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Overview

This Job Aid documents traveler’s Self-Service creation of an Entitlement Travel using the UN Paid Ticket
option. This also applies to Travel Administrator’s creation of Entitlement Travel (UN Paid Ticket) on
behalf of travelers who do not have access to Umoja.

All travel requests should be submitted no later than 21 days prior to the departure date in line with
current policy. This also applies to Travel Administrator’s creation of Entitlement Travel on behalf of
travelers who do not have access to Umoja.

Objectives

This Job Aid will walk the traveler through the process of creating an Entitlement Travel with UN Paid
Ticket option. Please note that this Job Aid is a condensed version of the steps needed to perform this
function. A more detailed version with steps simulation can be located here:

e To ESS — Create Entitlement Travel (UN Paid Ticket)
http://unsapuperform.umoja.un.org/gm/folder-1.11.11656?mode=EU

Note: The above link will lead you to simulations, interactive “recordings” of the Umoja system used to
help facilitate a hands-on learning experience.

Users can access simulations in three different modes:
* Show me: Users view a video of an entire transaction being conducted
* Let’s do it together: Users will be prompted to input data at key points during the transaction
(recommended)
* Tryit: Users can complete an entire transaction on their own, with no additional instructions
provided

Enterprise Roles

Employee Self-Service available to those staff members with access to Umoja, otherwise a Travel
Administrator has the rights to create the Entitlement Travel as specified above.
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Create an Entitlement Travel (UN Paid ticket)
1. Loginto Employee Self-Service Portal

NOTES:

Each staff member is responsible for requesting the appropriate absence type through the HR
Portal in Umoja, where applicable. The staff member must also obtain approval from his/her
supervisor to undertake the trip prior to raising an Entitlement Travel Request in Umoja.

m[]ja Search: Q- Umoja training portal - T2J Log off
4Back Forward b History Favorites Personalize View Help Welcome SUSANNAH ERMENGARDE
Home Employee Self-Service SM
Overview
D Home = Overview Full Screen || Options ~

Welcome to Umoja

Work Center
v

o Work Center
-

User Map

&R User Map

Employee Self-Service SM

2. Click the Employee Self-Service SM tab at the top of the screen.

3. Click Create Entitlement Travel to begin the process of creating Entitlement Travel Request

Employee Services
m 0 this ares, you Can CCess 10 your g Diplsy the plans in which you are currently
enttiements enrolled, enroll n new beneft plans, and

Gownload an enrciment form
Dsplay your salary statement
(i Life and Work Events
ﬂ"' y £ Travel, Shipment and Expenses
Guides you theough 8 number of Life and L&)
Work Events from a brth of 8 chid to 3x
begnaing work at 8 new company. In the area, you can handie and process
travel requests, shpment. ravel plans, and
expense reports

Time Mansgement
Quick Links.
dork Center

1 this ares, you Can use services 1o record Teaveler W
Your working time, request leave, 8nd
Gaplay your teme account dats

Career and Job (Outside Umoja)

I s ares, yOu CAN Use BCCess 10 UN
career an pb opportunties
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Important Information Page

4. On the Important Information page, acknowledge that you have read and completed all the
necessary Travel Initiation Pre-requisites.

Note: It is the Traveller's responsibility to ensure that these conditions are met prior to creating
any Travel Request

Create Travel Request for 00172144 tep

I» 1 2 ‘ S

Important iInformation Start Form

i Previous Stap | | Start Form

IMPORTANT INFORMATION - Travel Initiation Pre.requisites

The folowing pre-travel requirements are mandatory and are your ndividual responsibiity.

(2) Travel documents: Please note that your natonal passport and UN Lassez-Passer (UNLP) should be vald for at least sx
months from the date of your retuen from official travel

(®) Full name: Please ensure that your fil name & identical both in Bhe national passport and UNLP,

(c) Visa: Please ensure that visas for o your travel points and the re-entry nto your duy station are vakd,

(d) Securty ciearance: The UN rule is that no travel, funded by the UN, shouk! be undertaken without first oblaining the Quick Links E]
securty clearance, if appicable. Please log on 10 hitps.iidss un org and obtain the required securiy clearance(s) prior to

commencement of travel You Can 850 aCCess this webste n i-Seel/SecretariatDepartments and O1fces/ DSSITRP

Abseénce of securty clearance for anv tvoe of travel that is caid by the Unted Nations will render the traveder neloibie for rse ~

Q Quick Links are also provided on the right side of the Important Information page for
reference and information you may need in creating a Travel Request.

5. Scroll down and at the end of the screen you must select options displayed

- STIAYIO 1 VAO il Tr -
() Leave Piease enscre at spproprate Hype of adsence B S00roved pror 10 ntatng the Yavel reguest

() Sepervmor's approval Plesse ensure Dot appropriste apgroval where agpicabie. B 0dtaned Fom yOur Sepervsor 1o
wndertahe the tavel

@ Travel sumorTaton Pease ensure Dl you Bhwiy Camy Copy of 1he 8p5r0ved ravel sorTaton oa ol ravel offcaly ped
by e Untod Natons that wil facitale mmigration formalties snce DOssesson of UNLP oaly does nat imply that you are
Yavelng on offical busress of the Unted Natons

2 -Lacess Sagoede Shomers
200 aacs

The Untted Natons wil not be resposabile for any conaeguences. franciel or otherwne, arming out of your nen.complance 2o famty WatTiye
N Sy S Y AR BV AN Facty V't Travel Amend |

% Shec entfemeety %or salt

acknowledge that | have read and understand the above requirements. It is totally my responsibiity to comply with them.

@ certify that my Supervisor/Manager has agreed to my leave and trip, accordingly}
-

Q It is the Traveller's responsibility to read and understand the Travel Initiation Pre-
requisites before leaving on his/her trip.

