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Overview

The purpose of this Job Aid is to provide guidelines for the creation of a Mini Master for Survivors and
Beneficiaries. 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 Survivors and Beneficiaries
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

e Valid index number
e Current mailing address
e Email address

% %k % % %k k% % % k k % % k *k K % *k *k *x *k *k *k *k % *k *k * %k k *k *x ¥ %k *k % % *k * * * * *k * ¥ *

Create a Mini Master for Survivors and Beneficiaries

Enter the T-code PA40 in the Command field
Enter the Personnel Number in the Personnel No. field

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

P oW NP

Select Enter Benefits Admin. Surv/Oth in the Personnel Actions pane
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Personnel Actions

=] FelGoba] (E](=]
Find by
~ &2 Person Personnel Mo. 10000048 Pers.Assgn 99999999 10000048 ( 1 )}
- (Hh collective search help Name [Mipashi SURVIVOR |
- (Hi Search Term = — X
- @ Free search EE Group X_ Mon Staff no Payroll HTOO Port-au-Prince
EE Subgrp [¥2&| Create Index Mumber
Start 01.12.2018
Personnel Actions
Action Type Personn... EE group EE subg...
Separation Payments -
Separation Pre Reinstatement e
Change Org Unit
FFEF NOM STAFF *+%
Pre Boarding Mon Staff
Enter Mon-Staff no PY/External
Enter Miitary/Police Person
Enter Mon-Staff on PY
Enter Separated s/m
Maintain All Mon-Staff
MSA Rate Type
Exit All Non-Staff
Enter Benefits Admin. Retiree
| |Enter Benefits Admin. Survw/Oth
Maintain Benefits Admin. Prsn
Exit Benefits Admin. Person
“« » “« »

£

5. Select the

icon to execute

The Copy Actions (0000) screen is displayed:

Peaers.Mo. 10000045

e - (E» Execute info group

Copry Actiornrs (O000)

£ Change info group

Pers.Assgn 99999999 10000042 ( 1 )

SURWVIVOR

Hame [Mipashi

Emp. Stat
HTOO

Organizational assignment

Addiional actions

Start Date Ack. | Action

EE Group 3L Mon Staff no Payroll Port-au-Prince
EE Subgrp Hn Create Index Mumber
Start o 31.12.9999
I Personnel action I
Action T = Enter Benefits Admin. Sure Oth -
I Reason for Action I
Status
Customer-specific ASHL/ ASLI —
Employment Inacthve -

SD99999299

P osition Integration: default posi
Personnel area HTOO Haiti

Employee group 32 Mon Staff no Payroll
Employee subgroup = Create Index Mumber

Type Reason for action

Inactir...

Umoja
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6. Inthe Personnel Actions section, click on the match code icon for Reason for Action and select
the CQ action to enter the Benefits Admin Surv/Oth

[[E@E)Ge) 2= (]

Act. Name of Action Type ActR Name of reason for action
CQ Enter Benefits Admin. Sury/Oth 01 Enter Benefits Admin. Sureivor

v]

7. Select the icon to enter

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

Organizational assignment

Position 999939999  Integration: default posi
Personnel area HT00|  Hati

Employee group i Mon Staff no Payroll
Employee subgroup e Create Index Mumber

The Organization assignment section review:

— The Position field defaults to 99999999

— The Personnel area is the country of residence

— The Employee group is B - Benefits

— Employee subgroup is BC - Local Survivor with UN Pay

9. Either select B Benefits option from the match code icon drop down list for the Employee group

field, or type B and select the icon to continue

EEE—————————m—m—————’
FIELIE ] el 2 =T |
EEGrp Mame of EE group

International Staff

Local Staff

Conf Language Staff

WWAE Staff

Special Staff

R/MR Loan to LM

Admin by UM Agency

Benefits

External

Military/Police

Mon Staff no Payroll

Mon Staff on Payroll

LXIMDYOUEWNE

The Employee subgroup field must be changed to BC for the Local Survivor.
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10. Either select the relevant option from the match code icon drop down list for the Employee

subgroup field or type BC and select the icon to continue.

