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Purpose

This procedure is used by the Staff Member to review their annual dependency benefits entittements.
The supporting documentation you provide when completing this declaration will be reviewed by the
HR Partner to determine if your dependent(s) retain financial dependency.

Reference

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

This quick reference and the HR Infosheets 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 member should refer to those documents for the
complete eligibility and documentation requirements as it pertains to their situation.

Infended Audience

o Staff Member
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Global Process

This process begins with the initiation of the Dependency Benefits Monitoring Campaign, and when
the Staff Member receives an email nofification to complete the Annual Declaration.

Staff Member HR Partner

[ b ]

Receives
Email \

/ Annual \ Completes Annual \

Dependency Declaration in ESS, Reviews ESS Executes personal

Benefits Attaching - Annual Approves . action(s) relafive to
Monitoring Required “!  Declaration “| information provided in ESS
Campaign Supperting Submission Annual Declaration

Initiated

Documentation
Returns for Additional
Information

1. OHRM initiates the Annual dependency benefits monitoring campaign by triggering an
automated email notification.

2. Staff Members in receipt of dependency benefits in the year under review will receive an email
nofification with instructions on how to access the annual Declaration form.

3. The Staff Member reviews information presented on the form and either acknowledges the
information is correct as presented or provides a change by indicating new values against the
information presented on the form.

4. The Staff Member attaches required supporting documentation, and submits the form.

The HR Partner reviews and approves or may return the form to the Staff member for additional
information.

a. if approved, the HR Partner executes the necessary personnel actions to adjust, discontinue, or
start dependency benefits. The Staff Member will be notified when the review and subsequent
personnel actions are successfully completed.

b. If returned for additional information, The Staff Member receives an email notification with
instructions on additional actions or supporting documentation required to complete the
review.
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Pre-requisites

For each type of information updated in the Annual Declaration form, specific supporting

documentation is required. Below is a list of supporting documentation required for each type of

requested information update.

The supporting documentation should be scanned and attached in PDF format.

Information Updated Supporting
during this Annual Documentation
Declaration Required Comments

Marital Status Divorce Decree/ | If the Staff Member updates their Marital Status and
Court Order selects "Divorced/Separated” on the annual declaration

review form.

Marital Status Marriage If the Staff Member updates their Marital Status to Married
Certificate & Related, or changes the Marital status date on the

annual declaration review form.

Spouse Proof of gross If the Staff Member indicates that spouse is working and is
occupational financially dependent on the annual declaration review
earnings form

Dependent Certificate of If the Staff Member indicates a dependent child is in Full

Child(ren) School Time Education Attendance on the annual declaration
Attendance review form

Dependent Certificate of If for a dependent child, the Staff Member indicates "YES"

Child(ren) Disability on the field "Disabled" or updates "Certificate of Disability

Review Date" on the annual declaration review form.

Dependent Proof of Support | If for a dependent child, the Staff Member indicates "NO"

Child(ren) if Non-Custodial on the field "Living with staff member" on the annual
Parent declaration review form.

Dependent Amount of If for a dependent child, the Staff Member indicates "YES"
Child(ren) Government on the field "In receipt of government assistance" on the
Assistance annual declaration review form.

Secondary Proof of financial | If for a secondary dependent, the Staff Member indicates
Dependent Support "NQO" on "Living with staff member" and indicates "YES" on
the field "Do you provide half or more financial support" on

the annual declaration review form

Secondary Certificate of If for a secondary dependent, the Staff Member indicates

Dependent School "Yes" on "Financially dependent" and indicates "YES" on
Attendance the field "Full time attendance" on the annual declaration

review form.
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Objectives

As part of the demonstration, we will show you:

¢ How fo complete the Annual Declaration form as a Staff member
¢ How fo attach supporting documentations

¢ How fo submit a completed annual declaration form

¢ How fo refrieve an annual declaration form returned by a HR Partner for additional information

Scenario

A Staff member had changes during the year under review, with respect to a financially dependent
spouse and one of two children. In this case, the Staff member must;

e update the annual earnings and financial dependency status of spouse,
e confirm the settings for child 1, and

e update the new disability certificate expiry date and attach a copy of the new disability
certificate for child 2 as the previous certificate has expired.

