Administration of
Interns in Umoja
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1. What’s New!

The topics listed below provide an overview of what’s new in the online version of the
Administration of Interns in Umoja since its original publication.

15.10.2021 Initial Release

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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https://www.un.org/en/about-us/terms-of-use

2. About this Manual

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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2.1. Scope

This document is intended to provide Umoja operating procedures. From time to time changes
in the system may occur which warrant to this document. Please refer to this online document
to ensure you are working with the latest instructions. See for a list of changes to
this manual.

This manual specifically addresses requirements for the administration of interns derived from
best practice and reporting requirements. Entities are encouraged to complete all steps to
avoid the need for manual reporting. Further notes and information will be provided at
important steps that should not be skipped, ensuring complete reporting.
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3. Process

Intern Opportunities are published via Inspira as Temporary Job Openings. The recruitment
process ends with the selection in inspira of the most suitable candidate. Interns are not part of
the Offer Management Module in Inspira, and so their onboarding is completed offline via email
exchange. Accordingly, no direct link between inspira and Umoja exists to feed the Umoja

process.
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3.1. Preparing to Enter a New Intern

Before Entering an Intern into Umoja, HR Partners must;

1. Check if the candidate already has an Index Number. (see the

)

2. If not, an Index Number must be created.
(see the

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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3.2. Preparing to Maintain an Intern Contract
Information

It is important to adjust the Contract End Date if an Intern is extended to ensure proper
reporting.

This date will also be used to calculate whether an Intern has reached the maximum internship
period of 6 months.
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3.3. Preparing to Exit an Intern

It is important to enter the correct End Date of the contract for reporting purposes.

When exiting the Intern, the focal point should also;

1. Send out the Intern exit survey,

2. Issue the Internship certificate.
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4. Procedures

The following procedures illustrate the steps for processing Personnel Actions to:
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United Nations - DOS Administration of Interns in Umoja - 1_en

4.1. Enter a New Intern in Umoja

4 N

ﬁ Rose Frappe is a new Intern who will be working for ESOG in New York from
01.05.2021 to 30.09.2021.

Procedure

1. Start the transaction using the menu path or transaction code, PA40.

(= Menu  Edit Favorites Extras  System  Help

PA4D| v |« @ = H #®

ENte'> Fasy Access

REF & ik = 4 | v a

2. Enter the first day of the internship as the Start Date.

( )
— The date defaults to the date on which the action is created, so
= it is important to ensure this date is correct as it will be used for
reporting.
. J

In the Personnel Action list, scroll to locate then select the Enter Non-Staff no PY/

o

External PA. Click ¥ to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 11 of 31



United Nations - DOS

Personnel Actions
) el ) [ v
Find by

+ (B Colective smanch help
+ ) Search Term
+ (Bl Eree saanch

3. Enter or select

a. 02, Not On Payroll EG=X, as the Reason for Action,

= i Passon Pershia.
Sane [Baee TRAFFE |

EE g [%| Mon Sxaff no Payrad
EE Subgrs [XA! Create Indax Mumber
Seart

IFLRRI Pers.fumgn

o052 e [31.33.88H)

| Action Type
 [5apwaon OF Retned §m

[r308] e vork

b. X4 Intern for Employee Subgroup,

then click El to continue.

SRR Smeansal | *E

Emp. St nact_

Persann.,, EE group  EE suibg... ﬂ

[E Copy Actions (0000)

(V] 48 @@ CHR 080 BER @@
~ Copy Actions (0000)

Hame Rose FRAFPPE

Pers.No. |29162¢e38]

& @ 2 ' (Execute info group & Change info group

Pers.Assgn

EEGroup [X| Non Staff no Payrol [os00]  New York
EE Subgrp XA Create Index Number

|99999999 25162838 ( 1)

19

Emp. 5tat  Inactiv_

[@ save your entries

Start [o1.05.2021] to  [31.12.98ssl
I' e 1 I
Action Type |Enter Non-Staff no PY/Extemal |
Reason for Action f02]  Not On Payrol EG=X
| Status
Customer-spedfic [ =]
Employment |Inactve -
Position 99993339  Integration: defaul posi
Personnel area US00| United States of America
Employee group r’ﬂ Non Staff no Payrol
Employee subgroup  {4i1|  Create Index Humber
| Addtional actions |

Administration of Interns in Umoja - 1_en

4. Review and correct any Personal Data as needed.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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United Nations - DOS Administration of Interns in Umoja - 1_en

If any information is changed or added, click El to Save.

