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Overview 

This job aid identifies the Transportation Management (TM) master data structures, and 
describes the detailed steps required to submit data update requests for TM master data objects. 

Objectives 

This document provides a summary of all TM master data objects, identifies those that can be 
updated via TM users requests and provides guidelines on how TM master data requests are 
submitted.  

TM Master Data Objects 

The full list of TM master data objects is as follows: 

Data Attribute Description Management Mechanism 

Member Countries UN member states Created as business 
partners (BPs) in SAP ECC 
and migrated to TM 

Plants UN entities – missions, HQ, OAHs, other offices, 
etc. 

Configured in SAP ECC as 
shipping points & migrated 
to TM 

Shipping points Final UN destinations to which UNOE, troops or 
COE are shipped. 

Configured as shipping 
points in SAP ECC & 
migrated to TM 

Vendors Commercial suppliers of goods and services 
procured by the UN 

Created as BPs in SAP ECC & 
migrated to TM 

Carriers Commercial providers of transportation services 
procured by the UN 

Created as BPs in SAP ECC & 
migrated to TM 

Products (ECC) Goods procured, managed or controlled by the 
UN 

Created as material master 
records (product IDs) in SAP 
ECC & migrated to TM 

Products (direct in 
TM) 

Goods or services procured by the UN for the 
transportation of COE and / or troops 
maintained only in TM 

Maintained in TM 

Contact Persons Individuals from vendors and carriers that are 
principal contract with the UN and that have 
external access to Umoja to provide TM updates 
in relation to procurement and transportation 

• Unite Id created 

• TM BP created 

• Umoja access 
provisioned 
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Data Attribute Description Management Mechanism 

Location Factory, airport and port locations Maintained in TM 

COE Pickup Locations Locations where the UN receives and / or 
returns contingent owned equipment (COE) 
from member states 

Created as vendors in ECC 
& migrated to TM 

Zones Geographic zones – initially countries and 
regions defined as zones 

Maintained in TM 

Transshipment point 
assignment 

Transshipment points are where the mode of 
transport is changed (road to sea, air to road, 
initial pick-up, etc.). Zones, vendors and COE 
pickup locations are assigned to transshipment 
points 

Maintained in TM 

Locations to 
incoterms 

Unique list of handover locations where 
ownership / responsibility is transferred from 
the vendor to the carrier or UN 

Maintained in TM 

Transportation Lanes Individual transport legs with means of 
transport. For example: factory to departure 
port (truck/road), departure port to arrival port 
(sea), arrival port to mission (shipping point) 
(truck/road) 

Maintained in TM 

Default Routes Default transportation routes (specifying all legs 
and means of transport) from departure points 
to arrival points. Departure and arrival points 
can be COE locations, vendors, shipping points 
or zones. Example: Nissan Tokyo to Yokahama 
port, Yokahama port to Mombasa port, 
Mombasa port to MINUSCA / Bangui. 

Maintained in TM 

Internal BPs Missions, offices, UN departments Maintained in TM 

Internal Contacts UN staff and their function in internal BPs – 
particularly used to specify email addresses for 
individuals for notifications 

Maintained in TM 

Rates UNOE, COE and troop rates for transportation 
(truck, sea, air) 

Loaded via business upload 
tool 
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TM Master Data User Requests 

Types of Request and TM Data in Scope 

There are three types of TM data request: 

• TM Master Data – standard TM request to add, update or block a TM master data record 

• Contact Person – a request to provide, modify or remove TM access to an external vendor 

or carrier user 

• CIF – in this case the data already exist in SAP ECC and the request is to transfer the data to 

TM 

The following table identifies TM master data objects that can be updated via a TM user request, 
and indicates the request type for each: 

Data Object Request Type 

COE Pickup Location TM Master Data 

TM Products TM Master Data 

Locations TM Master Data 

Zones TM Master Data 

Assign Transshipment Points TM Master Data 

Transportation Lanes TM Master Data 

Default Routes TM Master Data 

Transportation Management - Contact Person Contact Person 

Vendor CIF 

Carrier CIF 
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Procedure 

All TM master data requests are managed through the standard MDM processes. The MDM 
process for each TM data object is indicated on the MDM page in iSeek: 

https://iseek-external.un.org/departmental_page/master-data-maintenance-0  

 

The relevant section of the iSeek MDM page and the information provided are as follows: 

  

 

  

https://iseek-external.un.org/departmental_page/master-data-maintenance-0
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Submitting a TM Data Object request 

TM MDM requests are submitted according to the following steps, actions for the different 
types of request are indicated: 

 

1- Go to https://iseek-external.un.org/departmental_page/master-data-maintenance-0 
 
2- Under Master Data Management Forms (UE2) 
 
3- Locate Transportation Management MDM Templates 
 
4- Locate the specific data object 

 
5- For TM Master Data requests (COE Pickup Location, TM Products, Locations, Zones, 

Assign Transshipment Points, Transportation Lanes, Default Routes) 
 

