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What’s New

Review This
The topics listed below provide an overview of what's new in the online version of the Time

Management: Time Administrator and Time Senior Administrator iManual since its original
publication on 27.01.2023. Content throughout this manual has been expanded, revised or is

new.
Diana Rutheizer CDOTS
Roger Sealy CDOTS
Vanessa Rudge HRSD
John Haller CDOTS
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Initial Publication

Review This
The content in this manual is based on a conversion of the PDF manual last updated on

26.05.2017.

The following changes to that content are incorporated in this manual:

» References to policy documents updated
+ Removal of Danger Pay Procedures
* Changes to Monitoring Report Procedures
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About Time Management

Review This

Time management in Umoja is the administration of absence and attendance requests. These
requests can be initiated by the staff member or the Time Administrator or HR Partner on
behalf of the staff member.

The time management topics covered are:

* Annual Leave

» Parental Leave

» Sick Leave

» Special Leave

* No Danger Pay

*+ Home Leave

* Family Visit

* Rest and Recuperation

» Overtime, Compensatory Time Off, and Night Differential

* Flexible Working Arrangements

* Miscellaneous Attendance/Absence Types

* Mission Subsistance Allowance

» View, create and modify leave records in ECC

* Monitoring Reports
In addition to recording the above absence and attendance requests on behalf of the staff
member in ESS the Time Senior Administrator is also responsible when required for
recording the following time transactions in ECC:

* Mission Subsistence Allowance

* View, create and modify leave records in ECC

* View, create and change work schedules

* Monitoring Reports
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Roles and Responsibilities

Among other options, the Employee Self Service (ESS) Portal allows staff members to initiate
their own leave requests. Depending on the type of request, the submission is routed to the
appropriate authority, who review and approve or reject the request. In some instances, the
submission may go through two different individuals, an endorser who recommends the
request and an approver who has the final authority to agree to the recommendation of the
endorser. In most instances, the request will only go to one approver.

For those rare instances in which the staff member is unable to submit the request personally
(due to extended sick leave, unavailability of computer, etc.), a role was created for the
possibility of having administrative staff enter the staff member’s submissions “on behalf of the
staff member”. It must be noted, however, that this option is considered to be an exception and
staff are expected to manage their own time requests through the ESS Portal.

UN Staff members are responsible for ensuring that their absence and attendance records are
accurate and updated in accordance with Staff Rules and

Sometimes transactions are more complicated than a simple request for time off. To handle the
full range of time transactions, the following Umoja roles have been created.

Staff:

All staff are given access to the Portal (ESS) and are required to initiate requests related to
entittements and benefits, such as:

+ Submit leave requests: The system assumes that the staff member is present unless the
staff member makes a request for leave that is approved. Once approved, this leave is
deducted from their quota.

» Enter certain attendance types: It is not necessary for staff members to log their
attendance every day, however there are certain attendances that do not follow a regular
work schedule that must be recorded. Among them are time worked as Overtime or CTO,
and time worked under a WAE contract or compressed work schedules that are used to
enable flexible working arrangements. If a staff member avails of telecommuting, as part
of a Flexible Work Arrangement (FWA) agreement, then the staff member must record
those days as telecommuting days on a weekly basis in ESS.

At the end of every month, and at the end of the year, all staff members receive a summary of
all the leave taken during that period. The staff member is responsible for certifying its

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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accuracy. It is also the staff member’s responsibility to take appropriate action to add or correct
any missing or inaccurate entries at the time of certification.

Time Manager
The Time Manager is usually the direct supervisor of the staff member and is empowered to:

* Approve absence/attendance requests for staff members for the following type of leave
and time related processes:
o Annual Leave, including advanced leave
o Home Leave
o Family Leave
o CTO and OT after consultation with their administrative office.

Endorse staff member’s request for:
o Special Leave and R&R.
o time entries for When Actually Employed (WAE) staff members.
* View
o absence balances of staff members to determine if the staff member can take the
leave.
o team calendars to determine whether the leave request can be approved based on
the leave requests already approved for other staff members in the office.

Delegate the time approval role to a secondary time manager. This delegation can be
made for a specific period of time (for example, for the duration the manager is on leave).
or it can be made permanently if the manager decides to delegate this function to another
staff member in the office. The delegation to the secondary time manager through ESS
can only be made for a staff member within the same organizational unit. If it is necessary
to delegate the time manager role to a staff member in a different organizational unit, an
HR Partner must make this change.

Secondary Time Manager

A secondary time manager is a role delegated by the Time Manager to an Umoja user,
empowering them to perform the same functions as the Time Manager for staff members in the
same organizational unit. The Time Manager may delegate this authority to cover a period of
their own absence.

The secondary Time Manager must belong to the same organizational unit as the Time
Manager. This delegation is granted through ESS.

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

The exception Time Manager is a role assigned by the HR Partner. This individual acts as the
Time Manager for staff members who are on assignment to another organizational unit.

The exception Time Manager role should only be used when the staff member belongs to a
different org unit from the Time Manager.

HR Partner

The HR Partner acts as first, or second level approver of some time transactions initiated in
ESS by the staff member.
First Level Approver for:

* Jury Duty
» Certified Sick Leave 20 days or less
+ Maternity Leave

Second Level Approver for:

* When actually Employed (WAE) attendance

Daily Conference Language — Additional Days

Rest and Recuperation

Special Leave with Full Pay

Special Leave without Pay
In addition, the HR Partner:

+ Executes all time-related personnel actions for staff members in ECC when the request
requires the raising of PAs in addition to having the leave record approved (e.g., Special
Leave Without Pay).

» Adjusts and sets leave quotas and records in ECC.

« Can assign the role of Exception Time Manager to other staff members across
organizational units at the request of the Time Manager.

» Performs time monitoring tasks and runs time reports.

Time Administrator:

Staff members with this role are able to:

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Create ESS requests on behalf of staff members who have no access to Umoja through
the Time Administrator Services in the Umoja Portal.

« Perform monitoring tasks and ensure that the staff member’s entries are accurate.

* View absence balances of staff members in ESS.

* View Team Calendar.

Time Senior Administrator:

Staff members with this role can perform the same duties as the Time Administrator and in
addition they are able to:

Enter no MSA days.

* View, modify and create leave entries in ECC.

» Change work schedules.

» Perform time monitoring tasks and run time reports.

Many of these functions overlap with the access that the HR Partner has for time management.
Where there is overlap, the assumption is that those are the primary functions of the Time
Senior Administrator, and the HR Partner is a backup in the event that the Time Senior
Administrator is not available.

The only areas related to time that are the exclusive responsibility of HR Partners are the
execution of time PAs, the quota set up, the approval of the leave types indicated above, the
reinstatement of entitlement travel days, and the assignment of the role of exceptional time
manager.

Time Administrators and Time Senior Administrators are the primary focal points for
staff members who have time related queries.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Policy and Practice

The regulations, rules, polices and SOPs governing time management have developed over
time. The official documents can be found at the
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This Manual consolidates existing guidance materials and practices within the context of the
applicable legal and policy frameworks. Documents referenced include the UN Staff
Regulations and Rules, relevant Al, relevant policy, and operational guidelines, Umoja job aids
and manuals and identified best practices. The and and relevant
administrative issuances are the authoritative source of policy and this document does not in
any way supersede or invalidate any applicable Staff Regulations, Rules,

or Administrative Instructions (Al).

This is a living document — Its contents are subject to change, including amendments to the
Staff Regulations and Rules and administrative issuances, and lessons learned from
jurisprudence of the United Nations Dispute and Appeals Tribunals.

HR HANDBOOK KNOWLEDGE GATEWAY

KNOWLEDGE GATEWAY:HR

| coramo [ sz | emvcvionce | smusoruse
Pollcy

The UN and , the Secretary-General’s bulletins (SGB), the

provide the policy, for the administration of entitlements. The
relevant regulations, rules and administrative issuances for this guide, listed below, are
summarized directly in the guide:

» Staff Regulations and Staff Rules of the United Nations — , the current
staff regulations and rules governing human resource management, including various
types of leave and working arrangements (i.e. overtime, night differential, etc.).

« Family Visit, maternity leave and paternity leave — ,

Policy governing the administration of family visit, maternity leave and paternity leave for

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
O ) : Page 11 of 336
Please always consult this site to get the most updated information.
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staff members.

+ Sabbatical leave programme — : Policy governing the administration of
sabbatical leave for staff members.

* Recording of attendance and leave — , : Policy governing the
recording and computation of attendance.

+ Sick Leave — , : Policy governing sick leave.

* Rules governing compensation in the event of death, injury or iliness attributable to the
performance of official duties on behalf of the UN — Appendix D of

* Administration of temporary appointments — : Policy governing the
administration of temporary appointments.

» Overtime compensation for staff members in the Field Service category at established
missions —

* Abandonment of Post — : Policy governing the administration of abandonment
of post and explanation of unauthorized absences.

* Home Leave —

» Official Travel — , , : Policy
governing the administration of all official travel.

* Rest and recuperation — , : Policy governing the
administration of the rest and recuperation entitlement.

* Family Visit Travel — , : Policy governing the
administration of family visit travel.
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Practice

Major practice guidelines may be found on iSeek and other platforms.

. : Repository of the legislation governing all aspects
of human resource management.

. (Permission must be requested when accessing
the web page for the first time).
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. : Provides valuable knowledge regarding
specific staff member entitlements, i.e., information regarding danger pay.

. : Provides
valuable knowledge regarding salaries and specific staff member entitlements.

HR Partners, HR Administrators, Time Administrators and Time Senior Administrators are also
encouraged to complete the HR Partner eCertiication course, and the Time Administrators and
Time Senior Administrators Courses.
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Prerequisites

Time management requests require advance preparation on the part of the staff member, Time
Administrator or Time Senior Administrator as do the approvals made by the HR Partner,
where applicable.

Particular attention must be paid by ALL to the documentation required depending on the type
of request, e.g. a medical certificate when requesting certified sick leave. Familiarity with the
policies and procedures of the various time-related entitlements and approval workflow in
Umoja is mandatory.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

About Time Management Requests

This guide aims to assist you in processing various types of time requests that require approval
in Umoja. The guide provides best practice advice, prerequisites, and procedures for each
request type, including those that require a PA and those that do not.

For convenience, references to policies and prerequisites have been included for each request
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type. However, policies are subject to change from time to time, and therefore the reader
should refer to the recently promulgated administrative issuances in the event of policy

changes.
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Processing Time — Related Requests

Time management is not a static activity but a process. Administering time for staff members
should follow a clear process, as emphasized throughout this guide.

The best practice for each request type is to follow the direction of the guide:

1. Review the policy and practice for the request type.

2. Review the prerequisite documentation submitted by the staff member (if applicable)
and liaise with the staff member if necessary to ensure that they provide all
documentation or data necessary to have the request approved.

3. Review the procedures for processing the approval of the request type.
4. Follow each procedure to the end.
5. Carefully review the request in Umoja.

You are strongly urged to develop a good practice of following this process and
completing each activity and procedure in order.
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Common Procedures

Review This
The procedures listed below are procedures that the HR Partner can use for time-related
transactions that are general in nature or are used for more than one leave type.
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Assigning an exception manager

Review This

1. Start the transaction using the menu path: Home>User Map>Exception Manager

Welcome to Umoja

Work Center
Work Center

User Map

A,
o A
F .fE Uaer Ma

2. Click on the User Map link.
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3. Click Exception Manager.

( )

A

All Exception Managers (active and inactive) that you have assigned will
appear in the list along with additional information (i.e. Org Unit) as in
shown in the screen below. You also have the option to delete any inactive
Exception Manager assigned by you from the list.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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United Nations - DOS Time Management HR Partner - 1_en

MHTRARRED Vestara WLLIAY _munmu_m IIIHHQ‘HIMS_“H_MIMIM |
Lo S I R i QLELE i Leca tan (taril e drE |
CERAMME Py AFPEDS DRDiTEHE B0 PILBEE NIE e B | Prodiaseast ] A | DENRHEM

S NS S - .-...... —

=@ =

4. Click Create.

A

A new record needs to be created for each staff member who will be
assigned to the same Exception Manager.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
T ) : Page 17 of 336
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5. Complete the following fields:

« Start date — select or enter the date you want the Exception Manager’s approval rights to
begin.

+ End date — select or enter the date you want the Exception Manager’s approval rights to
stop.

« Staff Member — select or enter the Index Number of the staff member you want to assign
to the Exception Manager. The staff member’s name will automatically appear once their
index
number has been entered.

» Exception Time Manager — select or enter the Personnel Number (Index Number) of the
staff member you want to assign the role of Exception Manager. The Exception
Manager’s name will automatically appear once their index number has been entered.

» Click Save to save your record.

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 18 of 336
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* A message appears that the assignment of an Exception Manager was successful and s/
he will appear in the list by Personnel Number (Index Number). Click Back to return to the
home page.

Last modified: 20 February 2023

Add a Note

Review This
Use this procedure to add a note to a personnel action. This procedure will be used for every
PA executed by an HR Partner.

1. If you have just completed the personnel action, you will still have the staff member
selected. If not, enter the staff member’s personnel number in the Personnel No. text
box.

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 19 of 336
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3. Click [] to select Actions.

4. Click 2 to view the list of Action records.
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5. Click L] next to the record you want to add a note to.

6. Click ¢ to edit the record.

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 20 of 336



7. Press F9 to add a note.
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8. Enter the details of the note as specified for each personnel action. Click to save the
note.

]
9. Click again to save the record.
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10. Click @ to return to the Maintain HR Master Data screen.

11. Click £ to return to the SAP Easy Access screen.
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Annual Leave

Staff members accrue annual leave monthly for their period of service with the Organization.
The accrual of annual leave (AL) varies by type of appointment:

1. Staff members holding Permanent, Continuing or Fixed-Term appointments accrue annual
leave at a rate of 274 days per month.

2. Staff members holding Temporary appointments accrue annual leave at a rate of 1’2 days
per month.

The regulations, rules, policies, and standard operating procedures (SOP) governing annual
leave have developed over time. The official documents are easily accessible within the UN
intranet.

1. Staff Regulations of the United Nations —

2.
Section 8: Annual leave

3. and
Section 1: Recording of attendance (ST/Al/1999/13)
Section 3: Computation (ST/AI/1999/13)

4.
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Prerequisites

Staff members are required to submit their request for annual leave through the Employee Self-
Service (ESS) portal and the time manager will approve or reject it in ESS.


https://documents-dds-ny.un.org/doc/UNDOC/GEN/N22/769/22/pdf/N2276922.pdf
https://policy.un.org/browse-by-source/staff-regulations#Regulation%205.1
https://policy.un.org/browse-by-source/staff-rules#Rule%205.3
https://documents-dds-ny.un.org/doc/UNDOC/GEN/N11/565/85/PDF/N1156585.pdf?OpenElement
https://documents-dds-ny.un.org/doc/UNDOC/GEN/N99/335/76/PDF/N9933576.pdf?OpenElement
https://documents-dds-ny.un.org/doc/UNDOC/GEN/N05/291/58/PDF/N0529158.pdf?OpenElement
https://documents-dds-ny.un.org/doc/UNDOC/GEN/N05/220/51/PDF/N0522051.pdf?OpenElement
https://documents-dds-ny.un.org/doc/UNDOC/GEN/N05/220/51/PDF/N0522051.pdf?OpenElement
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When it is not possible to use ESS, the following actions are required to process a request on
behalf of a staff member directly in ECC.

+ A written request with the type of leave and day(s) they want recorded and a clear
explanation as to why it is necessary to request the Time Senior Administrator’s
assistance. In the event the reason is justified, the Time Senior Administrator will create

an AL record in ECC.
+ Validate eligibility: Check to ensure the staff member has sufficient annual leave to

cover their request.
+ Check for exceptions/special cases (i.e., Advance AL request).
* Written confirmation that the period of leave has been approved by the staff member’s

time manager.

While both HR Partners and Time Senior Administrators have access to create annual leave
requests in ECC, this is an activity that should be primarily handled by the Time Senior
Administrator.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

There are four different annual leave types (annual leave, annual leave- reverse EG travel,
annual leave-home leave, and annual leave-family visit). Each deducts from the annual leave
quota of the staff member. Annual leave can be requested up to 3 months retroactively and 12
months in advance of the proposed dates.

The process for successfully processing and approving an annual leave request includes these
procedures and roles:


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
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Once approved, the annual leave quota is deducted, and the leave type and dates are updated in
ECC.

Exceptional Record Entries in ECC
In very exceptional cases, when the Staff Member, Time Administrator and Time Manager do not

have access to ESS, the Time Senior Administrator or HR Partner can create, modify, and delete
attendance records including Annual Leave Types directly in ECC. In cases where only the staff
member does not have access to ESS, the Time Administrator and Time Senior Administrator can
submit a request on behalf of the staff member in ESS.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
HR Partners create, view or modify annual leave records in ECC.
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RELATED INFOTYPE: ABSENCES (1T2001)

7

%
_/ This procedure is to be used in very exceptional circumstances if the Time
o Senior Administrator or HR Partner needs to create an annual leave record
in ECC. Please refer to the chapter on Viewing, Creation and Modification

of Leave records.
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Maternity Leave

Review This

Maternity leave is a social security benefit for a pregnant staff member consisting of a period of
pre-delivery and post-delivery leave. Maternity leave is requested by the staff member using
ESS and approved by the HR Partner using ECC. A Personnel action is not required.

The regulations, rules, policies, and standard operating procedures (SOP) governing maternity
leave have developed over time. The official documents are easily accessible within the UN
intranet.

( B

%
_/ Maternity leave may be followed by a period of Special Leave without Pay.
= For further details, please check the Special Leave Without Pay chapter in

this document.

1. Staff Rules and Staff Regulations of the United Nations — ST/SGB/2018/1/Rev.2

2. Family Leave, maternity leave and paternity leave — and

Part Il — Maternity leave (ST/Al/2005/2)

Section 5 — General

Section 6 — Pre-delivery leave (ST/Al1/2005/2/Amend.2)

Section 7- Post-delivery leave

Section 8 — Relationship of maternity leave to other entitlements: (ST/Al/2005/2)

» Section 8.1 — Sick leave and annual leave

» Sections 8.2 — 8.4 — Extension of fixed-term appointments for utilization of maternity leave
entitlement

+ Section 9.4 of — Administration of temporary appointments —
Maternity Leave

Information can also be found on the Knowledge Gateway

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 26 of 336
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Prerequisites

Review This
Staff Members are required to submit their request for leave through the Employee Self-

Service (ESS) portal.

The following documents and data are required to submit a maternity leave request on behalf

of a staff member.

» Validate Appointment Status: The HR Partner should review the expiration date of the
staff member’s appointment and process an Appointment Extension PA, if required.

r

In the case of a staff member whose fixed-term appointment is set to
= expire during their period of maternity leave, and a decision is made
not to extend the staff member’s appointment (based on factors
unrelated to the staff member’s pregnancy) the current appointment will be
extended to cover the full duration of the maternity leave. However, this
provision shall not apply in cases where the fixed-term appointment expires
more than six weeks before the anticipated date of delivery. Temporary
appointees can only be extended for the duration of the maternity leave if
the maternity leave started prior to the end of the appointment but was not

completed.

L

+ Maternity Request: The Staff Member should submit, at least six weeks prior to the
expected delivery date, a completed request for maternity leave in ESS indicating the
date that the staff member requests the pre-delivery leave to commence. The ESS
request must include a licensed medical practitioner or midwife statement clearly
indicating the expected date of delivery.


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

+ Official Documentation: Documentation from the treating physician of the staff member
regarding the maternity leave approval dates. This documentation must be attached to
the ESS request and, in cases in which ESS is not accessible by the staff member or
Time Administrator and an HR Partner action is required directly in ECC, originals must
be provided to the HR Partner. If the staff member is requesting to work up to two weeks
prior to delivery, the documentation must also certify that the staff member is fit to
continue to work until such date.

» Check for Exceptions/Special Cases: The HR Partner should check for any exceptional
requests or cases, which may involve the consultation of the Medical Services Division
(consultation with MSD should be done offline) or further approval requirements (i.e.

travel evacuation for delivery purposes).
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Process

At least six weeks prior to the expected delivery date, the staff member submits a completed
request for Maternity Leave in ESS indicating the date that the staff member requests the pre-
delivery leave to commence. The ESS request must include a licensed medical practitioner or
midwife statement clearly indicating the expected date of delivery. The only system limitation is
that the period of maternity leave cannot start more than 6 weeks prior to the expected delivery

date.

The process for successfully processing and approving a maternity leave request includes
these activities and roles:
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The HR Partner review of the Maternity Leave request includes verification that the staff member’s
appointment does not expire before the requested end of leave and processes an Appointment
Extension PA if required to align with the end of the maternity leave period. The HR Partner also
verifies staff member’s eligibility and that the requested dates are in line with policies.

Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member nor Time Administrator have access to ESS, the
Time Senior Administrator or HR Partner can create, modify, and delete attendance records,
including maternity leave, directly in ECC. However please note that approval of maternity
leave in ECC should be the exception and all submissions should ideally come through ESS.
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Procedures

Review This
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RELATED INFOTYPE:

* MATERNITY PROTECTION/PARENTAL LEAVE (ITO080)
+ ABSENCES (IT2001)

The maternity leave protection/Parental leave ITO080 is generated when the HR partner
approves a maternity leave request in the Portal. If ESS is not available and the HR partner
needs to approve or modify an existing maternity leave request, the HR partner should do so in
ECC using IT 0080 (maternity leave protection/parental leave).

If the HR partner simply wants to view the maternity leave absence, you may use IT 2001
subtype 1102.
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Approve Maternity Leave in Portal (standard
approval)

Review This

1. Start the transaction using the menu path or transaction code. The Home page is the
default page when you log in as an HR Partner. If you are not on the Home page click
the Home Tab. Alternatively you can access requests by clicking on the HR Partner Tab
and clicking Work List.
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2. Click Approver Work Center from the Home tab.

Approver Work Center

ﬂ Bl O g e O Coed e ey e Aol e | T e | T Comedien | s e e | =
1 o g i lpmipgery | Chaign oy Coplin B [iote i
Vow ey Fra] 7| i || [ v i Lyarpy
QS — ' - [

(]
ik B ¢ R - TR L

3. Maternity Leave is a time request and will appear in the Time Pending Items awaiting
your review and approval. Click Time Pending Items. Depending on the roles you have
access to, you will see multiple tabs under your Approver Work Center.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 31 of 336
Please always consult this site to get the most updated information.
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4. Click [ to select the request you want to review.

5. Click Review and Approve to view the request detail.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) . Page 32 of 336
Please always consult this site to get the most updated information.
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Maternity Leave - UN - Step 02

F People iInvolved in Process
Attachments

r_:. Cale 07 Pregnancy

Maternity Leave Request

Name El ELZA
Personnel Number 27722157

Duty Station New York
Department HR DGACM No Post

™
F

Time Management HR Partner - 1_en

Entry on duty Secretariat 02.07.2007

Contract Type
Contract End Date
Grade-5tep

Rejection Reason:

=

Permanent
30.04.2038
G-5 106

6. The Maternity Leave request opens in a separate browser tab. Review the Start Date,
Expected Delivery Date and End Date and verify these against the attachment of the
medical certification that the staff member has provided. To view the attachments, click
on the links to open any attachments the staff member has provided. Click Certificate of
Pregnancy link label Certificate of Pregnancy.

[

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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If the information provided is incorrect, or insufficient, the HR Partner
should enter comments in the “Rejection Reason” field to alert the staff
member of what additional changes/information is needed.

7. Click ‘Approve’ or ‘Reject’ as appropriate.

8. Close the tab in your browser.

Approver Work Center
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9. When you first return to the Approver Work Center the request will appear to still be in
your queue. Simply click refresh to remove it. This is the end of the approval process in
ESS.

Click Refresh the request will be moved to the Time Completed Items tab. As best
practice the HR Partner should verify the information has been properly transferred to
ECC. Use PA20 to view the related Maternity Leave records:

* Maternity Protection/Parental Leave (IT0O080), and
+ Maternity Leave Absence Record (IT2001)

Add the following generic remarks to ITO080 at the time of review.

Generic Maternity Leave Remarks

Approval by the treating physician for the staff member to work between six (6) and two (2)
weeks before the anticipated delivery date. The staff member will begin maternity leave
effective < date > through < end date of maternity leave >. Email/Memo dated refers.
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in ECC

(Procedure for exceptional cases when ESS is

not available)

Review This

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

(5 Menu Edit System  Help

@ Jreed Qe ek
S.E"*"asy Access - User menu for Gale McC:

Favorites  Extras

@

2. Click @ after typing PA30 in the Command text box.

3. Enter the staff member’s personnel number.
Maintain Time Data

Oz DO 2 Mustenty [Eweek [EMonth [Hvear

HEEEIEIRE
Find by
~ @D person

« {H colective search help

- (Hl search Term

« (H} Free search

10073774 i

| Personnel no.

EE Group 2| Local Staff
EE Subgrp G5 General Service

Umoja Time Data
Planned Working Time
Absences
attendances
Substitutions
Absence Quotas
Quota Corrections
Time Quota Compensation
Time Transfer Specifications

Direct selection

Infotype 2002

4. Click Q to continue

Hame [Lrikew Bespesi. EESFTTLL (EOD UN[10.07.2017( =1 o agenaten

Emp. Stat  Active

T, ¥ — Org ODMS ASU
G-5 o9l Appt Fixed Term Exp 30.06.2021
..
" ~ || Period
¥ || ®Period
From |01.01.201% To 30.01.2019
Today Curr.week
DAl ") Current month
From curr.date Last week
"1 To Current Date “)Last month

“)Current Period

- il Choose

Current Year

5. Select Period and enter the dates the staff member will be on Maternity Leave.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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6. Type 0080 in the Infotype text box to access the Create Maternity Protection/Parental
Leave screen.
®. Maintain Time Data
D@03 & Mwtenty [Eweek MEMonth B vear

<= EEE=a]
Find by , .
~ &9 Person ersonnel no. [10073774 '
- (M} collective search help Hame BFmear Bemgan] hakaryma, |EOD UN[10.07.2017/MAr e Emp. Stat  Active
:Hi;’:d;;;““ EEGroup 2] Local Staff [0GoL] Futwssm 0Org ODMS ASU
EE Subgmp rE‘Gem:ral Service G-5 0% Appt Fixed Term Exp [30.06.2021
~ Umoja Time Data e.d
Planned Working Time v ~ | Period |
|Attendances From [04.01.2021]To  [0s.01.2021]
|Substitutions T Today T Curr.week
|Absence Quotas OAl ) Current month
|Quota Corrections () From curr.date ()Last week
|Time Quota Compensation ()To Current Date () Last month
. Time Transfer Specifications () Current Period (C)Current Year
= — = Choose
Direct selection
| Infotype [Absences | | sty [1100] Annual Leave

.. @ .
7. Click 0 to continue.
®.| Maintain Time Data
@.f A R Mustenty FEweek MEmonth BE vear

Find by |
~ @ Person Personnel no. [10073774 \
* (i) Colective search help Nare | |EOD UN|10.07.2017|NAT Ugandan Emp. Stat _ Active
: ﬁ ireea::e:ri:,m EEGroup [2| Local Staff [oGo1|  Entebbe 0rg ODMS ASU
B EE Subgrp |GS| General Service G-5 @ Appt Fixed Term Exp |30.06.2021
Umoja Time Data .0
“““ Planned Working Time o ~ || Period
| |Absences ¥ || ®Period
jAttendanc&c From [19.12.2022|To  [19.12.2022]
| |Substitutions () Today ) Curr.week
| |Absence Quotas Ol () Current month
. |Quota Corrections () From curr.date (O Last week
| |Time Quota Compensation ()To Current Date () Last month
|| Time Transfer Speciications (O Current Period () Current Year
] N
—

Direct selection
Infotype [Attendances | sTy [100€| CTO Accrual
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8. Click O to create a new record.

9. Enter the expected date of delivery. Leave the remaining fields in the Maternity data
section blank.

B piotyps Edt Goto  Extrgs  System  Heb

" i@ e@e@ LMK TnoD @D oM
Ear
Create Maternity Protection/Parental Leave{0080)
232
CEIIENENEIT R Y P Ng, [ 1seim| FoAmgn | 30005545 00188137 - &
Frd by | Wame [TALIA AvcToDE | 00 Uni[22.08, 2000/ KAT Hakan Emp. Stat  Actie
= G Penson EEGrown |2 Local Sealf WE00|  Hew York trg DGACH OUSG EO
* B cotectve saach hep EE Subgrp 0% General Service G-6 |03 Appr  Pemanent Exp [30.09.2027
; ﬁ Tn Stat [a5.04.2008] To [1e.00.2018
: i"‘"‘"mm Z9.08. 15,08,
Mitemiy data
Presgeancy netification date [12.02.2018]

Seguence numbar 0L

Expected data of dabvery _!

Actual date of debvery
Date efficoly repormaed [
Typa of brth [ 1

10. click @ to continue.

A

In the Absences section, the Start and End dates must be modified to
correspond with the Start and To dates in the Header section.

11. Enter the Start and End dates of the Maternity Leave.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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FlaBe@d DHE bood R 6

Peri. B 182137 PersAssgn | 30003549 00188137 - @
Hame [TALIN A¥OTIMZE EOD UM 2308, 2000|MAT Mok Ep. Sf  Adve
EEGoup 2] Lol S [ms00]  Waw York Org DGACM OUSG EQ
EE Subgp 55! General Service '5-& 0% Appt Pemrenent Exp [30.05.2027)
Start [a9.00.2028] To [ir.om.2ois
| Matemiy da@ |

Pragnancy natficaton date [12 0z, 2016 Sequence neember D1

Expacted date of debeery {13.08.201¢]

Actual date of debvery [ ]

Dute offcaly reported

Type of birth

Absences
AREfaby. type text st End i |
Matemity Loz [i%.54.2016 18.08.2008 D)

12. Click |0| to continue.

13. Press F9 to enter a note documenting the reason for the action.

& Tablke Edt Goto Utities(M) System Heb
-1{8lece cur voon I Q@
Infotype Text

1 Scaff member requested maternity leave from
ik | Expected date of delivery iz 13.05.2016.

Z8.04.2016 to L8.0&.2016.
Email dated 12.02.2016 zefers.

14. Enter the comments in the text box and click |Q|.

15. Click [E" to save the note entries.

E jnfetype Edt  Goto Extrgs  System Heb

e -qoleele cur svon am om

Pard, No. 1BELIT

ey

Pers.Assgn | 30005545 00188137

.!@

* Staff member requested maternity leave from
b | Expected date of delivery is 13.05.2016.

Z9.04.2016 to LB.0A.2016.
Email dated 12.02.2016 zefers.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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]
16. Click to save infotype (0080).

17. Click & to return to the SAP Easy Access screen
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Paternity Leave

Paternity leave is a social security benefit for staff members, consisting of a period of leave
following the birth of the staff member’s child. Paternity leave is requested by the staff member
using ESS and exceptionally by the Time Administrator/Time Senior Administrator on behalf of
the staff member.

However, before the staff member can submit a paternity leave request, the HR Partner must
establish the paternity leave quota in Umoja upon confirmation of the eligibility to the
entitlement.

The regulations, rules, policies, and standard operating procedures (SOP) governing paternity
leave have developed over time. The official documents are easily accessible within the UN

intranet.
( )
— Paternity leave may be followed by a period of Special Leave without Pay.
= For further details, please check the Special Leave Without Pay chapter in
this document.
. J

1. Staff Rules and Staff Regulations of the United Nations — ST/SGB/2018/1/Rev.2

Article VI
2.
Part Ill — Paternity Leave
Paternity leave Section 9 — General
Section 10 — Paternity leave requests
Section 11 — Relationship of paternity leave to other entitlements: Sick leave and annual
leave
Section 12 — Final provisions
3. Sections 9.5 and 9.6 of — Administration of temporary appointments

— Paternity leave

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

Establishment of Paternity Leave Quota: Paternity leave requests can only be submitted
through ESS after the HR Partner has established the paternity leave quota for the staff
member. To establish the quota, the staff member must submit to the HR Partner either a
certificate from a licensed medical practitioner or midwife indicating the expected delivery of

the child (if prior to the birth of the baby) or a birth certificate.
Upon review and validation of eligibility, the HR Partner will establish the appropriate quota.

+ Validate Eligibility: A minimum of 12 months is required between the ending date of one

paternity leave and the starting date of the next.
» Validate Appointment Status: The HR Partner should review the expiration date of the

staff member’s appointment and process an Appointment Extension PA, if required.

.
In the case of a staff member whose fixed-term appointment is set to expire

= during their period of paternity leave, and a decision is made not to extend
the staff member’s appointment (based on factors unrelated to the staff
member having a child) the current appointment will be extended to cover the full
duration of the paternity leave. In cases of temporary appointees, they must have
served for 6 continuous months and have at least 3 months left in their contract

upon return from paternity leave to be eligible.

\.

Once this quota is created, the Staff member, or the Time Administrator/Time Senior
Administrator on their behalf, can submit the request for paternity leave through ESS. Time
Administrators/Time Senior Administrator will also require the following to submit a paternity

leave request through ESS:

* Written request with justification: Staff members must submit a written request for the
type of leave request they want Time Administrator/Time Senior Administrator to submit
on their behalf with a clear explanation as to why it is necessary to request their
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assistance. If the reason is justified, the Time Administrator/Time Senior Administrator will

proceed to submit their request on behalf of the staff member.
The request must clearly indicate the type of leave as well as the day(s) requested and

whether the quota has already been established by the HR Partner.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

Paternity leave requests can be made in ESS up to 3 months before the proposed dated and 3
months retroactively. Paternity leave does not need to be taken, continuously, it can be spread

over a 12-month period.

The process for successfully submitting a paternity leave request on behalf of a staff member

includes these basic activities and roles:
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After the HR Partner establishes the Paternity Leave Quota in ECC, the Paternity Leave type
option is added to the drop-down list in ESS for the requesting staff member.

Once approved and entered as Paternity leave in the system, the leave days are deducted
automatically from the established paternity leave quota.

Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member, Time Administrator/Time Senior Administrator
nor Time Manager have access to ESS, the HR Partner can create, and modify absence
records, including paternity leave, directly in ECC on an exceptional basis.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Although Time Senior Administrators have the ability to view, create and modify paternity leave
requests, they should not make ECC changes unless they are requested by the HR Partner, as
any creation or modification requires review by the HR Partner.

The HR Partner or Time Senior Administrator should only create or modify paternity leave
absences in ECC in very exceptional circumstances when ESS is not available.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
RELATED INFOTYPES:

« ABSENCE QUOTAS (IT2006)

+ ABSENCES (1T2001)
Refer to Common Procedure section for guidance on viewing, creating and modifying
absence records in ECC.
The HR partner or Time Senior Administrator should only create or modify paternity leave
absences in ECC in very exceptional circumstances when ESS is not available.

1. Start the transaction using the menu path or transaction code.
[ Menu Edit Favorites FExtras System Help

@ IF‘M[I-I - ] « R = [ &

S5 35y Access - User menu for Gale McC:

2. Click @ after typing PA30 in the Command text box.
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E HEmasterdata [Edt  Gotv Bargs  Unites(M) Settings  System Heb

[e] «H eee DD0HIDE 0N
Maintain HR Master Data

DfeDdT &

3. Enter the staff member’s personnel number in the Personnel No. text box. Click |Q| to

continue.

[ HEmesterdata Edt  Goto Bags  Utites(M) Settngs Sptem  Heb
el @@e nPoH SR o

[(5 .| Maintain HR Master Data

[ Personnellio, 92933608 | PemAssgn | 30008534 0290604 -
Find by Wame [Charly DORRIS EOD UM 03.05.19959 EAT Picstani Emp., S5t Aot
™ &g Persan EEGroup 2| Local Staff (o300 mew vork Crg DM OCSS FOSO FMS PES _
= B Cobectes search halp EE Subgrn (TT| Trades & Gt [1e-4 o8| mper  Pemasent Bxp [31.07.2034
) Sewen Tem
= ﬂﬁﬂum e " —
BasicData | Contract Data | PayrelData A TmeData | Bersfzbeta (s | @ [+/5]
 Infotype text 8. | | Period |
ww o = | 1= Period
Planned Wording Tme " Feom | 16.03.2015]Te  [15.03.2016
Tirmer Quinta Compansation ) Today ek
ApanEs DA () Cument. month
[ Atendances ()Froen curr.date Last week
| SubsUDSTen (1Ta Cument Date  ()Last month
i Crvactima () Cument Perod () Cument: Year
Jecusey ra ot i -
Abtence Quaotas -
— = —
Infotype |:ms sty 08 ﬂi

4. Enter the the following information:

From: the start date of the paternity leave quota, i.e., the child’s date of birth
To: end date of the paternity leave quota is one year from the date of birth
Infotype: 2006 for Absences, and

STy: 06 for Paternity Leave

Click |Q| to continue.
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. Maintain Time Data
@f O & & Mustentry M week [EMonth FHvYear

I EEEEEY

Find by I
~ f Person Personnelno.  [10073774 \
* [H] collective search help Name | |Eop UN[10.07.2017]MAT Ugandan Emp. Stat  Active
) % i’f;erc:e;i:“ EEGroup 2| Local Staff [vGo1] Entebbe Org ODMS ASU
EE Subarp (65| General Service G-5 [os] 2ppt Fixed Term Exp |30.06.2021
Umoja Time Data e
Planned Working Time o ~ || Period |
" |Absences ¥ || ®period
jAttendanc&s From [19.12.2022|To  [19.12.2022]
| |Substitutions () Today () Curr.week
| |Absence Quotas OAl () Current month
| |Quota Corrections ~ || OFrom curr.date (O Last week
| Time Quota Compensation () To Current Date () Last month
|_|Time Transfer Spedfications () Current Period () Current Year
] A B o

Direct selection
Infotype |Attendances | 51y (1006 CTO Accrual

O

5. Click

E jfotype Edt  Goto  Extrs Sytem Heb

‘<@ ece LY

to create the paternity quota record.

Eniter
Creare Absence Quotas (2006)
5B T [T persoral work schedule [ Defat valres Actwviy slocation  Cost aesigmest  Extesnal senices
bl =] e | HIFREE04 Pers.Asspn  BDDDG5IA 92993604 - FE
Frd by Hame [Cmarly DOBRIS | EOO UN (0305 1999 AT pakstani Emp. SEML  Actve
= &g Parsen EE Goup 2| Lol Smff [TE00]  Hw York ey DM OCSS FOSD FMS5 PES -
: %sem T iy EE Subgre [TC] Trades & Craft fle-4 08l agpc Parmasent Exp [21.07. 2004
m T " - o y
+ [ Free sewch From 1€.03.2015] To 15, 002016
| Absence quota
Categary 0 patemiy Lewve
Time ‘na:0e] - [oo:00]
—
Dudusction 2.00000 I Nog. deduction b3 | .60000 |
Daedusction from
Deedhaction to

6. Enter the appropriate number of days allowed for paternity leave at the staff member’s

duty station. Click V] to confirm the entry.
7. Press F9 to add a note.

8. The note should contain the following elements:
* The staff member provided copy of newborn child’s birth certificate to establish paternity

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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entittement quota. Request dated < date > refers. Verified information from original birth

certificate.
[ 71able Edt Goto Utities(M) System Heb
] qJEH| et = HNE oF
Infotype Text
» Example Comments 5/m provided copy of newborm child's birth ¢
b | To eacablish pavernity entitlemsnt quota. Request daced .03.2015 referm

b | Verifiad informacion from original birth :::I:J..Ellzate.l

[ |
9. Click to save the note.

|
10. Click again to save the record.

e

11. Click @ to return to the SAP Easy Access screen.
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Sick Leave

Staff members who are unable to perform their duties by reason of illness or injury or whose
attendance at work is prevented by public health requirements will be granted sick leave. All
sick leave must be approved on behalf of, and under conditions established by, the Secretary-
General.

When unable to report to work, staff members must inform their immediate supervisor and their
office Time Administrator/Time Senior Administrator, including the expected date of their return
to work.

Uncertified Sick Leave is limited to 7 days per leave cycle and does not require supporting
documentation.

Certified sick leave is limited and requires a certificate from a licensed medical practitioner
indicating the date or dates of absence from duty by reason of illness, injury, or incapacitation
to be submitted to the appropriate office/person.

When a staff member is on extended sick leave and it is anticipated that entitlements to sick
leave at full pay may be exhausted, the case should be reviewed for action.

A staff member holding a fixed-term appointment who has completed less than three years of
continuous service shall be granted 3 months (65 working days) of sick leave with full pay and
3 months (65 working days) of sick leave with half pay in any period of 12 consecutive months.
A Staff member holding a permanent, continuing, or indefinite appointment, or a fixed-term
appointment for three years or who has completed three years or more of continuous service,
shall be granted up to 9 months (195 working days) of sick leave with full pay, and up to 9
months (195 working days) of sick leave at half pay in any period of four consecutive years.

The 12-month and 48-month (four-year) consecutive periods are counted as running periods
from the month in which sick leave is taken, including the preceding 11 or 47 months, as
applicable. The periods are determined based on of calendar months, not calendar years (and
does not necessarily commence with the date of the staff member’s appointment).

Computation of sick leave begins in the month that the sick leave starts. The number of days of
sick leave taken in the preceding 11 or 47 months is counted and added to the sick leave taken
in the current month to arrive at the amount of sick leave taken in the 12-month or 4-year
consecutive period. The 12-month or 4- year consecutive period moves each month that further
sick leave is taken, as 12-month or 4-year period counts backward from the month in which the
sick leave is taken.
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To keep the staff member in full-pay status when on sick leave with half pay, a half-day annual
leave may be combined with a full day of sick leave with half pay. As combining a half-day
annual leave with a full day of sick leave with half pay has the effect of reducing a staff
member’s annual leave balance, the staff member’s written agreement to the arrangement
must be obtained.

( )

_f Annual leave is not accrued during periods of sick leave with half pay.

_f Sick leave with half pay cannot be combined with a half- day annual leave
= when an appointment has been extended solely for the purpose of allowing
a staff member to utilize his/ her entitlement to sick leave.

__f Once a staff member exhausts their entitlement to sick leave at full pay and
= sick leave at half pay, any further absence may be charged to annual leave.
Once sick leave and annual leave have been exhausted, the staff member
is placed on special leave without pay. When a staff member is under
consideration for a disability benefit under article 33 (a) of the Regulations of the
United Nations Joint Staff Pension Fund and the staff member has exhausted all
sick and annual leave entitlements, the staff member is placed on special leave
with half pay, which must be approved by OHRM, until the date of such decision.

L J

The regulations, rules, policies, and standard operating procedures (SOP) governing sick leave
have developed over time. The official documents are easily accessible within the UN intranet.

1. Staff Regulations of the United Nations —
Article VI,

(c)
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Article 3.1 — Injury or iliness expenses, sick leve
Article 3.2 — Total disability
Article 3.9 — Relation to other benefits under the Staff Rules

3. Sick Leave — and
Section 1 — General (ST/Al/2005/3)
Section 2 — Certification of sick leave (ST/Al/2005/3)
Section 3 — Relationship of sick leave to other entitlements (ST/AI/2005/3)

» Sections 3.1 — 3.2 — Exhaustion of sick leave entitlement

» Sections 3.3 — 3.5 — Combination of sick leave on half pay with annual leave or half-time
duty

+ Section 3.6 — Accrual of annual leave during sick leave

» Section 3.7 — Effect of sick leave on entitlements other than annual leave

» Section 3.8 — Sick leave within a period of annual leave

» Sections 3.9 and 3.10 — Extension of fixed-term appointments for utilization of sick leave
entitlement

4. and
Section 2 — Family leave under the uncertified sick leave entitlement (ST/Al/2005/2)
Section 8 — Relationship of maternity leave to other entitlements (ST/AI/2005/2)

e Section 8.1 — Sick leave and annual leave
Section 11 — Relationship of paternity leave to other entitlements
* Section11.1 — Sick leave and annual leave

5. Recording of attendance and leave — and
Section 3 — Computation Sick leave (ST/Al/1999/13)

» Sections 3.3 -3.5
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6. Administration of temporary appointments — Sick leave

e Sections 9.2 -9.3

Information can also be found on the Knowledge Gateway.
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Prerequisites

The following documents and data are required to process and approve a sick leave request.

» Validate Eligibility: Check that the staff member has not exceeded their maximum
entittement based on their appointment status and years of service. Umoja provides the
balance of the sick leave entitlement for the staff member.

» Sick Leave Request: The staff member should submit a request for both uncertified and
certified sick leave through ESS. Staff members are expected to enter these requests as
soon as possible, and in the case of certified sick leave requests must be submitted no
later than the 20th working day following the initial absence for duty. A certificate
submitted more than 20 days after the commencement of the sick leave will not be
certified and will be charged against the staff member’s uncertified sick leave entitlement,
accrued annual leave, or special leave without pay.

