructions

w Application Details

31. Click on the Submit button.
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Family Data Overview Page

Family Data Overview Page

E Request succesfully sent to HR Officer for Approval I

| ARESS_ LN U i

~ Family Data [) Spouse & Rel-Recog [ chid [ Step Chid [} Non-Recognized Spou

Family Members | Dependents
BL. Family Member Edit Delete

* Requests in Process

Spouse & Rel.-Recoq.

First Name: Freddy

Last Name: GOMEZ

Vabd From: 04.03.2015
Valid To: 31.12.9990

32. A message will appear indicating the submission was successful and the submission will appear in
the "Requests in Process" until it is approved by the HR Partner. Click on the Employee Self-Service
SM tab to return to the Employee Services menu.

@ Remember, you have 30 days from the date the spouse became a dependant to enrol
P them into the insurance plan (medical and dental).
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Purpose

This procedure is used by the Staff Member to add a child (biological, adopted or step child) as a
household member and/or dependant. The determination as to whether the child becomes a
household member or dependant will be made by the HR partner based on the information you
provide in this transaction. The procedures for either situation is the same.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the

authoritative documents on this subject and staff members should refer to those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.

Staff member and
receives notification
and reason for
rejection

Verifies

Submits original original Submits Receives

documents offline documents request , request
: > >4 >UMLljag——,

Staff Member/ Staff Member/ oy, Staff receives

HR Administrator* HR Partner/ HR Administrator* HR Partner/ notification of
HR HR approval
Administrator Administrator

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff member presents offline all original documentation to the HR Partner or HR Administrator.
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2. HR Partner or HR Administrator verifies original documentation.

3. Staff member submits a request to add a household member and dependant through the Umoja
Employee Self-Service portal. All required documents that have been verified by the HR Partner
are attached to the submission

4. HR partner reviews the request.

a.

If the HR partner approves the submission. The child appears in the staff members’ Family
Members/Dependents list.

If the HR partner rejects the submission. The staff member is notified and the request isremoved
from the Request in Process section. The staff member must create a new request with the
correct information and submit it for approval.

Pre-requisites

1. Present required documents to HR Partner prior to submitting request. for verification of originals.

2. Pre-requisites for establishing the child as a household member and dependant:

Birth certificate showing the relationship to the staff member (bioclogical, step child or adopted
parent);

Adoption papers, if applicable, stating that the child has been legally adopted by the staff
member and they have custody rights;

Divorce or custodial papers stating that the staff member or the spouse (in case of step
children) has custody rights of the child.

Educational institution registration stating the child is attending a full-time educational
program, this only applies to children between the ages of 18-21 years.

Certification from the UN medical services that the child's condition is a disability. You submit
confidential medical reports offline to the UN Medical Service asking them to review for
Special dependency. Medical services will send the certification to you offline, which then you
will submit to the HR Partner.

Objectives

As part of the demonstration, we will show you:

¢ How to complete the request form to claim a child as a household member and dependent.
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Scenario

A Staff Member has a newborn child born on 01 March 2015 and wants to claim the child as a
household member and dependant.

Menu Path

Requests to add a child as a household member and dependant can be enter using any one of the
following menu paths:

¢ Employee Self-Service>Personal Information
¢ Employee Self-Service>Entitlements
< Employee Self-Service>Life and Work Events

You may use any of the three routes to access the dependency page, but for this demonsiration, the request
will be entered using the Employee Self-Service>Entitlements menu path.

Procedure

1. Start the fransaction using the menu path
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Overview - Umoja ga portal - Q3J - Windows Internet Explorer

umtija

1Back Forward ¥ History Favories Personakize YView Help
Home Employee Self-Service SM
Overview [ Employee Self-Service Sh l

Home = Overview

Welcome to Umoja

2. Click on the Employee Self-Service SM tab.

Employee Services

Employee Services

- an|l}i*e¢tm1r|hdex

Status Overview g Persomn:

“ou can display an overview of the status of your open Ini this ar
processes here, personal

i I Entitlements I Benefits
In this area, you can access to your entitiements g Display tl

new ben

Display y

Life and Work Events
p—r

3 Click on the Entitlements link.
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Entitlements

Entitlements
Back

* Service Map

Entitlements
| Check Entitlement Eiigibilty |
Check your entitlements eligibility

4. Click on the Check Entitlement Eligibility link.

Entittlement Summary Launch Page

Add DependentHousehold Members

Depandency benefis are paid o siafl members upen UN recognion of an elgitle spouse, chid or secondary dependent
{ parent or sibing ). Dependenty banafis are paid sther a3 "dependent rale’ of base salary and post sdpsbment, or i the form

of & Mal aldwance
I L [ Mg Iy forma ban i

S. In the Add Dependent/Household Members section, click on the Apply On-line link.
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Family Data Overview Page

Family Data Overview Page

~ Family Data Emammmummu [ ton-Recognized Spous [ Father

Family Members | Dependents w
Ef.  Family Member Edit Delete First Hame

6. Click on the Child tab to add a child.

Family Data Application

Family Data Application

| mmt | i |

= B e (e

Wi P BLE G | n W

A .

B Pt v Vg

Pt e Lt

W -

Linal Nl * L S|
e
Bamim
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7. Select or enter a Valid From date, using the DD.MM.YYYY format. In this demonstration we are
entering 01.03.2015 as the Valid From date.

The Valid From date should be:

For a newborn child, the date would be the child's date of birth;
For an adopted child, the date would be the date when the child was legally adopted;
o For astep child, the date of the marriage to the biological parent of the child,
provided the child lives with you; OR
o Your Enfry on Duty date, if you are submitting the request after you were appointed
or reappointed and your HR Partner did not add your child(ren) as dependants at the

time of your appointment.

Family Data Application

Family Data Application

a

e Carsy

8. The Valid To date automatically defaults to 31.12.9999.
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Family Data Application
Family Data Application
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Type the child's First Name exactly as it appears on the birth certificate or passport. Do not
abbreviate or omit names. If the child has a middle name that also appears on the birth cerfificate
or passport, enter that name as well.

If the child has more than one nationality, enter the name exactly as it is spelled in the passport that
will be used to obtain visas and travel for UN purposes.

In this demonstration we will enter the first name "Mya"

8/24



umrtija

training

Family Data Application
Family Data Application

0 e | X Cancw
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10. The Last Name defaults to the staff member's last name. If it is different, enter the child's last name
(in all capital letters) exactly as it appears on the birth certificate or passport. Do not abbreviate or

omit names. In this demonstration, the child has the same last name as the staff member.

In this demonstration we will leave the default last name "Annabell”
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Family Data Application

A7 P
Valid To M.129959
Birth Data
Gendar. * | [=]
Date of Birth: * L;"“"" |
Couniry of Birth = =
Name at Bth |
Birthplace
UM Mationalty: * |Russian -

11. Click on the drop down menu and select the child's gender.

In this demonstration the child is "Female".
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Family Data Application

12.

Vald Tox 31125990
Birth Data

Gander, Famaks

Date of Birth: = | CEEECE]

Country af Birihy

Hame at Brth

Kl [=; |51

Select or enter the child's date of birth using the DD.MM.YYYY format, as it appears on the birth

certificate.

In this demonstration we will enter "01.03.2015"
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Family Data Application

13.

S
o,
o

Wald To 12,9959

Birth Data
Gandsr * Female [=]
Date of Birlh: * [01.05.2015] [i]
Country of Birth =
Name at Birth
Brthplace
UN Mationaity: = Russian | =

Even though it is not mandatory to complete the next three fields, it is suggested that you provide
as much information as possible.

Country of Birth - select from the list the country the child was born in.

Name at Birth - enter the first, middle and last name of the child as it appears on their birth
certificate or passport, if applicable such as in the case of adoption.

Birthplace - enter the city the child was born in.
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Family Data Application

Wald To:

Birth Data
Gendar. =
Dale of Birth: *
Country of Birth:
Hame ot Birth
Birthplace
UN Hationalty: ™

o]
31299389
[Femaie [+
[01.03 2015 5]
|of the USA |- ]

14. Click on drop down menu and select the UN recognized nationality of the child, for UN purposes,
only one nationality is recognized. If the child has more than one nationality. Enter the name
exactly as it is spelled in the passport that will be used to obtain visas and travel for UN purposes.

Family Data Application

Marital Data

Martal Sistus: * |

Wartal Sstus Sncs || Single
HarrdE

Addivanal Fields Wi

[Dices the famby member reside with the Saff My O
LgS5ep

B Govermmant Assstoce Provded for this chi
& Chigd Fnancaly Dependant?

LILTE TR

i Al Hlh
Bathplace
UM Mabcnaly
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15. Click on drop down menu and select the child's marital status. In most cases, this will be Single.

Family Data Application

W Naloealy

Wit [t
Warta LAty Lrow 4] :1-:'-"'1 ﬂ
16.

Select or enter the Marital Status Since datfe using the DD.MM.YYYY format. In most cases this will be
the child's date of birth as it appears on their birth certificate.

Family Data Application

Kisrital Data
Margsl Stahus- = ‘Singie [=
Maris! Status Since o100 201E lls!

Additional Fields
Dosa the Tamly mambar fesde Wi the Statf Member? [

I Governmen! Assslance Provided for this chid?
s Child Financialy Dependent?:

B e CRld i Full Tms Educalicnal ARandanca?
bt Chid Disabled™

B e il Mo Custadel?

17. Click on the check box if the child resides with the staff member, if no leave blank.

In this demonstration the child resides with the staff member.
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Family Data Application

Markal Siatus Snce 01.02.2015 s
Additional Fields
Does the famiy member reside with the Staff Member®, [
| = Govermment Asastance Provided for s chig? 0l
Is Child Firancialy Depandant? [

I8 the Child in Fiul Time Educational Attendance?
Is the Child Desabled™

s {ha Child Mon Cuséodial? [

18. Indicate whether the child receives government assistance. If you select YES, additional fields will

pop up and you will be required to enter the amount of government assistance the child received
and the currency.

In this demonstration the child does not receive government assistance.

Family Data Application

Adeliteonal Firids Gervermmant Grant
Coes the Tamiy member reside with Be Siafl Bember? [

b Government Asssinnce Prowided for thes child?

s Chid Finamciaty Dependent? - |

B the Chid i Full Time Educational Attendance?

. the Chikd Dasbied ™

i the Child Moo Cusioda™

19. Click on the checkbox if the child is financially dependent on you. Proof of support is required if the
child does noft live with you and you are not the custodial parent.
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Family Data Application

Llarnad Dt

Madts Tt * Snpe -

Mitsd Staicn Sece o1 633015 N

Aretcoal Dinkdy rremrnament Grasi

Cimed o faendy mamiar fenide with the Stalf Wembar? [

b Govemmend Ansatance Provged for they child ™
i Chid Francaly Dapandes)™ w
|| s s i P i Esuutecinl Amenisnce? ]

P O Dnbid

I Tt Crild Hon Cosloda™

20. Click on the checkbox if the child is between the age of 18 and 21 yrs and in full time school
aftendance. Proof of school attendance is required.

In this demonstration the child is not between the age of 18 and 21 yrs.

Family Data Application

Additanal Fiolda Govarnmen Grasl
Does e lamiy member reasde with e Siall Bember™ A

W Derviremand Aanabsnce Precnded for tha chid

i Chidd Frsscaly Dapandent? w

I T Shl e Foll Teom Edyucational Aledincs?

I i M Child Deabled? I

i T Child Moo Cusiodal™

21. Click on the checkbox if the child is disabled. Medical certification must be obtained from the
Medical Services Department.

When you click this box, the HR partner will review the request for special dependency. Special
dependency can be granted only after confirmation by the Medical Service that your child's
condition is considered to be a disability. Therefore, if you plan to click this checkbox, please note
that you should already have a certification of disability from the UN Medical Services.

If you have not submitted the confidential medical reports offline to the UN Medical service and
obtained their approval of disability, you may leave this box unchecked. The HR partner will review
this request for dependency and you may make an amendment to this submission to request
special dependency once the certification of disability is obtained.

In this demonstration the child is not disabled.
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Family Data Application

Additianal Feekds Government Grani
Dot the laemly Samar Finich with the SN Mamber?, [

s Govemment Lxsaisnce Provided for tha chid™

i Chidl Firancaly Dapedent? W

I the Child in Fiall Time Educabions] ARendasce™

I thie Child Desabled™:

[ i e Thid lian Custsdial? I

22. Click on the checkbox if you do not have custody of the child.

In this demonstration the staff member has custody of the child.

Family Data Application

= Fie By Fim Eaigrga Agnchmeni Fie Gae | mal |

| pcinerwripcie and eccapt B " Teyms & Cosciifons

23. Click on the Add button to attach ALL the required documents that have already been seen and
verified by the HR Partner HR Administrator. Be sure to upload only the copies with the verification

stamp.

In this demonstration you will be attaching the child's birth certificate.
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ﬁ Please note, if this request is incomplete and all the required documents with the
verification stamp are not attached, the HR Partner wil | reject your request and you will
need to submit a new request.

Consult the list of requirements at the beginning of the Quick Reference and Factsheets for
other types of cases/situations.

Upload New Attachment

| I Browse... |I

24. Click on the Browse button. The Choose File to Upload window will open.
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Choose File to Upload

%tﬂ.ﬂﬁhﬂp ¥ vli’” Search Desktop Pl
Organize »  New folder g~ 0 @
3 Favorites = Child's Birth Certificate I
B Desktop fﬂmﬁtmb&t Document
8 Downloads T;.rp: Adobe Acrobat Document  F—
2 Recent Places Date modified: 13/03/20159:47 AM
4 Libraries HP Application Lifecycle
_*| Documents J Maragement 11.52
& Music Internet Shortcut 3
=] Pictures (" IMIS Web Launcher i
. Videos Shortcut |
112KB
M Camnter - = l . 32 2 A HE >
File name: Child's Birth Certificate - |AnFiles () -]
| Open |v| | Concel |
25.

Select the required document. You should only upload PDF files.
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Choose File to Upload

2% Choose File to Upload =
() [MEDesktop » <[ || Search Deskiop r
Organize = Mew folder - O @
W Favorites - | Child's Birth Certificate i

: Eﬂ:lds | “ .;‘;;;L-B-Acrnhat Document

L]

%l Recent Places - g:mr ﬂv!ls Screen
K ortcut
- |151KB

-4 Libraries = HP Applcation Lifecycle
+| Documents | ) Management11.52

d'1 Music FAP'-' Internet Shortout
= 1
i=| Pictures IMIS Web Launcher -
B videos @ Shorteut |
[é}.:.” 112 K8
"B Camnuter - MARRIAGE CERTIFICATE -
File name:  Child's Birth Certificate -

26.  Click on the Open button.

Upload New Attachment

Upload Hew Attachment E m

|C:\UsersiLinda. Santana\D{ || Browse.