If no changes are made, click & to skip.

= Copy Personal Data (0002) v

¢ -qBjece LHr vnos BE @B
Copy Personal Data (0002) |
e

pers. No. [29162838] Pers.Assgn 99999999 29162838 ( 1) - =
Name [Rose FRAPEE | Emp. Stat  Inactiv_.

EE Group %] Mon Staff no Payrol [o500]  Mew York

EE Subgrp X2 Create Index Number

Start [ot.05.2021] To [31.12.9898

[ Name |
Titke M5 =| Name Format | |
Lastname FRAPPE | Bithname | ]
Frstname  [Rose Second Name | ]
Middle Name | | neal

| HR Data
Date of Bith [01.12.1981]
UN National [oftheusa =] Othr/Birth [ -/ v|
Martal Status  [Sngke ¥ Since [ loependents [ |

City of Brth |New York

Country of Birth |USA |
Gender Female |

| Addtional fields
[[ISingle Parent

(@ save your entries q

5. Click Assignment.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
O . : Page 13 of 31
Please always consult this site to get the most updated information.
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Administration of Interns in Umoja - 1_en

[E Infotype Edt Goto Extrgs System Help

Copy Organizational Assignment (0001)

@ @B 2 orgstucure

@ | 4B Ieee LHRE b0oD BE @®

Pers. No. [29162838| Pers.Assgn  |99999999 20162838 ( 1)
Name [Rose FRAPPE | AT of the USA
= e
EE Group X' MNon Staff no Payroll TUS00|  MNew York
EE Subgrp (XA Create Index Number
start e ilte =112 a0

{Enteinrise Soruchire .

| Personnel Structure

Record created

g

CoCode 1000)  United Nations
Pers.area Us00|  United States of America Subarea Us00| MNew York
Cost Ctr itk Bus. Area | ]

EEgroup & Non Staff no Payrol Payrarea |33  Not Payrol Relevant
EE subgroup %4 Intem Pos. Type [
| Organizational Plan
Percentage  |100.00| [ B Assignment ,
Pasition |28933993| Integration: defactp_ |
Job key 100000000
Org. Unit [o0000000]

24

6. Select the Organizational Unit radio button, then enter or search for and select the

appropriate Org Unit.

4 )
— For reporting purposes, it is important to enter only the highest
category, for example, if the intern is in DOS/HRSD/OSAS/
NSCU, DOS should be selected.
& J

Click Continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.

Page 14 of 31



United Nations - DOS

& B c@e@ BHRE o ER om
Copy Organizational Assignment (0001)
H B 2 orgStucure

Pers.No.  [29162838] PersAssgn 00999900 20162838 (1) ~|
e
Hame [Rose FRAPPE NAT of the USA Emp. Stat  Inactiv..

Postion  Name Perc... Start Date End Date  Opertion ﬂﬂ_.

=
|
|
|

i LR

My (¥ asgn [ oceme | BB

E
()No assignment 8 99900009 Integration: default position
(®) Organizational unit

|EV Continue ix Cancel assignment

LS

[ Infotype Edt Goto Extras System Hebp -—

7. Click El to save and continue

e = -l«{Bleee cuir nooo PR 08
Copy Organizational Assignment (0001)
@ B 2 o0rgStucture

Pers. No. (20162838 Pars.Assgn | 99909900 20162838 (1) -
Naze [Rose FRAPEE | NAT of the USA Emp. Stat  Inactiv..
EEGroup [X| Non Staff no Payrol [osaa]  mew vork

EE Subgrp [32] Create Index Number

start [ 77|00 [31.12.9999]
| Enterprise Structure

CoCode [1000]  United Nations

Pers.area [uso0]  United States of America Subarea [us00]  New York

Cost Ctr Bus. Area

| Personnel Structure
(=]

