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Purpose

This procedure is used by the Primary Time Managers to assign the role of secondary time manager to
members of their team.

Reference

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference, the tfraining simulations and 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 to those
documents for the complete eligibility and documentation requirements as it pertains to their
situation.

Intended Audience

= Time Manager

The role of the Time Manager is:

e Approve/reject requests from staff members for the following types of leave:
* Annual Leave
¢ Annual Leave - Reverse EGT (Education Grant Travel)
* Annual Leave - Home Leave
e Annual Leave - Family Visit
e CTO Use (Compensatory Time-Off)
e Compressed Reg Day Off
e Travel Time for R & R (Rest and Recuperation)
* Uncertified Sick Leave
e Paternity Leave

¢ Endorse staff member’s request for:
e Special Leave
¢ Rest and Recuperation

* View absence balances for staff members.

¢ View Team Calendar to see approved leave for the team
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Global Process

The Primary Time Manager identifies one or more members of his/her team and assigns them the role
of Secondary Time Manager.

Pre-requisites

The staff member must a member of the Primary Time Manager’s team.

Objectives

As part of the demonstration, we will show you:

How to search for the Organizational Unit of the staff member.

How to search for a staff member on your team.

How to assign the staff member the role of Secondary Time Manager.

How to extend the assignment of the Secondary Time Manager.

Scenario

The Primary Time Manager assigns or extends the assignment of a Secondary Time Manager.
Demonstration #1 - Assigning a new Secondary Time Manager

Demonstration #2 - Extending a Secondary Time Manager's assignment

Menu Path

Use the following menu path(s) to begin this process:

Home>User Map>Secondary Managers
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Procedure

Start the fransaction using the menu path

Welcome to Umoja

Welcome to Umoja

-
Approver Work
o Center
-
g2 Approver Work
Center

User Map

&ﬂ User Map

Click on the User Map Jink.
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User or Employee Search

Usar or Employew Search Organizational D
5T} T4TRRIGR m) LANIE ROSELME Pastion
Farcnnal Ho 1Ean35L D Siruciws Saaich | JAMIE ROSELNE Org. Uit
Fund HR#99 Payroll area
Cosl Cenber Besinass Ana

ﬂm-l My Access ! Worklow Guide . Enlergrise Roles . Preamadan I St oncdary Mansgars:

View: Detaut ]| [Expors]
Relationehip i lndex Hamber Employes Mame & SAPLogniD  Emad
Buigat Manager LECE ST Taemiben CANDHE TACHAMGR 1 BOMBunE
lrkad indse Srdreerteesne D T A8 e A TdrzaAndds

Secondary Managers

Click on the tab.

ﬁ If any secondary time managers have been assigned, they will appear in the list as in our
example below. Next, you will be adding an additional secondary manager to the existing
list.

Demonstration #1 - Assigning a new Secondary Time Manager
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User or Employee Search

My Approvers My Access Workflow Guide En
View: |[Standard View] |v| | | Print Veersion || Export 4 |

Secondary Manager Index Mo,  User Name  Relationship ID
15655603 T4TMPTM1 974

18955762 TATMMGR2 | 974

19031032 TATMMGR3 | 974

h Create | | Edit | | Delete
J—\

Click on the [ Create | 5 jtton.
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User or Employee Search

Relationship ID: Secondary Time Manager - 974

Start date: * [ |is]
End Date: * _ s
Organization 1D: * 00000000 |3

Secondary Manager, = kdiridatn )

| Save| | Cancel|

S. Select or enter the dafe you want the secondary time manager's time approval rights to begin. In

this demonstration, you will click on the calendar ]E icon to select the date.

Q You will be assigning a secondary time manager for the period of 1 April 2015 to 10 April
2015.
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User or Employee Search

“ < March 2015 Eﬁ
Mo Tu We Th Fr Sa Su
9 23|24 25|26 27 28| 1
10 2 3 4 5 6 7 8
11 9 10 11 12 13 14 15
12 16 17 18 19 20 21 22
o 13 23 24 25 26[27]28 29
Relationship 1D: 1430131112 2 a5
Start date: * [(g]
End Date: * | [ig]
Organization 1D: * |E|EIEIEIEIEIUEI ||
« 00000000 ||

Secondary Manager:
| Save |

| Cancel |

Click on the Next Month ¥ icon.
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User or Employee Search

4 Apiil 2015 bW
' Mo Tu We Th Fr Sa Su
11420 (31 1]2 3|4 5
156 |7 8| 9101112
(16 13 14 15 16 17 18 19
17 20 21 22 23 24 25 26

Relationship ID: 1945 5
Start date: * " [ca]
End Date: * l 0

Organization ID: * 00000000 [ﬂj

Secondary Manager- = 00000000 9

|- Save I Cancell

7. Click on the start date. In this demonstration, you will click on the 1st of April.

User or Employee Search

Relationship 1D: Secmd_arg Time Man;gar - 9_']’4
Start date: = [o1.04 201}
End Date: * | [1s]

Organization ID; = |'5°“9“”W. ﬁ]
Secondary Manager. = _Ipnuunnm} @

L‘ Sml L Cancel |
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8. Select or enter the date you want the secondary time manager's time approval rights to stop. In this

demonstration, you will click on the calendar ]E icon and select a date.