- Lok ]

27. Click on the OK button to upload the document.
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Family Data Application

cn T Fiw L athrenanr, Anpctewt iy S i 2 all |
| a i B, Dok by sotf ] =D

28.

Family Data Application

e Ay T Extrenis Amp{Petary iy L | 908 )
s haf Bep o it e En

i e [T

29.

Click on the Terms & Conditionslink and review the information.

The document has been aftached. Repeat the steps for each required document.
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Terms and Conditions

rms and Conditions

* | have disclosed all information with respect to
my dependent. | understand that if the status of
my dependent changes, | am required to  notify
the Organization promptly.™ | certify that the
statements made by me and the information
provided by me on this form and the attached
documentation are true and complete to  the
best of my knowledge and belief. | understand
that any false statements or the withholding of
any relevant information related to  this
dependent may provide grounds for administrative
and disciplinary action, including dismissal. |
understand that selecting the checkbox below
confirms my application for dependency
allowance in accordance with the pertinent
administrative instruction and information circular
on dependency benefits.

30. Review the Terms and Conditions and click on the Close button when done.
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Family Data Application

* Altshmemn

[ &aa
dhimrn P B
s | Loy BT Co it ull
P aciTewdge and wooe Fa " [gymn B Conghiema

Fim Ertwrmoen

=]

Afachrmnt File 2 (@l )
[ -2 ]

31. Click on the checkbox to acknowledge and accept the Terms & Conditions.

@ Remember: You must submit the original required documents to the HR Partner or HR

& Administrator for verification prior to making the ESS submission. The HR Partner will only
approve requests that contain complete documentation or documentation that has been
stamped as verified and seen by an HR Partner or HR Administrator.

Family Data Application

Family Data Application
[SSbnt] % concel]

PAaralrhady
Send

Uarkd v Single

Marikal Status Since 01.02.2015

Additional Fields
Does fhe famidy member reside with the Stafl Member?: [
B Government Assistance Provided for this chid? W

32. Click on the Submit button.

& 1
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Family Data Overview Page

= Bapesnin i Procesn

TPl
s e By
Riedl T NG

ool Wm0 2

33. Any submissions will appear in the Requests in Process section until they have been approved by

the HR Partner.

Remember: you have 30 days from the date the child becomes a dependant to enrol them into
the insurance plan (medical, dental and life).
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Purpose

This procedure is used by the Staff Member to add a Father, Mother or Sibling as a household member
or secondary dependant. They can be added as a secondary dependant provided you are not
claiming your spouse as a dependant.

Reference

Factsheets contain additional information on the different eligibility and documentation requirements
for this subject.

This quick guide, the simulation and the factsheets are provided for information and navigational
purposes only. The United Nations Staff Rules and Regulations, and Administrative Instructions are the
authoritative documents on this subject and staff members should refer o those documents for the
complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.

Submits Receives
request s request

Staff member and
receives notification
and reason for
rejection

Staff Member/
HR Administrator*
Staff receives
notification of
approval

1. Staff member completes the information about the household member or secondary dependant.
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2. Staff member attaches all required documents in the ESS portal.
Staff member submits the original documentation offline to the HR Partner.
4. HR partner verifies and reviews submitted documents.

a. If documents are in order, the HR partner approves the submission. The household member or
secondary dependant appears in the staff members Family Members/Dependents list.

b. Ifdocuments are notin order, the HR partner rejects the submission. The staff member is notified
and the request isremoved from the Request in Process section. The staff member must create
a new request with the correct information and submit it for approval.

Pre-requisites

For establishing a parent or sibling as a Household member
* Parent's official birth certificate
e Staff member's official birth certificate showing the relationship to the parent
For establishing a parent or sibling as a Dependant, the additional documents are required:

¢ Proof of financial support made directly to the secondary dependant, in the form of cancelled
cheques, money order or wire transfer receipts or records of bank transactions. The secondary
dependant must be reflected as the recipient on all proof of payment. Staff member must
provide one half or more of the dependant's support and, in any case, at least twice the
amount of the dependency allowance.

Note: Verify that you are not in receipt of dependency allowance for a spouse.

Objectives

As part of the demonstration, we will show you:
¢ How fo record your Father, Mother or Sibling as a household member.

¢ How fo declare your Father, Mother or Sibling as a dependant.

Scenario

A staff member provides more than half of the financial support for his/her divorced Father who does
not live with him/her. The staff member has not claimed their spouse as a dependant.
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Menu Path

Requests to add a parent as a household member and dependant can be enter using any one of the
following menu paths:

= Employee Self-Service>Personal Information
= Employee Self-Service>Entitlements

= Employee Self-Service>Life and Work Events

You may use any of the three routes to access the dependency page, but for this demonstration, the
request will be entered using the Employee Self-Service>Entitlements menu path.

Procedure

L Start the fransaction using the menu path:

Employee Self-Service>Entitlements

Overview - Umoja ga portal - Q3J - Windows Internet Explorer
F

umiija

41Back Forward ¥ Hislory Favorites Personaize View Help

I Home l Employes Sell-Service SMI

Ove [EmpEe:.'ei: Self-Senvice SM J

D Home = Overview

Welcome to Umoja

2. Click on the Employee Self-Service SM tab.
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Employee Services

| Employee Services

= Map | Directory | Index

Status Overview

“ou can display an overview of the status of your open
processes here.

Entittements

In thiz area, you can access to your entitlements

- Life and Work Events

3. Click on the Entitlements link.

Entitlements

Entitlements

Back

- Service Map

Entitltements
| Check Enttlement Esgibaty |
Check your entilements ebgibity

4. Click on the Check Entitlement Eligibility link.

Perst

In thiz
pErs0

Bene

Displa
new t
Dizpla

Department of Management
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NPO addon: Entitlement Summary Launch Page

Add DependeniHousehold Members

Dependency benefits are paid to staff members wpon UN recognition of an elgible spouse, child or secondary dependent
{ paren! or sikdng | bﬁﬂfﬁﬂ#ﬂw benefits are paid cther as ‘dependent rale’ of base salry and post adpsimend, or n he Tom
of o flat alowance

Wore Infgemalon

Entittement Travel

Click on the Apply On-line link.

Family Data Overview Page

Family Data Overview Page

= Farmdy Cata [ Spouss & Rel-Recop [ Chid [ Step Chig Lmnmg-:n:wmm [ oo [ Howsahotd Erpicyes

Farvery Wambers | Degetdents | Fsther |
bl Fassly ambas £ Deiete. L Ladt imw

6. Father, Mother and Sibling are considered secondary dependants and the steps to add them as

household members or dependants are the same. In this demonstration, you will be adding your
Father, click on the Father button.

Family Data Application

= Apphratsn Deisds

Ervler Vality Pericsd for your Appleaiion
| 01 25 [l Viid Ta o |
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7. Select or enter a Validity Period, using the DD.MM.YYYY format.

For the FROM date, select or enter:
January of the current year if the staff member was employed at that fime and if they can
provide either proof of financial support or proof of residency. (whichever is applicable)
The Entry on Duty date if the staff member was appointed or reappointed after 1 January of
the year in which the application is submitted.

For the TO date, select or enter:

The date the parent will no longer be a dependant. If unknown, leave the default date of
31.12.9999.

Family Data Application

Agrcdcaton for Famer

Hame Birth Dats

Firnd Nama- ® Baman I Gandes *
Wi Mace Dade of Brge =
Lant Nams AHMABELL Cingntiry & B

Name ot Birth
Eifmplace

19N Hatienalty, *

8. Enter the parent's First Name exactly as it appears on the official birth certificate or passport. Do not
abbreviate or omit names.
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Family Data Application

Apphoation for Fammar
[T Esrihs Data
Firsd Mame: * Aamon Gender. ™
Mickdle hame Dwie of B =
Last lase * | Jrrlunr:j I Cously of Birth
Hams §t Brtn
Braace
UHN Nsfcnalty: =

9. The Last Name defaults to the staff member's last name. Enter the parent's Last Name exactly as it

appears on the official birth certificate or official passport. Do not abbreviate or omit names.

Family Data Application

W gt PR
Vrmmmy by iy Pt et e s gt e
viais Fosm 4 h i | ] vasn i ki

Pre—— bamar

— e
[r— [ — 1 £

voom e Lew i Bem !
F— - P =3

talr T

10. Click on the drop down menu and select the parent's gender. In this demonstration, "Male" is
selected.

Family Data Application

Rarin - D

s gy ™ [T [ asm

ot oo e ©

L B £y -

ngra
FrTEmcy
- — [ETe (3
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11. Select or enter the parent's date of birth using the DD.MM.YYYY format, as it appears on the official

birth certificate or passport. Remember, you will be required to attach the birth certificate or
passport. In this demonstration, "16 Aug 1947" is entered.

Family Data Application

aggg o -=

[

e [
ik e Do g e 7

nang @ BT

12. Click on the drop down menu to select the nationality of the parent, as it appears on the official

birth certificate or passport. For UN purposes, only one nationality is recognized. If the parent has
more than one nationality, submit the one with which they will fravel/request visas. In this
demonstration, the parent is a national of the "USA".

Family Data Application

Marital Data
Marial Status: = | -
Idarial Stafus Since: gl
Marm&R
Additional Fislds Wi
Does the famiy member regide with the Siaff !.EE

B
Do you provide al least coe half or mone of depd o
Unknwn

13. Click on the drop down menu and select the marital status of the parent. In this demonstration, the
parent is "DIv" (Divorced).
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Family Data Application

Marital Data

Mareal Stafss: * [ ; =

Margal Status Since Ls]
| Marital Status Since - Input field - Date - Mantal status |
|

Additional Fleids | since - For possible entries, press F. I

Dioes the famly member reside with the Staff Member? -
Do you provide ot lmast one hatl or more of dependant's financial support™ [

14. select or enter the Marital Status Since date using the DD.MM.YYYY format. In this demonstration,

the parent has been divorced since "23 Dec 1969".

Family Data Application

Miaritsl Data
Martal Status. * [ =
Martsl Status Snce [z 1968 m
Addibonal Felds

| Do B Pamly mamir rescle wih B Siaff Mambe? v |

Do ol prorvichs at it ane half of Sohe of dependests frsscal support™ [

Reference Perscnmel Mumber for Family Membaer

Anterence Paristl lume

15. If your parent lives with you, select the box after the question "Does the family member reside with

the staff member?' If that is the case you must attach proof of residence.

Family Data Application

Marital Data
Martal Status: * [ow =
Martal Status Sxnee [Z3.12 1080 T
Addditsonal Fields
Does the family mesmbser regide with the Staff Member? v
II:Iu wou provide al isas? one kalf or mone of dependents. financial sopport? I
Department of Management 9/16
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16. If you provide aft least half of your parent's financial support select "Do you provide at least one half
or more of dependent's financial supporte". The answer to the question will determine whether your
parent will be given the status of household member or dependent. Remember, if the parent does
not reside with you, proof of financial support must be attached if you want to claim them as a
dependent.

Family Data Application

EEE

Filg Hame Fi Exteramn Azacrmem Fin

17. Click the Add button to attach ALL the required documents.

Upload New Attachment

| I Browse... il

18. Click the Browse button, the Choose File to Upload window opens.
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Choose File to Upload
| | Passport (spouse)

Adobe Acrobat Document

:,.;_rllbmriu 673 KB
*| Documents : :
i . Proof of Financial Support for
o' Music Secondary Dependant A
imm| Pictures Adobe Acrobat Document =
"

H videcs Proof of Residd Type: Adobe Acrobat Document
Adobe Acrobat| Size: 7.58 KB
B Cometter - 831 KB Date modified: 17,/03/2015 12:40 PN
File name: v |AllFiles (") -]
I Open |v] [ Cancel ]

19. Select the required document. The document should be in a PDF format.

Choose File to Upload

- s - [RELE:]
% o s ey —
g IEIl- Proof of Financial Support for
o' Music Secondary Dependant

=) Pictures Adobe Acrobat Document

B videos L. Proof of Residence (Father)
Adobe Acrobat Document

B Camnuter &1 kb s

File name:  Proof of Financial Support for Seco = | All Files (*.%) "l"]

open |»] | cCancel |

20. Click on the Open button.

Department of Management 11/16
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Upload New Attachment

Upload Hew Attachment E m

......

[T<T ]

21. Click on the OK button to upload the document.

Family Data Application

4 APl Berstn
T
e Vi S o E e

I, T T =y m——— P

oo Tl o Lo T

22.

The document has been attached. Repeat the steps for each required document.

ﬁ Remember that you must present original required documents fo the HR Partner offline.
The HR Partner will only approve your request upon receipt and review of ALL original

documents submitted here.
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Family Data Application

savowesssscsnve - [T

:'l::'l'-;.

23. Click on the Terms & Conditions link and review the information.
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Terms and Conditions

* | have disclosed all information with respect to
my dependent. | understand that if the status of
my dependent changes, | am required to  notify
the Organization promptly.™ | certify that the
statements made by me and the information
provided by me on this form and the attached
documentation are true and complete to  the
best of my knowledge and belief. | understand
that any false statements or the withholding of
any relevant information related to  this
dependent may provide grounds for administrative
and disciplinary action, including dismissal. |
understand that selecting the checkbox below
confirms my application for dependency
allowance in accordance with the pertinent
administrative instruction and information circular
on dependency benefits.

Close

24. Once you have read the Terms and Conditions, click on the Close button to return to the Family
Data Application.
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Family Data Application

sckoomieton o pccast e ©  Trrmi & Comtions E

25. Click on the checkbox to acknowledge and accept the Terms & Conditions.

Family Data Application

Family Data Application
& Submt | % Cancel |

Marital Data
Marital Status: = Div =
Marital Status Since: 23.12.1968 @

26.  Click on the Submit button.
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Family Data Overview Page

Family Data Overview Page

~ Family Data (i Spouse & Rel-Recog. [ Chid [j Step Chiid [ Non-F

Family Members | Dependents
B. Family Member Edit Delete

]

 Requests in Process

Father

First Name: Hamon

Last Name: JIMEMEZ

“alid From: 01.01.2015
Walid To: 31.12.9995

27. A message will appear indicating the submission was successful and the submission will appear in
the "Requests in Process" until it is approved by the HR Partner. Click on the Employee Self-Service
SM tab to return to the Employee Services menu.
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Purpose

This procedure is used by the Staff Member to withdraw or modify the dependant or household
member’s information.

Reference

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference guide, the simulation and Factsheets are provided for information and
navigational purposes only. The United Nations Staff Rules and Regulations, and Administrative
Instructions are the authoritative documents on this subject and staff members should refer to those
documents for the complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.
1. Staff member locates the request to withdraw.

