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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

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

This quick guide, the simulation and the Information Sheets 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.
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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
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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.
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Update address information

Quick Reference

Personal Information

Personal Information

Back

* Service Map

. 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

L Adden Iy EM et L e - ]
Bhaireg Ao F A Bt e W
Parmgrant AATEL & b5 | g B Y L A
E ey Camd & b | PEPTTERT STF == M
E vy Gt ait # s | g G £ ey R
Py R # a Techual Loaw, Wipsitanaty 450

5. :
Click on the i Duty Station

20
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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.
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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 (
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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
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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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