User or Employee Search

“" Agpril 2015 P

Mo Tu We Th Fr 5a Su
14 12| 3|45
15 67 |8 gl1o]n 12
16 13 14 15 16 17 18 19
17 20 21 22 23 24 25 26

Relationship ID: el
18{27|28 29 30

Starl date: * i .

End Date: _ _[tli

Organization 10: * 00000000 (9|
00000000 5|

Secondary Manager: ™
[ Sawr| I_ Cancer]

9. Click on the end date. In this demonstration you will select the 10th of April. If you do not want the
approval rights to end, then enter 31.12.9999.

ﬁ Next, you will be selecting the Organizational Unit of the secondary manager.
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User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: * 01042015 [
End Date: * 10.04 2015] 5]

00000000  [F9

Organization ID: *

Secondary Manager: * 00000000 ||j|
[, Save| | Cancel|

10. Enter or select the organizational unit ID you will be assigning fo the secondary time manager. In

this demonstration you will click on the IE icon to search for the Organization ID.

Organizational Unit

Hide Filter Criteria

Org 1D: 00000000

Org Name: |:| |

Mazx. number of records: | 1UU|

Start Search || Reset |

@ Cancel

11. Enter the organization number or name. In this demonstration you will enter the organization's
name OCHA CPD CSB.

ﬁ If you do not know the exact acronym for the organization, you can use wildcards (e.g.
OCHA*) and a list of all OCHA organizations will appear from which you can select.
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Organizational Unit

Organizational Unit E m
| = Hide Filter Criteria

Org ID:

Org Mame: |ncha cpd csh

Max. number of records: | ‘1UU|

h Start Search | Reset |

Cancel
12. . [ Start Search
Click on the ki Start Search. button.
Organizational Unit
Organizational Unit E m
| = Hide Filter Criteria |
Org ID: 00000000
Org Mame: ||:H:ha cpd csb
Max. number of records: | 1UU|
| Start Search || Reset |
Organizational Unit
Org 1D Org Mame
2[][][]4[][][] DCHA CPD C5B
Cancel
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13. A list of organzational units that match the name entered appear. Select the organizational unit by

clicking on the gray box next to the applicable unit.

Organizational Unit

Organizational Unit E m
| = Hide Filter Criteria |

Org 1D: 00000000

Org Name: ||:H:ha cpd csb

Max. number of records: | 1IIIIII|

hStatSeachH Reset|

Organizational Unit
Org ID Org Mame
20004000  OCHA CPD CSB

@ Cancel

Click on the ‘@K button. The information wil appear in the Organization ID field.

User or Employee Search

Relationship ID: Secondary Time Manager - 974
Stan date: * '01.04.2015 @
End Date: * (10042015 |{

Organization ID: * }zuumunu_ﬂ_ SRS

00000000 |

Secondary Manager. *
| Save| | Cancel|
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15. If you know the secondary time manager's personnel number, then enter the number, otherwise,

click on the lﬁ icon to search by last and/or first name.

Personnel Number: All Values

Personnel Number: All Values E m

| = Hide Filter Criteria ~ Personal Value List Settings

Last name: || | g
First name: < | | =

Start Search || Reseat |

16. Enter the secondary time manager's Last and/or first name. In this demonstration, you will enter

their last name, "Sattlefield".

Q If you do not know the spelling of the name, you can use a wildcard (e.g. Satt*) and a list
of members on your team that contain the letters entered will appear for you to select.
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Personnel Number: All Values

Personnel Number: All Values E B

[ = Hide Filter Criteria  Personal Value List Settings

Last name: < | sattlefield &
&

First name: O|

h Start Search || Reset |

Click on the i Stat Search. p, t1on A list of staff members matching the entry will appear.

Personnel Number: All Values

Personnel Number: All Values

| = Hide Filter Criteria |

Last name: == [SATTLEFIELD |
| 2

First name: O|

| Start Search {| Reset |

Last name =  First name

SATTLEFIELD H'sen

Lll Walue List E
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18.
Select the applicable staff member by clicking on the gray button next to the staff member's

name.

Personnel Number: All Values

Perwsrms| Harsbsr A1 Velaes

Pl Tas Craasa

| Lost mams [ EATTLEFRRDS =
| o L
ECE|LT
Lau e & Pt seva Tee Feares ks Falirrel Sulaed Vs o 1T grg
E SATTLEFELD Humn L Uik Smtun Voww Viors o S
[~

Click on the @ button. The selected staff member will appear in the Secondary Manager field.