2. Ifrequest has been approved, staff member submits a request to modify the dependant’s
information.

3. Ifrequest has not been approved, staff member withdraws the request.

Pre-requisites

None

Objectives

As part of the demonstration, we will show you:
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¢ How toremove arequest that has not been processed by the HR Partner.

¢ How to modify dependant or household member’s information that has already been approved
by the HR Partner.

Scenario

A staff member withdraws a request that has not been processed by the HR Partner and modifies
dependant information that has been approved by the HR Partner.

¢ Demonstration #1 - Withdraw a request that has not been processed by the HR Partner

¢ Demonstration #2 - Modify a dependant or household member

Menu Path

Withdrawing a household member and dependant can be enter using any one of the following menu
paths:

* Employee Self-Service>Personal Information
¢ Employee Self-Service>Entitlements
= Employee Self-Service>Life and Work Events

For this demonstration, the request will be entered using the Employee Self-Service>Entitlements menu
path

Procedure

Start the fransaction using the menu path
Employee Self-Service>Entitlements
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Withdraw a request or modify a dependant or household member
Quick Reference

Employee Services

umija

10ack Forward®  Hsdory Favorbes Personalze View Help

weme | Employee Seif-Service SM ||.

Ovorview My Workist | Employes Sefi-Sernce SM |
Employes Seil-Service SM » Overvew

- Map | Dwectory | index

% Status Overview
Vou can daplay an owerview of the stalus of your open

EIOCERSES hbrE

! Entitlerments
In this arsa, you Gan actess (o your enttiements

Employee Services

Employee Services

g Personal Information

In thas area, you can use Services tom
pErsonal JakE

Benefits and Payments
g Display the plans in which you are cun

new benefit plans, and download an e

Click on the Employee Self-Service SM link

= Map | Oiecory | hdex

= T—— =

'¥ou can deplay an overvew of the siates of your cpen
Erecesaay hare

e ————

Lile g Wedk Evenita

# T Time Manacement

Gugichas wou Brough 8 number o Life ssd Work Evests fron s ﬂ
Birth of & child 19 Begiaing work 5l & Aew company m#

Peraonal information

In thas ares, you cos use services fo mantain and dsplay yoor
priuncal dats

Benafity snd Paymamts

Conlay 0 plares in wihich you e CurrenSy enrcled, enrolin
new benalft plans, and downlosd an ennciment form
Emclay wour nalary statement

Travel, Shipment and Expenses

1 the BFed, you CAA hEATE BA BOCEEE VEvEl FESUEAT,
shipment, travel plans, and expense reports

Department of Management
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Click on the Entitlements link.

Entitlements

Entitlements

Back

| = Service Map

x Entitlements
i | Check Entitlement Eligibiity |
Check your entittements eligibility

4. Click on the Check Entitlement Eligibility link.

NPO addon: Entittement Summary Launch Page

Add DependentHousehold Members

Dependency benefis are paid fo stafl members upon UN recognibon of an elgble spouse, chid or secondary dependent
{ parent or siblng | Ee-pendenc',.- benefis are pakd efher aa ‘Sependent rale’ of base salwry and posl adusimenl, or in e form

of & fiaf slowance
m-ms.-lt-.:L'_a::-u';lL“-._iu'i:::12:'_? L]

Entiflerment Travel

Click on the Apply On-line link

Demonstration 1 - Withdraw a request that has not been processed by the HR
Partner
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Withdraw a request or modify a dependant or household member

Quick Reference

Entitlements

A B o A v 58 e B R

(] # | nan
T # i | e,
imag #F L | (=
T # i | ey
inam # b ] s
= Ergerrta e Frma
k]

[Ip——
[ e TS
i . I

v R

Entitlements

- # - | -
i r s | e
= 3 = | =
B Bt i Proineid
onp
e
L AT
o P 4 R
e b L.

Entitlements

Family Data Overview Page

Pamify Liambiar g | Do parabr e

L Fasty e B Loty
ol - i |
= ] # ¥ |
=] # 3
(=] F i |
=] - v |

= fiemisiln o Pocre

Click on the Trash can icon.

i

ANRASEL
AL
AL

il
T
1ok
Bt
& a5

Locate the dependant you want to delete.

ek
R
=wane

Spiecied fegurl wil by
Wi Tanceiel Doy
ranly wasl k5 contngs?

S0 ok -
-
ik
-
ik -

ik .
LLRH ]
EIRT

Department of Management
Office of Human Resources Management

23 March 2015
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8. . . .
Click on the button to confirm the deletion.
Entitlements
] # b | Sk ARNARELL 138336
] # b | SR ARNABELL BLS 201
Chid & i | Jokn AHHABELL CETE
= Beguanty m Precess
Fig ety weslnbis
9.

The dependant has been removed from the Requests in Process section.

@ Next, you will modify/withdraw a dependant who has already been approved by the HR
B Partner. Dependants approved by the HR Partner can only be withdrawn by submitting
another request.

In this case you will be modifying a dependants' record with instructions to the HR Partner
that the person is to be withdrawn as a dependant.

Demonstration 2 - Modify a dependant or household member

Entitlements

* FamilyData ] Spouss S Ret-fecog. [ Cnid [ StepChid [ Men-Recognized Spous [ Famer [ Mother [ Sking [

Famidy Members. | Dependents

. Famiy Mesber Edi Delete Firs! tame Laat Mams
Chikd P i § Bokby ANMABELL
Chid & v | Bty ANMABELL
Chid ra i § Beta ANMABELL
Chid v | Jessica AHMABELL
Chid s | John ANMABELL

« Reguesis in Process

6/10



umtija

traini

10. &
Locate the dependant and click on the Edit icon.

Entitlements

Marital Data

Markal S2atus: = |Sngie =
Markal Staius Snce 14,58 1508 m
Additional Fields

]Duﬂ te famidy mamber reside with the Stafl Hember?, v I

Is Government Assistance Provided for this chid®

Is Chiid Financialy Dependent™ L
s tha Child in Full Teme Educational ARsndancs? ]
Is the Child Disabied?

I irsg Child Hon Cusdodeal?

11. Scroll down and remove the check mark for "Does the family member reside with the Staff

Member?".

Entitlements

Additional Fields

[Dioes the family member reside with the Statf Member? -
B Government Asssiance Provided for this chid™

8 Chid Financialy Depsndent T

1 s Ehe CRid s Full Time Educational ABendance™ .w/ I

& the Crid Disabled?

Is Ehe Child Non Custodial?:

12. Remove the checkmark for"Is the Child in Full Time Educational Attendance?".
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Entitlements

Family Data Application
2 Subent |[ 3 Cancl |

Remarks
Enter Remarks for &pprower:

13. Enter instructions for the HR Partner.

Entitlements

Family Data Application

e Tl | M T

e L LY

| i Sy g e A perEre
DALl o R K i Sep e

[
= Pl i B L e S R

14. In this demonstration we will enter "Jessicia is no longer a dependant”.

Entitlements

| ncknowindge aod azcept T I Torme & Comifions I ]
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15. Place a checkmark in the Terms & conditions checkbox.

Entitlements

Family Data Application
M Cancel |
riry N FOT ApprCAar Jesrcm W 55 Gnper B depesdarn!

16. Click on the & 8ubmit button.

Entitlements

Family Data Overview Page

I IM_!‘] Data saved success fully I

= Family Data [ Spouse & Rel-Recog, [ chid [ StepChid [ Mon-Recognized Spous [

17. Your modification has been sent to the HR Partner for approval..
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End of simulation.

Family Data Overview Page

Recuest has been cancebed

~ Family Data [ Spouss & Rel-Recog. [ Chid [ StspChid [ Non-Recognized Spous [ Father [ Mother

Family Members | Dapendents
H. Famiy Member | Edit
Child

| cnas

| Child

18.

While pending approval by the HR Partner, you will not be able to edit the record.

Detniis
Dathis
Dietnis

First Hame

By
Beda
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Overview

This Job Aid documents staff members’ self-service creation of an Official Travel request. This
also applies to Travel Administrator’s creation of Official Travel Requests on behalf of staff
members and non-staff members who do not have access to Umoja.

Objectives

This Job Aid will walk the staff members or authorized Travel Administrators through the
process of creating an Official Travel request as well as sending the request for approval.

Please note that this Job Aid is a condensed version of the steps needed to perform this activity.
A complete end-to-end version of the process can be viewed here:

e For Staff Members creating an Official Travel Request,
http://unsapuperform.umoja.un.org/gm/folder-1.11.10310?mode=EU

e For Travel Administrators creating an Official Travel Request on behalf,
http.//unsapuperform.umoja.un.org/gm/folder-1.11.10396 ?mode=EU

Note: The above links will lead you to simulations, interactive “recordings” of the Umoja system
used to help facilitate a hands-on learning experience.

Users can access simulations in three different modes:
* Show me: Users view a video of an entire transaction being conducted
* Let's do it together: Users will be prompted to input data at key points during the
transaction (recommended)
* Tryit: Users can complete an entire transaction on their own, with no additional
instructions provided

Enterprise Roles

Staff member self-service (available to those staff members with an access to Umoja, otherwise
a Travel Administrator has the rights to create Travel Requests on staff or non-staff member’s
behalf).

Please contact your administrative focal point if you are unsure who is performing this role in
your Office.
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Create Travel Request

1. Loginto Emplyee Self Service Portal.

umja
“Back wid s Metory Favortes Personsize View MNep
Home | UserMsp Certfymng Ottcer Travel Asmnastrater
Overview
P o oven
Welcome to Umoja

Search Q-

Umc traning poetat - T2J Legoff

Wekcome: SUSANNAN ERMENGARDE

Time Asmeastrator Gotal ndex Requestor HR Adminstrator

Varager weh Bodget Acthort ¢ (%

Ful Screen  Ogtons v

Approver Werk
-

Appeover Work

Canter

2. Click the Employee Self-Service SM tab at the top of the screen Employee Self-Service SM
3. Click Create Official Travel
Employee Services
20

v Map | Drectory | inden
Status Overview

You can Saglay 8o overvew of the status of
YOUr open processes here

antbemarty

Life and Work Events

Gundes you Brough 8 number of Life and
Werk Events fom a beth of a chld 10

BAgNAng work ot & new COMpany.
Time Management.

! EntTements
1IN0 8000, yOU CAN B0CENS 10 yOur
=57

I 8400, yOU CHO UBE SArVICEN 10 record
YOUr working tme, recuest ieeve, 83 daplay
YOur Bme aCCount data

Caceer and Job (Outsxde Umop)

Personal Information

DU ares, you CAN use services 10 mantan
nd daplay your personal data

=
E Benefits and Payments

Duplay e plats I which you are Currently
enroled, earol i Aew Denet pans. and
SOWNOSS a0 ercolment foem

Duplay your salary statement

(5 Travel, Shipment and Expenses

a T 4700, yOU G0 Bande a0 DrOCess
Wavel reguests AADmeAl Yavel plans, a3
exgense reponts

-
Create Enttement Travel
Create Unaccompored Shpment Requent
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4. Once you enter the Offical Travel Page, you must click the checkboxes that acknowledge reading
and understanding of the "Travel Initiation Pre-requisites”, and confirm that the supervisor,
where applicable, has approved the trip and that the absence was recorded in Umoja Time
Management.

It is the Traveller's responsibility to ensure that these conditions are met prior to creating the
Travel Request.

Create Travel Request for 00172144 Py

e 1 2 ‘ -
IMportant Infor mation Sant Form

4 Preve _.W'eﬂ!_.j

IMPORTANT INFORMATION - Travel Initiation Pre.requisites

The folowng pre-ravel reQurements are Mandatony and 876 yOur NAVCUS responalily

(8) Travel documents Pease note That your nationsl passpOrt and UN Lassez-Passer (UNLP) should De valkd Sor of least six
months Som Pe date of your return Som offcal ravel

(3) Ful rama Poase ensure Dt your S name & Gentical DO N The Natonal SAMPON and UNLP,

() Visa Please ensere Dat visas %or all your rsvel ponts and ihe re-entry o your Suty station are vakd

(9) Securty Clearance The UN rie & that a0 travel Aunded Dy ha UN. showld be uidertalen wihout frat s2eanng e securty Quick Links =l
Clearance. f appicatie Pease 109 on 10 MIDa S088 Un 00 ANd COLAN T required Securty CHarance(s) Prior 12 Commencement

of travel You can also access B websle 1 i Seck/SecretaratDepartments and OMCesDSSTRS Alsence of secwrty

Cloarance for any Nype of ravel Bt 5 pad by the Unded Nations wil render he Yraveler nelpbie fir any Hype of nawrante | %9

COVrage and Compensaton (MAP aad Aspendn.D) benefits

TRO Necatmwant o! Catars ant Caristy

(#) Mescal 4 | acknowledge that | have read and understand the above reguirements. it is totally my responsibility to comply with them.
do 30 may pl
praveons (R

__Hm

| certify that my Supervisor/Manager has agreed to my leave and trip, accordingly ;

5. Scroll back to the top of the page and click on Start Form.

|4 Previous Step || Start Form Ja

_'I

6. Select Travel Category and Travel Type.

Start Form

Choose the type of travel from the drop-down menu and click the ‘overview

Travel Category * | Official Travel

Travel Type * [ |'[
00. Within Mission Travel -
01. Official business -
02. Training

03. Temporary Duty (TDY)

04. Sabbatical

0S. Escort - Medical

06. Medical evacuation

07. Security evacuation

09. Med/Sec Evac-Frm Pol U

10. Med/Sec Evac-UNMEM(MIL :_j
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7. Click on Overview to go to the next page.

[4 Previous Step || Overview k]

8. Please read the details on this next page to familiarize yourself with travel policies. Acknowledge
that you have understood the travel policies and click on General Data to go to the next page.

Fill in the General Data Page

1. Fillin all the details related to this trip and the official itinerary.

[» calendar of Trips | [» Attachments (0} |

Basic Details
Travel Start Date/Time: 23.06.2014  00:00 Traveller Type: [Starr = Work Start Date/Time: * 23.08.2014 05:00
Travel End Date/Time: /rﬂ_uﬁ_zu‘]‘ 00:00 Number of Travellers: * Work End Date/Time: * 27.08.2014 [ 17:00
Journey Type: * Round-Tri -
This info wil YTV | 2 = /
populate autmatically
Reasory ONCE the itinerary [umoja Conference )] Please include the exact
deails are entered time and date of your work
This trif] below. Ent: [-NOT APPLICABLE =]

schedule
(not your travel schedule)

Comments/Special Instructions:

NOTE: If you are combining any other UN Paid Travel, you will have to raise a second Travel
Request and crossrefrence it to this Travel Request. To do this, enter the previous Travel
Request Number (displayed when a Travel Request is sent for approval) in the
Comments/Special Instructions field.

