ESS Create a Paternity Leave Request I I I Ja
Work Instructions training

Purpose

Use this procedure to request Paternity Leave.
Prerequisites

Provision of the original birth certificate of the child to your HR Partner in order to create the Paternity Leave
quota in Umoja.

The policy governing Paternity Leave is provided in Staff Rule 6.3 as quoted below:

Rule 6.3 - Maternity and paternity leave

“(b) Subject to conditions established by the Secretary-General, a staff member shall be entitled to paternity
leave in accordance with the following provisions:

“(i) The leave shall be granted for a total period of up to four weeks. In the case of internationally recruited staff
members serving at a non-family duty station, or in exceptional circumstances as determined by the Secretary-
General, leave shall be granted for a total period of up to eight weeks;

“(ii) The leave may be taken either continuously or in separate periods during the year following the birth of the
child, provided that it is completed during that year and within the duration of the contract;

“(iii) The staff member shall receive paternity leave with full pay for the entire duration of his absence.”

Menu Path

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

e ESS * Employee Self-Service + Time Management + Create Leave Request
Transaction Code

e ESS/Umoja Employee Self-Service Portal
Role(s)

e  Staff Member
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Procedure

1.

Start the transaction using the menu path or transaction code.

Employee Services
Employee Services

Map | Directory | Index

Status Overview

“fou can display an overview of the status of
YOUr Open processes here.

Entitlements

In this area, you can access to your
entitiements.

Life and Work Events

Guides you through a number of Life and Work
Events from a birth of a child to beginning
work at a new company.

Personal Information

In this area, you can use services to maintain
and display your personal data.

Benefits and Payment

Display the plans in which you are currenthy
enrolled, enrollin new benefit plans, and
download an enrolment form.

Display your salary statement.

Travel , Shipment and Expenses

In the area, you can handle and process travel
requests, shipment, travel plans, and expense

@

reports.
Time Management

Quick Links

In this area, you can use services to record
your working time, reguest leave, and display

2. Click Time Management

Time Management
Time Management

Traveler Work Center
Create Official Travel

Back

@

+ Service Map

BQ Special Leave Request

O D Create Special Leave Reguest
Special Leave Reguest
Using this service you can reguest Special leave with full pay for reasons
such as studies/ Reserach and adeption and Special leave without pay for
reasons such as studies/ Reserach and adoption, Family Leave,
government service, miltary service and employment cutside UN. Please
also attach the supporting documents.
Modify/Extend Special Leave Reguest
Using this service you can moedify/extend a Special Leave requested
Maternity Leave Reguest
Female staff members. who have received medical certificate from their
doctor with expected date of delivery can use this service, to request
maternity leave. If the maternity leave reugest is outside the
maximum/Minimum (& weeks/ 2 weeks) pre-delivery period, please bring
this to attention of the Human Resources.

BQ Timesheet
O D Certify Monthly Time Summary

“ou can correct errors that originated due to incorrect entries at the time
recording terminal

Certify Annual Time Summary

“nu ran enrrect errors that nrininated due tn incorrect entries at the fime

Umoja Training

Important Information for Staff Members
Human Resource Handbook
Administrative Instruction for time recording ST/A1M99%M13

®mO
ol

Staff Regulation on Annual and special leave: 5.1 10 5.3
for Support contact helpdesk

Email-- helpdesk@umoja.un.org

BQ Absence and Attendance Request
Q| [Cosiesiones]
“fou can request leave and other types of absences here.
Leave Overview
“fou can display the Leave Overview and review, change, or delete

existing leave or other types of absences here. You can also reguest
additional leave.

View Absence Balances
“fou can diaplay your absence balance information here.s
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3. Under the Absence and Attendance Request area, click

Leave Request: New

= Send

* Leave Detadls Check

Deserigtion:
General Data
* Start Date:
* End Date:
Aft fabs. days
Approver Name

Mew Hote:

Employee Sell-Service SM User Map HR Partner Time Administrator
Overview My Worklst
Employes Self-Service SM > Overview

Pierre GAGNON - Leave Request: New

= Please, remember (o use check button to calculate the days/hours™

Create Leave Reguest

Giobal Inde:x Requesior Travel Administrator

Additional Data

* Type of Leave: I Annusl Leave
nnual Leave-Home Leave

| IE3) Half day: [

Annual Leave-Famiy Vist
Annual Leave-Reverse EGT
Rest & Recuperstion (RAR)
Jury Duty

Travel Time

AP =

ity Leave

opton Leave
Atiendance (Compressed)