User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: = (01042015 [
End Date: * [10.04.2015 [

Organization [0 = [P0004000 [ [OCHA CPD CSB

Secondary Manager = 47981176 [J] HsenSATTLEFIELD

Save I L Cancel |

20.

Click on the button.
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User Map - Umoja training portal - T2J

ther ta | mplopes ieant Atagam yatimal Vlaihy [
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21. A message appears that the assignment of a secondary time manager was successful.

@ The secondary fime manager appears in the list by Index No. (Personnel No.)

Next, you will extend the time period of the secondary time manager's assignment.

Demonstration #2 - Extending a Secondary Time Manager's assignment

You can extend the end date for the secondary time manager by selecting the manager from the list
and clicking on the Edit button. If there is a gap between assignments, then you would have to create a
new entry. For example:

1 - The secondary time manager's assignment ends on 10 April 2015, if you want to extend it until 24 April
2015, select the manager, click on the Edit button and change the end date.

2 - The secondary time manager's assignment ends on 10 April 2015, you want to assign another period
of time (1 June 2015 to 15 June 2015), then you would click on the Create button and create a new entry
for the time period.
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User or Employee Search
Wriowwes | Wyicoem | WeidmOudy | Eowpmefie | Fewie JNRRTNIEN

Vi (St )| [Pt Vi | Bt ]

[ m;h-)h Unevlioms  Restongtpld Sstdme  [ndOts  Employes Grmp Emplogss Scb Gooep Dvgarcratoesd Unit g et Mama

e— Lol i) b T e e OCHA GUAD 00

e TiThRAGED N QRIS 12N nbematonsd Raf  Professcnal & Abowy  J000NTE OCHA CFO OS5
I ke glikH TETMBAGRD 574 MRS 10 TP ewmons S8 Profiiiseal L Abies 20005477 DCHA CRO FO S
|I e EELTHIITE 574 ML DR sl SaF  Profeisssal L Abows 200586 DA TP CB0

22. Select the Secondary Manager for which you want to extend their assignment by selecting the

gray button.

User or Employee Search

MyAppowers | MyAccess | Workdow Guide | Entwprise Roles | Parametars

. h“ 'u'-n]__E[] — —_—
Secondary Manager Index Mo, UserName  Ralationship D Startdate  End Date  Employes Group  Employwe Sub Grc

15E55603 TATMPTMT 974 240332015 31129999 imemational Stalf  Profess:onal & Abe
1B%E6TE2 TATMMGRZ2 974 01032015 31129959 Imemational Stafl  Professsonal & Abe
D TATMMGRY 474 01032015 31129969 intenational Stafl Professional & Abe
[7] arsenirs EEATS81178 974 01042015 10.042015 intemational Stafl  Professional & Alx

o= =]

23.
Click on the LEdit | pution.
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User or Employee Search

Relationship ID: Secondary Time Manager - 974
Start date: = 01.04.2015
End Date: ~ (10042015 Ty

Organization ID: = 20004000 OCHA CPD CSB

Sacondary Manager = 47981176 HsenSATILEFIELD

| Save| | Cancel]

24. Enter or select the dafe you want to extend the assignment. In this scenario you will be extending

the manager's assigment intil 24 April 2015. Click on the calendar ]E button.

User or Employee Search

M4 Apil2015 b
Mo Tu We Th Fr Sa Su

14 if1]2(3|4a]5
15| 6 | 7| 89 [§0] 1112
_ 16 13 14 15 1§ 47 18 19|
Relationship D: 17 20 21 22 & 24 35 26
18 27 |28 20 30| 1
Start date:

19 4
End Date: * 10042015 |0

Organization ID: * 20004000 OCHA CPD CSB

Secondary Manager: = 47981176 | [H'senSATTLEFIELD

[, Save| | Cancel|

25. Select the date, 24 April 2015.
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User or Employee Search
I
Relationship ID: Secondary Time Manager - 974
Start date: * 01.04.2015
End Date: * 24 04 2015) 5]

20004000  OCHA CPD CSB

Organization |D: *
Secondary Manager: * 47981176 | H=enSATILEFIELD

=

26.
Click on the It 588 putton.

User or Employee Search

Mwm User Mame  Relastionship D Start date  End Date  Emgloyes Group EWMG

|

| TATMPTMI 914 2002015 31129999  Intemational Stafl  Professional & Al
| | 18958762 TATMMGRZ | 514 01032015 31129540  intemational Stafl | Predessional & Ab
| 19031032 TATMMGRT | 974 01 03 2015 3112 9939 itemational Stafl | Professional & Al
| | 47o8117E EE4T9811TE 974 01042015 24042015 Rtemational Staf | Professional & Af

27. The new End Date for the assignment will appear in the list. Click on any of the tabs to perform your
next task.
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