The Employee subgroup options are displayed:

(o =3 0 =

EEGrp Name of EE group ESgrp Name of EE subgrp

B Benefits B2 Int UNMCS Retiree

B Benefits B3 Int UM Survivar

B Benefits B4 Int UMCS Staff

B Benefits BS Int UMCS Survivor
B Benefits BB Local UMCS Retiree
B Benefits BC Local UM Survivor

B Benefits BD Local UMCS Staff

B Benefits BE Local UNCS Survivar

11. Select the icon to enter

The following message is displayed:

[© Information X

r T
m LPusitiun 5 defaulted to 99999994 for this Emp
Grp-Emp SubGrp combination

3

o

12. Select the icon to enter

The updated Copy Actions (0000) screen is displayed:
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@ - & @ e HE @

—

'y Actions {O0000)

@ |:$ 4‘, G.}Execute info group = Change info group

—— | .
Pers.Mo. 10000048 Pers.Assgn ‘09999999 10000048 ( 1 ) -~
e ————
Name [Mipashi SURVIVOR Emp. Stat  Inactiv..
=1 — .
EE Group ¥ Mon Staff no Payroll HTOO Port-au-Prince
EE Subgrp |X& Create Index Mumber
U o S | v pm——
Start c-1.12.zc-16 31.12.9999

Personnel action

Action Type Enter Benefits Admin. Sure/Oth -

Reason for Action [o1] Enter Benefits Admin. Survivor

Status

Customer-specific ASHI/ASLI -
Employment [Tnactive ~]
Organizational assignment

Position 99999999 Integration: default posi

Personnel area HTOO0 Haiti

Employee group =] Benefits

Employee subgroup [Bc] Local UM Survivor

Additional actions

Start Date |Act. |Action Type ActR |Reason for action

% Record walid from 30.11.2016 to 31.12.9999 delimited at end

A message is displayed at the bottom of the screen:

/Ny Record vald from 30.11.2016 to 31.12.9099 delimtted 3t end

13. Select the ﬁ

icon to enter and another message is displayed

[(¥] Save your entries

The following message will be displayed:

14. Select the icon to save
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(= Information X

A

-
m LPusitiun is defaulted to 99999999 for this Emp ]
Grp-Emp SubGrp combination

B

15. Select the icon

A message is again displayed at the bottom of the screen:

{1y Record valid from 30.11.2016 to 31.12.9999 delimited 3t end

16. Select the E icon to enter

The Create Date Specifications (0041) screen is displayed:

] ~ | = &G ®e; ou @
Create Date Specifications (0041)
& [ sa
—_—
Pers. Mo. 10000048 Pers.Assgn 99900000 10000048 ( 1 ) =
_—
HName [Mipashi SURVIVOER Emp. Stat Inacktiv...
= —_—
EE Group X Mon Staff no Payroll HTOO Port-au-Prince
EE Subgrp X2 Create Index Mumber
— —_—
Start 01.12.2016 o 31.12.9939

Date Specifications

Date type Date Date type Date

— — —

| I =

I — o —
| — ™

= I

| — =

Ul ASHI - UNCS EOD

17. Under Date type, select U2 from the match code, and update the Date field with the deceased
retiree’s EOD UN Secretariat date — this is a mandatory field.
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The Date type options are displayed:

1 ]
-~ |[IE=E][ ][ &0 ] [f ][ F=] 2] [= -] [ &
DT Date type
U1 EOCOD UM Common System

Uz EOD UM Secretariat
(WS Seaeniority in Grade
us Retirement Date

e OWR EOQD /S

uF OWR Mobilicy Ef Date
e Pension Particip D
s OWR /S Arvl-Rental
uA  Declaration Date

UB wwaiver Signed Date
D ASHI - UNCS EQOD
uL AL Accrual

18. Select the icon

19. Under Date type UD (ASHI — UNCS EOD), update the Date field with the same date as the U2
EOD UN Secretariat Date field

%,
ATroubleshooting Tip
The Date field with the deceased
retiree’s EOD UN Secretariat date is a
mandatory field.