2. Below, select Applicable Subsistence, Subsistence Country and Subsistence Region.

NOTE: as a default, the subsistence allowance will not be calculated for the day of return.
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3. After all the General Data has been filled in, your screen should look similar to this:
Itinerary Details

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included except when a forced overnight is required to reach thel
destination or there is a change in mode of transportation. Personal deviation details, if any, should be clearly indicated in screen #6.

Additienal tinerary lings can be created by clicking icons on the far right. Please do not include any

click on New to
timings unless

go to the next
inerary Detais for exceptionally justified. row. +
Departure Date/Time e City/Country Mode of Trave! Arrival Date/Time: Arrival City/Country Applicable i e i e Country i e Region \
[23.06.2014]Eq [PORT-AU-PRINCE, HAITI [E7] [01 Commercial Aircraft | +| [23.06.2014 ][] [NEW YORK USA [=IED [~][usa [=] [New ork (First 30 Days)| &3 [ 5] [
[27.06 2014 ] [NEW YORK,USA. [c7] [01 commercial Aircratt || [27.08 2014 |PORT-AU-PRINCE HATI [7] [2 psAMSA Not Applicable[ =] [Unted Nations [+ istence Not Applicab H

|( Previous Step || Additional Data b| | Save Draft |

To save time, the Departure and Arrival City/Country will auto-complete based on text that
you type in these fields, which may eliminate the need to search for a specific value.

4. Save Draft and go to Additional Data.

NOTE: If you need to add any attachments in General Data, you can only do so once you Save
Draft as the trip needs to be assigned a number by the system.

Fill in the Additional Data Page

1. Atthe top of the screen click on “I want the system to calculate the Subsistence
Allowance”

Initiating Travel for: Official business Travel For Prepared By SUSANNAH ERMENGARDE
E-mail ID Contract Type Fixed Term Master Cost Centre/

Employee Group International Staff Employee Subgn
Subsistence Allowance the fixed amount
|4 Previous Step | [ Personal Deviation »| | [ Save Draft | ~=" payable by the organization to cover traveller's
expenses, accommodations, meals and
incidentals. The Per diem begins upon arrival at
Additional Data for Travel the authorized destination.

Subsistence Allowance/Deductions Click ] Allow the system to calculate the Subsistence Allowance
| ] Allow the system to calculate the Subsistence Allowanced

NOTE: This is not applicable if you are a national staff travelling within Home Country (local
policy applies) or if you are in receipt of an Ad Hoc DSA.
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2. Next, click on Yes if you require Travel Advance. The system will calculate the amount
automatically.

Additional Data for Travel

Subsistence Allowance/Deductions Select the Yes radio button in the |

Travel advance requested field.

Allow the system to calculate the Subsistence Allowance . o
_.-"""r
Number of Deductions: [ - 4
™
Travel advance requested; * ' No

3. Answer all other questions listed on this page.

Additional Data for Travel

Subsistence Allowance/Deductions

[7] Allow the system to calculate the Subsistence Allowance

Travel advance requested: * Cives (T No

Travel Processing Office: * [EsCAP BANGKOK [=]
(«' Commercial Travel Provider (i.e. Travel Agency) ' UNDR/Other UN Agency Member

Tickets to be issued through: *

Estimated Costs: [ 0.00] [ Enter Estimated Costs |

Cost Assignment: * | 100.00 % Cost Center HR01% (HR ESCAP No Post), Func‘ | Change Cost Assignment |

4. If you are taking leave in conjunction with this travel, please indicate the approved leave
in the space provided after you answer Yes to that question.

Is there any other travel type paid by UN undertaken in conjunction with this travel (e.g. Official travel combined with Home Leave)?: * CYes @ No

Iz there leave taken in conjunction with this travel? (Mot applicable for Home Leave, Family Visit or Reverse Education Grant. Select *No” for these travel types): * ®Yes (No
Annual Leave 18-19 May{

Please enter the type and date(s) here: *
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5. Click on Enter Deductions to select the dates for which you are not entitled to DSA or
any portion of it. For example, you would chose this if during your official trip
accommodation or all three meals are provided by the organizers.

Additional Data for Travel 3
Click the Enter Deductions button to
select the appropriate deductions.

i Allo Deducti __
ilv| Allow the system to calculate the i e Allowance
Number of Deductions: gl Enter Deductions |

NOTE: As a default, the system will not calculate DSA entitlement for the last travel date;
therefore there is no need to indicate it here.

Deductions
Day of Week Date No DSAMSA (100% deduction) Accommodation provided (50% deduction) Al 3 meals provided (30% deduction) SG's delegation (60% deduction)
Friday 01.05.2015 O O O
Saturday 02.05.2015 O O O
Sunday 02.05.2015 O O O O
Monday 04.05.2015 O O O O
Tuesday 05.05.2015 O O O O
Wednesday = 06.05.2015 O O O O
Thursday 07.05.2015 O O O O
Friday 08.05.2015 | O O O
Saturday 09.05.2015 O | O
Sunday 10.05.2015 O O | O
Monday 11.05.2015 O O | O
Tuesday 12.05.2015 O O O |
O O O O

Wednesday  13.05.2015

6. Click Accept to verify the selected deductions.
7. You will return back to the Additional Data Screen.

8. The Travel Processing Office is displayed as one applicable to your Duty Station by
default.

9. Select the appropriate choice for Tickets to be issued through.

Travel Processing Office: * |EscAP BANGKOK [~

Tickets to be issued through: * & Commercial Travel Provider (i.e. Travel Agency) () UNDP/Other UN Agency h
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10. Click on Enter Estimated Costs. A new screen will appear.
11. In the Estimated Costs column, enter your estimated ticket cost (obtained from a Travel

Agent or online search). Make sure the correct currency is selected in the Currency
column.

Estimated costs

Calculate || Add New || Copy || Delete |

Expense Type Calculate  Currency Eséinrr;atged
Airfare Ticket Cost USD-United States Dollar I:"
Subsistence Allowance-Stf Mb USD-United States Dolla 5,656.00
Terminal Expenses ISD-United States Dolla

Sum

[l

12. Click on the Calculate button next to Terminal Expenses. This will open a pop-up
window where you can enter if the transportation be provided in New York or your duty
station, to/from the airport, enter the number of trips, etc..

Calculate Terminal Expenses
rt
Terminal Expenses shall be deemed to cover all expenditures for transportation and incidental charges between the airport or other point of arrival or
T departure and the hotel or other place of dwelling in respect to the staff member and each family member authorized to travel at UN expense. One line b
'Ig item per eligible traveller is required. Use expense type "Terminal Expenses™ for the staff member and "Terminal Expenses Type 2 in the Mew York * )
ni i indivi 2 4
member to calculate tetal terminal expenzes for each individual traveller. Number of trips for which
Number of Eligible transportation was NOT
Arrivals/Departures . provided free of charge field.
™
z Mew “ork : Mumber of trips for which transportation was NOT provided free of charge I:I X 53.00 = 0.00 |
New “ork : Number of trips for which transportation was provided free of charge E X 11.00 = 0.00
Other Locations ; Mumber of trips for which transpertation was MOT provided free of charge E X 38.00 = 0.00
g Other Locations . Number of trips for which transpertation was provided free of charge E X 11.00 = 0.00 L |
re
i3 Total Terminal Expenses 0.00
in
m
Cancel

13. Click on Accept, to return to the Enter Estimated Costs page.
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14. If you have any other travel related expenses, such as excess baggage, click on Add New
to enter.

Estimated costs

Calculate || Add New || Copy || Delete |

15. Click on Save Draft, then Accept. (the screen should be similar to the screenshot below)

|1 Previous Step || Accept| | Save Draft | Index Humber
needed for the
J airfare column only
Estimated costs
[ calculate |[ Add New || Copy || Delete |
Expense Type Receipt Curre...  Receipt Amount Estimated Costs  Currency Traveler I Services Provider Comment Routing No. Reference No. Calculate
Airfare Ticket Cost-Ticket 1 USD-United ... 1,.200.00 1,200.00 USD -
Excess Baggage USD-United ... « 50.00 50.00 USD -
Subsistence Allowance-5tf Mbr USD-United ... = 1,512.00 1,512.00 USD -
Terminal Expenses USD-United ... + IZDZ oo 202.00 USD - ——. Calculate
Sum 296400 USD -
Click here to access the
drop down menu for any
additional expenses
(after you click on Add New)
A, Previous Step || Accept| | Save Draﬂ|

16. You will return to the Additional Data Screen.

17. The system will default the cost assignment applicable for your trip. If, however, the trip
should be charged to another cost center or split across multiple cost centers, please
click on Change Cost Assignment and update accordingly.

18. Enter Travel Justification if the request was not submitted 21 days in advance. (The

system will prompt you to do this, you will not be able to move on unless you enter the
reason for late submission)
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19. The bottom portion of your Additional Data Screen should now look similar to this:

Cyheiat All Neduct

| want the system to calculate the Subsistence Allowance

Number of Deductions: 0 | Enter Deductions

Travel Processing Office: = [MINUSTAH PORT-AU-PRINCE [=]

Tickets to be issued through: * (@ Commercial Vendor (" UNDP/Other UN office (' Member State " Self Ticket (' Not Applicable

Estimated Costs: 2,964.00 [ Enter Esti Costs |
Travel advance requested: * ®Yes ('No

Advances: 1,714.00 United States Dollar | Enter Advances |
Cost Assignment: * 100.00 % Cost Center 10606 (UNSOM Gen Admin}, Fund | Change Cost Assignment |

Justification for not submitting the travel request 21 calendar days in advance of the anticipated departure date:

Late notice by the conference urganizersl

20. Click on Save Draft and go to Personal Deviation.

Complete the Request and Send for Approval

1. On Personal Deviation page, click Yes if, for example, you are taking any annual leave in
conjunction with this travel or if you are deviating from your official route for personal
reasons and convenience.

Otherwise click No and click on Review and Send.

2. On the final page you have a chance to review all your data, make sure it is correct or go
back and change if needed.
Click on Save and Send for Approval if you want to submit the request now. If not, then
Save Draft and you can get back to it later.
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Travel Start Date/Time: | 23.06.2014 0000
Travel End Date/Time: | 27.06.2014 0000

Itinerary Details
Itinerary Details for: ...
Departure Date/Time Departure City/Country Mode of Travel Avrrival Date/Time Arrival City/Country Applicable Subsistence Subsistence Country]
23.06.2014 00:00 | PORT-AU-PRINCE HAI 01 Commercial Aircraft 23.06.2014 00:00 | NEW YORK,USA 1 DSA UsA
27.06.2014 | 00:00 | NEWYORKUSA 01 Commercial Aircraft 27.05.2014 | 00:00 | PORT-AU-PRINCEHAITI 2 DSAMSA Not Applical United Nations
Estimated costs: 2,954 00 Number of Deductions: 1] Advances: | 1,714.00 United States Dollar

Cost Assignment: | 100.00 % Cost Center 10606 (UNSOM Gen Admin), Funds Center 10606 (UNSOM Gen Admin), Fund 10UNA (10UN,

Final Action
" Save Draft lonly want to save my travel request and send it later
@SaveandSender .’5.??.'.'.?.‘.'.’.3..; | want to save my travel request and send it now for further processing. | confirm that | have entered all data to the best of my knowledge.

| am aware that, within two calendar weeks after completion of travel. | am required to submit, on line, the related travel expense report (claim) in accordance with the Section 11 o]
comphy with this requirement will result in automatic recovery of my travel advance(s) through payrell deduction. If, on review of my claim, it is determined that travel advance exce;
the overpayment will be recovered through payroll deduction.

3. The final screen should look similar to the screenshot below. If there is any error
message, it will appear on this screen. Please follow the instructions on the screen in
regards to medical and security requirements as prompted by the system.

|1 Prewvious Step || Sawve and Send for =p|:rc-.al|

Travel request 0000000587 was saved and submitted successfully.
Medical clearance is reguired for this type of travel. Please contact your Medical Service and ensure clearance prior to commencement of travel
Reguest for security clearance has been sent to TRIP. Ensure to ebtain security clearance prior to commencement of travel

100.00 % wil be azsigned acc. to trip costs assignment guidelines

4, Previous Step || Sawve and Send for Approval

Note: The system automatically triggers a request for security clearance, but in “draft” status
only. The Traveller is still required to log into the DSS website/TRIP (trip.dss.un.org) and
finalize the submission of the request. The Traveller is responsible for obtaining his/her
security clearance.
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General overview on the subsequent approval process

The Official Travel Request, once submitted for approval, will go to a Travel and Shipment
Approver (formerly Certifying Officer) and to a Travel Processing Officer (formerly Travel Unit)
for approval and ticketing.

Amending or Deleting an Official Travel Request

You can change or cancel a travel request or view its status on the Employee Self Service (ESS)
front Screen under Traveller Work Center.

My Trips and Expenses

All My Trips (200 Official Travel (11) HR Travel (3) Entitliement Trawvel (3) Lump Sum Reguest (3) Shipment Request (0)
View: |[Standard View] |=] | [ Display PDF Form | ||| Display || Change || Copy || Delete | | [ Create Official Travel |

E. Trip Mumber Start Date End Date Travel Category/Type Destinaticn
6050 14.12.2014 20.12.2014 OT- 1. Official business GENEVE,GE,SWITZERLAND
5971 22122014 23.12.2014 OT- 3. Temporary Duty (TDY) MIAMEY MIGER
5970 22122014 23.12.2014 OT- 3. Temporary Duty (TDY) MIAMEY MIGER
5962 17.12.2014 17.12.2014 OT- 1. Official business LOAMO,ITALY
5961 14.12.2014 14.12.2014 OT- 1. Official business ALOANDIA, GO BRAZIL
5833 14.12.2014 24.12.2014 aT- 1. Official business PANAMA CITY PANAMA
5692 14.12.2014 14.12.2014 OT- 1. Official business PARIS, 75 FRAMNCE
5631 14.12.2014 24.12.2014 OT- 1. Official business PANAMA CITY PAMAMA
5599 14.12.2014 21.12.2014 aT- 1. Official business PANAMA CITY PANAMA
5431 03.11.2014 05.11.2014 QOT- 1. Official business SALEM WV USA

£

Find Status of Existing Travel Request

In the Traveller Work Center, scroll to the right to see the current approval status of a particular
Travel Request. For example, you can view if a Request is waiting for approval from Travel and
Shipment Approver or the Travel Processing Office.

Deleting an Offical Travel Request

BEFORE THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL

Before the request has been submitted for approval, it can be changed or deleted by following
these steps:

1. ldentify your Official Travel Request under the Official Travel tab.