Menu Path

¢ Employee Self-Service > Life & Work Events > Annual Declaration

Procedures

Use the following procedures to:

¢ Change of Financial Dependency for Spouse and Disabled Child, page &

¢ Government Assistance, page 17

¢ Save and Retrieve a Draft of Annual Declaration, page 20

¢ Complete the Annual Declaration for More than ? Dependant Children, page 26

¢ Check Status of Annual Declaration/View Past Submissions, page 29
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Change of Financial Dependency for Spouse and Disabled Child

Procedure

1. Logon toEss.

Umoja portal

umcjj

qa portal Q1)

Useer  [ESS10000019

Pasawird " [wensnnes

ko

Esras Lizsin noc-orduciion oammearnT | Heed hels? Yisg
]

2. Enter you User ID and Password, then click (e ],
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Overview - Umoja portal

umrtlja

wand ¥ Hslory  Favories  Personalize Vew Help

Home Employes Seif-Service 54

Overview

Home = Ovendew

Welcome to Umoja

Wiork Cenber
N T
L

Request Stabus

User Map

‘l User Map

HRt Diparation Canber ConBgurats
@ HR Oparabos Canber Con Fl_‘,'ul'ﬂﬁl'l

3.

C "C k Employee Self-Service SM
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Complete and Submit Annual Declaration
Quick Reference

Employee Services

Employee Services

.v Map | Direclory | Index

% Status Overview

1.' You can digplay an gverview of the status of your open processes here.
Entitliements

g In this area, you can access io your entilements.

Life and Work Events
e

Guides you through a number of Life and Work Events from birth of a chisd 1o beginning work at a new duty

siaton,

4. Click Life and Work Events

Life and Work Events

Life and Work Events

Back

~ Service Map

Work Events
Personnel Actions
b You can view st of Personnel Actions

our personal informaton

Life Events
‘ AddModify a Dependant
Add a family member (spouse, chid or parent) as a dependant, eligiility must first be establshed

Dependenttousehold Member Documents
DependentHousehold Member Documents

Department of Management

Office of Human Resources Management
5 February 2018
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Click anapeciaraton,

Fill Out Form Annual Declaration

Personal Information Data as on 31st December of Review Year

Rewview % ear:
First & Last Name
Personnel Number:
Date of Birth
Department/Office:
Dty Station:

Hon Family Duty Station (F/N):

Appointment Type:
Appointment Expiration
Gender:

Warital Status:
Warial Status Effectve Date

Singla Parent:

2016

Jane DOE
oooz2182
14121979
OCHA CPD ISB
Hew York

F

Foeed Term
01122018
Female

DATA IS CORRECT

Marmed & Related
19.06.2015
Ho

DATA CHANGE SUBMITTED

Click the checkbox in the DATA IS CORRECT column to confirm the

datais correct for

Martial Status

Marital Status Effective Date, and

Single Parent

Then scroll down to the next section of the form.
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Fill Out Form Annual Declaration

Hecognued Spsusel Pariner Duka an on S1a) Decemer of Beview Year

Firnd & Laad N Socl DOE
Diate ol e B2 0 1988
Ref Peiidifel Hutter
ey 24 me Lisped Snaneh of Amrdd
Daner Use
DATAISCORSICT  DATACHANGE SUBMITIID  WOW VALUL

Living wih SEalT Merder il E} -
Fruscab Depandart Ton m =
Empizye Ty Drrar Emlorer | tuide L) -
LN O pben e -
Erp e fopre Sein & Co
Liszates 2F Savurie Datp Siaten Hew Yan -
Cocume Al Earnrdy 3080 60
DaTenEy s

7. Click the checkbox in the DATA IS CORRECT column to confirm the

data is correct for Living with Staff Member.