* Medical Certificate: ESS requests for certified sick leave must include a licensed
medical practitioner certificate clearly indicating the date or dates of absence from duty by
reason of illness, injury, or incapacitation, without identification of diagnosis and expected
date of return to duty. After 20 working days of certified sick leave during the same
12-month period, the request is routed to the Medical Director or designated medical
officer for certification. In this case, a detailed medical report from a licensed medical
practitioner including the diagnosis must be submitted for their review.

+ Check for Exceptions/Special Cases: When a staff member has exhausted his or her
entitlement to sick leave with full pay, the situation should be brought to the attention of
the Medical Director who will determine whether that staff member should be considered
for a disability benefit. If the staff member is being considered for a disability benefit and
all annual and sick leave entitlements have been exhausted, because of a delay in the
medical determination of the staff member’s incapacity for further service or in the


https://documents-dds-ny.un.org/doc/UNDOC/GEN/N11/565/85/PDF/N1156585.pdf?OpenElement
https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

decision by the United Nations Staff Pension Committee, the staff member is placed on
special leave with half pay until the date of decision of the Pension Committee to award a
disability benefit. The staff member’s appointment may then be terminated by the
Assistant Secretary-General for Human Resources Management for reasons of health
under staff rule 9.6(g) as of the date of the decision of the Pension Committee.

If a staff member is awarded a disability benefit by the UN Staff Pension Committee and
he or she has not yet exhausted all sick and annual leave entitlements, the staff
member’s appointment may be terminated by the Assistant Secretary-General for Human
Resources Management for reasons of health under staff rule 9.6(g) after the exhaustion
of all sick and annual leave entitlements. You may want to consult the section on special
leave in this manual as these situations for additional information on how to deal with
them.

If the request is sent to the Time administrator for submission on behalf of the staff
member, a justification as to why it is not possible to submit through ESS is also required.
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Process

There are three different approval processes depending on the type and length of sick leave:
uncertified sick leave or family emergency leave, certified sick leave (20 days or less per leave
cycle) and certified sick leave (more than 20 days per leave cycle). Each is explained below:

It is the S/M’s responsibility to take action on rejected Sick Leave requests!

When a S/M’s Sick Leave request is rejected, they must either amend the request
per the instructions of the HR Partner or Medical Services (in the case of the
absence exceeding 20 days, consecutively or cumulatively within the leave cycle)
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or submit an alternative leave request to cover their absence.

S/Ms will receive an initial automated message, plus three additional notifications
at 15-day intervals from Umoja, reminding them of their need to act. If no action is
taken after the 4th notification (on day 45), Umoja will automatically record the
rejected Certified Sick Leave as Unauthorized Absence.

Failure to act will result in retroactive deductions of the S/M’s salary and
allowances in line with the UN Staff Rules ,

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Uncertified Sick Leave (or Family Emergency
Leave)

Uncertified Sick Leave can be claimed under two leave types:

* Uncertified Sick Leave — Per , uncertified sick leave may be used when
the staff member is not able to perform duties due to his or her iliness or injury and does

not require a medical diagnosis.
* Family Emergency Leave — Per uncertified sick leave may be used for

family related emergencies.

Uncertified Sick Leave or Family Emergency Leave can be requested in ESS one month before
and recorded up to one month after the dates taken.

The process for successfully processing and approving either type of Uncertified Sick Leave
request includes these procedures and roles:


https://policy.un.org/browse-by-source/staff-rules#Rule%205.3
https://policy.un.org/browse-by-source/staff-rules#Rule%206.2
https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
https://policy.un.org/browse-by-source/staff-rules#Rule%206.2
https://policy.un.org/browse-by-source/staff-rules#Rule%206.2

KEY

of .
er\/i50:{and @ umoja
5uF’e{geﬂC\N0rl< @ oriine

The system automatically approves the request after checking the staff member’s USL quota
balance is sufficient to cover the request.

Once approved, Uncertified Sick leave quota, leave type, and dates are deducted in real time.
Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member and Time Administrator nor the manager have
access to ESS, the HR Partner or Time Senior Administrator can view, create, or modify
absence records including certified and uncertified sick leave entries, directly in ECC.
However, note that no changes should be made to sick leave entries in ECC unless there is
proof of approval by the HR Partner or Medical services, as appropriate. Whenever a change is
made for sick leave entries in ECC, a note should be entered indicating reference to the
approval or the change made.

| coman | e [ emsoronce | mmsoruse
Certified Sick Leave (less than 20 days per
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cycle)

Certified sick leave entries can be made in ESS up to 3 years retroactively and 3 years in

advance. Requests for Certified Sick Leave must include a medical certificate from a licensed
medical practitioner indicating the date(s) of absence from duty by reason of iliness, injury, or
incapacitation, without identification of diagnosis.

The process for successfully processing and approving a Certified Sick Leave request includes
these procedures and roles:
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+ The system automatically routes requests to the HR Partner only if the staff member is
eligible and the Sick Leave is for up to a cumulative or consecutive period of 20 days
within a leave cycle (1 April to 31 March).

» If the request is approved by the HR Partner, the sick leave quota is updated, and an e-
mail notification is sent to the Staff Member and the Time Manager. The status of the
leave request is updated in ESS and the certified sick leave is recorded in ECC.

+ If the request is rejected by the HR Partner, an e-mail notification is sent to the Staff
Member, Time Manager and Time Administrator. The status of the request is updated

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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in ESS, and the staff member can amend and re-submit, or submit an alternative leave
request.

_/ When a request is rejected, it is often because the staff member has not
attached an official document to support the requested Certified Sick
Leave.

__;/ When the staff member’s request is rejected the HR Partner must change
the leave to, for example, Uncertified Sick Leave, Annual Leave, Special
Leave without Pay (SLWOP) after consultation with the staff member. For

some leave types like annual leave will have to be discussed with the staff

member’s time manager/first reporting officer.

\. J

Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member nor Time Administrator/Time Senior
Administrator have access to ESS, the HR Partner or Time Senior Administrator can view,
create, or modify attendance records including certified and uncertified sick leave, directly in
ECC. However, the preferred mode of submission should always be through ESS and any ECC
entries or changes must be accompanied by a detailed note making reference to the approval
details.
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Certified Sick Leave (more than 20 days per
cycle)

Certified Sick Leave entries can be made in ESS up to 3 years in advance, and 3 years
retroactively.
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Requests for Certified Sick Leave over 20 cumulative or consecutive days in a leave cycle DO
NOT require attachment of the medical report for privacy reasons. The report, including
diagnosis of the staff member’s condition, must be emailed to Medical Services.

The process for successfully processing and approving a Certified Sick Leave request that is
longer than 20 days in a leave cycle (April to March) includes these procedures and roles:
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 |If Medical Services certifies only some days, the system sends out an email notification to
the staff member, Time Manager and HR Partner. The status of the days that were
approved is updated in ESS and these days are deducted from the Sick Leave with Full
Pay quota, and automatically recorded in ECC. The staff member must submit either an
updated Certified Sick Leave request in ESS or another type of leave request for the
rejected days. The staff member will have 60 days form the initial automatically generated
email informing them that their Certified Sick Leave has been partly approved. The email
will contain information the approved and the rejected days. They will have 60 days to
address the issue highlighted with their rejected Certified Sick Leave request, if they do
not act the rejected Certified Sick Leave will be recorded and Unauthorized Absence on

the 60th day.

+ If Medical Services fully rejects the Sick Leave period, the system automatically notifies
the staff member, Time Administrator and HR Partner. The HR Office follows up with the

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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staff member concerning their absence for the period of leave that has not been certified
by Medical Services. The staff member will have 60 days from the initial automatically
generated email informing them their Certified Sick Leave days have been fully rejected,
and they are required to take action. If they do not take action on day 60 the rejected
Certified Sick Leave will be recorded as an Unauthorized Absence.

Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member nor the Time Administrator/Time Senior
Administrator have access to ESS, the HR Partner or Time Senior Administrator can view,
create, or modify attendance records including certified sick leave and uncertified sick leave,
directly in ECC.

In cases of extended sick leave and when a staff member has reached a certain sick leave
threshold, the system sends an email notification to the Staff Member and the HR Partner
informing them of the remaining sick leave with full pay entitlement so they can see they are
close to exhausting it.

Sick Leave with Full Pay Notification Thresholds

» For staff members entitled to 195 days of sick leave with full pay, the notification is sent
when the balance reaches 45 days.

» For staff members entitled to 65 days of sick leave with full pay, the notification is sent
when the balance reaches 30 days.

After receiving this notification, the HR Partner should advise the staff member of the options
available for dealing with the absence once the entitlement is exhausted. The HR Partner
should obtain in writing the staff member’s agreement to use half sick leave with half annual
leave or sick leave with half pay and should start considering whether the case should be
submitted to the Medical Services Division to ascertain whether it warrants consideration for
disability.

It should be noted that the staff member will not be able to submit requests for sick leave on
half pay through ESS once the 195 or 65 days on sick leave on full pay have been exhausted.
At that point, any requests for sick leave must be handled offline and will involve the HR
Partner, Time Senior Administrator, and Medical services. The HR Partner will then make the
necessary arrangements in ECC to record the leave options chosen while on sick leave on half

pay.

Staff Members are entitled to the same number of days of sick leave with half pay equivalent in
number to the days of sick leave with full pay, i.e., 195 or 65.

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

_-/ Sick leave with half pay combined with half duty requires approval by
Medical Service.

__/ Once the sick leave with half pay quota is exhausted, if the Medical Director
recommends that the staff member should be considered for a disability
benefit, the staff member may be placed on Special Leave With Half Pay

(SLWHP) upon approval of the Office of Human Resources Management.

\_ J
( )
%
— A staff member who returns to work after all leave entitlements have been

exhausted will be placed on Special Leave Without Pay (SLWOP) for any
subsequent absences until annual leave accruals are available.
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Procedures

Review This
RELATED INFOTYPE:

+ ABSENCES (1T2001)

« ABSENCE QUOTAS (IT2006)
Refer to Common Procedure section for guidance on viewing, creating and modifying
Leave record(s) in ECC. The HR Partner or Time Senior Administrator should only create
or modify sick leave records in ECC in cases of sick leave on half pay. Sick leave on full
pay should be entered in ESS and only exceptionally in ECC.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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covmor | cmwones | ecronee | rmsoruse
Approval of Certified Sick Leave 20 days or

less in ESS

Review This

The HR Partner is the approver for certified sick day requests that are 20 days or less. Follow
the procedure to approve Maternity leave. Go to the approval work centre and select the sick

leave request.

Approve Certified Sick Leave , New
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1. Review the request details, including a review of the attached documentation.

2. Approve or Reject as appropriate.
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Half Sick Leave with Half Annual Leave or
Sick Leave with Half Duty

Review This
The procedure to record half sick leave with half annual leave or half sick leave with half duty is

exactly the same in both instances, the only difference being the subtype selected. The
scenario below is for sick leave with half annual leave. For sick leave with half duty, select the
relevant subtype and remember that this leave type requires approval by the Medical Service
that the staff member is able to return to work half time.

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

[ Menu Edit Favorites FExtras System Help

) [pmm | « e ISHB

S5 35y Access - User menu for Gale McC:

2. Click @ after typing PA30 in the Command text box.

3. Enter the staff member’s personnel number in the Personnel No. text box.

= HE master data Edi Goto Extras Ligiitiaes(M) Settngs Syitem Hen

e @@ 0000 NP 0N
Maintain HR Master Data

[ & & [0 E by

T EEE I reveere g

| Find by
| = &2 Person
« (M) Colectwe search help
T

4. Click @ to continue.

5. Enter the start date of the sick leave on half pay in the From text box, and the end date
in the To text box. Enter the Infotype ID for Absences, 2001, in the Infotype text box.
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|Time Quota Compensation () To Current Date () Last month
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r
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| Infotype

Click lQ' to confirm the entries.

sTy [1100] Annual Leave
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Infotype [Attendances

| sty 1006 CTO Accrual

to create a new record.

8. Click 1123 Half Sick Leave w/Half AL.
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| Annual Leave-Home Leave
1115 Annual Leave-Family Visit
1116 Annual Leave-Reverse EGT
1119 Certified Sick Leave
1120 Uncertified Sick leave
Sick Leave with Half Pay
1122 HalfSickLeave wHalf Duty
1123 Half Sick Leave wiHalf AL
1124 CTO Use
1126 Paternity Leave

EE[E[8 88888
£

8. If you are following this procedure to record half sick leave with half duty, then select
subtype 1122. Click to confirm selection.

[ Infotype Edt Goto Extrgs System  Help

& | « eqe HE @S
Create Absences (2001)
% a7 [T Personal work schedule Activity alocation  Cost assignment  Extemal senices 2
=2 )1 985 | e | @] 4 pers. No. 20250432] Pers.Assgn 30524811
Fnd by Hame [Clare MAHEIA EoD UM [o1.0e. 2012l MAT F
= 82 Person EE Group |1 International Staff [caoo]  Geneva
* 0 collective search help EE Subgrp ¢8| Professional & Above -3 1] apee
& ﬂfl Search Term L i
« (i Free search St th.us.zn:l.s_pm e

9. Verify that the Start and To dates reflect the dates entered in the previous screen, then

click 0 to continue.

10. Press F9 to add a note. The note should contain the following elements:

« Staff member has exhausted entitlement to sick leave with full pay.
* As per email dated from the staff member and approval by MSD, the use of sick leave
with half pay plus half day annual leave is granted effective < date > through < date >.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Infotype Text
| ¥ Example Comment 5/m has exhausted entitlement to sick leave with full
Zk | pay. As per smajil from s/m and approval by MSD, dacesd 06,2015
P | uze of sick leave with half pay plus half day annual leave to be used
 F effeccive 25.06.2015 thru F‘I-.-'_‘n".'.2l2|15.

|
11. Click to save the note.

]
12. Click again to save the record.

13. Click & to return to the SAP Easy Access screen.

As best practice should execute T-Code PA20 to review the CTO quota and deduction are
correct.

The following infotypes should be reviewed:

* |T2006 (Absence Quotas), and
* |IT2001 (List Absences).

On IT2006

Identify the correct quota line and view the “Deduction” column to confirm that the correct
number of days have been deducted from the quota.

On IT2001

You will see two records for the Half Sick Leave w/Half AL entry. When this type of absence is
recorded in the system SAP creates a technical infotype, in this case T123. This is not a
duplicate record. SAP creates this record to deduct from two quotas using one record. The
record type “DO NOT USE...” should not be altered in any way.

When half sick leave with half duty is selected, the technical infotype for the accrual of
attendance is created.
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Special Leave

Staff members holding any appointment other than a temporary appointment may be granted
Special Leave With or Without Pay (SLWOP). Special leave without pay for staff holding a
temporary appointment under the staff rules may be granted in compelling cases (e.g. serious
illness or death of a family member, birth of a child).

Special leave is normally granted without pay. Periods of special leave (either with or without
pay) may affect appointments and/or benefits and allowances. In the event that the staff
member makes a request for SLWOP to engage in outside activities during the period of leave,
this request will need to be assessed in accordance with the applicable rules.

The regulations, rules, policies, and standard operating procedures (SOP) governing special
leave without pay have developed over time. The official documents are easily accessible
within the UN intranet.

General provisions

1. Staff Regulations and Staff Rules of the United Nations —
Article VI,
Article V — Annual and special leave

2. Sick Leave — and
Section 3 — Relationship of sick leave to other entitlements under the 100 and 200
series — Exhaustion of sick leave entitlement (ST/Al/2005/3)

+ Sections 3.1 - 3.2
3. Termination of Appointment for reasons of health —

Section 4 — Delay in determination
Section 5 — Notice and effective date of termination

4. Family leave, maternity leave and paternity leave- and

+ Section 4 — Special leave without pay (ST/Al/2023/2)
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5. Recording of attendance and leave — and
Section 2 — Leave other than annual leave (ST/AlI/1999/13)

Request for Outside Employment

1. OQutside activities — and

» Section 6 — Procedures (ST/Al/2000/13)
o Sections 6.1 — 6.5- Clarification procedure

» Sections 6.6. — 6.9 — Approval procedure
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Prerequisites

Review This
The following documents and data are required to process and approve a special leave

request.

+ Leave Request: The Staff Member should submit a leave request in ESS providing the
requisite amount of time for the request to be evaluated and processed based on the

request type.
* Documentation: The Staff Member is required to submit relevant documentation based

on the type of leave being exercised. Information sheets are available to support staff on

the documentation required in each case.
+ Validate Eligibility: Check that the staff member qualifies for special leave (i.e. the staff
member is on a fixed-term, continuing, or permanent appointment, and exceptionally on a

temporary appointment).

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Process

Documented here are the processes for:

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Special Leave with or without Pay

Requests for special leave (with, without pay or on half pay) require a two- level approval, first
by the manager and secondly by the HR Partner. The process for successfully processing and
approving a special leave request includes these procedures and roles:


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
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fof ervlf'

st P @ offline

_f The Umoja workflow will handle the time request exclusively and any
= requests for outside employment associated with the special leave request
will continue to be processed offline (see below).
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( )

%
— In the event that the staff member has made a request for outside
= employment in connection with the special leave request, the HR Partner
must review and follow the relevant procedure as per Section 6 of ST/Al/

2000/13.

\. J

Exceptional Record Entries in ECC

Exceptionally, when neither the Staff Member, Time Administrator/Time Senior
Administrator nor Manager have access to ESS, the HR Partner can view, create, or modify
absence records, including special leave requests, directly in ECC provided all the relevant
approval by the manager and the supporting documentation has been provided.

Time Senior Administrators should never create or modify special leave requests in ECC
unless they are instructed to do so by HR Partners as any modification or creation of special
leave requests has other HR implications.

Insurance

HR Partners should be aware that the processing of SLWOP PAs will impact insurance
contributions as follows:

At the time of approving a SLWOP Grant that spans over one full calendar month or more,
Umoja dynamically delimits insurance. Unless the staff member makes the necessary
contributions, their insurance will be discontinued. If the staff member decides to pay for health
insurance while on SLWOP, the insurance section can make an adjustment reason (in IT378)
so the staff member can enroll upon receipt of payment.

Please note that the period of SLWOP must include one full calendar month for insurance to be
delimited. Periods of Special leave without pay for less than one month do not impact
insurance coverage.

Examples:

* 2 May to 1 June inclusive: Insurance not delimited. Note that if the 1st or 2nd of May is a
weekend or a holiday, there will not be a payroll deduction. However, when the staff
member returns, the full premium will be collected from the staff member’s salary.

* 1 May to 31 May: Insurance will be delimited
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* 1 May to 15 May: No impact on insurance coverage.

If the period of SLWOP has delimited insurance, once the Return from SLWOP PA is
processed, Umoja will create an adjustment reason and the staff member will need to reapply
for insurance in ESS.

Staff members must be advised of the possible impact on insurance participation
at the time of approving a special leave request by the HR Partner.

| cormar | consr | emcnionce | remsonuss
Jug Duty

The process for processing and approving a jury duty request includes these procedures and

roles:
5 . KEY
igCusse Wlth - "
S/M D Lea\/r ® Umoja
g put? yis? @ offiine
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1. The Staff Member requests special leave for jury duty using ESS or, exceptionally, the
Time Administrator/Time Senior Administrator enters the request on behalf of the
staff member using ESS.

2. The system automatically sends the request to the HR Partner.
3. The HR Partner approves or rejects request through the Portal.

4. The leave type and dates are updated in the system in real time.

Jury duty is marked only as a time absence entry. There is no need to execute the
corresponding Special Leave with Full Pay PA in ECC as it is assumed the absence will be on
full pay status as per the current Staff Rules.

Exceptional Record Entries in ECC

In very exceptional cases, when the Staff Member, Time Administrator/Time Senior
Administrator and Time Manager do not have access to ESS, the HR Partner can create,
modify, and delete attendance records including Jury Duty directly in ECC.

Time Senior Administrators should never create or modify jury duty requests in ECC unless
they are instructed to do so by HR Partners as any modification or creation of special leave
requests has other HR implications.

In cases where only the Staff Member does not have access to ESS, the Time Administrator/
Time Senior Administrator can submit a request on behalf of the staff member.

Click for the procedure to

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
RELATED INFOTYPE:

+ ABSENCES (IT2001)
Refer to Common Procedure section for guidance on viewing, creating and modifying an
Absence record in ECC.
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Granting Special Leave

Review This

Special Leave Without Pay — Grant

HR Partners should be aware that the processing of SLWOP PAs will impact insurance
contributions as follows:

INSURANCE:

At the time of approving a SLWOP Grant that spans over one full calendar month or more,
Umoja dynamically delimits insurance. Unless the staff member makes the necessary
contributions, their insurance will be discontinued. If the staff member decides to pay for health
insurance while on SLWOP, the insurance section can make an adjustment reason (in IT378)
so the staff member can enroll upon receipt of payment. Please note that the period of SLWOP
must include one full calendar month for insurance to be delimited. Periods of Special leave
without pay for less than one month do not impact insurance coverage.

Examples:

* 2 May to 1 June inclusive: Insurance not delimited. Note that if the 1st or 2nd of May is a
weekend or a holiday, there will not be a payroll deduction. However when the staff
member returns, the full premium will be collected from the staff member’s salary.

* 1 May to 31 May: Insurance will be delimited

* 1 May to 15 May: No impact on insurance coverage.

If the period of SLWOP has delimited insurance, once the Return from SLWOP PA is
processed, Umoja will create an adjustment reason and the staff member will need to
reapply for insurance in ESS.

Please be sure to advise the staff member of the possible impact on insurance participation at
the time of approving the request.

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


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
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(5 Menu Edt Favortes Extras System Help

?lpmul v]« @ = (M

Enter_

SAar casy Access - User menu for Linda

2. Click @ after typing PA40 in the Command Text box.

3. Enter the staff member’s personnel number and the Start date of the personnel action

e =]k )
e 6
= &) Piion PeriAsgn | 0055004 000THE - [

= M} Cobective search heip EO0 U 0L, 00, 2008 EAT Hakon

« B Seaech Tarm

Emp. Stat  Actve
ET02 PotasPmcs  Oop OSREGSSGRM

a3 €7 Apps  Faed Tem Exp |32, 08, 20LE

=+ [ Free seach

Peesore_. EE group  EE mig... [

4. Select the Special Leave Without Pay — Grant action.

5. Click Q to execute the Personnel Action.
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Copy Actions (0000)

il & 2 Chexecute nfo group 27 Change info group
Pers.No. [ 744a5]  pers.Aassgn 30056094 00074445 -1
Hame [Abraham MCCUISTON | EOD UN [01.03.2008] HAT Haitian Emp. Stat  Active
EE Group |2 Local Staff 'BTo0l  Port-au-Prince 0Org OSRSG 55 GFM
EE Subgrp |5/ General Senvice 'e-3 07| Appt Fixed Term Exp [30.06.2018
Start lo1.04.2015] to 31.12.9999]

Personnel action

Action Type Sp Leave wjo Pay - Grant ot

i o ]

Reason for Action Lo
| Status

Customer-specific [ -

Employment | Active -
| Organizational assignment

Posttion 30056024 | G3 8658 FIELD SECURITY GU

Personnel area 0 j

Employae group 2] Local Staff

Employee subgroup les] General Service

6. Make a note of the displayed default position as it will later appear as the lien position in

IT3344 NPO Assignment. Click \l to display the list of options for Reason for Action.
[ Reason for Action (1) 11 Entries found

O HEEERIEIR

. e: 76

ction type: Sp Leave wfo Pay - Grant :
Ac_ iufreasunfuracﬁun
01 ,Studies/Research |
03 Medicaly-related
05 Family Leave
o7 Government Service (technical)
0o Miltary Service
11 Pension Purposes
13 Administrative Leave
15 Mon Compensatory
17 Unauthorized Leave
19 Employment Outside LN
21 Other

7. Select the appropriate value for Reason for Action.
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Leave w/o Pay — Grant Menu Key

Studies/Research: Used when a staff member will be on leave for study or research
purposes.

Medically-related: Used when a staff member has had sick leave requests rejected and
the leave taken has to be charged to Special Leave Without Pay due to lack of balance of
annual leave.

Family Leave: Used when a staff member has exhausted their annual leave entitlement
and they need to be away for family emergencies.

Government Service (technical): Used when a staff member has been requested by his
or her government to render temporary services involving functions of a technical nature.
Military Service: Used when a staff member is required to serve their national
government as a member of the military, subject to meeting certain criteria.

Pension Purposes: Used to protect the pension benefits of staff members who are within
2 years of achieving age 55 years and 25 years of contributory service, or who are over
that age and within 2 years of 25 years of contributory service.

Administrative Leave: Used when the staff member has been placed on administrative
leave pending investigation.

Non Compensatory: Used when a staff member has exhausted sick leave entitlements
and the case does not warrant consideration for disability but the staff member has not
returned to work.

Unauthorized Leave: Used in cases of unauthorized absence once a staff member’s
entittement to annual leave has been exhausted.

Employment Outside UN: Used in cases where a staff member will be employed with
another Organization/Company for a temporary period where they will gain skills that will
be beneficial to the Organization upon their return.

Other: Default option used for the transport of pre-Umoja records. Will also be used in
future instances when a new option has been authorized by Policy but the system has not
yet been updated to include this new reason for action.

8. Click to confirm selection.
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[E Infotype Edt Goto Extas  System  Help

| 4B e@e DHR 0L BE @M
Copy Actions (0000)
B 2  (Execute info group &7 Change info group
Pers.No. 74445]  Pers.Assgn | 30056094 00074445 *!@
Hame |Abraham MCCUISTON | EOD UN (01.03.2009| HAT Haitian Emp. S5tat  Active
EEGroup 2| Local Staff EI00| Port-auPrince  Org OSRSG S5 GFM
EE Subgrp 65| General Service G-3 [o7 Appt Fied Term Exp [30.06.2018)|
Start 01.04.2015 to 31.12.9939
| Personnel action
Action Type 'Sp Leave w/o Pay - Grant -
Reason for Action o1
| Status
Customer-specic ’ -|
Employment | Acthve -
| Organizational assignment |
Postion 63 8658 FIELD SECURITY GU
Personnel area HI00| Haiti
Employee group 2] Local Staff

Employee subgroup 'es|  General Service

9. Replace the position with a non-payroll position.

10. Click @ to validate your entries and to create the lien on the previously encumbered
position.

11. Click [E" to save the record and move to the next infotype.
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[E Infotype Edt Goto Extgs System Heb
@ [ qB|lCe@e  CHR DDOo80 BE 8
Tove [(Ctri+S)
CoplOpankational Semprment(0oo s
BB 2 ogstuctue
Pars. No. 74445 Pers.Assgn | 30056094 00074445 -
Hame Abraham MOCUISTON | EOD UN|01.03.2008 HAT Haitian Emp. Stat  Active
EE Group 2| Local Staff [BT00|  Port-au-Prince Org QSRSG 55 GFM
EE Subgrp 65! General Service le-3 o7l appt Fied Term Exp |30.06.2018
|.'——"|—| [r——————
Start 0 _FI,ITa 31.12.9999
| Enterprise Structure
CoCode lﬂﬂln' United Nations
Pers.area HTo0| Haiti Subarea [#TO0] Port-au-Prince
Cost Ctr Bus. Area  |U988)  Umofa SAP Tech. Confi
| Personnel S‘IJ'I.I_I:_.'i_J.IIE |
EEgroup 2| Local Staff Payrarea |11 Local- UNHQ
EE subgroup |G5|  General Service Pos. Type | Temporary Post =
| Organizational Plan _ i
Percentage  |100.00) B Assignment
Paosition | 99959559 Ftegatiun: defaul p..
Job key |Do0aooo00|
Org. Unit {oooooooo

12. Click El to save the record.

( )
— Note that the position in ITO001 (Organizational Assignment)
defaults to 99999999 from the previous entry on ITO0O00 (Actions).
The staff member’s original position will be displayed as the lien
position in IT3344 (NPO Assignment).
\ J

13. Click El again to save the record and move to the next infotype.

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 77 of 336



United Nations - DOS Time Management HR Partner - 1_en

[ Create MPO Assignment (3344)

]' Select Assignment Type |
_T!_.rpelDescmtiun |
_L-D _ILD-an to anocther Agency :
UL Loan w/in Umoja Entities

FM Permanent Movement

SE Secondment to another Ag..

ZA Separated / Retired

DL Special Leave Without Pay

TA [Temporary Assignment .

[ Select ] | [ Cancel ]

14. Click [ to select Special Leave Without Pay.
15. Click Select.
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[E Infotype Edt Goto Edrgs System  Help

& ~JH|C@@ CHE Do BE @m
(E"'°"e NPO Assignment (3344)

3L
Pers. No. 74445] Pers.Assgn | 99999999 00074445 !
Kame [Abraham MCCUISTON | EOD UN/01.03.2008/ AT Hattian Emp. Stat  Active
EE Group 2| Local Staff HT00|  Port-au-Prince
EE Subgrp |65 General Service 'e-3 o7 Appt Fexed Tem Exp |30.06. 2018
Start [01.04.2015] To [31.12.9999]
Assignment Type  |Special Leave Without Fay | Expiration: E’sl.ua.zms:
Organizational Assignment (from Infotype 0001)

Position: [99993292) [Unimown l1a | ol
Duty Station: |Port-au-Prin Org.Unkt: Unknown

Start Date: !EI.GS. 200 9' Manager: I'I]‘n.h'nwn

Postion Type: | Fund: 'Unknown '
Change Reason: | Cost Center: | : Unknown ]

| Movement / Travel Requirements
Assignment requires change in Duty Station: ¥es= (*)Ho

| Posttion Lien / Block

Start Date: 01.04.2015) End Date: {31.12.9993| |

Lien Position 30056094 |63 2652 FIELD SECURITY GUARD

Duty Station: ET Org.Unit: |0SRSG 55 GEM

Position Type: ’ Manager: lGandny ELSWORTE
Fund: Unknown =
Cost Center: " Unknown ]

Postion Occupancy Detal

Poston OCcusancy (Dek 1 ~

Packian Dccusancy Mambar

16. In IT3344, both the Expiration and Position Occupancy Clock fields are mandatory and
the system requires that you update these two fields first before completing other
sections in the infotype. The expiration field is used to enter the end date of the SLWOP.
Start with this field and then proceed to the Position Occupancy Detail. If you do not
complete them in this order, you will get an error message. Enter the expiration date in
the Expiration text box.

For Position Occupancy Clock, Select:

 Resume/Continue: if the Special Leave is for less than one year, or upon Return
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from Special Leave
When selected, you must select the Position Occupancy Number from the list

accessed by clicking l

= Position Occupancy. Mo. (1) 4 Entries found
— [ e T
Position Occupancy Cock [1 Resume | Conti_ | - [E& RS
- = 00000062612 PM 30700553 01.11.2015 30.09.2016 11 oo
Position Occupancy Number P 000000062611 PM 31006297 01.10.2016 30.11.2016 2 oo
00000062611 TA 31006673 01.12.2016 20.12.2016 0 20
(WDUEIEIUSEﬁll:FH 31006297 21.12.2016 31.12.9999 99 99

When you select Resume/Continue, always pick the last record that as an
expiration date of 31.12.9999. The Umoja generated selected position occupancy
number will then display in the Position Occupancy Number field.

+ Suspend: if the Special Leave is for one year or longer

* Not Applicable: Used for staff members who are not subject to managed
mobility. This includes employee group-subgroup 2 through 6:

2 (local staff);

o

o 3 (Conference Language Staff);
o 4 (WAE);
o 5 (Special Staff);
> 6 (R/NR Loan to UN);
+ As well as certain staff within employee group 1:
> 1-GlI (International GS);
o All international staff with temporary appointments; and

o P2 and P3 international language staff.

Notice that the new position is displayed under Organizational Assignment (IT0O001), along with
the job title, duty station, organizational unit, start date, position type and fund information.

Ensure that the defaulted Position Lien/Block matches the original position on ITO000 Actions,
which you made note of in a previous step. If it is incorrect, do not make changes to the
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position on this infotype. Stop processing the PA and review the staff member’s position
history.

This infotype maintains the lien position information for the duration of the Special Leave
without Pay.

17. Click Q to validate entries.

|
18. Click to save the record.

T. Message Text LTxt Det
A SHCMNPO/MS_GEN:000 Wamning: there & no funding record (1018) at 01.04.2015 fo_ @
A Record valid from 01.01.2005 to 31.12.9999 delmited at end @ =
'
i ¥ LER N

I
[##)]# corect erors |{&]|@6 Technical Information | [IH|[(%¢]

19. You should see a message regarding delimiting the record. The warning message on
funding is a result of working in the training environment. This warning message should

not appear in production. Click to continue to the next infotype.

= Infotype Edt Goto Extras System Help |

& *"dBled@ CHE dno0 BE &

Create Absences (2001)

H B £ T [@rersonal work schedule Actiity alocation  Cost assignment  External services | 3B
Pers.No. | 74445 Pers.Assgn 99099509 00074445 - &)
Hame [Abranam MCCUISTON | E00 un01.03.2008! HAT Haitan Emp. St Active i
EE Group |2| Local Staff ET00|  Port-au-Prince
EE subgrp |55 General Service lg-3 |07l Appr  Foced Term Exp |30.06.201¢]

Start 01.04.2018] To

Absence type [1108]  Specil Leave wihout Pay

= i i
Absence hours [ .

Absence days [ 0.00l

20. Enter the end date for the SLWOP Grant in the text box.

The “Start” and “To” dates should match the request for SLWOP submitted by the staff member
in ESS, which the HR Partner will approve after the PA has been completed in ECC. Approval
of the ESS request is only for the purposes of clearing the request from the work queue and
will not create a leave absence record.
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: ,
22. Click *= to save the record and move to the next infotype.

& |nfotype Edt Goto Extras System Help

g
1

Emp. Stat  Active

Exp |30.06.2018

| - dB|lC@e@ DHRE DDOD BE @®
Copy NPO Pension Funds (0961)
HE L
Pers. No. [ 74445 Pers.Assgn | 99999999 00074445
Fame |Abraham MCCUISTON | EQD UN|01.03.2009|NAT Hattian
EEGroup |2 Local Staff 5T00|  Port-au-Prince
EE Subgrp 65| General Service G-3  |l07] Appt
Start 01.04.2015| Te  [31.12.9999

. NPO Pension Funds

PF Number [492139] Reason
 Fund Detais _
Status :_Cnnuhumg E
Schema Contributing
Mon contributing
Vabdating
Pensionable Earmmings
Type ' = Group
Area [ - Level

w'ns.na.znm”al.12.999‘1@ b | Pension Gross

Particpation date

lo1.07.2014]

740,565.00 | HTG

23. When a staff member is going on SLWOP regardless of the length of time (even one
day), the Pension Schema will be marked as “Non-Contributing”. If the staff member
opts to contribute their full share to the Pension Fund, offline arrangements will need to
be made by the staff member directly with Payroll. Only when such arrangements have
been made, can the Payroll Administrator update 1T0961 to revert the status field value
to “Contributing” and select the “SLWOP Schema”, to ensure that the Pension

contribution is fully funded by the

staff member’s contribution (with no subsidy from the Organization). Select the

appropriate Status.

24. Click 0 to continue.

|
25. Click to save the record and move to the next infotype.
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= Infotype Edt Goto Extras  System  Heslp |

2 dElefele cuR DDOD BE @®
Change Entitlement Monitoring Infotype (9003) .
L)
B4 :
Pers. No. 74445 Pers.Assgn | 99955099 00074445 - g
Name |Abraham MCCUISTON | ECD UN [01.03.2009/ HAT Haitian Emp. Stat Active |
EE Group [2] Local staff [To0]  Port-au-Prince
EE Subgrp [65] General Senvice B-3 ‘07 Appt FEiead Term Exp [30.06.2018
Start l01.04.2015] To [o1.04.2015| Chngd [06.04.2016! THsTROCTOROL]

 Personnel Action Detzils

Subtype 3302 Personnel action monitoring
Action / Reason 7601

Effective Date [01.04.2015]

Action T&  Sp Leave wfo Pay - Grant
Reason 01 Studies/Research

Initiated [ Last Update Date 06.04.2016

Initiated / Last Update By INSTRUCTORD1

| Action Completion Status
Action Completed On
Action Completad Fag

ARSI

26. The last infotype, IT9003, in this PA records completion of the action. Click Yes to select
the Action Completed Flag documenting that the action has been completed. When you
choose Yes, the Action Completed On field will automatically populate the date when
you complete the action, send an email notification to the staff member and make the
PA available to staff through ESS.

27. Click Q to continue.
|
28. Click to save the record.

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

You should execute T-Code PA20 to review the absence record for the SLWOP and review the
infotypes updated by the processing of the Sp Leave w/o Pay PA.

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 83 of 336



United Nations - DOS Time Management HR Partner - 1_en

As best practice the following infotypes should be reviewed:

* |ITOOOO (Actions);

* |ITO001 (Organizational Assignment);
* 1T3344 (NPO Assignment);

* |T2001 (Absences); and

* IT0961 (NPO Pension Funds).

Each personnel action completed should be documented by adding a note to the record saved
on the Actions (000) Infotype. The note should contain the following elements:

* The staff member has requested to be placed on SLWOP for a period of < duration >, <
reason >.

* Approval received from department regarding the SLWOP request.

+ Email dated < date > refers.

Follow the general procedure on how to add a note to personnel actions. The procedure can be
found in the About chapter of this job aid.

Special Leave With Half Pay — Grant

Please note that processing a Special Leave with Half Pay PA has the following impact on
insurance:

» A staff member on SLWHP can continue with health insurance but the premium amount
will be subsidised by the Organization at half the regular amount, and the staff member
will be responsible for the other half in addition to his or her regular insurance
contribution.

Please be sure to inform the staff member accordingly when you process this PA.

30. Start the transaction using the menu path or transaction code.

(5 Menu Edt Favortes Extras System Help

?lpmtﬂ v |« @ = (i

Enter

SAar casy Access - User menu for Linda

31. Click @ after typing PA40 in the Command text box.
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32. Enter the staff member’s personnel number in the Personnel No. text box.

33. Click |Q| to continue.
@ (0 00@ DHK ODA0 @D OB |
[ .| Personnel Actions

= i Person pononneiMo. 145040 | Porhesgn [J0M5I0EZ 00145360 | @@I ]
* [l colectie :r“""'“ Hase [Badys BICCARD | £00 Uni[83_12. 2001 KAT Ethispan B, St Actve |
% EEGroup 2] Local Sif E100]  Adds Absba org ECA 555 ADDIS ;
EE Subgrn 55| General Senvice [e-5  T07) Appt Pomonent Eap [15.00.3003]

=

Personnel ACTonS

Action Type Panonn... BE growp BB sbg... [
 uance Pesond bata .

] Farmily Status s

["®* ENTITLEMENTS & PAY ***

jGrant Stap IncreEmant

JLang Alow | Acoslerted Inar,

:.hmlwﬂnkw

;mmmmm
i“"LEi.'lE“"
}hmmhﬁmt

150 Leave with Pay - Modéy
iﬁmmm-m

50 Lgve with Pay - Retum

{50 Leave wo Pay - Grant

50 Leave w/s Pay - Modiy
pﬁLﬂdﬂ'ﬁM-BﬂM

I Euﬂnﬁlﬁﬁr-m' | i i
S Leave with Hal Pay - Mod =
ik LB

34. Enter the Start date of the entitlement to special leave at half pay.

35. Scroll down and locate the appropriate personnel action.
36. Click L] to select Sp Leave with Half Pay — Grant

37. Click Q to execute the personnel action.
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Copy Actions (0000)
Ml & 2 Cerecute info group £ Change info group
Pers.No. [1is3en]  Pers.Assgn 30452022 00145360 -+
Name Badjo BIGGRRD | EOD U [02.12.2001| ¥AT Ethiopian Emp. Stat  Active
EE Group |2 Local Staff [ETon]  Addi Ababa Org ECA 555 ADDIS
EE Subgrp |65 General Service [e-5 |07 Appt Permanent Exp (28.02.2032
Start [16.06.2015| to  [31.12.9999
| Personnel action
Action Type Sp Leave with Half Pay - Grant w
Reason for Action
| Status

38. Click to display a list of options for Reason for Action.
[= Reason for Action (1) 1 Entry found

eave with Half Pay - Grant 01  Pending Disability Decision

# Select the only available value as a Reason for Action.
Click to select and continue.
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o] dB @@ DHM oD EE Q8

Copy Actions (0000)

& @ &2  ©exeateinfogroup & Change info group
Pers.No. 145360)  Pers.Assgn 30452022 00145360 -
Hame (Badjo BIGGARD EOD UM 03.12.2001 NAT Ethiopin Emp. Stat  Active
EEGroup 2| Local Staff ETon| Adds Ababa org ECA 555 ADDIS
EE Subgrp |65/ General Service le-5  1l07] appt Permanent Exp [29.02.2032
Start 16.06.2015| to  [31.12.9999]
| Personnel action

Action Type 5p Leave with Half Pay - Grant -

=

Reason for Action Lﬁp:
| Status ;

Customer-spacific ' -

Employment |Active -
| Organizational assignment

m e

Position 30452022 | G5 6101 SERGEANT

Personnel area ET00| Ethiopa

Employes group 2] Local Staff

Employee subgroup a8/ General Service

| Additional actions

Time Management HR Partner - 1_en

Review the information on the screen. Note that the position will default to the position against
which the staff member is charged to while on special leave with half pay. This field cannot be

changed. Click V) to continue.

[& |nfotype [Edt Goto Exbgs System Help

& - JBl|le@e CHRE DO BE @@
Copy Actions (0000)

2 | (BrExecute info group  £? Change info group
Pars.MNo. 145360 Pers.Assgn [30452022 00145360 -

Hame [Badjo BIGGARD EOD UN|03.12.2001) HRT Ethiopian Emp. Stat  Active
EEGroup 2| Local Staff ETcol Adds Ababa org ECA 555 ADDIS

EE Subgrp [65! General Service |G=35 '07) Appt Permanent Exp |29.02.2032
Start 16.06.2015| to  [31.12.9999]

Click El to save the record and move to the next infotype.
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[l B eee@ LR voon DR Q8

Create Absences (2001)

H R _5-1 a ﬂpermnalwutsdmdde Actiwity alocation  Cost assignment  External sarvices @
Pers. No. [ 1as3en Pers.Assgn | 30452022 00145360 -
Haze [Badjc BIGGARD | EOD UN[03.12.2001| HAT Ethiopian Emp. Stat  Active
EEGroup |2/ Local Staff [eToo]  Addis Ababa 0rg ECA SSS ADDIS
EE Subgrp [es] General Service lg-5s o7l Appt  Permanent Exp [29.02.2032]

T o [

Start 16.06.2015) To | 130.11.2015 3

Absence type [1107]  Special Leave w/haif Pay

T'm = | _|:'-.'.__'I'.l

Absence hours [ CJFul-day

Absance days 0.00

Enter the end date of the Special Leave Half Pay in the “To’ text box.

Time Management HR Partner - 1_en

This infotype requires you to confirm the dates of the special leave with half pay. The United
Nations Joint Staff Pension Fund meets biannually, during the months of April and November,

to review disability cases as approved by OHRM.

No change is required to the “Start” date, as this defaults from IT-0000 Actions. The “To” date

shall be determined based on the last date of the month of the next review.

43. Click 0 to continue.

[E mfotype Edt Goto Extrgs  System  Help

@ -1d@leece cur vnon BE 98
Create Absences (2001)

H B 2 O [rersonal work schedule Activity alocation  Cost assignment  External services | 39
Pers. No. 145360| Perc.Asegn | 30452022 00145360 -

Hame [Badic BIGGARD EOD UN[03.12.2001]#AT Ethiopian Emp. Stat  Actie

EEGroup |2| Local Staff [ETo0|  Adds Ababa Org ECA S55 ADDIS

EE Subgrp 63| General Sanvice le-s 107] appr  permanent Exp [29.02. 2032

Start Fm}i"-m 30.11.2015

[

Absence type 1107 Speacial Leave wfhalf Pay
Time [ 1 =] l Merev.ds
Absance hours 0.00 | ClFul-day
Absance days .00

44. Click El to save the changes.

The last infotype, 1T9003, in this PA records completion of the action. Click Yes to select the

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Action Completed Flag documenting that the action has been completed. When you choose
Yes, the Action Completed On field will automatically populate the date when you complete the
action as indicated in the screen below, send an email notification to the staff member and
make the PA available to staff through ESS.

[E Infotype Edt Goto Extrgs System  Hel
[€] -JqBldée cur oo ® ®

Change Entitlement Monitoring Infotype (9003)

HB 2L
Pers. No. [ 145360] Pers.Assgn 30452022 00145360 -
Name [Badjo BIGGARD | EOD UN [03.12.2001 NAT Ethiopian Emp. Stat  Active
EEGroup |2! Local Staff '£T00| Adds Ababa org ECA 555 ADDIS
EE Subgrp [65] General Service -5 [07] Appt  Permanent Exp |29.02.2032
Start 16.06.2015] To [16.06.2015] chngd [14.04.2016/THSTROCTORDL
| Personnel Action Detais

Subtype 0302 Persennel action monioring

Action [ Reason 8201

Effective Date [16.06.2015

Action 82  Sp Leave with Hal Pay - Grant

Reason 21  Pending Disabity Decsion

Inttiated / Last Update Date 14.04.2016

Initiated / Last Update By NSTRUCTORO1
| Action Completion Status

Action Completed On

Action Completed Flag "ho v

Yes

. Rm far

45. Click Q to validate entries.
|
46. Click to save the record.

47. Click @ to return to the HR Master Data screen.
You should execute T-Code PA20 to review the absence record for the Special Leave

with Half Pay and review the infotypes updated by the processing of the Sp Leave with
Half Pay PA.