. . [atrorm 3]
6. To continue click on
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Start Form Page

7. After you click on Start Form button, below screen will appear

I+ 1 2 3 ‘ i —

Imporiant informabon Start Form O w

Initiating Travel for: SUSANNAH ERMENGARDE  Employee Group internaticnal Staff  Employee Subgroup Professional & above  Contract Type Non Acthee Stal
Duty Station THOD Bangick  Master Coat Cenire HRESCAF No Post  Org. Unit ESCAF DOA OC CUL Telephone E-mail i EXANFLEEMAL GMALSERVER

(4 Previeus step

Start Form

Chbose the byps of ravel from the drop-aoown menu and CRck B overviiw’ Bution 1o continus.

Travel Category * | Enttiement Travel

Travel Type * 1. Home lnave =
Requast Tor umd gum Caculibon

[ UN purenased ticksl

8. Click the Travel Type drop-down menu and select the appropriate Travel Type.
In this case, select the 1. Home leave.

After the selection is done, choose the UN purchased ticket radio button:

------ - g -

Reguest for ump sum Calculaton
purchased hoiel

9. Click on Overview button to go to the next page.

(4 Prevous sis) [Grarvam 3]
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Overview Page

10. Acknowledge that you have read and understood the travel policies and click on General Data
button to go to the next page.

I3l \ — -
¢ 1 2 3 '4. -4
Important information Start Foem Overview General Data
bﬂmfumlorumml’nmiof Prepared By SUSANNAN ERMENGARDE  E Group Statt E Prof, & Above
and d P-4/12 Defaut Postion  Duty Station THOO Bangiok  Telephone  E-mail 1D WWMRW

Comncﬂ‘muonmasuhn Master Cost Centre HR ESCAP No Post  Org. Unit ESCAP DOA OCCMU  Nationality South African

(4 Previous Step | [ General Data b

Overview
Gereral

The policy governing al official travel i set cut in ST/AV2013/3 and Chapter V, rule 5.2 of Staff Rules

Hotre leave

Internationally recrulted staff members holding temporary (when extended for longer than one year), fixed-term, permanent
and continuing appontments who are residing and serving outside ther home country are enttied to travel at Unted Nations
expense for the purpose of renewing ther cultural and personal lies and spending & mnamum of seven days, exclisive of
fravel days, in their home country. Annual leave taken for this purpose is referred to as home leave. The Organization wil aiso
pay the round trip travel n respect of the staff member's aligie famiy members, nstaled in the duty station

Quick Links =l

The country of home keave s normally the country of the staff member’s recognized nationalty. However, n cases where the
staff member has maintained residence n a country other thaa the country of his or her nationality for a prolnged period =

11. Scroll down and click to acknowledge the reading and understanding of the Summary of Policies
applicable to the travel sub-type selected:

MPORTANT

PLEASE NOTE THAT THE ABOVE INFORMATION S5 PROVIDED FOR EASY REFERENCE ONLY. THE CONTENTS OF THE
RELEVANT AND CORRESPONDING ST/AL ST/SGB AND STAC SMALL TAKE PRECEDENCE AND PREVAL FOR ACCURATE
INTERPRETATION AND ADJUDICATION

wiedge at | have read and

the above requirements R Name of the Traveller/ SUSANNAH ERMENGARDE
Jotaly my responsdity to comply wih Travel Administrator
)
; Date/Time 12082015 7 140718

e [
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General Data
NOTE: Under this step traveler will add Basic Details and Itinerary Details to the Entitlement

Travel Request

12. Fill in all the details related to the trip (for example, Traveller Type, Number of Travellers,
Journey Type, etc.) and the approved itinerary.

3 D= 73y N 5 e

I 1 2
- .r
Important hformaton Stat Form Overvew w Addeonal Data
Prot & Atove  Graden

Initiating Travel for: Home leave Travel For  Prepared By SUSANNAM ERMENGARDE  Employee Group Statf  Employee Subgroup e
Telephone E-mall 1D EXAMPLEEMALQUALSERVERORG  Contract Type Noo Active Status  Master Cost Centre HR ESCAP No Post  Org. Unit ESCAPDOAOCCMU  Natic

;_‘- WOVMSW’LWWD.ZI !; | Save Draft |

[» Calendar of Tres | [» Anachments (0) ]
and will be pop ally by the system .

Information can only be entered by the user in white fields. Biue fields are not

Basic Details

Staft @Ncc of recrutment

Traveler Type. *

Travel Start Date/Time 00:00
Travel Eng Date/Time 00.00 Number of Travelers: 7 1 Estadisned place of home iwave
Journey Type: * [ rport code of the arport nearest to the estadbls

One-Way

Round-Trp
Travel Purpose * Mytpie Destnatons =
This trp relates 10 the folowng evest | -NOT APPLICABLE it

.

13. Enter Travel Purpose — Mandatory field. This is a short free text description of the purpose of the
travel and maybe the reference to an authorizing document e.g. invitation letter. If additional
space is required please continue to write in the Special Instructions Field below. This field
‘remembers’ previous entries, hence for future trips you may select the purpose from the

‘memory’ by clicking the box on the right.

14. Enter Comments/Special Instructions (if applicable), as shown below:

— ;
:

Tha g reaies 1o B folowrg event 50T APPLICABLE

I Lot o s T AT s T I

HR pre-zpproved home lezve destination different than established plzce of home leave

NOTE: In case that the traveller has specific time constraints that are to be considered, s/he
must enter a comment clarifying this situation. For example, a staff member can only depart
after close of business as s/he is required to attend a full day meeting the day of departure. The
Travel & Shipment Approver will evaluate the validity of the request (as the request may
increase ticket cost to the Organization), and, if approved by the Travel & Shipment Approver,
the Travel Processing Office will issue a ticket in line with the staff member’s request
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15. As required, enter the Authorized travel destination

Q Start typing slowly the name of the Departure/Arrival City: the system will automatically
display the name of cities available in the system, from which you can select the
appropriate one.
For example, type Valencia, Spain

Please specify ONLY the official itinerary here. Connecting points or
clearly indicated in screen #6.