Ful Sereen || Optons =

50

Overtime (1.5) =

4. Click the Type of Leave drop down icon EI

5. Select Patemity Leave from the Type of Leave drop down list.

Create Leave Request: Paternity Leave

Employee Self-Service SM User Map HR Partner Time Administrator Global index Requestor Travel Adminastrator
Overview My Workist
Employee Sell-Service SM > Overview Full Screen || Optons »

Pierre GAGNON - Leave Request: Paternity Leave, 09.06.2014
& Send 504

~ Leave Details Chack

= Please, remember to use check button to calculate the days/hours™ Additional Data

* Type of Leave: [Patemty Leave = Ml day.
Description. Paternty Leave AP <
General Data
- se,artmtel:za.nv.zm{ 1w} I
* End Date | 09.06.2014 [15]
Aft fabs. days: 1.00

Approver Name: |LiamHULL

Mew Hote: |

6. Click the Start Date field and enter the first working day of your Paternity Leave.
For this example, we have entered the following date:

Start Date Example: 23.07.2014
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Create Leave Request: Paternity Leave
Employes Self-Service SM User Map HR Partner Time Administrator Global Index Requestor Travel Adennistrator

Overview My Worklst

Employes Seif.Service SM > Overview Ful Serean || Options v

Pierre GAGNON - Leave Request: Paternity Leave, 23.06.2014

) Send 5Qa
~ Leave Details Check
** Please, remember to use eheck button to calculste the days/hours™ Additional Data
* Typeof Leave: [Paternty Leave = Holf day: [

Description: Paternty Leave AP =
General Data

* StartDate: [26.07.2014 o}

* End Date: | = |

Aft fabs. days. 1.00

Approver Name: |Liam HULL
New Hote: |

7. Click the End Date field and enter the last working day of your Paternity Leave
For this example, we have entered the following date:
End Date Example: 27.07.2014

Create Leave Request: Paternity Leave

REIE
@—‘\ ® [[7 it ffunsapts . org; 50000/ fportal NavigationTarget %N R afeobsdes O 5] [l []auuumllml‘uw---!u f AT
Edt View Favorites Took Help
=
umrcija Searen Q- tepet
1 Back * History Favortes Personalize View Help Wielcome: Michele TAYLOR
Employee SeM-Servica SM | Userliap  HRPaner  TmeAdmiisistor  GiobalndexRequestor  Travel Adminitrator

Overview Uy Workkst

Employes Seif.-Service SM > Overview Ful Screen | Options ¥

Pierre GAGNON - Leave Request: Paternity Leave, 23.06.2014

s0.

~ Leave Details | Check
* Please, remember to use check bution to calculate the days/hours™ Additional Dats
* Type of Leave: [Paiemity Leave = Haifcay: [

Description: Paternty Leave AMPLL =
General Data

* Stant Date: [23.06.2014 l:s]

= End Date: |27.06.2014 lis)

Aft fabs. Says: 1.00

Approver Name:  Liam HULL
New Hote: |

8. Click the button Check to validate your request.
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Create Leave Request: Paternity Leave
Employee Self-Service SM User Map HR Partner Time Admanistrator Global Index Requesior Travel Adminatrator

Overview My Workdist

Employes Sell.Service SM > Overview Ful Sereen | Options =

Pierre GAGNON - Leave Request: Paternity Leave, 23.06.2014-27.06.2014
Esend 204

{0, The absence s for more than one day: Clock times will be removed
Check of leave request was successful

w Leave Detadls Check

* Please, remember to use check button to calculate the days/hours™ Additional Data
* Type of Leave: [Paternty Leave = Hadfday: [
Description: Paterniy Leave AP =
General Data
* StartDate: [23.06.2014
* EndDate: |27.06.2014
At fabs. days: s

@8

Approver Name: [Lism HULL

New Hote: [ l

In the New Note field, you can type a note to your manager to supplement your leave request.

Create Leave Request: Paternity Leave

Reguest - Usniga traiing portal - 11) - Windows nternet Laphorer

G' w0 wnag 0 TS ch-m-nn-un-uo.,!u

08 Vew Pearies  Tod e

muja >
Bk o wry Pevrtes Neasaiie Vew b woaee WMahele TAYLOR
I mpaoyee Lot Servwe 18 wer Yoy ey a— [P a—— AP e— P pa—
Overveew -
Plerre GAGNON - Leave Request: Paternity Leave, 23.06.2014-27.06.2014
Qsemt >0
an 08 400 meoe et 0ne Sy (o e el e emOved
Bc-ﬁg-c-ow-n -.x--:u ’
* Lewve Dotedn rein
= Pesse. remamber 10 une chock Bmton 10 calowiste the deys howr s Acdtonsd Dats
Tt M aeen  Pelerniy Lave - Mot Sey
Cunirghon  Patessly Losee anty -
Caneral Cuts
= SetDeoe 1308 %0 v ]
“inOote 374 0% o]
AL wte Sepr 90
Aporover Nemw Liem WAL
ew Wote During my BSa0nce clease contect Un Kamars Ry vy dmergency |
| S v
. Send .
9. Click the button = to submit your request.