2. If deletion is required, click on Delete and follow the subsequent steps.

Umoja Training Create Official Travel Request 13/15
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AFTER THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL OR HAS BEEN APPROVED

Once the request has been submitted for approval to a Travel and Shipment Approver, the
request can be cancelled by following the steps below:

1. Go to Employee Self Service (ESS) — Traveller Work Center
2. Find and highlight the Official Travel Request you wish to cancel in All My Trips tab.

3. Click on Request Cancelation.

All My Trips Official Travel (0) HR Travel (0} Entitlement Travel (0} Lump Sum Request (0} Shipment Request (0) Expi
View: |[Standard View] [+] | [ create Travel Request 4 || Create Shipment Request || Create Expense Report | | | Request Canceliation |*
B. Trip Number Start Date End Date Trip Activity Type Destination Reazon
675 23.068.2014 270582014 OT-1. Official business MEW Y ORK USA Umoja Conference
§74 01.06.2014 08.06.2014 OT-1. Official business MEW Y ORK USA Umoja Conference
667 01.06.2014 03.06.2014 OT- 1. Official buginess MEW % 0ORK USA Umaoja Conference
666 10.06.2014 15.06.2014 OT- 1. Official business test pris

Amending an Offical Travel Request

BEFORE THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL
1. Go to Employee Self Service (ESS) — Traveller Work Center
2. Under the Official Travel tab, find and highlight the request you wish to amend.

3. Click on Change to amend the request.

My Trips and Expenses -

All My Trips (4) Official Travel (2) HR Travel (0} Entitlement Travel (0} Lump Sum Reguest (0) Shipment Reguest (0) Expense Report with Travel Auth

\.-"iew:|[5tandard View] |v| | | Display Fcrm| | | Display || Change || Copy || D-elete| | | Create OfﬂciaITraveI|
E. Trip Number Start Date End Date Trip Acti Lk Destination Reazon \"\furkﬂuw Status

675 23.06.2014 27.06.2014 OT- 1. Official business NEW YORK USA Umeja Cenference raft & Saved
8667 01.06.2014 08.06.2014 OT- 1. Official business NEW W ORK USA Umoja Conference TO Approved
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AFTER THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL OR HAS BEEN APPROVED

Once the request has been sent for approval or has been certified and approved, a staff
member or a Travel Administrator will have to contact the Certifying Officer (by phone or email,
but outside Umoja) to amend the request or return to the staff member to apply any changes.

Umoja Training Create Official Travel Request 15/15
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Purpose

Use this procedure to by the Time Manager (primary and secondary) to approve/endorse leave
absence requests submitted by a staff member.

Infended Audience

e Time Manager

The role of the Time Manager is:

e Approve/reject requests from staff members for the following types of leave:
* Annual Leave
e Annual Leave - Reverse EGT (Education Grant Travel)
* Annual Leave - Home Leave
e Annual Leave - Family Visit
e CTO Use (Compensatory Time-Off)
e Compressed Reg Day Off
e Travel Time for R & R (Rest and Recuperation)
* Uncertified Sick Leave
e Paternity Leave

¢ Endorse staff member’s request for:
¢ Special Leave
¢ Rest and Recuperation

* View absence balances for staff members.

¢ View Team Calendar to see approved leave for the team

References

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference, the tfraining simulations and Factsheets are provided for information and
navigational purposes only. The United Nations Staff Rules and Regulations, and Administrative
Instructions are the authoritative documents on this subject and staff members should refer to those
documents for the complete eligibility and documentation requirements as it pertains to their
situation.
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Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service
application.

Approval Process

Staff member and
receives notification

Submits and reason for
rejection
i request
—_—
Staff member and HR
Partner receives
Staff Me.m.ber/ notification of
HR Administrator* —

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff member has submitted a request for leave through the Umoja Employee Self-Service portal.
2. Time Manager verifies and reviews the request through the Umoja Approver Work Cenfre.

a. Ifthe Time Manager approves the request, the request is recorded in Umoja and a noftification
is sent to the staff member.

b. If the Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.
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Endorsement Process

The Time Manager is the first approver but the request is not considered approved until the HR Partner
(second approver) agrees to the request.

Staff member receives
notification and

Submits Notified of reason for rejection

request - submission
—— UMmilja———,

. €s
Staff Member/ Time Manager
HR Administrator*

N Staff member and
(eo‘ues Time Manager receive
5 notification

Staff member and
Time Manager receive
€ notification

ro
HR Partner Ve&re

1. Staff member has submitted a request for leave through the Umoja Employee Self-Service portal.
2. Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. Ifthe Time Manager approves the request, the request is recorded in Umoja and a notification
is sent to the staff member. The request is then forwarded to the HR Partner

b. If the Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

3. HR PArtner reviews the request through the Umoja Approver Work Centre.

a. Once approved, the staff member and time adminstrator are notfified.

Objectives

As part of the demonstration, we will show you:

1. How fo check your team calendar for specific months.

2. How fo check the staff member's absence balances.

3. How to approve or reject the request.

4. How to endorse arequest that will be sent to the HR Partner for approval.
Scenario

A Time Manager logs info Umoja and reviews a list of new leave requests that require his/her action.
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¢ Demonstration #1 - the Time Manager will review and approve a new leave request for a
halfday leave on 02 April 2015.

e ¢ Demonstration #2 - the Time Manager will review and reject a new leave request for 3 days
from 15 April 2015 to 17 April 2015.

e « Demonstration #3 - the Time Manager will review and endorse a special leave without pay
for 1 year 1 May 2015 through 30 April 2016 so the staff member can pursue their masters
degree.

Menvu Path

Use the following menu path(s) to begin this process:

Home>Approver Work Center

Procedure

Start the process by using the following menu path:

Home>Approver Work Center
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Welcome to Umoja
Welcome to Umoja

Approver Work Center

Approver Work Center
_hl rrr— T Coompisted Bamy

¥ S G b Criena Wariesgrce

View | Rarded Vas] - Rabmih

Procaus Re Fra 4 Rlrs Sutgmci

In this demonstration we will click on the

From the Home Page, click on the Approver Work Center link.

e by (eies liew Quedy el saralls
Fit ety
b Vi Tt Dt

Seatan of - Mol axwceked e - SstEr Lt T

Time Pending ltems )
tab to review new leave requests.
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@ Depending on your responsibilities you may see multiple tabs. In this demonstration, the
B manager only has time responsibilities.

Time Pending Items - lists the new leave requests that require the time manager's
actions. Provides the time manager with the functionality to approve orreject a
request.

Time Completed Iltems - list the requests that have been approved or rejected.

Demonstration #1 - you will review and approve a new leave request

Approver Work Center

Approver Work Center

Cat Bt et Foves Famding werrs T Corgiarssd femm

# Thow Uk Crfena Wariemge Ve Lety Corltar lhew Duary Pedamamge
L e = l;.:-—- i Aggeren | B Coaginy | | | Arbent i Seliin
Peocass sl Paaginn - bt Himra S e [Plecien Py - T — Mhecnad [orgices
g | e i VIR WA AR | BE  3OE LIPS = Fdasy DRCRID DR O
EYEE
s
SHRan
S|, Flgmam g [TV WO W (Meden  Seady DR DO O, e TVEHY
ENERYS
i
Lagew
4.

Click on the gray box next to the request you want to review.

Approver Work Center

Approver Weork Center

Deat Cortarrad Fims Panding Sers T ottt Herm

(g g T e Cieary Chplig M Qutry Fardonsisy
Vil i Vaw | - _lll\.l'n.lru_-,- lipyge Film Soltrym
Procaus He! Fracena - b frome e S | et G Eilecien Vo [T Bl tas B regiayes Aacmad L mgoee
A L e (LR WA R LT Py, ONCRGESD CNICI Do
EVERT
e
s Rk
Mo | ruram Hismae EVERY I REN S Medew Ensy OORSD DOOMS OC. ... Hemae EVERY
ENERTS
et
Epigeawt
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5.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , New

Click on the | B Review and Approve | 1>utton fo review the details of the request.

=17

"

v i (gRea 4 ¥
o L Bty | Hbemcn e
Tt | ardm
o s - e - MG w Ay B by gy Apimte | Db Tomm Memgsn P Taem Cassds
TEtS Laren
foimddon Towied Tha Fo Sl SounbionTgaWeTrhu Fo fis Sonkdon T eeired Tra #n Gl SoeebionTes Wl Tha Fr S fombbon T
7 3 4 838 8. 7 6§ B MW DN MR ENMPBNITHDN XD H
L L
. ML
A & ALALH
Aanc MACIART LD
L ]
= Livw Dwtads
~ Fless, remsended 0 e Chach bumoe 10 cakiulme e darpwhossn™ Adcrry
Tywof Liss  drwssl Lasey il
Dwwingiae  Arvwdl Loss FTTRL TR T
Tsmmas ol Tlaka
et Cane. 0 84 300 [P re—— T

[T -T7F
Az e mE e

Vi lurs

Click on the Team Calendar

team for the current month.

The leave details for the selected staff member will appear in the Leave Details section.

tab. The team calendar will display the approved leave for the
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Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , New

o Appoe [} Reject 4 7o b et
b Calendar Team Calendar Leme F!uq.m Absence Balance
Team Calendar

View Month |w|March  [=[2015 |=| APPY | Sort by Mames Ascending |w || Select Team Members
|January &)

Fabruary 205 March

nMonTueWedThu Fri Sat SunMonTueWedThu Fri Sat SunMonTusWe

May 2 3|4 5 68 7 8 [ 2R10)1 12 13 14|15 18 17 | %

Junig |
July

Ain August
Saptember
October
Hiovamber

Bl B R R B

Huma

Alba

7. You may select the month of the request from the pull-down menu of the calendar fo check the
tfeams' leave plans. In our demonstration we will select April from the list.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , New
fﬁwm mﬂl&m d Preaous B Next

o Calendas Team Calendar Leave Regquests Absence Balance
Team Calendar
View: Morth | = E [+l 2015 "| Sort by: Names Ascending |+ | Select Team M

2015 M
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Click on the | Y. 5 tton to display the selected month.

Proceed fo review the leave plans for the feam and the staff member's request in the Leave Details
section.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVER

o7 Approve @F{eject 4 Previous p Next

- Calendar Team Calendar Leave Reguests Absenc

Team Calendar

T T | p—— T | p—— I S . —

9.

In our demonstration we will approve the request by clicking on the V i button.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , N«

;-_f_l Leave request was approved
successfully
- Calendar Team Calendar Leave Requests Absence Balance

Team Calendar

10. A message will appear indicating that the approvalwas successful and the request will be moved
fo the Time Completed Iltems list. The staff member will receive a notification of the decision.
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Demonstration #2 - you will review and reject a new leave request

Approver Work Center

Approver Work Center
Drat | Retumed Time Pending hems  Time Completed Rems
[+ Show Guick Criteria Maintenance |
View: [Standard View] = | | [ Revew and Approve | 6" Dispiay | | [ Refiesh |
Raf . Process . Subgect Initiatcr Nama Sant Date Effectve . Prionty Status

Anral ... Humam Hamam EVERY 1B0E2015 15042015 5 Medium Ready
EVERY's

Leave
Roquest

CTO Accrual Humam Hamam EVERY 17.032015 16032015 5 Medum Ready
EVERY s
Laove
Reguest

11.

Click on the gray box to select the next request you want to review.

Approver Work Center

Approver Work Center
Draft " Returned TkltPlﬂhghmi | Time Complated ltems
[ Show Guick Criteria Maintenance |

View (Sncart View) |/ | (S5 Rovewand Rpprow | 6 Dspey | |  Reesn |
Process Ref... Process .. Subject | feoew end dpprove SentDate  Efective . Prionty
Annual L,.. Humam Humam EVERY 18032015 15042015 5 Medum
EVERY's
Loanvi
Request

CTO Acenual Humam Humam EVERY 17032015 | 16032015 5 Medum
EVERY's
Leave
Request
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12. .
Click on the [ & Review and Approve button.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , New
o e s 4 b tisa =l
T = [ * = it (w ] AP Gy Ve Racpedey | w St Teaem Mesbern . Pue Tawn Colmin -

908 ks
B T Wi Thiad P Bt Fesamblion Troom emi T P 20 Sesarubion Pt T #'r Bt TraanbbonTon Wi Thad 10t Brasmbiion Tim

NP3 & 3 OB F W W BB OTORF RN RIE R PPN BN O OO NI X N
e DYENY
[ ]
B, Y ALADH

Al MACIART 1L

b bt
= Lo Duind

U Plagie Sl I e O bl 1 Calrkine the deypa b L Y e
Typst of L Arwil | sgsy - imy
Dmsrgbom Byl Lews et
A iy
Sumt e |6 B4 2SS [Ty w—
EriCuw 1T E4 0N
e 308

Ll ik

i Pt ||

13.

Review the information provided as in the previous demonstration.

In this demonstration, the staff member is requesting leave from 15 April 2015 to 17 April 2015 and
you decided that you can not approve this albsence request.

ﬁ If you plan to reject the request, you must enter a reason.
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Approve Annual Leave, Humam EVERY, New

* Lnewn Detads
T Flnmi s b s (e Bl b Lk lete T ey R L]
| S - a1,
R B | Bae AR TR
Aermar ol [
et w6 B 0L i | by e
(i Dot 17 Bd 20
B caka wyn 18
i Ful el i e e VTR P SRR S S
5 el s G i S B
J
14.

Approve Annual Leave , Humam EVERY , New

Approve Annual Leave , Humam EVERY , New
o Approve || [k Reject || € Frovons B Next

”-‘;'_25.'1.5 :;':""Pﬂll' | Sort by: [Mames Ascending ||| Select Team M

2015M
SunMonTuaWedThu Fri Sat SunMonTueWedThu Fn Sat SunMoi

15. . T . |[§Reject

In our demonstration we will reject the request by clicking on the

button. .

Enter the reason for the rejection in the New Note field. In this demonstration we entered "l need
you on the 17th for the presentation with the SG, resubmit request for a different day."
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Approve Annual Leave, Humam EVERY , New
|

Approve Annual l.ea:'e , Humam EVERY , N\j
" Approve @ Raject 4 Prewwous b Hext

L_&aue raquest was rejecled

uccessfully

et Calendar Team Calendar Leave Requests Absence Balance

Team Calendar

16. A message will appear indicating that the rejection was successful and the request will be moved
to the Time Completed ltems list. The staff member will receive a notification of the decision.

Demonstration #3 - you will review and endorse a special leave request

Approver Work Center

Approver Work Center

Draft I Raotumed Time Pending lems | Time Completed tems
[+ Show Quick Criteria Maintenance |
View: [Standad WView] (=] ] —&g Review and Approve !l lﬂd‘fllrspla'_.rl [ | Refresh |
Process Ref. ..  Process ..  Subject Initzator Mame Sent Date Effecte .. Priont
Special L... Humam Humam EVERY 18.03.2015  01.052015 5 Ma
EVERY's
Leave
Request
Special L... Arsbene Arbene DOLORES 18.03.2015 01.05 2015 5 Ma
DOLORES's
Leave
Request
CTO Accrual Humam Humam EVERY 17.03.2015 | 16.03.2015  5Mwe
EVERY's
Leave
Request
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Approve requests for leave absence by Time Manager

Quick Reference

17.

