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Overview 
 
The purpose of this Job Aid is to provide guidelines for the creation of a Mini Master for Retirees. This 
process is specifically related to recipients of After Service Health Insurance under the UN Medical 
Insurance Plan (ASHI MIP). 
 

Objectives 
This Job Aid provides the steps necessary to create a Mini Master for Retirees participating in the 
After Service Health Insurance under the UN Medical Insurance Plan (ASHI MIP), and view the resulting 
Personnel Action. 
 

Enterprise Roles  
BN.03: Benefits Insurance Administrator LS 
PA.01: HR Partner All 
 

Mini Master Requirements  
• Valid index number 
• Current mailing address 
• Email address 
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Process 
 

1. Enter the T-code PA40 in the Command field 

2. Enter the Personnel Number in the Personnel No. field 

3. Enter the Start Date (effective date of ASHI) in the Start field 

4. Select Enter Benefits Admin. Retiree in the Personnel Actions pane  

 

 
 

5. Select the        icon to execute  

The Copy Actions (0000) screen is displayed: 
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6. In the Personnel Actions section, click on the Reason for Action match code icon and select the 
CP action to enter the Benefits Admin Retiree 

 
 

7. Select the   icon to enter 

8. the Organizational assignment section, the Employee group and Employee subgroup fields 
must be changed 

 



 

 
Umoja  Job Aid: - MIP ASHI – Mini Master for Retirees  v1 5/21 

 

 

Job 
Aid 

        

MIP ASHI – Mini Master for Retirees 

 
 
 
The Organization assignment  section review: 
 

− The Position field defaults to 99999999 
− The Personnel area is the country of residence 
− The Employee group is 2  -   Category assigned upon retirement 
− Employee subgroup  is GS -  Grade assigned upon retirement  

 
 

9. Either select 2 Local Staff option from the match code icon drop down list for the Employee 

group field or type 2 and select the    icon to continue 

 

 

 
• The Employee subgroup field must be changed to NO for the National Officer (in this example). 

 

10. Either select the relevant option from the match code icon drop down list for the Employee 

subgroup field or type NO and select the  icon to continue                                                  

 
The following screen is displayed: 
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11. Select the  icon to enter 

A message is displayed at the bottom of the screen: 

 

12. Select the   icon to save 

The Copy Personnel Data  (0002) screen is displayed: 
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13. Update the required fields      

 
 

14. Click on the  icon to enter  

 

 
 
 
A message is displayed at bottom of the screen: 
 

 
 

Note 
Fields with check marks must be 
completed or IT0002 will not be saved. 
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15. Click on the  icon to enter  

A message is displayed at bottom of the screen: 
 

 

16. Select the   icon to save the document 

The Copy Organizational Assignment (0001) screen  is displayed: 

 
 

• Do not change any information in the Personnel Structure section   
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17. Select the  icon to enter and a message is displayed at the bottom of the screen 

 

18. Select the  icon to enter and the message to save the record is displayed at bottom of the 
screen 

   

19. Select the   icon to save the document 

 
The Create Basic Pay (0008) screen is displayed .  
 

 
 

20. Select the next record icon         located on top left corner  

The message below is displayed: 
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21. Select Yes and the message below is displayed: 

 
 

22. Select the   icon 

The Create Addresses (0006) screen is displayed.  
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23. Update the Address section as follows: 
− The Address type is Mailing Address  
− Enter the street name in the Address line 1 field 
− Enter the apartment number (if applicable) in Address line 2 field 
− Enter the city in the City/county field 
− Enter the state and zipcode (if applicable) in the State/zip code fields 
− Select the country from the drop down list in the Country Key field  
− The updated Create Addresses (0006) screen is displayed below 
 

 

Note 
Fields with check marks must be 
completed or IT0006 will not be 
saved. 
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24. Select the   icon to enter 
A message is displayed at the bottom of screen 

 
 

25. Click on the icon 
The message below is displayed 

  
 

26. Select the  icon and save the record   
The Subtypes for infotype “Addresses” options are displayed 
 

 
 
 

27. If there are no other addresses to input, select the    icon 
The Copy Planned Working Time (0007) screen is displayed 
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28. Select the    icon 
A message is displayed at the bottom of screen 

    

29. Click on the  icon to enter 
This action should generate the Create Basic Pay (0008) screen  
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The Create Basic Pay (0008) screen is displayed below 

 
 

30. Select the next record icon    located on the top left corner 
The Create Date Specifications (0041) screen is displayed  
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31. Update the U2 EOD UN Secretariat field with the retiree’s EOD date at the relevant entity – this 
is a mandatory field. 

 
32. Under Date type, select UD from the match code 

 
 
 

33. Update the Date field with the same date as the U2 EOD UN Secretariat Date field 
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34. Select the icon and a message is displayed at the bottom of screen 

 
 

35. Select the  icon and a message to save record is displayed 

 
 

36. Select the     icon to save 
The Create Cost Distribution (0027) screen is displayed      

 
 

37. Select the next record icon     located on top left corner of the screen. 
The  Subtypes for infotype “Communication” options are displayed 
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38. Select the MAIL option to create the Personal Email Address 

 
 

39. Select the    icon to enter  
The Create Communications (0105) screen is displayed 
 

40. Enter the email address of the retiree in ID/number field 
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41. Select the  icon to save 
 
 

The Subtypes for infotype “Communication” options are displayed      
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42. Select the  icon as only one email address is required. 
The Change Entitlement Monitoring Infotype (9003) screen is displayed 

 
 
 

43. To update the Action Completion Status section, select YES from the drop down list in the 
Action Complete Flag field. 
The Action Completed On field will automatically reflect the date of completion of the PA. 

 

44. Select the    icon to save the document 
The Personnel Actions screen is displayed 
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To view the Personnel Action: 

1. Enter the T-code PA20 in the Command field 
2. Enter the Personnel Number in the Personnel No. field 
3. Highlight the Actions option in the Basic Data tab 

4. Select the Overview         icon   
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The Overview Actions (0000) screen is displayed 

 
 

This indicates that the Personnel Action (PA) is created 
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