Click the checkbox in the DATA CHANGE SUBMITTED column to
indicate changes needed for Financially Dependant. Then select No
for the NEW VALUE.

Fill Out Form Annual Declaration

Bty el Lisirtor! Palraei Cule dt in 1191 Dede i of Brewrwe Tesi

Fri b Ll e Soem B
Dt of B 1
Sia? Furnonnsl umbar
oty 1T niieed Tafen o Aeerc
e Wi

DATAMCOSGECT  DATA CHANCE SUBENTTED  SEW WALSE
Lol P N1 LhpSto” Wil - -
T kil Capandanr e o Ha -
Eenioryer Tyoe O Eegirpe fouisie LN -
LM I Gaeed s facee -] =
ot i Smim 4 Cn ]
Lacafics ot Spcaen Dufy Talon e Yoo E -
Spevan Sevww Birregn o E I [ | m
Swmenny Wil
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8. Click the checkbox in the DATA IS CORRECT column to confirm the
data is correct for:

Employer Type

UN Organization

Employer Name

Location of Spouse Duty Station

Click the checkbox in the DATA CHANGE SUBMITTED column to

indicate changes needed for Spouse Annual Earnings. Enter the new
annual earnings in the NEW VALUE column and select the currency.

Fill Out Form Annual Declaration

Child Information: 1
First & Last Hame: Everatt DOE
Date of Birth: 25.01. 2018
Nationaiy Chiness
Gender. Male
DATA 15 CORRECT
Wartal Status: Single [
Living With Statf Wember Yes [+
Fnancialy Dependent Ve v
Full Time Education Aftendance (Only applcable to chid 18-21 yrs) Ma [+
In Receip! of Education Grant Na [
Disabled Ma [¥]
Disabdity Review Vakdity Date: Nane [
In Receip! of Government Assistance: Ha
Type of Assistance: [=]
Annupal Alawance Amaunt 000 (W
Currency D T
9.

Review the information for child 1. All the information is correct so
click the checkboxes in the DATA IS CORRECT column.
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Fill Out Form Annual Declaration

Child Islformator: 7

P b Lt i Pt fo5E
Diade cf B LLEER
ey ren
Tomtader frrae

AT Y SO T

Wty Tk Erga
) TR ST £
Franoady Droprdet £
ol Trma [ st daendency [(ay apicabin i ohid 1531 pou

e Awoepl of Ediscafion Geued L
i Vi
Doy Rarvwrer Wiakity (Dde L2 ]
B Rl 87 el il o

Type of Aasamamcy -

-

-

LA

e L ]

10. The disability certificate for child 2 has expired so the new expiry date

must be provided.

Click the checkbox in the DATA IS CORRECT column to confirm the

datais correct for:

Marital Status
Living With Staff Member
Financially Dependent

Full Time Education Attendance

In Receipt of Education Grant
Disabled

B

BATA CHARGE HBANTTED

W VAL

Click the checkbox in the DATA CHANGE SUBMITTED column to

indicate that a change needed for Disability Review Validity Date.

Select the new expiry date in the NEW VALUE column using

the calendar.
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Fill Out Form Annual Declaration

Db— L T R A e R e e e e R L s

Dhmr{.nl—: Camdy P P ey e By v P SO i R BT gtk gy e SRR T Ay o B D | B RO P et 1 gt e feas
catAcunos Bl rmane Cormrast B T dane Decarwns Formae d o i o 1y B W R R N RO TRk

e el P vt el e Ty it e ] 7 P ey bW e i Bt 1 et el B e 1 s i L e SR e P S PR bl g e
Rk ) I el . e 5 e Sl P P P S 10 8 b S ol RO W Bl i il Pt Sy Hal . D SOy F ] Sagey b ], e
BT £ BTy B T B B AT e T BT R b
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s

T L Ta

Fleave sen aMar bed sepperting darereslabas

11. Note: The attachment checkbox MUST be checked whenever a
change is indicated in this form even if some changes do not require
submission of supporting documentation. Please refer to the
prerequisite section of this document for further details.