»

pover(s), if any, Id not be included unless there is a change in mode of trar

3 I Aumorzed travel oemmnl vakoce 0
VALENCIA DE ALCANTARA SPAN
trnerary Detads Ms SUSANNA
VALENCIA DE LA CONCEPCION SPAN
Oeparture Date/Trme VALENCIA, BUKDNON PHLPPNES e of Travel Arrival Date/Teme Arrival Cey'Country Agpicabie Sudsatence
i) (0000 WO TRoS - 5 (000 9 [1osa -

VAIIROIEVENEZUELA

16. As required, complete the Departure Date:

Please specify ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included unless there is a change in mode of tra
clearly indicated in screen #6.

Aumonzed travel Gestnsten | TNTIISTETY O

tnerary Detals: Ms. SUSANNAM ERMENGARDE, 20 Jun 1972, 00172144

Departure Date/Time Departure CRy/Country Mode of Travel Arrivel Date/Teme Arrivel Cey/Country Appicatie Sudsstence
10.07.2015 JT¥] (0000 O > 115 [co00 ) [1osa v

NOTE: Traveller must only enter the Departure Time if s/he will not be able to departure after a
specific time. For example, if s/he is planning to departure after a full day’s work.

17. Click the Matchcode icon in the Departure City/Country field to search for the departure
city/country. In the event that the location you are travelling to/from is not available, please
refer to the separate Job Aid entitled ‘Add a City’.

For example, BANGKOK CITY, THAILAND

ltinerary Details

Please specify ONLY the official itinerary here. Connecting points or
clearly indicated in screen #6,

pover(s), if any, should not be included unless there is a change in mode of trai

Aunonzed travel destnaton | VALENCIA SPAN O
tnerary Detals M3 SUSA RUENGARDE . J0TOMRI2, 00172144
Departure Date/Teve Departure CRy/Country Mode of Travel Arrval Date/Teme Arrvel CoyiCountry Appicadie Sutantence
10.07.2015 If¥] (0000 | [oanpiok o - 3 (co00 0 [1osa -
BANGKOX CITY THALAND
PAT BANGKOK THALAND
SIAM BANGKOK PORT THALAND
Umoja Training ESS — Create Entitlement Travel (UN Paid ticket) 9/25
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18. Click Mode of Travel drop-down menu

Select 01 Commercial Aircraft

Please specity ONLY the official itinerary here. Connecting points or stopover(s), if any, should not be included unless there is a change in mode of tran
cloarly indicated in scroen #6,

Asrerced Yaoel Sestraton  VALENCA SPAN o The following Mode of Travel

Erecary Detale Ma. SUSANNAN ERMENGARDE. 30 Jua 1972, 00172144 e

Departure Date/Tme Oeperture Cy/Country » Date/Tme Arnvsl CoyCourtry Apchcatie Sanaterce

1007 2013 ] (0000 | [BANGKOK OITY, TRALAND - @ T o0 9 [1osa -
01 Commercal Arcra®

02 UN Arcnt
03 UN Vehcle

04 Omar UN Trasagonston
[& Prevou Saep | [ AsceorsiDeta B] [ Seve Dran] 0% Privately Owned Vedick POV
8 Rt

19. Enter Arrival Date and Arrival City/Country.

NOTE: It is NOT necessary to enter the arrival time at this point. The exact departure and arrival
times are only required in the Expense Report and if the travel ends on the same day.

Please specify ONLY the official itinerary here. Connecting points or

pover(s), if any, should not be included unless there is a change in mode of ras
clearly indicated in screen #6.
Aumonzed travel destoation | VALENCIA SPAN s )
Enerary Detals: Ms. SUSANNAM ERMENGARDE, 30 Jus 1972, 00172144
Departure Date/Teme Departure Cly/Country Mode of Travel | Arrvel Date/Time I | Arrivel Cty'Country I Appicadie Subsatence
10.07 2015 [T (0000 | [BANGKOK CITY THALAND () (01 Commercel Arcrat [=] 11072015 [ (0000 | [velence 01054 -

VALENCIA DE ALCANTARA SPAN
VALENCIA O LA CONCEPCION SPAN
VALENCIA, BUKONON PHLPPNES
VALENCIA CAUSA

[& Previoos Step | [ AsstosaiDets B] | [SaveOratt] VALENCIA SPAN

VALENCA VENEZUELA

.

20. Select the appropriate Applicable Subsistence from the drop-down menu. For this example
(Home Leave Travel), select 2 DSA/MSA Not Payable since DSA is not applicable in this case.

points or stopover(s), if any, should not be included unless there is a change in mode of transportation. Personal deviation details, if any, should be

f Travel Arrivsl Date/Teme Arrivel Cry/Country

Sutast Subsatence Courtry  Subsastence Regon
SelArcrat [ [11.07.2015 1Y (0000 | [VALENCIA SPAN B hosa @ 1) oEdn
10SA P
2 DSAMSA Not Payable

21. System will default Subsistence Country and Subsistence Region as shown below:

Umoja Training ESS — Create Entitlement Travel (UN Paid ticket)
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Subsistence Country will be defaulted to United Nations and Subsistence Region to Subsistence
Not Applicable

points or stopover(s), if any, should not be included unless there is a change in mode of

P P | deviation details, if any, should be

! Travel Arrival Date/Teme

Asrivel Cey/Country Appicadble Subsstence

el Arcrat w)] (11072015 | (0000 | [VALENCIA SPAN 7] (2 DSAMSA Not Payatie

22. To add a new itinerary line click on Add New Itinerary button Lil and enter all the information

Q The [ icon can be used to copy the information from an existing line into a new one. In
this case, make sure to re-examine every field to avoid any errors.

ltinerary Details )

Please specify ONLY the official it y here. C
clearly indicated in screen #6.

ing points or stopover(s), if any, should not be included unless there is a change in mode of tra

Auorized travel destnation | VALENCIA SPAN

o

tnerary Detals: Ms. SUSANNAN ERMENGARDE, 30 Jun 1972, 00172144
Departure Date/Time Departure CRy/Country Mode of Travel Arrival Date/Time Arrival Cty/Country Appicable Subsistence
[=] [11.07.2015 [T (0000 | [VALENCIA SPAN
) (01 Commercal Arcrat =] [21.072015 | (0000

10.07.2015 ] (0000 | [BANGKOK CITY, THALAND 0 01 Commercal Arcra®t [ [20SAMSA Not Paysble  |w
20072015 ¥ (0000 | [VALENCIA SPAN BANGKOK CITY THALANDS )] [2 DSAMSA Not Paystie

-
Second line created as
a copy of the first one

(4 Previcus Step | [AdstcnsiData 3] | [SaveOratt]

Q If additional lines of itinerary need to be inserted in between these lines, you can click
the icon to create a new line.