As best practice the following infotypes should be reviewed:

* |ITOOOO (Actions);

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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* IT2001 (Absences).

Each personnel action completed should be documented by adding a note to the record saved
on the Actions (0000) Infotype. The note should contain the following elements:

» Staff member has been placed on SLWHP upon exhaustion of entitlement to sick leave
on full pay and sick leave on half pay effective < date > until decision on disability is
reached at the < April/November > meeting.

Follow the general procedure on how to add a note to personnel actions. The procedure can be
found in the About chapter of this job aid.

Special Leave with Full Pay

If you need to place a staff member on special leave with full pay follow the procedure for
special leave with half pay with the following exceptions.

Select:

» the Special Leave full Pay personnel action, and
» the reason for action as appropriate from the following.

[ Reason for Action (1) 7 Enftries found

- Restrictions |

E2 LI EN ] E =]

Action Type: 70

MName of action type: Sp Leave with Pay - Grant
Ac_ “ Mame of reason for action

01 : Interest of the organization

03 Sabbatical

05 Studies/Research

07 Sick Leave Pending Disability

09 Adoption
11 Adrinistrative Leave
13 Other

Options:

* Interest of the organization: Used for exceptional approvals of SLFP under staff rule 5.5

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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« Sabbatical: Used for SLFP approved under the sabbatical leave programme

+ Studies/Research: Used for staff members who participate in training/research activities
under the programme to update substantive skills or who pursue university degree
programmes or other types of studies approved for SLFP

+ Sick Leave Pending Disability: Do not use. Sick leave pending disability is always on
half pay

+ Adoption: Used for family leave in connection with the adoption of a child

+ Administrative Leave: Used to place the staff member on full pay status while on
administrative leave pending investigation as per SR 10.4

» Other: Used to place the SM on SLFP for any other reason not captured above.

After completion of the PA, be sure to add the following remarks as a note:
Generic SLWFP- Grant Remarks: S/m has been placed on SLWFP from < date > to < date >
for . Approval received from . Email/Memo dated refers.

Special Leave Approval in ESS

Once you have received the SLWOP request in ESS, execute Sp Leave w/o Pay PA (PA40) in
ECC (see procedure above) prior to approving the request in ESS.
Review and approve SLWOP

1. Start the transaction using the menu path. Home>Work Center

Welcome to Umoja

Work Center
i " Work Center

w

User Map

&ﬁ User Map !

2. Click on the Work Center link.
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Staton of - Not executed yat - Satest Ll

3. Click Time Pending Items to review all new Time related requests. Depending on your
role you may see multiple tabs.

| ¥ Show Ouwck Criers Warfenaccs |

4. Click Refresh to ensure that all most recent incoming request are displayed

5. Click [ to select the request that you need to review.

6. Click Review and Approve to review and approve the request.

R e T

2 P rghl Peas sracrn you naie S secsisany o L& o
Vol W 1 DR 1 BROEE B Petama Fund [

e e Bl e Pkt Bl v HEVRER ]

B

7. Scroll down to the Leave Details section and review the following information:

* Type of Leave and Reasons;

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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» Special leave without pay Start and End date;
* Manager’s note; and

* Any other note and related document(s) attached to the request. Review whether
all the required documents have been attached. Refer to the Prerequisites
section for the type of documentation required for each reason for special leave.

S

P 20E oy 1S A D1
Mo Town Th Ry Sm B MaTa W TW Fr B S M T Th B Sa S
I e 13 3a W a2
HERWOAERE 8T FEREMNE AR T RN
ST 1 W IT B PR S Y o RD B R WTF W TR LORARERE R
Bmafsara Xraaxadx -Tunadbas
17 . AR A SR N C 3 ST R
2 + - "
At Mugie [rires Sand [l Dewtor Requauied oo Woriang Dy
[

8. Once the review is completed and everything is in order, scroll to the top of the page
and click Approve or Reject.

If approved, a message will appear indicating that the approval was successful and the request
will be moved to the Time Completed Items list. The staff member will receive a notification of
the decision.

If rejected, enter the reason for rejection in the New Note field.

( )

— This approval in ESS will NOT create a leave record in IT2001. This record
= is created when the corresponding Special Leave PA in executed in ECC.
Therefore the ECC approval must always be made first and the ESS
approval is only used to inform the staff member of the final decision.
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Jury duty approval in ESS

The procedure is the same as that for approval of the SLWOP request indicated above. Note
that there is no need to approve a PA in ECC for jury duty as the ESS approval will create the
leave absence record.

| coomor | eupnssr [ emcoonce | mmsoruss
Modifying Special Leave

There are 3 different types of Modify Special Leave PAs (without pay, with half pay or with full
pay). Use the Modify Special Leave PAs when a shortening of the period of special leave is
needed. We will summarize the steps for the Special leave without Pay PA. The same
procedures can be used to modify the period of Special leave with half pay or on full pay.

When the modification of the Special Leave period results in an overall length of
time that would make a difference to insurance (refer to the notes before the
procedures on granting Special leave for details), please remember to inform the
staff member accordingly.

Note that it is the overall period of special leave that affects insurance
participation, not the dates the SLWOP was initially granted.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Special Leave Without Pay — Modify

Review This

1. Start the transaction by Selecting the correct Modify PA type and enter the effective date
of the most recent Grant or Extend PA as the effective date.

[# .| Persomnel Actions

5

[ e B e]a)
| Fnd by
|~ $premon

. Hmhch-n sagrch halp

- HS-&:rl:thfm

+ [l Free search

Paconral Mo, 145380
Hava [Badjs BICZAED

EE Group 2 Locd Skaff

EE Subgmp E Genaal Sarsca

=
Personnal Actons
Action Type

Change Personal Dt

Mantain Family Status

*®% EWTITLEMENTS & Pay =%
Grank Step ncremant
Lang Alow | Accelerabed Iner.
Dhaxchsion for Met WIGS]
M5A Rata Typa
 Mobity Alvwance
Create Gvemde Enthlerment
Change/Extend Owerde Entitle
Dwdimik Qvemide Enthlerment
Ovwamde df's - Post Adjustmant
* EnL Payment - O Cyce Pay
Faymants/Deducoons Recvarnes
IXIX |£AIIIE IXX
Sp Leave wih Pay - Gant
Sp Leawa wih Pay - Modfy
' p Leave wih Pay - Extend
Sp Leawa with Pay - Retum
Sp Leaw= wi'o Pay - Grant
Sp Leave win Pay - Modiy
Ep Loava wi'o Pay - Extand
_'§|:| Leave w0 Fay - Reum

i

Pers.Assgn | AHGI0ZE DOT45360 = & &
E0D UN[05-12 2001 WAT Exhiopian Emg. SG@L Actie
Addis Ababa frg ECA 355 ADDIS

—

= | e ne e |
07| Rppt Fommanant Exp |29.0%.2032

Personn... EE group  EE =ubg... m

2. This PA will bring up the same infotypes as the corresponding Special leave — Grant PA.
Follow the PA saving all infotypes until IT3344.

3. On IT3344, enter the enter the new end date of the period of Special Leave in the
Expiration text box first. Then for Position Occupancy Clock, Select:

+ Resume/Continue: used when the overall period of Special Leave is less than one year.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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(1) 4 Entries found

Postion Dccupancy Detai

]E#]R

LR el L Pos.OccNo STy, Position  Start Date Exp. Date Months Days
: —— 000000062612 PM 30700553 01.11.2015 30.09.2016 11 00
Pasition Occupancy Numiber 2 000000062611 PM 31006297 01.10.2016 30.11.2016 2 00
000000062611 TA 31006673 01.12.2016 20.12.2016 0 20

000000062611 PM 31006297 21.12.2016 31.12.9998 99 £l

4. When selected, Click \lj” to select the Position Occupancy Number from the displayed
list.
Always pick the last record that has an expiration date of 31.12.9999. The Umoja
generated selected position occupancy number will then display in the Position
Occupancy Number field.

+ Suspend: if the total period of Special Leave is for one year or longer
* Not Applicable: Used for staff members who are not subject to managed mobility. This
includes employee group-subgroup 2 through 6:
o 2 (local staff);
3 (Conference Language Staff);
4 (WAE);
5 (Special Staff);
6 (R/NR Loan to UN);
As well as certain staff within employee group 1:
1-Gl (International GS);
All international staff with temporary appointments; and

[e]

[e]

[e]

o

o

o

o

P2 and P3 international language staff.
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Create Absences (2001)

E B £ T [Arersonal work schedule t Cost assignment €y
Pars. No. 74445 Pars.Assgn 89009999 00074445 =| [+
Kaze |Abraham MOCUISTON EOD UM [01.03.200% HAT Haitan Emp. Stat  Active
EE Group |2 Local Staff HIOD Port-au-Prince
EE Subgrp |63 General Sarvice G-3 07! Appt Feced Term Exp |30.06.2018

U '
1 04 =018 1 A .
Start 01.04.2015 To La-;..a.z;-a_,ci

Absence type 1108 Special Leave without Pay

Time -

Absence hours

Absence days 0.00

5. OnIT2001, enter the new end date of the period of Special Leave in the To text box.

Click on save and skip the rest of the infotypes until the end. Remember to add the note
indicating the reason for the modification:8

Special Leave without Pay — Modify PA executed to shorten the original period of
SLWOP for < reason >. Total SLWOP period from < date > to < date > .

covmor | e | ecronee | rmsonus
Special Leave Without Pay — Extend

Review This

When the extension of the Special Leave period results in an overall length of
time that would make a difference to insurance (refer to the notes before the
procedures on granting Special leave for details), please remember to inform the
staff member accordingly. Note that it is the overall period of special leave that

affects insurance participation, not the dates used for the initial grant of the
special leave request.
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[ )

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

(5 Menu Edt Favortes Extras System  Help

EPMUI -]« @ = (0

Enter

Sar casy Access - User menu for Linda

2. Click @ after typing PA40 in the Command text box.

3. Enter the staff member’s personnel number and the start date of the SLWOP extension.
The start date is the first day of the extension of the staff member’'s SLWOP (i.e. The
day after the end of the Sp Leave w/o Pay — Grant PA).

O HpMasterDats  [EOt oo Extrgs  UtiesM)  Settngs System Helbp
& | | dH SO CHE DDOLHD DR DE

~ {8} Person Personneltio. | 7a44s Pers.Assgn | 9999999 DD0TE445 = B &)

* D Colectva search hap Hiase Rbrahes ECHD UM (0203, 2008 HAT Hattian Erp. Stat  Active
EE Group 2| Lol Staif ET00|  Port-au-Pringe

EE Subgrp '-ss' -3 To7 appt Foed Tem Exp [30.06. 2018
st 01 04.201¢ |

Personnel Actions

Action Type Personn... BE groe | EE subg... [
" Process Soecal Post Alowance -

Mantan Post Incumbency

|=== MASTER DATA ===

Grange Personal Buta

:wmm

[==" ENTITLEMENTS & PAY ==*

{Grank; Stap Increment

Lang Allow | Accelerated Ina,

[Dacison for Nest WIGS]

M5A Rate Tyoe

Mobiiey Alvance

iCreame Ovaride Enttiement

{Change{Extend Ovesride Entiths

[Delrrt Override Entitiement

:ﬁﬂrrdtd.l‘:-mm:

Enit. Paymant - Off Cyde Pay

Payments/DeductionsRecowenes

i"' LEAVE =**

i5p Laave with Py - Grant

5 Laave wth Pay - Hod#y

5D Leave wih Pay - Extend

{55 Leave with Pay - Ritusm

{50 Leave wia Pay - Grant

[T Leave wio pay - Extand | 1 -

4. Click [ to select the Sp Leave w/o Pay — Extend personnel action.
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8 .| Personnel Actions
@

5. Click @ to execute the action.

Copy Actions (0000)

M 2 2  Chexecute info group  &” Change info group
Pers.No. ["744a8]  pers.Assgn (99999009 00074445 &)
Hame |Abraham MCCUISTCN | EQD UN [01.03.2008| HAT Haitin Emp. Stat  Active
EE Group |2 Local Staff leToo]  Port-au-Prince
EE Subgrp |68 General Service le=3 |07 Appt Fmed Term Exp [30.06.2018]
Start (01.04.2016] to [31.12.9999

Personnel action

Action Type Sp Leave wio Pay - Extend -

Reason for Action LF_
| Status

A T T TR S -l

6. Click |‘ to display a list of options for Reason for Action.

7. Select the appropriate Reason for Action.

[= Reason for Action (1) 2 Entries found

£2| I ES = E =AY

Action Type: 78
Mame of Bction type: Sp Leave wjo Pay - Extend

Ac of reason for ac

T T T |
01  Other Reasons - w/o Pay | |
TINISLTaLve Leave

8. The menu options for the SLWOP — Extend are reduced to two options for ease of use.
Unless the reason for administrative leave, all reasons for action will be Other Reasons.
The original list of reasons for the SLWOP PA can be found by viewing the SLWOP —

Grant PA in PA20 IT0O000. Click to select the reason.
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CE1e1 Actions (0000)
H & & @execute infogroup & Change info group
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@l -Jq@leee CHE oo PEIO®

Pers.No. [ 74245]  pers.Assgn 99999999 00074445
Haze [Abraham MCCUISTON | EOD UN|01.03.2009|HAT Haitian

EEGroup 2| Local Staff B0l  Portau-Prince

EE Subgrp |65/ General Service 6-3 07 Appr Feced Term

Start |01.04.2016] to 31.12.9999

| Persannel action

1=

Emp. Stat  Active

Exp |30.06.2018/

Action Type 'Sp Leave wjo Pay - Extend -
1! |
Reason for Action Li_'ﬂ

stus

Customer-specific | _
Employment |Active
| Organizational assignment
Poskion 99395939 | Integration: default posi
Personnel area BTOO| Haiti
Employee group 2| Local Staff

Employee subgroup 65| General Service

| Start Date |Act. Action Type

|ActR  Reason for action

i

9. Notice that the default position is 99999999. Click & to continue.

10. Click El to save the record.
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& |nfotype Edt Goto Extrgs System Heb

& 4B CHR ood BE @8

Change Absences (2001)

H B ﬁ i umdwu{tmdlﬁ Activity alocation  Cost assignment External senvices
Pers. No. [ 7aaas| Pers.Assgn 99000009 00074445 - @
Hame [Ahraham MCCUISTOM EOD UN [01.03.2008' HAT Haitan Emp. Stat  Active
EE Group 2| Local Staff |BTO00 Port-au-Pr'rlce
EE Subgrp 'z2] General Service lg-3 Uo7 ager  Feed Term Exp [30.06.2018|
Start I 01.04. 2n15| To Isu 0a, zulﬁbl::hq [12.04.2016] tHsTEDCTOROL
Absence type 1108 Specal Leave without Pay

Time - []Prev.day
Absence hours [ z015.00 | FIFulday
Absence days [ 252.00|

11. Enter the start date of the extension in the Start text box

Enter the end date of the extension in the To text box.

This infotype creates an absence record. Given there is an absence record for the initial
SLWOP period, the “Start” and “To” date in this infotype should reflect the extension period of
the SLWOP only. The leave extension request submitted by the staff member or Time
Administrator in ESS should be approved by the HR Partner after this PA has been completed
so the request is cleared from the work queue and a notification is sent to the staff member.

Click 0 to validate entries.

|
12. Click to save the record.

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

o *qa|le@e CHE Do BE @
i Copy Organizational Assignment (0001)

@ B L orgstuctue

Pers. No. 74445| Pers.Assgn 99999999 00074445 ~]
Hame (Abraham MCCUISTON | EOD UN 01.03.2009| NAT Haitian Emp. Stat  Active
EEGroup 2| Local staff '5T00|  Port-au-Prince

EE Subgrp [6S| General Service 6-3  o7] Appt Fxed Term Exp [30.06.2018]

Start 'm_,lih 31.12.9992

| Enterprise Structure

CoCode  [1000] United Mations

Pers.area !W Haiti Subarea ﬁ! Port-au-Prince

Cost Cir i Bus. Area U933  Umaja SAP Tech. Confi_
| Personnel Structure

EEgroup |2  Local Staff Payrarea  |L1| Local- UNHQ

EE subgroup !7331 General Service Pos. Type | Temporary Post v
| Organizational Plan |

percentage  |100.00  [B Assignment |

Position 93993933] Integration: default p. |

bkey [o0000000

Org. Unit 00000000

13. Click |Q| validate values.

14. Click El to save the record.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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[ Infotype Edt (Goto Extrgs System Help

& - B ce@ CHE ODLSO R @m
B nge NPO Assignment (3344)

[ -4

Pers. No. 74445 Pers.Assgn | 99999999 00074445 =
Name |Abraham MCCUISTON | £0D UN[01.03.2009] HAT Hatan Emp. Stat  Active
EEGroup 2| Local Staff laToo|  Port-au-Prince

EE Subgrp G5! General Service -3 |07 Appt Fixed Term Exp |30.06. 2018
Start Inl.c-d.znls |'r.:. [31.12.99%8| Chngd [12.04.2016] I8STRUCTOROL!

Assignment Type  |Special Leave Without Pay | Expiation:
| Organizational Assignment (from Infotype 0001)

Posttion: 199999999 [Unknown '1d | 154
Duty Station:  |Port-au-Prin | Org.Unk: [Unknown '
Start Date: 01.03.2009] Manager: [Unknown

Position Type: | 1 Fund: ‘Unknown

Change Reason: | | CostCenter: | : Unknown

| Movement / Travel Requrements -
Assignment requires change in Duty Station: (1¥es (o) Ho

| Postuion Lien / Block
Start Date: 01.04.2015 End Date: [31.03.2016| |Duraricn: 12 monchs
Lien Postion (30056094 [63 eese FIELD SECURITY GURRD |
Duty Station: [#T00] Org.Unit: losrsG s5 GmM
Position Type: '-“ 7 Manager: [Gandhy ELSWORTH
Fund: [Unknown 2|
Cost Center: | : Unknown =
Poston Occupancy Detal
Poston Occuancy Chok | >
0 Reset
1 Resume | Continue

Packan Occusancy Mumbar

3 Mot Appicible

15. In IT3344, both the Expiration and Position Occupancy Clock fields are mandatory and
the system requires that you update these two fields first before completing other
sections in the infotype. The expiration field is used to enter the end date of the
temporary movement (assignment, loan or secondment) or SLWOP and only appears in
these PAs. Start with this field and then proceed to the Position Occupancy Detail. If
you do not complete them in this order, you will get an error message.

You will note the Start date of the infotype NPO Assignment (IT3344) is the original
SLWOP - Grant start date. This is correct, as you are only changing the expiration date

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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and not creating a new record. Enter the end date of the SLWOP extension in the
Expiration text box.

For Position Occupancy Clock, Select:

Resume/Continue: if the overall period of Special Leave is for less than one year, or upon Return
from Special Leave When selected, you must select the Position Occupancy Number

from the list accessed by clicking l.

ccupancy. No. (1) 4 Entries found
. | / wﬂl -
Position Dcoupancy Cock [1 Resume [ Conti_ ~]| B
' Pos.OccMo STy, Position  Start Date Exp. Date Months Days
: - 000000062612 PM 30700553 01.11.2015 30.09.2016 11 00
Position Dccupancy Humber a2 000000062611 PM 31006297 01.10.2016 20.11.2016 2 00
000000062611 TA 31006673 01.12.2016 20.12.2016 0 20
ﬂﬂﬂlﬂﬂﬂnﬂﬁll:PH 31006297 21.12.2016 31.12.9999 99 99

When you select Resume/Continue, always pick the last record that as an expiration date of
31.12.9999. The Umoja generated selected position occupancy number will then display in the
Position Occupancy Number field.

+ Suspend: if the total period of Special Leave is for one year or longer

Not Applicable: Used for staff members who are not subject to managed mobility. This
includes employee group-subgroup 2 through 6:

2 (local staff);

Conference Language Staff);

3 (
(WAE);
(
(

Special Staff);

4
+ 5
6 (R/NR Loan to UN);

As well as certain staff within employee group 1:

* 1-Gl (International GS);
» All international staff with temporary appointments; and
* P2 and P3 international language staff.

Click Q to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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[Z Jnfotype Edt Goto Extgs System Help
[ez |1 T Y s O - T T I B - B MO 0
= Infotype Edit Goto Extrgs System Help
& v‘dlEl CEe DHRE Do AR @
Change NPO Assignment (3344)
B2
Pers. No. 74445 Pers.Assgn | 99999999 00074445 -
Name [Abraham MCCUISTON | EOD UN |01.03.2009|NAT Haitian Emp. Stat  Active
EE Group 12| Local Staff HT00| Port-au-Prince

EE Subgrp |63/ General Service
—_—

-3 |07 Appr Fxed Term

TR
Exp |30.06.2018

Start | i0To  [31.12.3989] Chngd {12.04. 2016/ INSTROCTORO1 |
Assignment Type  |Special Leave Without Pay | Expiation:  [30.09.2016)
| Organizational Assignment (from Infotype 0001)
Paosttion: 199339959 |Unknown [1d | 154
Duty Station: |Port-au-Frin | org.unit: {Unknovn |
Start Date: 01.03.2008| Manager: {Unimeown |
Posttion Type: | | Fund: {Unimown |
Change Reason: | ' Cost Center: | : Unknewn '
| Movernent / Travel Requirements
Assignment requires change in Duty Station: (Yes  (»)No
| Position Lien / Block
Start Date: II:ILD-I.IEIIIE | End Date: 30.09.2016| |Duration: 18 months |
Lien Position |3n0ss094] |63 26SE FIELD SECURITY GUARD |
Duty Station: ATO00] Org.Unit: (0SRSG S5 GFM I
Postion Type: | | Manager: Gandhy ELSWORTH !
Fund: [Unkmnown 'é]
Cost Center: | : Unknown |
p
_ " g . .
— The start and end dates in the Position Lien/Block section of 1T3344
now reflect the full duration of the SLWOP period.
.

e Click E" to save the record.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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= Infotype Edit Goto Extras System Help

& ~dJdBeEe@ DHE DL PR @m
Copy NPO Pension Funds (0961)

Eﬁ

Pers. No. 74445 Pers.Assgn | 99999999 00074445 =
Hame [Abraham MCCUISTON | EOD UN/01.03.2009]HAT Haitian Emp. Stat  Active
EE Group |2 Local Staff [#T00]  port-auPrnce

EE Subgrp |65) General Service le-3 107 appr Fixed Term Exp [30.06.2018]

start fo:.0¢.20: | TRNNERRENEE

| NPO Pension Funds
PF Number [482138] Reason -
| Fund Detais
Status [Mon contributing v

Line 1
Line 2
Line 3

+ Click ||:_§| to skip this record as there are no changes to be made to this infotype. The
SLWOP period will always be non-contributing unless the staff member has already
provided proof of payment contributions.

* The last infotype, 1T9003, in this PA records completion of the action. Click Yes to select
the Action Completed Flag documenting that the action has been completed. When you
choose Yes, the Action Completed On field will automatically populate the date when you
complete the action as indicated in the screen below, send an email notification to the
staff member and make the PA available to staff through ESS.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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[ Infotype Edt Goto Extrgs System  Help

[&]! - dB]efele cur anoD @m
Change Entitlement Monitoring Infotype (9003)

ERAL
Pers. No. [ 74445/ Pers.Assgn |99 00000000 00074445 v
Hame [Abraham MCCUISTON EQD UN |01.03.200% | HAT Haiian Emp. Stat  Active
EE Group 2| Local Staff laToo|  Port-au-Prince
EE Subgrp G5! General Service 6-3 |07 Appt Ficed Term Exp [30.06.2018
Start me;auﬁ'_ph 01.04.2015 Chngd |11.04.2016! INSTROCTORDA|

| Personnel Action Details

Subtype 0302 Personnel action monitoring
Action | Reason (7601
Effective Date (01.04.2015)
Action T&  Sp Leave wjo Pay - Grant
Reason 01  Studies/Research
Initiated / Last Update Date 06.04.2016
Intiated / Last Update By INSTRUCTORD1
| Action Complation Status
Action Completed On [11.04.2016]
Action Completed Flag [Yes -
Remarks

* Click Q to continue.
-
* Click "= to save the record.

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

You should execute a PA20 to review the PA and infotypes to which you made changes in this
transaction.

As best practice, the following infotypes should be reviewed:

* |ITOOOO (Actions);

* |TO001 (Organizational Assignment);
* |T3344 (NPO Assignment);

* |T2001 (Absences); and

* |T0961 (NPO Pension Funds).

Each personnel action completed should be documented by adding a note to the record saved

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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on the Actions (0000) Infotype. The note should contain the following elements:

+ Special leave without pay extended from < date > to < date > for < purpose > following
request from the staff member dated < date >.

Follow the general procedure on how to add a note to personnel actions. The procedure can be
found in the About chapter of this job aid.

e | e [ emsoronce | mmsoruse
Special Leave With Half Pay — Extend

Review This
( N\
%
— Normally, the extension would be through the end of the month of April, in

which the UNJSPF’s meeting will be held. However, as the 30th of April

2016 falls on a Saturday, the system will not allow you to proceed as it is a
non-working period and will bring you to a hard stop if you try to enter that date.
Further, the system recognizes UN official holidays, and will not allow you to
enter an official holiday as an end date. Floating Holidays are allowed.

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

= Menu Edit Favorites Extras Systern  Help

E PAAQ| v I« @ = [ &

Enterp

Easy Access

RRE & ¥a v a


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
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2. Click |Q| after typing PA40 in the Command text box.

3. Enter the staff member’s personnel number and the Start date of the personnel action.

[ WgMasterData Edt  Goto Extgs  Umites(M)  Settngs  System Heb
@ | JH Coa CHR DDLD BE W

- 'thm Parsonmel Ko, I 145360 I Pars Assgn | B0452022 00145080 =]
* (M) cobectice search hap Hase ‘Badje BIGSARD EOD UH 03,12, 2001 8AT Exhicpan Emp. Stat  Acthe
[ seach T Erool
. L] =
5 Bl e s EE Graws 2] Local Stal ETO0|  Addis Ababa Ozq ECA 555 ADDIS

EE Subgrp |65 General Sarvce ‘w5 07 appt  Penmanent Exp (29.02.2032]

o

Acton Type Personn... EE geoup  EE subg... [T
_'inumtn#m -
|"'“' EMTITLEMENTS & PAY ®=® it
Step Ingement
Mlow | Accelarated b
| for Nt WIGST
[HM5A Rate Tyoe
_ Hubiny Alewine
 [Create OverTide Entiiement
| Change/Extend Ovemde Entek
| Delrt Ovesiihe Enbtiaiment
[Cvesride ds - Post Adjustment
[Ent. Payment - OFF Cycle: Pay
[Fayments/Deductons Recovenes
i"'l.El'-'l-"E"'"
pnmmm-m
(5p Leave with Pary - Hodify
5P Leave wh Pay - Extend
|50 Leave with Pary - Retum
 [5p Leave wio Pay - Gant
50 Lewve wio Pay - Hodéy
{50 Leave wio Pay - Extend
{50 Leave wio Pay - Retum
Iﬁummwm-ﬁm:

|‘§uﬁﬁ:ﬂmrﬁ I . -

TFL ik

4. Select the Sp Leave with Half Pay — Ext action.

5. Click Q to execute the Personnel Action.
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[E infotype Edt Goto Extas System  Help

(V] B8 e@@ DHE Do BE @
Copy Actions (0000)
B 2 | ©Execute info group £ Change info group
Pers.No. 145360|  Pers.Assgn 30452022 00145360 -+
Hame |Badjo BIGGARD EQD UNiﬂﬁ.IZ.Eﬂﬂl_mI Eﬂ"liﬂpm Emp. Stat  Active
EE Group 2| Local Staff ET00! Addss Ababa 0rg ECA 555 ADDIS
EE Subgrp |65 General Service -5 07 Appt Permanent Exp |29.02.2032|
Start 01.12.20158) to  |91.12.9999
| Personnel action
Action Type (s with Half Pay - Ext -
Reason for Action Il =]
| Status

6. Click jjl to display the list of options for Reason for Action.

[S Reas Action (1) 1 Entry found

[

v m )66 &) 28 (]
LC.bame of Action Type __ Ac . Hame of reason for ac
84 | Sp Leave with Ha¥f Pay - Ext |01  Pending Disabiity Decision

7. Select the only value as a Reason for Action.

8. 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 110 of 336



United Nations - DOS

[E Infotype Edt Goto Extrgs System Help

Time Management HR Partner - 1_en

&\ B @@ DHE Do BE @8

Copy Actions (0000)

| 2 (DExecute info group  ? Change info group
Pers.MNo. 145360 Pars. Aszgn [30452022 00145360
Hame (Badjo BIGGARD EOD UM 03.12.2001|HAT Ethioplan Emp. Stat  Active
EE Group 2] Local Staff |ET00! Addis Ababa Org ECA 555 ADDIS
EE Subgmp Eﬁenmlhwta G=5 [a7] Rppt  Permanent E:p'zs.nz.znazl
Start (01.12.2015] to  [31.12.%999
| Personnel action

Action Type [Sp Leave with Haff Pay - Ext -

Reason forActon B30
| Status

Customer-specific ! -

Employment: | Active -
| Organizational assignment _

Postion l30452022 | G5 6101 SERGEANT

Personnel area |[ETO0]  Ethiopi

Employee group 2] Local Staff

Employee subgroup [gs! General Service

| Additional actions

Start Date  Act. Action Type \ActR  Reason for action

9. Review the information on the screen. Note that the position will default to the position
against which the staff member is charged to while on special leave with half pay. This

field cannot be changed. 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.
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[E nforype FEdt Goto Extrgs  System  Help

< - JH|CG& DHE D480 BE W
Copy Actions (0000)

H B 2 | CExecute nfogroup 2 Change info group
Pars.No. 145360)  Pers.Assgn | 30452022 00145360 -
Haze [Badjo BIGGARD EOD UN/02.12. 2001/ MAT Ethiopian Emp. Stat  Active
EEGroup 2| Local Staff [eTee]  Adds Ababa org ECA 555 ADDIS
EE Subgrp G5! General Service |G=5 '07 Appt Permanent Exp |29.02.2032
Start 16.06.2015| to [31.12.9999)

10. Click [Ell to save the record and move to the next infotype.

= Infotype Edt Goto Extrgs System Hebp

|'ﬁ| ~ 48 e CHR 080 BE @8

Change Absences (2001)

HEB 2 O [rersonal work schedule Activity alocation  Cost assignment  Extemnal services | B
Pars. No. 145360 Pars.Assgn | 30452022 00145360 -
Hame [Badjc BIGGARD EOD UN[03.12. 2001 HAT Ethioplan Emp. Stat  Active
EE Group |2 Local Staff [ETon]  Addis Ababa 0Ozg ECA 555 ADDIS
EE Subgrp |65 General Service le-s  llo7) mgpr  Permanent Exp [29.02.2032]
Start 16.06.2015| To |-zs.na.2ma"ﬂl_}cnq. [14.04. 2016 THsTROCTORL|

Absence type [1107]  Specl Leave w/half Pay
Time [ L]Prev.day
Absence hours [ g73.00 | FFul-day
Absance days 116.00

11. Enter the end date for the special leave.

12. Click @ to validate the entries and update the absence days under this absence type.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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& Jnfotype Edt  Goto Extias  System Help
@ | -1dB]eee DHR onos @B

H B L O Mrersonal work schedule Actiity alocation  Cost assignment  Extemal services | 3B

Pers.No. | 145360] Pers.Assgn 30452022 00145360 -
Naze [Badjo BIGGARD | EOD UN|03.12. 2001/ KAT Ethiopian Ermp. Stat  Active
EEGoup |2| Local Staff [ET00)  Adds Ababa Org ECA $55 ADDIS
EE Subgmp (65 General Service fo-5 Vo7 Aept Permanent Exp [29.02.2032]
Start wo [20.04.2016) ng. [15.04.2016]INSTROCTOROL]

Absence type [1107]  Specl Leave wihaFf Pay

Time | — —-'_! Oerev.day

Absence hours | 1687.50 | EAFul-day

Absence days [ ~220.00)

13. Notice that the Absence hours and Absence days have changed, click El to save the

entries.

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

ldBleee CHE dDO0 BE @@

Change Entitlement Monitoring Infotype (9003)

HBAL
—

Pers. No. 145360

T T |
Hame Badjoe BIGGARD

EE Group |2 Local Staff
e |

EE Subgrp /G5 General Senvice

—

Start 01.12.2015)|

| Personnel Action Detals

Pers.Assgn | 30452022 00145360 -
£0D U [03.12.2001| KAT Ethiopian Emp. Stat  Active
[EToo]  Adds Ababa 0rg ECA 555 ADDIS
l6-s |07 Appt Permanent Exp [29.02.2032]

01.12.2015| Chngd [15.04.2016/THSTROCTORD]]

Subtype 0302 Personnel action monitoring
Action | Reason 2401
Effective Date [01.12.2015]
Action B4  Sp Leave with Half Pay - Ext
Reason 01  Pending Disabiity Decision
Initiated / Last Update Date 15.04.2016
Initiated / Last Update By INSTRUCTORO1
| Action Completion Status
Action Complated On |
Action Completed Flag o ]
Yes
| Remarks

14. Click the Action Completed Flag combo box.

15. Click Yes to select the Action Completed Flag documenting that the action has been

completed. When you choose ‘Yes’, the Action Completed On field will automatically

populate the date when you completed the action. In addition, an automatic email

notification is sent to the staff member to notify them of the approval of the PA and that
the PA will then be made available in ESS for the staff member to view.

16. Click 0 to continue.

17. Click El to save the entries.
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W . Parsonnel Actions T (7]

o
Jo=1[=] 1[5 M
Find By
| = & Parsen Parsonnal Ha, 145360 p PersAmgn | 30452022 00145360 = [Wfad
* (R cotecnve saaech b Haze Badin BIGGARD EoD un [03.12.2000] AT Erhispan Emp. St Actwe
; % ok EE Growp  [2) Local Saalf ET00]  Adds Ababa drg ECA 555 ADDIS
EE Subgrp 65| Gemeral Sendca G5 |07 Appt Permanent Exp [79.02. 2002
et 01.13.301%

Pemsonnel Actions
Action Type Parseesn.,. EE group  EE subg.., [0
Mairtan Famiy Status =

18. Click & to return to the SAP Easy Access screen.

You should execute a PA20 to review the PA and infotypes to which you made changes in this
transaction.
As best practice, the following infotypes should be reviewed:

* ITOOO0O (Actions); and
* IT2001 (Absences).

Each personnel action completed should be documented by adding a note to the record saved
on the Actions (0000) Infotype. The note should contain the following elements:

+ Staff member has been extended on SL with half pay as a result of < reason > through <
date >.
» The case will be considered by the disability board at the April/November meeting.

Follow the general procedure on how to add a note to personnel actions. The procedure can be
found in the About chapter of this job aid.

covmor | cmwones | ecronee | rmsorus
Special Leave with Pay — Extend

Review This
The procedure to process a Special Leave with pay — Extend is the same as for Special Leave


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

without pay — Extend, except you select the Sp Leave with Pay — Extend Personnel Action. For
the Reason for Action you may choose from the following options:

[= Reason for Action (1)

- Restrictions |

R i EE =)
Action Type: 72
{1 Name of action type: Sp Leave with Pay - Extend

i Ac_ “ Mame of reason for ac_
[ 01 | Other Reasons with Pay
09 Adoption

] 11 Adrninistrative Leave

» Other Reasons with Pay: Used to extend the staff member on Special Leave for any
other reason not captured below
» Adoption: Used for family leave in connection with the adoption of a child

* * Administrative Leave: Used when the staff member has been placed on administrative
leave pending investigation.

After you finalize the PA, do not forget to add a note summarizing your changes.
Generic SLWFP - Extend Remarks: S/m has requested a extension of his/her original

request for SLWFP for . Approval received from . Email/Memo dated refers. Total SLWFP
period from .

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Returning from Special Leave

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Special Leave Without Pay — Return

Review This

The SLWOP return must be processed even if the end of the SLWOP coincides with the end
date of the original grant of Extend SLWOP PA as it is the action that puts the staff member
back on their lien position and resets the pension status to contributing if the staff member has
not been contributing while on SLWOP.

At the time of approving a SLWOP Grant or a SLWOP Extend PA that includes one full
calendar month or more, Umoja dynamically delimits insurance and unless the staff makes the
necessary contributions their insurance will be discontinued.

Once the Return from SLWOP PA is processed, Umoja will dynamically create an adjustment
reason and the staff member will need to reapply for insurance in ESS. Be sure to inform the
staff member of this when you process the PA.

Before you start this PA, you will need to look up the number of the position that the staff
member is returning to.

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

(5 Menu Edt Favortes Extras System Help

?lpmn{ v ]| « @ = (i

Enter

SAar casy Access - User menu for Linda

2. Click @ after typing PA40 in the Command text box.

[ HEMasterDota Fdt  Goto Exbgs  Utites(M) Settngs  Spstem el

*dH eae DHR DDLOH BE @6
® .| Personnef Actions
3
- . T ]
B3N ET Y
Findl by
* @ Peson Parsannal Ha. Pera Asign | DU009990 DODTA4AS hallica 11
- l:ultcth: search beep Heme Anrahas MCCUISICH EOD UH |01.03. 2005 HAT Halgn IEme, St Achive
5 ﬁ;eett.-;m EEGoup 3| Logal Staff w100 Portau-Prince
EE Subgp  [65| General Senace G=1 07 Rppt Fxed Temm Exp [ 30.04. 2018
-
| Parsoreel AL

3. Enter the staff member’s personnel number in the Personnel No. text box. The start date
is the first day the staff member returns from SLWOP. Enter the start date in the Start

text box. Click G to continue.
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(=1 [od ] 6ed [ B || [ )25 |
Find by
= S Pesson

* M} Cobectva saarch hain

« [l sewrer Teemn
« [ Frog ssarch

Peronneltio.  TRAAS “_p Pers.hssgn | P99RIRE 00074445
Huze [Rbzehas MOCUISTON

EE Group 2] Local Staff

£E Subgrp |65 General Samice
Start [63.25.2024]

 Action Type
hmrm Incrgment
| :l.ll'-nl-l:lwf Accularatad ner.
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- i)

] Errp. Stat  Active

EQD UN |21 .03 2000 HAT Hatian
HICS  Poet-w-Pringe

|2 707 Appt  Fued Term

o]

Exp (20,0, 2008

Pessonnel Actions
Personn... €E growp  EEmibg... [

-

Decmnn for Naxt WIGSH
;rrsamrm

MM!

Create Overe Entslamdnt
!auwwmmm
[Dalimit Cvaemide Enttlmant
[Ovarride s - Post Adjustment
JEnit, Paymesnt - Off CyclePay
;rwmmm
iIIILEN.rilﬂ

{59 Leave with Pay - Gant
gspumutm-mdh

50 Laave with Pay - Extend

iSn Luave with Pay - Retum

Sp Leave win Pay - Grang

55 Leave wi Pay - Mod

5o Leave wio Piy - Extesd

E}fm.ﬂ-m'-hi

[P I N ——

4. Scroll through the list and click [ to select the ‘Sp Leave w Pay — Return’ personnel

action. Click Q to execute the personnel action.

A= & 2 | @Execute nfogroup &7 Change info group

 Copy Actions (0000)
Pears.No. T4445

Name |Abraham MCCUISTON |
EE Group |E| Lol Staff
EE Subgrp [65! General Service

Pars_Assgn

(9959999 00074445 -
EQD UNIQI-QS.ZHHF‘ HAI Haiti@an Emp. Stat  Active
HT0O0| Port-au-Prince

G-3  107] Appr Ficed Term

R

e
Exp |30.06.2018|

Start lo1.10.2016] to  [31.12.5959]
| Personnel action _
Action Type | Sp Leave w/fo Pay - Retum -

Reason for Action

| Status

5. Click on the ‘Reason for Action’ field and then click to display the list of options.

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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[= Reason for Action (1) 2 Entries found

v 1[R[ ] 2 B

Action Type: 79
Mame of action type: Sp Leave w/o Pay - Return

AcC_ *| Name of reason for ac_
01 , Other Reasons - wjo Pay |
13 Administrative Leave

6. Select the applicable reason.

Time Management HR Partner - 1_en

The menu options for the SLWOP — Return are reduced to two options for ease of use. Always
select Other Reasons unless the staff member is being put on administrative leave. The
original reason for the SLWOP PA can be found by viewing the SLWOP — Grant PA in PA20

ITO0O0O.

7. Click to select.
[E Infotype Edt (Goto Extras  System  Help

- dBleece DHE DDOD BE OMm
Copy Actions (0000)
H B 2 @execute infogroup 2 Change info group
Pers.No. | 74445]  PersAssgn 99999999 00074445
Name [ABrana= MCCUISTON | £0D UN [01.03.2003| HAT Hakian Erp. Stat  Active
EE Group [2] Local Staff [eT00]  Port-au-Prince
EE Subgrp |65 General Service le-3 o7 2pet  Ficed Term Exp [20.06.2018]
P —_—
Start ORA0E0le o [31.12.3993
| Parsonnel action - i i
Action Type [Sp Leave wfo Pay - Retum -
Reason for Action ‘01! Other Reasons - w/o Pay
| Status
Customer-specific
Emgloyment | Active
Organizational assignment
Pasttion 130056034 G3 8658 FIELD SECURITY GU
Personnel area HTOO| Haiti
Employee group 2] Local Staff
Employee subgroup IG5 General Service
| Addiional actions

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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8. In the Organizational assignment section enter the lien position number.

This infotype requires you to enter the lien position, which the staff member had previously
encumbered and had been blocked for him/her throughout the period of Special Leave without
Pay. To confirm this, you may open another session on ECC, and via T-Code PA30, open
IT-3344 and review the lien position.

9. Click Q to continue.

Upon validation, the position details will display on the Organizational Assignment section.
Review the position details to ensure that they are correct.

[ |
10. Click to save the entries.
[E Infotype Edt Goto Extrgs System Heb
@ | JdBleee cHK B DB o®

Save (Ctri+S)[

Copy Organizational Assignren (0001)

BH B L ogstucure

Pers. No. [ 7aaas] Pers.Assgn | 09999999 00074445 v
Hame [Ahraham MCCTUISTOH EQOD UN 01.03.2009 MAT Hatian Emp. Stat  Active
[BT00l  Port-au-Prince
le-3 o7 appt  Fixed Term Exp 30.06.2018]
(31.12.9999)
| Enterprise Structure
CoCode l1000/  United Nations
Pers.area  |HT00| Hatti Subarea  |HT00  Port-au-Prince
Cost Cr [ERO1Z | HR MINUSTAH No Post Bus. Area (U333 Umija SAP Tech. Confi.
| Personnel Structure
EEgroup 2|  Local Staff Payrarea LT Local Field Staff
EE subgroup 65|  General Senvice Pos. Type | Temporary Post |
| Organizational Plan | Person Responsible
Percentage  |100.00] B asign
Position ISUDSﬁDEl rE‘: Bo58
63 8658 FIELD SECU_

11. No changes are to be made on this infotype. However, note that the position has already
changed from 99999999 to the staff member’s previously encumbered position as of the
start date of the return from
Special Leave without Pay.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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12. Click El to save the entries.

[ Create MPO Assignment (3344)

' Select Assignment Type |
Tyrpe|Descrmtion |
L0 Loan to ancther Agency :
TL Loan w/in Umoja Entities

| jPeruanent Movement

SE Secondment to another Ag..