Attachment of supporting documentation MUST be provided for
continuing dependencies that are established annually, such as
dependent spouse with earnings or dependent child between the
age of 18-21.

A comprehensive list of expected supporting documentation is
available in the prerequisite section of this guide.

Fill Out Form Annual Declaration
Anschments E
Afinchment &

[ Amount ¢ Geveramend Assntance
(] Cemfcane o Dbty
| Cartifcate ¢f School AZmadence
| Corfeate ¢ Semasl tar 5 y
| Procd af Spoves Groes Cocepationsl Eamings
[ ] Prosi af Suppan o Hon-Cusizsdal Pasens
| Prood af Ansncial Seppor Tor Secondary dependant
| SagH Wermbar WMarkal Sates Cotfcaty
[[] aPds Form
* AEachment Type: |Ceruficate o1 Dassdty [=] [CRiserwpairce vlssey]| Browse | [Upioea | [ Cascel |
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12.

scroll back to the top of the form and click & to expand the
Attachments section, then click B to expand the Attachment
subsection.

Fill Out Form Annual Declaration

Attachment

1 O0O000000Og

Amount of Government Assistance

Certificate of Disability

Certificate of School Attendance

Certificate of School Attendance for Secondary dependant
Proof of Spouse Gross Occupational Earnings

Proof of Support if Non-Custodial Parent

Proof of financial Support for Secondary dependant

Staff Member Marital Status Cerificate

P24 Form

| Add Attachment || Delete Attachment

13.

To attach documents click rFarssms.
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Fill Out Form Annual Declaration

Attachment

Amount of Government Assistance

Certificate of Disability

Certificate of School Attendance

Certificate of School Attendance for Secondary dependant

Proof of Spouse Gross Occupational Earnings

Proof of Support if Non-Custodial Parent

Proof of financial Support for Secondary dependant

Staff Member Marital Status Certificate

eP24 Form

* Attachment Type: |EF'54 Form -

Add Attachment E eP&4 Form

Staff Member Marital Status Certificate

Proof of Spouse Gross Occupational Earnings
Cerificate of School Attendance

Certificate of Dizability
Proof of Support if Non-Custodial Parent

Oooooooogn

ersonal Information

Amount of Government Assistance

Review “ear: Proof of financial Support for Secondary dependant
First & Last Name: Certifizate of School Attendance for Secondary dependant
14.

Click leemeacorosaniey. 10 Upload the certificate of disability.

Fill Out Form Annual Declaration

Anachment
[ amsunt of Govemmant Assmtance
Cartificate of Dmabity
Certificate of Schood Attendance
Certificale of Schood Attendance for Secondany dependant
Praod of Spouse Gross Occupationsl Earmings
Prood of Support il Kon-Custodial Penent
] iPmood of financial Support for Secondany dependant
[ ‘Statd Mesber Marial Stwius Certificale
ePE4 Form

. i - ==

[ Ada Anachment | | Deiete
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15. Click Browse... button === |. Locate the file on your computer and
select.

Fill Out Form Annual Declaration

Anachments

Attachment

[ Amgast of Gavaramint Assatscs

[ Certificate of Dbty

[[] Certificate of School Alendance

[ Gertificats of School Atiendance for Secendary dependant
[ Proaf of Spouse Groas Dccepational Exmings

[] Proof of Suppart if Rea-Cusiodal Parent

[ Proof of financisd Support for Secondary depandant

[ Stabf Uesber Warkal Siatus Cortificate

[ ePla Foem

= amachment Typa: |Cersficats of Duasaty [=] [Cisersicaricn vBanuerd| Browse || Upload lf Cancel |
[ A2 Anwermgnt || Decoe maenoe

16.