EE group % Non Staff no Payrol payrarea 93]  Not Payroll Relevant
1= Rl ot oot
EE subgroup X4  Intem Pos. Type -
| Organizational Pan | Person Responsble
Percentage | c.00] (B
Posttion [29999333] Integration: default p..
Job key [naoooana|
Org. Unk [20001858] EOSG
EOSG
[# save your entries gy

E jnfotype Edt Goto Extras  System  Hebp -

Administration of Interns in Umoja - 1_en

8. Itis important to enter both a Mailing Address and an Emergency Contact.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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United Nations - DOS

Select Mailing Address and the click E to continue.
= jnfotype Edt Goto Extrgs System Help -—

& [ “jiB e CHE DDOO IR @B

Copy Actions (0000)

& & 2 @execute nfogroup & Change info group

type "Addresses” (1) 7 Entries found

2P hetiv..
EE Grou
EE S bg}—"".
g 04 )= 1
Start STypM
1 Maiing Address
| Persond > permanent Address
Action |3  Emergency Contact
Reason|4  Duty Station
5 TDY Address
6  Tax Purposes
Status
I 7 Famiy Address (Prior DS)
Custon
Employ
| Organiz
Positiof
Person
Employ
Empiloy]
| Additiof =
Start Ol 7 Entries found i
A 4

Administration of Interns in Umoja - 1_en

9. Enter the primary mailing address info including a phone number, then click El to

continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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& [nfotype Edt Goto Extrgs  System  Help -
g | 4B /e@Q@ CHE bDoOD B @@
Create Addresses (0006)

H A £ Foreign address

Pers. No. |29162838 Pers.Assgn (99999999 29162838 ( 1) -

Name [Rose FRAPEE | HAT of the USA Emp. Stat  Inactiv.

EE Group T Mon Staff no Payroll TS00| MNew York Org EOSG

EE Subgrp

Start | to  [31.12.9999]

| Address
Address type [Maiing Address -

Address ine 1 1333 e 33rd street
Address ine 2 apt4A
City/county _'new york
State/zp code W | New vork [10016
Country Key usa -
| i
Communication | ceLL] [212-232-4040 |
[ 11 1]
1
Save your entries SAP 4

10. Select Emergency Contact then click E to continue.

Administration of Interns in Umoja - 1_en

It is important to enter an emergency contact on file to ensure duty-of-care.

E [nfotype Edt Goto Extrags System Heb

" (1) 7 Entries found

@ | vJiB @@ LHB INOD BEER 0B

e Group v i ) B8] 8] 2 B )
EE Subgm %4 STyp Name
Start 1 Maiing Address
2 Permanent Address
lactif 3 Emergency Contact
e -
O pe 5 TDY Address
AR 6 Tax Purposes
7 Famiy Address (Prior DS)
Customer-spef
Employment
| Organizational
Position
Personnel areq
Employee grol
Employee subl
|:AddNoral s 7 Entries found

|ActR |Reason for action

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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11.

12.

Enter the contact information, then click El to save.

[E Jnfotype Edt Goto | Extrgs | System Help
& | B @@ DHE DL BER @8
Create Addresses (0006)

A B &2 Foreign address

Pers. No. 29162838 Pers.Assgn /99999999 29162838 (1) -

Naze [Rose FRAPPE HAT of the USA Emp. Stat  Inactiv..
EE Group |%| Non Staff no Payrol [0s00]  New ork org EOSG

EE Subgrp [%4] intem

sat  [or0s.z0zigto  [31.12.99%9]

| Address - -
Address type Emergency Contact |
Relationship [los] Parent
Care OF Lia Frappe
Address ine 1 3466 E 135 Frontge Rd
Address ine 2
City/ county Edmond
Statefzip code lox |  okiahoma [73013
Country Key [usa =

| Ca ication:

e - :
Communication ||CELL| (405-303-3030

T 1
TEL2| |405-270-88393

Additional fields
E MALL Address

| |frappe.la@gmai.com

4

|
Save your entries grr 4

Administration of Interns in Umoja - 1_en

Enter the date for the last day of the internship as the Valid Until date.

r

supervisor.