• For single record requests, download and complete the InfoPath form only 

• For multiple record requests, download the Infopath form and the Excel template, 
specify one record in the InfoPath form and the additional records in the Excel 
template 

• Send the Infopath form and Excel template (if used / a multiple record request) via 
email to umoja-mdm@un.org for processing 

 
6- For Contact Person requests (Transportation Management – Contact Person) 

 

• Download the Infopath form and the Excel template 

• Complete the InfoPath form to identify the vendor or carrier and the number of 
contact persons to create, update and / or expire 

• Complete the Excel template to specify the contact persons to be processed in the 
corresponding tabs (create, update and / or expire) 

• Send the Infopath form and Excel template via email to umoja-mdm@un.org for 
processing 

 
7- For CIF requests (CIF Template) 

 

• Download and complete the Excel template 

• Use the “iNeed Self Service” link on the iSeek page to navigate to iNeed Self Service 

• Enter your EIDMS username and password and any other information requested 

• Within iNeed Self Service click on the link to Raise a Request 

• In the “Search Catalogue” field, enter “CIF Template”, hit Enter 

• In the results click “CIF Template” and then click the “Continue” button 

https://iseek-external.un.org/departmental_page/master-data-maintenance-0
mailto:umoja-mdm@un.org
mailto:umoja-mdm@un.org
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• Provide the relevant details under “Fill out Request Details”, attach the template 
under “Attach Documents” the Excel template 

• Click the “Submit” button to submit the request 

• See the following link for information on submitting iNeed Self Service requests: 
https://iseek-external.un.org/departmental_page/ineed-self-service-training-
resources 

 

  

https://iseek-external.un.org/departmental_page/ineed-self-service-training-resources
https://iseek-external.un.org/departmental_page/ineed-self-service-training-resources
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Infopath Forms 

Infopath forms have two sheets: a data entry sheet and an instructions sheet. The user 
submitting the request provides request and requestor data in the data entry sheet. The 
instructions sheet provides details on the information to be provided. 

 

 

 

  

Data Entry sheet – enter request data 
and requestor data. Click “Instructions” 
to see instruction information 

Instructions sheet – provides overview 
and field by field information.  Click 
“Return to form” to go back to the data 
entry sheet 
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Templates 

Templates are used to provide input data through an Excel file. They are generally used when 
there are multiple records in the submission. However, for CIF and contract persons a template 
must be completed. 

Templates consist of one or more data entry sheets and an instruction sheet. The data entry 
sheet is in tabular format and allows entry of a list of records to be updated. Columns with 
yellow background and red text are required. Where relevant values are selected from a 
dropdown list. The instructions tab provides information on the overall data object and the 
columns to be entered. 

 

Sample data entry sheet: 
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Sample instructions sheet: 
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TM Request Forms and Templates per Request Type 

The following sections show the request forms and / or templates for each request type and 
provide information on the key elements of each data object request. 

Transportation Lanes Request 

Form 
Key elements of the Transportation Lanes request data entry form: 

 

 

Template 
Similar information is specified in the template: 
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Locations Request 

Form 
Key elements of the Locations request data entry form: 

 

 

Template 
Similar information is specified in the template: 

 

  

further columns 
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COE Pickup Location 

Form 
Key elements of the COE Pick Up Location request data entry form: 

 

Template 
Similar information is specified in the template: 
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TM Products Request 

Form 
Key elements of the TM Products request data entry form: 

 

 

Template 
Similar information is specified in the template: 
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Default Routes Request 

Form 
Key elements of the Default Routes request data entry form: 

 

 

Template 
Similar information is specified in the template: 
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Zones Request 

Form 
Key elements of the Zones request data entry form: 

 

 

Template 
Similar information is specified in the template: 

 

  
further columns 
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Assign Transshipment Points Request 

Form 
Key elements of the Assign Transshipment Points request data entry form: 

 

 

Template 
Similar information is specified in the template: 
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CIF Request Template 

The CIF request template is used to identify carriers and vendors to transfer from ECC to TM. 
This is specified in the BP tab. Specify the BP# and name. Under BP category specify “Carrier / 
Freight Forwarder” if the BP is a carrier or “Supplier” if the BP is a vendor. 

 

 

The instructions tab provides information on the input to be provided. The combined number 
of carriers and vendors to transfer must be specified against BP in the bottom (red) table. This 
is used as a cross reference / verification of the number of records entered in the BP tab. 
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Contact Person Request 

Form 

  

  



 

 

Requesting TM Master Data Umoja Training 20/22 
 

 

Job 

Aid 

Requesting TM Master Data  

Template 
Create Contact – Vendor / Freight Forwarder Request 

 

 

Update Contact – Vendor / Freight Forwarder Request 

 

 

  

further columns 

further columns 



 

 

Requesting TM Master Data Umoja Training 21/22 
 

 

Job 

Aid 

Requesting TM Master Data  

Expire Contact – Vendor / Freight Forwarder Request 
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