Click fo upload the file.

Department of Management 15/32
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Fill Out Form Annual Declaration

3 1 2
Fill Qut Form Review and Send

4 Previous I Next il | Save Draft

Attachments

Attachment

Amount of Government Assgistance

Certificate of Dizability
Certificate of School Attendance

OO00O0O0OOoo0oO0oaq

ePE&4 Form
| Add Attachment || Delete Attachment |

17. The blue highlighting indicates that a document of that type has

been afttached.

When done uploading supporting documents, click m.

Certificate of School Attendance for Secondary dependant
Proof of Spouse Gross Occupational Earnings

Proof of Support if Non-Custodial Parent

Proof of financial Support for Secondary dependant

Staff Member Marital Status Certificate
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Review Form Annual Declaration

Fill Qut Form Review and Send Confirmation

1 Previous IE Send ﬂl

Attachments

Attachment

Amount of Government Assistance
Certificate of Dizability
Certificate of School Attendance
Certificate of School Attendance for Secondary dependant
Proof of Spouse Gross Occupational Earnings
Proof of Support if Non-Custodial Parent
Proof of financial Support for Secondary dependant
Staff Member Marital Status Certificate
eP&4 Form
Add Attachment || Delete Attachment

18. Click to send your annual declaration for HR Partner review.

Government Assistance

Procedure
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Follow these additional steps if you are in receipt of Government
Assistance on behalf of a dependent child.

If you are confirming the continuance of government assistance and
the amount has not changed, simply click yes in the DATA IS
CORRECT column for Allowance Amount.

For Austrian government assistance, the value displayed on screen is
0.00 as the actual amount is generated during payroll processing and

will only be displayed in your monthly pay slip statement.

For Other country government assistance, the value of the allowance
amount will be displayed.

Fill Out Form Annual Declaration

Child Information: 1
First & Last Hame Eva DOE
Date of Birth 01.08.2014
Hationalty: Austrian
Gender Femalk

DATA 15 CORRECT

Maritsl Status: Sngle ¥
Living With Staff Member fes v
Financialy Depandent Yes =
Ful Time: Education Attendance (Onky applcabie bo chid 18-21 yrs) Na w
In Receipt of Education Grant Ma v
Disabled: Mo i~
Disabilty Review Valdity Date Heane 2
i Recept of Government Assslance g W
Type of Assistance v

Abowance Amount { 0,00 in case of Austrian Government Grant )

I#um Governmend grant I
Other cownbry’s Govi, Grand

Clarancy:
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If claiming Government Assistance for the first time, or changing the

amount of the assistance, select the type of Government Assistance.

Options:

Austria's Government grant
Other country's Govt. Grant

In this example |Austria's Goverment grant | s sclected.

Fill Out Form Annual Declaration

DATA IS CORRECT DATA CHANGE SISBMITTED REW VALUE

Sirgle w -
] o il
] 5 i
Ha b -
Ha ol *
Ha o -
Hone - Itl
] w -
Aubiria's Govemme =

5.5 & 5o03]  [EUR - Eurcoan | =]

EUR

3. Select the checkbox under DATA CHANGE SUBMITTED column
for Allowance Amount and enter the amount of the assistance, and
the currency received for the review year.
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Save and Retrieve a Draft of Annual Declaration

You do not have to complete the Annual Declaration in one session. You can save the form as a draft,
and then continue work on that draft immediately, or at a later time. You must complete all
mandatory check boxes and fields before saving as a draft, but you can return later and make
changes before submitting.

