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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
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Displa
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Department of Management

Office of Human Resources Management
25 April 2015
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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
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10. Click on the drop down menu and select the parent's gender. In this demonstration, "Male" is
selected.

Family Data Application
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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 -=
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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
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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.
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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
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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
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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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