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Purpose

In Umoj
service
outside

a you will always be required to mark absence from the office through the Employee self
and you will not normally be required to mark your attendance. However when you work
normal work hours, use flexible work arrangements or have a contract that only calls on your

services certain days (such as a WAE contract) you will be required to submit your attendance in ESS.

As there will be no record that you worked those hours or days unless you enter the attendance
information in the system, you are advised to be diligent about keeping an accurate attendance
record as otherwise it may have an impact on our pay.

Use this procedure to submit requests to record the following attendance types:

Telecommuting - use to record telecommuting hours/days.

Overtime (1.5 and 2.0) - use to record overtime hours worked with a 1.5 or 2.0 payment factor,
respectively.

Standby/Oncall - use to record hours spent on Stanby or Oncall.

CTO Accrual - use to create the CTO quota which can be used later by the CTO absence
entry.

Attendance (Compressed) - This is used to record the "extra” hours that the staff member works
on a compressed work schedule. It generates a quota called compressed regular day off
which can be used by entering absence type Compressed regular day off (on the 10th day of
a ?in 10 compressed work week]. If the quota is not enough, meaning the staff member has
not recorded enough "extra" hours for the 10th day, it will not allow the absence to be
recorded.

Attendance When Actually Employed (WAE) - This is used for WAE entries and has to be
entered for every day that the WAE staff will be paid (you can use a date range for this entry).
Note that the staff member needs to be in the 7DAYWAE work schedule in order for all entries
to be paid regardless if it is a weekend.

Daily Cnf Lng AddI Days (Daily Conference Language Additional Days) - This is for conference
language staff (daily) that work during the weekends. Normally, the conference language
staff is paid based on a 5 day/week schedule but if the staff works on the weekends, this entry
needs to be made to allow additional payment.

Official Business - use to record hours/days when the staff member is on official business.

Intended Audience

e Staff Member
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Global Process

This process begins after the staff member has logged into the Umoja Employee Self-Service

application.
S
X Staff member receives
Records Notified of octS eV notification and
attendance . subm|55|on v\e\ reason for rejection
—— UMijja—s
o
N Staff member and HR
Staff Member/ Time Manager Sh @que Partner receives
HR Administrator* St notification

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

1. Staff Member receives approval offline from the manager to work for certain days/hours.
2. Staff Member records hours worked leave through the Umoja Employee Self-Service portal.
Time Manager verifies and reviews the request through the Umoja Approver Work Centre.

a. If the Time Manager approves the request, the request is recorded in ECC and a notification is
sent to the staff member.

b. Ifthe Time Manager rejects the request, the staff member is notified. The staff member will need
to create and submit a new request.

Objectives

As part of the demonstration, we will show you:
1. How fo record the days/hours you have worked.
2. How fo ensure your secondary time manager(s) receive nofification of your request.

3. How to check the status of your request.

Scenario

A staff member worked 4 hours of CTO on 7 April 2015 and is recording the hours accrued.
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Menu Path

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

Employee Self-Service SM > Overview > Time Management> Create Leave Request

Procedure

Before we submit a leave request, we will be showing you how to check the time managers and time
administrators assigned to you. Every staff member is assigned a primary time manager who is
responsible for approving your time related requests. Your primary time manager can delegate the role
of time approver to one or more secondary time managers.

Welcome to Umoja

Welcome to Umoja

Approver Work
Center

Approver Work
Center

User Map

&E User Map

Click on the YserMap jiny.
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User or Employee Search

" MyApprovers | MyAccess | Workiow Guide | Enterprise Roles | Pasameters

View: Default [« || [Expon

Eou
ELED\‘.'I
Glo =T
Payrall
R Traved
| [Standard View]

HR Partnet - Enfitlements

Index Mumbser

20001401

20030438
20030215
H00E5554
20036610

Employes Name '
Easton GROSMAN

HR Gl Administrator MINUSTAH

Clarence MAHER
Dagimawe DRUM
Ignace MARASHID
Brody FONOHEMA

2. All managers and administrators assigned to you are listed in the My Approvers table, to view the
managers and administrators associated with fime, select Time from the View drop-down menu.

User or Employee Search

My Approvers | Myhccess | WorkdowGuide | Enterpase Roles Parametsrs
View: e [=] | [Export]
Relationship index Numbsr  Employee Name 4 SAPLogin D
?

Frimary Time Managers ZOM01556  GABRUEL D2TMMGR1

Sacendary Time Manager 20001030  Damlcla DUA C2THPTIMA
20001181 Hyock EWENS OZTMETMG

Time: Admincstratos 20000572 ALLIE CARESSA CZTMADM3
20000837 Amyatoy BERNTSON DZTRAADM13

WAAAATED

..... FETE A DL ET

3. The Time Manager(s) and Administrators are listed. Your primary manager is GABRIEL who has
assigned two secondary time managers.

