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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.
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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
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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
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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
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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 -
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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
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19.

Enter the spouse's Employer Name. In this demonstration, the spouse works for Crowne Plaza.

Family Data Application
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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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