Approver Work Center

Specel L... Asbene Asbane DOLORES
DOLORES's
Legw
Ruoquest

CTO Accrual Humam Humam EVERY
EVERY's
L
Roguest

16032015 01052015

10032015 01052015

1703205 1603.2015

18.

Click on the @ Review and Approve 410

5 Madium

& Madum

5 Madium

Click on the gray box to select the next request you want to review.

if

Rasdy

g ¥

UNE

Department of Management
Office of Human Resources Management

21 March 2015
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Approve Special Leave without Pay , Humam EVERY , New

Approve Special Leave without Pay , Humam EVERY , New

o emon [ e 4 1 bt -1 9
] [ T, C i i Hegarns Abwes Oses

= AAm b

i Fobw Vi Vi i A bt P S | o bl |
[Wnie g s e sy | oy axey
® Loarvn Dutaiby
= Phsare. serssrsben imwis chacl buton io calculate S dayvhboun™ Addiora D
Ty of s Special Lussen sifbend Py [T
1 50w nsbatteg: g o Fabpl CCUENE e b AR

Tl | n g Fipy ma v ape g mbpes 4 ofam]
el o gcead ora. cabsndie PEty. and you sk b contes
1 et gsitn B e U e e o e

Leicrgion wenAdl e tn cnrdee ia paricpele n Heslh Pearcy o
b o whosid chach B bo on S aghi. Pass s8uan
B T T i 1 O 10 paCpa o L meauecs [
an wed aa the CegaFerIiom 3 s PRy 13 e wien of By
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Siwi Ciie 008 SR
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dagrrn  Homg Lty shab s by bl o B
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19.

This is a special leave without pay (SLWOP) request for 1 year so that the staff member can pursue
higher education studies. SLWOP request require submission of documentations. In this case, the
documentation would be the admission papers.

Click on the attachment link and review the document.
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Approve Special Leave without Pay, Humam EVERY, New

= |mwwy Coimily
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20.

In this demonstration, we will type the following "l endorse this request, this is beneficial to the staff
member's current position. | plan on temporarily filling their position during their 1 year absence."

Approve Special Leave without Pay , Humam EVERY , New

Approve Special Leave without Pay , Humam EV
|ﬂ"’iﬂ¥m| iﬁﬂjﬂd 4 Prevous P Next

] Calendar Team Calendar Leave Raqmsts. Absence Balance |

21.
Click on ’rhe| # SIS |.bu’r’ron.
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Approve Special Leave without Pay , Humam EVERY , New

Approve Special Leave without Pay , Humam
v Approve @ Rejpct 4 Previous ’ MNext

|¥#] Leave request was sent successfully

] Calendar - Team Calendar Leave Requests Absence Balance

22. A message will appear indicating the request was sent. It will be routed to the HR Partner for
approval. The request for SLWOP will only be considered approved once the request has also been
cleared by the HR Partner.
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Purpose

This procedure is used by the Primary Time Managers to assign the role of secondary time manager to
members of their team.

Reference

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference, the tfraining simulations and Factsheets are provided for information and
navigational purposes only. The United Nations Staff Rules and Regulations, and Administrative
Instructions are the authoritative documents on this subject and staff members should refer to those
documents for the complete eligibility and documentation requirements as it pertains to their
situation.

Intended Audience

= Time Manager

The role of the Time Manager is:

e Approve/reject requests from staff members for the following types of leave:
* Annual Leave
¢ Annual Leave - Reverse EGT (Education Grant Travel)
* Annual Leave - Home Leave
e Annual Leave - Family Visit
e CTO Use (Compensatory Time-Off)
e Compressed Reg Day Off
e Travel Time for R & R (Rest and Recuperation)
* Uncertified Sick Leave
e Paternity Leave

¢ Endorse staff member’s request for:
e Special Leave
¢ Rest and Recuperation

* View absence balances for staff members.

¢ View Team Calendar to see approved leave for the team
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Global Process

The Primary Time Manager identifies one or more members of his/her team and assigns them the role
of Secondary Time Manager.

Pre-requisites

The staff member must a member of the Primary Time Manager’s team.

Objectives

As part of the demonstration, we will show you:

How to search for the Organizational Unit of the staff member.

How to search for a staff member on your team.

How to assign the staff member the role of Secondary Time Manager.

How to extend the assignment of the Secondary Time Manager.

Scenario

The Primary Time Manager assigns or extends the assignment of a Secondary Time Manager.
Demonstration #1 - Assigning a new Secondary Time Manager

Demonstration #2 - Extending a Secondary Time Manager's assignment

Menu Path

Use the following menu path(s) to begin this process:

Home>User Map>Secondary Managers
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Procedure

Start the fransaction using the menu path

Welcome to Umoja

Welcome to Umoja

-
Approver Work
o Center
-
g2 Approver Work
Center

User Map

&ﬂ User Map

Click on the User Map Jink.
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User or Employee Search

Usar or Employew Search Organizational D
5T} T4TRRIGR m) LANIE ROSELME Pastion
Farcnnal Ho 1Ean35L D Siruciws Saaich | JAMIE ROSELNE Org. Uit
Fund HR#99 Payroll area
Cosl Cenber Besinass Ana

ﬂm-l My Access ! Worklow Guide . Enlergrise Roles . Preamadan I St oncdary Mansgars:

View: Detaut ]| [Expors]
Relationehip i lndex Hamber Employes Mame & SAPLogniD  Emad
Buigat Manager LECE ST Taemiben CANDHE TACHAMGR 1 BOMBunE
lrkad indse Srdreerteesne D T A8 e A TdrzaAndds

Secondary Managers

Click on the tab.

ﬁ If any secondary time managers have been assigned, they will appear in the list as in our
example below. Next, you will be adding an additional secondary manager to the existing
list.

Demonstration #1 - Assigning a new Secondary Time Manager
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User or Employee Search

My Approvers My Access Workflow Guide En
View: |[Standard View] |v| | | Print Veersion || Export 4 |

Secondary Manager Index Mo,  User Name  Relationship ID
15655603 T4TMPTM1 974

18955762 TATMMGR2 | 974

19031032 TATMMGR3 | 974

h Create | | Edit | | Delete
J—\

Click on the [ Create | 5 jtton.
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User or Employee Search

Relationship ID: Secondary Time Manager - 974

Start date: * [ |is]
End Date: * _ s
Organization 1D: * 00000000 |3

Secondary Manager, = kdiridatn )

| Save| | Cancel|

S. Select or enter the dafe you want the secondary time manager's time approval rights to begin. In

this demonstration, you will click on the calendar ]E icon to select the date.

Q You will be assigning a secondary time manager for the period of 1 April 2015 to 10 April
2015.
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User or Employee Search

“ < March 2015 Eﬁ
Mo Tu We Th Fr Sa Su
9 23|24 25|26 27 28| 1
10 2 3 4 5 6 7 8
11 9 10 11 12 13 14 15
12 16 17 18 19 20 21 22
o 13 23 24 25 26[27]28 29
Relationship 1D: 1430131112 2 a5
Start date: * [(g]
End Date: * | [ig]
Organization 1D: * |E|EIEIEIEIEIUEI ||
« 00000000 ||

Secondary Manager:
| Save |

| Cancel |

Click on the Next Month ¥ icon.
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User or Employee Search

4 Apiil 2015 bW
' Mo Tu We Th Fr Sa Su
11420 (31 1]2 3|4 5
156 |7 8| 9101112
(16 13 14 15 16 17 18 19
17 20 21 22 23 24 25 26

Relationship ID: 1945 5
Start date: * " [ca]
End Date: * l 0

Organization ID: * 00000000 [ﬂj

Secondary Manager- = 00000000 9

|- Save I Cancell

7. Click on the start date. In this demonstration, you will click on the 1st of April.

User or Employee Search

Relationship 1D: Secmd_arg Time Man;gar - 9_']’4
Start date: = [o1.04 201}
End Date: * | [1s]

Organization ID; = |'5°“9“”W. ﬁ]
Secondary Manager. = _Ipnuunnm} @

L‘ Sml L Cancel |
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8. Select or enter the date you want the secondary time manager's time approval rights to stop. In this

demonstration, you will click on the calendar ]E icon and select a date.

User or Employee Search

“" Agpril 2015 P

Mo Tu We Th Fr 5a Su
14 12| 3|45
15 67 |8 gl1o]n 12
16 13 14 15 16 17 18 19
17 20 21 22 23 24 25 26

Relationship ID: el
18{27|28 29 30

Starl date: * i .

End Date: _ _[tli

Organization 10: * 00000000 (9|
00000000 5|

Secondary Manager: ™
[ Sawr| I_ Cancer]

9. Click on the end date. In this demonstration you will select the 10th of April. If you do not want the
approval rights to end, then enter 31.12.9999.

ﬁ Next, you will be selecting the Organizational Unit of the secondary manager.

9/20



umrtija

training

User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: * 01042015 [
End Date: * 10.04 2015] 5]

00000000  [F9

Organization ID: *

Secondary Manager: * 00000000 ||j|
[, Save| | Cancel|

10. Enter or select the organizational unit ID you will be assigning fo the secondary time manager. In

this demonstration you will click on the IE icon to search for the Organization ID.

Organizational Unit

Hide Filter Criteria

Org 1D: 00000000

Org Name: |:| |

Mazx. number of records: | 1UU|

Start Search || Reset |

@ Cancel

11. Enter the organization number or name. In this demonstration you will enter the organization's
name OCHA CPD CSB.

ﬁ If you do not know the exact acronym for the organization, you can use wildcards (e.g.
OCHA*) and a list of all OCHA organizations will appear from which you can select.
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Organizational Unit

Organizational Unit E m
| = Hide Filter Criteria

Org ID:

Org Mame: |ncha cpd csh

Max. number of records: | ‘1UU|

h Start Search | Reset |

Cancel
12. . [ Start Search
Click on the ki Start Search. button.
Organizational Unit
Organizational Unit E m
| = Hide Filter Criteria |
Org ID: 00000000
Org Mame: ||:H:ha cpd csb
Max. number of records: | 1UU|
| Start Search || Reset |
Organizational Unit
Org 1D Org Mame
2[][][]4[][][] DCHA CPD C5B
Cancel
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13. A list of organzational units that match the name entered appear. Select the organizational unit by

clicking on the gray box next to the applicable unit.

Organizational Unit

Organizational Unit E m
| = Hide Filter Criteria |

Org 1D: 00000000

Org Name: ||:H:ha cpd csb

Max. number of records: | 1IIIIII|

hStatSeachH Reset|

Organizational Unit
Org ID Org Mame
20004000  OCHA CPD CSB

@ Cancel

Click on the ‘@K button. The information wil appear in the Organization ID field.

User or Employee Search

Relationship ID: Secondary Time Manager - 974
Stan date: * '01.04.2015 @
End Date: * (10042015 |{

Organization ID: * }zuumunu_ﬂ_ SRS

00000000 |

Secondary Manager. *
| Save| | Cancel|
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15. If you know the secondary time manager's personnel number, then enter the number, otherwise,

click on the lﬁ icon to search by last and/or first name.

Personnel Number: All Values

Personnel Number: All Values E m

| = Hide Filter Criteria ~ Personal Value List Settings

Last name: || | g
First name: < | | =

Start Search || Reseat |

16. Enter the secondary time manager's Last and/or first name. In this demonstration, you will enter

their last name, "Sattlefield".

Q If you do not know the spelling of the name, you can use a wildcard (e.g. Satt*) and a list
of members on your team that contain the letters entered will appear for you to select.

13/20



umrtija

training

Personnel Number: All Values

Personnel Number: All Values E B

[ = Hide Filter Criteria  Personal Value List Settings

Last name: < | sattlefield &
&

First name: O|

h Start Search || Reset |

Click on the i Stat Search. p, t1on A list of staff members matching the entry will appear.

Personnel Number: All Values

Personnel Number: All Values

| = Hide Filter Criteria |

Last name: == [SATTLEFIELD |
| 2

First name: O|

| Start Search {| Reset |

Last name =  First name

SATTLEFIELD H'sen

Lll Walue List E
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18.
Select the applicable staff member by clicking on the gray button next to the staff member's

name.

Personnel Number: All Values

Perwsrms| Harsbsr A1 Velaes

Pl Tas Craasa

| Lost mams [ EATTLEFRRDS =
| o L
ECE|LT
Lau e & Pt seva Tee Feares ks Falirrel Sulaed Vs o 1T grg
E SATTLEFELD Humn L Uik Smtun Voww Viors o S
[~

Click on the @ button. The selected staff member will appear in the Secondary Manager field.

User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: = (01042015 [
End Date: * [10.04.2015 [

Organization [0 = [P0004000 [ [OCHA CPD CSB

Secondary Manager = 47981176 [J] HsenSATTLEFIELD

Save I L Cancel |

20.

Click on the button.
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User Map - Umoja training portal - T2J

ther ta | mplopes ieant Atagam yatimal Vlaihy [
[T RATRARAGHA ()] SN EREL R Pyt T G erl T AssET T
e I = T FE BSELE Doy Lt S OOHA OFD CEEF PE
Pt HT Payrd sad
Carit Comasr Demmana Appa | UFF9Y Limags S8 Tech. Cumilg

Wy A by A s L ] T ot i R Paieit i, s vty Blanagein

Wiew |t View| - Fred Vet | Capot o tiwe Srbgn
Seroeduey Masps i Na UrAess Osiwoepsp®] Mewkdns  [wiDeis Ceplogss Gy Coployss Sob Gomgy  Orgescsborsl Und Dy Lind e
L] TamaTR BN MEONE NI e B Fobeed L Abes  SX0TFH RS (vl (0
1WA TATMAAGRS %1 SN F AT el Sealt  Pegleasana & Abovw  NEO0HTIC QA TP O
1R TTRRASEY T B B0 ik M T W mesamoasl Bl Papliaaesl U Aboes  NODSITT O CRD P WD [LFASsER
Lhs Lk ] BEETER . AN P E WIS mlessions e Peolsons £ Abow  S0THE CHCHA, P C1SE

21. A message appears that the assignment of a secondary time manager was successful.

@ The secondary fime manager appears in the list by Index No. (Personnel No.)

Next, you will extend the time period of the secondary time manager's assignment.