In remarks, enter the organizational unit and the name of the intern’s

Click El to save.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.
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United Nations - DOS

[ nfotype Edt Goto Extas System Help
¢ @ ~ldEleee LHR p0oo PR Q@

Create Contract Elements (0016)

Q B 42 | Maintain actities

pers. No. [29162838] Pers.Assgn | 99999995 25162838 (1) -l
Mame [Rose FRAPEE | WAT of the USA Emp. Stat  Inactiv..
EEGroup [X| Non Staff no Payrol [vs00]  New York org E0SG

EE Subgrp [%4] Intem

Start [o1.05.2021] To [31.12.3883|

| Contractual Reguls
| Contract Type
|

[Non-staff Others =] | vald unti

{30.09. 2n21]|jTJ"
|

[ Addional fields

E Rules Series ID -

| Status D [ el

| Recruttment. Indicator [no |
| Contract Status [ -
 conac Tem e -
| Contractual Payment Status Order [Prorated -

i!o.gu"n-moe |

|
| | Supsrvisar = Jahn Rizarda |

[@ save your entries g

13. Select Passport1 then click E to continue.

& Copy Actions (0000)
¢ @ FlqEB COe@ LHM Dhos FER O

0

i "1':=-_§;'b't';'1i:s'rbf infotype "Personal IDs" (1) 24 Entries found

o BB 581 —

EE Grou IC Description

EE Subg 01 G4 Visa -

Start 07 G5 Vea 1ot
10 Perm Resident

3 13 Bl Visa

| Person ¢ g3 visa

Action| 19 1.5, Work Permit
Reaso 20 Non U.5 Official d/s Visa
! 22 DtyStation Residency Card
[ Status| 25 Carte de Leg
Passportl
31 Passport2
Emphoy 34 Drivers Licence
. 36 LP1
| Organil 37 Lp2
Postiol 38 LP3
Persor| 39 LP4
43 Birth Certificate %
46 Mariage Certificate -

24 Entries found
| | actions.

- 4

4

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.

Administration of Interns in Umoja - 1_en
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United Nations - DOS

14. Enter the passport information then click El to save.

[= jnfotype Edt Goto Extrgs System Help -—
[ 4B @@ DHE DO @@
Create Personal IDs (0185)
@2
Pers. No. 29162838 Pers.Assgn | 99999999 29162838 (1) -
Naze [Rose FRAPPE NAT of the USA Emp. Stat Inactiv_.
EE Group |X| Non Staff no Payrol [osoo]  New York org EOSG
EE Subgrp [%2] ntem Appt  Non-staff Others Exp [30.09.2021
From [ons.z0nife  [31.12.9999
| Personal IDs
ID type [Passport1 v|
ID number [12245678
Date of issue [01.04.2014]
vaid to [01.04.2024]
Place of issue lusa
Country of issue [usa -
@ save your entries ISARg q

Administration of Interns in Umoja - 1_en

15. Select Medical Clearance information including duty station. Click E to continue.

[E Infotype Edt Goto Extras  System  Hebp
@[ “liABc@e DHR DDOO BER OB
Copy Actions (0000)

@ &2  @execute infogroup & Change info group

e" (1) 3 Entries found
Pers.No.

Hame [Rose

;@. est §|§ o

EE Group

EE Subgrp @@l
STyp Name

Start

BACK Background Screening

e [ MCIR Medical Gearance |

—ESAE SR Securty Oearance
Action Typ

Reason for

[ status
Customer-s|
Emplaymen|

| Organizatior}
Position
Personnel 3
Employee ¢
Employee 5|

| Additional 3
Start Date 3 Entries found

Infotype 0185 was skipped because no subtype was chosen E!?

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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16. Enter clearance information.

Administration of Interns in Umoja - 1_en

( )
In remarks, enter a note confirming that proof of insurance and
medical certificate of good health or self-certification have been
received.
\ J

|
Click to continue.