23. Click the Save Draft button after adding all itinerary details.

Umoja Training
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Please specify ONLY the official itinerary here. C ing points or
clearly indicated in screen #6.

pover(s), if any, should not be included unless there is a change in mode of trai

Aumonzed travel destnation. | VALENCIA SPAN s )|
Enerary Detals: Ms. SUSANNAM ERUENGARDE, 30 Jun 1972, 00172144

Departure Date/Time Departure Coy/Country Mode of Travel Arrival Date/Teme Arrval Cey/Country Apphcatie Subsstence

10.072015 %] [00.00 | [BANGKOK CITY . THALAND  I(')) (01 Commercel Arcrat [=] (11072015 | (0000 | [VALENCIA SPAN 9] 2 0SAMSA Nt Paystie

20072015 J§¥| (0000 | [VALENCIA SPAN 09 (01 Commercel Arcratt

(4 Preveus Swo | [Asstenaioata 3]

[¥] (21072015 |15 (0000 | [BANGKOK CITY, THALAND 9] [2 DSAMSA Net Paysdie

24. To continue click on the Additional Data button.

.d::"-
4_ Previous Step | [Addtional Data 4] | [Save Dratt ’

Umoja Training ESS — Create Entitlement Travel (UN Paid ticket) 12/25
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Additional Data Page

25. Click the Enter Estimated Costs button

Change Travel Request for 00172144

Ie 1 2 3

6 7 -

Important nformation Start Form Overview

E-mail 10

[& Previcus Step | [Personai Deviation B] | [Save Oratt]

Generai Data AM

Initiating Travel for: Home eave Travel For  Prepared By SUSANNAN ERMENGARDE € Group Statt Subgroup
EXAMPLEEMALQUALSERVERORG  Contract Type Non Active Status Master Cost Centre MR ESCAP No Post MMESWDOAOCCIN Nationality South At

Personal Devaton Review and Send Compietes

& Above

Subsistence Allowance Deductions
[ Alow the system 10 caliulate the Subsatence Alowance

Travel advance requested * Yes (& No

Travel Processing Office: * MNUSTAH PORT-AU-PRINCE v

Tickets 10 be Bsued through * o Commarcial Travel Provider (Le. Travel Agency) UNDRIOther Uember State S

Estimated Costs: 000 Enter Estmated Costs

Cost Assignment = 100.00 % Cost Center 11338 (UNMABITAT Gen Office), Fur Change Cost Assipnment

s a voluntary downgrade of enttied class of service requested? * Yes Ne

Hnadmon:muahgmrmudohcwmngrmudoﬂ ¥ Mo

exceptions! bass? I yes, piease atiach signed approval form  * o

4 »
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26. Select the first line containing Airfare Ticket Cost

-
2 3 .‘. 6'. [a l 1 L] 1
Important nformation Start Form Overvew General Data Asstons! Data timated Cost, Personal Deviston Revew ¢
£ Saff & & Above

Initiating Travel for: Mome keave Travel For  Prepared By SUSANNAM ERMENGARDE Group
Gradefevel and designation P.4/12 Defautt Poston  Duty Station THOO Banghok Tm !MI’WMRW Contract Type Non Actve Statut
Master Cost Centre HRESCAP No Post  Org. Unit ESCAP DOA OCCMU  Nationality South African

I» 1

[ Prevens s [Sovetnn)
Add New || Copy || Delete
Estmated Softhe <
Expense Type Calculste  Currency Costs Equivale . Currency travek Provider tnerany
Ticket Cost USD-Unted States Dolar v 0.00 USD v -
Subsstence Alowance. S Mbr 0.00 USD v v
Termnal Expenses [W . 0.00 USD v v
Sum 000 USD
«
[ Previows Sies [SaveDnat] =
4 »

27. Click the Currency drop-down menu as shown below and select USD-United States Dollar

6 1
Personal Deviston Review ¢

2 3 _4, L
Overvew General Data Asstonsl Data

1 1

Important nformaton Start Form

Initiating Travel for: Mome leave Travel For  Prepared By SUSANNAM ERMENGARDE Group & Above
twnmuwnmmom Contract Type Non Actve Statur

Gradefievel and designation P-4/12 Defaut Poston  Duty Station THOO Banghok 'lm
Master Cost Centre HRESCAP No Post  Org. Unit ESCAPDOA OCCMU  Nationality South African

: (Sowoat]
Eown 52 New | Copy || Delete
Estrated Personnel 8 of the
Expense Type : Cost Equivale.  Currency et Secvices Provider toecany
| Aitare Ticket Cost USD-Unted States Doler v ___ emuso - -
Subsistence Alowance-Stf Me TOP-Tongen Pa'snge 21 o000 uso v -
Termnal Expenses [ Caicutate b i 0.00 USO v -
= b= | 7D Trinidad and Tobago Dollar 1 S
| TZS-Tenzanan Shilng -
4 | UAH-Ukraine Hryvnia

»

28. Enter Estimated Costs for the price of the ticket

3 4 5

General Dats Asstona! Data

-
6 7
Personal Devaton Revew ¢

I 1 2
Important nformation Start Form Overview
Initiating Travel for: Home keave Travel For  Prepared By SUSANNAN ERMENGARDE Group Qn Pre & Above
EMDWMM.S&MRW Contract Type Non Active Statut

Gradefevel and designation P-4/12 Defaut Postion  Duty Station THOO Bangiok  Telephone
Master Cost Centre HR ESCAP No Post  Org. Unit ESCAPDOA OCCMU  Nationality South African

e

U

Expense Type
| Artare Ticket Cost
Subsistence Alowance.Stf Mer
Terminal Expenses
Sum
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29. Click on Personnel # of the traveler drop-down menu and select the appropriate Personnel
Number

30. Click the Calculate button to go to the Calculate Terminal Expenses screen

farrates -
Cost touvae Services Provicer tren
- 1400 000 USD . -
Sutsatence Akowance- ST Wer 000 USD 00172144 SUSANNAN ERVENGARDE

-
Termea Drpenses 000 vso v v
Sum 000 uso

31. Fill out the Terminal Expenses page as applicable to the trip.

Example: If the number of trips for which transportation was not provided by the UN equals to
4, enter that amount in the Number of Eligible Arrivals/Departures box as shown below.