Procedure

1. To save the form as a draft, all mandatory checkboxes and
fields MUST first be completed.

Fill Out Form Annual Declaration

Fill Out Form Annual Declaratic

Ie> 1 b
Fill Out Form
4 Previous | [ Next #] | |[Save Draft]
Attachments
2. After completing all mandatory checkboxes,click Eze=m.
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Fill Out Form Annual Declaration

Fill Out Form Annual Declaration

|x_‘j Provisional version gensrated upon keaving apphcation - Display Help |

Display Message Log

I» 1 - | -
Fill Out Form

|4 Previous | [ Next b Save Draft |

3. You must exit the Annual Declaration to complete saving the draft.

Retrieve your Saved Work

Follow the steps below to retrieve the draft and continue your work
on the form.
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Overview - Umoja Portal

_ Welcome to Umnja

Request Status

User Map

"& User Map

HR Operation Center Configuration
9 HR Operation Center Configuration

Return to the ESS Self-Service Home tab and clickX¥ork Center

Work Center - Umoja Portal

Approver Work Center

‘ Draft - | Returned

| » Show Quick Criteria Maintenance |

If you are not already on the Draft tab, click s,
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Work Center - Umoja Portal

Approver Work Center

Drafls,  Raemad

[+ Show Quick Créeria Wainiemance |
e v ) | ) s
Process el Process Hame Subect Intalor Name
D Astual Declarates Draft ‘Wilkarm DOE. Annusl Declaration - Stasdand Sieo Viiliam DOE

Select the draft version you want to work on, then click s

You will now be able to review your previous entries, and contfinue
working on the form.
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Start Process

By clicking on this box, | cerdify that | am aware of expected supporting decumentation

By checking thig box, | cedify that the statemeniz made by me in response to the abow
cerification of information contained in the Annwal Declaration Form or misrepresentati

Staff are reminded of the requirement to keep supporiing documentation in support of t
{010%] for monitoring and awdit, within 30 calendar days of the initial request. Failure
termination of dependency benefits andfor administrative andfor disciplinary measures.

“If the names of dependents appearing are incorrect or not updated, pleaze get in touch with 4
necessary”

Staff Member Comments:

| Save Draft | | Delete Draft |

Check and Send N

When you are done reviewing or have made changes to your form,
you can either save as a draft again, or complete the Annual
Declaration process.

When you are ready to submit your Annual Declaration, scroll to the
bottom of the form and click 'Checkand Send
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Start Process

By clicking on thiz box, | cerify that | am aware of expected supporti

By checking this box, | cerify that the statemeniz made by me in res
cerification of information contained in the Annuwal Declaration Form

Staff are reminded of the requirement to keep supporiing documentz
(O10S) for monitoring and audit, within 30 calendar days of the initia
termination of dependency benefits andfor administrative andfor disc

“If the names of dependents appearing are incorrect or not updated, please
necessary”

[4 Previous Step || Send “l

Click tfo complete the Annual Declaration.
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Complete the Annual Declaration for More than 9 Dependant Children

Procedure

1. If you have more than 9 children, you must download the eP84 form
and complete the Annual Declaration for the additional children on
that form. You must then save, and upload that form along with any
other supporting documentation when you submit the Annual
Declaration through ESS.

Fill Out Form Annual Declaration

For additional children not listed above, please download, Till and aftach P84 form provided in bution below
Downioad P84 Form

| By chcking on this box, | certify that | am aware of expecied supporting documentation requiremsants specified in the link

2. Follow the steps in the main procedure to complete the ESS form for
children 1 to 9. Then scroll down to the boftom of the form to find a
button to access the eP84 form.

Click to access the eP84 Form.
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Internet Explorer

Internet Explorer u

What do you want to do with EP84.doc?

Size: 115 KB
From: unsapglj.umoja.un.org

< Open

The file won't be saved automatically.