[ HRmasterdata [Edt Goto Enyronment System  Help -
@ [ 4B @@ CHE nDOD @@
Create Security/ Medical Clearance (0487)
= RS
pers. No. 29162838) Pers.Assgn 99999999 20162638 (1) - =
[E—— 5
Hame Rose FRAPFE HAT of the USA Emp. Stat  Inactiv..
EE Group |X| MNon Staff no Payrol [os00|  New York Org EOSG
EE Subgrp [x2] Intem Appt  Non-staff Others  Exp [30.09.2021]
Start [01.05.2021] to 31.12.9939
Clearance Type [Mc1R]  Medical Clearance
| Clearance Infi N
Clearance Category ’E‘
Application Status (2] Medical: Fi
Reference Humber i
| Remarks
Praal al incurance received
| Additional fields
Duty Station [os00]  Mew York
Sequence No. [} -
Save your entries grr 4

17. At a minimum, enter the Intern’s personal email address. Select Personal Email, then

click E to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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United Nations - DOS Administration of Interns in Umoja - 1_en

Copy Actions (0000)
EH @ &2 | @Execute info group  # Change info group
Pers.No. 10000414]  Pers.Assgn 99999999 10000414 (1) ~ |3
Name |Jack UNHQ1-71 NAT Saint Lucian Emp. Stat  Inactiv..
EE Group [x] Non staffno Payroll |US00|  New York
EE Subgrp [x4| mterg

[ Subtypes for infotype "Communication” (1)

 Restrctons |
Personnel action
Action Type L L] \@

14 Entries found

Start

01

Reason for Action

STyp Name

0001 System user name (SY-UNAME)

Status

0005 Fax
0010 UN Email Address

Customer-specific 7 R
0020 UN Office Telephone
Employ it
pavmen CELL Cel phone
| MAILL Personal Email Address
| Organizational assigf 5 aeppooer
Position U003 Radio Call Sign

Personnel area U006 Data Line

Employee group U007 Telex Line

U008 Satelite Phone

U009 Dect Phane

U010 Trunking Radio

U011 Pension system ID Num

Employee subgrou

| Additional actions
Start Date  Act.

18. Enter a personal email address, then click El to continue.
Create Communication (0105)

HE A
Pers. No. [2916283¢] Pers.Assgn 99999999 20162838 (1) -
T |
Name (Rose FRAPPE | AT of the USA Emg. Stat  Inactiv..
EEGroup X! Non Staff no Payrol lusoa|  Mew York org EOSG
EE Subgrp [24] Intem Appt  Non-staff Others Exp [30.09.2021
Start [01.05.2021j0re  [01.04.2021] chngd [06.07.2021)NsTRUCTORO]
| cormunication |
Type MATL  Personal Erral Address
ID/number {rrrappefonadl. com '|

19. Select yes for Action Completed Flag. The Action Completed Date will be filled in for you

with the current date. Click E] to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
. ) ) Page 22 of 31
Please always consult this site to get the most updated information.



& Infotype Edt Goto
e -
Change Entitlement Monitoring Infotype (9003)
B2

Pars. No. 29162838 Pers.Assgn 99999999 20162838 (1)
Name [Rose FRAPPE HAT of the USA

EE Group X! Mon Staff no Payrol US00| New York rg EOSG
EE Subgrp X4 Intem Appt  Non-staff Others

Start 01.05 !

Personnel Action Detais

Subtype 0302 Personnel action monitoring
Action | Reason Cag2

Effective Date 01.04.2021

Action CR  Enter Non-Staff no PY/Extemal
Reason 02  Not On Payrol EG=X

Initiated [ Last Update Date 06.07.2021

Initiated [ Last Update By INSTRUCTORO1

Action Completion Status
Action Cormpleted On
Action Cormpleted Fag

Doaa

Emp. Stat  Inactiv.

Chngd [06.07.2021 INSTRUCT!

