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Overview

This Job Aid covers the steps necessary to guide Users in the Organizational Management (OM) process
of Maintaining a position.

Governing Policies

l. There are two groups of Position Types as follows:

1. Positions created and controlled by OPPBA and OAHs are established posts (fund 10UNA),
temporary posts and GTA posts funded by the peacekeeping support account (fund 20QSA), GTA
Finite Duration for Special Political Missions and GTA Finite PK for Peacekeeping Missions;

2. Positions created and maintained by Entities are funded by Voluntary Contributions (VC) formerly
known as extra-budgetary (XB), General Temporary Assistance (GTA) replacement and Temporary
Assistance for Meetings (TAM), etc. Please refer to the complete list of position types in the OM
Create Position with Funding Job Aid on page 2.

Il Changes in Position type

1. Positions funded by GTA funds are created as GTA replacement or GTA Finite Duration or GTA Finite
PK.

2. Positions funded by Voluntary Contributions (VC), formerly known as extra-budgetary (XB), are
created as VC project positions or VC posts.
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Please refer to the Policies on Position Maintenance for:
(i) Positions controlled by OPPBA (Other than Field Missions); and

Position rules for positions controlled by OPPBA

Organization: Transfer across staffing table but within budget section {e.qg.
Dept) or Mission

RB QSA
Established posts Loan*™ /A
[Temporary posts Loan Loan
GTA finite duration and GTA PK IA

Organization: Transfer across budget Section {e.g. Dept) or Mission
|£\LL h

Geography: Transfer across Personnel Area (country) change
RB QBA
Established posts Apprvlloan*™* MIA

[Temporary posts ApprylLoan prviLoan
GTA finite duration and GTA PK INIA

Function: Change of Functional title

Allowed without approval
from OPPBA

RB QsA Yellow  Allowed after approval from
OPPBA

Established posts Temporary™
[Temporary posts Temporary Temporal

Level: Change of Budgeted Grade

Established posts
Temporary posts
GTA finite duration and GTA PK

Subject to special policies (e.g. prudentvacancy management) and addifional requirements by OHRM

= “|pan” and “Temporary” implies that the system keeps a link to the original budgeted object or value.
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(i) Positions controlled by OPPBA (Field Missions).

|Policies for Position Maintenance within Budget Period (Field Mission oriented) |

Organizational change ::::;: P!;::gfl:ni
Move within budget approved org unit
Posts Move across budget approved org units
Loan within MISSION Temparary Temparary
Loan across MISSION Temporary Temporary
Move within approved org unit

Move across approved org units
Loan within MISSION

GTA positions

Loan across MISSION

. Regular Peacekeeping
Geographical chan
P! Be Budget Budget
Within Country Temporary Temporary
Posts
Across Country Temporary Temporary
. Within Country Te Te
CTAPOSEN® Jacross c T I
L
ross Country mporany Legend
== = reeoi b Allowed without approval
Functional change e s from OPPBA budget divisions

Budget Budget =

Operational title, same Category and Grade®** Temporary Temporary Orange Requires Bppm"ra! from

OPPBA budget divisions
Posts Operational title, different Category or Grade
Sod o Mot allowed.
udgeted title Controller may approve exceptions
Operational title, same Category and Grade®*** Tamporary Until next budget period.
GTA positions | Operational title, different Category or Grade Temporary|Should be regularized or changed
Budgeted title back to original.

* SPMs and Regular Budget funded PKMs e g UNTSO
** PKMs and PK Support Account

% same Grade refers to budgeted grade where the range FS1-FS6 (FSOL) are considered same grade. Similar for G5 and LL.
Changes to titles within these ranges, while approved by OPPBA may be subject to HR policies and classification

Job Aid Objectives
With this Job Aid, you have a step-by-step guide that enables you to:

e Know what positions your enterprise role can maintain;

e Maintain positions;

e Understand the significance of the required fields/infotypes in maintaining positions;

e Check that all infotypes entered in the Portal is reflected in ECC.
1Infotype is an information unit used to maintain master data related to Umoja. An infotype has data entry fields that are classified as
mandatory or optional. Some infotypes may be further categorized to different groups known as subtypes, which are based on themes.
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Procedure

1. Loginthe Portal with the enterprise role OM Administrator opens this screen:

um[]ja Search. Q- Umoja ga portal - Q3) Log off
4Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM
Overview

D Home > Overview Full Screen || Options +

Welcome to Umoja

Work Center

v Work Center

v

User Map

&& User Map

2. Inthe screen above, click on OM Administration which opens this screen:

um[]ja Search (- = Umoja qa portal - Q3J Log off

4Back Forward » History Favortes Personalize View Help ‘Welcome: Erand RIEU

Home Employee Self-Service SM ‘OM Administration
Overview

D OM Administration > Overview Full Screen || Options v

Employee Services

‘ = Map | Directory | Index

oE

3. Inthe screen above, click on OM Processes which opens this screen.
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um[]ja Search Q- Umoja ga portal - Q3J Log off
4Back Forward » History Favorites Personalize View Help ‘Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration
Overview

D OM Administration > Overview Full Screen || Options ¥

OM Processes
Back L@

~ Service Map

DO O Administration
om Click here to start one of the below processes:

Create position

Create organizational unit
Maintain organizational unit
Expire organizational unit

one of the below processes h

n position from loan
Modify loan (extend or shorten)

Position Funding Extension Form

Position Funding Extension Form
Status Overview - OM Objects
Historical informarion of the requests can be displayed

4. In the screen above, click on the blue line of text above “Maintain position” which opens this
screen:
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5.

4Back Forward b History Favorites Personalize View Help
Home Employee Self-Service SM OM Administration
Overview

OM Administration > Overview

Start Process

W] 2

Select Object Select Process

[ Prevos | [t

Position Search: | Positions from O

Structure

Organizational Structure  [r4]
- UNS

= HQ Deployment Group (Virtual)

» R

- Once in Umoja Org unit

» EOSG

» INTERORG CEB

» DGACH

» DPA

» ODA

» OMBUDSWAN

» DPKO

» FMADPKO

» DFS

» DESA

» 0SAA

b DSS

» OLA

» UNCTAD

b IC NY

» UNEP

» UNHABITAT

= CcCsT

» UNODC

» ECA

» ECE

Available Objects

Search

Position  Position ID  Organizational Unit  Cost Center

(3] select an Object in Navigation Area
Data From: 00.00.0000 00:00:00 Refresh

Fiter Settings

Position Holder  Vacant From

Q~ | Umojaqa portal- Q3J Log off

‘Welcome: Erand RIEU

Full Screen || Options

|

In the screen above, scroll down to the Organizational Structure (Department or Office) where
you need to maintain a position in an organizational unit (Example: OCHA). Click on the name of
the Department or Office and on the name of the specific organizational unit (Example: OCHA
CRD GDS AFRICA 1l) which opens this screen:
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m[]ja Search: Q- Umoja ga pertal- Q3) Log off

4Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration

Overview

OM Administration > Overview Full Screen | Options +

Start Process

Select Object

otiectype

Position Search: |Positions from Organizational Structure [=]

Organizational Structure [ Available Objects

v UNs Fiter Settings -
+ HQ Deployment Group (Virtual)
» RI

+ Once in Umoja Org unit

» E0SG

» INTERORG CEB

» DGACH

» DPA

» ODA

» OMBUDSMAN

» DPKO

» FHADPKO

» DFS

» DESA

» DSAA

» D55

» OLA

» UNCTAD

» I NY

» UNEP

» UNHABITAT

» cesT

» UNODC

» ECA

» ECE

» ECLAC

Position Position ID  Organizational Unit Cost Center Position Holder  Vacant From
r P3 3809 HUMANITARIAN AFFAIRS OFFICER 31003231 OCHA CRD GDS AFRICA I HR OCHA No Post 6
J 50013 CONSULTANT - HUMANITARIAN AFFAIRS 31003232 OCHA CRD GDS AFRICA Il HR OCHA No Post
Data From: 02.10.2015 14:46:29 Refresh

Note that in the example above, OCHA is below ECLAC. The available objects in the
Organizational Information displayed on the right belong to OCHA.

6. Inthe screen above, click on the row that shows the details of the position in the table (Example
highlighted: 31003231) and click Next which opens this screen:
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m[]ja Search: Q- Umaja qa portal - Q3) Log off
4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options =

Start Process

"_E‘i' i3] ; :

Select Objes Select Process Fill Qut Form Revie

Available Processes
Process Name Process Description |:|

Loan pesition or return position from loan  Allows to loan a pesition to another organizational unit or to return it

Maintain position Allows to maintain a selected position regarding the following attributes: position titlet .expiration date, dates, HR vacancy, chief of organizational unit, personal
areal/subarea.
J Modify loan (extend or shorten) Allows to extend or to shorten the loan period of a selected posttion that has been loaned to another organizational unit.