= Save

< Save as

3.
Click < Save as to save the form locally. Browse to the
location where you saved the form to open and record additional
child records not listed in the online annual declaration form, then
save.
Department of Management 27/32
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Fill Out Form Annual Declaration
Attachment

| amount of Govemment Assmtance

| Certificabe of Dmabiity

7 Certificate of School Atendance

[l Certificate of School Athendance for Secondary dependant
1 Froof of Spouse Gross Occupational Earnings

! Proof of Support if Non-Custodial Parent

[l Proof of firancial Support for Secondary dependant

[ Sinff Wembar Marks) Status Certificate

] ePia Form

" Asscnmen yoe: | = T
[&zd Anachment || | sF24 Form ]
Stafl Wember Martsl Status Certificate
| Broof of Spouse Gross Oocupational Earmings
Carfy ol Sehool &
| Certihcats of Diaakty
sncnal Information| Froaf of Support if Non-Cusscdal Parent
dmgunt ¢ Govemment A3sBtance
Review ¥ Ear Froof of feancial Support Tor Secondary dependant
Firat & Lasd Mame Cerificate of School Attendance for Secondary dependant
B e ARATIET
4. You must then upload the form as an attachment in the ep84
category.

To attach the form Click eP84 Form list item sesarom

| [posd ] [ Cancei]

Follow the remaining steps in the main procedure to complete the

annual declaration.
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Check Status of Annual Declaration/View Past Submissions

Procedure

Log on to ESS Self-Service.

Employee Services

I Employee Self-Service SM = Overview

Employee Services

= Map | Directory | Index

%‘ Status Overview
|

S You can dsplay an overview of the status of your open processes here.

2- Click Status Dvewiew.

Employee Services

Procesies
View: [Standard View] || Fter Seneg
Frocess Name Affected Employee  Staried By Currentt Processor  Staried On Process Status  Busness Status =
] st Ductarntion  picose aspssLDec jane TESTSORS 6012013209963 nProcess  SestBackio Auther
| Annusl Declansbon | bicols ANNUALDEC  Jane TESTSOZ4 OVINBTIANAD  Completed Appeoved
| AnoustDeclaraton  picgls 23y ns TESTELQ4 D4IZINITIA4IE hProcess  Processed
| Aanusl Decierabion | ol ANNUSLDES | Jans TESTEOR4 4122017 213838 hProcess | Processed
_lmuuﬂnmn Micole AMNUSLDEC  Jane TESTS00M O 1223017 213240 Ini Process -
[Getsin ] Retresn|
Department of Management 29/32
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3. In the Process Name section you will see a list of annual declaration
submissions you have made, one for each year reviewed. The
Business Status column lists the status of each submission.

Possible statuses for submissions include:

Approved - means the annual submission is complete and no
further action is expected.

Processed - means the submission is in process, further details
of pending action is available in the process step

Sent Back to Author - means the HR Partner reviewed the
submission and returned the form for additional action or
information. The form will be available in the returned tab of
the staff member's work center.

To see the processing history and status of an annual declaration,
select arow then click Detais |,

Employee Services

|
| Process Hame: sl Deciarston

| Process Status I Process Started By Jans TESTS0G

i Reference Number: GOG00G121208 Busness States: Send Back to Suthar

| Eamrbed Oin: 2800 08 e Ly Adfesched EE pls sdmal BEE

| Ended On Cunr, Pro-pessor
Procegsst Staried On EndDate  Siep Sisius
Manager 26001 2018 20047:25 Maw

Jacgues ALFRED  2601.2018 2006020 2801 2018 | Compieded
dane TESTEOOM 2801 2018 20:30:53 2801 2018 | Compieded

| [Cone ]
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The Details screen displays the steps the submitted annual
declaration has gone through oris currently in. The status of each
step is shown in the Process Status column.

Status values:

New - indicates the current step of a submission awaiting
action either by the Staff Member or HR Partner. The person
responsible to complete this step is identified in the Processor
column.

Completed - Indicates the step is complete and no further
action required.

You can view the contents of the annual declaration at any step,
including completed and those sfill in the review process.

Click on the Step Name for the version of the document you want o
view.
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5. Once opened, you can view the contents of the submitted annuall
declaration at that point in the workflow.
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