Demonstration #2 - Extending a Secondary Time Manager's assignment

You can extend the end date for the secondary time manager by selecting the manager from the list
and clicking on the Edit button. If there is a gap between assignments, then you would have to create a
new entry. For example:

1 - The secondary time manager's assignment ends on 10 April 2015, if you want to extend it until 24 April
2015, select the manager, click on the Edit button and change the end date.

2 - The secondary time manager's assignment ends on 10 April 2015, you want to assign another period
of time (1 June 2015 to 15 June 2015), then you would click on the Create button and create a new entry
for the time period.
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User or Employee Search
Wriowwes | Wyicoem | WeidmOudy | Eowpmefie | Fewie JNRRTNIEN

Vi (St )| [Pt Vi | Bt ]

[ m;h-)h Unevlioms  Restongtpld Sstdme  [ndOts  Employes Grmp Emplogss Scb Gooep Dvgarcratoesd Unit g et Mama

e— Lol i) b T e e OCHA GUAD 00

e TiThRAGED N QRIS 12N nbematonsd Raf  Professcnal & Abowy  J000NTE OCHA CFO OS5
I ke glikH TETMBAGRD 574 MRS 10 TP ewmons S8 Profiiiseal L Abies 20005477 DCHA CRO FO S
|I e EELTHIITE 574 ML DR sl SaF  Profeisssal L Abows 200586 DA TP CB0

22. Select the Secondary Manager for which you want to extend their assignment by selecting the

gray button.

User or Employee Search

MyAppowers | MyAccess | Workdow Guide | Entwprise Roles | Parametars

. h“ 'u'-n]__E[] — —_—
Secondary Manager Index Mo, UserName  Ralationship D Startdate  End Date  Employes Group  Employwe Sub Grc

15E55603 TATMPTMT 974 240332015 31129999 imemational Stalf  Profess:onal & Abe
1B%E6TE2 TATMMGRZ2 974 01032015 31129959 Imemational Stafl  Professsonal & Abe
D TATMMGRY 474 01032015 31129969 intenational Stafl Professional & Abe
[7] arsenirs EEATS81178 974 01042015 10.042015 intemational Stafl  Professional & Alx

o= =]

23.
Click on the LEdit | pution.
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User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: = 01.04.2015
End Date: ~ (10042015 Ty

Organization ID: = 20004000 OCHA CPD CSB

Sacondary Manager = 47981176 HsenSATILEFIELD

| Save| | Cancel]

24. Enter or select the dafe you want to extend the assignment. In this scenario you will be extending

the manager's assigment intil 24 April 2015. Click on the calendar ]E button.

User or Employee Search

M4 Apil2015 b
Mo Tu We Th Fr Sa Su

14 if1]2(3|4a]5
15| 6 | 7| 89 [§0] 1112
_ 16 13 14 15 1§ 47 18 19|
Relationship D: 17 20 21 22 & 24 35 26
18 27 |28 20 30| 1
Start date:

19 4
End Date: * 10042015 |0

Organization ID: * 20004000 OCHA CPD CSB

Secondary Manager: = 47981176 | [H'senSATTLEFIELD

[, Save| | Cancel|

25. Select the date, 24 April 2015.
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User or Employee Search
I
Relationship ID: Secondary Time Manager - 974
Start date: * 01.04.2015
End Date: * 24 04 2015) 5]

20004000  OCHA CPD CSB

Organization |D: *
Secondary Manager: * 47981176 | H=enSATILEFIELD

=

26.
Click on the It 588 putton.

User or Employee Search

Mwm User Mame  Relastionship D Start date  End Date  Emgloyes Group EWMG

|

| TATMPTMI 914 2002015 31129999  Intemational Stafl  Professional & Al
| | 18958762 TATMMGRZ | 514 01032015 31129540  intemational Stafl | Predessional & Ab
| 19031032 TATMMGRT | 974 01 03 2015 3112 9939 itemational Stafl | Professional & Al
| | 47o8117E EE4T9811TE 974 01042015 24042015 Rtemational Staf | Professional & Af

27. The new End Date for the assignment will appear in the list. Click on any of the tabs to perform your
next task.
Department of Management 19/20
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Overview

This Job Aid documents International Staff Member’s Self-Service creation of a Within Mission —
for DFS Travel Request. This also applies to Travel Administrator’s creation of Within Mission —
for DFS Travel on behalf of staff members and non-staff members who do not have access to
Umoja.

You will be required to raise a Travel Request in Umoja if any of the following apply:

Travel Advance Requested

Commercial Air/Rail Ticket Required

Duration of Travel exceeds three (3) days

Entity decides a Travel Request is required for Within Mission — for DFS Travel

PwwnNpE

Within Mission Travel may occur without a Travel Request. Staff Member must complete an
Expense Report within seven (7) days upon completion of travel; all of the following conditions
must apply:

1. Travel Advance NOT requested
2. Commercial Air/Rail Ticket NOT required
3. Duration of Travel does NOT exceed three (3) days

Objectives

This Job Aid will walk the staff member and/or Travel Administrator through the process of
creating a Within Mission — for DFS Travel Request as well as sending the request for approval.

Menu Path
Use the following menu path to begin this transaction:

e Employee Self-Service = Time Management (Request Leave)
e Employee Self-Service = Create Official Travel Request or
e Employee Self-Service =* Traveler Work Center =* Create Travel Request

k % %k %k % %k x %k % %k %k % %k % %k 3% %k %k % %k % %k 3k % %k % %k % %k 3% % %k % %k x %k 3%k % 3k % %k *x %k 3k X

Procedure (Scenario — Within Mission Travel with Advance)

1. Click on the Employee Self-Service SM tab.

2. Start the transaction using the menu path detailed above to Create Official Travel
Request.

ESS Create Within Mission Travel 1/5
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Home Employee Self-Service Wanager Self-Service Home Procurement Time Administrator OM Administration Exception Log Adminiztrator Employee 5eH-Service SM

Overview

, Employes Self-Service SN = Overview

Employee Services
In thiz area, you can access to your entitements Dizplay the plans in which you are currently enrolled, enrollin new
benefit plans, and download an enrolment form
-‘f{
BT
In the area, you can handle and process travel requests, shipment,
fravel plang, and expense rapors.

Dizplay your salary statement
Time Management
Quick Links

Life and Wark Events

] Travel, Shi tand E
Guides you through & number of Life and Work Events from.a birth of @x L ik i g

a chid to beginning work at a new company

In this area, you can use services to record your working fime, Traveker Work Center <=1
request leave, and display your time account data. Create Official Travel (::|
Create HR Travel
. Career and Jab (Outside Umoja) Create Enthlement Travel
@. v “; Create Unaccompanied Shipment Request
¥ nthis area, you can use access fo UN career an job opportuntties Ereate Expense Report

3. Select the appropriate Travel Type. “0.Within Mission — for DFS”
4. Click the Overview button and proceed to the General Data page to begin entering
information about the Traveler's upcoming trip.

Create Travel Request for 00011852
»

1 2 3 4 5 & 7 8 —=f

un P
Important Information Start Form Overview General Data Additional Data Personal Deviation Review and Send Completed

Initiating Travel for: Tsering WANGAY  Employee Group International Staff  Employ group Pr i & Above  Contract Type Permanent  Gradellevel and designation P-.
Master Cost Centre HR ODA No Post  Org. Unit DM OPPBA CAS  Telephone 111 E-mail ID traveltest.un@gmail.com  MNationality Bhutanese

4 Previous Stepi Overview bk I

Start Form

Choose the type of travel from the drop-down menu and click the “overview” button to continue.

Travel Category * | Official Travel
| Travel Type * [0.within Mission - for DFS [=]
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5. Select the appropriate Traveler Type and complete the following fields: Itinerary, Journey
Type, Mode of Travel (UN Aircraft and/or UN Vehicle), Subsistence Country, and Region. After
all required fields are filled out, select the Additional Data button to continue.

Itinerary Details

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included except when a forced overnight is required to reach
the destination or there is a change in mode of transportation. Personal deviation details, if any, should be clearly indicated in screen #6.

Addttional tinerary lines can be created by clicking icons on the far right

tinerary Details: Mr. Tsering WANGAY, 01 Jul 1962, 00011852

Departure Date/Time Departure City/Country Wode of Travel Arrival Date/Time Arrival City/Country Applicable Subsistence  Subsistence Country Subsistence Region
[13.09.2015[[E] [08:00 | [1UBA,SOUTH SUDAN 631 [0z U ircrar 1] [13.10.2015[ [11:30 | [WALAKALSOUTH SUDAN |[3][1DSA [+ [South Sudan | ] [Melakal (Nie Palace, Sou ]. Kl
[16.09:2015] [07:00 | [MALAKALSOUTH SUDAN |FJ 08 UN Viehicke [ ] [16.09.2015[ [16:00 | [BENTIL, SOUTH SUDAN [T/[10sa [+|[South Sudan | v Exsewners
[20.09:2015]E [17:00 | [BENTIL,SOUTH SUDAN 07 [o2 un Aircratt [ ] [20.09.2015[ [16:00 | [TORT S0UTH SUDAN [c7/[10sA [+|[South Sudan [ ] [Torit
[25.00:2015] [08:00 | [TOR,S0UTH SUDAN 07 [o2 Un Aircratt [ ] 25.09.2015[F [10:00 | [JUBA,SOUTH SUDAN |7/ [2 D5AMSA Not Payable || [Unted Nations | | Subsistence Not Applicab E)E]

[4 Previous Step | [ Additional Data M| | [ Save Draft|

6. On the Additional Data page, Traveler should perform the following:
e Select Allow for the System to Calculate Subsistence Allowance
e Enter Deductions
e Request Travel Advance & Identify Payment Method
e Enter Estimated Costs
e Answer all mandatory questions

7. Click on Personal Deviation button to proceed to the next screen.

Additional Data for Travel

Subsistancs AlowancaiDsductions
=] Aiow e system 1o caicutzee e Sunsisience AlkWENDR
e of Deugtions 7 Erer Deductions

Tl anEnos fequesied: = = ves o

po— 1166000 Urntes St Dot
S et o - erv @ cmer
Remarks: * [ =
Trawm Proceseing o [MNSTAR PORT-AGPRINGE =1
5 Commerctn TraIPraAGe (12 Tram Agg) O UNDFIOREI UN AgeRy ) Miter S €S Titet ket e by U

Thokets B b2 lesusd Mgt =

Estmaen costs 5000 Eoder Extied oo
‘cost Assipmeny: = 0010 % Cost Genfer FROD (FA ODA o Fost). Furd RS

' aoluntary cowngrade of enflled olass of senice requesied?. = Yes e

= wgrer snaar .
BaskeT i yes. please aRach skgned approil .- = QYes @

' tnere 3y ofer tr3e] tpe pakd by LN undertsken In conjunciion Wi s iravel (2 g Ol irave comioined witn Home Lesie)?: * Yes W he

= Tiere lemue taken I Gonjunction Wi Bl trauel? [Nk applicatile for Home Leaie. Famill Vish of Rewerse Educstion Grat Select “No™ b ese el tpes) ¢ YRR ® R

“ e Traveller 3 memier of 37 Organ o sUoSldlary organ of e UN sutject in e v @m
‘siEndiard of accommodistion wder STISGE10T/RRLET. e mhe
2 TravRiler 2 METIDRr OTe SECretan-Generars o Denusy Seoreiary Generars

‘CelegERIonT I e, PIE3ce 330N 2ll FRKGR GO Yes @Ho

JEieation for ot suomiing e el reguest 21 calendar days I 20vanos of e aricinsted cenarre dete

[ Previous =0 | [ Personal Cevistion i|| IEEE

ESS Create Within Mission Travel 3/5



ESS - Creation of Within Mission Travel for International Staff
Travel Request Required — DFS Administered Missions Only Ja
Until Cluster 5 training

7. On the Personal Deviation page indicate whether a Personal Deviation is applicable, choose
the Review and Send button to submit Travel Request.

4 Previous Slapi Review and Send b | Save Draft

Personal Deviation: * (' Yes @ HNo

Deviation Waiver

Personal Deviation not requested. Please click “Review and Send” button to continue.

Name of the Traveller/ Damian RANCE
Travel Administrator

Date/Time 05.10.2015 / 19:07:01

4 Previous SIEDi Review and Send b | Save Draft

8. Select the Save and Send for Approval button to confirm information and send for approval.

PO : Stilect the Save and Send for Le

ter of Deductions: o Advances.:
Cost Assignment: | 100.00 % Cost Cente /—vv'm_M1 338 (ESCAF Office ES), Fund 10UNA (10UNA), €
Finai Action -
(& Save Draft Iy l{tlo save my travel request and send it later

" Save and Send for Approval | ! vwant to save my travel reques! and send it now for further processing. | confirm thal | have entered all dg

I am aware that, within two calendar weeks after completion of travel. |am reguired to submit, on ine, the
COI'I"DN with this requirement wil result in automatic recovery of my travel advance(s) through payroll dedu

e OVETpayinciit Wil DS TSCOYEISU LIl ough Payion GeouCiioi.

of five (S) years and produce them upon request by the Executive Office, Accounts Division, Office of Inte

@ It is the traveler's responsibility to read, understand, and comply with information
provided within this document. Prior to traveling, security and medical clearances should be
obtained by logging into TRIP (https://dss.un.org/) to complete system-generated information and
contact local medical services to determine if medical clearance is required.

Travel ‘Within Mission — DFS Only’ on UN Aircraft requires the creation and submission of an
Electronic Movement of Personnel Document (eMOP) processed in Field Mission Support
Suite (FSS). The creation of an eMop facilitates the booking of a seat on a UN Aircraft.
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Submission of an Expense Report in Umoja within fourteen (14) days is mandatory. Failure to
do so will result in the automatic recovery of the travel advance provided. Additional Expense
Reports with expenses not claimed on the primary Expense Report cannot be processed in the
system until the primary Expense Report has been submitted and approved.

Create Travel Create Expense

Request in v T | _— Report in
Umoja ESS | rave Umoja ESS

Complete

Complete e-MOP in FSS
UN Flight Passenger Booking Purposes Only

eMOP is not required if travel is undertaken by UN Vehicle. Appropriate Travel Type should
be selected when completing the Umoja Travel Request.
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Overview

This Job Aid documents travelers’ Employee Self-Service creation of a Request for Rest and
Recuperation (R&R) with the following three scenarios:

e Request for UN Paid Ticket
e Request for Lump Sum
e Request for Free UN Transport

Objectives
This Job Aid will walk the Travelers or Travel Administrator through the process of creating a

R&R via UN Paid ticket, Lump Sum Option, or Free UN Transport, as well as sending the request
for approval.
Menu Path

Use the following menu path to begin this transaction:

e Employee Self-Service =* Time Management (Request Leave)
e Employee Self-Service = Create Entitlement Travel

Note: All staff are reminded to obtain an approved Leave Request prior to submitting a Travel
Request.