7. Inthe screen above, click on Maintain position and click Next which opens this screen:

Maintain Position — Position Title/Movement
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m[]ja Search: Q- Umoja qa portal - 03] Log off
4Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration
Overview
OM Administration > Overview Full Screen | Options ~

Start Process o

SelectObject  Select Process  FillOutForm  Hevie Confirmation
[3 Previous | [SaveDrakt
Attachments @

Maintain Position Overview

Position | 31003231 P3 3909 HUMANITARIAN AFFAIRS OFFICER
Incumbent E
Name Contract End Date:
Level: P-3 Contract Type:

Option to Maintain Position E

" Expire ' Freeze/Unfreeze
" HR Vacancy " Chief of Qrg. Unit " Personnel Area/Subarea
Pasition Details sl
Personnel Area/Country: KEOO Kenya
Effective Date: = 02102015 Personnel Subarea/Duty Station: |KEDD | Nairobi

Position Tille (Short Text) HRA 3909 Employee Group: 1 International Staff

Position Title (Long Text) P3 3909 HUMANITARIAN AFFARS OFFICER [ (] Change Position Title Employee Sub-Group: PR Professional & Above

Fosition Titie (Over 40 Characters): [HUMANTARIAN AFFARS OFFICER Postion Type: 2 GTA Replacement

Budget Title: 70003908 P3 3908 HUMANITARIAN AFFARS OFFICER Pay scale type: P Professional & Above
Pay Scale Area: ww Workdwide

Pay Scale Group:

20010537 OCHA CRD GDS AFRICA Il
20010537 OCHA CRD GDS AFRICA

Funding IE‘
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant: 51-320DN-000051 KENYA - IK SERVICES
Cost Center: Budget Period: Mag Mutti-vear Budget Period
Internal Order: Fund Center:
WBS: 00000718 0087 - OCHA - Nairobi
Comments IE‘

OM Administrator Comments:

Please note that the two screens above are one. The entire screen cannot be captured in one
shot.

8. In the screen above with the Position Title/Movement selected in the Option to Maintain
Position, click on the Search button on the right of the “New Organizational Unit” field which
opens this screen:
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Start Process

Search Organizat...
X

* Orglnitzs

— b NS

9. In the screen above, click on the 4 icon before “UNS” which brings the hour glass and
eventually opens this screen:
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Start Process

Search Organizatio...

 Orglnits
* UNS

F Alexander ALEJANDRO
F Jessie AMBE
¥ Poonam CHAUDHARY
» Catherine OBBELSTEIN
b Ahmed EL-BOUKHARI
kIR
¥ EOSG
¥ INTERORG CEB
F Once in Umoja Org unit
F HQ Deplovment Group (Virtual)
F Mohammad Azam ALV
¥ Philippa ARNO
F Mounia ATIK]
F Lucila BEATO
F Frantzy CHERILUS
b DPA
» DPKO
b DGACM
b ODA
F OMBUDSMAN
b Andrew BARASH
¥ David CACERES GIRONM
¥ Chriztophe CHOLLET
¥ Philip COMPTE
¥ Marion DANKERS
¥ DESA
F FMADPKO
F OSAA
F OS5
» DFS
k Laura Patricia ALTINGER
k Ganezh Kumar AMAND
¥ Patrick ANDRADE
F Taowalak ANUPHAN
¥ Chriztian COKER
b OLA
¥ UNHABITAT
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10. In the screen above, scroll down to find OCHA as shown in this screen:

Start Process
b UMEP
FIC NY
¥ Ma. Lourdes ADWVINCULA
b M'dakon AHIZI
b Syed AHMED
¥ Mohamed Sharif AHMED
b John BINDA
b ECA
» ECE
» ECLAC
P CCST
b UNODC
b Alan AKISTOY
F Sameer AL SANABANI
b Angelika ALl
¥ Borino BEAUGE
b Diamilatou DIOP
» ESCAP
b ESCWA
b OHCHR
frmePp OCHA
¥ Administered ESCAP
b Athalie *SE INDEX 853652 FOR ATHALIE M
¥ Bernard ABWOGA
» Mouayad Ibrahim Kadhum AL-WINDAWI
} Vaszsill ARDATOVSKI
¥ Anthony BARZELATTO
b DM
» ORI
F UNOG
b UNOV
b UMON
b Mahmoud ALMAZAYDEH
b Jasser ALSHAHED
F Som. Al AZAN
¥ Aruwa BENDSEN
b Mika DIOP
» UMJSPF ECEQ
F UNMOWIC
» OIOS
b OIP
b Administered UNON

Umoja Training
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11. In the screen above, click on the 4 before OCHA to open its organizational structure and click
on OCHA CRD then OCHA CRD GDS as shown in this screen:

Start Process
» UNMEER

r OCHA OUSG

e OCHA CRD

¥ Evehlyne DONMNET

¥ Samuel DONNEYRE

¥ Stephen DOMNMIRI

¥ Stith DONNORK

¥ Jean-Charles DUPIN

k SECI

¥ SECI

¥ SECI

k SEC IV

¥ OCHA CRD AFRICAN

k Jianguo AN

¥ Paulina ANALENA.

¥ Mikola ANDJELIC

¥ Rosa ANDOLFATO

> ¥ COCHA CRD GDS

Mukesh AMAND
Anis ANANI
Hanh D0 MINH
Woise DOCTEUR
COCHA CRD RO
OCHA CRD FO
COCHA CRD GOS AFRICA N
COCHA CRD GDS AFRICA 1
OCHA CRD GDS ASIA
Helen DODD
Jintta DODHLA
Pharah DORANTE

-

Emmanuel Mac Kwasi DOREI
Gizele DORCELLUS

OCHA CRD GDS MENA
OCHA CRD GDS CAPALAC
OCHA CRD GDS AFRICA |
OCHA CRD GDS ASIA |
OCHA CRD GDS AFRICA
lhor DLABOHA

Jose DORLA

Leontes DORZILME

Rowan DOVWNING

Herve DUFFOURS

* w w T w w W W ¥ W ¥ W w ¥ W W W W ¥ W ¥ w w

12. From the populated OCHA organizational tree in the screen above, click on OCHA CRD GDS
AFRICA | then scroll all the way down and click on the Select button (not shown in the screen)
which brings this screen:
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Important: OM Administrator may move a position within the same budget section, OCHA

CRD GDS, and the same country, Kenya.

In the case of Established and Temporary positions, OM Administrators may loan

a position across the level of budget control.

OPPBA decided that centrally managed org units are determined based on the

level of a department’s/office’s organizational chart presented to member states in the

budget fascicle. As an example, please refer to page 28 of GA document A/70/6 (Sect. 27) for

OCHA’s 2016-2017 org chart.

To illustrate further, please refer to this chart which also applies to Temporary

peacekeeping support account positions:

Established Positions — Move or Loan

Position Management
within budget control

Position Management
across level of budget
control

Established positions

Budget control is at
Division level

MOVE within the
Division

LOAN across Divisions

Budget control is at
Section level

MOVE within the
Section

LOAN across Sections

Umoja Training
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m[]ja Search Q.+  Umojaga portal- 03 Log off

History Favorites Personalize View Help ‘Welcome: Erand RIEU

Home Employee Self-Service SM ‘OM Administration

Overview
OM Administration > Overview Full Screen || Options ¥

2
Option to Maintain Position |E|
(@ Position Title/Movement " Expire (" FreezefUnfreeze
' HR Vacancy (" Chief of Org. Unit (' Personnel Area/Subarea
Position Details =1
Personnel Area/Country KEDO | Kenya
Effective Date: * 02.10.2015 Personnel Subarea/Duty Station: |KE0O | Nairobi
Position Title (Short Text) HRA 3909 Employee Group: 1 International Staff
Position Thle {Long Text) P3 3909 HUMANTARIAN AFFARS OFFICER | (] Change Position Title Employes Sub-Group: PR Professional & Above
Posttion Titie (Over 40 Characters): [HUMANTARIAN AFFARS OFFICER Fostion Type: 21 GTA Replacement
Budget Title: 70003909 F3 3809 HUMANITARIAN AFFAIRS OFFICER Pay scale type: P Professional & Above
Pay Scale Area: ww Workwide
Pay Scale Group: P-3
Existing Organizational Unit 20010537 OCHA CRD GDS AFRICA I
New Organizational Unit: 20010277 | | OCHACRD GDS AFRICA | [ [g] Search |
Funding E‘
Fund: 32DDN TF OCHA and Disaster Relief Assistance Grant 51-32DDN-000051 KENYA - IK SERVICES.
Cost Center Budget Perid: Meg Wuti-vear Budget Period
Internal Order Fund Center
WBS: 00000718 0097 - OCHA - Nairobi
Comments E

OM Administrator Comments:

Note that the position now belongs to the org unit 20010277 OCHA CRD GDS AFRICA I.