20. Select the ﬁ icon

A message is displayed at bottom of the screen.

A\ Caution; Date types without date specfication wil be deleted when saved

21. Select the E

icon and the Display Personal Data (0002) screen is displayed:
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Display Persornnal Data oo02)

oG]

10000048

Middle Mame

HR Data

Date of Birth 13.05.1957

Pears. Mo. Pers.Assgn 99999999 10000048 ( 1 ) - @
MName Mipashi SUBEVIVOR EOQOD UM |01.01.1980 Emp. Stat Inactiv ...
EE Group x Mon Staff no Payroll HTOO Port-au-Prince

EE Subgrp R Create Index Mumber

Start 13.05.1957 To 31.12.9999 Changed on 12.12.2014 SLAWRENCE

MName

Title Mrs -

Last name SURNWIVOR Birth name

First name Mipashi

UM Mational
Marital Status

Othr/Birth

Marr&R Since

Additional Fields
City of Birth
Country of Birth
Gender

Fermale

22. Select the next record icon

The Copy Organizational Assignment (0001) screen is displayed:

Copy Organizational Assignmenit (0001)

&4 [® &a | Org Structure

Pers. Mo. 10000048 Pers.Assgn 99999999 10000048 (1 )
HName Mipashi SUBEVIVOR EQD UM 01.01.1980 Emp. Stat
EE Group X| MNon Staff no Payroll HTOO Port-au-Prince

EE Subgrp 2| Create Index Mumber
=

T
Start 0 Ta

=

31.12.993%9

Enterprise Structure

CoCode 1ooo United Mations

Pers.area HTOO Haiti Subarea HTOO Port-au-Prince
Cost Cir Bus. Area

Personnel Structure

EE group B Benefits Payr.area SB Staff Benefits Onby
EE subgroup BC Local UM Survivor Pos. Type s

Organizational Plan Person Responsible

Position
Job key
Org. Unit

Change Reason

99999999 Integration: default p .. Time

-1 )

Inactiv...
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23. Select the icon and a message is displayed at the bottom of the screen:

M Record valid from 30.11.2016 to 31.12.9999 delmited at end

&

Sawe wour entries

24. Select the icon and a message is displayed

m
25. Select the icon to save the document

A message requesting a Valid Mailing Address is displayed:

[& IMPORTANT x
Please insert a Valid Mailing address
.
J ]
26. Select the icon and the Create Addresses (0006) screen is displayed:
Create Addresses (0006)
& [ 52 Foreign address
M [} 1
Pers. Mo. 10000048 Pers.Assgn 99999990 10000048 ( 1 ) -
T 1 | ey |
Name [Mipashi SURVIVOR EOD UM |01.01.1980 Emp. Stat Inactiv..
| oy | | pep |
EE Group B Benefits HTOO FPort-au-Prince
| e | | e | e |
EE Subgrp |BC| Local UM Surenvor o1 (s
| P ———
Start to 31.12.9399
Address
Address type | Mailing Address -
Address line 1 |=r
Address line 2 [
Cityf county =3 I
| . |
State/zip code
Country Key fum -
Communications
Communication
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27. Update the Mailing Address as follows:

a) Enter the street name in the Address line 1 field

b) Enter the apartment number (if applicable) in Address line 2 field

c) Enter the city in the City/county field

d) Enter the state and zipcode (if applicable) in the State/zip code fields
e) Select the country from the drop down list in the Country Key field

b l Note

Fields with check marks must be
completed or ITO006 will not be saved.

Create Addresses (O0006)

LY [ 52 Foreign address

Pers. Mo. 10000048 Pers.Assan | 99999999 10000048 [ 1 ) -
HName Mipashi STURWVIVOR EQD UM |01 .01.1930 Emp. Stat Inactiv...
EE Group E' Benefits m Port-au-Prince
EE Subgrp |BC| Local UM Survivor lox lox]
Start [o1.12. 2014 to [31.12. 99299

Address

Address type | Mailing Address -~

Address line 1 |o8s56 Saint Paul Avenue

Address line 2 |

Cityf county |Port-Au-Prince

State/zip code |

Country Key Haiti] ~ |

LoTmirmunicathons

Communication

28. Select the icon

A message is displayed at the bottom of the screen:

/M Record valid from 30.11.2016 to 31.12.9999 delimited at end
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29. Select the icon

Sawe your entries
The message is displayed.