Employee Seif-Service S ‘ fice boe ex Re - as artra 3l e “ v

Calculate Terminal Expenses Bm
Overview
Calculate Terminal Expenses .
-
Termnal Expenses shal be deemed 10 cover o expendtures for ransportation and ncidentsl charges between the arport of other point of arrval o¢ Raviey
departere and the hotel or other place of dweling In respect 1o the stalf member and each family member suthored 10 travel at UN expense. One ine tem per
Initatind olgbie traveler & requred. Use expense type “Termnal Expenses” 10r the stalfl member and “Termingl Expenses - Famiy MOe™ for each family member 10
Grad calculate total termingl expenses for each ndvidusl traveler Actve Stah
Mas Number of Elgble Amount Tota!
ArrvaisOepartures perieg amount
New York . Number of trps for which transportation was NOT provided free of charge [) X 800 - 000
Eatinatd New York | Number of trips for wiich (ransporiation was provided free of charge X 1o . 000
Omer Locatons | Number of rps 1or which trassportation was NOT provided free of charge @ X B0 - 000
Calovas

Omer Locations | Numder of rps for which ransgonaton wes provided free of charge ) X 1no . oo

Expent tneran)

Artarg Total Terminal Expenses 000 X

: -

er -

Surm

32. Click @ button to continue
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33. Click the Save Draft button to save changes made to the Estimated Costs page

ﬁ Additional expense lines (for example, Excess Baggage) can be added by clicking the Add
New button.

If no other expense types are necessary, proceed by clicking on the followed by the
button to go back to the Additional Data page

-
1+ 1 2 3 4 5 6 7
e .
Important nformation Start Form Overvew General Data Addtonal Data Personal Deviaton Revew ¢

Initiating Travel for: Home keave Travel For Prepared By SUSANNAN ERMENGARDE € yee Group Statt € yee Subgroup Professionsl & Above
Gradefievel and designation P.4/12 Defaul Postion  Duty Station THOO Bangiok  Telephone  E-mail 10 EXANPLEEMALQUALSERVERORG  Contract Type Non Active Statur
Master Cost Centre HRESCAP No Post  Org. Unit ESCAP DOA OC CNU  Nationality South African

i : [Savetran)

Caiculate || Ass New |[ Copy |[ Deiete |
Esteated Perscanel 8 of the

Expense Type Calculste  Currency Costs Equivale Currency Eavater Services Provider tneran
Axrface Ticket Cost USD-Unted States Doler v 1,400.00 000 USD 00172144 SUSANNA, . +

Subsstence Alowance.Stf Mor 000 USD v -

Terminal Expenses 15200 0.00 USD -

Sum 000 USO

34. If instructed to, click on Change Cost Assignment. Otherwise, proceed to the next step

‘ Cost Assignment * 100.00 % Cost Center 11338 (UNMABITAT Gen Office), Fur Change Cost Assignment

The Cost Assignment field defaults to a specific Cost Center based on the Organizational
Structure assignment. However, it can be modified if travel costs should be charged to a
different Cost Object (such as Cost Centre, Internal Order or Work Breakdown Structure).

The Cost Assignment selected here determines the funds that are to be consumed for current
Travel Request.

35. Click Yes or No for voluntary downgrade, as applicable.

Cost Assignment 100.00 % Cost Center 11338 (UNMABITAT Gen Office), Fut Change Cost Assgnment

s 8 voluntary downgrade of enttied class of service requested?. * Yes

Has suthorzation 10 8 higher standard of accommodation been granted on
exceptional Dasa? If yes, please attach signed approval form = *

Yes . No

36. Select Yes or No, as applicable, if higher standard of accommodation has been approved
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s & volnisry downgrade of ertted ciass of servce requested™ * Yes 0 No

Had duthorzalon i 8 hgher sanderd of accommodation been granied oa ” [End
excepionsl Basa” I yes, pleasd MRSCh Bgned acproval form * "

37. Select No if no other trips paid by the UN were undertaken in conjunction with this travel.

ﬁ If travel from two different categories such as Official Business Travel and Home Leave
are combined in one trip, separate Travel Requests must be raised and read in
conjunction. In that case, select Yes and enter details in the box provided.