13. In the comments box above, type “Internal Reorganization”, “MSS Maintain Position” (This
pertains to the manager for whom an OM Administrator maintains a position on behalf of.) and
your name, e.g., “Erand Rieu” as shown in this screen:
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m[]ja Search: Q- Umoja ga portal - Q3J Log off

4 Back Forward »  History Favorites Personalize WView Help ‘Welcome: Erand RIEU

Home Employee Self-Service SM ‘OM Administration
Overview
OM Administration > Overview Full Screen || Options
Option to Maintain Position |E|
(% Position Title/Movement ' Expire ' Freezel/Unfreeze
' HR Wacancy " Chief of Org. Unit " Personnel Area/Subarea
Position Details il
Personnel Area/Country: KEOD | Kenya
Effective Date: * 02.10.2015 Personnel Subarea/Duty Station: |KEOD | Mairobi
Fosition Title (Short Text): HRA 3909 Employee Group: 1 International Staff
Position Title (Long Text): P3 3909 HUMANITARIAN AFFAIRS OFFICER [ [F] Change Postion Title Employee Sub-Group PR Professional & Above
Position Title (Over 40 Characters). [HUMANITARIAN AFFAIRS OFFICER Position Type: 21 GTA Replacement
Budget Title: 70003909 P3 3909 HUMANIARIAN AFFAIRS OFFICER Pay scale type: P+ Professional & Above
Pay Scale Area: ww Worldwide
Pay Scale Group: P-3
Existing Organizational Unit. 20010537 OCHA CRD GDS AFRICA Il
MNew Organizational Unit: 20010277 OCHA CRD GDS AFRICA.| [ [
Funding |E|
Fund: 320DN TF OCHA and Disaster Relief Assistance Grant $1-32DDN-000051 KENYA - IK SERVICES
Cost Center. Budget Period: LEE) Mutti-v'ear Budget Period
Internal Order: Fund Center:
WBS: 00000718 0097 - OCHA - Nairobi
Comments |E|
OM Administrator Comments: Internal Reorganization
MSS Maintain Position
Erand Rieu

14. If the position’s operational title has to be changed also, click on the Change Position Title
binocular in the screen above which opens this screen:

Start Process

Search Position Title

PositionText Search

Short Text:

Hame: |

Start Search || Reset |
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15. In the screen above, type in the “Short Text” field, for example, ADM or HRA or LOG, etc. and in
the “Name” field, type as an example P3*Admin* and click Start Search which opens this screen:

Start Process

Search Position Title

PositionText Search

Short Text
Narme: |P3*Admin®
| Start Search || Reset |

HR Position Texts
ShorText Long Text Start Date End Date
ﬁ ADM 1102 P3 1102 ADMIMISTRATIVE OFFICER 01.01.1800 | 31.12.9055
ADM 6448 P3 6448 SPECIAL ASSISTANT, ADMINISTRATIO | 01.01.1900 @ 31.12.58558

—_— Cancel

16. If necessary, scroll down until you find the needed position title, click on it and click the “Select”
button which changes the position title as shown in this screen:
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m[]Ja Search Q- Umcja ga portal - Q3 Log off
«Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Seit-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options +
Option to Maintain Position IE‘
(& Postion Titie/Movement (" Expire ' Freeze/Unfreeze
" HR Vacancy (" Chief of Org. Unit " Personnel Area/Subarea
Position Details il
Personnel Area/Country: KEDO | Kenya
Effective Date: * 21102015 Personnel Subarea/Duty Station: |KEOD | Nairobi
Postion Tt (Short Text) ADN 1102 Employee Group: 1 international Staff
Position Title (Long Text): P3 1102 ADMINISTRATIVE OFFICER [ ] change Posttion Title Employee Sub-Group: PR Professional & Above
Position Title (Over 40 C DMINISTRATIVE OFFICER Position Type: 21 GTA Replacement
Budget Title: 70003809 P3 3808 HUMANITARIAN AFFAIRS OFFICER Pay scale type: P+ Professional & Above
Pay Scale Area: W Workdwide
Pay Scale Group P-3
Existing Organizational Unit: 20010277 OCHA CRD GDS AFRICA |
New Organizational Unit 20010277 OCHA CRD GDS AFRICA |

17. In the screen above, Scroll back up and click the “Next” button as shown in this screen:

m[]ja Search Q- Umoja ga portal - Q31 Log off
4Back Forwsrd b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employes Self-Service SH OM Administration
Overview
OM Administration > Overview Full Screen || Options =
|

Start Process

w—l ! &

Select Object Select Process Fill Out Form Re:

Attachments @

Maintain Position Overview

Position | 31003231 P3 3909 HUMANITARIAN AFFAIRS OFFICER
Incumbent E‘
Name: Contract End Date:
Level P-3 Contract Type:
‘Option to Maintain Position il
(&' Posttion Title/Movement " Expire (" FreezelUnfreeze
" HR Vacancy (" Chief of Org. Unit (" Personnel Area/Subarea

18. After clicking on the Next button, note the process progressed to 4 Review and Send and
the “Send” button appears in this screen:
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um[]ja Search. Q- Umoja ga portal - Q3J Log off

4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU

Home Employee Self-Service SM OM Administration

Overview

OM Administration = Overview Full Screen || Options ~
|

Start Process

w3 = | = s
Select Object Select Process. Fill Out Form Review and Send Confirmation
Attachments @

Maintain Position Overview

Position [31003231 P3 3909 HUMANITARIAN AFFARS OFFICER
Incumbent E‘
Name: I:l Contract End Date: I:l
Level: Contract Type: I:I -
Option to Maintain Position IE‘
(¥ Position Title/Movement ) Expire ) FreezelUnfreeze
2 HR Vacancy ) Chief of Org. Unit ) Personnel Area/Subarea
Position Details il
Personnel ArealCountry: Kenya
Effective Date. 02.10.2015 Personnel Subarea/Duty Station: Nairobi
Fostion Title {Short Text): EEplovES Ceou International Staff
Postion Tile (Long Text): |P3:3509 HUMANITARIAN AFFARS OFFICER | (] Change Position Title Employee Sub-Group Professional & Above
Position Title (Over 40 Characters). [HUMANTARIAN AFFAIRS OFFICER Postion Type: GTA Replacement
Budget Tite: (70003809 |P3 3909 HUMANTARIAN AFFARS OFFICER Pay scale type: [P | Professional & Above
Pay Scale Area: fww | workdwide

Pay Scale Group:

19. Review the Maintain Position Overview and click the “Send” button which opens this screen:

um[]ja Search (- Umoja ga portal - Q3) Log off
4Back Forward » History Favorites Personalize View Help ‘Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration

Overview

OM Administration > Overview Full Screen | Options v

Start Process

I Data sent (process reference numbsr: 000000003564} I

Display Message Log

1 2 3 4 s L4

Select Object Select Proce 'Confirmation

»

A Previous

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.
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20. Repeat Steps 4-6 above to select a position then click Next which opens this screen:

Maintain Position - Expire

um[]ja Search Q- Umcja ga portal - 3) Log off
4Back Forward» History Favortes Personalize View Help Welcome: Erand RIEU
Home Employes Self-Service S OM Administration
Overview
O Administration » Overview Full Screen || Options ~
|

Start Process

Select Object Select Process, Fill Out Form Review and Send Confirmation

[ Freveus (W] | [Save o]

Attachments @
Maintain Position Overview
Position 31002845 D1 3674 HEAD OF OFFICE, HUMANITARIAN AFF

Incumbent IE‘

Name: /] Contract End Date /1
Level Contract Type: I

Option to Maintain Position E
* Position Title/Movement (" FreezelUnfreeze
" HR Vacancy  Chief of Org. Unit (" Personnel Area/Subares

um[]ja Search Q- Umoja ga portal - Q31 Log off
4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
Ol Administration > Overview Full Screen || Options +
" HR Vacancy  Chief of Org. Unit " Personnel Area/Subarea =
Position Details il

Personnel Area/Country.

Effective Date: = 05102015 Fersonnel Subaraa/uty Station
Postion Tite (Short Text) HRA 3674 Employee Group: International Staff
Postion Tite (Long Text) D1 3674 HEAD OF OFFICE, HUMANTARIAN J (11| Change Posti Employee Sub-Group: Professional & Above
Position Titie (Over 40 Characters): [HEAD OF OFFICE, HUMANTARIAN AFFARS. Position Type: VC Post
Budget Tite: 70003674 D1 3874 HEAD OF OFFICE, HUMANITARIAN AFF Pay scale type: Professional & Above
Pay Scai Ares [ ——
Pay Scale Group
Existing Organizational Unt: 20010254 OCHA SECV
Hew Organizational Unit 20010254 OCHA SEC V [ 1] Search
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m[]Ja Search: Q- Umoja ga portal - Q3) Log off
4Back Forwsrd b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options ~
Funding Ij
Fund: 32DDN TF OCHA and Disaster Relief Assistance Grant W1-32DDN-000108 DMA-00613
Cost Center: Budget Period: L] Wulti-v ear Budget Period
internal Order. Fund Center.
WBS: 00001124 0571 - Syria OCHA in Lebanon
Expire Position E‘
Current Expiration Date: 31.12.9989
Expire Date: = I
Reason for Expiration: < ‘

Comments

OM Administrator Comments: ‘ ‘ E

Please note that the three screens above are one. The entire screen cannot be captured in
one shot.

21. In Part | of the screen above with the Expire selected in the Option to Maintain Position, note
that in Part Ill of the screen, the Expire Position fields show. In the “Expire Date” field, enter the
date.

22. In the “Reason for Expiration” field, enter the reason for the new Expire Date.

23. In the OM Administrator Comments box, enter “MSS Maintain Position” (This pertains to the
manager fro whom an OM Administrator maintains a position on behalf of.) and your name.
e.g., “Erand Rieu” as shown in this screen:

m[]ja Search: Q- Umoja qa portal - Q3J Log off
4Back Forward » History Favorites Personalize View Help Welcome: Erand RIEU
Home Employse Self-Service S OM Administration
Overview

OW Administration > Overview Full Screen || Options

Funding Ij
Fund. 320DN TF OCHA and Disaster Relief Assistance Grant 141-32D0N-000108 DMA-00613
Cost Center: Budget Period: M39 Multi-Year Budget Period
Internal Order: Fund Center
WBS 00001124 0571 - Syria OCHA in Lebanon
Expire Position E‘
Current Expiration Date: 31.12.9899
Expire Date: * 31.12.2015
Expiring position based on approved cost reduction meansures.
Reason for Expiration
Comments El
OM Administrator Comments: WSS,
Erand Rieu

24. Scroll back up and click on the “Next” button.
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Search:
4Back Forward » History Favorites Personalize View Help

Q-+  Umojagaportal-Q3) | Logoff

Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration
Overview

OW Administration > Overview

Full Screen || Options +
Start Process

TS 2 3 4 5 -4
Select Objer Select Process. Fill Qut Form Review and Send Confirmation

Attachments

Maintain Position Overview

Position | 31002045 D1 3674 HEAD OF OFFICE, HUMANITARIAN AFF
Incumbent [
Name: | Contract End Date /1
Levet Contract Type. |

Option to Maintain Position E
) Position Title/Movement (@ Expire ! FreezelUnfreeze
7 HR Vacancy

(7 Chief of Org. Unit

! Personnel AreaiSubarea

After clicking on the Next button, note the process progressed to “4 Review and Send” and the
“Send” button appears in the above screen.

