
Onboarding New Staff & Movement of Current Staff

ALLOWANCES*
Umoja manages allowances 

and applications for 
additional entitlements

STAFF MEMBER

Current Staff START HERENew Staff START HERE

REPORT FOR DUTY

PAYROLL

LETTER OF
APPOINTMENT

EMPLOYEE SELF-SERVICE (ESS)*

TRAVEL

ESS

Contact 
information

@

Emergency 
contact

Individual uses ESS to update personal information

(Where applicable)

For new staff, HR verifies 
original documentation 

during induction

HR processes initial 
appointment for new staff and 

movement of current staff

Use ESS to continue updating personal information

Health insurance Banking information Travel claim

Links to information 
and training

Personal 
data

Travel request and approval

ACCEPT & CONFIRM 
IN INSPIRA

An individual is selected 
for a post and accepts the 

offer in inspira

XX1234

An index number is 
created by Umoja

Umoja creates an 
initial record

Umoja activates 
Employee Self Service

Umoja integrates with travel 
vendors to issue tickets

Umoja tracks shipment options 
with shipping vendor*

Umoja manages payroll and 
disburses funds to staff

Family 
information

PERSONNEL ACTION

NEW STAFF

NEW STAFF

HR arranges 
medical clearance

HR verifies 
qualifications

Information is conveyed 
automatically between 

systems

INSPIRA <   > UMOJA

Selection for 
job opening

* ESS at MINUSTAH available via UN LAN. 
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