Create Rest and Recuperation Request

1. Loginto Employee Self-Service Portal.

2. Click on Create Entitlement Travel.

ESS - Create Rest & Recuperation Travel Request 2/10
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Employee Self-Service SN = Overview

Employee Services

- T o= -
D o Entitiements @nﬂﬁ.@ Benefits and Payment

- G In thiz area, you can access to your entitlements Display the plans in which you are currently enrolled, enrollin new
benefit plans, and download an enrcliment form.
Display your salary statement.

~ Life and Work Events
HO

2 ~ | Travel, Shipment and Expenses
\;’ B Guides you through a number of Life and Work Events from a birth of D (_,) P P

a child to beginning work at a new company. \) D
In the area, you can handle and process travel requests, shipment,
travel plans, and expense reporis.

Time Management

Quick Links
In this area, you can use services to record your working time, Traveler Work Center
request leave, and dizplay your time account data. Create Official Travel

Create HR Travel

= Career and Job (Outside Umoja) Create Entitlement Trave!
Q _il Create Group Travel (only for Uniformed Personnel and Meeting
m Participants)

In this area, you can use access to UM career an job opportunities
Create Unaccompanied Shipment Reguest

Create Expensze Report

3. On the Important Information page, acknowledge that you have read and completed all
the necessary Travel Initiation Pre-requistites.

Note: It is the Traveller's responsibility to ensure that these conditions are met prior to
creating any Travel Request.

4. Click on Start Form.

5. Select Travel Category and Travel Type.

Scenario 1: Rest and Recuperation with UN Purchased Ticket

The United Nations will purchase a ticket on behalf a staff member to the mission/entity’s
authorized R&R destination if they choose not to avail of the lump sum option for R&R and
when UN Aircraft does not service the destination.

1. Select UN purchased ticket.

2. Click on Overview to go to the next page.
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[4 Previous Step | | Overview #]

Start Form

Choose the type of travel from the drop-down menu and click the “overview” button to continue.

Travel Category * |Entitlement Travel

Travel Type * |E—. Rest and Recuperation |v|

" Request for lump sum calculation
| (® [JN purchased ticket |
" Free UN transport 1

General Data Page

3. Fill in all details related to this trip and the approved itinerary. Once details are
completed, click on Additional Data.

Note: The approved itinerary is the entity/mission authorized R&R destination. Travel to
destinations other than the authorized R&R destination must be reflected under
Personal Deviation.

Basic Details
Travel Start Date/Time: 00:00 Traveller Type: * [taff [~] Piace of recruitment:
Travel End Date/Time: 00:00 Number of Travellers: * [1 ] Established place of home
Journey Type: * [Round-Trip [~] Airport code of the airport
Travel Purpose: * |Travel on Rest and Recuperation ||
Travel related to the Event: _
Itinerary Details

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included except when a forced overnight is required to reach
the destination or there is a change in mode of transportation. Personal deviation details, if any, should be clearly indicated in screen #6.

Addtional itinerary lines can be created by clicking icons on the far right.

Authorized travel ion: |ENTEBBE UGANDA

tinerary Details: Mr. Tsering WANGAY, 01 Jul 1962, 00011852

Departure Date/Time Departure City/Country Wode of Travel Arrival Date/Time Arrival City/Country Applicable Subsistence  Subsistence Country Subsistence Region
[12:10:2015[F] [JUBA S0UTH SUDAN 3] (01 Commercial Arcraft | ] [12.10.2015]EE] [00:00 | [ENTEBBE UGANDA |63/ [2 DSAMSA Not Payable || [Unted Nations || |Subsistence Not Applicabl H
[16.10:2015[T] [00:00 | [ENTEBBE UGANDA 53] 01 Commercal Arcraft_ | | [16.10.2015[] [JuBA,50UTH SUDAN 03] [2 DSAMSA Not Payable || [United Nations || |Subsistence Not Applicabl I}

|1 Previous Step || Additional Data b|| ‘ Save Draft
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Additional Data

4. On the Additional Data Page the traveler should perform the following:
e Leave unchecked, “I want the system to calculate the Subsistence Allowance “
(Subsistence Allowance is not paid for Rest and Recuperation)

e Select the appropriate choice for Tickets to be issued through. In this case, select
Commercial Travel Provider (i.e. Travel Agency).

e Enter Estimated Costs for air ticket

e Answer all relevant questions

Additional Data for Travel

Cyhzist: Al Neduct

[7] Allow the system to calculate the Subsistence Alowance

Travel advance requested: * CYes (iNo

Travel Processing Office: * MINUSTAH PORT-AU-PRINCE |v\
(& Commercial Travel Provider (ie. Travel Agency) O UNDP/Other UN Agency (" Member State (" Self Ticket " Ticket not provided by UN

Tickets to be issued through: *

Estimated Costs: 398.00 Enter Estimated Costs
Cost Assignment. * 100.00 % Cost Center HRO04 (HR ODA No Post), Fund H Change Cost Azsignment

13 a voluntary downgrade of enttled class of service requested?: * CYes @ No

Has authorization to a higher standard of accommodation been granted on

exceptional basis? If yes, please attach signed approval form.: * Ces @No

5. Go to Personal Deviation.

Note: Traveler to indicate in this section any destination that differs from the
entity/mission’s authorized R&R destination.

Is there any other travel type paid by UN undertaken in conjunction with this travel (e.g. Official travel combined with Home Leave)?: * ' Yes

Is there leave taken in conjunction with this travel? (Mot applicable for Home Leave, Family Visit or Reverse Education Grant. Select *Mo” for these travel types). ™ es te Nog

Is the Traveller a member of an organ or subsidiary organ of the UN subject to O Y N
the standard of accommodation under ST/SGB107/Rev.67: s °
Is the Traveller a member of the Secretary-General's or Deputy Secretary

General's delegation? If yes, please attach all relevant correspondence.: C'Yes  @Mo

Justification for not submitting the travel request 21 calendar days in advance of the anticipated departure date:

|1 Previous Stey || Personal Deviation D‘ | Save Draﬂ|
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Scenario 2: Rest and Recuperation with Request for Lump Sum

The United Nations will provide a lump sum payment (cost of air ticket to authorized R&R
destination inclusive of taxes) to a staff member if they choose not to avail of the UN provided
ticket for R&R and when UN Aircraft does not service the destination.

After completing steps 1 &2 as detailed above under Create Rest and Recuperation Travel
Requests, proceed as follows:
1. Select Request for Lump Sum Calculation

Start Form

Choose the type of travel from the drop-down menu and click the ‘overview’ button to continue.

Travel Category * |Entitlement Travel

Travel Type * |6. Rest and Recuperation |V|

I (' Reguest for lump sum calculation I
" UN purchased ticket
" Free UN transport

General Data Page

2. Fillin all details related to this trip and the approved itinerary. Once details are
completed, click on Additional Data.

Itinerary Details

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included except when a forced overnight is required to reach
the destination or there is a change in mode of transportation. Personal deviation details, if any, should be clearly indicated in screen #6.

Addttional tinerary lines can be created by clicking icons on the far right.

Authorized travel destination: |BEIRUT LEBANON

tinerary Details: Mr. Edouard PERIN, 17 Jan 1973, 00001124

Departure Date/Time Departure City/Country Mode of Travel Arrival Date/Time Arrival City/Country Applicable Country Subsistence Region
[o5.102015[ [DAMASCUS CITY SYRIA |10 Commercial Aircraft | (05102015 [BERUT LEBANON |G [2 DSAMSA Not Payable | ] [United Nalions | v |Subsistence Not Applicab KlE]
[05.10:2015[E] [08:00 | [BERUT,LEBANON 03 [01 Commercial Aircraft || [09.10.2015]] [09:45 | [DAMASCUS CTY,SYRIA |[J) [2 DSA/MSA Not Payable || [United Nations | ] Subs Not Appiicab [ E

[4 Previous Step || Additional Data k] I [ save Draft|
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3. Click the General Data button to begin entering information about the Traveler's
upcoming trip.

Additional Data

4. On the Additional Data Page the system will default to the following:

e | want the system to calculate the Subsistence Allowance
e Tickets Not Provided by UN
e Estimated Costs not required

5. Please answer all relevant questions and choose the Personal Deviation button to
proceed.

Additional Data for Travel

Subsistence Allowance/Deductions

m}

Travel advance requested: * CiYes @ No

Travel Processing Office: = T e T —

Tickets to be issued through: * Commercial Travel Provider (ie. Travel Agency) () UNDPOther UN Agency () Member State () Self Ticket () Ticket not provided by UN
Estimated Costs: 0.00

Cost Assignment. * 100.00 % Cost Center HROTZ (HR MINUSTAH No Post), F

Is a voluntary downgrade of entitled class of service requested?: * C'ves @ No

Has authorization to a higher standard of accommedation been granted on

exceptional basis? If yes, please attach signed approval form.: * CiYes @ No

Is there any other travel type paid by UM undertaken in conjunction with this travel (e.g. Official travel combined with Home Leave)?. * Cies

Is there leave taken in conjunction with this travel? (Not applicable for Home Leave, Famiy Visit or Reverse Education Grant. Select *No” for these travel types): * Cves

|z the Traveller a member of an organ or subsidiary organ of the UN subject to v N
the standard of accommodation under ST/SGB107/Rev.67: s °
Is the Traveller a member of the Secretary-General's or Deputy Secretary

General's delegation? If yes, please attach all relevant correspendence. CYes & Mo

Justification for not submitting the travel request 21 calendar days in advance of the anticipated departure date:

[« Previous Step || Personal Deviation b} | [ Save Draft |
.

Scenario 3: Rest and Recuperation with Request for Free UN Transport

The United Nations will allow travel on UN Aircraft to the authorized R&R destination when UN
Aircraft services the destination. A lump sum or UN provided air ticket is not an option.
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After completing steps 1 & 2 as detailed above under Create Rest and Recuperation Travel
Requests, proceed as follows:

1. Select Request for Free UN Transport

[« Previous Step | [ Overview ]

Start Form
Choose the type of travel from the drop-down menu and click the “overview’ button to continue.

Travel Category * |Entitlement Travel
Travel Type * [6. Rest and Recuperation [=]

" Request for lump sum calculation
(" UN purchased ticket

(® Free UN transport

General Data Page

2. Fill'in all details related to this trip and the approved itinerary. Once details are
completed, click on Additional Data.

Itinerary Details

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included except when a forced overnight is required to reach
the destination or there is a change in mode of transportation. Personal deviation details, if any, should be clearly indicated in screen #6.

Addttional tinerary lines can be created by clicking icons on the far right

Authorized travel destination
tinerary Details: Ws. Kerry Adele ZILLNER, 16 Aug 1952, 04001637
Departure Date/Time Departure City/Country Wode of Travel Arrival Date/Time Arrival City/Country Applicable Subsistence  Subsistence Country Subsistence Region
[05.10.2015] [DAmasCUS ey svRIA ] [02 UN Aircraft [+] 05102015 [BERUT,LEBANON (3] [2 DSAMSA Not Payable || [United Nations [ | |Subsistence Not Appiicabi A
(29102015 [09:00 | [BERUT,LEBANON e [02 un Aireraft [+ [09.10.2015]EF] [10:30 | [DANASCUS CTY.SYRIA |[J [2DSAMSA Not Payable || [United Hafions | | |Subsistence Not Agpicabi Ig]

\( Previous StepH Additional Data b| | Save Draﬂ\

Additional Data

3. Onthe Additional Data Page indicate the following:

e Tickets Not Provided by UN
e Estimated Costs not required
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4. Please answer all relevant questions and choose the Personal Deviation button to
proceed.

Additional Data for Travel

Subsistence Allowance/Deductions

O Alie e system to calculate the Subsistence Allowance

Travel advance requested: ™ CYes @ Ho

Travel Processing Office: * [MINUSTAH PORT-AU-FRINCE =

Tickets to b issusd through: * Commercial Travel Provider (2. Travel Agency) () UNDPIOther UN Agency 0 Member State (7 SelfTicket (& Ticket not provided by UN
Estimated Costs, 0.00.

Cost Assignment * 100.00 % Cost Center HRO12 (HR MINUSTAH No Post),

Is a voluntary downgrade of entitled class of service requested?: * CYes @ MNo

Has authorization to a higher standard of accommodation been granted on

exceptional basis? If yes, please attach signed approval form.: * CiYes  @Ho

Is there any other travel type paid by UN undertaken in conjunction with this travel (e.g. Official travel combined with Home Leave)?: * CiYes @ No

Iz there leave taken in conjunction with this travel? (Not applicable for Home Leave, Family Visit or Reverse Education Grant. Select “No” for these travel types): * ' Yes G N“

Is the Traveller a member of an organ or subsidiary organ of the UN subject to v &N
the standard of accommodation under ST/SGB107/Rev.67: == °
le the Traveller a member of the Secretary-Generafs or Deputy Secretany

General's delegation? If yes, please attach all relevant correspondence. OYes @No

Justification for not submitting the travel request 21 calendar days in advance of the anticipated departure date:

|( Previous Step I| Personal Deviation b| | Save Draft

Personal Deviation

5. On the Personal Deviation page, click “Yes” if any deviation from the approved route,
stopovers, etc. Otherwise click “No” and click on Review and Send.

|1 Previous Step \ Review and Send b| | Save Draﬂ|

Personz| Devigton; * ' Yes

Deviation Waiver

Personal Deviation not requested. Please click *Review and Send” button to continue.

Complete the Request and Send for Approval

6. Click on Save and Send for Approval if you want to submit the request now, if not, then
Save Draft and you can get back to it later.
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LI SIS O AUTL I U LA I e ] I, | AU eIl U LA A Ay D T |
Final Action

(" Sawve Draft | only want to save my travel request and send it later

@ Save and Send for Approval | want to save my travel request and send it now for further processing. | confirm that | have entered all data to the best of my knowledge.

| am aware that, within two calendar weeks after completion of travel. | am reguired to submit, on ling, the related travel expense report (claim) in
comply with this reguirement will result in automatic recovery of my travel advance(s) through payroll deduction. If, on review of my claim, it is d¢
the overpayment will be recovered through payroll deduction.

| alzo understand that provision of documentary evidence that | undertook this official business travel as per authorization( i.e used commercially
Passport bearing customs andfor immigration markings showing the dates of arrivals and departures) is not mandatory at the submission my exp
of five (5) years and produce them upon request by the Executive Office, Accounts Division, Office of Internal Oversight Services (OI0S) andiol

General Overview on the Subsequent Approval Process

All Entitlement Travel, once submitted, will go to HR Partner for approval. In case of Free UN
Transport, HR Partner approval ends the workflow. If other options of travel are selected, UN to
provide Commercial Ticket or Lump Sum Option, request will continue through the workflow to
the Travel Shipment Approver, and Travel Processing Office.
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