25. Review the Maintain Position Overview and click on the “Send” button which opens this screen:

um[]ja Search: Q- Umeja qa portal - Q3J Log off

4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU

Home Employee Self-Service SH OM Administration

Overview

OM Administration » Overview Full Screen || Options ~
Start Process

Data sent (process reference number: 000000003575)

Display Message Log
" 1 P 3 : | -
Select Object Select Process

Fil Qut Form Review and Send Confirmation

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.
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26. Repeat Steps 4-6 above to select a position then click Next which opens this screen:

Maintain Position — Freeze/Unfreeze

4Back Forward » History Favorites Personalize View Help
Home Employes Self-Service SM 'OM Administration
Overview

OW Administration > Overview

Start Process

w—r_1 [z] [z] g ° =]

Select Object Select Process Fill Out Form Confirmation

[ Freveas | (i ] | [Savemiar]

Attachments

Maintain Position Overview

Position | 31003580 G5 4045 INFORMATION SYSTEMS ASSISTANT
Incumbent

Name | I
Levet L

Option to Maintain Position

(" Postion Title/Movement ¢ Expire
" HR Vacancy

" Chief of Org. Unit Personnel Area/Subarea

Contract End Date:

Contract Type:

Search: Q~ | Umojagaportal-Q3 | Logoff

Welcome: Erand RIEU

Full Screen || Options +

=

4Back Forward b History Favorites Personalize View Help
Home Employee Seli-Service SM OM Administration
Qverview

OM Adminisiration > Overview

" HR Vacancy " Chief of Org. Unit " Personnel Area/Subarea

Position Details

Effective Date: * 05.10.2015

Position Title (Short Text)
Position Title (Long Text): 'G5 4045 INFORMATION SYSTEMS ASSISTA Change Posttion Title

Position Title (Over 40 Characters): |INFORMATION SYSTEMS ASSISTANT

Budget Tle: § 4045 INFORMATION SYSTEMS ASSISTANT

Personnel Area/Country.
Fersonnel Subarsa/Duty Station:

Search Q~ | Umojaqga portal- Q3 Log off

Welcome: Erand RIEU

Full Screen || Optiens ~

=

nited States of America

lew York

Employze Group: Local Staff

Employee Sub-Group: General Service

Positon Type: Ve Post

Pay scals type: General Service

Pay Scale Area; USA - New York

Fay Scaiearoup: [ —

Existing Or Unit 20010473 OCHA GTU DG TS

New Organizational Unit 20010473 OCHA GTU DG TS
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m[]Ja Search: Q- Umoja qa portal - Q3J Log off
4Back Forward ) History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
O Administration > Overview Full Screen || Options v
Funding Ij B
Fung: 320DN TF OCHA and Disaster Relief Assistance Grant: GHNR NOT RELEVANT GRANT
Cost Center: 0000011113 OCHA Inter-Agency Standing Committee Budget Period: Me9 Multi-Year Budget Period
Internal Order Fund Center
WBs: 00000000
Freeze/Unfreeze IE‘

Current Start Date:
Current End Date:

Current Action: K
Start Date: ™ 1=

End Date: * % [ = k

Note: Please provide comments in OM Administrator comments section

Comments If‘

OM Administrator Comments: ‘

Please note that the three screens above are one. The entire screen cannot be captured in
one shot.

27. In Part | of the screen above with the Freeze/Unfreeze selected in the Option to Maintain
Position, note that in Part Il of the screen above the Freeze/Unfreeze fields show. In the Start
Date field, enter the date when the position is frozen.

28. In the End Date field, enter the date until when the position is frozen.

29. In the Choice of Action field, click on the down arrow and select “Freeze”.

30. In the OM Administrator Comments box, enter “MSS Maintain Position” and your name as
shown in this screen:

m[]ja Search Q- Umoja qa portal - Q3J Log off

4Back Forward» History Favorites Personaiize View Help ‘Welcome: Erand RIEU

Home Employee Self Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options =
Funding E‘ ol
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant GHNR NOT RELEVANT GRANT
Cost Center- 0000011113 OCHA Inter-Agency Standing Committee Budget Period: M99 Multi-Year Budget Period
Internal Order. Fund Center.
WBS: 00000000
Freeze/Unfreeze If‘

Current Start Date:
Current End Date:

Current Action:

Start Date: * 01.11.2015

End Date: *

Cheice of Action: * [Freeze  [+]

Hote: Please provide comments in OM Administrator comments section

Comments If‘

OM Administrator Comments: MSS Maintain Position
Erand Rieu

31. Scroll back up and click the “Next” button which opens this screen:

Umoja Training 25/52



OM - Maintain Position u m []ja

training

m[]ja search Q-+ | Umojagaportal-03 | Logoff

4Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employes Self-Service SH OM Administration

Overview
Ol Administration > Overview Full Screen || Options ¥

Start Process —

I 2] 3] [ ]
w—7] : : 4
Select Obje: Select Process Fil Out Form Review and Send
Attachments @

Maintain Position Overview

Position 31003580 ‘GE 4045 INFORMATION SYSTEMS ASSISTANT
Incumbent il
Name: Contract End Date:
Level G5 Contract Type:
Option to Maintain Position E‘
* Position Title/Movement ’ Expire s FreezelUnfreeze

(" HR Vacancy (" Chief of Org. Unit (" Personnel Area/Subarea

After clicking on the Next button, note the process progressed to “4 Review and Send” and the
“Send” button appears.

32. Review the Maintain Position Overview and click the “Send” button which opens this screen:

m[]ja Search @~ | Umojaqaportal- 03J Log off

4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration
Overview

OW Administration > Overview Full Screen || Options v

Start Process

I Data sent (process reference number: 000000003577) I

Display Message Log

: 2 ; T

Confirmation

I»

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed. Once the position is frozen, no staff member could be placed
against that position for the period it is frozen.

33. Repeat Steps 4-6 above to select a position then click Next which opens this screen:

Maintain Position — HR Vacancy
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umcija Seuen Q- | umiecspotal-0u | Logor

rd b History Favorites Personalize View Help Welcome: Erand RIEU

Home: Employee Self-Service SM | OM Administration
Overview

OW Administration > Overview Full Screen || Options =

Start Process

Select Object Select Process Fill Out Form Review and Send Confirmation

-4

|

Attachments Iﬁ‘
Maintain Position Overview
Position |31003233 P3 1844 BUDGET OFFICER
Incumbent El
Name ] Contract End Date /1
Level: Contract Type: |

Option to Maintain Position Ij

(" Postion Title/Movement " Expire. " Freeze/Unfreeze
* HR Vacan " Chief of Org. Unit " Personnel Area/Subarea

Um[]Ja Search: Q~ | Umojaqaportal- 03 Log off
4Back Forward»  History Favories Personalize View Help Welcome: Erand RIEU
Home Employes Self Service SU | OM Administration

Overview
OM Administration = Overview Full Screen | Optiens v

@ HR Vacancy € Chief of Org. Unit (" Personnel Area/Subarea
Position Details =
Personnel Area/Country:
Effective Date: * 05.10.2015 Personnel Subarea/Duty Station
Position Tiie (Short Texty FiN 1844 Employee Group: International Staff
Position Tie (Long Text) P3 1844 BUDGET OFFICER [ [5] Change Position Tile Employze Sub-Group: Professional & Above
Posttion Title (Over 40 Characters): |BUDGET OFFICER Posttion Type: WC Post
Budget Tile: [7o003338  |P3 3338 FIELD SECURTY OFFICER Pay scale type: Professional & Above
Pay Scale Area Workiwide
Pay Scale Group:
Existing Organizational Unit: 20010387 OCHA GTU DG
New Organizational Unit 20010397 | OCHA GTU DG [ [1]] Search |
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m[]Ja Search: Q- Umoja ga portal - Q3J Log off
4Back Forward b History Favortes Personaize View Help Welcome: Erand RIEU
Home Employee Seli-Service SH OM Administration
Overview
OM Administration > Overview Full Screen || Options
Funding E‘
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant: GMNR NOT RELEVANT GRANT
Cost Center. 0000011113 OCHA Inter-Agency Standing Committee Budget Period: L] Mutti-Year Budget Period
Internal Order. Fund Center.
WBS: 00000000
HR Vacancy El

Current Effective Date: 01.01.2015
Current End Date: 31.12.9989

Current Status: Open

Effective Date: * I =
Vacancy Flag: ﬁ " Open @ Vacancy filed

Comments E

OM Administrator Comments:

Please note that the three screens above are one. The entire screen cannot be captured in
one shot.