B 2 vOLntary Sowngrade of estlied CBIS Of seriCe reQuested” * Yes (e
H8Y BNOrIANON 30 B Rl $18AIAS 0F BICOmMOSStOn Leen G #ated on
€x000t0na DAL ¥ yes DIate BTACA Mgred 000N form Yoo (&
1 Bhare a0y 0ther ravel lyDe Dt By UN endertshan in COnuaction with s ravel (¢ § Offcal ravel combned wih Mome Lesve)> * Yes @ I
38. Click No if no additional leave was taken in conjunction with this travel
A% SUNOIANON 10 8 NP 3180380 E 0F SCCOMMOStON Been g anted on
ExCOptonal BaNA” If yes. DAt ARACA S0Red Aoprove form Yo IO
B Pare Aty 0 avel Hyoe Dad Dy UN undertshen i COMUACION with I ravel (¢ § OMCe Favel ComBead wih Mome Leave)” * Yoo M
B Dre Rave 100 1 CONMNCION with e ave (Not appicadle for Home Leave, Famiy Vit or Reverse E0ucation Grant Select "No” for Pase Yavel hypes o &
If Yes, then specify details in the box provided
39. Answer Yes or No, as applicable, for the remaining questions
s the Traveler & member 0f 85 OrPaN of Suaary 0rgan of B UN sclbect 19 . e
e slasdard of sccommodaton under STSGB10T Rev 47 - =
Bt Travelad § Member of e Secretary-Gosarals of Doty Secretary v
Gengra’s Seiegaton? Il yes, pesse 02ach ol relgvant Cormespondence - 8k
Junaficaton for not submiing e travel reguest 21 calender days m advence of P ardcpabed Separiune date
40. If applicable, select Opted for shipment
[ Reguest converson of unaccompaned shoment ndo SCCOMpan®d excess Lagoage
for shipment
[] Request conversion of ed excess o 0d
[] Request UN 1o arrange shipment
[ Request seit-shgpment
41. If applicable, select Request UN to arrange the shipment
17/25
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[ Request conversion of unaccompanied shipment o accompaned excess Bagoege
+ Opted for shipment

[ Request comverson of sccompaned excess bapgage rds unaccompanesd shpment

sl UN 1o arrange shipment

Request seif.shpment

42. Click the Personal Deviation button to go to the next page

aams«o]
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Personal Deviation Page

43. In the following scenario, click No if no Personal Deviation is required and proceed with
clicking on Review and Send button

Change Travel Request for 00172144 ( 1988 )

I 1 2 3 4 § L T 8§ —

. -m
Fpoastt Risematen Seart Feem Overvaw Gangrsl Daty Aggeons! Dats w Review sad Sead Completed
Initisting Travel for: Home leave Travel For  Prepared By SUSANNAN ERMENGARDE  Employee Group Sufl  Employee Subgroup Professicasl § Above

mummzmum Duty Station THOO Bangiok Im E-mail 1D EXAUPLEEMALGUALSERVER ORG  Contract Type Non Actve Statur

Pergonal Deviaton not requested Pease chck “Review and Send” bution 1o contnge

Name of the Travel
Travel Administrat
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Review and Send Page

44. Review information displayed under Itinerary Details

Change Travel Request for 00172144 ( 1988 )
8 —

I® 1 2 3 .4. .I. 6 ra 7 LS
Important Information Start Form Overview General Dats Addtonal Data Personal Devaton w Completed

Initisting Travel for: Home leave Travel For  Prepared By SUSANNAH ERMENGARDE  Employee Group internatonal Staff  Employee Subgroup Professicnsl & Above  Gradellew
Telephone  E-mail 1D EXAMPLEEMALQUALSERVER ORG  Contract Type Noa Active Status  Master Cost Centre MR ESCAP No Post  Org. Unit ESCAPDOA OC CMU  Natic

[4 Previcus Sweg | [[Save 0ratt]

Trawvel Start Date/Time: | 10.07.2015 0000
TravelEnd DoteTme: 21072015 0000

[ls: Ms. SUSANNAH ERMENGARDE | 30 Jun 1972
Departure Date/Time Departure Cly/Country Mode of Travel Asrival Date/Tme Asrival Cey/Country Appcabie Subsatence

10072015 0000 BANGKOK CITY, THALAND 01 Commarcial Arcraft NAT215 | 0000 | VALENCIA SPAN 2 USAMISA Not Payabis
20072015 0000  VALENCIA SPAN 01 Commerisal Arcraft 21072015 | 0000 BANGKOK CITY THALAND 2 DSAMSA Not Payabie

45. Select the Save and Send for Approval radio button

TEPSRS oA TS O TR ST T AIVECES  © 000 VU UTHET ST Do -

Cost Assgnment 100 00 % Cost Center 11341 (ESCAP Sesscns Cman), Funds Centier 11341 (ESCAP Sessions Cmma), Fund 10UNS

Final Action
Seve Dratt 1 only want 1o save my Yravel roguest a0d send & later
T'a Save and Send for Agprove ), | WL 1o save my ravel request and send £ now for further processing. | confirm Mat | have entered al data 1o Me best of my inowiedie

1am aware that. within two Calendar weeks afler completion of ravel | am required 1o subm, o Ine, e related ravel expense report (Clam) n accordance wih
Comply with T requirement wil resl I autometic recovery of my Fravel sdvance(s) Ivough payrol deduction I 0n review of my Claim, t & Setermined Dt trav
he pay wilbe Nrough peyrod

| 880 understand that provmon of y evidence that | ha offcal busness ravel 88 per authorzation] | e used commercaly purchased arine
Passport bearng Cusioms andior Immgration mackngs SHowng the dates of arTivals 83 SeDertures) B ROt mandaticy 8t The SUDTIAON My EXENSE repOrt Mowt
of five (5) yoars and prodece Them upon request by Be Executive Office, Accounts Dvison, Offce of nternal Oversight Services (OI0S5) andior the UN Board of 4

ﬁ It is the traveler’s responsibility to read, understand and comply with the information
provided here.

46. Click on the Save and Send for Approval button to submit Travel Request for approval
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TRrSaS T ToE W T ST CEOTE ¥ FIVEES | 6,005 WU UTRES ST UOWT
Cont Assgnment 100 00 % Cont Center 11041 (ESCAP Sesscns Cman ), Funds Center 11341 (ESCAP Seasons Coma) Fund 10UNS

Final Action
Save Dratt 100l wart 1o save my Yavel reguest and send ¢ ater

* Save and Send for Agprove | want 1o save my travel request and send £ now for further processing. | confirm that | have entered o dats 1o Te best of my inowiedge

fam sware That. within two calendar weelks afler completicn of ravel | am required % sudmit. on ine, e related ravel expense report (Clam) n accordence wih
Comply with Tha requrement wil resul In automatc recovery of my travel sdvance(s) INough payrol deduction I 0n review of my clam, & s determined Dat Yaw
the cverpayment w il be recovered Bvough payTod Seducton

18180 understand that provison of documentary evidence that | undertock this OT1CE! busness ravel 3 per Sutharaton! | e wied commercaly purchased srine
Passport bearng Cusioms 8ndior FImGraton markings SAOWNg e dates Of ST 80d Gepartures) B Ot Mandaticy 8t INe SUOTIBLON My EXDENSE repOrt Howe
of five (5) yoors and produce Bam upon request by e Executive Offce, Accounts Divison, Office of hternal Oversght Services (0I0S) aadior the UN Board of 4

Name of the Traveller/
Travel Administrator

Date Tene

47. The final screen should look similar to the screenshot below. If there is any error message, it
will appear on this screen. Please follow the instructions on the screen in regards to medical and
security requirements as prompted by the system.