ﬁ Next, we will be demonstrating how to record CTO Accrual.
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4.

Start the tfransaction using the menu path:

Employee Self-Service SM>Time Management>Create Leave Request

User Map - Umoja qa portal - Q3J - Windows Internet Explorer

umrija

4 Back

Home

Forward # History Favorites  Personalize

Employee Self-Service SM

Overview

Home = Owveniew

User or Employee Search

Employee Self-Serice SM

Click on the tab.

Employee Services

®

Life and Work Events

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

ime agement

In this area, you can use senices to record your
working time, request leave, and display your
time account data

View Help

&
B

>

R G et

Travel, Shipme

In the area, you
requests, shipme
reports.

Quick Links

Traveler Work Ce
Create Official Tr
Create HR Travel
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Recording attendance
Quick Reference

Click on the Time Management |

Time Management

sapecies dat of deary Cam wn Bhn weecs, fo el maierty lene 0t
ety e gt ol sede Ba mareey Wireewn (L sesin! D aseba ) e
Switepry pinad. plisiris Brng B |z fanisn of e Hesan Besoccen

Timeshast
Cardy Wartrdy Tose Ssvraey
Yow L8 Sorec] ain Thil ergeibied s |13 P or et erine B D e moriies]
T

Cundy hrvanl Trvm Domrvary

¥You Lo Carec] avon Tl ongnibied due 13 roortect sntian H the fene riorideyg
el

Al Terw B piwrreend o Frpssmen Yamm

Yorw hines Saars
You tan carsdd sTon Tut ongnated dus iz roomecs snirem o e me meconding
imrrenai

Click on the Create | eave Request link.

Humam EVERY - Leave Request: New

|~ Loave Details  Check

** Please, remamber to use check button to calculate the days/hours™

Sl Flagatafionn o el ! npusl b § 81841

e et pondied Figrani

Vi L Py Tn Lo Do e it CSBg. ir (A el b i
B Tt e b Wi (0 B e bl e

You Lt drapley yiwr bseece bEdeC s rfrTalle by

Additional Data
= Type of Leave [l Leanve -
Yary Dty |
D e
NCRptE: | Patemsty Leaa
General Dats IMﬂﬂ.IM Limve
= Sram Datg- | Overtme (1.5) Selact time mansg
20}

Select CTO Accrual from the list of leave types.

Department of Management
Office of Human Resources Management
23 April 2015
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data

* Start Date: | 13.04 2015 _ [D
! .
* End Date: LA | Apnl 2015 ¥ Ill-l i
Mo Tu We Th Fr Sa Su| =

Begin Time: | ,, 10234 5!
End Tima: | 15 E B 9 10 N ﬂ‘i |
Absence hours: |16 13| 1415 (16 17 18 |19 | 800
Mew Mata 17 20 21 22 23 24 25 EBE 1

18 27 28 29 3D
19

Select the date you worked CTO. Dates can be selected from the calendar by clicking on the
Calendar icon or entered directly into the field using the DD.MM.YYYY format. In this case, select 7
April from the calendar.

@ Remember, you can only record days/hours that you have already worked and have
P been approved by your manager offline, you can not record future hours yet to be
completed.

Also, each day of CTO completed must be entered separately, for example if you accrued
4 hrs of CTO on 7 April and 4 hrs on 8 April, these must be recorded separately.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data

= Start Date: |07.04.2015 |

* End Date: [13.04.2015 _ 1a]
Bagin Time: T Aprl 2015 b
Mo Tu We Th Fr Sa 5Su |
End Time: | 44 1 |2|al4]5l

Absence hours: | 45 & g 910 11 12 8.00

MewMote: | 16 12 14 15 16 17 18 18 |
17 /20|21 | 22 23 24 25 26
18 27 28 29 | 30
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10. Select or enter the date you completed CTO. In this demonstration we entered the end date of 7

April.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

General Data
* Stan Date: |07.04 2015
* End Oate: | 07.04 2015
Begin Tima: | 1700 |
End Time: | 0RO

Absence hours B0
Mew Mote

& &

11. Enter the fime you started working the CTO hours using the HH:MM:SS format in military (24hr clock)

fime. In this demonstration, 17:00 (5 PM) was entered.