34. In the screen above with the HR Vacancy selected in the Option to Maintain Position, note that
in Part Il of the screen above the HR Vacancy fields show. In the Effective Date field, enter the
date when the position becomes an HR Vacancy.

35. Note that the Vacancy Flag defaults to “Vacancy filled”. Click on open.

Important: If the position has an incumbent, Umoja would give an error message that position
has an incumbent and cannot be vacant.

36. In the OM Administrator Comments box, enter “MSS Maintain Position” (This pertains to the
manager for whom an OM Administrator maintains a position on behalf of.) and your name,
e.g., Erand Rieu, as shown in this screen:
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m[]Ja Search: Q- Umoja qa portal - Q31 Log off
4Back Forward b History Favorites Personslize View Help Welcome: Erand RIEU
Home: Employee Self-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options
=
Funding E‘
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant: GHNR NOT RELEVANT GRANT
Cost Center. 0000011113 OCHA Inter-Agency Standing Committes Budget Period: eg Multi-vear Budget Period
Internal Order. Fund Center.
WHS: 00000000
HR Vacancy E
Current Effective Date: 01.01.2015
Current End Date: 31.12.9939
Cicec: ciat 2
Effective Date: * 01.01.2016
Vacancy Flag:  Open " Vacancy filed
Comments
OM Administrator Comments: F.s Waintain Postion
Erand Rieu
—

37. Scroll back up and click the “Next” button which opens this screen:

m[]ja Search: Q- Umoja ga portal - Q3) Log off
4 Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options =

Start Process -

7] ] =1 -

Select Object Select Process Fill Out Form Review and Send Confirmation

Attachments @

Maintain Position Overview

Position [31003233 P3 1844 BUDGET OFFICER
Incumbent E|
Name: Contract End Date:
Level P-3 Contract Type:
‘Option to Maintain Position IE‘
() Posttion Title/Movement () Expire () Freeze/Unfreeze

© HR Vacancy ) Chief of Org. Unit ! Personnel Area/Subarea

After clicking on the Next button, note that the process progressed to 4 Review and Send and
the “Send” button appears in this screen:

38. Review the Maintain Position Overview and click the “Send” button which opens this screen:
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um[]ja Search: Q- Umoja ga portal - Q3J Log off
4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration

Overview

OM Administration > Overview Full Screen || Options =

Start Process

I i) Data sent (process reference number: UDDUDDDDSS?E)I

Display Message Log

1 2 3 4

I»

IR ¥

Select Object Select Process Fill Out Form Review and Send Confirmation

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.

39. Repeat Steps 4-6 above to select a position then click Next which opens this screen:

Maintain Position — Chief of Org Unit

um[]ja Search Q- Umoja qa portal - Q3J Log off

4Back Forward b History Favorites Personalize View Help Welcome: Erand RIEU

Home Employee Self-Service SM OM Administration
Overview
OM Administration > Overview Full Screen || Options v

Start Process -

IO—‘ 1 2 3 4 4
Select Object Select Process Fill Qut Form Review and Send Confirmation
|
Attachments @
Maintain Position Overview
Position D1 6439 SPECIAL ASSISTANT, ADMINISTRATIO
Incumbent E‘
Name. Contract End Date:
g ContractType [
Option to Maintain Position =]

" Postion Tile/Movament
' HR Vacancy

" Expire:

@ Chief of Org. Unit

" FreezelUnfreeze

" Personnel Area/Subarea
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m[]Ja Search Q- Umoja ga portal - Q3J Log off
{Back Forward» History Favorites Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SH OM Administration
Overview
OM Administration > Overview Ful Screen || Options =
' HR Vacancy @ Chief of Org. Unit " Personnel Area/Subarea |
Position Details El
Personnel AreaiCountry: USD0 | United States of America
Effective Date: * 05102015 Personnel Subarea/Duty Station: [US00 | New York
Position Tille (Short Text): DM 6439 Employee Group: 1 International Staff
Position Tite (Long Text) D1 6430 SPECIAL ASSISTANT, ADMINISTRA| [11] Chiange Position Tile Employes Sub-Group: PR Frofessional & Above
Position Title (Over 40 Characters): |01 6439 SPECIAL ASSISTANT, PosiBon Typs: n Estabiished Post
ADMMNISTRATIOPRINCIPAL OFFICERD1
6439 SPECIAL ASSISTANT, ADMINISTRATIO
Budget Title: 70006439 D1 6439 SPECIAL ASSISTANT, ADMINISTRATIO Pay scale type: P+ Professional & Above
Pay Scale Area: W Worldwide
Pay Scale Group: D1
Existing Organizational Unit: 20008746 DFS 0USG
Newr Organizational Unit 20008746 DFS OUSG

m[]ja Search: Q- Umoja ga portal - Q3J Log off

4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU

Home: Empioyee Self-Service SH OM Administration
Overview
OM Administration > Overview Full Screen || Options ~
Internal Order: Fund Center: =
WBS: 00000000
Chief Relationship Creation E‘
Select Action ® Create Update Delete.

Existing Chief Org. Units
ChiefOrg. Unit  Chief Org. Unit Text Startdate  End Date

Chief Position to Org. Unit: * 20008724 DFs [ [H] Search |

Effective Date: * [ m
End Date: * 31125998 |

Note: Can perform one action(Create/Update/Delete) for ane record at a time.

Comments E‘

OM Administrator Comments:

Please note that the three screens above are one. The entire screen cannot be captured in
one shot.

40. In the screen above with the Chief of Org Unit selected in the Option to Maintain Position, note
that in Part Il of the screen above the Chief Relationship Creation fields appear and the Action
defaults to “Create”. In the Effective Date field, enter the date when the position becomes the
Chief of Org Unit and the end date.

Furthermore, change the default org unit to the org unit where the position belongs.
Otherwise, the Chief of Org Unit is automatically assigned to the higher org unit.

41. In the OM Administrator Comments box, enter MSS Maintain Position (This pertains to the
manager for whom an OM Administrator maintains a position on behalf of.) and your name,
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e.g., “Erand Rieu” as shown in this screen. Scroll back up and click the “Next” button which
opens this screen that shows the completed Chief Relationship Creation fields and comments:

m[]ja Search Q- Umcja ga portal - Q3J Log off

4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU

Home Employee Self-Service SM ‘OM Administration
Overview
OM Administration > Overview Full Screen || Options ¥
Internal Order: Fund Center =l
WBS: 00000000
Chief Relationship Creation E‘
Select Action * Create () Update ) Delete

Existing Chief Org. Units
Chief Org. Unit  Chief Org. Unit Text Startdate End Date

Chief Posttion to Org. Unit: * oFs [ [{] Search |

Effective Date: * 01.11.2018
End Date: = 31.10.2016

Note: Can perform one actien{Create/Update/Delete) for ene record at a time.

Comments E‘

OW Administrator Comments: S5 Maintain Position
Erand Rieu

42. Review the information entered. In part | of the screen above, click on the button “Send” which
opens this screen:

m[]ja Search Q- Umaja ga portal - Q3J Log off

4Back Forward » History Favortes Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM ‘OM Administration

Overview

OM Administration > Overview Full Screen || Options ¥

Start Process

Data sent (process reference number: 000000003578)

Display Message Log

1 2 3 n Eliq

Review and Send Confirmation

L3

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.

43. Repeat Steps 4-6 above to select a position then click Next which opens this screen:

Maintain Position — Personnel Area/Subarea
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4Back Forward b History Favorites
Home Employee Self-Service SM
Overview

OW Administration > Overview

Start Process

Personalize View Help

| OM Administration

=

3 4 5 4
Select Obje SelectProcess  FillOutForm  Reviewand Send  Confirmation
\

Attachments

Maintain Position Overview

Position |31002055 P3 3909 HUMANTARIAN AFFAIRS OFFICER
Incumbent
Name: |
Level
‘Option to Maintain Position
(" Position Title/Movement " Expire (" FreezelUnireeze

¢ HR Vacancy

" Chief of Org. Unit

Personnel Area/Subarea)

Contract End Date:
Contract Type:

Search Q~ | Umojagaportal-Q3 | Logoff

‘Welcome: Erand RIEU

Full Screen || Options ~

=l

umtija

4Back Forward s History Favortes
Home Employee Self-Service SH
Overview

Ol Administration > Overview

" HR Vacancy

Position Details

Effective Date: *

Posttion Tile (Short Text):

Position Title (Long Text):
Position Title (Over 40 Characters):

Budgst Tiie:

" Chief of Org. Unit

Personalize View Help

| OM Administration

(@ Personnel Area/Subarea

05.10.2015

P3 3909 HUMANTARIAN AFFAIRS OFFICER Change Position Title

HUMANITARIAN AFFAIRS OFFICER

(70003909 |P3 3909 HUMANITARIAN AFFAIRS OFFICER

Personnel Area/Country: Kenya

Personnel Subarea/Duty Station Nairobi

Employee Group. International Staff
Employee Sub-Group. Professional & Above
Position Type: 21 GTA

Pay scale type: Professional & Above
Pay Scale Area: Worldwide

Pay Stale Group

Existing O Unit 20001981 OCHA CRD RO

Search: Q~ | Umojagaportal-Q3 | Logoff

Welcome: Erand RIEU

Full Screen || Options +

New Organizational Unt:

OCHA CRD RO

Search
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m[]Ja Search: Q- Umoja ga portal - Q) Logoff |
4Back Forward b History Favortes Personalize Visw Help Welcome: Erand RIEU
Home Employee Selt-Service SM OM Administration
Overview
Ol Administration > Overview Full Screen || Options v
Existing Organizational Unit: 20001981 OCHA CRD RO =
New Organizational Unit 20001881 OCHA CRD RO
Funding If‘
Fund: 320DN TF OCHA and Disaster Relief Assistance Grant GUNR NOT RELEVANT GRANT
Cost Center: 0000011110 OCHA RO Eastern Africa, Kenya Budget Period: LEE] Wulti-vear Budget Period
internal Order Fund Center
WBS: 00000000
Personnel Areal Subarea IE‘
Personnel Area: KEOD Kenya
Personnel Sub Area: Nairobi
Effective Date: * 1
Comments IE‘
OM Administrator Comments:

Please note that the three screens above are one. The entire screen cannot be captured in
one shot.