Zh Separated / Retired

SL Special Leave Without Pay

TA [Temporary Assignment -

Select | [Dancel] |

13. Click L] to select the assignment type.

14. Click Select to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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[E Infotype Edt Goto Extras System  Help

& rqBl¢c@e@ DHE Do BE @m
- te NPO Assi ; Save ([Ctrl+5)
Ha L
Pers. No. 74445| Pers.Assgn | 99999999 00074445 ~ @
Name [Abraham MCCUISTON | EOD UN/01.03.2008| HAT Hattian Emp. Stat  Active
EE Group 2| Local Staff leTo0l  Port-au-Prince
EE Subgrp [65' General Service -3 o7l Appt  Ficed Term Exp [30.06.2018|
o RO (51325
Assignment Type |Permanent Movement 1
| Organizational Assgnment (from Infotype 0001) !
Posttion: [30056094| |63 BESE FIELD SECURITY GUARD | 10 ol
Duty Station: |[Port-au-Brin | Org.Unit: loSRSE 55 GFM
Start Date: 01.03.2009 Manager: |Gandhy ELSWORTH |
Postion Type: | | Fund: 'Unknowa '
Change Reason: | |  Cost Center: | : Unknown

| Movement / Travel Requirements |

Assignment requires change in Duty Station: I¥es (»)Ho
Postion Occupancy Detal
F —

POSTON Occupancy CDCK M |

0 Reset

1 Resume | Contnue
Pogtinn Docupancy Mambar z 3 nm“l

3 Not Appicible |

15. In IT3344, the Position Occupancy Clock is mandatory, and the system requires that you
update this field first before completing other sections in the infotype. When returning
from SLWOP the Position

Occupancy Clock must be set to Resume/Continue. If you fail to complete this field

before making any other changes on this infotype, you will get an error message.
For Position Occupancy Clock, Select:

Resume/Continue: upon Return from Special Leave When selected, you must select the Position

Occupancy Number from the list accessed by clicking ..

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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= Posibion Occupancy. No. (1) 4 Entries found

Postion Occupancy Detai ] ﬁm— l =

: : v EREE]
Fosition Occupancy Cogk 1 Resume [ Conti_ ~
- e 000000062612 PM 30700553 01.11.2015 30.09.2016 11 L1}

Fosition Ocoupancy Number P 000000062611 PM 31000297 01.10.2016 30.11.2016 2 0o
000000062611 TA 31006673 01.12.2016 20.12.2016 0 20
000000062611 PM 31006297 21.12.2016 31.12.9999 99 %

When you select Resume/Continue, always pick the last record that has an expiration date of
31.12.9999. The Umoja generated selected position occupancy number will then display in the
Position Occupancy Number field.

* Not Applicable: Used for staff members who are not subject to managed mobility. This
includes employee group-subgroup 2 through 6:
2 (local staff);

3 (Conference Language Staff);
4 (WAE);
* 5 (Special Staff);
6 (R/NR Loan to UN);

As well as certain staff within employee group 1:

* 1-Gl (International GS);
» All international staff with temporary appointments; and
* P2 and P3 international language staff.

|
16. Click to save entries and continue.
[= Display Messages

T.. Message Text LTxt Det
A Record vabid from 01.04.2015 to 31.12.9999 delmited at end @ &
i ¥ LI

Iﬁ’ correct errors | (X (@& Technical information ||IEH](X |

EUUULULLLLIAL L P SOOI L EaBLLLLNARE SBLal

17. Click to continue. This action will delimit the SLWOP record so a display message
will pop up to remind you of the implications.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Copy NPO Pension Funds (0961)

== = Y
Pers. No. [ 744as] Pers.Assgn | 99999999 00074445 -
Hame [Abraham MCCUISTON | EOD UN01.03.2008 HAT Hattian Emp. Stat  Active
EE Group 2| Local Staff [gTo0l  Port-au-Prince
EE Subgrp |GS| General Service 6-3 |07 Appt Feced Term Exp |30.06.2018
Start [01.10.2016] To  [31.12.9999]
NPO Pension Funds
PF Number (492139 Reason ' v
| Fund Detals
Status FNcm contributing -
Contributing
|1
E——— Vabdating

18. Click “Contributing” to reinstate the staff member’s pension contributions, since the staff
member is coming back on payroll and will be contributing to Pension.

= Infotype Edt Goto Extras System Help

2 -dBleee@ CHE DO @ m
Copy NPO Pension Funds (0961)
I
Pers. No. 74445 Pers.Assgn | 99999999 00074445 =
Hame [Abraham MCCUISTON | EOD UN01.03.2008| MAT Haitian Emp. Stat  Active
EE Group |2 Local Staff [#To0]  Port-au-Prince
EE Subgrp |65/ General Service le-3 o7 2ppr  Fxed Term Exp [30.06.2018]
Start [01.10.2016] To  [31.12.9999]

|-NeO Pension Funds:

PF Number (492138 Reason ' -
| Fund Detais
Status [ Contributing *| Pparticpation date [01.10.2016
Schema :L 'J
SLWOP Schema
' Pensionable aaminll Standard Schema |
Type ' ~  Group 1

19. Select the Schema that will be used.
Schema options are:

+ SLWOP Schema — used to indicate that 100% of the pension contribution will be paid by
the staff member.

« Standard Schema — used to indicate that the pension contribution will be split with the

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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20.

21.

22.
23.

Time Management HR Partner - 1_en

organization paying 2/3 of the share and the staff member paying 1/3 of the share.

Click @ to continue.
Click @ again to continue.

|
Click to save the entries.

The last infotype, 1T9003, in this PA records completion of the action. Click Yes to select
the Action Completed Flag documenting that the action has been completed. When you
choose Yes, the Action

Completed On field will automatically populate the date when you complete the action
as indicated in the screen below, send an email notification to the staff member and
make the PA available to staff through ESS.

[E Infotype Edt Goto Extras System Help
& ~ 4O NHRE fDhLOoD0 BER @@
Change Entitlement Monitoring Infotype (9003)
a2
Pers. No. 74445 Pers.Assgn | 99999999 00074445 - @
Name [Abraham MCCUISTON EOD UN01.03.2008 NAT Hakin Emp. Stat  Active
EEGroup |2| Local Staff 'BTo0|  Port-au-Prince
EE Subgrp |65 General Service G-3 |07 Appr Fied Term Exp |30.06.2018
[ = ’ - s ——— e ————————
Start I_u:;:mznujp‘ru 01.10.2016] Chngd [11.04.2016/INSTRUCTOROL

 Personnel Action Detais.

Subtype 0302 Personnel action monitoring
Action / Reason [7901]

Effective Date [01.10.2016]

Action 7%  Sp Leave w/o Pay - Retum
Reason 01  Other Reasons - wfo Pay

Initiated [ Last Update Date
Initiated [ Last Update By

Action Completion Status
Action Completed On
Action Completed Flag

Remarks

11.04.2016
INSTRUCTORO1

Yes -

24. Click 0 to validate entries.

[ |
25. Click to save the record.

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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# .| Personnel Actions
& (= | [ hed
| s by X
| = S Persan Parsanrel Ho, A [ Persassgn (99999999 00OT4445 = gl
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26. Click @ to return to the SAP Easy Access screen.

You should execute a PA20 to review the PA and infotypes to which you made changes in this
transaction.

As best practice, the following infotypes should be reviewed:

L]

ITOOO0O (Actions);

ITO001 (Organizational Assignment);
IT3344 (NPO Assignment); and
ITO961 (NPO Pension Funds).

Each personnel action completed should be documented by adding a note to the record saved
on the Actions (0000) Infotype. The note should contain the following elements:

» Staff member has returned from SLWOP effective < date >.

* The staff member’s period of SLWOP was effective for a < enter period of time > period
from < date > to < date >.

Follow the general procedure on how to add a note to personnel actions. The procedure can be
found in the About chapter of this job aid.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Special Leave With Pay or Special Leave With
Half Pay- Return

Review This
The procedure to process a Special Leave with pay — Return is the same as for Special Leave
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without pay — Return, except you would select the Sp Leave with Pay — Return Personnel
Action.

Personnel Actions

i[= Exvcute (F8) % | 4

i| Fnd by

i| = 88 Person Persannel No. L9066 Pers.Assgn | 30523057 19990663

- T . '
* [ Colectie search help Hame (VANITA MATSTRMI EOD UM |07.03.2013 BAT Gambin Emp:

7 [iﬁ aearch Term

" G'El P— EE Group 1 Intermational Staff CHOO Géniva Org OCHA GVA
EE Subgrp PR Professional & Above F=4 07 Appt Fived Term E!-:
Start Gl.04.2018

Personnil Actions

Personn... EE group  EE subg... [ |
Sp Leave wih Pay - Retem =1

Sp Leave w/o Pay - Grant
Sp Leave wio Pay - Modiy
%m Leave wio Pay - Extend

'
L e 0 L T T L T Uy LUyl Uy APy Y 1

After completion of the PA, remember to add a note capturing the changes made:
» Staff member returned from < SLHP / SLFP > effective < date > upon < reason >.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Home Leave

Review This

Home leave travel is an entitlement for internationally recruited staff residing and serving
outside their home country or holding permanent residency in a country other than their country
of nationality, who are serving in a duty station outside of the country of permanent residency,
for the purpose of spending a reasonable amount of annual leave at the home country. This
entitlement covers travel expenses (i.e. one round trip from duty station to the place of home
leave as well as excess baggage, unaccompanied shipment of personal effects, terminal
expenses and travel time) for the staff member and eligible family member.

Time taken as home leave is charged to annual leave. In line with Staff Rules, travel time not
chargeable to annual leave may be given to the staff member.

The regulations, rules, policies and standard operating procedures (SOP) governing home
leave have developed over time. The official documents are easily accessible within the UN
intranet.

1. Staff Regulations and Staff Rules of the United Nations —

Article V —

2. Home Leave —
Section 1 — Definitions

+ Eligible family members

+ Excess baggage

* Home country

* Non-family duty station

* Place of home leave

* Terminal expenses

« Travel time

* Unaccompanied shipment

Section 2 — General provisions

* Purpose

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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 Eligibility
* Frequency of home leave cycle
+ Elements

Section 3 — Conditions for exercising the home leave entitlement

» Accrual of service credits towards home leave

+ Utilization of service credit points towards home leave travel
* Advance and delayed home leave

* Maximum service credit points

* Intervals between home leave travel and other types of travel
» Loss of entitlement to return travel expenses

* Loss of entitlement to home leave travel

Section 4 — Travel of eligible family members

» Special conditions applicable when both spouses are staff members of organizations of
the United Nations common system

« Travel of a newborn or adopted child

+ Service in non-family duty stations

Section 5 — Length of stay in the country of home leave
Section 6 — Change of country of home leave
Section 7 — Place of home leave within the country of home leave

» Determination of the place of home leave within the country of home leave
+ Change of the place of home leave within the country of home leave

Section 8 — Travel to a country other than the recognized country of home leave

Section 9 — Travel arrangements

Section 10 — Home leave travel request

Section 11 — Transitional measures for establishing the points system in duty stations with a
24-month home leave cycle

Section 12 — Final provisions

3. Official Travel — ) , ,

Section 6 — Travel time on home leave or family visit (ST/Al/2013/3 & ST/Al/2013/3/
Amend.3)

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Section 12 — Lump-sum option for travel on home leave or family visit or education grant
travel (ST/AI/2013/3 & ST/A1/2013/3/Amend.3)

+ Section 13 — Travel claims (ST/Al/2013/3 & ST/Al/2013/3/Amend.3)
+ Sections 13.1 — 13.4 — General (ST/Al/2013/3 & ST/Al1/2013/3/Amend.3)

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Prerequisites

Review This
The following documents and data are required for a home leave time request.

» Validate Appointment Status: The HR Partner should review the expiration date of the
staff member’s appointment to ensure they have a valid appointment of at least six
months upon the proposed completion of their home leave. This is viewable in ITO016
(Contract Elements). If their contract needs to be extended please refer to the HR Partner
Personnel Administration — Contracts job aid.

+ Validate Eligibility for Travel Approval: Check to ensure:

o The place of home leave has been established in Umoja (should appear at the top
of the travel portal request submitted by the staff member), otherwise create the
Place of Home Leave in IT3244 (NPO Entitlement Country and City) ensuring that
the effective date of the creation of the IT3244 record is the date the staff member
became entitled to international benefits (onboarding date for most staff, but date of
promotion from G to P in the case of staff members who have been promoted from
the G to the P category).

o HL Points: the staff member has the required home leave points , the required
number of home leave points have been deducted from the quota based on the
approved Annual Leave — Home Leave absence record

= HL Absence Record: the staff member has submitted and received approva
for their home leave by the Time Manager and the record is viewable in ECC
The dates of the absence record should coincide with their travel request anc
meet the minimum stay requirements

= Dependency Check: any family members included in home leave travel


https://www.un.org/en/about-us/copyright
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request are eligible (e.g. are a recognized spouse and/or dependent children
and the staff member is not serving in a nonfamily
duty station).

* Previous Travel Check: The staff member has not had any travel that woulc
invalidate the entitlement to home leave at this time (e.g. interactions of trave
with family visit, etc.).

+ Validate Eligibility for Travel Days: This verification and granting of travel days is done
upon return from home leave travel by the staff member and after the HR Partner verifies
that:

o The staff member has completed their expense report and was issued a UN
purchased ticket as part of their home leave.

o The HR Partner has checked that all dates for their travel/leave match their original
AL-HL request

o Travel days fall on week days.

+ Check for Exceptions/Special Cases: The HR Partner should check for any exceptional
requests or cases (e.g. Advance home leave request).

o Combined Home Leave and Parental Leave — under development: Umoja will allow
the staff member to submit a home leave request while the staff member is also on
parental leave. In this special case upon approval of the home leave entitlement,
Umoja will deduct both the home leave quota and the annual leave days for the
period of home leave. As a result, the HR Partner or Time Senior Administrator will
have to credit in ECC the staff member’s annual leave for the period of time that
home leave overlaps with Parental Leave.

It is also possible to have staff members request conversion of AL_HL days to sick
leave. In this case, the staff member will need to submit the medical certificate
offline to the HR partner and the HR partner will convert the corresponding days of
AL to sick leave. Umoja only allows staff members to submit overlapping entries for
home leave and parental leave. Any other overlaps will not be allowed in ESS and
will have to be made in ECC.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Process

Review This

The process for successfully processing and approving a home leave request includes these
procedures and roles:

Step 1: Submission of Time Request

1.

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.

The Staff Member requests Annual Leave — Home Leave using ESS or, exceptionally,
the Time Administrator enters the leave on behalf of the staff member.

The system checks the staff member’s home leave points and annual leave days and
that the period does not overlap with another leave request. The only overlap that ESS
will allow is a combination of home leave with parental leave. All other overlaps will give
staff an error message and will not allow them to proceed.

If the staff member has sufficient number of home leave points and annual leave, the
system submits the request to the Time Manager.

The Time Manager approves or rejects the leave request using the Portal based on the
exigencies of service.

Annual leave quota and, when applicable, Home Leave points are deducted
automatically on the first day of the leave.
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Step 2: Submission of Travel Request

The steps above complete the leave request, however the staff member cannot travel until they
create a Home Leave travel request in the travel portal (ESS). It is at this point that the request
will be reviewed by the HR Partner for eligibility to the home leave entitlement.

6. The Staff Member submits a travel request for themself and/or eligible dependents to
travel on home leave on dates matching the time request that has been approved by the
manager.

7. The HR Partner will receive the travel request in the pending travel queue in their
Approver Work Center and Worklist.

8. The HR Partner will review the request, checking that all prerequisites indicated above
are satisfied. The HR Partner has the option of approving, rejecting or returning the
request to the Staff Member for corrections in the Portal.

9. If approved by the HR Partner, it then goes to the travel approver and certifying officer
for further review and authorization of travel and the ticket will be issued or a lump sum
will be given to the Staff Member, as requested.

If the Staff Member initially requested lump sum and the request is approved by the HR
Partner, it will go to the travel approver for confirmation of the amount of lump sum. If

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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the Staff Member rejects the lump sum and decides to opt for a UN issued ticket and
entitlement, then the HR Partner does not need to confirm eligibility again. At that point,
the request bypasses the HR Partner and goes to the travel approver and certifying
officer.

# Once the Staff Member has returned from Home Leave, they will create their Expense Report
within 14 days from the return day. If this step was ignored/forgotten the Staff Member will be
recovered from the payroll the full cost to the UN of the Home Leave Travel (Lumpsum or Ticket
Costs)..

Staff Members are entitled to Travel Time as defined in the UN Staff Rules. If the Staff Member
opts for UN issued tickets travel days will be automatically credited back to the Staff Member once
they submit their travel expense report. If the staff member selects the lump sum option, they will
need to submit an offline request to the HR Partner to credit travel days and the HR Partner will
modify the Annual Leave — Home Leave record in ECC upon return from Home Leave.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Exceptional Record Entries in ECC and Portal

11. Exceptionally, when neither the Staff Member or Time Administrator nor the Time
Manager have access to ESS, the HR Partner can view, create and modify attendance
records including the annual leave home leave days and quota deduction for annual
leave directly in ECC upon receipt of the confirmation by the Time Manager that the staff
member may go on home leave. However it must be noted that submission of time
requests on the Portal on behalf of staff is the primary responsibility of the Time
Administrator.

12. Additionally, the HR partner also has the role of travel administrator, and so the HR
Partner can also in exceptional circumstances submit a travel request for home leave in
the travel portal on behalf of the staff member. Again, it must be noted that submission
of travel requests on the Portal on behalf of staff members is the primary responsibility
of the Travel Administrator.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
RELATED INFOTYPES:

L]

ABSENCE QUOTAS (IT20086),
ABSENCES (IT2001),

FAMILY MEMBER/DEPENDENTS (1T0021),
ADDITIONAL OFF-CYCLE PAYMENTS (IT0267).

Refer to the Common Procedure section for guidance on how to view, create or modify an
Annual Leave — Home Leave absence record(s) and Home Leave Points quota in ECC.


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

%
__/ The direct entry of the AL-HL record in ECC should only be done in very
= exceptional circumstances. In the majority of cases, the HR Partner will not
be involved in the approval of
the AL-HL request as this workflow is between the staff member and the manager
and any on-behalf functionalities are the primary responsibility of the Time

Administrator.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Home Leave Travel Approval

Review This
This procedure will show you how to check all the prerequisites for home leave travel before

the HR Partner can approve the home leave request in the travel portal. HR Partner approval
of the travel request in the travel portal is based on eligibility to the travel entitlement only as
the approval to take the time off and the deduction of the AL and HL quotas already takes
place when the manager approves the leave request. For further information about the
workflow of the travel request, consult the training materials on travel, as this procedure will
only focus on the role of the HR Partner in the travel approval process.

1. Log on to the Umoja Portal.


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
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Welcome to Umoja

ARDrowve
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Approver Waork Center

User Map

&ﬂ User Map

Time Management HR Partner - 1_en

2. You can access Travel Requests requiring your approval either from My Worklist one
the HR Partner tab in the Portal, or from the Welcome to Umoja screen. The My Worklist
view displays all pending items under the Tasks tab. Click Approver Work Center.

Approver Work Center

Entitiements Completed tems Travel Request Pending ltems

[ ¥ Show Quick Criteria Maintenance |

Travel Request Complete

".ﬂew:|[5tandard WView] |v| | | “ Process | | | Refresh

Process Ref...  Process Name

[l

3. Click Trave Request Pending ITems.

4. Click ~ to select the record you want to review.
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Approver Work Cen

" Entlements Completed tems _ Travel Req

Travel Request Completed tems | Ship

[» Show Quick Criberia Maintenanca |

| View: [ Training - EMS [+] |2z Review and &pprove ] | | Travel duthorization s | | [ Retresn |
Trip Start Date _ Trip End Date Travel (691 f. e, and Approve | PESONNEI# of th..  Travel Purpose
rr_ 07.01.2015 28012015 46 TESTH9S0 EN- 1. Home le...
5. Click Review and Approve.
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6. From this screen you can note the

staff member’s place of home leave vs. the staff member’s itinerary information,
dates of requested Home Leave travel, and

number of dependents traveling with the staff member and their eligibility for home leave
travel.

Click ™ to scroll down to view the travel itinerary of the staff member and dependants.
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7. Use the horizontal scroll bar to view the entire width of the form as necessary.

A

Leave this Portal session open as a reference for what you need to verify
and in a new browser window, log in to ECC to review:

» Contract Type and Expiration Date
« Home Leave Point quota,
* AL-HL record, and

+ the status of dependants, if applicable.

[ Menu Edt Favorites FExtras System  Help
9 [ <cEleee @i
mw;dm - User menu for Gale McCs
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8. Click @ after typing PA20 in the Command text box.

9. Enter the staff member’s personnel number in the Personnel No. text box.

[ HRmasterdata Edt Goto BExtras Utiities(M) Settings System  Hel

& v| « eae AR AFSE &
Display HR Master Data
& ha
&)= ]I [Ya)3] ) Personnel No. |524a459 b!
Find by
* &8 Person

« (i) Colective search heb
« i) Search Term

10. Click @ to continue.
11. To verify the staff member Home Leave Point quota, Click Time Data.

12. The Home Leave Point quota is an Absence Quota. Click [ to select Absence Quotas.

13. Click All to display all Absence Quota records.
5. Display HR Master Data

[ [0 aoew_(chRareii TS Pesonnelbo. 72579935 | PersAsgn | 30522137 TESTOOSH - &)
Find by Haze Ende BRRGADD EOD U [24.08, 2008| EET of the USA Ervp. Stat  Actve
= 82 Person EE Group  |8| Intesnational Seaff [RE2d]  Marobi gzg OCHA
* i) Cotectia search halp EE Subgrp |FR| Professonal & Abowe P-4 'Eq_rawr. Feaed 'rml Exp [14. 11,2015
+ il search Term
* [H} Free search
Basc Data_|| Contract Data_| PayolUata[[TimaData. | Beneftsvota [ | [0
| Infotype text S.. | | Penod
Organgatonal Assgrment ¥~ | Cped
Fhened Working Trme # 7| Fom [0d.01.1800|To  [31.12.9883)
Time Quata Compensation “Tods 1 o e
Absanies (=1 A1 (Cunmgnt month
Artendances ) Froen curr.dabe T Last week
Substitions “iToCument Date  {Last month
Orvistirs i Cument Pariod I Cumrank Wear
mf Protection/Parental L = E CFone ]
Muq.uul -
| Direst seloction
Infotype Absence QUOTS sy |

14. On this screen, note the staff member’s Appointment Type and Expiration Date. The
Expiration Date field on this screen does not show any future renewals of appointment,
even if the PA has been approved. You must access Infotype 0016, Contract Elements,

to check if an extension of appointment PA has been approved. Click 2 to display the
list of records.
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15. Click L] to select the Home Leave Points record.

ER22ee 5 EE] Pen b [T Penngs  [0STIIET TESTHS0 - &
“hl | Bams Ende BRASADO | EOD N 34.0F. 330F HAT of the USA Emp. St Actw
= &g Person [EE Growp: rl-." Intemational St T Srg OCHA CRD ROEA KEN MA_
* 8 Calectve saarch b 6 Soboro (M professenai b Above (P-4 ol dept Fuad Tem Pz 14113015
.:r:m Tam I Cwoos  0l.c1.1200] To  |31.1i.9808) STy
| amOme EnEDie A Quewd tes G Tndoed  Membe Dadee |

 DRH0IS N3G 0Amal L Baards 0125 31102006 L] L0
0L.042015 31.03.7018 OFUncertifed 5L 01042015 20022016 700000 @ 0000
'Flmﬂl'l N2 QRS Leges with Ful Pay 01082010 31119959 Les.0000 R
O Sack Lo with Half Pay R
 9Home Leave Fors o ey

16. Click Choose.

C pfoyoe Edt  Goto  Edigs  System  Heb
nOoD I NNIew

N Gﬂlmmm Actwvity alocaton  Cost mssgnment  Extemal senices | T8

-- BEREMa e E__@'T PersAmgn | 30522127 TESTNS0 = [
EOD UN [28.25.2008| AT of the USA Emp. STt Actve
'H.Pm Grogp |1 Intemational Staf WEo0)  Mairobi Org DCHA CRO ROEA KEM MA
:gmmhtb Emﬁ 78] professicnal s Above P-4 104] Appt  Faed Term Eap [14.11.2008]
s e From [en.68.3004] To [31.13.9958 che. [08.04.Z008DODEE |
[T = |
Canepey 03] Home Leave Porns
Trme <1 -
Quota numbar 22.00000 |Days
Deduction 2.00000 I Heg.deductionto [ 6.00000-]
Beduenion from 01, 0% 2014
Deduetion to [31.22.5835]

17. Click @ after verifying the Home Leave Point quota.

( )
Ensure the staff member has the correct number of points for Home Leave.
& J
18. Click ﬁ again to return to the Display HR Master Data screen.
19. Click L] to select Absences.
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r

N
You must confirm that the
» dates on the Travel Itinerary match those on the Leave request, and
+ staff member meets the minimum required stay period.
. J

B wRresterdata Eor  Goto Exigs  UclesiM)  Setomgs  Sysem  Hebp

u Iaee 0 DDLH D e

4= ]l= |1 [ )1 [ ) Pemonnel o, | 72573850 Pershssgn  [30522127 78579950 el 51
Fired by | Meme [Ende BRAGADD | EOD UM 24.09. 2005 HAT of the USA Emp. Stat Aot
* &g Person e B G 1] emational staff BE0D|  Marobi Org OOHA CRD ROEA KEN HA..
3 =mm¢;mnm W1 eeeubor I8 Professonal & Abave B-4 |64 kppt  Fued Term Exp [14.20. 2008
= Search Term
() Free search

from [c1.01.12001T0  [31.12.9904)
) Today 1 . e
Al () Curank maeith

) From curr.date Lot sk
3 To Current Date () Last morth
(7 Current: Perod () Cufrent Year

2

20. Click |Q‘ to continue.
21. Click 2 to display the Absences records.

22. Click [] to select the Annual Leave-Home Leave record.

: [12578350 Pers.hssgn | 30533137 78579950 ﬂ@
Fdby | Saze [Ende BRAGADO EOD UN[24.09. 2009 MAT of the USA Erp. STt Actve
* 82 Pesson EE Grewn 1] Itematonal Staff [mzoo]  Marobi Oy OOHA CRD ROEA KEH NA_
:Hmﬂ‘:ﬂ“‘“ EE Guborp [P Profassicenl & Above  [Ped  08] Agpr  Fousd Tesm Eep [14.11.2015)
B sl B choose [on.ca.aeec| To  [3i.12.00m] sy | |
 Absances

23. Click Choose to view the details.
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& Jfotyps  Edt  Goto Exbgs  Spstem  Heb

o -« [eke ) SLal-1

Display Absences (2001) "

ol L% se U0 [ personal week schadube Activty dlofation  Codf assgnment  Extemal senices | BB
[ | e |1 [ )i M o [ Pars.Mo. FEs7a9sn) ParsAsmgn | 30522137 TRSTSSS0 -
Fied by Fame Ende BRAGADD | EOO U |24, 0%. 2008 KAT of the UISA Emp. Stat  Actve
= 88 Person EE Group  [8] Intematonad Stasf KESE  Marobi S5 OOAA CRD ROEA KEN HA_
i H':"‘""”""‘““"W EE [¥8] professional & Above P-t__ lod| Aper  Fecad Termn Exp [14-11 2015
- xﬂ' ! S 07.01.2005 To  |28.01.2008] | cng. [25.00. 2005 ez
Absence type 1004] el Leave-Home Leave
Tarss - 1 prees. dars
Absance hours [ aze.00] i Fulkday
Absance days [ a0
Calendar diys a3.00
Quuka used L16.00 | Cuys

24. Click @ after reviewing the details of the leave request.

25. Click @ to return to the Display HR Master Data screen.

26. Click Basic Data to verify the dependency and installation status for all dependants
included on the Home Leave travel itinerary.

A

The next few steps will guide you on checking the dependency and
installation records for all dependents included in the HL travel itinerary.

27. Click [ to select Family Members/Dependants.
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I To Current Date  (Last month
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iz Lo

28. Click 2 to view a list of records.

29. Click [ to select a dependant.

Ot {hitorS) ] Perssonello. 18579950 | Persssgn (30522127 78579950 = ¥[%]
mw |M_Em B:Dl.ll|!l.m.mu!mg[musa Emp, St Adive
= &g Person EEGroup (1] Intemational Staff o) Marobi Org OCHA CRO ROEA KEM MA
:=mﬂ"‘1‘fmm"'° EE Subgp (78] Professonal & Above  [E-d 194 Appt  Faed Tem Eap (14011 2008

{Fh Free seanch
e

( )
Confirm all dependents identified in Home Leave Travel request are:
» currently residing with the staff member, and
+ entitled to HL Travel.
. J

@ rl«eE @@ H0 0DL0 N0 R

: Pors.bo,  [TaS75580 PenAmgn sz esTeRsd <l [4)
Fnd by | tiazn [Ende BRAGAZG | EOD U [24.00.2008 AT of the USA Emp.Stat  Actie
* & Person EEGraue (1 Ieternatioeal Saff [Fmee]  earobi =g DOHA CRD ROEA KEH HA_
(1 cotectye sexech heo EE Subpp [FR Profassonal & Above P-4 104] Appt  Feosd Term Exp (12,11, 2018
: =:::;;;m [ choose  [oa.ci.ieoo] e [31.13.9998| stv. [ |
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30. Click @ to view details.

B jfotype Edt  Goto Exirgs  System  Heb
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/] | EI" [ 2] R R
Display Family Member/Depe™=-\". (0021)
S
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31. Click @ after verifying that Living with staff member is selected.

B forype Edt  Goto  Extgs  System  Heb
o[ = _ﬁ LNhoo NH ew
Overview Family Mamber/Dependants (0021)
s !
EI R O0A]  pesno. [l pessmn [soais e 8
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32.
travel itinerary.

Click '@ after verifying the Living with staff member indicator for each dependant on the

Note that in the case of children, they must be recognised dependants, so the financially
dependant indicator must be clicked, and in the case of children over the age of 18, the full-
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time
attendance indicator must be clicked as well. Otherwise they will not be dependants and
therefore will not be entitled to Home Leave.

Next, view Infotype 1T0267, Additional Off-Cycle Payments, to review the Assignment Grant/
Relocation records to confirm the dependants were travelled by the Organization.

B wWRrmesterdata EOE Gote  Exigs  Uokes(M)  SeUngs  Syem  Heb

e Qe OnNDD TP oW
E __ Display HR Master Data

]

BN ED PessonnelMo. | TEST#EED | pemAmgn  [305Z21IT TESTIIS0 -
Fied by Eame [E=de BRAGADC | EOD UN [24.05.2009] KAT of the USA Emp, Stat  Adthe
= &8 Person EEGroup |1 International Staff [res]  arobi frg OCHA CRD ROEA KEM MA
* ) Codactive saech halp EE Subgrp | PR Professanal & Above [<a Toul agpr  Fooed Tem Exp [14.11. 2005
] HI Search Tem
* () Frae sarch

5
*‘ -

Crgarzatanal Assgnment Sl Fom [ot.ei.1e00]To  [31.13.9999]

s sk s i e
Famiy Hesrbar Gapindants B | oa Eurrent month
_wm Dapandants 7 Freen curs. dte I Last wak
Addresses v ~To CurentDate  ©Last month
Bank Detal “Cument Panod iCurent Yaar
Contract Clarmaents -l B s '
Monitorneg of Tass: -

| et selcton

* | infotype [ozs7 s

33. Click @ after typing 0267 in the Infotype text box.

34. Click 2a to view the list of records.

A

The message No data stored for Additional Off-Cycle Payments in the
selected period indicates that no records were found. This error message
will appear for any assignment grant records that have been transferred
from the legacy system to Umoja.

Until such time as Umoja has Assignment Grant/Relocation records, the
HR Partner will need to continue to consult legacy systems to confirm the
staff member’s dependants were travelled by the Organization and entitled
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to participate in Home Leave travel.

35. If the historical records of assignment grant are in Umoja, follow this step. Click [ to
select the the record you want to view.

A

When there are records stored in IT0O267 you will see records similar to
those shown below. Click on the dependent related records associated
with the staff

member’s current duty station to confirm travel by the Organization.

— The records shown here are only used as an example, and do not
match the traveler used in other parts of this procedure
documentation.
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36. Click to display details.
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Arnount [ 3,3%0.00 fosn |
N junt n.00 I
Paymant date 0403 2005

P e e —

Raason for Change []

Off-cyce reas. [zonz]  Advance Payment
Py Ty L

.| Payrol idantar N

| Rastor's Remarks

Suuff eesriner’s spouse, Ms. Jane Doe, traveled by the Organimtion on 01.01.201

e .00

Tme/Measurement Unk |

| Famiy bye & IO S
Farrdy type [01 | Spuse & Rel-Reces,
Obyect I [1

37. After reviewing the information, click to return to the list of records.

a4 )
The Family type and Object ID fields tell us what type of dependant was
travelled. In this case we have confirmed the spouse was travelled by the
Organization

. J

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 150 of 336



United Nations - DOS

O pise [ e DA Solem  Hel

aoe

Time Management HR Partner - 1_en

| 3 P W Pendme  |TINOEINA T0OOGAEE ]
by | Eanm fpary 1 00T BT Bosdew  Dep B A
" & Pen Wieme [0 ol S T g e [S0F OD%
=‘*"‘"':|"’"" W by (W] Pogfescnslh Adgws (B-1 |53 Mgpn Pund Tewm g [RHE R
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38. Click @ to return to the list of records.

B oEAAL

39. Click [ to select the next record you want to view.

s | M

(31002114 10000404

G2y ESCAP OES

[B=2 Ted] mews  Foced Tem

Assig Grant DA Dependant
!_nﬂ Ausi Grant DSA Dependent

1284 Assky Graet DISA Dependent
1260 AG Lumg Sum 1st - Manual

1264

[

04.02.2005
04.03.2015
04.03.2005
04,03, 2015

40. Click to display details of another dependant.
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5.000.00 USD
12,000.00 UsSD
3,330.00 USD
5,000.00 USD
10,000.00 USD
6,660.00 USD
5,457.97 UsD
5.000.,00 ULD
10,000.00 UsSD
6,660.00 USD

[1eeooand] Pess. Assgn
Find by | Buze [Gazy TocK | EOD UM |01.13.2014|MAT Eccadoran
* 82 Person EEGroup 1] Iatematinal Staff [7220]  Bangkok
g Hmd‘“ﬁ EE Subpre [BR] professional & Above
» [l Free search [ choose  [oi.0l.1808] To  [31.11.008%)
W [Leng tast Sat 0. Amount
i__nu Fiel Grant Fasriy Only 24.00.2015
| 1195 RelGrant Sngle Rate 10k 24.03.2015
1984 Assig Geant SA Dependest 180732015
I::m Fed Grant: Farmdy Only 13.03.2005
| [1195 RelGrant Sngle Rate 10k 13.02.2015
| 1283 Assg Grant DSA Staff 13.03.2015
| 1290 AG Lump Sum 1st- Manual  12.03.2015
!_ii,ﬂ Fied Grant Farrily Only 04.00.2015
| 1195 RelGrant Sngls Rate 10k 04.03.2015
1983 Assig Geat DA Sealt 04.03.2015

3,330.00 USD
T.274.77 UED

3,330.00 USD

.!

Ernp. Sttt Actine

Exp [30.11. 2016

.. L eber [

o=
T
.00
e
0.
.ot
2.0
.00
.
.00
00
0.0t
0.
1200
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(&= ) EIa] pars. Mo, fsoonand] Porsdsgn  |31002114 10000404 | &
Frsdl by | lame Gazy LOCH EOD UM 01.12. 2014 HAT Ecuadoran Emp. St Actwve
= &g Penon EE Growp  [&] Intemationsl Staf¥ THOD|  mangkok ey ESCAP OLS
= (M Colective search help EE Subgrp | TR Professionl B Above -1 oal mppr Feed Temm exp 30.11.200€
: H::c:;;m Chige [04.02. 2015 WF-BATCE |

Wage Type 1284 Agmg Grant DSA Depersdent
Amount | 3.330.00 foam |
Mumbenuni .04 |

Paymaink date 0d . 0% 305

Asggnment Murmber Q00000000353 ]
Preasan fior Change ]

Off-cycia reas. 002 Advance Payment
Fayroll type A

.| Payroll Menitfier [

| Fiequastor's i

Approvers Bemarks.

Mumbsar 0

(Y ]
Famiy type 0z | chid
i) Toal

41. After reviewing the information, click ﬁ to return to the list of records.

A

The Family type and Object ID fields allow us to identify which dependant
we are reviewing.

42. Click @ to exit after finished reviewing the last dependant record.

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 152 of 336



United Nations - DOS Time Management HR Partner - 1_en

A

You will now access the staff member’s travel history to verify eligibility for
Home Leave.

43. Return to the Portal session, and click Travel Administrator.

Employee Services

- WMap | Directory Index

Travel Administration
= Q

Access to Travel Administration

Travel Documentation ;
@O |

Access to Travel Documentation

44. Click Travel Administration.

Travel Administration

Back

 Service Map

B Q Travel Administration
D D Create and process Travel on behalf I
Travel Administration for Emplovees

Create Uniformed Perzsonnel Travel

“ou can create or change group travel requests.
Approver Work Center for Shipment Reguest
Approver Work Center for Shipment Reguest
Approver Work Center for Expenses Report
Approver Work Center for Expenses Report
Approver Work Center for Travel Reguest
Approver Work Center for Travel Reguest

— o~ Rannrtinn
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45. In addition to allowing you to act on behalf of a staff member, Create and process Travel
on behalf can be used to view previously approved travel requests and expense reports
until such time that a travel report is available. Click Create and process Travel on
behalf.

46. Click [ to select the staff member you want to view.

Employee List -
View: [Standard View] | =] [ Add Empliywels) | Remeve Empliyvels) |
| Last Nome [Surnese) Fdt Nase Perannnel aLgh [T Tewphing N
5 e Gary 11002814 10000404
(] mou Travel Test SEHG5G99 10000547
|| zeama L 31002034 20000100
|| amoes) ANTOWETTE WOIS01B 20003HET
|| RemonE Boure I00THTIE 20007532
Dotaits of: Gary LUCK

2|, OffcalTraverd) | WATravexs) | EntbementTravedt) | Lump SumRequestit) | Shpment Requestt

Entitlement Travel(l) belomging to type Travel Request-
Entitlemient Travel (On Behalf)

View:[Standard View] | =] | | Creats Trawel Request . || Create Shipment Recuest

i

B TripMumber SiatOste  EndDate  Trawsl CabagoryType Daareanon Travl Purpass Wigri
| J 1035 19032015 25032015 OT- 1, Official business GENEVE GE SWITZERLAND | Amend CMCOORD Training Subr
J L15] 03012018 | 03012018 OT- 1. Official business LESBOMN, 11, PORTUGAL best Traw

| mE BR02015 | 03012015 OT. 1. Dificial business LESBOM, 11, PORTUGAL tes COF
_| BoB B.022017  QZ02201T | EN- 1. Home ave QUMD ECUADOR HL Request for 2017 ™ £
J 2] 03.022015 03.02:201%  WR- 02 Appoiniment Temp Repic | LISBON, 11, PORTUGAL Test Defect #3350 MR 2
| [ 512 03022018 | 03.02.201%  WR- 02 Appointment Temp Repic | LISBON, 11, PORTUGAL Ay HR A

47. Click Entitlement Travel (1) .

You should review previous entitlement travel as part of the approval
process for current Home Leave travel approval.

Once the staff member has been selected the “Details” section for the staff member will
populate. This may take several seconds to update.

There are several tabs that allow you to view all or specific travel types. Select as
appropriate. In this example you will select Entitlement Travel to filter the view.
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|..... | e e

48. Click button — |

The HR Partner will be able to view all entitlement travel in this section (i.e.
Home Leave, Family Visit, etc.). Until such a time as Umoja has recent HL

records, the HR Partner will need to continue to consult legacy systems to

confirm last home leave travel and related information.

49. Click Display PDF Form to view the travel history as a PDF, which provides consolidated
information for the travel. The Display button displays all the travel detail on the display
only.
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A

The Workflow Status column shows the current status of the request.
Approved travel will have the status TO Approved.

50. Return to the Approver Work Center Portal session.
hinerary Details

Please spacify ONLY the official itinerary here. Connecting points or stopovers), if any, should not be included unless the
should be clearly indicated in screen #6.

Autherized travel destnaton: | OCEAN VEW U USA Hs.

Enerary Detal: My, Eade BRAGADO, 23 Dec 1988, TASTINSS

Departure DateTime Departure Cy/Country Wode of Travel Arriveal DateTime Arrival CRy/Country
[07.01 20155 0200 | [MAROBIKENYA 9 [01 € il Arcraft_ =) (0801 2015 i [1200 | [ATLANTIC CITr WU USA [u )
[27.01 20150 0800 | [ATLANTIC CITY MJ US4 |07 [01 Commercisl arcraft [ (2801 20055 [12.00 | [NAROBLKENY A |'n

Tranved time Tor sach Saminy.

Enerary Detals for: Ms. CyRa Mariola (03 Jul 15T7) , TESTO95001

07,01 2015 (0800 | [asoBiKENYA |69 [07 Commescins arcran =] [02.07 200§ (1200 | [aTLa0me ome miusa u )
[27.01 20155 [08 00 | [ATLANTC CITY MU USA |09 [01 Commercal Areratt |+ [28.00 2005 [1200 | [NAROBIKENYTA 'a ]
Encrary Detals for: M. JEAN BAPTISTE BRAGADG (10 Dec 2009) . 725799500201

[07.01 2015 [0b00 | [MAROBLKENYA 09 (01 Commercial Areratt ) (0881 20055 [12:00 | [ATLANTIC O W USA |'a )
27.01 2015 [08:00 | [ATLANTIC CITY MJ,USA |9 [01 Commercial Arcrant |+ [28.01 2015 [ [1200 | NARDE|KEMY A 'm |
Enerary Detalls for: My, MICHALAK BRAGADD (31 Aug 2012) . TESTRIS00202

07,01 2015 [ (0800 | [HARGBLKENYA [9] (01 Commercial Arcrant =] [08.01 2015 [ [1200 | [ATLANTIC O U USA 'm )|
[27.01 2015 [0800 | [ATLANTIC CITY MJ.USA |09 [01 Commercial Arerat =] [28.01 2005 1200 | [NAROBLKENYA ']

Delece Travebers | | [=]

51. After completing the verification of the staff member’s absence and dependency details,
return to the Portal session, and click Additional Data to continue with the approval of
the travel request.
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( )
Under Additional Data for Travel, review the responses to the mandatory
questions answered by the staff member. The request should be returned
to the staff member if there are any errors. The Cost Assignment
information will be verified by Certifying Officer.

\. J

52. Click  to scroll down and view the rest of the form.
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53. Once you have verified the information is in order, click Approval.

54. Enter your name in the Processed By text box. Document the transaction in the Enter
your comments text box.

Approve Entitlement Travel for 78579950 ( 46 )

I 1] [2] 3 -4

General Data Additional Data Approval

Initiating Travel for: Home leave Travel For  Prepared By Ende BRAGADO Employee Group Interr
Duty Station KEOO Mairobi Telephone — E-mail ID someone@someone.com Contract Type Fo

[4 Previous Step | | [ Save Draft |

Processed By: [CUC PRUDENCE ]

[prove ]
Enter your comments

Home Leave approved for 07.01.2015 - 28.01.2015. Next HL due in 2017
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55. You have three options to complete your review:

* Return for revision — to return the request to the staff member for revisions. Include
remarks in the Enter you comments text box with instructions to the staff member
regarding corrections needed.

* Reject — to cancel the request. The request will be deleted and the staff member would
need to submit a new request. Include remarks in the Enter you comments text box with
instructions to the staff member regarding reasons for rejection.

+ Approve — to move the request forward. Include remarks in the Enter you comments text
box documenting the number of dependants traveling, and if the Home Leave will be
taken in conjunction with any official travel.

I!"ﬂ hetpe/furnapt] eumscjs ol sapbo webdynpro/sap/ th_od_wi_spproval PB-0Gx =:

s 12 Unde Conmections © HP Appheation Lifecycle .. [] Umega O Paal - G320 27 Urnegs 2] OPPBA Portal [ ] SAF MNetiesver Poral

Approve Entitlement Travel for 78579950 ( 46 )

I— 1 2 3 —-

O]

GeneraiDats  AddEcosiData Approval

Witetiog Teavelfor Home eve TravaFor - Prepared Oy Exde RAGALO . Emplayee Growp ikwnetonsl Sl Empasyee Subgroup Profeasiasth Aot
Duty Station KEOD Karsts T & c Type Foued Term  Maater Cost Cantre M3 OCHA Na Posl  Drgh

[ Prevom siep] | [Saveian]

Crveral budget excesded by 5.308.00 250 (UN Payrol Fend Chack Lev. ) for decemant em 00012

Crwerall udget excesded by 9,208.00 S0 (UN Standerd AV Ledger] for docunent fem 20010
¥, Emar in document: TRANL 0D000000EETES THG5) THECLNTS10

Tetwed Reguest S00000004E forwarsed suscessluly

Tewagl request S000000048 was sawed

150 50 % will by snagnesd Bt o Irp conty aRsgnment peine

56. Click Approver Work Center — Umoja to return to the Approver Work Center.

A

The system checks for availability of funds for the Cost Assignment
entered. It will, however, allow the HR Partner to approve a request that
does not have sufficient funding. Funding will be reviewed and updated, as
necessary, by the Certifying Officer.
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s coreeters (TR BERNGTS ||Tosss Coreetrs | 5

[ » Show Quick Criteria Maintenance |

View: | Traning - EMS. [=] Il - Review and Approve | ||| Travel Authorization . | | [ Refresh |
Trip Start Date  Trip End Date Travel req.® Traveler Hame  Personnel®of th...  Travel Purpose
_J 07.01. 2015 ZB.01.2015 48 Ende BRAGADD = TB5TI950 EM- 1. Home le...