E’} Travel request 0000000562 was saved and submitted successfully.

Medical clearance is required for this type of fravel. Please contact your Medical Service and ensure clearance prior to commencement of fravel
Request for secunty clearance has been sent to TRIP. Ensure to obiain security clearance prior to commencement of travel

100.00 % will be assigned acc. fo trip costs assignment guidelines

Per diem indicater for meals has been cleared; You entered deducfiens for meals. These will be deleted.

NOTE: Security Clearance must be obtained through TRIP (https://dss.un.org) prior to
departure. Furthermore, travelers are advised to check with the nearest UN Medical Office
whether medical clearance is required for the destination.

NOTE: Please submit an Expense Report upon return from travel that is linked to this travel
request. Do NOT submit a stand alone Expense Report for a trip with an approved travel
request. Failure to submit an Expense Report within 14 calendar days of return will result in the
automatic recovery of any travel advance given. In addition, traveler will not be able to submit
additional Expense Reports until the original Expense Report is submitted. Please refer to the
specific Job Aid entitled ‘ESS — Create Expense Report’ for further details.

TIP: It is recommended that upon submission of the Travel Request, the traveller checks the
status of the document in the Traveller Work Center at regular intervals e.g. daily. as will be
shown below.
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General Overview on the Subsequent Approval Process

Once submitted, the Entitlement Travel Request is routed to the HR Partner, who reviews and
approves staff member’s eligibility, followed by the Travel and Shipment Approver (TSA) who
certifies the Travel Request. Then, the Travel Request is routed to the Travel Processing Officer.
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General Overview on the Subsequent Approval Process

Once submitted, the Entitlement Travel Request is routed to the HR Partner, who reviews and approves
staff member’s eligibility, followed by the Travel and Shipment Approver (TSA) who certifies the Travel
Request. Then, the Travel Request is routed to the Travel Processing Officer.

HR/Entitlement Travel (Ticket option)

EMPLOYEE SELF-SERVICE/
TRAVEL ADMINISTRATOR*
Creates and submits travel expense report

TRAVEL REQUEST

HR PARTNER
Reviews and approves
staff member's eligibility

TRAVEL AND SHIPMENT
S APPROVER
Reviews and certifies travel request

TRAVEL PROCESSING
OFFICER
| Approves travel request

Find Status of Existing Travel Request

With Umoja, the Traveller will be able to see the Status of his/her Travel Requests and the
Recommended Actions at any time on the Employee Self-Service (ESS) front Screen under
Traveler Work Center. It will not be necessary to contact an approver to obtain this information
anymore.

! Employee Services

- Map | Drectory | hdex

Workflow Status. Recommended Actions
| Status Overview @ Personalintormaton
TO Approved Create and submit Expense Report
You can display an averview of the . In this area, you CAN LS# SAMVICES 10 .
status of your open processes here. maintain and display your personal dats Submitted Await CO Approval
Submitted Await CO Approval
Entilements r Benefits and Paymeants.
% ry ? Draft & Saved Send for CO Approval
=8 In this area, you can access o your —] Dasplay the plans in which you are 4 X
enttaments currenty anroled, sarol s e benat CO Approved Awalt Travel Claims Unit Approval
mﬁ:;:f;m‘::‘;’::{'”"' oo, TO Approved Create and submit Expense Report
ﬂﬂ Lite and Wark Events Draft & Saved Send for CO Approval
BT Guides you through 8 number of Life and Sx Travel, Shipment and Expenses TO Submitted Lump Sum | Chose between Lumg Sum and Ticket
Viork Events from a trih of a chid to
BegNng work 818 new Company. B I the ares, you CaN Nandk and process TO Cancelled No action
travel requests, shipment, travel plans,
and expense reports. Submitted Await CO Approval

Time Management

©®

In this area, you can use services i
feenrd your working time, requast lsave,
and dsplay your teme account data
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Amending or Deleting a Travel Request

You can change or cancel a Travel Request in a similar way to the one described above. The options of
changing and deleting are also on the Employee Self-Service front screen under Traveler Work Center.

Deleting a Travel Request

BEFORE THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL

Before the request has been submitted for approval, it can be deleted by following these steps:

1. Identify your Travel Request under the All my Trips tab (or in the specific tab).
2. If deletion is required, click on Delete and follow the subsequent steps.