44. In Part | of the screen above with the Personnel Area/Subarea selected in the Option to
Maintain Position, note that in Part Ill of the screen above the Personnel Area/Subarea fields
appear. In the Personnel Area field, click the Search Help icon on the right of “KEO0” which
opens this screen:

Search help for Personnel Area E m
Personnel Area

Perzonnel area Ctry Grouping Company Code Mame 1 \ |E|
AEDD LN 1000 United Arab Emirates -

o AFOD LN 1000 Afghanizstan

] ALDD LN 1000 Albania

] AMOD LN 1000 Armenia

] AD00 LN 1000 Angola

] ARODD LN 1000 Argentina

il ATOD LN 1000 Austria

] AUoD LN 1000 Australia

] AZ00 LN 1000 Azerbaijan

: BADD UM 1000 Bosnia and Herzegovina |E|

45. In the screen above, scroll down and select the new Personnel Area, e.g., USA.
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Note that this position is funded by a Trust Fund (OCHA and Disaster Relief Assistance).
Therefore, the position is a voluntary contributions (VC) position. In this case, an OM
Administrator may make a geographical change of position.

46. In the Personnel Sub Area, click on the down arrow which opens this screen:

2 Click here to start one of the below processes: - Umaja ga portal - Q31 - Windows Internet Explorer _[=]:
6; ® [[7 ftto:/funsapa3i.umoia.un.org: 50000frifportal D] 44/l & | [ cick here to startone of the... X {3 55 o
Edt View Favortes Tools Help
=
m[]Ja Search Q- Umoja ga portal - Q3J Log off
4Back Forward» History Favories Personalize View Help Welcome: Erand RIEU
Home Employee Self-Service SM OM Administration
Overview
Ol Administration > Qverview Full Screen || Options ~
Existing Organizational Unit: 20001981 OCHA CRD RO |
New Organizational Unit 20001981 OCHA CRD RO
Funding il
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant GMNR NOT RELEVANT GRANT
Cost Center 0000011110 OCHA RO Eastern Africa, Kenya Budget Period M99 Wuti-Year Budget Period
Internal Order. Fund Center.
WBS: 00000000
Personnel Areal Subarea E
Personnel Area: Dited States of America
Personnel Sub Area [bsoo-new york [+| N
Effective Date: * 2]
% - New York
- Washington DC
Comments US02 - Tampa
OM Administrator Comments: - Miami
- East Lansing MI
USDS - Boston
- San Francisco =

47. Click on USO0 — New York, enter the effective date and the OM Administrator Comments as
displayed in this screen:

m[]ja Search Q- Umcja ga portal - Q3J Log off

4Back Forward b History Favorites Personalize View Help ‘Welcome: Erand RIEU

Home Employee Self Service SH OM Administration
Overview
OM Administration > Overview Full Screen || Options
Existing Organizational Unit: 20001981 OCHA CRD RO al
New Organizational Unit 20001881 OCHA CRD RO
Funding IE‘
Fund: 3200N TF OCHA and Disaster Relief Assistance Grant GMNR NOT RELEVANT GRANT
Cost Center: 0000011110 OCHA RO Eastern Africa, Kenya Budget Period: MS9 Multi-Year Budget Period
Internal Order: Fund Center:
WBS: 00000000
Personnel Areal Subarea E‘
Personnel Area. usoo United States of America
Personnel Sub Area: US00 - New York Hew York
Effective Date: = 01.122015
Comments E‘
OM Administrator Comments: 133 Maintain Postion
Erand Rieu @

48. Scroll back up and click on Next.
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m ja Search: Q- Umoja ga portal - Q3) Log off
4Back Forward b History Favortes Personalize View Help Welcome: Erand RIEU
Home: Employee Self-Service SM OM Administration
Overview
OM Administration = Overview Full Screen | Options v

B

Start Process

TS 1 2 3 4 I
Select Objer Select Process Fill Qut Form Review and Send Co atio

Attachments @

Maintain Position Overview

Position 31002855 P3 3809 HUMANITARIAN AFFAIRS OFFICER
Incumbent [
Name: Contract End Date:
Level: P2 Contract Type:

Option to Maintain Position E‘

Position Title/Movement Expire Freezellnfreeze
Chief of Org. Unit © Personnel Area/Subarea

HR Vacancy

49. Review the information entered. In part | of the screen above, click on the button “Send” which
opens this screen:

m Ja Search: Q- Umeja qa portal - O Log off
4 Back Forward » History Favortes Personalize View Help Icome: Erand RIEU

Home Employee Self-Service SM OM Administration

Overview

OM Administration = Overview Ful Screen || Options ¥

Start Process

I Data sent (process reference number: 000000003530) I

Display Message Log

»— 2 3 4 5

Select Objec Select Process Fill Out Fo Review and Send Confirmation

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.

50. Repeat Steps 4-6 above to select a position then click Next which opens this screen:
Maintain Position — Position Status
The Maintain Position — Position Status is an enhanced configuration necessitated by the
implementation of Managed mobility (ref. Section 15.2 of ST/AI/2016/1 dated
28 December 2015 on Staff selection and managed mobility system).
Section 3.1 states that, “The new system shall be implemented through semi-annual staffing

exercises composed of two parts as follows: (b) A managed mobility exercise for staff members
in the Professional and higher categories up to and including the D-2 level and in the Field
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Service category, who are subject to managed mobility: the process will begin with the
circulation of a compendium and will conclude with the placement of eligible and suitable staff
members to another position at the same grade level.”

Section 15.2 further states that, “The placement of staff members under managed mobility will
be undertaken on the basis of the continuing needs of the Organization®® against rotational
positions that are expected to continue to be funded for two years or longer through the regular
budget, the support account and peacekeeping operations budget and other extrabudgetary
sources, including voluntary contributions.”

In the Maintain Position — Position Status, Budget Administrators and OM Administrators have
the following options to select for each position maintained or at the time of creation in order to
identify positions that are subject to mobility, non-rotational and downsizing:

(i) Blank, the default, that renders the position subject to managed mobility;

(ii) Non-rotational - a position that requires an advanced or specialized level of expertise,
knowledge and qualifications in a technical field and for which there is no comparable
position at the same level in another organizational unit of the Secretariat, as approved
by the Assistant Secretary-General of Human Resources Management;

(iii) Downsizing — a position that would be abolished within the budget period in a mission,
project, department or office that is downsizing.

.....

Partatesn Statt

Erateunanal b beve

WTE RELEVANT SRtANT
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Please note that the two screens above are one. The entire screen cannot be captured in one
shot.

51. In Part | of the screen above with the Position Status selected in the Option to Maintain
Position, note that in Part Il of the screen above the Position Status fields appear. Enter the
effective date of the Position Status.

52. Click on the down arrow in the Position Status field and select either (i) blank or (ii) non-
rotational or (iii) downsizing.

53. Enter in the comments box, e.g., “Approval dated XX.XX.XXXX that this position is non-
rotational” or “Approval dated XX.XX.XXXX that this position is being downsized.

Maintain Position
Otto Gregory”

uuuuuu
Fraten Shaten

Pesyel Te o 743121 POLUTICAL AFTARS DFFCIR

P b e Haicrn Genarni Fiond G oua T RILIVANT GRANT

umuja

Overview U

= Traveld Shgmeet {Cummy Offcar Exowpion Log A
Start Process
" [ ] 31 ] -
et SewctProcass  FACMFom  Beviewsnd Send
Set b

[

Mo (R = Covtract fra Cute

Lt L3 Cormast Type Foed e

55. Review the information entered. In part | of the screen above, click on the button “Send” which
opens this screen:
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.......

aaeisn

Note that the process progressed to “5 Confirmation” and the process reference number has
been created and displayed.

56. In the screen above, log off.
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57. Log in ECC as OM Administrator which opens this screen:

[& SAP Logon Pad 740 — A=
Legin| () # ] M 6D 22 ¥ ]
« [ Favorites Hame = | System ... |
- [3 shortcuts [[lz, 1.0 ***** Umoja SAP Production S...