Umoja Training How-To Guide: ESS Create a Paternity Leave Request 5/8



ESS Create a Paternity Leave Request
Work Instructions

mrija

training

Create Leave Request: Paternity Leave

& The absence & Tor mone than cne day” Clock tmes will be removed

Type of Absence
Type of Absence: Paternity Leave

General Data
Start Diabe: 23.06.2014
End Date: 27.08.2014
AbsiAl days: 5.00
Approver Name: Liam HULL
Mobe: During my absence please contact lis. Kamara for any emengency.
Used: Pabernity Leave: 5.00 Days

Additional Data

Half ey
AP

El Cancel

10. Verify your request. Then, click @ to confirm your request and return to the Leave Request Home Page

Create Leave Request: Paternity Leave
Overview My Worklst

Employes Self.-Service SM > Overview

Pierre GAGNON - Leave Request: Paternity Leave, 23.06.2014-27.06.2014
=] sena

&Theab;enoe is for more than one dn)' Clock times will be removed

Check of lave request was successhul

* Leave Details Check

™ Please, remember to use check button to caiculate the days/hours™ Additional Data
* Type of Laave: [Paternty Leave = Half day
Deseription: Paternty Leave AP
General Data

* Start Date: |23.06.2014

 End Date: |27.06.2014

At iabs. days 5
Approver Name: |Liam HULL

= @3

11. Click the tab '« to navigate to the top of the page.
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Create Leave Request: Paternity Leave

Travel Admnistrator

Employee Self-Service SM User Wap HR Partner Time Administrator Global Index Requestor
Overview My Worklst
Employes Self-Service SM > Overview Full Screen | Options
Pierre GAGNON - Leave Request: New
5] send 5@
b4 Calendar Team Calendar Leave Requests Absence Balance
Personal Calendar
View: | June [=l[z014 [~ Apply
4 June 2014 July 2014 August 2014 »
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
2 11 27 1 2 3 4 88 n 1 2 3

8 9 10 111213 2 4 8 & T 8 810
15 18 17 18 18 20 33 11 12 13 14 16 18 17
22 23 24 20 26 27T 24 18 19 20 21 22 23 24
23 0 M 15 28 26 27 28 29 30 N

212 34887 8
2408 10 1112 13 14 18
Ble 17 18 19 20 :[z3] 2
»BHEEE s s 2
27 30 4

Absent | Mukple Entries [ Sent ] Deletion Requested  Non-Working Day
Hobday

|
12. Click the tab ~ LE@veReQuESts 4, 1oy iew all your leave requests

Create Leave Request: Paternity Leave

User Map HR Partner Time Administrator Giobal Index Requesior Travel Admnistrator

Employee Self-Service SM
Overview My Workdkst
Ful Screen || Optons *

Employes Seif-Service SU > Overview

Pierre GAGNON - Leave Request: New
=] Send %9
A Calendar Team Calendar Leave Requests Absence Balance
Type of Absance Stan Date End Date Mext Processor Status Aftjabs. days Used
Sent 5.00 SDays

Err— T T om0 LambuLL

13. Click the link “2E000LEAVE 44 review your request

Umoja Training How-To Guide: ESS Create a Paternity Leave Request 7/8



[ ]
ESS Create a Paternity Leave Request m []J a
Work Instructions training

Create Leave Request: Paternity Leave

Leave Request: Paternity Leave, 23.06.2044-27.06. 2014 x|

Type of Leave
Type of Leave: Paberndy Leave

General Data

Start Dabe: Z3.06.2014
End Date: 27.08.2014
Begin Time: 00:00:00
End Time: 00:00:00
Absence hours: 40.00
Hexd Processor. Liam HULL

Last Mats: 22.06.2014 21:03:58 Perre GAGHON
" During my absence pleass conlact Ms, Kamara for any emergency.

Additional Data
Hal-day

14. Review your leave request then click the button to return to the Leave Request Home Page

Result

You have created a maternity leave request.
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