Y

BE @m

*] (&)

Exp 30.09.2021
1

Remarks
[# Data hidden by screen modifications gy 24
COPYRIGHT FRAUD ALERT PRIVACY NOTICE

TERMS OF USE
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United Nations - DOS Administration of Interns in Umoja - 1_en

4.2. Extend Intern Contract

4 N\
Rose Frappe’s internship was originally expected to run from 01.05.2021 to
30.09.2021. To allow for completion of a project, her internship will be extended one month,
now ending on 31.10.2021
A\ J
Procedure

1. Start the transaction using the menu path or transaction code, PA40.

(= Menu  Edit Favorites Extras  System  Help

PA4D| v |« @ = H #®

ENte’> Fasy Access
MRE | & ¥a s £ v A

2. Enter the Personnel No., the first day of the extension period as the Start Date, and
scroll to locate and select the Maintain All Non-Staff PA.

Click the Execute icon, @ to continue.

[+ FdH @@ BHE PDOS BEE @M

Personnel Actions

El B EEE]

Find by _

- & person Personnel No. Pers.Assgn  |09000000 20162838 (1) ~
+ [l collective search help Nare [Rose FRAPPE NAT of the USA Emp. Stat  Inactiv
: % i‘ea":h Ta’hm EE Group || Non Staff no Payroll U500 Mew York org E0SG
- ree searcl

EE Subgrp [%2] Intam Zppt Non-staff Others Exp |30.08.2021

Personnel Actions
Action Type Personn... EE group  EE subg...
=== NON STAFF === =
Pre Boarding Non Staff e
Enter Non-Staff no PY/External
Enter Miitary/Police Person
Enter Non-Staff on PY

Enter Separated s/m
'

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
. ) ) Page 24 of 31
Please always consult this site to get the most updated information.



United Nations - DOS Administration of Interns in Umoja - 1_en

[ ]
3. Enter or select 03, EG=M Extend Tour of Duty, as the Reason for Action, then click

to continue.
Y] dElee@ CHE sDOoD BE @B
Copy Actions (0000)
B [ 2 | ErExecute info group &7 Change info group
Pers.No. 29162838 Pers.Assgn 99909090 29162838 (1) vl@
Name Rose FRAFEE NAT of the USA Emp. Stat  Inactiv..
EE Group [%| non staffno Payroll U500  Mew York Org EOSG
EE Subgrp [%4| Intam Zppt Mon-staff Others Exp |30.09.2021
Start 01.11.2021 to 31.12.9939

| Personnel action
Action Type | Exit All Non-Staff -

Reason for Action

| Status

Customer-specific [
Employment |withdrawn

| Organizational assignment

Position 99999999 Integration: default posi
Personnel area [uson]  United States of America
Employee group [z Mon Staff no Payroll
Employee subgroup [xa] Create Index Mumber

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

4. Enter the new date for the last day of the internship as the Valid Until date.

[ |
Click to save.

dEjeee cHr oo IR @@
Copy Contract Elements (0016)
8L
Pers. No. 29162838 Pers.Assgn 99999999 29162838 ( 1) -
Name Rose FRAFFE NAT of the USA Emp. Stat  Inactiv..
EE Group [%| non staff no Payrol U500, New York Org EOSG
£ Subgrp 54| ntem Zppt Non-staff Others  Exp |30.09.2021
Start 01.10.2021) To  |31.12.9999

| Contractual Regulations |

Contract Type [Non-staff Others v Valid Unitil |31.10.2021§|j

5. On the Copy Organizational Assignment infotype click & to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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United Nations - DOS

& -

JB @@ BHE oDhdas BE @b

Copy Organizational Assignment (0001)

E £ Org Structure

Pers. MNo.
[ r———
Hame Rose FRAFFE

EE Group [z MNon Staff no Payroll

EE Subgrp (X4 intam

Start

Enterprise Structure

[29162838| Pers.Assgn 99999990 29162838 (1) ~|
NAT of the USA Emp. Stat  Inactiv..
[usoo]  Wew York org EOSG
Appt MNon-staff Others Exp |30.09.2021
i 1.10.2021: To I31.12.9999I

CoCode 1000  United Mations

Pers.area US00,  United States of America Subarea U300, MNew York
| |

Cost Ctr Bus. Area

Personnel Structure

EE group '?
EE subgroup [za]

Organizational Plan

Mon Staff no Payroll
Create Index Mumber

Payr.area [93] Mot Payroll Relevant

™ |
Pos. Type hd

Percentage [100.00] ||E| Assignment |
Position 99999939 Integration: default p..
Job key 00000000
Org. Unit 00000000

Administration of Interns in Umoja - 1_en

6. Select yes for Action Completed Flag. The Action Completed Date will be filled in for you

[ |
with the current date. Click to continue.