* [= Connections = | [l 1.1 Umoja Production ECC (P1E)

= [ 1. Umaja Production Systems I11.2 Umoja Production BW (P1W)
» [ 2. Umoja Pre-Production (Regres: [z, 1.3 Umaoja Production SRM system (...
- [(3 3. Umoja Training Systems [z, 1.4 Umnoja Production GRC - Access ...
- [3 4. Umoja Development Systems | [I[7) 1.5 Umoja Production Solution Man...
- [3 5. Umaja QA (PIT/Mock) System:
» [ 6. Umoja Sandbox Systems

58. In the screen above, click on “1.1 Umoja Production ECC (P1E)” which brings this screen:
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= sap [eu(ni=v
9 | M @ i=lial =
| sAP
New password
Client 210 | Inforrmation
User q [ | welcome to UMOIJA SAP ECC Qualtty (Cluster-3) System
Password [#xxssxsnnsss] | Version: ECC 6.0 EHP5 5PS 10

Location : United Nations Enterprise Data Center
Language M
AT

210: PIT client for Cluster 2 - Connected to 031
215: Mock Client for Cluster 3
225: Mock Client for Cluster 4

Q3Ef1) 000 ~ ' unsapg3e INS

Note that for purposes of preparing this Job Aid, we used the testing environment, Q3E
(bottom right of the screen), Client 210: PIT . . . Connected to Q3J, the Portal (top left of the
screen and in the “Information” box in the center).

59. In the screen above, enter your User ID and password which opens this screen:
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[ SAP Easy Access
I @ - I «

SHE ODhoaH B8

(@]

‘ SAP Easy Access

RE & | faméd v
~ = Favorites
* ¥t Client Copy - Specil Selections
» oM
» 3 TME
v [pa
» OOEN
» Caen
» 3 Table and reports
» Epy
» E3rav
~ [ SAP menu
v [ office
» [ Cross-Application Components
» 3 organization
» 3 Logistics
» [ Accounting
¥ [ Human Resources
» [(3 Information Systems
v [ Taols
v [ WebClient UI Framework
» [3 structural Authorization
+ 3 Umgja Information System

unmicija

> | Q3E(1) 210 ™ | unsapgq3e  INS

60. In the screen above, type in
(Display Position) and click on the

= SAP Easy Access
I@ PO13D - I«

@

@

the transaction code “P0O13D”

2@ DHhaH B0 ew

‘ SAP Easy Access

BE |G| hbigd v a
~ [= Favorites
* ¥ Client Copy - Special Selections
» oM
+ @ TME
v [Tpa
+ EEn
» 3 BEN
+ 3 Table and reports
+ Eey
v [OFav
~ [ SAP menu
+ [T office
v 3 Cross-Application Components
+ [ Organization
v [ Logistics
» 3 Accounting
+ [ Human Resources
+ [ Information Systems
+ [ Tooks
+ [0 webClient UI Framework
+ 3 structural Authorization
+ [T Umoja Information System

umirija

[* Q3E(1) 210 * unsapg3e INS
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which opens this screen:

= Display Position =

9 | MRS eae Dhap 8 e

) [T ER e 2 |

Find by |

T e
« (i) Search Term Position @
« i) Structure Search

Abbr.

< ‘Active | Phnned | submitted | Approved | Rejected |

| Infotype Name |s.. | | Time period |
Object = (®)Period

:Rehtmnshms e From |02.10.2015) to [31.12.9924]

7Dascr\pt>on ) Today (Ocurrent week

| Planned Compensation CIAl ()Current month

| Vaancy )From curr.date OLast week

| Acct. Assignment Features () To current date (Last month

_Empk)yee Group/Subgroup () Current Year

| Obsolete

| Cost Distrbution - i1 Select.

| Address -

[> Q3E(1)210 ¥ unsapg3e NS

61. In the “Position” field in the screen above, type the position number (31003231) that was

moved to a new organizational unit in the Portal and click on % icon which opens this screen:
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[& Display Position

] -] « eqe fhafh S8 eF
| [ELL_Disptay Position
>
BB EEIY
Find by |
~ & paosttion Plan version Current plan -
(il Search Term Position 31003231 P3 3909 HUMANITARIAN AFFAIRS OFFICER
« () structure Search
Abbr. HRA 3509

g vennea

l/Appr(wed l/Rej ected

 Infotype Name |s...[| [ Time period
Object W - (&) Period
q_ inehum:ims o From |02.10.2015 to [31.12.9929]
i/ pescription v S| Oroday ) Current week
_Planned Compensation 4 OAl () Current month
| Vacangy i OFrom curr.date  ()Last week
| Acct. Assignment Features o )To current date Lsst month
| Employee Group/Subgroup o« )Current Year
| [Obsolete
| |Cost Distribution LAY ] Select.
Address -

Please select an infotype P QIEM) 210 ¥ unsapaze | INS

62. In the screen above, click on the “Infotype Name” Relationships and click on the S icon which
opens this screen:

[& Display Relationships [ == 4
] MES @ = (2]
| Display Relationships
&) [8 |Gl | additional data
@|=][¥s]F %] [=)a] Position HRA 3909 | P3 3900 HUMANITARIAN AFFAIRS OFFICER
Find by | Phnning Status Active
- & Position Valid from [02.10.2015] o [31.12.9908| @ Change Information

« () search Term

« {f) Structure Search

Ri 015 310032311

Relfationship type/refationship

2] [003] Belongs to

Related Object

Type of refated object

1D of related object (20010277

‘Abbreviation W‘

Name ‘UCHA ‘CRD GDS AFRICA 1
Priority ’_|

Record of

2

> Q3E(1)210 ~ unsapg3e INS

Note that the position is in the organizational unit OCHA CRD GDS AFRICA | as executed in the

Portal.
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Important: The example here pertains to the Maintain Position — Position Movement only.
Checking the other Maintain Position options (ref. Steps 14 to 55) to ensure that information
entered in the Portal are reflected in ECC require the selection of the appropriate Infotype
Name. For example, infotype Vacancy for the HR Vacancy option. Please refer to the Guide on
pages 48-52 for the rest of the Maintain Position options.

&

63. In the screen above, click on which reopens this screen:

& Display Position [R=ITEre

@ - 2a26e Phas 98 ew

[@ .| Display Position

(]G]

Find by |

~ & Position Plan version Current plan -
+ () search Term Position 31003231 P3 3909 HUMANITARIAN AFFAIRS OFFICER
B m Structure Search

e Abbr. HRA 3909

il’lanned ksubm‘rted kappmved l/Rejected I

Infotype Name |s.. | | Time period

| Object - () Period

| Relationships o \:‘ From |02.10.2015| to [31.12.9938]
qi | Desaiption L ) Today () Current week

Planned Compensation L4 Oal (7 Current month

| Vaancy i ()From curr.date (OLast week

| Acct. Assignment Features g () To current date (JLast month

| [Employee Group/Subgroup v (current Year
Obsolete
Cost Distribution v . & Select

| Address 4

[ | Q3E(1) 210 ™  unsapg3e | INS

64. In the screen above, click on the “Infotype Name” Description and click on the G icon which
opens this screen:
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= Display Description (RIS
) -]« eae Do N5 oW

Display Description |

EJEI 2

¢=] ekl =][a) Position HRA 3909 | P3 3909 HUMANITARIAN AFFAIRS OFFICER
Find by | Planning Status Active
~ & Postion Valdity [02.10.2015] to  [31.12.9993] [&  change Information

« [{) Search Term
« [H) Structure Search

Description 015 310032311
Subtype Fulhame ¥
Language English -
Description

(JmE

q HUMANITARTAN AFFATRS OFFICER

[ it cot Ln 1-Ln 1 of L lnes

Record of 2

[» | Q3E(1) 210 ¥  unsapg3e | INS

Note that the correct title of the position is shown.

65. In the screen above, click on the [s icon underneath the Display Description that opens this
screen:

= Display Description "

o ~«udde oPeD O0 e

Display Description

& &G 2

(e]=][e]bx]iE] [=]a] Posttion HRA 3900 | P3 3909 HUMANITARIAN AFFAIRS OFFICER

Find by | Planning Status Active

~ & Posttion Validity [02.10.2018] to  [s1.12.9999 k‘f Change Information

-~ m Search Term
+ (i) Structure Search

Description 015 31003231 1
Subtype Notes—v
Language English -
Description

Internal Reorganization
é MSS Maintain Position

Erand Rieu

| ‘LIl,CDl Ln 1-Ln 3 of 3 lines

Record B of 2

[> | Q3E(1) 210 ™ | unsapg3e | INS
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Note that the Comments entered in the Portal is shown in ECC.

66. In the screen above, click on the @ icon twice which opens this screen:

[ Log Off

Unsaved data wil be lost.
0 Do you want to log off?

ﬁ[ Yes ][ No

67. Click on “Yes” to log off from ECC.

Umoja Training
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Guide on which Infotype in ECC to check for:

Position operational title and org unit (simple move)

Note: The Portal screen is on the left, and the ECC screen is on the right.