[ ]
30. Select the icon to save the document and Subtypes for infotype “Addresses” options are
displayed:

[ Subtypes for infotype “Addresses”™ (1) 7 Entries found

/ Restrictions |

[

2] ][R 2 =N
STyp Name

_1__:Mai'|g Address

2 Permanent Address
Emergency Contact

Duty Station

TDY Address

Tax Purposes

Family Address (Prior DS)

1 O U e g

31. If there are no other addresses to input, select the E | icon

The Copy Planned Working Time (0007) screen is displayed:
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& Copy Planned Working Time (0007)
v | «H e@e HE @
Copy Planned Working Time (0007)

a B m @Workschedule

Pers. No. 10000048 Pers.Assgn | 99900009 10000048 (1) ~]
I | | e |
Hame |Mipashi 3SUBEVIVOR ECOD UM|01.01.1380 Emp. 5tat  Inactiv..
— —
EE Group |B Benefits HTO0O|  Port-au-Prince
— 11—
EE Subgrp |BC| Local UN Survivar 01 01
- 1
Start To 31.12.59459

Waork schedule rule

Work schedule rule HOEM Haiti Morrmal 8hr

Time Mgmt: status [0 - Mo time evaluation =
Waorking time

Weekly working hours 40.00

&

A message is displayed at the bottom of the screen:

[\ Recard vaid from 30.11.2016 to 31.12.9990 delimted 2t end
&

32. Select the icon

33. Select the icon and a message is displayed:

Save your entries

|
34. Select the icon to save the document

The Copy Basic Pay (0008) screen is displayed:
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@ l«H & @Ge Do I AR e@m
Co, = Pay (0008)
EJ Ef:wage Type E2Wage Type
| pupepepspsasasa |
Pers. Mo. looooo4s Pers.Assgn [o9999999 10000048 ( 1 ) ~|
T 1 —
Name Mipashi SUBRVIVOR EOD UM |[01.01.15980 Emp. Stat Inactiv ...
= ——
EE Group B Benefits HTOO Port-au-Prince
= =
EE Subgrp |BC Local UM Survivor 01 [l
. .. . | ——
Start To 31.12.99939
—
Object ID
MNext increase [ [Fs1.22.0999]
Pay scale Further Information
— y | ppea— | | p—— |
Type ZB Benefits Only Capacity util. Level 100.00|% FER
Area HT Haiti wWork hours/period I174.00"I'Ia'lt}nthh.f |
1 — T T 1
Group o1 Lewvel |01 Ann.salary 0.00 (|USD
W... |[Wage Type Long Text 0. | Amount Curr... I... A..|Mumber/Unit Unit
9010 Benefits Flag HTG (]
-
-
1 » 1 »
IV'01.12.2016'—'31.12.9999'@@' 0.00 |[HIG |
Increment Information
M —
withheld Increment | lAccelerated Increment

(=

The Create Date Specifications (0041) screen is displayed:

35. Select the next record icon
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Copy Date Specifications (0041)

&1 [ 24

Pers. No. 10000048 Pers.Assgn 99009090 10000048 ( 1 ) -
Hame Mipashi SURVIVOR EQD UM |01.01.1980 Emp. Stat  Inactiv..
EE Group B Benefits HTOO Port-au-Prince

EE Subgrp |BC| Local UM Survivor 01 0l
Start to 31.12.9999

Date Specifications

Date type Date Date type Date

Uz| EQD UM Secretariat 01.01.1980 UD| ASHI - UNCS EQD 01.01.14980

(=

The Create Cost Distribution (0027) screen is displayed:

36. Select the next record icon

< vl«H @@ae 280 o=

& Org. Management info

Pers. No. 10000048 Pers.Assgn 99099990 10000048 ( 1 ) -
Name Mipashi SURVIVOR EOQD UM |01.01.1980 Emp. Stat  Inactiv..
EE Group E Benefits HTOO Port-au-Prince
EE Subgrp |BC| Local UN Survivor ol ol

I s 1. —
Start A1 7 To 31.12.9999

Distrib. 01 Wage/salary
Master cost center
Cost distribution

CoCd Cost ctr Order WBS element Mame Pct. Mame of 011
a » “ »
ey 1 40
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37. Select the next record icon located on the top left corner of the screen.

The Subtypes for infotype “Communication” options are displayed:

[ Subtypes for infotype "Communication™ (1} 14 Entries found

w o ][] [F=]2 | [=].]
STyp Hame

0001 | System user name (SY-UNAME)
0005 Fax

0010 UM Ermail Address

o020 UM Office Telephone

CELL Cell phone

MAIL Personal Email Address
PAGR Pager

un0=2 Radio Call Sign

Uoos Data Line

Uo7 Telex Line

uoog Satellite Phone

uoo9 Dect Phone

U010 Trunking Radio

U1l Pension system ID Mum

14 Entries found

38. Select the MAIL option to create the Personal Email Address

[ Subtypes for infotype "Cormmunication™ (1) 14 Entries found

Restrictions

[~ ) [E=2] [ ) [ ) (e ) [ 2 == [ -]
STy Namee

o001 Systerm user name (SY-UMNAMED)
0005 Fax

0010 U Ermail Aaddress

o020 UM Office Telephone

CELL call phon

MLATL :Personal Ermail Address j
FRGR Pager

Uoo=2 Radio Call Sign

Uooe Data Line

uon7 Telex Line

uonog sSatellite Phone

uooe Deckt Phone

o100 Trunking Radio

Ud11 Pension systemrm ID MHMuarm

14 Entries found

39. Select the icon to enter

The Create Communications (0105) screen is displayed:
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Create Commumunication (0105)

& [ Aa
Pers. Mo. 10000048 Pers.Assan 00000000 10000048 ( 1 3} -
Hame Mipashi SURVIVOR EQOD UM |01.01.1980 Emp. Stat Inactiv..
EE Group E| Benefits HTOO Port-au-Prince
EE Subgrp |BC| Local UM Survivor o1 01
Start 1.12.20] to 31.12.9999

Communication

Type MATTL Personal Email Address

ID/number (&4

40. Enter the email address of the participant in ID/number field

V] 1 «H @Q@ HE @
Create Communication (0105)

& [ A

Pers. No. 10000048 Pers.Assgn | 99999999 10000048 ( 1) v
Neme Mipashi SUEVIVOR EQD UM 01.01.1980 Emp. 5tat  Inactiv..
EE Group |B Benefits HTOO  Port-au-Prince

EE Subgrp |BC Local UN Survivor 01 01

Start 01.12.201&| fo 31.12.99499

Communication

Type MRTL  Personal Email Address

ID/nurmber mipashisurvivorfyahoo.com

|

|
41. Select the icon to save

The Subtypes for infotype “Communication” options are displayed:
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[= Subtypes for infotype "Communication™ (1) 14 Entries found

Rerstrictioms—

[+ (=)&) Y]]
STy
o001 :System user name [(SY-UMAME)
0005 Fax

0010 UM Ermaill Address

0020 UM Office Telephone

CELL cCell phone

MAIL Personal Email Address

PAGR Pager

U003 Radio Call Sign

Uooe Data Line

UoorF Telex Line

uoo8 Satelice Phone

uoog Dect Phone

o010 Trunking Radio

o111 Pension system ID Mum

14 Entries found

42. Select the icon as only one email address is required.

The Change Entitlement Monitoring Infotype (9003) screen is displayed:

L~ | = H | & ;e T gh FOE @

Charnge Entitferment Monitoring Tnfofype (9003)