I

Change Entitlement Monitoring Infotype (9003)

B2

Pers. No. 29162838

[ |
Hame Rose FRAFFE

EE Group [%| non staff no Payroll

EE Subgp [54] intam

Pers.Assgn | 99999999 20162838 (1) -
NAT of the USA Emp. Stat  Inactiv..
U300, MNew York Crg EOQSG

M
Zppt Non-staff Others  Exp [30.09.2021

Start {01.10.2021

| Personnel Action Details

To  [01.10.2021] chnod [03.09. 2021 InsTRUCTOROS]

Subtype
Action [ Reason

Effective Date

0302 Personnel action monitoring
CIO03

e ~n amaal
01.10.2021

Action CI  Maintain All Mon-Staff
Reason 03  EG=M Extend Tour of Duty
Initiated / Last Update Date 03.09.2021
Initiated / Last Update By INSTRUCTORD3

| Action Completion Status
Action Completed On [03.09.2021]
Action Completed Flag Yes -

7. Click @ to return to the SAP Easy Access screen.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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4.3. Exit an Intern
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( N\
Rose Frappe’s internship has ended. The Exit All Non-Staff PA must be run to
formally end her internship.
(N J
Procedure
1. Start the transaction using the menu path or transaction code, PA40.
[ Menu Edit Favorites Extras System Help
-
pA40) v |« @C &
Enter
? Easy Access
REF & ¥a = v A
2. Enter the Personnel No., and the last day of the internship as the Start Date, and scroll
to locate and select the Exit All Non-Staff PA.
Click the Execute icon, to continue.
@ | FldEIe@e SHE DROoOD BFR @m
58 .| Personnel Actions
G
B EEE
lj";ﬂb:ersuﬂ Personnel No. Pers.Assgn  |99990990 20162838 ( 1) ~|
* (il Collective search help Name [Rose FRAPPE | HAT of the USA Emp. Stat  Inactiv..
:Hiearch Te'r1m EE Group x Non Staff no Payroll [vs00] New York org EQSG
e seare EE Subgrp [34] ntam Bppt  Non-staff Others  Exp [30.09.2021)
start ST
..... Personnel Actions
Action Type Personn... EE group  EE subg...
=== NON STAFF === -
| pre Boarding Non Staff -
_Enter MNon-Staff no PY/External
_Enter Military/Police Person
_Enter Mon-Staff on PY
_Enter Separated s/m
_Mamm\n Al Non-Staff
: SA Rate Type
[:aml Non-taff
Enter Benefits Admin. Retiree
7Enter Benefits Admin. SurvfOth
iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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]
3. Enter or select 03, Not On Payroll EG=X, as the Reason for Action, then click to

continue.
& O @@ CHE oDhoa BRE @
Copy Actions (0000)

fH [F &2  ErExecute info group &P Chanage info group

| P |
Pers.MNo. 29162838 Pers.Assgn

[y ——
Name Rose FRAPEE NAT of the USA

[99999999 29162838 ( 1 ) M
Emp. Stat

Inactiv..

EE Group [%| non staffno Payroll TS00| Mew York 0rg EO0SG
| g | | rrrrarre |
EE Subgrp 4| Intam Appt MNon-staff Others Exp |30.09.2021
Start [o1.11.2021] to  [31.12.9993]
| Personnel action
Action Type |Exit All Non-Staff ~|

Reason for Action

[ Reason for Action (1) 5 Entries found

" Restrictions |
| Status
—
Customer-specific —
e 2O GEIEEPIE
Ltk Action Type: C1
MName of action type: Exit All Non-5taff
| Organizational assignment ActR | Name of reason for action |
e A
Position 99l 01 External Person EG=E
Personnel area |uslfo2 Mot On Payroll EG=X |
Employee group [x]] 05 Military/Police Personnel EG=M
e [ 07 MNon-5taff on Payroll EG=Y
09 Admin by UN Agency EG=7
| Additional actions
Start Date |Act. Action T¥| 5 Entries found