- a7
m[]Ja Search: Q- Umoja training portal - T2J Log off
4Back Forward b History Favories Personaize View Hep Welcome: Hema KAMIMURA
OM Administration » Overview Close Ful Screen || Options ~
Plan version Current plan
- 51017308 |
= 31017306
Start Process Position D1 10089 PRINCIPAL CORRECTION
Abbr. ROL 10089
1 2 3
= =
SelectObject  SelectProcess  Fill Out Form
Planned Submitted Approved
A Frevious |
Infotype Name s
Attachments Object « =+ | Operiod
| [Refationships 7| Fom [o1
Maintain Position Overview Description B ) Today
Pasition | 31017306 D1 10089 PRINCIPAL CORRECTIONS OFFICER Planned Compensation L4 ® Al
Incumbent. Vacancy v )From curr.date
Acct. Assignment Features < )To current date
Name: Contract End Date: Employee Group/Subgroup l
Level Contract Type: Obsolete
A <
Option to Maintain \Address -
(& PositifR TieMovement " Expire (" Freezenfreeze
" HR Vacancy  Chief of Org. Unit € Personnel AreaiSubarea
Pasition Details
Personnel Area/Country: KHOU | Cambodia
EHeotive Date: * 19.10.2015 Personnel Subarea/Duty Station:  [KHOD | Phnom-Penh
Positon Tie (Short Text): ROL 10089 Employee Group: 1 International St
Posiion Tile (Long Text): D1 10089 PRINCIPAL CORRECTIONS OFFICE[ [F] Change Position Tte | Employee Sub-Group: PR Professional &
Position Title (Over 40 Characters). [PRINCIPAL CORRECTIONS OFFICER Position Type: 21 GTA Replacem
Budget Title: 70007796 D1 7796 CHEF OF ADMINISTRATION Pay scale type: Ps Professional &
Pay Scale Area wWW Worldwide
Pay Scale Group: D1
Existing Organizational Unit 20010285 UNHQ TRAIN EC
New Organizational Unit 20010285 UNHQ TRAIN EC
0
| >
5 > TIE(1) 520 ¥  unsaptied
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um[]Ja Search Q+  Umojatraining portal - T3J Log off

4Back Forward b History Favories Personalze View Help Welcome: Hema KAMIMURA

OM Administration » Overview Close Full Screen || Options
Plan version Current plan

start Process =} position 31017306 D1 10089 PRINCIPAL CORRECTION
Abbr. ROL 10089

3] 5
1 2 3 4 5 4
SelectObject ~ SelectProcess  Fill Out Form ion

A Previous

Attachments

Maintain Position Overview

Position | 31017308

Incumbent

Name:

Level

Option to Maintain Position

@ Position Tille/Movement
" HR Vacancy

Position Details

Effective Date: *
Position Title (Short Text)

Position Title {Long Text}
Position Title (Over 40 Characters):

Budget Tite:

|

Infotype Name

Object

Relationships

Description

Planned Compensation
Vacancy

AAcct. Assignment Features
Employee Group/Subgraup

D1 10089 PRINCIPAL CORRECTIONS OFFICER

Contract End Date:

D1 Contract Type: Obsolete
Cost Distribution
Address
CEx (" Freezellniresze
" Chief of Org. Unit (" Personnel AreaiSubarea
Personnel Area/Country. KHOO | Cambodia
19.10.2015 Personnel Subarea/Duty Station: [KHOO | Phnom-Penh
ROL 10088 Employee Group: 1 International St
D1 10089 PRINCIPAL CORRECTIONS OFFICE[ [f] Change Position Tile |  Employee Sub-Group: PR Professional &
PRINCIPAL CORRECTIONS OFFICER Position Type: 21 GTA Replacem
70007796 D1 7796 CHEF OF ADMINISTRATION Pay scale type: e Professional & +
Pay Scale Area: wW Workwide
Pay Scale Group: D-1
Existing Organizational Unit 20010285 UNHQ TRAIN EC
New: Organizational Unit 20010285 UNHQ TRAIN EC
i |

I TIE(1) 520 ¥ | unsapties

(period
From 01.01.1800| to
) Today
Al

) From curr.date

() To current date

Select.
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Position freeze/unfreeze and HR vacancy
m[]ja Search: Q- Urmoja training portal - T3J Log off o

4Back Forward b History Favorites Personalize View Help Welcome: Hema KAMIMURA

OM Administration > Overview Close Full Screen || Options v
Plan version Current plan -

;tart Pmcess | Position 31017308 D1 10089 PRINCIPAL CORRECTIOI
Abbr. ROL 10089

Select Object Select Process Fill Out Form

A Previous

Attachments

Maintain Position Overview
Position 31017306 D1 10089 PRINCIPAL CORRECTIONS OFFICER

Incumbent

Name:

Level 0-1 ontract Type:

Option to Maintain Position

(® Position Title/Movement (" Freezemiireeze

" Chief of Org. Unit " Personnel Area/Subarea

Position Details

Personnel Area/Country. KHOD | Cambodia
Etfective Date: * 18102015 Personnel Subarea/Duty Station: [KHOD | Phnom-Penh
Positon Tile (Short Text) ROL 10089 Employes Group: 1 International St
Positon Tie (Long Text) D1 10089 PRNCIPAL CORRECTIONS OFFICE [F] Change Position Title |  Employee Sub-Group: PR Professional &
Position Tile (Over 40 Characters): [PRINCIPAL CORRECTIONS OFFICER Fosition Type: 21 GTA Replacem
Budget Tite: 70007796 D1 7796 CHEF OF ADMINISTRATION Pay scale type: P Professional & +
Pay Scale Area: wW Workdwide
Pay Scale Group: D-1
Existing Organizational Unit 20010285 UNHQ TRAIN EC
New Organizational Unit 20010285 UNHQ TRAIN EC

Infotype Name

Object

Relationships

Description

Planned Compensation
Vacancy

AAcct. Assignment Features
Employee Group/Subgraup
Obsolete

Cost Distribution

\Address

Is

o -
¢~
s
v
L4
L'
v

Approved

(period
From 01

) Today

@Al

) From curr.date

() To current date

I TIE(1) 520 ¥ | unsapties
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Position Chief of Org and modify personnel sub/area

A Previous

Attachments

Position | 31017308

Position Details

Effective Date: *

Position Title (Short Text)

Position Title {Long Text}
Position Title (Over 40 Characters):

Budget Tite:

Incumbent
Name:
Level -1
Option to Maintain Position
(+ Position Title/Movement " Expire FreszeiUnfreeze
(" HR Vacancy " Chief o (" Personnel Area’

m[]Ja Search
4Back Forward b History Favorites Personalize View Help
OM Administration > Overview
Start Process
1 2 3 5 -
Select Object Select Process Fill Out Form

Maintain Position Overview
D1 10089 PRINCIPAL CORRECTIONS OFFICER

ROL 10089

D1 10089 PRINCIPAL CORRECTIONS OFFICE[ (K} Change Position Title

PRINCIPAL CORRECTIONS OFFICER

70007796

D1 7796 CHIEF OF ADMINISTRATION

Q-

Contract Type:

Personnel Area/Country.
Personnel Subarea/Duty Station

Employee Group:
Employee Sub-Group:

Fosition Type:

Pay scale type:
Pay Scale Area:

Pay Scale Group:

Existing Organizational Unit

New Organizational Unit

ontract End Date:

Umoja training portal - T3J

Log off

Welcome: Hema KAMIMURA

Close Full Screen

Options +

KHOD | Cambodia

KHOO | Phnom-Penh

1 International St

PR Professional &

21 GTA Replacem
P+ Professional & +
wW Workdwide
D-1
20010285 UNHQ TRAIN EC
UNHQ TRAIN EC

4
Plan version Current plan -

Position 31017306 D1 10089 PRINCIPAL CORRECTIOI
Abbr. ROL 10089

Infotype Name

Object

Relationships

Description

Planned Compensation
Vacancy

AAcct. Assignment Features
Employee Group/Subgraup
Obsolete

Cost Distribution

\Address

Approved

Is

(period
From 01

) Today

@Al

) From curr.date

v -
v
«
g
L4
v (7o current date
L

I TIE(1) 520 ¥ | unsapties
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Position status

umija

tBack Fon

} Hstoy Favories Pesonsice View Heb

Home Giobal Index ASmnis trator Travel / Shipmant / Ciaims. Officer Exception L L oM. g \ L User Mo Empicyee Se¥-Sq
Plan version Current plan -

Owrvw | My Wossst Position 30077658 P4 5121 POLITICAL AFFAIRS |
a bol 5191 |
OMAgmEusion > Overview Abbr. POL 5121 |
Start Process
b : 2 : 5 Submeted

SeciObpct  SekciPocms  FillOutForm Revirn 90d S

| (s S o (T (G —
~ Description o - (w)Period
Planned Compensation v 7| Fom |26.01.2017
Attachments. =
 Vaangy L () Today
Maintain Position Overview Acct. Assignment Features T Al
Position 3007765 | P4 5121 FOUTCAL AFARS OFFIOR .~ [Employee Group/Subgroup v ()From curr.date
Incumbent _|Obsolete )70 current date
N Sam Jones CartractEnd Dek: 19072017 JiiCos DEbiion 1
Lavak R4 Cortract Tyom Fred Term | Address
UN Posttion Attributes LT E
Option o Maintain Position | Pay Sale Valuation =
" Fosiion Tile/hbvement  Expre © Fremeniiresze
¢ HR Vazaney " Chief of Org. Unt " Personnel AreaSubures
Posifion Details
Furs oonel Area/County: US0D | Linked States of America
EffectieDxta: * 01207 | Fersonnel Sibarea/Duty Station: | USOD | New York
Fos ion Tle (Short Text} FOLE1Z1 Employee Group: 1 Irtesrational Su
Fos ion Tile {Long Text P4 5121 FOUTICAL AFFARS OFFICER | Employ e Sub Group: Frofess onald
Pos tion This (Over 40 Charsciers):  POLITICAL AFFARS OFFICER Fesiton Type 1 5 bl hed Fot
Fesiton Stats:
Budgat Tele: [70005121 P4 5121 FOLCAL AFFARS OFFCER Pay scale type- 1= | Professional & £
Fay Scale Area. [ww | Workiw ide
Fay Scale Group: Fa
Edatng Organzstional Unt: 20004009 CPA QUSGCTIT A1

N Organcations Unk [ | TIE (1) 510 ™ | unsaptle | OVR
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