57. The request is still listed in your “Pending Items” tab after completing the approval.
Simply click the Refresh button, to update the list of pending items. The request will
move to the “Travel Request Completed Items” tab. Click Refresh button.

g | s Tssearoemgtons [ o] e
¥ Show Guek Criera Hamiesance | Crange
Wiew:; [Standard view] | | [ D Revitw and Apereve || [ Teavel Astnorizatien . || [ Rutwsn |

Tp_. Tripfn. Trav.. Tmv.. Pers.. Trawel.. @Gner. Trav.. Certi. Sebms.. Friodly Sises Grou.. Lemp.. Totsl |

58. End of simulation.

A

Travel requests you have approved are listed under Travel Request
Completed Items.
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Review This

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

-
4 Back Forward ¥ History Favorites Personalize View Hel
Home Employee Selfi-Service SM Travel Administrator
: [Teacd Administrator
Overview \

Home = Owerview

Welcome to Umoja

Approver Work Center
8 Approver Work Center

User Map
User Map

2. Click _ Travel Administrator_.
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Employee Services

- Map | Directory Index

Travel Administration
| Q

Access to Travel Administration

Travel Documentation
= Q =

QO

Access to Travel Documentation

3. Click Travel Administration.

Travel Administration

Back

* Service Map

W Q Travel Administration
0 Ij Create and process Travel on behalf I
Travel Administration for Emplovess

Create Uniformed Personnel Travel

“ou can create or change group travel reguests.
Approver Work Center for Shipment Reguest
Approver Work Center for Shipment Request
Approver Work Center for Expenses Report
Approver Work Center for Expenses Report
Approver Work Center for Travel Reguest
Approver Work Center for Travel Reguest

= -~ Reannrtinn
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4. In addition to allowing you to act on behalf of a staff member, Create and process Travel
on behalf can be used to view previously approved travel requests and expense reports
until such time that a report is available. Click Create and process Travel on behalf.

5. Click ' to select the staff member you want to view. If the staff member you are
reviewing is not in your employee list, you can click the “Add Employee(s)” button to add

the staff member.
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6. Use the Expense Report section to confirm that the staff member’s travel has taken
place as approved prior to adjusting their AL-HL record to include Travel Days, if

applicable.
Click Expense Report with Travel Authorization to access submitted expense reports.
AATio (O behed) (1) | CficMITomi) ( MATRvei( | DwSems Tl | Lo Somfecowet () ) - Sk evponet (1) IR
Vew [ur ven| |v) | [DSpgRORFOm]] [cmply] ro-ie | oo || [crown Exparae mepor |
. Trgdenter Satlsts CsdDefe  Trowe CategonyiTyee Drstnaten Trawel Purposs Warkfice States
Wid B8 D ARE S G- 1, O besnekd LESESH, 11 POATUGAL  teat Trawed Clam Unt Appraved
“r UE2S  E2E2MS  HR-G2 Apponimesi Teme Reple  Banghek Ciy bl A ppeaimerl Dependat Tearel | Trawed Clam Unl Aggroved
:lﬂ' A13HE  GEIZ3HE  HE- G2 Appownimesi Temp Repic Banghek City el A pocairenn Tubmitied

o]

7. You can view the expense report detail online (Display button), or saved as a PDF. Click
Display PDF Form to view the expense report detail.

The Workflow Status column will show you the current status. Approved expense reports will
have the status Travel Claim Unit Approved.
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8. Once you have completed your review, you can log out of the system. Click Log off.

Are you sure yvou want to log off?

e )

9. Click Yes.

This procedure allowed you to check whether the start and end dates of actual travel on HL fell
during the week. For such days you will need to convert the AL-HL days to travel days.

Refer to the common procedures on modifying leave types to adjust the appropriate number of
AL-HL days to travel days (i.e., reduce the number of AL-HL days).

Once this has been done, refer to the common procedures on creating an absence record
using infotype 2001 subtype 1101 to grant travel days for the days reduced from the AL-HL

record.

For example, if someone traveled on HL from 01.06.2015 (Monday) to 19.06.2015 (Friday) to a
location that has one day of travel time, the AL-HL days would need to be modified to
02.06.2015 to 18.06.2015. Then two travel day records would need to be created, one for

01.06.2015, and a second for 19.06.2015.
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Family Visit

Family visit travel is an entitlement for internationally recruited staff members with fixed-term,
permanent, or continuing appointments and qualifying locally recruited staff members on
mission assignment who are deployed to a duty station or mission area away from their spouse
and dependent child(ren). This entitlement covers travel and related expenses (e.g., one round
trip from duty station/mission area to the place of residence of eligible family members).

Travel time shall be granted to staff members who utilize the normal entitlement for family visit
through the provision of an actual air ticket issued by the Organization. Staff members shall be
granted a fixed amount of travel time not chargeable to annual leave for travel undertaken
during working days.

This chapter will cover only the request for annual leave as a result of the family visit. It will not
cover the steps needed to make a request for the travel entitlement. If the staff member
requires help with this transaction, you should refer them to the Travel Administrator.

The regulations, rules, policies, and standard operating procedures (SOP) governing the family
visit entitlement have developed over time. The official documents are easily accessible within
the UN intranet.

1. Family Visit Travel — and

» Section 1 — Eligibility
» Section 2 — Timing of travel
+ Section 4 — Conditions of entitlement

2. Staff Regulations and Staff Rules of the United Nations —

3. Official Travel — , , and

+ Section 6 — Travel time on home leave or family visit (ST/Al/2013/3 & ST/Al/2013/3/
Amend.3)

+ Section 12 — Lump-sum option for travel on home leave or family visit or education grant
travel (ST/A1/2013/3 & ST/Al/2013/3/Amend.3)

» Section 13 — Travel claims (ST/AlI/2013/3 & ST/AI/2013/3/Amend.3)
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o Sections 13.1 — 13.4 General
o Sections 13.5 — 13.6 — Travel under the lump-sum option
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Prerequisites

Review This
The following documents and data are required to process and approve a family visit request:

+ Validate Appointment Status: The HR Partner should review the type and expiration
date of the staff member’s appointment to ensure they have a valid international
appointment for at least six (three months for a duty station with a 12- month home leave
cycle) months following return from family visit travel. The appointment status is viewable
in ITO016 (Contract Elements). If their contract needs to be extended please refer to the
HR Partner Personnel Administration — Contracts job aid.

» Validate Eligibility for Travel Approval: Check to ensure:

o The staff member is eligible to use family visit travel for the year requested.

o Family Visit Absence Record: the staff member has submitted and received
approval for their family visit and the record is viewable in ECC. The dates of the
absence record should coincide with their travel request and meet the minimum stay
requirements.

o Dependency Check: the HR Partner will check that no family members were
installed at the duty station.

o Previous Travel Check: The staff member has not had any travel that would
invalidate the entitlement to family visit at the time.

r D
%
— Family Leave visit shall not be authorized in the calendar year in
= which the home leave falls due. Even if the Home Leave was
postponed one year, family visit for that year will still
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not be authorized, except for duty stations with a 12-month leave
cycle, in which case, the minimum interval (3 months) between return
from home leave and beginning family leave

is met.

Additionally, at least 9 months must have elapsed between the last
Home leave travel and at least 12 months of service must be accrued.

. J

» Validate Eligibility for Travel Days (after travel is undertaken) — Time Senior
Administrator Only: Check to ensure:

o The staff member has completed their expense report and was issued a UN
purchased ticket as part of their family visit. The Time Senior Administrator will
confirm all dates for their travel/leave match their original AL-FV request and make
the required adjustment to the AL-FV absence record in ECC to include travel days,
if eligible.

» Check for Exceptions/Special Cases: The HR Partner should check for any exceptional
requests or cases.

» Official Documentation: Documentation from the staff member and their manager
regarding any leave request that could not be entered into ESS and requires HR Partner
action to enter it directly in ECC.

Although the HR Partner has access to submit time and travel transactions on behalf of
the staff member, it must be noted that these are the primary responsibilities of the Time
and Travel Administrators respectively and these requests should be submitted to them

first.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

The process for successfully processing and approving a family visit request includes these
basic activities:
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1. The Staff Member requests Annual Leave — Family Visit using ESS or, exceptionally,
the Time Administrator/Time Senior Administrator enters the leave request on behalf
of the staff member using ESS if the staff member is unable to access Umoja.

2. The system checks that the staff member has sufficient annual leave remaining to
proceed with the request.

3. If the Staff Member has enough annual leave balance, the system automatically sends
the request to the Manager.

4. The Manager reviews and approves or rejects the leave request using the Portal.

5. Annual leave quota is deducted in real time.

6. The leave type and dates are updated in the system in real time.

This is the end of the process of the Family Visit regarding the leave request. Upon receipt of
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approval by the manager, the staff member must submit the travel request which will be
reviewed by the HR Partner for eligibility of the entitlement as part of the travel approval.
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7. The staff member creates a Family Visit travel request in the travel portal (ESS), or
exceptionally, the Time Administrator/Time Senior Administrator enters the leave
request on behalf of the staff member.

8. The HR Partner receives the travel request in the pending travel queue in their
Approver Work Center and Work List.

9. The HR Partner reviews the request in the Portal, checking that all prerequisites are
satisfied and then approves, rejects, or returns the submission to the staff member for
corrections, as appropriate.

10. If approved, once the Staff Member has returned from Family Visit, he/she creates the
related Expense Report to complete the process.
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11. The Staff Member may be entitled to Travel Time, to claim the days they must submit
an offline request to the HR Partner to credit these travel days, and the HR Partner will
modify the Annual Leave — Family Visit record in ECC to update the Staff Member’s
travel time. Travel days will only be reinstated once the staff member has submitted a

travel expense report.

Exceptional Record Entries in ECC

12. Exceptionally, when neither the Staff Member nor Time Administrator have access to
ESS, the HR Partner or Time Senior Administrator can view, create, or modify
absence records (including Annual Leave- Family Visit) directly in ECC.

%
__/ Important Note to Time Senior Administrators: In the event that the staff
= member contacts you with a request to change any of the AL-HL days to
travel time, you should inform them that they need to submit this request
offline to the HR Partner after they return from Family Visit, and they have

submitted their expense report.

.

Please note that as Time Administrator, you only have access to submit time requests on
behalf of staff members. Time Senior Administrators will also have the ability to view, modify
or create leave records in ECC. For help submitting the travel request, the Staff Members
should be directed to the Travel Administrator.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
RELATED INFOTYPES:

+ ABSENCE QUOTAS (1T2006),
+ ABSENCES (IT2001),
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« FAMILY MEMBER/DEPENDENTS (IT0021),

* ADDITIONAL OFF-CYCLE PAYMENTS (IT0267).
Refer to Common Procedure section for guidance on how to view, modify or create
Annual Leave — Family visit records.

Approval of Family Visit Request

For the HR Partner approval of the family leave travel entitlement request, refer to the Home
Leave Procedures section for guidance as the process will be exactly the same. Although the
procedures are the same, attention should be paid to applying the right policy rules on family
visit at the different stages of review. Two procedures are applicable: the review process
required for Travel Approval and the Modification of an Annual Leave — Family Visit record in
ECC for travel time.
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Rest and Recuperation

Rest and recuperation is a five-day leave period and two days of travel (7 days in total) with full
pay granted to eligible staff members and certain other individuals required to work for

extended periods of time at duty stations under hazardous, stressful and difficult conditions.

The policies and standard operating procedures (SOP) governing rest and recuperation have
developed over time. The official documents are easily accessible within the UN intranet.

Rest and recuperation

» Section 1 — General provisions
o Sections 1.1 — 1.2 — Purpose
o Sectins 1.3 — 1.4 — Eligibility
« Section 2 — Approval of duty stations for rest and recuperation
o Sections 2.4 — 2.5 — Effect of change in approval status

Section 3 — Rest and recuperation conditions
o Sections 3.1 — 3.2 — Conditions
o Sections 3.3 — 3.7 — Qualifying service
o Sections 3.8 — 3.12 — Duration of rest and recuperation absence from the duty
station and the combination of other types of authorized absence
o Sections 3.12 — 3.15 — Timing of rest and recuperation

Section 4 — Transportation

Section 5 — Relationship of rest and recuperation with other entitlements

Knowledge Gateway:

Frequency Conditions

Extreme situations as follows:
* Very dangerous locations where staff are directly targeted as a result of
their association with the United Nations or where premises are targeted,
6 weeks causing imminent threat to staff
* Locations where there is war or active armed conflict and where staff are at

high risk of becoming collateral damage
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All non-family/restricted duty stations:
» All duty stations declared by the Department of Safety and Security as
8 weeks restricted for all eligible dependents for security reasons
» All duty stations designated as “non-family” by the Chair of the International
Civil Service Commission

Duty stations with a high level of hardship:

12 weeks + Non-capital duty stations™ with a hardship classification of D or E
» Exceptional cases of category E capital cities
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Prerequisites

Review This
Although the HR Partner has access to submit time and travel transactions on behalf of the

Staff Member, it must be noted that these are the primary responsibilities of the Time and
Travel Administrators respectively and these requests should be submitted to them first.

The following documents and data are required to submit an R&R leave request on behalf of
the staff member:

* Validate Eligibility for R&R Leave Approval: The HR Partner must review the
submitted leave request and previous leave records in ECC to verify the staff member
has served the required period of time at the duty station to qualify for the entitlement.
The HR Partner must ensure there has been no break in qualifying service at the duty
station (e.g. no absences from the duty station for more than 3 days on other leave types,

etc.).
» Validate Eligibility for R&R Leave Approval: The staff member should have served the
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required period of time at the duty station to qualify for the entitlement (refer to the policy
section in this job aid).

* Check for Exceptions/Special Cases: If a Staff Member requests to postpone his R&R
beyond one month, then the Staff Member must submit, together with the R&R request, a
memo explaining why he/ she was not able to take it on time. The memo must be signed

by the staff member and the Chief of Section.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

Review This
The Time and Attendance action for rest and recuperation requires the staff member to define

the dates and duration of the R&R and travel time in the system.
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1. The Staff Member requests for R&R and Travel Time — R&R leave using ESS or,
exceptionally, the Time Administrator enters the leave on behalf of the staff member
using ESS.

2. The system sends the request to the Time Manager for approval.

3. The Manager verifies and reviews the leave request using the Portal.

a. Ifthe Time Manager endorses the request, a notification is sent to the staff
member and HR Partner.

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

Travel Request

4. The Staff Member submits a request for Travel. The travel request must be submitted
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regardless of the mode of travel (UN transportation, lump sum or paid ticket) at the
same time as the leave request or as soon as possible after the Time Manager has

endorsed the request.

5. The HR Partner checks eligibility and reviews the request for both R&R leave (in the
Time Module) and R&R Travel (in the Travel Portal).

a. If the HR Partner approves the leave and travel requests, the leave request is
recorded in ECC and a notification is sent to the staff member. The travel request
will then continue the travel approval workflow for approval by the certifying
officer and travel officer.

b. If the HR Partner rejects the request, the staff member and Time Manager are
notified. The staff member will need to create and submit a new leave and travel

request.

6. The HR Partner will approve or reject both the travel and leave requests at the same
time. So it is only upon receipt of the approval by the HR Partner that the staff member
can consider that the eligibility to go on R&R has been met. The staff member is not
authorised to go on R&R if only endorsed by the manager.

Exceptional Record Entries in ECC and Portal

7. Exceptionally, when neither the Staff Member or Time Administrator nor the Manager
has access to ESS, the HR Partner can view, create and modify absence records
(including R&R) directly in ECC.

8. As the HR Partner also has a travel administrator role, in exceptional circumstances the
HR Partner can also submit the travel request on behalf of the staff member in the
Portal.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
RELATED INFOTYPES:
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« ABSENCE QUOTAS (1T2006),

« ABSENCES (1T2001).
Refer to the Common Procedure section for guidance on how to View, Create and Modify
an R&R and/or Travel Time — R&R record(s) in ECC.

covmor | cmones | ecronee | rmsoruse
Approval of R&R travel request

Review This

Refer to the Home Leave Procedures section for guidance on the review process required for
Travel Approval. Although the procedures are the same, care should be taken to apply the
corresponding policy for R&R when reviewing the R&R records. Note also that travel days
would have been approved in the Time Portal, so there is no need to correct days post facto as
in the case of home leave or family visit.

The following comments must be submitted with the travel approval:

Generic R&R Travel Approval Comment (ESS): R&R approved for . Next R&R due in if no
break in qualifying service. R&R Travel and Leave record approved.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Approval of R&R leave and R&R travel time in
the time module.

Review This
As soon as the request for R&R travel is approved in the Travel Portal, the HR Partner must
also approve the corresponding leave requests in the Time Portal.

Follow the procedures for approval of Sick leave. In the work center, you should see a request
for approval of leave for R&R and one or two for R&R travel (since travel days are given on
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actual days travelled, two separate submissions will have to be made for the outward and
return travel days as they are not consecutive). Approve following the same steps once you
have

verified that the dates correspond to the dates that have just been approved in the travel
request.
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Overtime, Compensatory Time Off, and Night
Differential

Staff members time and attendance is closely associated with separations, but also reflects
regular monthly compensation. Good administration includes managing staff time and
attendance on a regular basis.

Overtime is granted based on the justification of workload demands and the time sensitivity of
programme delivery to staff members in the General Services and Trades and Crafts
categories, and the Field Service Category up to and including the FS5 level.

Compensatory time off (CTO) is provided for the first hour in excess of the eight-hour work
day (first half-hour during the main part of the General Assembly).

A staff member who is assigned to regularly scheduled night-time tours of duty is eligible to
earn night differential at a rate of 10 percent of the aggregate salary, their language
allowance(s) and post adjustment, if applicable to compensate for working during the hours of
6 p.m. and 9:30 a.m.

The regulations, rules, policies, and standard operating procedures (SOP) governing overtime,
compensatory time off and night differential have developed over time. The official documents
are easily accessible within the UN intranet.

Overtime

1. Staff Regulations and Staff Rules of the United Nations —

2. Overtime compensation for staff members in the Field Service category at established
missions —

» Section 1 — General provisions
* Section 2 — Definitions
» Section 3 — Credits for overtime work
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Section 4 — Compensation for overtime

Section 5 — Temporary assignment, transfer or separation from an established mission
Section 6 — Stand-by duty

Section 7 — Final provisions

L]

Compensatory Time Off (CTO)

1. Staff Regulations and Staff Rules of the United Nations —

Night Differential

1. Staff Regulations and Staff Rules of the United Nations —

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Prerequisites

The following documents and data are required to process and approve overtime,
compensatory time off (CTO), and night differential requests.

For CTO and OT:

* The Staff Member must obtain offline authorisation from their manager prior to working
CTO or OT. Once the Time Manager has agreed and the Staff Member has worked the
overtime or Compensatory time hours, the request will be submitted in ESS.

+ Official Documentation: Documentation from the Staff Member and their Time
Manager or approving authority regarding any authorized OT or CTO already completed
that could not be entered into ESS and requires HR Partner action directly in ECC.

For Night Differential:

+ If the Staff Member uses a work schedule in which Night Differential hours are
embedded, there is nothing to do, as the payment will be calculated based on their work
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schedule
 If night differential hours are not part of the schedule of the Staff Member, the Staff

Member must make an offline request for these hours to the manager, who will seek
approval from their budget authority before authorizing the time. Once the work has been
certified by the manager, the HR Partner or Time Senior Administrator will enter the

details in ECC.
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Process

Night differential is an offline process. The HR Partner or Time Senior Administrator enters the
time in ECC once it is confirmed that the budget authority has approved the time and that the
time manager certifies that staff member has worked the hours.

Staff Members and Time Administrators/Time Senior Administrators on behalf of staff
members are responsible for the entry of OT and CTO in ESS.

Ve

%
_/ Overtime 1.0 (overtime accrued at the rate of 1 hour per hour worked), CTO
= 2.0 (overtime accrued at the rate of 2 hours per hour worked), CTO 1.5
(overtime accrued at the rate of 1.5 hours per hour worked) are only

available in ECC not as a drop down in ESS.
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Mar'ag'r of OT = Overtime
SIM rthew,ol'l( CTO = Compensatory Time Off

1. The Staff Member requests to work OT or CTO, or the Time Administrator requires
the Staff Member to work OT or CTO. Once the Time Manager agrees on the need,
they must check offline with the administrative officer to agree to pay overtime or to offer
CTO to the Staff Member.

2. Once the authorization for CTO or OT (Practices on how to approve one or the other

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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vary across the Organization) is obtained from the administrative officer, the Time
Manager authorises the Staff Member to work OT or CTO.

3. Once the Staff Member has worked OT, or is due CTO, the Staff Member or Time
Administrator on behalf of the staff member creates the OT/CTO request in ESS.

4. The request is routed to the Time Manager, who receives e-mail notification that action
is required.

5. The Time Manager reviews the request in the Portal and approves or rejects once
determination has been made that the Staff Member has worked those hours.

6. An automatic notification of the approval/rejection is sent to the Staff Member.

7. Ifthe OT/CTO request is approved in the Portal, the Staff Member’s leave request
overview is updated in the Portal with the status and ECC records regarding attendance
are updated with the necessary information.

8. Ifthe OT/CTO is rejected, the Staff Member’s leave request overview is updated in ESS
with the status, but no updates on attendance are made in ECC.

%
__;/ There are two possible selections of attendance for Overtime: Overtime
= (1.5) and Overtime (2.0). The numbers in brackets refer to the number of
hours that need to becompensated for the hour worked. If you are using the

procedure below to enter Overtime, you must be aware of the local rules in your
duty station to determine whether you need to use Overtime (1.5) or Overtime
(2.0) for the hours and days that the staff member worked. Overtime 1.0 can only
be entered in ECC by the Time Senior Administrator or, in exceptional

circumstances, the HR Partner.

. J

Overtime worked for a Different Department Process

9. When OT is completed by a Staff Member who provides services to another department
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10.

11.

the ESS entry is approved by the Time Manager of the department the staff member
serves in. The original request by the staff member must clearly indicate that the request
is for services in another department.

The HR Partner gets notification that approval has been made for OT that should be
charged to another department and should coordinate with the department where
services were rendered to determine the Cost Assignment information so payment of the
OT is deducted from the correct budget.

The HR Partner will record change of cost centre in ECC, preferably before the payroll
for that month is run, otherwise, the charges will automatically be deducted from the
budget of the department to which the staff member belongs. If this happens, charges
will be reversed and posted accordingly in the next payroll cycle.

Compensatory Time Office Payment Process

12.

13.

For Departments that pay out any CTO more than 40 hours, the HR Partner must be
informed to process the payment in ECC.

The HR Partner will review the CTO balance in Absence Quotas (IT2006) and create a
Time Quota Compensation (IT0416) record for any hours in excess of 40. The system
will automatically payout the excess hours and adjust the CTO balance in IT2006.

Exceptional Record Entries in ECC

14. Exceptionally, when neither the Staff Member and Time Administrator nor the Time

Manager have access to ESS, the Time Senior Administrator, or exceptionally the HR
Partner, can view, create, and modify attendance records (including OT, and CTO)
directly in ECC. Maintenance of leave records in ECC is the primary responsibility of the
Time Senior Administrator, not the HR Partner.
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Procedures

Review This
RELATED INFOTYPES:

- ABSENCE QUOTA (IT2006),
. TIME QUOTA COMPENSATION (IT0416)

Based on the process described above, the CTO and OT approvals are workflows between the
staff member and manager. If the HR partner needs to view, create or modify a CTO or OT
record, please refer to the common procedure section for guidance.

In exceptional cases if OT needs to be entered at 1.0 it can only be entered in ECC by the
Time Senior Administrator, or exceptionally by the HR Partner. In this case, follow the common
procedure for entering an leave record in ECC making sure that the right ratio of compensation
is used.

The only procedure that requires HR Partner intervention is the OT charged to another
department and, in the case of NY staff only, the payment of CTO in excess of 40 hours.

| conan | e [ emoronce | mmsoruse
Overtime Charged to Another Department

Review This

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


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

United Nations - DOS Time Management HR Partner - 1_en

[ Menu Edit Favorites Extras System Help

PA30] v | « Qe =

SAP Easy Access - User menu for Gal

RE | & Y% s | v a

2. Click @ after typing PA30 in the Command text box.

3. Enter the staff member’s personnel number in the Personnel No. text box.

E HEmosterdata Edt  Goto Bxtras  Utites(M) Settngs  Syiten  Heb
l«Heee DODH N 0N
Maintain HR Master Data

D& DOT &

e —

Find by

= 82 Person
+ [ cobecve search help
. R

4. Click Q to continue.

5. If you do not know the date when the OT occurred, select ALL to see all leave records or
the date range to see leave that falls within that period of time. Click Current month to
view leave records for the current month.

6. Enter the Infotype ID for Attendances, 2002, in the Infotype text box.
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Maintain HR Master Data

O &

O # & M
I ENEYE ey Peonneino.  [L2t6he2 | pemasgn [000Sreizesesez  +| (W&
| Find by | Maze (Wisss PRELIA | EOD UN [15.09. 2002| MRT of the USA Erp. Sttt Actve
|~ dgPemon _ EEomue (3] Lo s [o322]  mew vork oy DGACM OUSG ICTS
= B Cotectve search hep BE Subgep |55) Geneal Service -5 J07] nppr Fued Tem Exp [31.07.2005
+“5¢I‘d‘|l’ﬂm ; A — e
Assgnmant W = || Cipariod
Wrking Time L From [01.00.2018Te  [31.00.2018]
Time Queta Compensation v | Ot G wesk
- On [omwnos]
(CiFrom curr.date (Lt week
()To Curent Date  (Last month
) Current Peried  ()Curent Year
e
Quotas - ||
| M-i-_ -
| Infotype [zeez Py |
7. Click [J to confirm entries.

8. Click 2 to view the list of Attendances.

9. Click [ to select the OT record you want to modify.

IS || (A Pors, o, [1e0sssa) PersAsgn (30005198 12806962 =] [')
Find by | Wame [Riase FRIELIA | EOD UN[15.09.2008|HAT ofthe USA  Emp.Sut  Actve

e T EEGow (3] Lo stlf Ts0a]  wew vork org DGACM DUSG ICTS
:Hm - € Subgrp (55) Gansal Sarce Gs 07 aper PaedTem  txp[31.07.2018)
. i Frees st B Owow [01.00.2018) To [3.03.2008)  sw. | |

10. Click &
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Change Attendances (2002)
S A 17 [WPersonal work schedule mtraoaumm ]
(=)= [Tl ) A Pers. Na. [1zr06562] Pers.Assgn | 30005198 12806962
Find by Hame [Wizsa FRMELIA | EOD UM [15. 092008/ AT of the USA Emp. St
= & Person EEGrove 2] Local Staff [0s00]  Maw York org DGACM OUSG
* () colectve search help EE Subgrp (65| General Sanvice [6-5  To7l appr  Foed Tem Exp [:
: ﬂiﬁﬂﬁ“ start Gl Te  [02.03.2005) o, [25.05.2005|pEer.
Attendance
Attendance type 1008 Overtene (1.5)
Tima ‘ng:00 - (ogson| [IPrevious day
Attendance hours [ z.00 ;
Attendance days BEED
Calendar days [ 0.0
| Payrol
Payrol howrs [ z.o0 |
Payrol days [ o.z3]
Orkitim Comg. type Dapends on wage tyoe -
.| Evaltype atts/abs [ -

11. Click Cost assignment.

12. The information needed to complete this screen must be provided by the HR partner of

the Department where the OT is to be charged. This information is exchanged between
HR partners offline.

Enter the:

* Fund number of the department to be charged.
* BP number.

» Cost center number of the department to be charged.

[E- Cost Assignment Defaults

_ Account Assignment
Fund 10UHA P s |
Cost Center 10386 E' Grant '
Functional Area '
Funds Center | |

» Click Transfer to save the entries.
* Press F9 to add a note.
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f 1 . 8
/] *l«Hlea@ 2 ~alrafill 7]
L =]
Infotype Text
1p] Example Comment = OT (1.5) compleced by =/m on 02.03.2015 verified and
2p] approved by Ma. Jane SHITH (DH/OHEM) . Cost Assignment information from
»| DM/OHRM pravidad for paymsent purpasses, Payment o be raflesced in April
o ] regular payroll.

* The note should contain the following elements:
Overtime < enter OT-1, OT-1.5, or OT-2 > completed by s/m on < enter date or dates >
verified and approved by < enter approving Officer or Dept .>. Cost Assignment
information from < enter Office/Dept > provided for payment purposes. Payment to be
reflected in < enter month and year > regular payroll.

[ |
16. Click to save the note.

17. Click @ to return to the Maintain HR Master Data screen.

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

| coman | e [ emsoronce | mmsoruse
CTO Payout (for NY staff only)

Review This

1. Start the transaction using the menu path or transaction code.
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[ Menu Edit Favorites Extras System Help
PA20) v ] « Qe &
SAP Easy Access

RE| & Yo msd | v a

2. Before processing the payout of CTO, use PA20 to check the number of hours of CTO

that have been accrued by the staff member. Click @ after typing PA20 in the
Command text box.

3. Enter the staff member’s personnel number in the Personnel No. text box.

[ HRmasterdata Edt Goto BExtras Utiities(M) Settings System  Hel

& v | « e e HHOO
Display HR Master Data
&
)= ]I [k Personnel No. [5243459 1)
Find by
* £28 Person

« () Colective search help
« i) Search Term

4. Click 0 to continue.

5. Enter the Absences infotype ID, 2006, in the Infotype text box to access the list of
Absences records.
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B HEmesterdata Edt ot Exigs  Utltes(M) Settngs  Syftam  Heb

[Pl - <m eee cin onpn =B oW

6. Click to continue.

7. Click E to access the list of records.

s.0 0801 o

==
(]

14 325599 OiSek Leave wih Pl Pay

9. Click Choose.
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B kiobpe Edt Goto Exirgs Sysem Help

|0|.'an vI« age a7 1

Display Absance Quotas (2006)
1 P [ Persomal wirk schedule Actvey alecati Cowt assgnment  Exterral serdces
g [ |32, [I=la] Pas. Mo, [iZto6n6z Persissgn | JODOSISE 12006562 = [
Find By Hame (Kisse FAMELIA | 00 UH (15,09, 2008] EAT of the USA Emp. STt Actie
" &g Marson BEGroup |2 Locl St ms00|  Mew York Geg DGACH DUSG ICTS
* B cotecrie search hely EE Suborp 63 General Service %5 07 agpt  Faed Term Exp [38.07.2018)
: g:ﬂ‘:l'.h“;;ﬂﬁ From or - r B o1 1LY Ta 31.12.9999) (=" % (24,09 2015  emnme s
AbEnlE Guadtl
Catagory 05| Compangatory Tema-Off
= : T .
R o
Daduction 0. 00000 W Heg. deduction to | 0.00000 |
Beducton from foz.02. z015|
Deduction to 31,12, 9393

10. The Quota number indicates the total number of hours accrued as CTO. If sufficient

hours have been accrued, use PA30 to make the payment. Click @ after typing /nPA30
in the Command text box.

11. Click Today to indicate today as the date of approval.

12. Enter the Infotype ID for Create Time Quota Compensation, 0416, in the Infotype text
box.
®.| Maintain Time Data
@:‘? O &2 @ustentry @ EEweek [EMonth HE vear

REEEEE

Find by |
S m Person Personnel no. [10073774 \
* [ Collective search help Name | |EoD UN[10.07.2017| AT Ugandan Emp. Stat  Active
) ﬁ if:::e;i:“ EE Group |2| Local Staff [vGor]  Entebbe org ODMS ASU
EE Subgrp E‘ General Service G-5 IE Appt Fixed Term Exp |30.06.2021
“““ Umoja Time Data e
Planned Working Time o ~ | | Period |
: Absences ¥ || ®Period
| |Attendances From |19.12.2022|To  [19.12.2022]
| |Substitutions () Today () Curr.week
| |Absence Quotas Ol ) Current month
| |Quota Corrections ~ || ©OFrom curr.date ) Last week
| |Time Quota Compensation () To Current Date () Last month
|| Time Transfer Spedifications () Current Period () Current Year
N BT e
—

Direct selection
Infotype |Attendances ’ STy |1006 CTO Accrual

13. Click to create a new record.
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14. Click 1101 CTO Payout to select for a CTO payment during the active service of a staff

member.

; for infotype "Time Quota Compensation”

2 A E 6 ST

»g Comp.meth. Description

1100 Al Commutation to Cash
1 99 1101 CTO Payout
1 99 1102 CTO Payout - Separation

15. Click to confirm selection.

=F

& jafotype Edt Goto Extgs System  Help

-] rl«H ABE® gtan SR e

Create Time Quota Compensation (0416)

[ Gell )] (e acubte compsrsaron scoring b nrry (A1) nmgn  [0005196 12000062 - [
Find by Hese [iiasa PROELIA EOD U8 115, 09, 2008 HAT of the UISA Errp. Stat  Acth
= &2 Persn EE Gigud 3| Local Stafs U008  Hew Yoik G2g GADM OUSE ICTS
2 E:’"m‘"": wanc e EE subgr 53] General Senvce G5 107 Appt  Fueed Term txp (31,07, 20
o & &
" 1 Fee seae san
Comp, mathod 1101) CTO Payout
| Comperation spacfications
Tine queta Type 05| Compensatony Time-0ff
Compensation ruk 000
-
Doy Aot BOCOUNT
Abgance quotas
ATy Mtht Entitl Uni Remo W
01 Annual Leave Bagnoe 62.00000 Days 000000 6000000
0285k Leave with Ful Pay 19500000 Days 5. 00000 195.50000
0FUncertifed 5L 700000 Days 0.00004 7.00000
000004

16.
out. Click Compensate to complete the transaction.

17. Press F9 to add a note.

18.

Select the time transaction that will be paid out. Enter the number of hours to be paid

Enter a note to document the transaction. The note for this transaction should include:

» Total number of hours paid at the date of review period.
+ Payment to be reflected in MONTH payroll (based on cutoff dates).
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Save (Ctri+S)
Infotype Text e
] Example Comments A3 approved by Mr. John SMITH, a/m encitled to
Zp | paymenct af CTO hours out of available hour gquota. Email daced
¥ 03.2015 refers. Payment o be reflected in April o reqular payrolll

|
+ Click to save the note.
|
* Click again to save the record.

=

. Click "2 to return to the SAP Easy Access Screen.

As best practice should execute T-Code PA20 to review the CTO quota and deduction are
correct.

The following infotypes should be reviewed:

* |T2006 (Absence Quotas), and
* 1T0416 (Overview Time Quota Compensation).
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Flexible Working Arrangements

In Umoja you will always be required to mark absences from the office through ESS and you
will not normally be required to mark your attendance. However, when you work outside normal
work hours, use flexible work arrangements or have a contract that only calls on your services
for certain days (such as a WAE contract) you will be required to submit your attendance in
ESS.

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

Flexible working arrangements that must be recorded are:

* Telecommuting — record the days worked

+ 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.

+ Compressed Reg Day Off — this is used to record the days taken off after satisfying the
extra hours required for the compressed work schedule.

The regulations, rules, policies, and standard operating procedures (SOP) governing flexible
working arrangements developed over time. The official documents are easily accessible within
the UN Intranet.

1. Flexible working arrangements —

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Prerequisites

+ The Staff Member must obtain offline authorisation from their manager before starting
the flexible work arrangements. Please refer to the website for
to ensure that the appropriate forms and agreements between the staff
member and the managers are signed and submitted to HR.
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+ Written request with justification add approval (if the Time Administrator/Time
Senior Administrator is to submit requests on behalf of staff): Staff members must
submit a written request for the type of leave request they want time administrators to
submit on their behalf with a clear explanation as to why it is necessary to request their
assistance. They must also provide written approval of the request by the time manager.
In the event that the reason is justified, the time administrator will proceed to submit their
request on their behalf.

* The request must clearly indicate the type of leave as well as the day(s) and hours
requested.

Time Senior Administrators are primarily responsible for maintaining and monitoring attendance
records in ECC. However, the HR Partner also has access if the Time Senior Administrator is
not available.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

Staff Members and Time Administrators/Time Senior Administrator on behalf of staff
members are responsible for the entry of their compressed attendance/absence and

telecommuting in ESS.
( 1 ; , N Time -\
Requests Compressed Day O EErDvesa Recorded
after having accumulated 8 inECC

recorded extra hours
Staff Member/ Time
Time Administrator Manager

\_ le[]Ja Y.

1. The Staff Member discusses their compressed attendance eligibility with their
supervisor offline and signs the required offline agreement (see above).

2. Once the Staff Member has worked the extra hours for the compressed attendance, the
Staff Member or Time Administrator/Time Senior Administrator on behalf of the staff
member records the extra hours worked in ESS.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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3. Once the Staff Member has accrued 8 hours for the compressed attendance, they will
have accrued a Compressed regular day off.

4. To take the Compressed regular day off, the Staff Member or Time Administrator/Time
Senior Administrator on behalf of the staff member will need to request the Compressed

regular day off in ESS.

5. Upon approval of the day off by the Time Manager, the Staff Member’s entry is
updated in ESS and ECC records regarding the Compressed attendance with the
necessary information.

Telecommuting

1. The Staff Member discusses their telecommuting eligibility with their supervisor offline
and signs the offline agreement (see above).

2. Once the Staff Member has worked remotely, up to a maximum of 2 days a week, the
Staff Member or Time Administrator/Time Senior Administrator on behalf of the staff
member records the time worked remotely in ESS.

3. The Staff Member’s entry is updated in ESS and ECC records regarding the
telecommuting with the necessary information. There is no workflow for approval of
telecommuting by the Time Manager in Umoja as it is assumed that approval has taken

place offline.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Procedures

Review This
Time Administrators and Time Senior Administrators can submit requests in ESS on behalf of
staff members. HR Partners and Time Senior administrators can record these entries in ECC in

exceptional circumstances when ESS cannot be used.
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HR Partners will therefore only be involved sporadically in recording flexible working
arrangements in ECC as the standard process is to have entries submitted through ESS. In
these exceptional situations, HR Partners can use the procedures documented under “View,
create and modify records” to view, create or modify flexible working arrangement entries.
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Miscellaneous Attendance/Absence Types

In Umoja staff members will always be required to mark absence from the office through ESS
and staff members will not normally be required to mark their attendance. However, when staff
members work outside normal work hours, use flexible work arrangements, or have a contract
that only calls on their services for certain days (such as a WAE contract) they will be required
to submit their attendance in ESS.

As there will be no record that the staff member worked those hours or days unless they enter
the attendance information in the system, staff members and Time Administrators/Time Senior
Administrators are advised to be diligent about keeping an accurate attendance record as
otherwise it will have an impact on the staff members compensation. If no entry exists,
payment will not be made to the staff member.

The type of attendance that must be recorded are:

« Standby/On call — some departments require staff to be on Standby/On call

+ Attendance When Actually Employed (WAE) — this is used for WAE entries and must
be entered every day that the WAE staff has worked so they will be paid. The staff
member needs to be in the 7DAYWAE work schedule in order for all entries, including
weekends, to be paid.

+ 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 payments on those days.

» Official Business — is used to record hours/days when the staff member is on official
business.

* Floating Holiday: Some duty stations allow staff members to select one day from a
predefined set of days as the 10th holiday for that duty station. The other 9 official holiday
days are fixed.

The regulations, rules, policies, and standard operating procedures (SOP) governing the topics
in this chapter have developed over time. The official documents are easily accessible within
the UN intranet.

Staff Regulations and Staff Rules of the United Nations —

+ WAE - &
+ WAE -
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* Floating Holidays —
* Floating Holidays — , Section 3

Standby/On call

The time recording for Standby/On call is a transactional activity that allows the staff member
and Time Administrator/Time Senior Administrator to enter the actual hours that the staff
member was on Standby/On call so that the payments are correct for that time.

When Actually Employed (WAE)

The time recording for WAE is a transactional activity that allows the staff member and Time
Administrator/Time Senior Administrator to enter the actual days that a ‘when actually
employed’ employee has worked so that payments can be made for the days worked.

Daily Conference Language Additional Days

The time recording for Daily Conference Language Additional Days is a transactional activity
that allows the Time Administrator/Time Senior Administrator to enter the actual days that a
Conference Language professional worked beyond their normal 5 days so that payments can
be made for the additional days worked.

Official Business

The time recording for Official Business is a transactional activity that allows the Time
Administrator/Time Senior Administrator to enter the actual days that a staff member is out of
the office on official UN business.

Floating holiday

The General Assembly, in its resolution 69/250, recognized the significance of a number of
other holidays. Accordingly, in the interest of respecting the diversity of the staff of the United
Nations, staff members are given the option of observing one floating holiday. The days of
these floating holidays are published every year in the calendar or official holidays published at
each duty station.

Staff members should inform their supervisors in advance as early in the year as possible of
the floating holiday they wish to observe. Managers are to respect the floating holiday chosen
by the staff member. If, owing to exigencies of service, a staff member in the General Service
and related categories is required to report for work on the date chosen as the floating holiday,
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the staff member will be recorded as having taken the floating holiday and compensated for
overtime worked on an official holiday. Staff in the Professional and higher categories who are
required to work on the date chosen as the floating holiday will not be recorded as having
taken the floating holiday and may choose to observe one of the remaining floating holidays.
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Prerequisites

+ The Staff Member must obtain offline authorisation or request to work on these
attendance modalities from their manager.

* Written request with justification: Staff members must submit a written request for the
type of leave request they want Time Administrators to submit on their behalf with a clear
explanation as to why it is necessary to request their assistance. In the event that the
reason is justified, the Time Administrator/Time Senior Administrators will proceed to
submit their request on their behalf.

The request must clearly indicate the type of leave as well as the day(s) and hours

requested.
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Process

Staff Members and Time Administrators/Time Senior Administrators who submit requests
on behalf of staff members are responsible for the entry of these attendance types in ESS. For
all types of attendance/absence described in this chapter except official business and WAE,
the process is as follows:
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Fortal record
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\_ umiija /

1. Once the Staff Member has worked the days/hours, the Staff Member or Time
Administrator/Time Senior Administrator on behalf of the staff member creates the
request in ESS.

2. The request is routed to the Time Manager, who receives e-mail notification that action
is required.

3. The Time Manager reviews the request in the Portal and approves or rejects once
determination has been made that the Staff Member has worked for the time submitted.
An automatic notification of the approval/rejection is sent to the Staff Member.

a. If the request is approved in the Portal, the Staff Member’s leave request
overview is updated in ESS with the status and ECC records regarding
attendance are updated with the necessary information.

b. If the request is rejected, the Staff Member’s leave request overview is updated
in ESS with the status, but no updates on attendance are made in ECC.

The floating holiday is also routed to the Time Manager for approval and follows the same
workflow as annual leave.

Process for Official Business

Official business does not have a workflow. The Staff Member or the Time Administrator/
Time Senior Administrator on behalf of the staff member submits the request, and the
attendance type is automatically recorded without the need of authorization as it is assumed
that the staff member would have obtained authorization for the official business offline.

Official business is a time keeping entry and may be used by the Time Administrators/Time
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Senior Administrators in the office to compare the absences from the office with the actual
entries found in Umoja.

Process for WAE

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

/ Staff member
and HR - Staff member
Partner pproves receive
iﬂﬂo‘f"ea receive 2 3 notification of
Submits notification of £ opproval
3 Aftendance® opproval ‘?ﬁ?}‘
HR 4B
Partner - Staff member
Staff member and Time
Staff Member/ Time receives Manager
Time Administrator Marager notification recaive
and reqson notification of
for rejection rejection

N,

umrtija

7

1. The Staff Member receives approval offline from the manager to work for certain days/
hours.

2. The Staff Member records hours worked leave through the Umoja Employee Self-
Service portal.

3. The Time Manager verifies and reviews the request through the Umoja Approver Work
Centre. If the Time Manager approves the request, the request is routed to the HR
Partner for final approval.

4. Upon approval of the request by the HR Partner, the entry is recorded in ECC.

The ESS process described above is the standard approval process for WAE attendance.

Alternatively, if the staff member has not entered the records in ESS, the HR Partner or
Time Senior Administrator may enter the attendance in ECC once they have had confirmation
from the manager that the staff member has worked the days.
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Procedures

Review This

As indicated in the process section above, the HR Partner is not involved in the approval of
these attendance types (with the exception of WAE attendance) and does not have access to
submit time requests on behalf of the staff member. However the HR Partner can record these
attendance/ absence types at any time in ECC upon receipt of confirmation that the staff
member worked the specified hours. It must be noted that maintenance of ECC time records is
the primary responsibility of the Time Senior Administrator, however.

In the event that HR Partners have to record these attendance types in ECC, please follow the
common procedures for viewing, creating and modifying records and work schedules found in
this job aid.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

Mission Subsistence Allowance

Mission Subsistence Allowance is a daily allowance payable by the Organization for living
expenses incurred by civilian police and military observers in the field in connection with their
assignment or appointment to a special mission.