Humam EVERY - Leave Request: CTO Accrual, 13:04.2015

General Data

* Start Date: [07.04.2015 ia]
= End Date: |[07.04 2015 8|
Began Time: |17:.00
End Time Im |
Absence hours 8.00
Hew Mote

12. Enter the fime you ended working the CTO hours using the HH:MM:SS format in military (24hr clock)

fime. In this demonstration, 21:00 (9 PM) was entered.
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

= Loave Details LCheck

" laas, remeenbe 10 use check bamoa 0o co lowlate the dayshoun™ Adniag] Cita
* Type of Logw: |70 Ascrusl -
Bescrption Price authonzaton v requansd beliors recaiting any Sabect e manager 10 a-masl 5
“Chaprioma 1.6 Owgrtirs 207 and “Compasaatory Time-off
Grenral Dats
= Tiat Date: |07 04 2015 m
* End Date: |07 04 2015 m
Bagn Turw: | 1100
Erd Turws: [2100
AbiEnce by B0
P Picte | Wiorkad 4 hin on Progect B
13. You may add remarks or comments in the New Note box, for example we added "Worked 4 hrs on
Project B".
@ Next, we will select the time manager(s) who should receive your request.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

= Plaass, temambed 5 e Chack bunos o caloulste the dapehosn™ Asbiiricans | Dlats
= Type of Lo | CTD Agcriasl -

L — Preor sathons ataon i eegundd Belory necondng arry lhﬂl e managm B2 #-mad il ]
s "Deassrma 147, Tharamg & 07 snd "Compuasory Terug-off

Comanal Dals
= Suan Dow: |OF G 3215 [ 4]
= End Ciagn: |07 84 3815 : ]
By Tima: | 1700

14.

Click on the drop-down arrow fo view a list of your primary and secondary time managers. The list
may be blank if your primary manager has not delegated this responsibility.

Your primary tfime manager will automatically receive notification of your leave request even if s/
he has delegated the time approval function fo a secondary manager.

If they have delegated the time responsibility to a secondary tfime manager, your secondary
manager will not be notified of the request unless they are selected from the list of time managers.
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Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

* Loave Dotaih Checi

= Plaass, remamber o use check Bulton o calculaie the daysBoun™ AddEonal Data
= Typs of Lidess: | CTO Acoresl -

et gy Py e - et Y —
Ganeial Data Hystk EWENS

= Srpet Date | OF B J0RE 1] RABRSEL

= End Dt |07 04 2005 | 'a] E]

Begmn Tima [17:00

End Trm 2740

Abbanle hiirs

Pl Mo

15.

EOS
Warkad 4 hes on Proges B

Select your secondary time manager from the list of managers who should receive nofification of

your request or select ALL and all the secondary time managers will receive a notification.

@ Next, we are going to have the system check your request against any other requests you
have submitted.

Humam EVERY - Leave Request: CTO Accrual, 13.04.2015

* Leave Details

Check

reiniiitasts PR R
** Please, remember to use check bution to calculate the days/hours™

* Type of Leave :_CT'D Accrual :'_'

16.
Click on the

Prior authonzation is required before recording any

Descrption "Cwertime 1.5°, "Overtime 20" and "Compensatory Time-off

Check

button. This will check your request against any other requests you have

submitted to ensure there are no conflicts.
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Humam EVERY - Leave Request: CTO Accrual, 07.04.2015

Humam EVERY - Leave Request: CTO Accrual,

(=] Send |

17.

Cher Send Jwe request was
suc

¥ .Ca.lendar

Click on the |
request.

Team Calendar Leave ﬁaquests Absence Balance

Send

button. You will be asked to verify the information you entered for the
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Leave Request: New

Type of Absence
Type of Absence: CTO Accrual

General Data

Start Date: 07.04.2015
End Date: 07.04.2015
Begin Time: 17:00:00
End Time: 21:00:00
Abs/Att hours: 4.00

Mote: Worked 4 hrs on Project B

Additional Data

Selected time manager to e-mail: Al

| Cancel

18. Verify the information (dates, note, calculation of used dates and managers who will be notified)

and click on the | @& button. Your request will be sent to your primary fime manager and any
secondary time manager you selected earlier.
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Humam EVERY - Leave Request: New

Humam EVERY - Leave Request: New
(=] Send
[#] Leave request was sent successhully]

L Calendar Team Calendar Leave Requests Absence Balance |

19. Your request will be sent fo your primary time manager and any secondary fime manager you

selected earlier. Next, click on the Leave Requests
tab.

Humam EVERY - Leave Request: New

o Cwarm Towm Cemtar | mve Hequaats Rimarce Hmancn

e b 1 iy

1ype o Adnance Stwt Dats End luts Voust Procwusar Staman B lakn ey AR fuba by Ueed =
FillEnt; Lus 29003915 T AR Fani 1] 200 16 ey

S gy 14 0 4 uF B CaAbeFL ] 1] (1]

EI0 Al 04 3008 ar o T AT San LT ] 1] |
[ e ETTF AT T Aperoed (] [CHE

o= AT 00 2 FaliiFo it ] 190 400 | T Oy -

20.

Your request has been sent to your time manager and is shown in the Leave Requests as sent. The
status will change when approved. Your Primary fime manager will appear in the table but the
request will also be sent to any secondary manager you selected in the steps above.
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