All My Trips (30) | Official Travel (14) [ HR Travel (6) [ Entitiement Travel (6) | Lump Sum Request (6) | Shipment Request (2) | Expense Report with Travel Authorization (6) | Stand-alone
View: |[Standard View] [=| | [Create Travel Reqguest 4 || Create Shipment Request || Create Expense Report '=_-::,-':' Canceliation |
ER TripNumber StartDate EndDate  TravelCategoryType  Destination Travel Purpose Workflow Status  Recommended Actions.
5619 01.11.2015 = 10.11.2015 EN- 1. Home leave ACHIN NAN AFGHANISTAN Home leave. ... Submitted Await HR Approval
414 18.11.2015 | 24.11.2015 OT- 01. Official business NEW YORK NY,USA IMIS Training Submitted Await CO Approval
5345 02.08.2015 ' 15.08.2015 OT- 01. Official business NEW YORK NY USA IMIS Traning Submitted Await CO Approval
4973 05.09.2015 12.09.2015 OT- 01. Official business BANGALORE, KA INDIA& Meeting in Bangalore Draft & Saved Send for CO Approval
4565 01122015 | 10.12.2015  EN- 1. Home leave LONDON,GTL UNITED KINGDOM | Home Leave 2015 TO Approved Create and submit Expense
4533 05.09.2015 = 12.09.2015 OT- 01. Official business BANGALORE KA INDIA Meeting in Bangalore Submitted Await CO Approval
4501 02.05.2015 ' 09.05.2015 OT- 01. Official business GENEVA,GE,SWITZERLAND To conduct a UMOJA audit of OCHA in Geneva 11-15 June 2015 CO Approved Awail TO Approval
4071 05.10.2015 = 06.10.2015 EN- 1. Home leave VALENCIA SPAIN test Draft & Saved Send for CO Approval
3817 15.09.2015 | 17.09.2015 OT- 01. Official business = LAS VEGAS,NV USA SFT - Speaking engagement at the University of Las Vegas CO Approved  Await Travel Claims Unit App
3816 15.11.2015  17.11.2015 OT- 01. Official business LAS VEGAS NV USA SFT - Speaking engagement at the University of Las Vegas TO Approved Create and submit Expense F
Last Ref|

Details of Trip: BANGALORE, KA INDIA (0000004973)

Travel Request

Approval Status: Request Open  Attachments: Add

AFTER THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL OR HAS BEEN APPROVED

Once the request has been submitted for approval, the request can be cancelled by following the steps

below:

1. Go to Employee Self Service (ESS) — Traveler Work Center
2. Find and highlight the Travel Request you wish to cancel in All My Trips tab
3. Click on Request Cancellation

All My Trips Official Travel (0} [ HR Travel (0} [ Entitlement Travel (0} [ Lump Sum Reguest (0} I Shipment Request (0} [ Expt
View: |[Standard View] |v| | | Create Travel Request 4 || Create Shi Request || Create Expense Report | | | Reguest Cancellation \%
E. Trip Humber Start Date End Date Trip Activity Type Destination Reason

675 23062014 27.06.2014 OT- 1. Official business NEW YORK, USA Umoja Conference

674 01.06.2014 08.06.2014 OT- 1. Official business NEW YORK,USA Umoja Conference

667 01.06.2014 08.06.2014 OT- 1. Official business NEW YORK,USA Umoja Conference

666 10.06.2014 15.06.2014 OT- 1. Official business test pris
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Amending a Travel Request

BEFORE THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL

1. Go to Employee Self Service (ESS) — Traveller Work Center.
2. Under All My Trips field, find and highlight the request you wish to amend.
3. Click on Change to amend the request.

All My Trips (30) I Official Travel (14) | HR Travel (8) [ Entitiement Travel (6) [ Lump Sum Request (8) [ Shipment Request (2) [ Expense Report with Travel Authorization () [ Stand-alone

View: | [Standard View] [=] | [Create Travel Request 4 || Create Shipment Request || Create Expense Report | | | Request Cancelation
B2 TripNumber StariDate EndDale  Travel Calegory/Type Destination Travel Purpose Workflow Status  Recommended Actions
5619 01.11.2015 10.11.2015  EN- 1. Home leave ACHIN NAN AFGHANISTAN Home leave..... Submitted Await HR Approval
5414 18.11.2015  24.11.2015  OT- 01. Official business = NEW YORK,NY USA IMIS Training Submited Await CO Approval
5345 02.08.2015 15.08.2015 | OT- 01. Official business NEW YORKNY USA IMIS Training Submitted Await CO Approval
4973 05.09.2015 12.09.2015 OT-01. Official business  BANGALORE KA, INDIA Meeting in Bangalore Draft & Saved Send for CO Approval
4585 01.12.2015  10.12.2015 | EN- 1. Home leave LONDOMN,GTL UNITED KINGDOM = Home Leave 2015 TO Approved Create and submit Expense F
4533 05.09.2015 12.09.2015 OT- 01. Official business = BANGALORE KA, INDIA Meeting in Bangalore Submitted Await CO Approval
450 02.05.2015  09.05.2015 | OT-01. Official business GENEVA,GE SWITZERLAND To conduct a UMOJA audit of OCHA in Geneva 11-15 June 2015 | CO Approved Await TO Approval
4071 05.10.2015  06.10.2015 | EN- 1. Home leave VALENCIA, SPAIN test Draft & Saved Send for CO Approval
3817 15.09.2015 17.09.2015 OT- 01. Official business = LAS VEGAS, NV USA SFT - Speaking engagement at the University of Las Vegas CO Approved Await Travel Claims Unit App
3816 15.11.2015  17.11.2015 | OT- 01. Official business  LAS VEGAS NV ,USA SFT - Speaking engagement at the University of Las Vegas TO Approved Create and submi Expense F
Last Ref!
Details of Trip: BANGALORE,KA,INDIA (0000004973)
Travel Request /
Approval Status: Request Open "W Attachments: Add
e

NOTE: You can also request the Change from the particular tab (Entitlement Travel for
this example). In this case, the Change button will be at the bottom of the page, as
shown below:

My Trips and Expenses -

Al My Trips (4) Official Travel (2) I HR Travel (0} [ Entitlement Travel (0} [ Lump Sum Reguest (0) [ Shipment Reguest (0} [ Expense Report with Travel Auth

View:|[5tandard View] |v| | | Display Form | | | Display || Change || Copy || Delete | | | Create Official Travel |
E. Trip Number Start Date End Date Trip Acti Type = Destination Reazon \J’\furkﬂuw Status

675 23.06.2014 27.06.2014 OT- 1. Official business NEW YORK USA Umeja Cenference raft & Saved
8667 01.06.2014 08.06.2014 OT- 1. Official business NEW W ORK USA Umoja Conference TO Approved

AFTER THE REQUEST HAS BEEN SUBMITTED FOR APPROVAL OR HAS BEEN APPROVED

Once the request has been sent for approval or has been certified and approved, a staff
member or a Travel Administrator will have to contact the HR Partner (by phone or email, but
outside Umoja) to amend the request or return to the staff member to apply any changes.
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