The special mission area shall be defined by the Organization in accordance with relevant
resolutions of the Security Council and the General Assembly.

The regulations, rules, policies, and standard operating procedures (SOP) governing danger
pay have developed over time. The official documents are easily accessible within the UN
Intranet.

Please note that further to General Assembly resolution 63/250 on the contractual
reform, as of 1 July 2009, international civilian staff members are no longer entitled to
Mission Subsistence allowance. Instead, a staff member on mission assignment is
installed in the Mission and is paid the applicable post adjustment, base salary, and
related entitlements to the Mission location. The ST Al quoted below is therefore still
applicable but only to civilian police and military observers. No MSA payments should
ever be processed for staff.

1. Mission Subsistence Allowance — , ,

« Section 1 — Purpose (ST/Al/2021/2)

» Section 2 — Eligibility (ST/Al/2021/2)

+ Section 3 — Mission subsistence allowance rates (ST/Al/2021/2)

« Section 4 — Currency (ST/Al/2021/2)

» Section 5 — Payment (ST/Al/2021/2)

+ Section 6 — Payment of mission subsistence allowance during official travel (ST/Al/2021/
2)

» Section 7 — Payment of mission subsistence allowance during injury, iliness,
hospitalization or authorized mediccal evacuation (ST/Al/2021/2)

» Section 8 — Administration of mission subsistence allowance (ST/Al/2021/2)

+ Section 9 — Final Provisions (ST/Al/2021/2)
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Prerequisites

+ MSA payments are automatically disbursed every time to civilian and military personnel
assigned to serve in a Mission location where MSA is payable.

* The Time Senior Administrator can take the necessary action in ECC to ensure the
proper deduction of “no MSA” is accurately reflected if appropriate based on their leave
record. To do that, the Time Senior Administrator needs to ensure that they have
accurate information on the absences away from the duty station from the timekeeper of
civilian or military staff (this is an off line action).

* The HR Partner also has access to perform these transactions, but it must be understood
that the Time Senior Administrator has primary responsibility for recording no MSA or
overrides to MSA.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Process

The process for successfully recording No MSA or MSA Override requests includes these
procedures and roles:

1. The person responsible for time and attendance at the duty station enters all the
absences of military personnel from the duty station in a timely manner in the current
system. Time spent away from the Mission location is communicated to the Time Senior
Administrator.

2. MSA payments are automatically disbursed every time to civilian and military personnel
assigned to serve in a Mission location where MSA is payable. The Time Senior
Administrator only needs to monitor their attendance to determine which days should be
marked as not entitled to MSA (because of travel outside the mission area, for instance)
However, in the case of civilian and military personnel, their attendance record keeping
is not done in Umoja. Therefore, the Time Senior Administrator in charge of making
deductions for MSA needs to be in close contact with the person dealing with time and
attendance of civilian and military personnel to obtain their absence information. This is
done offline. Umoja will only be used to record no MSA days or MSA Override.
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Procedures

Use the following attendance types for MSA transactions:

Subtype Attendance Type Information
1015 MSA Override This entry allows an override of the MSA rate.
1017 No MSA This reduces the monthly MSA payment.

cormor | enunssar | emocvsonce | musorise
Enter no MSA

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

Vs

i
_/ Currently, Police and military do not have access to ESS. Only

No MSA payments should ever be processed for staff members.

civilian police and military observers can receive MSA, if applicable.

2. Click @ after typing PA61 in the Command text box.
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E Memu Ede System  Help

& [ras1 *[dH C@@ DHE DDLOLHD AR @6

SAP Easy Access
B & @& 7 v

Favarites  Extras

+ civilian police or military observer’s personnel number
+ the From and To dates of the absence from the duty station
+ the infotype used to record attendance

@ .| Maintain Time Data
Dz7z08 2L Eustenty Mweek [Month Bvear

Time Management HR Partner - 1_en

Personnel no. 1 994273 _"F-'I
Hame Burean HAT Chadian Emp. Stat  Active
EE Group M| Mitary/Police [ET00] PortauPrnce  Org MINUSTAH Gwilan Pokice
EE Subgrp M3| UN Police [Msa-1 | Appt UM Poice Officer Exp [02.03.2014]
| Time data .00
| |Absences ~ | | Period
i -
| Attendances (s Bag
|| | - < - - -
|Time Events |Fn:|m 11.12.2004]To  [12.12.2014
|Overtime ) Today T Cum.week
|Substitutions Al (1Current month
{ éﬁﬁhm (_)From curr.date (Last week
(Attendance Quotas () To Cument Date  ()Last month
(Absence Quotas ) Current Period Current Year
Quota Corrections - | = coose |
| Time Quota Compensation -
| Direct salection

o e

Q)

4. Click to display the options for the subtype (STy).

5. Select the appropriate attendance type.

6. Click ] to copy.
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[= Subtypes for infotype "Attendances™ (1]

- Restrictions i
AR e

= Type Att./abs. type text
Py Attendance (WAE)
Attendance (Compressed)

99 1003 Overtime (1.0)

9% 1004 Overtime (1.5)

99 1005 Overtime (2.0)
1006 CTO Accrual

1007 Official Business
1008 Telecommuting
1009 Stand-by/On cll
1010 Weekend Premium
1013 Night Differential
Mo Danger Pay
1015 MSA Override
1017 No MSA

1018 Dally Cnf Lng-Addt] Days
1019 CTO Accrual 1.5
1020 CTO Accrual 2.0

8 8 B|8|E 88 EEBENS

_f The full list of attendance types that you can choose from is:
+ Attendance (WAE) — used for WAE contracts. Attendance must be
entered for every day that the WAE staff will be paid (you can use a date
range for this entry). Note that staff member needs to be in the 7DAYWAE
work schedule (Infotype 0007) in order for all entries to be paid regardless of
whether it is a weekend.

+ Attendance (compressed) — used to record the “extra” hours that the staff
member works on a compressed work schedule (normally 10 in 9). By adding
the attendance on these days, a quota called compressed regular day off wil
be generated and it will allow the staff member to request the 10th day off
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once enough extra hours have been accrued.

* Overtime (1.0) — used when you are recording overtime that must be
processed with a 1.0 payment factor

* Overtime (1.5) — used when you are recording overtime that must be
processed with a 1.5 payment factor

* Overtime (2.0) — used when you are recording overtime that must be
processed with a 2.0 payment factor

*+ CTO accrual — This entry is used to create a compensatory time off quota.
As in the case of attendance (compressed), once enough CTO hours have
been accrued, the staff member will be able to charge leave to this quota.

» Official business — This entry is used to record the time worked away from
the office as official business

* Telecommuting — used to record the time worked away from the office
approved as telecommuting

+ Stand-by/On call — used to record the time that a staff member has been
required to block time to be on stand-by or on-call

« Weekend Premium — used to record the time that a staff member in Geneva
with weekend premium schedule has worked

* Night Differential — used to record night differential for staff who do not
have automatic night differential based on work schedule

* No danger pay — used to record the days that a staff member in a danger
pay location has been absent from the duty station that triggers the danger
pay. If you choose this option, the danger pay for the days you enter will be
deducted.

» MSA override — used to override the MSA rate

* No MSA - used to record the days that the non-staff will have to have MSA
deducted.

+ Daily Cnf Lng-Addt’l Days — used for conference language staff paid on a
daily rate who work on weekends. As conference language staff are paid
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based on a 5 day/week schedule, this option is to be chosen to record time
worked on a weekend and to ensure payment.

O

7. Click to create the attendance record.

@ Maintain Time Data
d? O L Mustenry [Mweek MEMonth [ vear

Personnelno. | 994273 (u]
Name [Bureas NGUETORA | NaT mf';?m Emp. Stat  Active
EE Group |H Miitary/Polce [§T00] Portau-Prnce  Org MINUSTAH Cwilan Polce
EE Subgrp 3| UN Poice lMsA-1 Appt  UN Poice Officer  Exp [02.03.2014
| Tme data N |
" |Absences . | | Pariod i
|—1ﬁuamdannu T || @ period
| Time Events || Fom [11.12.2008]T0 [12.12.2014]
| |Overtime ) Today ) Curr. week
|Substitutions | ()Current month

| |Avalabilty (JFrom curr.date Ilast week
;_;H‘L'EH'IHMCE Quotas (") To Current Date " tLast month
|1 [Absence Quotas [ | ) Current Period ()Current Year
i IQum Corrections a IE- Choose ]
| Time Quota Compensation v
| Direct selection

Infotype 2002 | styfro17| Mo MsA

()
8. Review the information and click [El to save the record.
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E jofotype Edt  Goto Extigs  System  Heb

@ -'<1 @A DHE DULD DE OB

HEA

Pers.No. | 934273 Pars.Assgn
Name [Bureau NGUETORA
EE Group fi:” Mitary/Pokce
EE Subgrp [H3! UN Palce

Start M'To

MAT Chadian
|HTO0  Port-au-Prince
|MSR-1 Appt N Polce Officer

T
112.12.2014

[ Attendance

[00994273 30900135 00994273
Emp. St Active
Org MINUSTAH Cwvilan Polce

| &

Exp |02.03,2014

1017 Mo MsA

[ 1 -] Oprevious day
[ 18,000 I Ful-day

| 2,00

2.00]

Attendance type
T

Attendance days
| Calendar days |

| Payrol

[ 100
I 2. DD:

[ Depends on wage type ]
[

Payrol hours
Payrol days
Quertime comp. type
Evaltype atts/abs

9. Click 2 to view an overview of the attendance screen.

Time Management HR Partner - 1_en

1 [Drersonal work schedule  Activity alocation  Cost assgnment  Extemal senvices | B

(% .| Maintain Time Data
[ s | .Iun:mw Mweek [BMonth [ vear

Personnel no. _ _F.'J
Hame Bureau NGUETCRA HAT Chadin
EE Group |§| Mitary/Police |HTO00|  Port-au-Prince

rT|

EE Subgrp 43| UN Police

Emp. 5tat  Active

Org MINUSTAH Civilan Police
Appt UM Pobce Officer Exp |02.03.2014

i_"'!'_"“I |
|7 || @period
- From [11.12.2014|To  [12.12.2014]
2 () Today O Cur.week
| Substiutions Ol O Current month
_ |Avaiabiy (") From eurr.date (CLast week
| |Attendance Quotas () To Current Date  ()Last month
|Absence Quotas () Current Period )Current Year
_Quota Corections -l ® Choose |
| Time Quota Compensation -
| Direct selection
Infotype |attendances | sty [1017| No MsA
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10. Review the record and click "2 to return to the SAP Easy Access screen.

@ -4 @ CHE DDOD DR @R
List Attendances (2002)
Ds2mBs
Pers. No. 594273 Pers.Assgn 00994273 30900135 00994273 bl E
Hame Bureau HGUETORA HAT Chadian Emp. Stat  Active
EE Group M| Mitary/Police HIOO! Port-au-Prince Org MINUSTAH Ciilian Police
EE Subgrp M3| UN Police M3R-1 Appt UM Polce Officer Exp (02.03.2014
|+ =1
Choasa LI.:I.;!.Z;?QI.-!JI:FT-:: 12.12.2014 STy. |1017
Attendances
Start Date End Date  At... Att.fabs. type text From |to P Attdays |Holdd
11.12.2014 12.12.2014 1017No M5A 2000 -
L I 4 B
Entry llef 1

T T e T
Enter MSA Override

1. Start the transaction using the menu path or transaction code.
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[ Menu Edt Favortes Extras  System  Help

@ [rast A CEe RDHER fDOO ER @8
SAP Easy Access

BE & @E 7 v o

* O Favorkes

2. Click @ after typing PA61 in the Command text box. Only the following can receive
MSA, if applicable.

Military Staff Officer,

Military Expert on Mission (Military Observer/MilObs or MO, MLO, MILAD),
UNPol or

Individual Police and Government Provided Personnel

No MSA payments should ever be processed for staff members.
3. Enter:

the individual’s personnel number

the From and To dates of the absence from the duty station
the infotype used to record attendance

the subtype to record attendance

O

4. Click to create the attendance record.
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; @-. ---.--. >
Oz @08 2 @ustenty Mweek [month BBvear

Personnel no. I-aaqzn =]
Hame [Bureau ) HAT Chadan Emp. Stat  Active

EEGroup M| Mitary/Pokce ETo0| PotauPrince  Org MINUSTAH Cwiilan Police
Subgrp M3 UN Police MSA-1 Appt UM Polce Officer  Exp [02.03.2014]
| Tme daa [eJm
Absences = | | Period |
| |Tme Events = t:m 1.1z.2018]T0  [12.12.2014)
| |overtime ' Today T CUIT. Week
| Substitutions '] | (i Current month
|_ Avalabiity IFrom curr.date (ILast week
|SiAttendance Quotas ()To CumentDate  (Last month
Absance Quotas
I i (I Current Period (C)Current Year
| |Quota Corrections - = Chose |
| | Time Quota Compensation -
| Direct selection

=N o — e

5. Click Different payment == to enter the override amount.

E jofotype Eot Goto Bxtgs  System e

] 48 Q@ DMR DDoB (1.
32 0 Dresona work schedule  Actwty alocaton  Cost assignment  Extemal seraces
Pess. No. [Tema PersAssgn | OU9SZ73 J0900135 D0VHITI -:@
Haze [Bureau NGUETORA | MAT Chadan Erp. Sut  Actve
EE Group M Mitary/Polce HTO0) PortauPrince Oog MINUSTAM Owian Polce
EE Subgrp [M3] UN Pokce MEA-1 | dppt UM Polos Officer  Exp [02.03.3014)
Sart MQ;R [17.12.2004]

 Attendance |

Artendance ok 1015  MSA Overide

Tima I 1= L) Prvgus day

Amtendance khours | .00 A Fulb-dary

Attendance davs 1.00]

Calendar days M a.00|

Pyt hours 24.00 |

Payrol days | 3.00

Overtme comp, type | Depends on wage type

Evaltype atta/abs 1

6. Enter the Valuation basis.
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Premium number []
Pramium ID
Pay Scale Group '
Pay scale level [ ]
Object Type ]
Pasition
o m
p‘m‘_ i ; —
aluation bass S0|lUsD
(= =
1]
ad | |X|
7. Click to continue.
g
8. Click to save the record.
[€¢] -qBleee CHE BO o om
Create Attendances (2002)
& & & ' T [rersonal work schedule Activity allocation  Cost assignment  External services = &®
FREEEEE e 0 o RIS
| Find by | Name BiTi Bnredl MSTIRL | EOD UN[10.07.2017|mEr megasdis Emp. Stat  Active
| ~ @9 person EEGroup |2| Local Staff UGOL  Entebbe org ODMS ASU
* (1 Collective search hep EE Subgrp [GS| General Service G-5 |03l appt Fxed Term Exp [30.06.2021
:ﬁ:?;?e:;hm Start [27.12.2020] To [27.12.2020|
| Attendance
Attendance type 1001  Attendance (WAE)
Time - [ |Previous day
Attendance hours W Ful-day
Attendance days 0.00
Calendar days 1.00

9. Click 24 to view an overview of the attendance screen
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@ .| Maintain Time Data
DsDo0 Immm Mweek [Month [ vear

Parsonnel no. m ]ﬂ'
Name Bureau NGUETORA | NAT Chadin Emp. Stat  Actie
EE Group M| Miitary/Pobce mToo| Port-auPrnce  Ozg MINUSTAH Chvilan Police
EE Subgrp M3 UN Polce MSA-1 Appt UN Pokce Officer  Exp [02.03.2014)
Time data em|
_Ahsences ey | Pariod
=mmlmm T || ®)Period
| Time Events From |11.12.2014|To [12.12.2014
| Overtime ) Today CiCum.week
|Substitutions C1al (Currant month
|Avaiabiity ("From curr.date (Last wesk

__-ﬂttﬂl"bdlﬂlii Quotas ) To Cufrent Date ILast ronth

|Absence Quotas (i Current Period ()Current Year
| Quota Corections a [!Ty. s |

| Time Quota Compensation -
Infotype (artendances | =1y (1017 No MSA

#_Review the record and click @ to return to the SAP Easy Access Screen.

E pfotype Edt Goto Exras  System  Heb

@ FdH @@ DHE DhoD B OB
List Attendances (2002)

D208

Pert. No. [ amaz73] Pers.Assgn | 00094273 30000135 00994273 - L?J
Haze Burean WGUETCRA | BAT Chadan Emp. Sttt  Actie
EE Group (M Mitary/Pokce [oT00] PomtauPmce  Org MBMUSTAH Owilan Polce
EE Subgrp M3 UN Police MSA-1 |  Appt UM Polce Officer Exp [02.03.2014)

| P Soar re— i

B choose SERENDITO [17.12.2004 sTy. [1015

Attendances

_ StrtDate EndDate AL Eroem to P
| [15.12.2014 17.12.2014 1014 MSA Ovemde 0] «

After the MSA Override attendance record is created, wait one day for Time Evaluation to run
and adjust the MSA amount, then check ITO008 (Basic Pay) to confirm the override has been
affected. Verification of the MSA amounts is especially important to ensure payment has been

made correctly.
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View, Create and Modify Records

All attendance and absence types in Umoja have an identical process for viewing, creating and
modifying records in ECC

View Attendance/Absence Records: Allows the viewing of any absence or attendance record
of a given staff member

Create Attendance Record: Allows the creation of any attendance type in ECC. Some
attendance types, like CTO Accrual, require records to be entered as individual day entries
with updated time fields of the record.

Create Absence Record: Allows creation of any absence type in ECC. Some absence types,
like half-day CSL should only be updated by the HR Partner, require records to be entered as
individual day entries and the HR Partner will update the time fields of the record.

Modify Attendance/Absence Record: Allows dates or characteristics of a specific attendance
or absence leave types to be changed. The system will not allow the changing of the subtype
of the attendance/leave.

Use the Create or Modify Attendance procedures below for the following attendance
types. Their related subtype is shown below:

INFOTYPE 2002 (Attendances)

Attendance

Subtype Information
Type
This is used for When Actually Employed (WAE) entries and must be
Attendance entered for every day that the WAE staff will be paid (you can use a
1001 (WAE) date range for this entry). Note that staff member needs to be in the
7DAYWAE work schedule (Infotype 0007) for all entries to be paid
even if it is a weekend.
This is used to record the “extra” hours that the staff member works
ona (Flexible Work Arrangements). It
Attendance . :
1002 generates a quota called compressed regular day off which will allow
(Compressed)

the staff member to request the 10th day off once enough extra hours
have been accrued.
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1003

1004

1005

1006

1008

1009

1010

1013

1014

1015

1017

1018

1019

1020
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Overtime (1.0)
Overtime (1.5)

Overtime (2.0)

CTO Accrual

Telecommuting

Stand-by/On
call

Weekend
Premium

Night
Differential

No Danger
Pay

MSA Override
No MSA

Daily Cnf Lng-
Addt'| Days

CTO Accrual
1.5

CTO Accrual
2.0

Time Management HR Partner - 1_en

Overtime with a 1.0 payment factor, used exceptionally.
Overtime with a 1.5 payment factor.
Overtime with a 2.0 payment factor.

This entry is used to create a compensatory time off quota. The
accrual is at straight time. As in the case of attendance (compressed),
once enough CTO hours have been accrued, the staff member will be
able to charge leave to this quota.

To record telecommuting hours/days.

To record stand-by/on call hours.

For Geneva staff with weekend premium schedule.

This is to record night differential for staff who do not have automatic
night differential based on work schedule.

This entry is used to record the days that a staff member in a danger
pay location has been absent from the duty station that triggers the
danger pay. If you choose this option, the danger pay for the days you
enter will be deducted.

This entry allows an override of the MSA rate.
This reduces the monthly MSA payment.

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.

Used to create a compensatory time-off quota. The accrual is at the
rate of 1.5 times the hours worked. As in the case of attendance
(compressed), once enough CTO hours have been accrued, the staff
member will be able to charge leave to this quota.

Used to create a compensatory time-off quota. The accrual is at the
rate of 2.0 times the hours worked. As in the case of attendance
(compressed), once enough CTO hours have been accrued, the staff
member will be able to charge leave to this quota.
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Official Bus. — . . . , -
1021 Used for approved official business involving official travel.

w/Travel

Official Bus Used for approved official business away from UN premises that does
1022 ' not involve official travel. (e.g., a training session outside the UN

No Travel

premises at the same duty station.)

Used to record telecommuting hours/days during the period from 12

Telecommuting
COVID-19

1023

October 2020 to 5 July 2021 (Note that the use of the “telecommuting
COVID-19” option was discontinued as of 5 July 2021.)

Use the Create or Modify Absence procedures for the following absence types. Their

related subtype is shown below:

INFOTYPE 2001 (Absences)

Subtype

1100

1101

1102

1103

1104

1105

1106

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.

Absence
Type

Annual Leave Annual Leave

Travel Time

Maternity
Leave

Jury Duty

Floating
Holiday

Regular Day
Off

Special
Leave w/Full
Pay

Information

Used to record annual leave.

Used to record travel time for non-R&R travel
(usually for home leave).

Used to view Maternity Leave taken. To create or
modify a Maternity Leave record, refer to the
Maternity Leave Section, Procedures, and use
Infotype 0080 as documented there.

Used to record jury duty.

Used to record the selection of optional official
holiday from the designated list of approved days
for the staff member’s duty station.

Used to record regular day off.

This entry is used to record absences as a result
of approved special leave with full pay. Please
refer to the special leave section of this job aid for
additional information on how to process this leave
request.”
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Special
Leave w/Half
Pay

1107

Special
1108
Pay

Administrative

1109 Leave with

Pay

Suspension
1110 ,
without Pay

Rest &
Recuperation
(R&R)

1111

Compressed
Reg Day Off

1112

Annual
Leave-Home
Leave

1114

Annual
1115 Leave-Family
Visit
Annual
1116 Leave-

Reverse EGT

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.

Leave without

Compressed
regular day off

Annual Leave/
Home Leave
Points

Annual Leave

Annual Leave

Time Management HR Partner - 1_en

This entry is used to record absences as a result
of approved special leave with half pay. Please
refer to the special leave section of this job aid for
additional information on how to process this leave
request.”

This entry is used to record absences as a result
of approved special leave without pay. Please
refer to the special leave section of this job aid for
additional information on how to process this leave
request.”

This entry is used to record absences as a result
of administrative leave with pay. Please refer to
the special leave section of this job aid for
additional information on how to process this leave
request.

This entry is used to record absences as a result
of the disciplinary measure of suspension without

pay.

Used to record R&R days.

This entry is used to record absences taken on the
10th day of a 9 in 10 compressed work schedule
and can only be used if the staff member has
accrued the corresponding time under the
attendance option Attendance (compressed).

This entry is used to record annual leave as a
result of home leave, and it will reduce the home
leave points by 24.

Used to record annual leave due to family visit.

Used to record annual leave due to reverse
Education Grant Travel.
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1119

1120

1121

1122

1123

1124

1126

1127

1129

1130

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.

Certified Sick
Leave

Uncertified
Sick leave

Sick Leave
with Half Pay

Half Sick
Leave w/Half
Duty

Half Sick
Leave w/Half
AL

CTO Use

Paternity
Leave

Adoption
Leave

Administrative
Lv w/o Pay

Special
Leave Partial
Pay

Sick Leave with

full pay

Uncertified sick
leave/ Sick Leave

with full pay

Sick Leave w/ half

pay

Sick Leave w/ half

pay

Sick Leave with
half pay/ Annual

Leave

Compensatory

Time-Off

Paternity Leave

Time Management HR Partner - 1_en

Used for sick leave with full pay only.

Used for uncertified sick leave (USL is 7 days per
cycle). Also deducts from sick leave with full pay at
the same time.

Used for sick leave with half pay.

Used for sick leave with half pay combined with
work (for full pay status).

Used for sick leave with half pay combined with
annual leave (for full pay status).

Used to record CTO use.

This entry is used to record absence as a result of
paternity leave and will deduct the time against the
paternity leave balance. A paternity leave quota
needs to be set up prior to choosing this option.
Please refer to the paternity leave section of this
job aid for additional information on how to
process this leave request.

This entry is used to record absences as special
leave with full pay, reason adoption.”

This entry is used to record absences as a result
of special leave without pay, reason Administrative
Leave. Please refer to the special leave section of
this job aid for additional information on how to
process this leave request.”

This entry is used to record absences as a result
of special leave with partial pay. Please refer to
the special leave section of this job aid for
additional information on how to process this leave
request.”
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1141

1145

1146

1150

1160

1220

Sick Leave —
Svc Incurred

Travel Time
for R&R

Uncertified
SL — Half Pay

1/2 AL —1/2
SLWOP

Conf Lng
Unpaid
Absence

Unauthorized
absence

Family
Emergency
Leave

Used to record
absences not
accounted for by
another approved

absence type, e.g.

annual leave,
uncertified sick
leave etc.

Uncertified sick
leave/ Sick Leave
with full pay

This is used when a sick leave is determined to be
service incurred and should not be deducted from
the sick leave quota.

Used for travel time of R&R.

Used to record USL when the staff member has
exhausted the quota for CSL on full pay.

Used to record a combination of 1/2 day on annual
leave with 1/2 day on SLWOP.

Used to record absences taken by conference
language staff on a daily contract

Used for uncertified sick leave used for a family
emergency (USL is 7 days per cycle). Also
deducts from sick leave with full pay at the same
time.

(*) Requires HR Partner to process Personnel Action in ECC

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

View Attendance/Absence Records
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This procedure is documented using PA20 Display HR Master Data(view for HR
Partners). Time Senior Administrators should use PA51 Display Time Data. All other
instructions remain the same.

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

2. Click @ after typing PA20 in the Command text box.

[ Menu Edit Favorites Extras System Help
PA20| v || « A )
SAP Easy Access
RE| & Yo msd | v a

3. Enter the staff member’s personnel number in the Personnel No. text box.

4. Click Q to continue.

[ HRmasterdata Edt Goto BExtras Utiities(M) Settings System  Hel

) v| « e*ae AR AFNE &
Display HR Master Data

“ &
&= ][= ]I )] [(®)[4a] Personnel No. [5243459 n)
Find by

* &8 Person

« () Colective search help
« i) Search Term

5. You may indicate the range of dates you want to view or click on ALL to review all the
leave history.

Enter the identifier for the Infotype you want to review in the Infotype text box, e.g. 2002
for Attendance, or 0080 for Maternity Leave.

6. Click 0 to continue.

7. Click ® to view list of records.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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8. Click L] to select the record you want to view.

[ W mesterdata Ed  Gote  Betip  UiteslM)  Settegs Spstem  Heb

|£| e @B oo Nn ew

=] [Tol s ) [E1 Pesmenals. (6243050 | Penamon (30350160 06248450 *l

Fadlby | Bame [CAMIE MARGARETA | EO00 UM [0, 05, 2000' KAT Thai Emp. St Actve
= &3 Persce EE Growp 2] Local Stalf [met]  Banghok Crg ESCAP MPOD DS
2 =m,“ i EE Subgm 53] Genena Servce Bt 103 aewt permanent tep (31,01, 3037)
* B e search

= 8

o = [uiPencd
¥ " || mom [ov.co.ouslme [20.02.3008
—1}0 e e
A Gt month
Ofromcomdate  CLast week
O)To Curent Dats  )Last month
1 et Pariod 7 Gurrent Yex

|_||_1|-EI£| Pewbe. | &aetasd Peridisgs | 30250160 624BA%R - [
i Al Pamn 0TS aGOOETA EO0 U (51,69, 3900 KAT Thai Emp. Stat  Actie
oy g Eewe B lscimlt 00 manghok Se3 ESCAP NBOO DPS
:Hmwmm EE Subgm (53] Genendl Servce G4 33 aee pemanent exp (31,00 2007
¢ () Frew sacch B owew [od.c2.2013] T [20.00.203] . |
|

10. After reviewing the record details, click @ to return to the list of records.
11. Click @ to return to the HR Master Data screen.

12. Click to return to the SAP Easy Access screen.
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COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Create Attendance Record

While attendance is normally automatically recorded, there are times that attendance must be

manually recorded. Two such examples are:
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Recording CTO Accrual
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r

~

_f Time evaluation runs on a daily basis at the end of the day.

1. Should only be used in cases where the staff member and time administrator do not

have access to ESS and are unable to record entries.Start the transaction using the
menu path or transaction code.

[ Menu Edit Favorites Extras System Help

PA30| v | « @ =

SAP Easy Access - User menu for Gal

RE | & v gd | v a

2. Click @ after typing PA30 in the Command text box.
3. Enter

» the staff member’s personnel number,
» the from and to dates of the attendance and
* 2002 in the Infotype text box.
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®.| Maintain Time Data
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4. Click |Q| to continue.
Maintain Time Data

Oz 0@ & @ustenty Mweek MMonth B vear
R EEEEE
Find by |
~ &0 Person | Personnel no. [10073774 ]
+ (H] collective search help P [ —— L T ] _'Eon UN[10.07.2017) il i apgennian Emp. Stat  Active
%;fe’?e;;"" EEGroup (2| Local Staff R Org ODMS ASU
EE Subgrp [6s| General service [e-s  Tosl Appt Fixed Term Exp [30.06.2021]
'Umoja Time Data [e./EA
“““ jPIanned Working Time -V ~ | | Period
Absences ¥ || @ Period
Attendances From [01.01.2015|To  [30.01.2018]
| Substitutions ~Today TTCum.week
.| /Absence Quotas OAl ) Current month
i |Quota Corrections () From curr.date ) Last week
_]Ti'ne Quota Compensation () To Current Date (D) Last month
| iTrne Transfer Specications () Current Period () Current Year
L ol 1 | Choose
J -
Direct selection |
Infotype [2002 | sty ]

[= Subtypes for infotype "Attendances” (1)

T8 2 Estenty Mweek MMonth [ vear  Restrictions |
-
EIERIEa [Clewwes5,
| PSG A/AType Att./abs. type text
rson Personnel no. [10073774 99 1001 Attendance (WAE)
Collective search help Hame [Esther Mangeni AGANYIRA |EOD UN[10.07.2017/NAT Ugandan 99 1002 Attendance (Compressed)
;f;?e:r;"" EEGroup 2| Local Staff [vso1]  Entebbe Org ODMs |99 1003 Overtme (1.0)
EE Subgp [GS| General Senvice [e=s los| apec Fixed Term 99 1004  Overtime (1.5)
199 1005 Overtime (2.0)
| |99 1006  CTO Accual |
| Umoja Time Data e.0 jm_hleaommung
| Planned Working Time ¥ + | [Reriod 99 1009  Stand-by/On cal
Absences T || ®Period 99 1010  Weekend Premium
hm From [01.01.2018|To /[3{99 1013  Night Differental
| Substitutions ) Today Orclirw| 99 1014 No Danger Pay
.l |Absence Quotas Ol Furen] 99 1015 MSA Override
i Quota Comectons Ofomamdate  Plastwlod 1010 by cnfLng-Adeet oo
| {Time Quota Compensation OToCurentDate  [OlastMlgg 1019  €T0 Accrual 1.5
il ons ) Curent Period Ccuren|og 1020  CTO Accrual 2.0
b " 29 1021 offical Bus. - w/ Travel
L hat 99 1022 Official Bus. - No Travel
99 1023 Telecommuting-COVID-19
( Dect selection 19 Entries found
Infotype |Attendances | sty[ 1|

5. Click @ to display the list of options for STy.

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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6. Select the appropriate attendance type.

= Subtypes for infotype "Attendances” (1)

_ Restrictions

v | =53] 68)& 22

PSG A/AType Att./abs. type text
1001 Attendance (WAE) |

1002 Attendance (Compressed)

1003 Overtime (1.0)

1004 Overtime (1.5)

1005 Overtime (2.0)

1006 CTO Accrual

1008 Telecommuting

1009 Stand-by/On cal

1010 Weekend Premium

1013 Night Differential

1014 No Danger Pay

1015 MSA Override

1017 No MSA

1018 Daiy Cnf Lng-Addt’l Days

1019 CTO Accrual 1.5

1020 CTO Accrual 2.0

1021 Official Bus. - w/ Travel

1022 Official Bus. - No Travel

1023 Telecommuting-COVID-19

8888 EBEB88888888L8 88

7. Click to confirm selection.
This is the full list of attendance types that have to be chosen from.

+ Attendance (WAE) — used for WAE contracts. Attendance 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
staff member needs to be in the 7TDAYWAE work schedule (Infotype 0007) in order for all
entries to be paid regardless of whether it is a weekend.

+ Attendance (compressed) — used to record the “extra” hours that the staff member
works on a compressed work schedule (normally 10 in 9). By adding the attendance on
these days, a quota called compressed regular day off will be generated and it will allow
the staff member to request the 10th day off once enough extra hours have been
accrued.

* Overtime (1.0) — used when you are recording overtime that has to be processed with a
1.0 payment factor

* Overtime (1.5) — used when you are recording overtime that has to be processed with a
1.5 payment factor

* Overtime (2.0) — used when you are recording overtime that has to be processed with a
2.0 payment factor

+ CTO accrual — This entry is used to create a compensatory time off quota. As in the case

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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of attendance (compressed), once enough CTO hours have been accrued, the staff
member will be able to charge leave to this quota.

» Official business — This entry is used to record the time worked away from the office as
official business.

This is the full list of attendance types that have to be chosen from.

+ Telecommuting — used to record the time worked away from the office approved as
telecommuting

+ Stand-by/On call — used to record the time that a staff member has been required to
block time to be on stand-by or on-call

* Weekend Premium — used to record the time that a staff member in Geneva with
weekend premium schedule has worked

* Night Differential — used to record night differential for staff who do not have automatic
night differential based on work schedule

* No danger pay — used to record the days that a staff member in a danger pay location
has been absent from the duty station that triggers the danger pay. If you choose this
option, the danger pay for the days you enter will be deducted.

* MSA override — used to override the MSA rate

* No MSA - used to record the days that the non-staff will have to have MSA deducted.

« Daily Cnf Lng-Addt’l Days — used for conference language staff paid on a daily rate who
work on weekends. As conference language staff are paid based on a 5 day/week
schedule, this option is to be chosen to record time worked on a weekend and to ensure
payment.

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 232 of 336



United Nations - DOS Time Management HR Partner - 1_en

| Maintain Time Data
@f T i | A%L'stentry fEweek [EMonth B Year

R EE Y
Find by |
N 'ﬁ& Person ~ Personnel no. [10073774 ‘
- (i} collective search help Name | |Eop un[10.07.2017|MAT Ugandan Emp. Stat  Active
) ﬁ zf:erc:e;i;m EEGroup |2| Local Staff [vG01] Entebbe Org ODMS ASU
EE Subarp 65| General service G-5 [os] 2ppt Fixed Term Exp [30.06.2021
| Umoja Time Data ..M
Planned Working Time « ~ | | Period
: Absences ¥ || ®period
~ |Attendances From |19.12.2022|To  [19.12.2022]
: Substitutions () Today () Curr.week
| |Absence Quotas Ol () Current month
| |Quota Corrections () From curr.date () Last week
| |Time Quota Compensation () To Current Date () Last month
|_|Time Transfer Specifications ) Current Period () Current Year
= w Choose
| Direct selection
Infotype |Attendances | sty [100¢ cTO Accrual

8. Click O to create the attendance record.

gr— B C@@ CHE DDo8 @ ®

= |Validate
Creall?llflm"anm (2002)

& & | T [Irersonal work schedule Activity allocation  Cost assignment  External services = &®

R E Y Pers. No. [10073774] Pers.Assgn | 30910623 10073774 v
' Find by | Name | B |Eop un[10.07.2017|FAT Ugandan Emp. Stat  Active
~ & person EE Group 2| Local Staff [oGo1] Entebbe Org ODMS ASU
* [l Collective search help EE Subgrp G5 General Service G-5 ‘09| appt Fixed Term Exp |30.06.2021
= st e [
- | Attendance
;| Attendance type [1006]  cTO Accral
‘‘‘‘‘ Time I [17:00] -[15:00] | ["IPrevious day
Attendance hours [ 1.00] OFull-day
Attendance days 0.13
Calendar days 0.00 [1 hourwill populate.. |

9. Enter the starting and ending hours of the attendance.

You can use a non-24 hour format, i.e. 5:00 to 6:00 or 17;00 18:00. Click 0 to validate

entries.
10. Press F9 to add a note.

11. The contents of the note should contain:

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Attendance/Absence record created for s/m for < enter reason for record > for the
period of < enter date(s) >. Email from approving manager, < enter namel/title >, dated

< date > refers.

|
12. Click to save the note.
|
13. Click again to save the record.

14. Click @ to exit the action and return to the SAP Easy Access screen.

| coemen | esass [ enucoones | smsoruss
Recording WAE Attendance

Review This
The procedure shown here is used to record WAE Attendance in ECC.

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

[ Menu Edit Favorites Extras System  Help

«d/eee s
SAP Easy Access - User menu for Gal

REF| & v a
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2. Click |Q| after typing PA30 in the Command text box.

[®.| Maintain Time Data
Dzo3 & @ustenty MEweek Mmonth Evear

FREEEEE
Find by J
~ @ Person I Personnel no. [10073774 '
- [ collective search help Name (Lribes Bmspesi. WESFTIAL |EOD UN[10.07.2017| 0 i igerien Emp. Stat  Active
: % ;fe":e:f;"“ EEGroup [2| Local Staff T Frrana 0rg ODMS ASU
EE Subgrp les| General Service [e-s [0s] Appt Fixed Term Exp [30.06.2021]
|Umoja Time Data [e..[@
“““ jPIanned Working Time -V ~ | | Period
Absences ¥ || ®Period
Attendances From |01.01.201%/To  |30.01.2019|
__[Substitutions T Today T Curr.week
.| |Absence Quotas OAl ) Current month
{|_|Quota Corrections || OFrom curr.date OLast week
_!Ti'ne Quota Compensation () To Current Date  (D)Last month
|_|Time Transfer Specications () Current Period () Current Year
L - = Choose
L |
| Direct selection
Infotype 2002 | sty[ ]

3. Enter the staff member’s personnel number in the Personnel No. text box. Click |Q| to

validate entry.

AT

DreDoD 2
T e o = 181
00 U . 53, 234 | ELT Paisstman Emp. St Actv
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10 (oW Mt Temeuwy L TN ERT

g | Pemd

voo | e

¥~ Fum i

v ) Tadey O il vl
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) P ot Ckant waak

¥ | CTscumesDes  Olatssesm

v 7 et Parad et Yo

4. Click Time Data to access the list of Time Data related infotypes.
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®. Maintain Time Data
DDA @L'ﬂ:enw MEweek MEmonth [ vear

GEEEIENR Y

Find by
~ &9 Person I Personnel no. [10073774
* () Collective search help Hame [Lrssew mampess SESVILL (FOD UN|10.07.2017 BET apaedas Emp. Stat  Active
) H :’:’e";:r;"“ EE Group |2| Local Staff wGo1|  Entebbe Org ODMS ASU
EE Subgrp G5 General Service -5 05| Appt  Fixed Term Exp [30.06.2021
Umoja Time Data e
" planned Working Time o ~ || Penod I
\Absences ¥ || O)period
© Attendances From [01.01.1800/To  [31.12.298s|
| Substitutions ) Today ) Curr.week
.| |Absence Quotas (") Current month
| Quota Corrections )From cur.date “)Last week
_Trn-e Quota Compensation () To Current Date () Last month
| Time Transfer Specifications O Current Period ) Current Year
- =] Choose

Direct selection
|hl‘ul:'me |attendances I | sty |

5. Select the Attendances infotype and select All for Period. Click 2 to display the list of

Attendances records.
= List Attendances (2002)

@ -qd|ele@ CHE BOAD @®
List Attendances (2002)
DormoaAE
E|§ E,||l Pers. No. | Pers.Assgn ey e 1T =
| Find by Hame [TFii=0 Baigsie ERAFTIES |EOD UN([10.07.2017|MAT mgeeaee Emp. Stat  Active
~ @9 person EE Group 2| Local Staff [oGo1]  Entebbe Org ODMS ASU
* () Colective search help EE Subgrp 65| General Service l6-5  |os] appr Fixed Term Exp [30.06.2021
:Hg;:?e;;m Choose [01.01.1800] To [31.12.999g| sty. | |
| Attendances |
_ StartDate EndDate  At... Att./abs. type text From to P Att.days Hoff
| 30.01.2019 30.01.2019 1003 Overtime (1.0) 17:30 19:00 0.19 =
""" 28.01.2019 28.01.2019 1003 Overtime (1.0) 17:30 19:00 0.00 ~
24.01.2019 24.01.2019 1003 Overtime (1.0) 17:30 20:00 0.31
22.01.2019 22.01.2019 1003 Overtime (1.0) 17:30 20:00 0.31
13.12.2018 13.12.2018 1003 Overtime (1.0) 17:30 19:00 0.19
| 06.12.2018 06.12.2018 1003 Overtime (1.0) 17:30 19:30 0.25
| 04.12.2018 04.12.2018 1003 Overtime (1.0) 17:30 19:30 0.25
| 28.11.2018 28.11.2018 1003 Overtime (1.0) 17:30 18:30 0.13
| 27.11.2018 27.11.2018 1003 Overtime (1.0) 17:30 20:30 0.38

6. Review the list of attendance records to verify that records for the dates you are about to

enter have not already been created. Click @ to return to the Maintain HR Master Data
screen.
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7. Enter the date(s) of attendance in the From and To text boxes.

1R

Select the Attendances infotype. Click to create a new Attendances record.

[®. Maintain Time Data
@I OF L Mustenty Mweek MMonth [ vear

[= Subtypes for nfotype "Attendances” (1)

1*"*'7@@.. . Restrctons |
| v
‘ﬁ person ' personnel no. ] " ] 7@ 23,
- (] colectve search help Name ‘[0tsr eSSl ESAFTION | EOD UN[10.07.2011 M1 m@ede Emp. Stat WQE]EL@J\Q*EM
:H;’:;d;;:" EEGroup 12| Local Staff [Go1]  Entebbe 0rg ODMS ASU 99 1001 dance (WAE)
EE Subgrp |G5| General Service G-5  |0s| Appr Fxed Term £xp [30.06.2§99 1002 g Attendance (Compressed)
% Overtime (1.0)
~ Umoga Time Data @ % Overtime (1.5)
| Planned Working Time o ~ | Period g ETUEOTU::I‘OJ
Absences T || ® Period Telecommuting
i-lw From [27.12.2020T0  [27.12.2020] Stand-by/on cal
| [Substitutions () Today () Curr.week 99 1010 Weekend Premium
| Absence Quotas Al ) Current month 99 1013 Night Differential
i Quota Comrections () From curr.date () Last week : i:i; :‘;:mm
|| Time Quota Compensation ()To Current Date  ()Last month ¢
5 Tvme Transfer Spechictions OcurentPeed  OQurent ¥ g 1:1: ::: ;an-hddt'lom
: 9 1019  CTO Accrual 1.5
99 1020 CTO Accrual 2.0
99 1021 Official Bus. - w/ Travel
| Direct selection 99 1022 Official Bus. - No Travel
Infotype Attendances | Iste[ ] V4 %ﬁmﬁm
8. Select Attendance (WAE) to record a single day, or range of days.
e '

I . .

— The staff member must be in the 7DAYWAE work schedule (infotype
0007) in order for all entries to be paid regardless of whether it is a
weekend or weekday.

\ J
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9. Click to confirm selection.
Lo |

Time Management HR Partner - 1_en

- dB|eee@ CHE DOD @m

Create Attendances (2002)
A [ [rersonal work schedule Activity allocation  Cost assignment  External services = &®
REEEER Pers.No.  [Litumii PersAssgn | el [ TITH -
| Find by | Neme E#tai Benieal MSITIRA | EOD UN(10.07.2017|mer mqaeds Emp. Stat  Active
| '% Person EE Group [2] Local staff [uco1l Entebbe Crg ODMS ASU
 {i} colective search help EE Subgrp 65| General Service G-5 | 03] Appt Fixed Term Exp [30.06.2021
:ﬁ:?::e:ri:“ Start [27.12.2020] To [27.12.2020]
| Attendance
Attendance type [1001]  Attendance (WAE)
‘‘‘‘ Time T -] [Cprevious day
Attendance hours W Ful-day
Attendance days 0.00
Calendar days 1.00

/)

10. Review the information displayed. Click

11. Press F9 to add a note.

The contents of the note should contain:

to validate the values.

» Attendance record created to record day(s) worked by the s/m for the period of < enter
date(s) >. Email from approving manager, < enter namel/title >, dated < date > refers.

Click El to save the record.
@®. Maintain Time Data
Dz0O0O .Ustentrv M week [Month [ vear

 Find by |

- @ Person Personnel no.