4. Review the Organizational Assignment record. Click *=!' to continue.

1 ~d @@ LHE ohos BE @

Copy Organizational Assignment (0001)

E £ Org Structure

Pers. No. 29162838 Pers.Assgn | 99999990 29162838 ( 1 ) -]
Name [Rose FRAPPE | NAT of the USA Emp. Stat  Inactiv..
EE Group [% Non Staff no Payroll [usan]  New York Org EOSG

EE Subgrp (X4 intam Zppt Mon-staff Others Exp |30.09.2021
Start 1.10.2021:7F To I31.12.9999I
| Enterprise Structure

CoCode [1000]  United Nations

Pers.area [usoo|  United States of America Subarea [uson]  mew York

Cost Ctr Bus. Area

Personnel Structure

EE group '? Payr.area @

EE subgroup [za]

Mon Staff no Payrol

Create Index Number Pos. Type

Organizational Plan |

Percentage [100.00] ||E| Assignment |
Position 99999939 Integration: default p..
Job key 00000000
Org. Unit 00000000

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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5. You must now delimit Personal ID records. First select the Passport record.

Click o] to delimit.
@ VO Ie@ee DHE STOD BE I OB

Delimit Personal IDs (0185)
T
Pers. No. 29162838 Pers.Assgn | 99999999 29162838 ( 1 ) ~|
| e—— |
Name Rose FRAFFE NAT of the USA Emp. Stat  Inactiv..
[ ] | |
EE Group X Non Staff no Payroll TS00| Mew York Org EOSG
| g | | rrrrarre |
EE Subgrp 34| Intam Appt MNon-staff Others Exp [30.09.2021
| P |
FS Choose  |01.11.2021] to  [31.12.9999 STy. Delimit.Date [01.11.2021
IC Type Description ID Number Lc
1.0°52021) 31.12.9999 28 Passportl 12345678 -

-

l@’to

6. You must next delimit the Medical Clearance. Select the record, then click

continue.
@ VA @@ SHE o0 BE @

Delimit Security/ Medical Clearance (0487)

Delimit

Pers. No. 29162838 Pers.Assgn | 99999999 29162838 (1) ~|
| ——— |

Name Rose FRAEEE NAT of the USA Emp. Stat  Inactiv..
= | ey |

EE Group X Mon Staff no Payroll 7300 MNew York Org EOSG
| e | ="

EE Subgrp [Z4| Intem Appt Mon-staff Others Exp [30.09.2021

| P —— | | P ——— |
B3 Choose |01.11.2021 to 31.12.9999 STy. Delimit.Date 01.11.2021
End Date Clearance Category |Status Reference number

-

31.12.999% MCLR 02 M2

-

7. On the Change Entitlement Monitoring infotype, select yes for Action Completed Flag.
|
The Action Completed Date will be filled in for you with the current date. Click to

continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Change Entitlement Monitoring Infotype (9003)

HE L

Pers. No. 29162838 Pers.Assgn 99999999 29162838 ( 1) | [
Name Rose FRAFFE NAT of the USA Emp. Stat  Inactiv..
EE Group |X| Mon Staff no Payrol U500,  New York Org EOSG

EE Subgrp |Z4| Intem
Start

Zppt Mon-staff Others Exp [30.09.2021
FTo 01.11.2021| Chngd |03.09.2021 |INSTRUCTORO3

Personnel Action Details

Subtype 0302 Personnel action monitoring
Action / Reason CJo3

Effective Date 01.11.2021

Action CJ  Exit All Non-Staff

Reason 03 Mot On Payroll EG=X
Initiated / Last Update Date 03.09.2021

Initiated / Last Update By INSTRUCTOROZ2

Action Completion Status

Action Completed On 03.09.2021
Action Completed Flag Yes v
Remarks

8. Click @ to return to the SAP Easy Access screen.
@ JqBef@e cur an.

K4

St @i} Person Personnel Mo.
* {Hl Collective search help Neme Rose FRAPPE
= M Commemb T mem—
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