& [ aa
Pers. Mo. 1000o004a Pers.Assgn 99999999 10000048 ( 1 } -
Name Mipashi SURVIVOR EQOD UM |[01.01.1920 Emp. Stat Inackiv...
EE Group B| Benefits HTOO Port-au-Prince
EE Subgrp BC| Local UM Sureiwor o1 o1
Start To 01.12.2016 Chngd [12.12.2016 | SLAWRENCE

Personnel Action Details

Subtype 0302 Personnel action monioring

Action y Reason ool

Effective Date 0l.12.201&

Action o Enter Benefits Admin. Sure/Oth

Reason o1 Enter Benefits Admin. Sureivor

Initiated / Last Update Date 12.12.2016

Initiated / Last Update By SLAWVREMCE

Action Completion Status

Action Completed On

Action Completed Flag Mo il

Remarks

Umoja Job Aid: - MIP ASHI — Mini Master for Survivors and Beneficiaries_ v1 18/21



MIP ASHI — Mini Master for Survivors and Beneficiaries I I l Ja

training

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.

Action Cormpletion Status

Action Completed On 12.12.2016
Action Completed Fag Yo ¥

|
44, Select the icon to save the document

The Personnel Actions screen is displayed:

] - = &0 e OTash 80 @
Personnel Actions
&
[ | [EIER IR
Find by
~ &8 Person Personnel Mo. 8 Pers.Assgn | 99999992 10000048 ( 1 ) ~| || &5
- [ Collective search help Name |[Mipashi SURVIVOR EOD UN [01.01.1980 Emp. Stat  Inackiv
o ﬂﬁ Search Term —
EE Group B Benefits HTOO Part-au-Prince
Free search — f—
EE Subgrp |BC| Local UM Survivor 01 o1

Start 01.12.2016

Personnel Actions

Action Type Personn... EE group EE subg...

Separation Payments

Separation Pre Reinstatement

Change Org Unit

FEE MOM STAFF =**

Pre Boarding Mon Staff

Enter Mon-Staff no PY/External

Enter Military/Police Parson

Enter Mon-Staff on PY

Enter Separated s/m

Maintain All Mon-Staff

MSA Rate Type

Exit All Mon-Staff

Enter Benefits Admin. Retiree
’—|Enter Benefits Admin. Sure/Oth

Maintain Benefits Admin. Prsn

Exit Benefits Admin. Person

-

The creation of mini master is complete.
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View the Personnel Action
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 the Actions option in the Basic Data tab

4, Select the Overview icon

/] MRS eqe o 08 o=
Display HR Master Data

(1) (ol ) (BJ@)  [persomelno.  [soooose || persAson 99999999 000008 (1)~
Find by Name [Mipashi SURVIVOR EOD UN | 01.01.1980 Emp. Stat  Inactiv..
~ 82 Person EE Group |B Benefits HIOO0|  Port-au-Prince

+ [ Collective search help EE Subgrp |BC| Local UN Survivor 01 01
- (H) search Term

. ﬂﬁ Free search

BasicData | Contract Data | Payrol Data | Time Data | Benefts Data . S... D=1

toxt c Period

Actions o - | (# Period
Organizational Assignment From To
Personal Data " ) Today I Curr.week
Famnity Member/Dependents Al ) Current month
Documents on Dependents () From curr.date ) Last week
Addresses A (O To Current Date () Last month
Bank Detalls () Current Period ) Current Year
Contract Elements - l@ Choose
Monitoring of Tasks -

Direct selection

Infotype sty [

The Overview Actions (0000) screen is displayed:
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@ | « 2a6ae fhas 00 e
Overview Actions (0000)
&
EEE E E N ES Pers. No. Toooonas Pers.Assgn | 00000000 10000048 (1) o
[ P e
Find by Name Mipashi SURVIVOR EOD UM |01.01.1980 Emp. Stat  Inactiv
~ &8 Person EE Group [8] Benefits HIOO| Port-au-Prince
- (i Collective search help EE Subgrp [B¢] Local UN Survivor o1 [o1]
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This indicates that the Personnel Action (PA) is created.
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