« [} Cobective search help

Name Birsmdl Sl i ekl
« [ search Term

|EoD UN[10.07.2017 My el

Emp. Stat  Active

- (8] Free search EEGroup 2| Local Staff [vGo1]  Entebbe Org ODMS ASU

EE Subgrp 65| General Service l[6-5  |loa| appr Fied Term Exp [30.06.2021)

Umoja Time Data e.d
“““ | Planned Working Time o ~ || Period

Absences ¥ | O period

From |01.01.1800/To  [31.12.9998|
‘Substitutions ) Today ) Curr.week
Absence Quotas () Current month
Quota Corrections ) From curr.date ) Last week
| Time Quota Compensation )To Current Date () Last month

| Time Transfer Specfications () Current Period () Cumrent. Year

- = Choose
| Drrect selection
Infotype | Attendances | STy ]

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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12. Select All for Period. Select the Attendances infotype. Click “* to display the list of
Attendances records.

List Attendances (2002)

@ qaelee cur oo om
List Attendances (2002)
DervmaAg
& || =p)l| 4| | B |§”§| Pers. No. i Pers.Assgn Ll P - v g
|;m by Name [pils=] Fabjsdl BEUTING |EOD UN|10.07.2017|NAT mgeede Emp. Stat  Active
~ @9 Person EE Group 2| Local Staff UG0l| Entebbe Org ODMS ASU
* [ cotectwe search hep EE Subgrp 65| General Service G5 08| Appt Fixed Term Exp [30.06.2021
* Bl search Tem Choose [01.01.1800| To  |31.12,998% STy.
« (K} Free search
Attendances
Start Date End Date  At... Att./abs. type text From to P Att.days Hof
30.01.2019 30.01.2019 1003 Overtime (1.0) 17:30 19:00 019 =
28.01.2019 28.01.2019 1003 Overtime (1.0) 17:30 19:00 0.00 ~
24.01.2019 24.01.2019 1003 Overtime (1.0) 17:30 20:00 0.31
22.01.2019 22.01.2019 1003 Overtime (1.0) 17:30 20:00 0.31
13.12.2018 13.12.2018 1003 Overtime (1.0) 17:30 19:00 0.19
06.12.2018 06.12.2018 1003 Overtime (1.0) 17:30 19:30 0.25
04.12.2018 04.12.2018 1003 Overtime (1.0) 17:30 19:30 0.25
28.11.2018 28.11.2018 1003 Overtime (1.0) 17:30 18:30 0.13
27.11.2018 27.11.2018 1003 Overtime (1.0) 17:30 20:30 0.38

13. Note that the new record is displayed in the list. Click ® to return to the SAP Easy
Access screen.
Run Payroll simulation to ensure that the correct number of days will be paid.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Create Absence Record

Review This
-
%
_/ Although absence records can be created in ECC, the standard process is

to follow the ESS workflow as absences typically require time manager
approval. If you are required to enter absences in ECC, be sure that the
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( )

corresponding approval of the ESS workflow has been obtained before recording
the ECC entry. In addition be sure to add a note to the entry indicating why the
transaction is made in ECC and confirming that the approval has been received.

1. This action should only be used in exceptional cases where both the staff member and
time administrator are unable to create an
absence record in the ESS portal.
Start the transaction using the menu path or transaction code.

[ Menu Edit Favorites Extras System Help

PA30| v |« @ =

SAP Easy Access - User menu for Gal
RE | & |V gd | v a

2. Click @ after typing PA30 in the Command text box.
E HEmosterdata Edt  Goto Bxtras  Utites(M) Settngs  Syiten  Heb
l«Heee DODH N 0N

Maintain HR Master Data
024« 00T &

] e —

Find by

= 82 Person
+ [ cobecve search help
. R

3. Enter the staff member’s personnel number. Click V] to validate entry.

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

Dz mo@ 2 Mlustentry MEweek [Emonth 0 vear
<[+ EEE=]a]

Find by -
~ &9 Person ersonnel no. (10073774

Time Management HR Partner - 1_en

« (K} collective search help
+ [ search Term

EEGroup |2| Local Staff
+ (Kl Free search I

EE Subarp G5 General Service

__ Umoja Time Data
Planned Working Time
|Attendances
Substitutions
Absence Quotas
Quota Corrections

© Time Quota Compensation
:Tme Transfer Specifications

Direct selection

——
Hame BT[] Baljss] Lamyml

EOD UN[10.07.2017) A" Lipmreitar Emp. Stat  Active
[0G01| Fubsisw Org ODMS ASU
[6-5 U9 Appt Fixed Term Exp [30.06.2021]
e.0
+ = | | Period
¥ | f* Period
From [04.01.2021]To [08.01.2021)
[ Today ' Curr.week
Al (") Current month
()From curr.date () Last week
() To Current Date (") Last month
() Current Period () Current Year
“ =l Choose

r
Absences

| Infotype

sTy [1100] Annual Leave

4. Enter the From (first day of leave) and To (last day of leave) dates for the absence.

Enter the Infotype ID for Absences, 2001, in the Infotype text box. Click @ to continue.

| Maintain Time Data
@é’ 2 [fustentry EBweek MEmonth FE vear

TR EEEEE

Find by |
~ @ Person Personnel no. [10073774 \
+ {H} collective search help Name | !EOD UN !10.07.2017\NAI Ugandan Emp. Stat  Active
: ﬁ if:::e:::“ EEGroup |2 Local staff [0Go1|  Entebbe Org ODMS ASU
EE Subgrp E‘ General Service G-5 ’E Appt Fixed Term Exp |30.06.2021
_____ Umoja Time Data E.d@
Planned Working Time o ~ || Period V
| |Absences ¥ || ®Pperiod
jAttendances From |19.12.2022|To  [19.12.2022]
| |Substitutions O Today ) Curr.week
| |Absence Quotas OAl () Current month
| |Quota Corrections ~ | | OFrom curr.date (Last week
| |Time Quota Compensation ()To Current Date () Last month
| |Time Transfer Specifications () Current Period () Current Year
N A B e
=

Direct selection

Infotype |Attendances

| sty 1006 CTO Accrual

5. Click to create a new record.

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

ck T to scroll down, if necessary, to locate the appropriate Leave Type.

[E subtypes for infotype "Absences™ (1) 30 Entres found

2 <A E=Y

PSG A[AType Att./abs. type text

99
o9
99
99
99
99
99
99
99
99
99
99
o9
o9
99
99

2 8

1108 Specal Leave without Pay &
1109 Adminstrative Leave wPay s
1110 Suspension without Pay
1111 Rest & Recuperation (R&R)
1112 Compressed Reg Day Off
1114 Annual Leave-Home Leave
1115 Annual Leave-Family Visk
1116 Annual Leave-Reverse EGT
1119 Certified Sick Leave
1120 Uncertified Sick laave
1121 Sick Leave with Half Pay
1122 HalfSickLeave w/Half Duty
1123 Half Sick Leave wfHalf AL
1124 CTO Use
1126 Patemity Leave
op ave
1129 Administrative Lv w/o Pay

1130 Specal Leave Partial Pay

T Tasurrad

30 Entrigs found

7. Select the appropriate Leave Type.

8. Cli
Th

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.

ck to confirm selection.
e Subtypes listed here are all the possible absence types that can be recorded:

Annual Leave — used to record annual leave.

Uncertified Sick leave — used to record uncertified sick leave (7 days per cycle) and
deducts the time from the sick leave with full pay entitlement.

Sick leave with half pay — used to record certified sick leave on half pay.

Certified Sick leave — used to record certified sick leave on full pay.

HalfSickLeave w/Half Duty — used to record sick leave with half pay combined with work
(for full pay status).

HalfSickLeave w/Half AL — used to record sick leave with half pay combined with annual
leave (if available) for full pay status.

CTO use — used to record absences that will deduct the time against the balance of CTO
accrued by the staff member.

Paternity Leave — used to record absence as a result of paternity leave and will deduct
the time against the paternity leave balance. A paternity leave quota needs to be set up
prior to choosing this option. Please refer to the paternity leave section of the job aid on
Time for additional information on how to process this leave request.
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» Adoption Leave — used to record absences as special leave with full pay, reason
adoption.

+ Administrative Lv w/o Pay — used to record absences as a result of special leave
without pay, reason Administrative Leave. Please refer to the special leave section of the
job aid on Time for additional information on how to process this leave request.

+ Special Leave Partial Pay — used to record absences as a result of special leave with
partial pay. Please refer to the special leave section of the job aid on Time for additional
information on how to process this leave request.

» Sick leave-Svc incurred — used to record a sick leave absence that is determined to be
service incurred. If you choose this option, the time taken will not deduct from the sick
leave quota.

» Travel Time for R&R — used to record travel time for R&R travel.

The Subtypes listed here are all the possible absence types that can be recorded:

* Annual Leave — used to record annual leave.

* Uncertified Sick leave — used to record uncertified sick leave (7 days per cycle) and
deducts the time from the sick leave with full pay entitlement.

» Sick leave with half pay — used to record certified sick leave on half pay.

» Certified Sick leave — used to record certified sick leave on full pay.

» Half SickLeave w/Half Duty — used to record sick leave with half pay combined with
work (for full pay status).

» Half SickLeave w/Half AL — used to record sick leave with half pay combined with
annual leave (if available) for full pay status.

+ CTO use — used to record absences that will deduct the time against the balance of CTO
accrued by the staff member.

» Paternity Leave — used to record absence as a result of paternity leave and will deduct
the time against the paternity leave balance. A paternity leave quota needs to be set up
prior to choosing this option. Please refer to the paternity leave section of the job aid on
Time for additional information on how to process this leave request.

+ Adoption Leave — used to record absences as special leave with full pay, reason
adoption.

+ Administrative Lv w/o Pay — used to record absences as a result of special leave
without pay, reason Administrative Leave. Please refer to the special leave section of the
job aid on Time for additional information on how to process this leave request.

+ Special Leave Partial Pay — used to record absences as a result of special leave with
partial pay. Please refer to the special leave section of the job aid on Time for additional
information on how to process this leave request.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Sick leave-Svc incurred — used to record a sick leave absence that is determined to be

service incurred. If you choose this option, the time taken will not deduct from the sick
leave quota.

* Travel Time for R&R — used to record travel time for R&R travel.

9. Click @ to validate entry.

10. Press F9 to enter comments.
Infotype Text

lp Staff member has requested an update on the Annual Leave for the

2p period of < date > through < date >. Amendment was made upon approval

£ notification from the time manager. <name/last name- <date-

11. The note should contain the following elements:

Absence record created for s/m for < enter reason for record > for the period of <
enter date(s) >. Email from

approving manager, < enter namel/title >, dated < date > refers.

|
Click to save the comments you have entered.

B piotys EiE Gote Dige  Sptew D
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| = i Peron BE Geoan 1 Lioeal S0 TE MW T Crg DM Q55 FOID PG PES
(B Colltvn sainh Raly I fubgry 32 Trades & ot H-i [ b Pemwewst e [0, 59,1004
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|
12. Click to save the record.

13. Click @ to return to the SAP Easy Access screen.
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Modify Attendance/Absence Record

Review This

r

.
A modification changes the dates of the original request. In some

= instances, additional records may need to be created (step 2 in the
scenario above) to complete the request, but the actual modification will

stop after step 1.

1. Modify will only allow the HR Partner to change dates or characteristics for a specific
attendance or leave type. The system will not allow the HR Partner to change the

subtype of the attendance/leave.
Start the transaction using the menu path or transaction code.

[ Menu Edit Favorites Extras System  Help

<Hleae s

SAP Easy Access - User menu for Gal

.. A
[ [ & | 38 v a
2. Click @ after typing PA30 in the Command text box.

3. Enter the staff member’s personnel number in the Personnel No. text box. Click @ to

continue.
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®. Maintain Time Data
D703 2 Mustenry Mweek MEMonth T vear

<= EEE=a]
Find by | |
~ &9 Person ersonnel no. [10073774 '
+ (H} colective search help Hame BUTRl Mamgan] Wssmyms |EOD UN[10.07.2017)HAS Lapmrilar Emp. Stat  Active
:Hi;’:d;;;““ EEGroup 2] Local Staff [0GoL] Futwssm 0Org ODMS ASU
EE Subgmp rE‘Gem:ral Service G-5 0% Appt Fixed Term Exp [30.06.2021
~ Umofa Time Data €.
Planned Working Time v ~ | Period |
~ Attendances From [04.01.2021]To  [0s.01.2021]
| [Substitutions T Today T Curr.week
/Absence Quotas Al ) Current month
|Quota Corrections () From curr.date ()Last week
. Time Quota Compensation () To Current Date () Last month
. Time Transfer Specifications () Current Period (C)Current Year
- - = Choose
Direct selection
| Infotype [absences | | sty [1100| Annual Leave

4. To locate the record you want to modify, enter a date range that covers part of the
absence duration. Enter the Infotyp ID for the type of record you want to modify. Click

|Q| to continue.

5. Click [ to select the record you want to modify.

List Absences (2001)
Dzlua s
B EEEIRE Pers.No. (1307w PersAssgn  Mriedd eI v
| Fnd by Name |Driies Fasgess. BSRFTIEE |EOD UN(10.07.2017 pe1 pgmedss Emp. Stat  Active
~ @8 Person EE Group 2| Local Staff UGO1l| Entebbe 0rg ODMS ASU
* (# colectwve search help EE Subgrp |65 General Service G-5 03| Appt Fixed Term Exp |30.06.2021
:ﬁ:?::e;:hm @ cChoose [04.01.2021] To [o0s.01.2021] sTy. [1100]
| Absences [

__StrtDate EndDate Ab... Att./abs. type text Fom To P Abs.days HofT]

.01.2021 08.01.2021 1100 Annual Leave 200

6. Select the record you want to modify. Click ¢ to edit the record.
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Change Absences (2001)
& & ' O [rersonal work schedule Activity alocation  Cost assignment  External services | §®
[« =[E[E]@][=]a] pers. No. Pers.Assgn RIS W 11T -
Find by Name Lrsssw mampess LESTAL |EOD UN|[10.07.2017| M5 Gepaiin Emp. Stat  Active
~ @9 Person  EEGroup |2] Local Staff [ocor] s 0rg ODMS ASU
* (M) Colective search help |s! General Service 6.5 llos| appt Fixed Term Exp [30.06.2021]
:H:?:;;;m Start 04.01.2021] To [0s.01.2021|| cng. [09.12.2022/TMo2ALI04 | Z
Absence type 1100/ Annual Leave
Time - [ Prev.day
“““ Absence hours 40.00 [ Fub-day
Absence days 5.00/
Calendar days [ s.00
Quota used [ 5.00 | Days

7. In the original leave request record, you can see the from and to dates of the absence.
Only the start and/or end date(s) of the absence can be modified. Click @ to accept the
change.

8. Press F9 to add a note.

9. The note should contain the following elements: — Staff member has requested the <
type of change > for the period of < date > through < date >. Medical note from
recognized physicians provided by the staff member on < date >.

Infotype Text

1p» Staff member has requested an update on the Annual Leave for the
2p period of < date > through < date >. Amendment was made upon approval
ip notification from the time manager. <name/last name- <date-

1

10. Click El to save the note.

11. Click El again to save the record.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Change Absences (2001)
3 2 [ [Edrersonal work schedule Cost assignment &
|| =p |l el || ] || B .@..g. Pers. No. z i Pers.Assgn S ] v [P
Find by Name Barmmay mesepem i JAedlii g |EOD UN10.07.2017 B iamreim Emp. Stat  Active
~ & Person EEGroup 2| Local Staff Ee 7 Org ODMS ASU
- gcmlenwe search help EE Subgrp |GS5| General Service 0 t Fixed Term Exp |30.06.2021
' Search Term
Start 04.01.2021 To + 109.12.2022||TMO2ALLO4
* () Free search A Z
Absence type 1100 Annual Leave
Time -
Absence hours 40.00 v
Absence days 5.00
Calendar days 5.00
Quota used 5.00 | Days

12. Click @ to return to the Maintain HR Master Data screen.

3

13. Click " to return to the SAP Easy Access screen.
An absence record must now be created for the period of CSL. The staff member should

submit the request for CSL through ESS.
If necessary, the HR Partner can create a leave request for the period of CSL approved
by following the common set of instructions for request a leave absence in ECC.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Adjustment of Time Quotas in ECC (IT2013
vs. IT2012)

covmor J e | ecronee | rmsoruse
Exceptional Quota Adjustments (IT2013)

Review This
IT2013 (Quota Correction) should be used ONLY for the following exceptional adjustments to
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quotas in:

1. Adjustment of Annual Leave — Home Leave while on Maternity Leave / Paternity Leave,;
2. Adjustment of Annual Leave — Home Leave while on Sick Leave;

3. Adjustment of Annual Leave balance at the beginning of the cycle, when exceptional
approval to carry over a balance greater than 60 days of Annual Leave has been
granted.

The procedure documented below illustrates adjusting home leave for maternity leave.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Home Leave Adjustment for Maternity Leave

Review This

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

a4 )
Ay
I .
— Reference standard Home Leave review for travel approval.
—
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2. Click @ after typing PA20 in the Command text box.
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Find by
* £2 Person

« (i Colective search help
« i) Search Term

3. Enter the staff member’s personnel number in the Personnel No. text box. Click V] to

confirm entry.
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4. Enter the Overview Absences Infotype ID, 2001, in the Infotype text box. Click 2 to
view the list of Absences.
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5. When a Maternity Leave record and an Annual Leave — Home Leave record overlap the
HR Partner will only credit the AL days that are concurrent with the staff member’s

Maternity Leave absence record. Click [ to select the AL-HL record.
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6. Click Choose to open the record. We can see that the total number of home leave days

that overlap with maternity leave is 14.
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7. Click @ to continue.
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8. Click & again to return to the Display HR Master Data screen.
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9. Enter the Overview Absences Quota Infotype ID, 2006, in the Infotype text box. Click 2
to view the list of records.

10. Click [] to select Annual Leave Balance.
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11. Click Choose to view the record.
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12. Click @ to continue.

It is important for the HR Partner to review the Absence Quota record prior to making any

changes to the system to ensure they refund the staff member the correct number of annual
leave days.

13. Click @ again to return to the Display HR Master Data screen.

[ Menu Edit Favorites Extras System  Help

PA30| v | « @ {1

SAP Easy Access - User menu for Gal
LE & ¥

o & | v oA

14. Now we will proceed to refund the days we have verified. Click @ after typing PA30 in
the Command text box.
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Click |Q| after typing 2013 (the infotype for quota corrections) in the Infotype text box.

15.
Do &
B EELI EY| Personnal No. _ '_p Pars.Assgn | 30007153 27722157 - &)
End by | Bume [E11 E17A | EOD UN [02.07. 2007 | AT Beitishy Emp. 5tt  Actve
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Personal Data L () Today CCurr e
 Famiy Membetr/Dependents L4 Kl (" Current manth
| Decurmnis on Dependents T T —— et Wbtk
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16. Click | N to create a new record.
17. In this case we will select the Annual Leave Balance as it is the quota we will refund.

Click Annual LEave Balance.

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 255 of 336



United Nations - DOS
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01  Annual Leave Balance |
02 Sick Leave with Full Pay

03 Uncertified SL

04 Sick Leave with Half Pay

05 Compensatory Time-Off

a7 Compressed Reg Day Off
o9 Home Leawve Points

B 888 8 &8
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18. Click to confirm selection.
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19. Enter the total number of days to be refunded in the Quota number text box. Click @ to

confirm entry.

[ |
20. Click to save the record.

Press F9 to enter a note. The comment should contain the following elements:

* Refund of 14 annual leave days for < s/m’s name > .
+ S/m is exercising home leave from < enter period of HL > during her maternity leave

period.
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21. Click ﬁ to return to the Display HR Master Data screen.

You will have to wait at least one day for time evaluation to run to review the staff member’s
annual leave quota record and ensure the correct number of days have been refunded.
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22. Use PA20 to review the increased AL quota in Infotype 2006 to off-set the AL-HL

absence record deduction. Click @ to return to the Display HR Master Data screen.
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23. Click “@ to return to the SAP Easy Access screen.
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Beginning Balances Corrections (I1T2012)

Review This
For corrections that need to be made to beginning balances (e.g. quotas transferred to Umoja
from IMIS), HR Partners / Time Senior Administrators should make the necessary corrections

via infotype 2012 (Time Transfer Specifications).

Infotype 2012 is the repository for beginning balances and if the data that was transferred
needs to be added or corrected for any reason the record should be created or the existing
record should be corrected in infotype 2012.

ALL additions/corrections require a note indicating the reason for the addition/adjustment.

cormor | enupnsar | emvcvsonce | masoruse
Work Schedules

Review This
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The management of work schedules is one of the primary responsibilities of the Time Senior
administrators. Most staff members are given a Normal work schedule at the time of
onboarding. Staff members who regularly work shifts will need to be changed to a work
schedule that incorporates the time patterns for that shift. Alternative work schedules allow you
to define the core work hours for staff on shifts and can incorporate the special payments/time
accruals such as CTO and night differential, etc, that are due to staff members who work
outside regular working hours.

For example, If night differential is built into the schedule, then it will be automatically paid to
the staff member without the need for extra data entry on a daily basis.

For further information on how to change work schedules contact the staff member’'s Time
Senior Administrator, or consult the Time/Time Senior Administrator job aid.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Monitoring Reports

The following reports can be used to monitor the accuracy of time recording in Umoja.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Display Time Statement

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitoring Procedure

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

2. Click @ or hit enter after typing ZTM_TIMESTMNT in the command text box.
L5 ey Edi Favortes Extras System Help
|€ zvmesner - MH €@ WK DOLD BE OB
"o Easy Access
bE & &S v

* [ Favortas
~ 3 SAP menu

3. Click & to open the Variant directory.
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4. From the Variant Directory, select the variant for this report.
Variant options are:
- ANNUAL TIME ST - used to check the certification status of Annual Time Statement
- MONTHLY T STMT — used to check the certification status of monthly time statements

5. Click to select the variant.

[E ABAP: Varant Diractory of Program AQZZZHR_UG_LUMOJAZ...

EYEAEY
Variant catalog for program AQZZZHR_UG_UMOJAZTMQ_TIMESTMNT

Wariant name Short Description
[ANMUAL TIME 5T ] Annual Time Statement Monitor
CUSBSTANDARD  Standard varant InfoSet Query

6. The Reporting Period in the Period section defaults to Other Period, which enables you
to search for the monthly statements issued during a definitive time frame.
Select All to capture all the monthly time statements, whether certified or not, for an
individual staff member.

1
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Reporting Period options are:
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» Today — used to filter the records by today’s date. The system will display staff members
monthly time statements generated as of today.

+ Key Date — used to filter the records by the date you entered. For example, if you enter
30.04.2022 as the key date the system will display staff members monthly time
statements on 30.04.2022.

« All — used to display a list of all staff who submitted a monthly time statement from
01.01.1800 through 31.12.9999. Also, if you enter a specific Personnel Number(s) with
selecting option “all”, the report will populate all the monthly time statements of this/these
staff member(s).

» Other Period — used to filter the records by the date range you entered. For example, if
you enter 01.04.2022 — 31.05.2022 the system will display the staff member’'s monthly
time statements for the month of April and May.

+ Current Month — used to filter the records by the current month. The system will display
the staff member’s monthly time statement for the current month.

» Current Year — used to filter the records by the current year. The system will display the
staff member’s monthly time statement for the current year.

» Past (until today) — used to filter the records by the past year to the current date. The
system will display the staff member’s monthly time statements from 01.01.1800 up to
today’s date.

* Future (as of today) — used to filter the records by the current date and future dates. The
system will display the staff member’s monthly time statement as of the current date and
beyond.

» Current Payroll Period — used to filter the records by the current payroll period. The
system will display the staff member’s monthly time statement for the current payroll
period.

» Other Payroll Period — used to filter the records by the current payroll period. The
system will display the staff member’s monthly time statement for other payroll periods.

7. Click & to open the selection Fields to add Organizational unit to the selection options.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Time Statement Monitoring
Q& I=- © OrgStructure < Search Help
[peErecute (FB)
Reporting Period (a1 -| |
| Selection Critera
Personnel Number
Employment Status []
Personnel area
Personnel subarea
Employee group [
Employee subgroup [ ]

8. Select Organizational unit, then click (2] to add to the Selection fields list.

9. Click to confirm selection.

| Selection options  Selaction fiekds R ]
Action Type - Parsonnal Number -
! Reason for Acton i | Ermployment Status =
! tustomer-Spactic Status Personnel area
Specal Payment Status 4 Personngl subarda
company code % Employee group
! Onganizational Key Empiryee subgroup
i\ Busness Area
Legal parson
Paryrold area
Postion Type
Cost Center it -l
Organiationsl unt - -
EIE Selection: &

10. Enter the Organizational Unit code for Advisory Committee on Administrative and
Budgetary Questions (ACABQ).
Notice that the Entitlement field under Program Selections has been pre-populated after
selecting the Variant MONTHLY T STMT. No action is required in this portion.

11. Click Q to run the report.
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Time Statement Monitaring
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12. Based on the period and variant that was chosen (i.e., All, Monthly Time Statements),
the system will generate a list of all available monthly time statements for the selected

Organizational unit.
-
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— The generated report has the following information:

* Index No.- displays the staff member’s Personnel No.
+ Name - two columns displaying the staff member’s first and last name.

+ Employee Group — displays the staff member’s group, e.g. International
Staff.

« ESgrp — displays the staff member’s subgroup type, e.g., PR (Professional).

* Personnel Area and Personnel Subarea — two columns that display the
staff member’s duty station information, e.g. United States of America and

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

* Org Unit — two columns displaying the staff member’s organizational unit
information (number and name).

» IT Start Date and IT End Date — two columns displaying the dates of the
monthly time statements.

13. Click @ to scroll to the right and see the remaining columns.
In this example, you will see that the staff member certified the time statements for the
months November 2015 and December 2015. The staff member has not certified the
time statements for the months January, February, and March 2016.
The remaining columns are:
- Entitlement — The type of report selected, in this case TMMO, the Monthly Time
Statement.
- Monitoring Initiated — when the monthly time statement was issued.
- Document submitted — when the staff member certified the monthly time statement.
- Monitoring Complete — when the staff member submitted the monthly time statement.
- Monitoring Follow-up — which statements are pending certification.

14. Click & to print preview.
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15. You can save this report as an Excel file by clicking List-> Export-> Spreadsheet and
follow the on-screen instructions to save the spreadsheet.

16. Click @ multiple times until you exit the report screen and the Time Statement
Monitoring filter screen appears.

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 265 of 336



= | -4
@ 46 [Eoe aue oooD BT o8

Tiwnr Stadwompant Monator weg

A AFT OTAT Wuw 0w u

17. Click @ to return to the SAP Easy Access screen.
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Monitoring Analysis

To conduct monitoring analysis, you must produce a report extract:

« for an Organizational unit
» covering the period under review.

If there is a valid date in the Monitoring complete column, then the staff member has certified
that Monthly Time Statement.

Any rows that are empty or have 00.00.000 (determined by how you export the report to Excel)
in the Monitoring complete date column show uncertified Monthly Time Statements. The Time
Senior Administrator must follow up with the staff member to ensure certification.

Annual time statement
Always static once the system generates it, regardless of being certified by S/M or not. This

means once generated, all submissions made after this date will not be reflected on the annual
time statement.

Monthly time statement


https://www.un.org/en/about-us/copyright
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* Report generated but not yet certified by the S/M: At this stage the report is dynamic. All
changes/submissions made before the S/M certifies it will be reflected in the monthly time
statement.

* Report generated and certified by the S/M: Once certified, the report becomes static. Any
changes/submissions made after the S/M certifies it will not be reflected in the monthly

time statement.

| coemon | eass [ enucoonee | smmsoriss
Display Leave Requests Pending Approval

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitoring Procedure

1. Start the transaction using the menu path or transaction code.
[ Menu Edit Favortes Extras  System Heb

@|zrmed -] qH e@e SHR

BE & 8 7 ~ o

2. Click @ after typing ZHRTMLEAVE in the Command text box.
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Display Leave Requests (Database of Requests)

g &|\ =

| Fuﬂﬁi‘fmﬂ&:-—@ﬂ—‘:—tﬂ—] Search helps | & Sort order I

||
 Period

() Today (=) Current month _ ) Current year
{JUp to today __)From today
() Other period
Data Selection Period a) To
Person selection period i To
Payroll period

| Selection
Personnel Number
Employment status
Company Code
Payrol area
Pers.area/subarea/cost cente
Employee group/subgroup

of o] o] 0[]

3. A standard variant called PENDING LEAVE has been created with specific parameters

that will assist in extracting the relevant data. Click s to access the list of saved report
variants.

[S= ABAP: Variant Directory of Program RPTARQDBVIEW

EVEAEE

Variant catalog for program RPTARQDBVIEW

Variant name | Short Description
DFS-ATTEND DFS-ATTEMD

ESCAP-ATTEND ESCAP-Afttendance

PEMDING LEAVE | Leave pending approval _Sent

Eel

4. Select Pending Leave then click to confirm selection.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Display Leave Requests (Database of Requests)
® G H =

[ Further selections " o Search helps ” = Sort order ]
| Period
(I Today () Current month () Current year
()Up to today ) From today
() Other period
Data Selection Period 01.01.2800 7 To [31.12.9999)
Person selection period ' To |
Payroll period

| Sefection
PFersonnel Humber
Employment status
Company Code
Payrol area
Organizational unit
Pers.area/subarea/cost cente
Employee group)subgroup

CEEEERE

_ Relyte Data Selection Period to Following Fields
[*)Request Date
") Absant as of
(End date of absence

 Use Personnel Number for Folowing Role
(&) Owner
"IMext Agent
[)Person Responsile
) Initiator

. Request Data
Document Status |sENT | to | ' 5
Document ID to |

5. The variant PENDING LEAVE includes the following parameters:
Under the Period section, Other Period / Data Selection Period was chosen with the
dates 01.01.1800 to 31.12.9999. This will include all requests of leave that have already
passed as well as leave requests for future dates.

You may also customize the period by selecting the other options:

* Today — This will capture only those leave requests that are submitted today
* Up To Today — This will capture any leave requests that are pending approval from the
Go Live date (i.e. 01.11.2015 for C4 entities) up to today

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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« Current Month — This will display any leave requests that are pending approval in the
current month

» Current Year — This will display any leave requests that are pending approval in the
current Year

+ From Today — This will capture only those leave requests that are submitted today

In the Request Data portion / Document Status, the parameter SENT will be defaulted based
on the variant chosen. This will generate all sent requests on the Employee Self-Service Portal,
that are pending approval.

Display Leave Requests (Database of Requests)

[@]m =

Selection
Personnel Humber
Employment status
Company Code
Payrol area
Organizational unit
Pers.area/subarea/cost cente
Employee group/subgroup

CCECEEE

Relate Data Selection Period to Following Fields
=) Request Date
_JAbsent as of
_JEnd date of absence

Use Personnel Mumber for Folowing Role
*) Ownear
“IMext Agent
“IPerson Responsile
) Initi@ator

Request Data

Document Status to
&

Document 1D to

6. We must generate a report showing all leave requests sent by staff members in
Advisory Committee on Administrative and Budgetary Questions (ACABQ), Department
of Management (Organizational Unit code: 20000222), that require next-level approval
on the Portal. Enter 20000222 in the Organizational unit text box. In the Request Data
section, the Document Status field defaults to SENT, based on the variant that was

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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chosen (i.e. PENDING LEAVE). If you need to review other statuses, replace SENT with
the appropriate

value such as REJECTED. Click Q to generate the report.

Dispilay Leave Requests {Drtabase of Requests)
AV & O FATHE B B Teiis

List of Requests

Wi et St
T Th

3 RThL W F L ST = ] Y A O B WY
il el L] L R ML ! L LEgr i H g
|HIHJ STARTED T Chntan Wl 20640 Corl Walleid 203500 HHATES  TusQUSES  GF T T CET
| TRAET) . STARTED SENT aphana | JRI0M) Natn ey 2003 Wamen Par TRIEE]E  TUSQUSED  OFOQ23T 1368 CET

| THeEY ATAATID SINT Moy Sews  NQ501 buster P NDSST  Geth Uheses JOONOOMD TUsQUSED  OF.02301T J1:1549 CET
| THAETY . STARTED SEWT Gaw Pygiks OIS Seon g DOE0D Be bl RG] TISCUSER  OT AT HiETIX CEV
| THAEH STARTID SINT  ASS D 2O Fosd Pt MIN1 Doeee M HOAATEY TIMQUSES  OF.133NT J1:EAT OT
| FheEH  STARTED SEWT hentae il HAED Ol Waleor DRGIED Abe Mdean sl TieGUShd P ARMT Mk Y

TIEM  STARTED SENT  leon Bl 2G99 Mathun M 200300 Lukw ey M) TISQUSED  OF.L38ET 1:R1T ONT

| THaEH, STARTED SENT Doty Pills 200007 ML Miovis DOLERT e Al AT TUSQUERD  OFA2 30T kA T

7. The resulting report lists all staff members whose leave requests are pending approval
within the Organizational Unit that was chosen.

You may scroll right or down to see additional columns and rows.

You may choose to export this list to a spreadsheet [i.e. Excel] for further analysis
offline. To do so, click the Local File icon or press CTRL+SHIFT+F9. This will allow you
to export the report results to an Excel file and save it to your computer.

You may also continue your analysis online using the following tools. Double-click on
one of the rows to see additional details.

Display Leave Requests (Database of Requests)

G AFY @ OSE TN H %*Workflow & Time Data

Request Items

Request Header

Doc. Version : 1 from 1 Work Version

Document Categ. : ABSREQ

Dciument Status : SENT Document ID : 005056BCOAGD1EDCEB1841BC60AFIDE1S
Roles

Initiator : 00676998 Luke Hart 005056BCOA6D1EDSABS67E3C605A16EA
Owner : 00676998 Luke Hart 005056BCOA6D1EDSABS67E3C605A16EA
Next Agent : 00842676 Sarah Bell 005056BCOASD1EESA1F1COF9556A46FA
Person Responsible : 00773382 Sebastian Leigh 005056BC625F1EE6BSD487A5SDEBEABDYS
Last Changed On/By : AHILLS 23.08.2021 09:47:12 UTC-5

Workflow Data

Work Item ID 000284219149

Workflow Status

Task

Note

Last Changed On/By : 00.00.0000 00:00:00

Note : <No note exists>

ence..
28.00 07.0

00 00:00:00 9.2021 10.09.2021

D of..| em Positi.. Item Type _Operation
IUUSU... 1 0050.. ATTABS INS 2001 1100 00:00:

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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8. This view displays the details of the leave request, such as who initiated the request,
who the next approvers are, etc.

To see the type of leave and dates that were requested, double-click on the item row in
the bottom portion of the screen to further expand the details.

Display Leave Requests (Database of Requests)
& P GO BECHTW®In B EH ®%*woklow & Time Data

Request Item

Request Header

Doc. Version : 1 from 1 Work Version

Document Categ. : ABSREQ

Document Status : SENT Document ID ; 005056BC0A6D1EDCE1841BC60AFIDB1S
Roles

Initiator : 00676998 Luke Hart 005056BCOAGD1ED5A8867E3C605A16EA
Owmer : 00676998 Luke Hart 005056BC0A6D1EDSABEG/E3CH0SA16GEA
Next Agent : 00842676 Sarah Bell D05056BC0ABD1EESA1F1COF9556A46FA
Person Responsible @ 00773382 Sebastian Leigh 005056BC629F1EESBSD487A5DEBEABDS
Last Changed On/By : AHILLS 23.08.2021 09:47:12 UTC-5

Workflow Data

Work Item ID 000284219149

Workflow Status

Task

Note

Last Changed On/By : 00.00.0000 00:00:00

Note : <No note exists>
Field Data
1D of Item List 005056BC0AGD1EDC818420067D3EDS1G
Position ID 005056BC0ABD1EDCB18420067D3EFE16
Item 1
Itemn Type ATTABS
Operation INS
Infotype 2001 Absences
Subtype 1100 Annual Leave
Start time 00:00:00
End time 00:00:00
Absence hrs 28.00
Start Date 07.09.2021
End Date 10.09.2021
Personnel no. 00676998 Luke Hart
Object ID
Lock indicator =
IT record no. 000
Previous day
Att./abs. days 4.00
Pl A A AN

9. This view also displays the total of days this request was for.

10. Click e to return to the previous view, or three times to return to the parameter
selection screen.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Display Leave Requests (Database of Requests)
@ & B )E(

[ Further selections " & Search helps ” & Sort order |
. Period
) Today () Current month (") Current year
)Up to today () From today
(¢) Other period
Data Selection Period b1.01.1200(7) To [31.12.99%9
Person selection period To

[ Payroll period I

| Selection

Personnel Number ﬂ
Employment status . ﬁ
Company Code ] ﬁ
Payroll area ] ﬂ
Organizational unit %

Pers.area/subarea/cost cente

Y
Employee group/subgroup

11. Itis also possible to create the report for an individual staff member or group of staff
members. Enter the staff member’s personnel number in the Personnel Number text
box.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Display Leave Requests (Database of Requests)
Q| H E(

[ Further selections
| Period

) Today

|2  searchheps |[®  sortorder |

(") Current month () Current year

()Up to today () From today

‘s) Other period
Data Selection Period l01.01.1800] To [31.12.9999)]
Person selection period ' To | '

[ Payroll period

| Selection

personel e | [

Employment status [] |

Company Code [ ] H

Payroll area r B

Organizational unit ’ o

Pers.area/subarea/cost cente ' L
—

Employee group/subgroup

For a group of staff members, click «_I and enter the list of personnel numbers. Click

@ to execute the report.

[ *dH ¢@@ ESHE oDoo BEE
Display Leave Requests (Database of Requests)
& AFF @ B TRATHI B B % workiw

2|

List of Requests
Work Item ID Workflow Status Status Inftiator Pers.No. Inttiator Owner Pers.No. Owner Next Agent Pars. No. Next Agent Last Changed By~ Last Changed On/By Note
135012218 SENT Brian Tucker 287131 Brian Tucker 287131 MS. Carlos Derek 717015 CBOLGER1 01.06.2018 11:27:09 UTC-5 post facto submission
127593654 SENT Brian Tucker 287131 Brian Tucker 287131 MS. Carlos Derek 717015 02.04.2018 11:54:47 UTC-S
127593662 SENT Brian Tucker 287131 Brian Tucker 287131 MS. Carlos Derek 717015 02.04.2018 11:55:23 UTC-5
127593689 SENT Brian Tucker 287131 Brian Tucker 287131 MS, Carlos Derek 717015 02.04.2018 11:56:08 UTC5
127593620 SENT Brian Tucker 287131 Brian Tucker 287131 MS. Carlos Derek 717015 02.04.2018 11:56:37 UTCS
255649935 SENT Jennifer Hardacre 823012 lennifer Hardacre 823012 Wayne Shad 89570 FONDARI 10.12.2020 07:35:44 UTC-S
281301324 SENT Edward Dickens 413478 Edward Dickens 413478 HAFIFL 27.07.2021 11:27:53 UTC-5
240890391 SENT Julan Baker 452888 Julan Baker 452888 Grace Macleod 639981 INALUPTA 07.07.2020 21:16:55 UTCS
87597769 SENT  Carol Ball 468659 Carol Ball 468659 Megan Avery 470073 JRATING 23,05.2017 18:20:00 CET
87597797 SENT Carol Ball 468659 Carol Ball 468659 Megan Avery 470073 23.05.2017 18:21:06 CET
282575137 SENT  Abigai Burgess 586107 Abigail Burgess 586107 Jason Miler 414352 LEDWARDS1 08.08.2021 08:48:33 UTC-5
285032323 SENT |Sonia Clarkson 597813 Sonia Clarkson 597813 Christopher Sutherland 965088 MCASTILLS 30.08.2021 17:53:00 CET  Per attached doctor's note.
283040873 SENT Annz Simpson 482036 Anna Simpson 482036 Jennifer Hardacre 823012 MQUIMIO 11.08.2021 19:40:10 UTCS
127044635 SENT David Hil 276067 David Hill 276067 Julan Churchil 850829 OBARONET 27.03.2018 20:53:50 CET
20850280 SENT Megan Avery 470073 Megan Avery 470073 Joseph Marshall 265948 SKLUGMAN 15.12.2015 21:47:44 CET

12. Based on the parameters chosen, the system will generate a list of all leave requests

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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created on the Self-Service Portal that require the next-level approval by either a Time
Manager, Medical Services or HR Partner.

Along with the staff member’s identification, this initial display will show the request’s
initiator, owner, next responsible agent(s), the date when the record was last changed
and by whom. You may scroll to the right of the screen to see the rest of the columns,

which describe the document IDs.

Note that the next responsible agent can be one person in a group of responsible agents
(i.e., one HR Partner from a group of HR Partners authorized to review the record).

To open a record, double click on an item row to see the details of the leave request.

Click "2 to return to the SAP Easy Access screen.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitoring Analysis

For SENT requests:

Run the report to display all pending leave requests. You must review each pending request
and follow up with the staff members’ approvers (time manager, HR Partner, or Medical
Services) to ensure that they will take the required actions.

For REJECTED requests:
Run the report again, replacing SENT with REJECTED in the Document Status field.

If the request is for certified sick leave, you must ensure that there is another absence type
request in the system, which can be either uncertified sick leave (USL) or annual leave (AL) if
the staff member has the necessary balance, or SLWOP. If there isn’t, follow up with the staff
member and ask which of the these leave types must be entered in the system.

Refer to the iManual on Rejected Certified Sick Leave Monitoring to review rejected sick leave.
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Display Absence Quota Information

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitoring Procedure

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

[ Menu Edt  Favortes Extras  System  Help

¢|ERE  -]dH e@ee SHE

SAP Easy Access
BE & B 7 v a

2. Click @ after typing PT_QTA10 in the Command text box.
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@ | FdBe@e DHME nnoD @@
Display Absence Quota Information
©® & | )=
| Further selections I ®  Searchheps | ® Sort order =
e
() Today () Current month () Current year
) Up to today () From today
(®) Other period
Period To
I Payroll period
Selection
Personnel Number ¢
Employment status [] &
Personnel area ’:‘
Personnel subarea [ ] &
Employee group [ &
Employee subgroup [] L4
Payroll area [ ]

3. Organizational unit is not part of the default Selection pane. You can either add
Organizational unit to Selection, or use a report variant which has already added it. Click
s to locate the AL Balance 2017 report variant.

[E Find Variant o
\Variant | i | g
Environment ] |§|
Created by g
Changed by [ | Ei
Original language |_| El

4. By default, the search will look for variants you have created in the past. To locate
variants created by others, delete your username from the Created by text box, then

click Q to search all variants.

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

|

' Varant catalog for program RPTQTALD

Varant name | Shart Description

' /DFS CTO BALAN  DFS CTO Balan

2014 MINUSTAH  MINUS AL babnce 31 Maech 2015
! 2015 CARRYOVER carryower report for year 2015
2015 MINUSTAH  MINUS AL babnoe 1 Apnl 2015

FCHERNET 13.02.2017 |

AL BALANCE 201 AL balanie J

! cTO_PAY
| CTO_PAY_DH

O O I O O O S A S BRI O

C_FCHERNET 05.04.2016

C_FCHERNET 23.11.2016
C_FCHERNET 15.06.2018
C_FCHERNET 15.06.2016
C_FCHERNET 05.02.2016

HREFFO2 29.02.2016
HRFFO2 29.09.2016
HBASA 08.11.2016

Ex

— J

5. Select the variant named AL BALANCE 201. Click to confirm selection.

Further selections |5 Seachbeps | Sort order |

Perd

O Today Cugmpnt; month O Camranit. year
01.04. 2008 To [31.03.2017

Quita scTon

Tirrs unk

Deductaon parod

Ky date for deducton
Ky clabe for antiiemant

Al slected EEs

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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6. To expedite running the report, values for the following fields are preset.

Other period: set for the 2016 — 2017 leave cycle Employment status: set for 3 — Active

— Staff members who were active in the period will appear in the report, even
if they have since separated from the organization.

. J

The Quota type is prefilled in this variant for Annual Leave. The full list of leave types includes:
- 01 — Annual Leave

- 02 — Sick leave with Full Pay

- 03 — Uncertified Sick Leave

- 04 — Sick Leave with Half Pay

- 05 — Compensatory Time Off

- 06 — Paternity Leave

- 07 — Compressed Reg Day off

- 08 — Floating Holiday

- 09 — Home Leave Points

Click Q or press F8 to execute the report.
Absence quotas

Validity period01.04.2021 - 31.03.2022

Pers.No. Name |Cost Center Cost Center Quota Unit = Entitlement| © Used © Compensated to key date ¢ Rem. on key date ¢ Total remain.
123915 Tim DAVIDSON HRO1Q ACABQ-SEC (Entity) Annual Leave Days 4.50000 0.00000 0.00000 4.50000 4.50000
156955 Diana HUDSON HRO1Q ACABQ-SEC (Entity) Annual Leave Days 58.50000 1.50000 0.00000 57.00000 57.00000
185742 Felicity WRIGHT HRO1Q ACABQ-SEC (Entity) Annual Leave Days 78.00000 0.00000 0.00000 78.00000 78.00000
208105 Stewart LEWIS HRO1Q ACABQ-SEC (Entity) Annual Leave Days 65.50000 5.00000 0.00000 60.50000 60.50000
367146 Lilian OGDEN HRO1Q ACABQ-SEC (Entity) Annual Leave Days 87.50000 0.00000 0.00000 87.50000 87.50000
413478 Edward DICKENS HRO1Q ACABQ-SEC (Entity) Annual Leave Days 55.50000 19.00000 0.00000 36.50000 36.50000
482036 Anna SIMPSON HRO1Q ACABQ-SEC (Entity) Annual Leave Days 78.50000 15.00000 0.00000 63.50000 63.50000
597729 Grant HU HRO1Q ACABQ-SEC (Entity) Annual Leave Days 25.00000 10.00000 0.00000 15.00000 15.00000
642164 Mary SIMPSON HRO1Q ACABQ-SEC (Entity) Annual Leave Days 84,50000 15.00000 0.00000 69.50000 69.50000
659258 Felicty KERR HRO1Q ACABQ-SEC (Entity) Annual Leave Days 87.50000 38.50000 0.00000 49.00000 49.00000
767363 Virgink WALLACE HRO1Q ACABQ-SEC (Entity) Annual Leave Days 84.50000 11.00000 0.00000 73.50000 73.50000
823012 Jennifer HARDACRE HRO1Q ACABQ-SEC (Entity)  Annual Leave Days 86.50000 0.00000 0.00000 86.50000 86.50000
10001030 Carol ODETTE HRO1Q ACABQ-SEC (Entity) Annual Leave Days 50.00000 0.00000 0.00000 50.00000 50.00000
Days = 846.00000 = 115.00000 - 0.00000 = 731.00000 - 731.00000

The report lists staff members and the:

- selected entitlement quotas/accrual as of the selected dates,
- leave usage during the selected dates and

- quota balance as of the selected dates.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Depending on the size of the organization, you may be able to conduct your analysis online, or you
may need to export the report results. To export to Excel for further analysis, click on the Local File
icon or press CTRL+SHIFT+F9. Follow the instructions to save the exported results as an Excel file
on your computer.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitoring Analysis

Review the following items:

1. Staff members who have NOT taken annual leave within a leave cycle — 1 April — 31
March. Reasons may include:

a. Staff members who were active during the cycle but have been separated before
the end of the year.
Indications of this include:

i. Position id = ‘99999999’ in the Display Absence Quota Information report
and

ii. a difference between Entitlement and Rem on key date that does not
match the days used [For example, the staff member has an entitlement of
60 days, has used 0 days but has 0 days remaining].
This can be quickly checked on the staff member’s Actions record (PA20)
to see if a Separation PA has been executed.

b. Staff members who have leave requests pending approval in the system. This
can be checked by running the Display Leave Requests report as documented in
this guide. Should the staff member have requests pending approval, please
contact the staff member’s time manager and request that they approve the
requests.

If a staff member has not separated from the organization and does not have requests pending
approval in the system, please contact the staff member’s time manager to ensure that the
staff member’s actual absences are being recorded.


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use

%
__/ AL quotas will be automatically reset to the maximum entitlement
o appropriate to the appointment type as of 01.04.yearly. Staff members who
retroactively post or have absences approved in after the end of a leave
cycle and who have had their quotas reset to 60 or 18 days on 1 April will need to

request a review of their balance through an iNeed service request.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Resetting the maximum annual leave quota
after 1 April

On 1 April of every year staff members with an annual leave balance greater than:

* 60 days for staff members on Fixed-term, Continuing or Permanent Appointments; or
» 18 days for staff members on Temporary Appointments.

will have their quota reset to 60 or 18 days respectively. It is the HR Partner/Time Senior
Administrator’s responsibility to ensure that the system is correctly adjusting the quota after 1
April.

This can be determined by running the Display Absence Quota and filtering on the AL quota to
ensure that the entitlement column is not greater than 60 or 18 days. As DOS is conducting
this monitoring activity globally, local checks are a recommended practice, but not required.

If you wish to check that the AL balances have been correctly carried over, we recommend
checking in the first week of April [between 03.04 and 07.04].

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Display Accrual of CTO and ND for a Given
Staff Member and Date Range

Review This

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

[ Menu Edt Favorites Extras System  Help

& prsALl MEB @@ BHER D000 BE I (
SAP Easy Access

B = &  duothermenu B & v « [Hereaterole | @ Assion users
» (I Favorites

v (3 SAP menu

2. Click @ after typing PT_BALOO in the command text box.
E propam Edt  Goto  Sptem el
< 4B o MR Do BE 90
Cumulated Time Evaluation Results: Time Balances/Wage Types

ofg)m =

Fitherrverres Search halps | & Seet godar 5 Org. sruches

[ ABAP: Variant Directory of Program RPTBALDOD

(& )(= )02

Variant catalog for program RPTBALOD

Variant name Short Description

AL ACCRUAL AL accrual report

CTO ACCRUAL Compensatory Time Off Accrual
HOME LEAVE PTS Home leve points accrual

IFOT REFORT IF Pay area OT repaort

L1 OT REPORT L1 Pay area OT report

MIGHT DIF. IN|g|ht Differential report-ALL |

[v|%]

4. From the Variant Directory, select the variant for this report.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
O ) : Page 282 of 336
Please always consult this site to get the most updated information.



United Nations - DOS Time Management HR Partner - 1_en

A

These report parameters may be applied to an Organizational Unit(s) or an
individual staff member. Variant options are:

« AL ACCRUAL - used to display the annual leave accrual of a staff member,
which is not displayed in detail in infotype 2006 (Absence Quotas)

« CTO ACCRUAL - used to display the CTO hours accrued, including those
embedded in their work schedule, which do not appear in infotype 2002
(Attendances)

« HOME LEAVE PTS - used to display the accrual of Home Leave points
 IF OT REPORT - NOT USED
« L1 OT REPORT - NOT USED

* NIGHT DIF. — used to display the accrual of hours on night differential,
including those that are embedded as part of the work schedule which will
not appear in IT2002 (Attendances)

« OVERTIME REPORT - used to display the overtime accrued by a staff
member(s) or Organizational Unit(s)

5. Click to select the variant.
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B progem Edt  Goto  System Heb

L] FlaB e QHE DDLO B S8
Cumulated Time Evaluation Results: Time Balances/Wage Types
HOE
[ Futher selectiors | Searchheps | Somerder & Geg. strociure |
Perod
Today w1 Cusment month Cusrent yeur
Up b taday Fraem tesday
(10ther pariod i 5
coled L = To
T
Salection
Personnel Number 'i:
Ermployment status 3 i!
Tima recondng administraton | ]

6. Inthe Period Section a number of options are provided that allow you to select the time
period that you would like your report to display.
These options are:

» Current Month — used to filter the records by the current month. The system will display
a list of staff and their accruals for the current month.

» Current year — used to filter the records by the current calendar year. The system will
display a list of staff and their accruals for the year.

» Up to today — used to filter records from the deployment date up to today but will only
show accruals up to the last completed month.

» Other period — used to filter the records by the date range you entered. For example, if
you enter 01.04.2016 — 30.04.2016 the system will display a list of staff and their accruals
between 01.04.2016 through 30.04.2016.

+ Today, and From Today are not to be used for this report.
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g 4B @@ OHE BDas @@
Cumulated Time Evaluation Results: Time Balances/Wage Types |
® & B )
l Further selections “ 4 Search helps ][ » Sort order " @ Org. structure l
| Period
() Today () Current month () Current year
() Up to today () From today

(¢) Other period

Period 01.07.2021 To
[ Payrol period |
| Selection
Personnel Number
Time recording administrator

7. Select Other period and enter a date range.
Cumuilated Time Evaluation Results: Time Balances/Wage Types

OB =
| Further selections |5 Searchhelps | = Sotorder  |& O structure |
Period
Today Curment month  Currgn® pear
TUp to today I From today
) Othr perioed
Pariod 01.04.2016 To |30.04.2016
| Payrol pericd
Selaction
Parscenal Hurmber TGS | | =
Emplgymaent satus 3
Tima recording administrator 2
Selaction Conditces
[ Day batnges t [=]
Curmulated balances to | =
1
e : :
Vakie bmits: (heours) for time/wage Dypes

Take pcosunt of valoe ients (hours)

Daita format
Laryenit

8. In the Selection section enter information about the staff member.

9. The Time Wage type defaults to the code 5290 (Night Differential), based on the Variant
that was chosen for this scenario.

10. Click @ to run the report.
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Cumulated Time Evaluation Results: Time Balances/Wage Types
HAPF AF [ Bchose [Rsave B % TERAZ B Barsc  Oprintpreview | [

Time wage types
Data select. period01.07.2021 - 31.07.2021

Pers.N_. Name | Period Date E  No. EE gr__ EE group EE sub. . EE subgroup Org. Unit Org.u__ Payr.
4674 Joseph FOR_ 2021 01.07.20. 12.00 Local staff Ss Security Service 200083 0S Loca
4674 Joseph FOR_ 2021  02.07.20 12.00 Local Staff S5 Security Service 200083 0S Loca
4674 Joseph FOR_ 2021 06.07.20_ 12.00 Local Staff ~ SS Security Service 200083 0S  Loca
4674 Joseph FOR_ 2021 07.07.20_ 12.00 Local Staff S5 Security Service 200083_ 05  Loca
4674 Joseph FOR_ 2021 14.07.20 . 12.00 Local Staff ss Security Service 200083 0S Loca
4674 Joseph FOR_ 2021 16.07.20_ 12.00 Local Staff SS Security Service 200083_ 0S Loca
4674 Joseph FOR_ 2021 23.07.20_ 12.00 Local Staff ~ SS Security Service 200083 0S  Loca
4674 Joseph FOR . 2021 24.07.20 12.00 Local Staff Ss Security Service 200083 0S Loca
4674 Joseph FOR . 2021 25.07.20 12.00 Local Staff  SS Security Service 200083 0S  Loca
4674 Joseph FOR_ 2021 29.07.20_ 12.00 Local Staff ~ SS Security Service 200083 0S Lo
4674 Joseph FOR_ 2021 30.07.20_ 12.00 Local Staff  SS Security Service 200083 0S  Loca

=132

[T R R 6 I N Y S R S R S I N R S R N ]

11. As per the parameters chosen, you will see that this staff member accrued hours on
night differential based on his shift schedule.

12. To export this data to a spreadsheet, click on &

[© Save kst in fie...

In which format should the kst
be saved ?

r{f-] unconverted
() Spreadsheet
(_Rich text format
__JHTML Format
() 1In the clipboard

)

13. Select Spreadsheet and click to continue.

14. In the Directory field designate a location to save the file and in the File Name field click

0 to assign a file name.
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.,
Savein: | | SAPGUI o ‘3@3@

k- Hame Date modiied Type
-~ No iterns match your search.

Fle name: [ ] =
Savesstpe | EXCEL Fies (XLS) -

Encodng. -

15. Enter the file name. Click Save.

[= Cumulated Time Evaluation Results: Time Balances/Wage Types

Directory | C:\Users\TEMP.GLOBAL.007\Desktop, ||jlI
Fie Name  Night Dfferentalauly 2021xts )

Encoding 0000

[ Generate || Replace " Extend ]

16. Click Generate to create the spreadsheet.

& st Edt Goto Settngs  Swstem  Help

@ -lqa[ele cuk nnos B @R
Cumulated Time Evaluation Results: Time Balances/Wage Types

GF &AF @ Hcose B DH TEEF B Qaec  Oeecpevew | I8

Local fie... (F9)

Time wage types

Data select. period1.04.2016 - 30.04.2016

17. Once the spreadsheet is generated, you may check your computer for the file.

Meanwhile, return to the report by clicking e
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& st Edt Goto Settngs  System  Help

© - JE(elhe CHR vDod BE QR
Cumulated Time Evaluation Results: Time Balances/Wage Types

BT &Y [[coee [P BHR TEE B Baec  Gemrpevew [

Local fie... (F9)
Time wage types
Data select. period01.04.2016 - 30.04.2016
Pers.No. Employas ApplHamae Perigd Current Date WT | Long text E Hurrber
4ITEEATE Dee WILDING 201604 01.04.2016 5290 Hight Differentil B.00
43746476 Des WILDING 201604 02.04.2016 5290 Might Differential B.00

18. Once the spreadsheet is generated, you may check your computer for the file.

Meanwhile, return to the report by clicking E

E progam Ede Goto System  Meb
(] 4B e@@ DMR Do BE 28
Cumulated Time Evaluation Resulfts: Time Balances/Wage Types

oEh
[ ranlftvarant. (SWAHFS) coachnebs | Seterder |B Ong, struche |
Paricd

19. As per this scenario, we also want to review the Compensatory Time Off (CTO) accrued

by this staff member during the period 01.04.2016 to 30.04.2016. Click s to open the
Variant directory.

[S- ABAP: Variant Directory of Program RPTBALOO

A CE

Variant catalog for program RPTBALOO

Variant name | Short Description

AL ACCRUAL AL accrual report

CTO ACCRUAL Compensatory Time Off Accrual
FOME LEAVE P Home leve poinis accria

IF OT REPORT IF Pay area OT report

L1 OT REPORT L1 Pay area OT report

MNIGHT DIF. Might Differential report-ALL
OVERTIME REPOR  Overtime report (Tirme/Payroll)

N

)

20. From the Variant Directory, select the variant for this report.
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21. Click to continue.

E Program  Edt  Gote  System  Malp

& B Q@ DHME oD IR 28
Cumulated Time Evaluation Resufts: Time Balances/Wage Types
E:—
| Further salections |5 Sewchhelps |5 Sortorder |5 Ong strecture |
 Parigd
) Today () Qurrent. month ) Cumant year
[ Up ko today ) Freem today
Ot penied

Period £1.04.2018) To a0.04.200643)

Paryrol pnicd
Selaction
Parsannial Hurnbe: (4374R4TE | E3
Emplment status [ B
Tirne recaeding ademstmtar [ ] B
Sekaction Condiions
¥ Dy balances e =
(7 Curmdated balines [ w [ ] B2
(71 Tirma wage types i ] | 5]
Value s (Pours) for tme/wane types

[T Take Becount of valse ienits (hours)

Daita fommat
Laryeait

Time Management HR Partner - 1_en

22. The Day Balances code (i.e. ZCTO) is pre-determined by the variant CTO ACCRUAL.

23. Select ‘Other period’ and enter a date range.

24. Click Q to run the report.
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&

G F &F @ ®choose

[% save

Time Management HR Partner - 1_en

-l [Rlee cHr tnon IR @B

Cumulated Time Evaluation Results: Time Balances/Wage Types
2% TEAZ E Basc

Gprint preview  [If

Day balances

Data select. period01.07.2021 - 31.07.2021

Pers.N__
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674
4674

Name

Joseph FOR
Joseph FOR
Joseph FOR
Joseph FOR
Joseph FOR _
Joseph FOR
Joseph FOR _
Joseph FOR
Joseph FOR _
Joseph FOR,
Joseph FOR _
Joseph FOR
Joseph FOR _
Joseph FOR
Joseph FOR
Joseph FOR

Period Date

2021
2021
2021
2021,
2021
2021,
2021
2021,
2021,
2021,
2021,
2021,
2021,
2021,
2021,
2021,

01.07.20_
02.07.20
03.07.20_
06.07.20,,
07.07.20
08.07.20,,
14.07.20__
16.07.20,,
17.07.20,
22.07.20,
23.07.20,
24.07.20,,
25.07.20,,
29.07.20,,
30.07.20,,
31.07.20,

™TmT_.
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO
ZCTO

Time type descript.
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual
CTO Accrual

0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
0.50
= 8.00

2

BORR R R R R RN R RS R RN

ENum_ |EE gr_|EE group

Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local 5taff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff
Local Staff

EE sub | EE subgrou

S5
55
55
55
SS
55
58
55
55
55
55
55
55
55
55
55

Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se
Security Se

25. The system will generate the hours of Compensatory Time accrued for the month
chosen, including both those embedded in the staff member’s work schedule and any
additional hours accrued and entered in IT-2002 (Attendances) during the period
specified. For this scenario, the staff member accrued a total of ‘8.00’ hours and we can
see they are all part of their work schedule.

26. Click e to exit this screen.
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8 -lqBeele cur nnaoas Py
Cumulated Time Evaluation Results: Time Balances/Wage Types
@ & H )=
| Further selections | &  Search helps | & Sortorder |  Org. structure |
| Period
() Today (") Current month () Current year
(JUp to today () From today
() Other period
Period b1.07.2021i3] To [31.07.2021)

...................................

I Payroll period

| Selection
Personnel Number 4674
Time recording administrator
| Selection Conditions
(®) Day balances 2CTo to
() Cumulated balances to
() Time wage types to
| Value limits (hours) for time/wage types
[] Take account of value limits (hours)
| Data format
Layout [acc. aL
1) )

27. Click @ to exit the transaction and return to the Easy Access Menu page.
In order to verify there are no additional hours submitted through ESS, you may want to
review PA20 and query the subtypes for CTO and ND.

[ Menu Edit Favorites Extras System Help

@ | rA20| v || « A -
SAP Easy Access

ra E':' E:::ﬂ {6 T & H v A

28. Click @ after typing PA20 in the command text box.
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Display HR Master Data
G| L
& personnelNo.  [4e74 Pers.Assgn | 30006746 00004674 -
| Name [Joseph FORSYTH | EOD UN [02.02.2009 AT Ethiopian Emp. Stat  Active
EE Group |2| Local Staff usao|  New York Org DSS DHSSS 555 05
EE Subgrp |55/ Security Service s5-2 |12] appc  Fixed Term Exp [31.12.2021

b

__/BascData | Contract Data_| Payrol Data_ | Time Data_ | Benefitspata_|s... |« |[*][5]

|| |mfotype text 's..| | [ Period !
|| |Actions v “ | [ Period
' Organizational Assignment v " From |01.07.2021/To  |31.07.2021
Personal Data ¥ | TToday T Curr.week
~ Family Member/Dependents "4 Al (") Current month
~ Documents on Dependents 14 () From curr.date (") Last week
~ Addresses ¥ | OTocumentpDate  (Last month
~ Bank Details v () Current Period () Current Year
Contract Elements v . (i3] T |
Monitoring of Tasks W -
| Direct selection
‘ Infotype I.:}

29. Enter the staff member’s Personnel No.

30. In the Period section, enter the date that was used to run the report in the From and To
fields.

31. In the Infotype field, enter the infotype number — 2002

32. Click o to display an overview of the record.
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& vdH @@ CHE Do RAE @M
Overview Attendances (2002)
Choose
F&  Pers. No. 4674 Pers.Assan | 30006746 00004674 -
Name IJOSEph FORSYTH | EOD UN 02.02.2009% NAT Ethiopian Emp. Stat  Active
EE Group @ Local Staff US00, MNew York Org DSS DHSSS S§5S 0S5
EE Subarp ss| Security Service 55-2 [12] appt Fixed Term Exp [31.12.2021
@ Choose |01.07.2021) To [31.07.2021] STy.
| Attendances
v || |Start Date End Date At... Att./abs. type text From |to P Att.days _Hmﬂﬂ_
_____ _31.0?.2021 31.07.2021 1023 Telecommuting-COVID-19 19:00 23:00 1.00 w
|22.07.2021 22.07.2021 1023 Telecommuting-COVID-19 19:00 23:00 .00 ¥
17.07.2021 17.07.2021 1023 Telecommuting-COVID-19 19:00 23:00 1.00

33. Inthe STy field, enter the subtype 1006 and click Choose.

& v B @@ CHE DDLOO AR @@
Overview Attendances (2002)
Choose
& Pers. No. 1674 PersAssgn  |30006746 00004674 =
Name |Joseph FORSYTH | EOD UN|02.02.2009 NAT Ethiopian Emp. Stat  Active
EE Group 2| Local Staff US00| New York Org DSS DHSSS SSS 0S
EE Subgrp |SS| Security Service ss-2 12| appt  Fixed Term Exp [31.12.2021
B8 choose [p1.07.2021FTo  [31.07.2021 S]‘y.m
| Attendances |
v Start Date End Date  At... Att./abs. type text From to P Att.days Hoif]
0 <«
- Entry liof 0

| (¥ No record selected | w

34. As per this scenario, you can see that there was no additional CTO accrued by the staff

member outside their work schedule.
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Next, we will check whether the staff member accrued any additional Night Differential

hours.
g | 4B @@ CHE DDOA @ =
Overview Attendances (2002)
Choose
E Pers. No. 4674 Pers.Assgn 130006746 00004674 'I
Name |Joseph FORSYTH | EOD UN[02.02.2009|NAT Ethiopian Emp. Stat  Active
EE Group [—| Local Staff |U5001 New York Org DSS DHSSS SSS 0S
EE Subgrp @Securﬂ:\f Service [55 2 !_2\ Appt Foced Term Exp 31.12.2021|
B8 choose [01.07.2021] To  [31.07.2021
| Attendances
v | |startDate |EndDate At.. Att./abs. type text From [to P Att.days HoifTT]
L ]
-k
||
I— a
|— -
<« [] )
Entry 1ot o
No record selected w

35. Click on the STy field and then click O
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[S Subtypes for infotype "Attendances” (2) 19 Entries found

_ Restrictions |
[
EOOEERED

PSG A/AType Att./abs. type text

99 1001 Attendance (WAE) -

99 1002 Attendance (Compressed) i

99 1003 Overtime (1.0)

99 1004 Overtime (1.5)

99 1005 Overtime (2.0)

99 1006 CTO Accrual

99 1008 Telecommuting

99 1009 Stand-by/On call

99 1010 Weekend Premium

99 1013 Night Differential

99 1014 No Danger Pay

99 1015 MSA Override

99 1017 No MSA

99 1018 Daily Cnf Lng-Addt'l| Days

99 1019 CTO Accrual 1.5

99 1020 CTO Accrual 2.0

99 1021 Official Bus. - wj Travel =

99 1022 Official Bus. - No Travel —
19 Entries found

36. Select 1013 — Night Differential and click E

g | +dH @@ CHE vDhos @ @
Overview Attendances (2002)
Choose
[&  Pers. No. 4674 Pers.Assgn | 30006746 00004674 ~|
Name |Joseph FORSYTH | EOD UN 02.02.2009/NAT Ethiopian Emp. Stat  Active
EE Group @ Local 5taff |US00| MNew York Crg DSS DHS5S 555 05
EE Subgrp ESecurity Service |55-2 12! Appt Fixed Term Exp |31.12.2021
M Choose |01.07.2021] To [31.07.2021 5Ty. [101Bi(3)
| Attendances |
- Start Date End Date  At... Att./abs. type text From to P Att.days Ho[T]

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.

o,

-

Page 295 of 336



United Nations - DOS Time Management HR Partner - 1_en

37. Click Choose.

@ qafelee cur snoe BR QB
Overview Attendances (2002)
Choose |
' Ppers. No. 1674 Pers.Assgn | 30006746 00004674 ~|
| Heme |Joseph FORSYTH | EOD UN|02.02.2009| NAT Ethiopian Emp. Stat  Active
EE Group [2] Local staff UsS00| MNew York Org DSS DHSSS SSS 0S
EE Subgrp |55/ Security Service ss-2 12| appt Fixed Term Exp [31.12.2021)
@ choose [p1.0° Olto  [31.07.2021 sTy. 1013
| Attendances |
ry
v | StatDate |EndDate At.. Att./abs. type text From to P Att.days Hoff
I h 4
«r [ «»

Entry llof 0

I@ No record selected I E!?

As per this scenario, you can see that there was no additional ND accrued by the staff
member outside their work schedule.

38. Click e to return to the Display HR Master Data page.

= HR master data Ede Goto Extrg UtiEsmsM) Settngs  System Meb

L] B e@e CHE oDOH BEER @6

7 s 5 i i = ;?]Ej
Bame | Pioe WiLDING EOD Upi[02.02. 2008| AT Ethiopian Emp. Stat  Actie
BE Group  |2] Lol Saff ms00]  Mew York 0=y D55 DHSSS 555 05

EE Subgrp [53] Securty Serace S8-2 07| Bppt  Foed Term Exp | 31.13.2047

39. To exit this T-Code, click “* .
Click @ to return to the SAP Easy Access screen.
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Rejected Certified Sick Leave Monitoring
Report - ZMTCSLREPORT

Is this good place for this monitoring content?
This report was developed to:

* address the challenges encountered in highlighting unresolved certified sick leave days,

and
« provide a solution that eliminates the need for HR Partners and approving officers to

follow up with staff members for medical certificates.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

View and Edit Rejected Certified Sick Leave
Records

Follow these steps to view/edit all rejected certified sick leave that has not been accounted for
by another type of absence.

( B

%
_/ Time Senior Administrators have only view access to the records.

1. Start the transaction using the menu path,


https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
https://www.un.org/en/about-us/privacy-notice
https://www.un.org/en/about-us/terms-of-use
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Wfasyﬂmo
BE S @@ 2 v a

« [# FBLIN - Vendor Line Ttems -
« B zIn_ssc - Service Model Org Units -
« B PCoO_MUN_PSR - NPO: PS Reclassification

- |#¥| PO13D - Display Position
* 4 SAP menu

v (3 office

¢ [ Cross-Application Components
* (7 Organization

* (7 Logistics

+ (J Accounting

* (3 Human Resources

¢+ (7 Information Systems

* (3 Took

* (7 WebClient UI Framework
» (7 Structural Authorization
~ &5 Umoja Information S

* (3 Organizational Management
¢ (3 personnel Adrr'h'stratic&

* =1 Time Management
~ 10 ZTMCSLREPORT - Rejected Certhied Sick Leave Monftor i)

= ) ZTMLEAVEMON - Portal Leave Requests Monitor

« ) ZTM_ABSENCES - Absences report

= ) PT90 - Absences: Calendar View

- [ PTO1 - Absences: For Multiple Employees

- & PT_QTAI10 - Absence Quota Information -

or transaction code ZTMCSLREPORT.
IZTMCSLREPORT ~]4d COe EHE DO BE @m0

SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
B & dHB 2 v 4

» CFaiaies

» (1 User menu for PAO1GLBLO3 PAO1GLBLO3

2. Click the Enter 0 icon.
3. Select the period to generate the report. For example, Current year.

4. Enter the staff member’s index number in the Personnel Number text box.
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Rejected Certified sick leave Monitor

@)=
| Furtherselections | ®  Search helps | & Sort order
Period
Today Current month ) Current year
JUp to today ") From today
") Other period
Data Selection Period L@ o
Person selection period To

Payroll period

Selection

Personnel Number RPN |E|

Employment status 3 =k

Company Code

Payroll area |
Pers.area/subarea/cost cente |

Employee group/subgroup

Leave Start Date to
Leave Request ID to

o] %]

Exception Reporting

5. Click on the Execute @ icon to generate the report.

| coomor | emupnssr [ omcoonce | mmisoruss
How to Read and Understand the Report
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~|start Date End Date  [Rec.stac|[Leave Staths WE ID WE Status WF Date |[A/A days | Hofirs AM PM  Notify |[Reason for excluding| Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChoOn [Mails Catl Full Na
DWS Daily WS text Status Att./abs. type text Status Att./abs. type tex: Observations
ea.u.zea.u.znax @ u.rzcé 299341441 REJECTED  13.12.202] 5,0 3s5,po A 65 6 (] é @ w @
J09.03.2020 13.03.2020 | o REJECTED 234820456 REJECTED  13.04.2020 5,00 | 35,p0 A
020 DNEQ 0500-1700 Th % 1100 Annual Leave Match
.03.2020 UMEQ 0300-1700 Th %4 1100 Annual Leave Match
11.03.2020 UNEQ 0300-1700 Th %4 1100 Annual Leave Match
12.03.2020 UNEQ 0900-1700 7h % 1100 Annual Leave Match
13.03.2020 UNHQ 0900-1700 7h Y4 1100 Annual Leave Match
> 05.11.2018 07.11.2018 | (D REJECTED 218742680 REJECTED  18.06.2020 3,00 | 21,0 mA & <
15.03.2016 18.03.2016 m REJECTED 33223166 REJECTED 19.04.201° 4,00 28,p0 NR g 0
01.10.2019 14.10.2019 %4 REJECTED 211653746 REJECTED  05.11.201! 10,00 20,p0 A
01.10.2019% ETO00 0830-1730 &h v 1108 Special Leave withdut Pay Match
02.10.2019% ETO00 0830-1730 8h v 1108 Special Leave withqut Pay Match
03.10.2019 ET00 0830-1730 sh v 1108 Special Leave withqur Pay Match
04.10.2019 ETO00 0830-1730 8h V 1108 Special Leave withqut Pay Match
05.10.201% OFF OFF $ Please refer to Scenario 4 Day off
06.10.2019 OFF OFF Day off
07.10.2015 ET00 0830-1730 8h V for more details on how to 1108 Special Leave withdur Pay Mateh
08.10.2019 ETO00 0830-1730 8h v “Creite Un-uthoriled 1108 Special Leave withque Pay Mateh
09.10.2019 ET00 0830-1730 ¢h v 1108 Special Leave withqut Pay Mateh
10.10.2019 ET00 0830-1730 8h v 7 1108 Special Leave withdut Pay Match Please refer to Scenario 3
11.10.2019 ET00 0830-1730 ¢h v / 1108 Special Leave withdut Pay Match N i
PR Y e e Please refer to Scenarios 1
5 d2onh "Pause"
13.10.2019 OFF OFF v Day off "Permanently Exclude” an on how to "Pause'
14.10.2015 ET00 0830-1730 8h v 1108 Special Leave withque Pay Mateh or "Defer” the record
= 2% 97.01.2019 12.02.2019 | (@ REJECTED 1# /3997 REJECTED  03.04.2004 27,00 |[190,b0 il }
® s 12.04.2018 02.05.201¢ | (0 REJECTED /ﬁzevus REJECTED  17.05.2014 14,00 [103,25 m &
@ reesians 27.03.2018 11.04.2018 | ([ REJECTED /}szssuz REJECTED  02.05.201 10,00 | 75,75 M &
0 (340307 12.03.2018 26.03.2018 | (0 REJECTED //124954323 REJECTED  16.04.201 11,00 | 81,75 HA &
/
© ¢oiuciiw 17.02.2020 23.03.2020 | X REJECTED /: 234351114 REJECTED  30.03.2020 26,00 195,50 1A &
@ goacioo? 30.01.2020 24.03.2020 | X resecten (@ Barosass REECTED  26.03.202 33,00 [292,00 MM & <
0 2302050 09.01.2017 12.03.2017 | o PARTIAL A 72663422 POSTED  31.01.2017 24,00 192,00 NA /
03 05077147 14.02.2018 16.02.2018 | X REJECTED 123333718 REJECTED 21.03.201 3,00 | 24,00 MA (V]
14.02.2018 ET00 0830-1730 &h x No match
1€ 2 n1e BTAn Aean173n en % o marcn

Ref

On report image
No. P 9

QO =

Pers.No.
Date

Start Date End Date

© DWS Daily WS text

Rec.Stat
Status

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.

Description

Record detail can be
expanded. Click to expand
the details of the rejected CSL
record.

Pers No (index number) of the
concerned staff member.

Start and End dates for the
monitored rejected CSL

Status of the record

X Requires HRP attention —
Not resolved/no match cases
¥ Resolved

H Resolved with a manual
intervention by the HRP in
IT2001. Might need to be
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o Leave Status

o A/A days

Hours AM PM .Notify

%=

Att.fsbs. text

Reason for excluding

o .
Cbhservations

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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reviewed by HRP, if required.

REJECTED — CSL rejected
by medical services
PARTIALLY APPROVED -
CSL partially rejected by
medical services

HR REJECT - CSL rejected
by HR office

Total number of rejected days
that require attention/follow
up, and absence type.

If resolved, Type of Absence
used to replace will be
indicated in full day or 2 day
(am/pm) or N/A, e.g.

 Annual Leave
Certified Sick Leave
Uncertified Sick Leave

Paternity/Maternity
Leave

Reason for excluding

Note of HRP action will
appear under this column for
Pause, Deferral and
Permanently Excluded.

Observation

* resolved: Match

* unresolved: No Match

* non-working day: Day
off
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o Mails Cnt

o Mail Date

o UA Date

o Full Nar

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Number of notification eMails
received by the concerned
staff member. Refer to Annex
of this Job Aid for further
details on notifications.

Date of last notification email
received by the concerned
staff member.

Unauthorized Absence date
of conversion.

First and Last name of the
concerned staff member.
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How to Use the Report

Use these procedures to:

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Pause-Resume Conversion

-

ﬁ PAUSE/RESUME THE CONVERSION of rejected Certified Sick Leave records to

Unauthorized Absence.

This option should be used when the staff member requires additional time to provide the
required documentation to support the rejected CSL at any point before the third notification
email. Refer to Annex for further details on notifications.
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Ve

~

Once Paused, the system will not proceed with the issuance of the automated notifications nor the
conversion of the record to an Unauthorized Absence record. Therefore, HR Partner needs to
proactively monitor using this report and to act as required.

Procedure
1. Start the transaction using the menu path or transaction code, ZTMCSLREPORT,
IZTMCSLREPORT M K CEe DHE DL BAE @M’
SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
B & HB 2 v 4

» CFaaied

» (1 User menu for PAO1GLBLO3 PAO1GLBLO3

2. Click the Enter icon Q Add the personnel number and select the period, then click the

[N
Execute icon @ .

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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Rejected Certified sick leave Monitor
@ )=l

I Further selections ][ > Search helps " @ Sort order

- Period
() Today () Current month () Current year
(e)Up to today () From today
() Other period

Data Selection Period To
Person selection period To
l Payroll period
. Selection
| Personnel Number ] Bt
Employment status '3 | &
Company Code ]
Payroll area ] &
Pers.area/subarea/cost cente | |
[ ]

Employee group/subgroup

3. Expand the record to confirm the days you need to pause.
Rejected Certified sick leave Monitor
AFTF ERE BT H=Ea H >

%% Pers.No. Start Date End Date Rec.Stat Leave Status Process WE ID WF Status WF Date A/A days Hours AM PM Notify Reascon for excluding
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observations
00 mwsdfs® 05.10.2022 05.10.2022 (%4 HR_REJECT 274276767 REJECTED  14.09.2022 1.00 8.00 NR
B EHilkE 27.09.2022 29.09.2022 X HR_REJECT 653 274280655 REJECTED 06.10.2022 3.00 24.00 NA &
27.09.2022 ET00 0830-1730 8h b 4 No match
28.09.2022 ET00 0830-1730 8h ® No match
29.09.2022 ET00 0830-1730 8h b 3 No match

4. Scroll to the right and click the to Pause icon g to temporarily pause the record
from conversion to Unauthorized Absence at any point before the third email reminder.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 305 of 336
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Rejected Certified sick leave Monitor
@ AFTF ERT BT Badd H W)
% Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name
Pl
23] / 1 15.09.2022 Sam & Csl Uvt DO NOT USE**#
0 PAO1GLBLO3 07.10.2022 1 07.10.2022 Sam 8 Csl Uvt DO NOT USE***
Pause

5. Once the Pause icon is clicked it will turn to red icon e .
Rejected Certified sick leave Monitor
G AFYTY T RT BT BHed H KM

% Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name

/ 1 15.09.2022

Q ZSOZER 08.10.2022 1 07.10.2022

Sam 8 Csl Uvt DO NOT USE***

Sam 8 Csl Uvt DO NOT USE***

6. The HRP can click on the same icon Q to resume the notifications and it will turn

back to the green icon.
Rejected Certified sick leave Monitor
G AFTF BT BT BEHaEs H WO

%% Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name
ea] / 1 15.09.2022 Sam & Csl Uvt DO NOT USE**»
= Q ZSOZER 08.10.2022 1 07.10.2022 Sam 8 Csl Uvt DO NOT USE***
Resume
Rejected Certified sick leave Monitor
X AFY BT BT B« H K>
Full Name

%% Exc/Inc By Exc/Inc On Reg. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date

Sam 8 Csl Uvt DO NOT USE***

/ 1 15.09.2022
(V] ZSOZER 08.10.2022 1 07.10.2022 Sam 8 Csl Uvt DO NOT USE***
iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated. Page 306 of 336
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Resubmission of a Rejected CSL Request

4 2\
B RESUBMISSION OF REJECTED OR PARTIALLY REJECTECTED CERTIFIED
SICK LEAVE REQUEST
This option should be used when a request for certified sick leave has been resubmitted by
the staff member after initially being rejected, or partially rejected by the HRP.
G J
1. Certified sick leave requests rejected by HRP display with a Status of Rejected.
Show from: [ Apply
T i e — i

2. The Rejected Certified Sick Leave Report shows the record as REJECTED and No

maftch.
Rejected Certified sick leave Monitor
@ AFT BRT BT BEs H K »MH

A/A days Hours AM PM Notify Reason for excluding

4\ Pers.No. Start Date End Date Rec.5tat Leave Status Process WE ID WF Status WF Date
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observations
B e fan 10.01.2023 11.01.2023 *® HR_REJECT (€53 27425164() REJECTED| 23.01.2023 2.00 16.00 NA &
10.01.2023 ET00 0830-1730 &h X No match
11.01.2023 ET00 0830-1730 8h X No match

3. When the staff member submits a new CSL request with the same dates as the rejected
dates, you will see a new submission with the same dates as the rejected one.

b Calendar Team Calendar Leave Requests Absence Balance
Show from: ] Apply
Type of Absence Starl Date End Date Next Processor Status Aft/abs. days Aft/abs. hours Used
I Cerfified Sick Leave 10.01.2023 11.01.2023 HR Partner Sent 2.00 000 2Days I
Cerlified Sick Leave 10.01.2023 11.01.2023 HR Partner Rejected 2.00 0.00

4. The HRP approves the resubmitted certificated sick leave request.
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Show from: T Apply

Type of Absence Start Date End Date Next Processor Status Aft /abs. days Aft /abs._hours _Used
t — —_— — —
Certified Sick Leave 10.01.2023 11.01.2023 Approved 2.00 000 2 Daysl
2.00 0.00

Certified Sick Leave 10.01.2023 11.01.2023 HR Partner Rejected

5. The report now shows Approved for Status once the record details are expanded.
Additionally, the No match Status is converted to Subsequently Approved in the
Rejected Certified Sick Leave Report. This means that the record will longer be
recorded as an unauthorized absence conversion for the staff member. The WF Status

might remain as Rejected , it will not affect the overall result.

Rejected Certified sick leave Monitor
QG AFYF TET BT B H MO» M

<X Pers.No. Start Date End Date Rec.Stat Leave Status Process WF ID WF Status WF Date A/A days Hours AM PM Notify Reason for excluding
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observations

= =i 10.01.2023 11.01.2023 14 HR_REJECT 274291640 REJECTED _23.01.2023 2.00 16.00 NA
10.01.2023 ET00 0830-1730 8h (¥4 111% Certified Sick Leave APPROVED . Subsequently approved
11.01.2023 ET00 0830-1730 &h %4 1119 Certified Sick Leave APPROVED - Subsequently approved

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Defer Conversion

Vs

ﬁ DEFER THE CONVERSION of rejected Certified Sick Leave record to
Unauthorized Absence

This option should be used when the staff member requires additional time to provide the
required documentation to support the rejected CSL. This action can be used only after the
generation of the 3rd Notification email. Refer to Annex for further details on notifications.

Deferral will allow an additional 30 days for the staff member to resolve the rejected CSL
request. If no action is taken during this time the system will automatically convert the
record to Unauthorized Absence after the additional 30 days. The staff member would have
had 90 days to resolve their rejected CSL.
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4 )\
g J
Procedure

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

[l rcrerT_~]dH €¢@@ CHE DDOD BE @B

SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
B & HB 2 v 4

» (0] Favortes

» (] user menu for PAD1GLBLO3 PAO1GLBLO3

2. Click the Enter icon 0 Add the personnel number and select the period, then click the

Execute icon @ .

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Rejected Certified sick leave Monitor

@ )

Time Management HR Partner - 1_en

| Furtherselections | %  Search heps | & Sort order
. Period
() Today () Current month (") Current year
(®)Up to today (JFrom today
() Other period
Data Selection Period To
Person selection period To
[ Payroll period ]
| Selection
‘ Personnel Number B [El
Employment status 3] | &
Company Code [
Payroll area ] ®
Pers.area/subarea/cost cente | ]%
—

Employee group/subgroup

3. Expand the record to confirm the days you need to defer and confirm that the email
count is three (3), indicating that the third reminder email has been sent to the staff

member. Refer to the Annex for further details on notifications.
Rejected Certified sick leave Monitor

@ AFYT BT BT B @

M4 » M

%% Pers.No. Start Date End Date Rec.Stat Leave Status Process WF ID WF Status WF Date A/R days Hours RM PM Notify Reason for excluding
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Cbservations
@ .y 27.09.2022 29.09.2022 X HR_REJECT Q 274280676 REJECTED 07.10.2022 3.00 24.00 NA &
i bl 20.09.2022 22.09.2022 X HR_REJECT @ 274280540 REJECTED 04.10.2022 3.00 24.00 NA g
20.09.2022 ET00 0830-1730 &h x No match
21.09.2022 ET00 0830-1730 Sh b No match
22.09.2022 ET00 0830-1730 &h X No match
G mgpaems 06.09.2022 09.09.2022 %4 HR_REJECT 274279068 REJECTED 16.09.2022 4.00 30.00 NA
B 08.08.2022 10.08.2022 %4 HR_REJECT 274279026 REJECTED 16.09.2022 3.00 22.50 NA

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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Rejected Certified sick leave Monitor
X AT ERT BT Haew H K « » M

%% Exc/Inc By Exc/Inc On Reg. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name
@ & \ 2 09.10.2022 Cr22 DO NOT USE
& \ 3 0e.10.2022 Cr22 DO NOT USE
@ Cr22 DO NOT USE
PAO1GLBLOS 20.09.2022 4 22.09.2022 22.09.2022 Cr22 DO NOT USE

4. Scroll to the right and click the to Defer icon g to temporarily pause the record from
conversion to Unauthorized Absence at any point before the third email reminder.
Rejected Certified sick leave Monitor

@ A9 ZHT BT B H K>

% Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date  Full Name

.

£3] (V) / 2 09.10.2022 Cr22 DO NOT USE

(V] 3 09.10.2022 Cr22 DO NOT USE

Defer

5. On the Confirm popup, click OK.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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@ AFYF ERT BT HBHaow H M« » M

%% Exc/Inc By Exc/Inc On Reg. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name

% 2 09.10.2022 Cr22 DO NOT USE
Cr22 DO NOT USE

0 Request will be deferred

Cr22 DO NOT USE

Fé Cancel “e Ok 2 Cr22 DO NOT USE

Ok

6. The Deferred icon @ indicates that the record has been deferred from conversion to
Unauthorized Absence, which will allow additional 30 days for the staff member to
resolve the issue, until the system converts the rejected CSL days to Unauthorized
Absence.

Rejected Certified sick leave Monitor

@ AFYTF T HRT BT B H KO >

% Exc/Inc By Exc/Inc On Reqg. Statu Stat.ChgBy Stat.ChgOn Mails Cnt Mail Date UA Date Full Name

® e/ 2 09.10.2022 Cr22 DO NOT USE

= (O] ZS0ZER 09.10.2022 3 09.10.2022 Cr22 DO NOT USE

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Permanently Exclude Conversion
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4 )

ﬁ PERMANENTLY EXCLUDE rejected Certified Sick Leave from conversion to
Unauthorized Absence

This option should be used when the staff member’s attendance was confirmed by the Time
Manager during the absence dates, e.g. the staff member returned to work or
telecommuted. This action can be done at any time before the conversion of rejected days
to Unauthorized Absence.

Once completed, it cannot be reversed.

Procedure
1. Start the transaction using the menu path or transaction code,
Click the Enter icon G .
IZTMCSLREPORT *|[dH @@ SHE DL8 BE @
SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
BE & HE 2 v 4
» (3 Favorttes|

» (7 User menu for PAO1GLBLO3 PAO1GLBLO3

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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2. Select the period to generate the report. For example, Current year.
Enter the staff member’s index number in the Personnel Number text box, then click

the Execute icon r"J-i_
4 )
— You may run the report for multiple staff members by clicking

on the ‘Multiple selection’ icon and copying a list of index
numbers to the Personnel Number field.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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& ~ 40 SO BHE DO BAE @B,
Rejected Certified sick leave Monitor
&)=

[ Further selections " & Search helps ][ o Sort order
. Period
() Today ) Current month (%) Current year
(O Up to today () From today
() Other period
Data Selection Period To |
Person selection period To
Payroll period
| Selection
Personnel Number RN
Employment status 3 ' d
Company Code [ ]
Payroll area []
Pers.area/subarea/cost cente ' &
Employee group/subgroup [ ] E
Leave Start Date to
Leave Reguest ID [ 'to [ -

[ |Exception Reporting

3. Click on the Detail can be Expanded icon & to view the details of the record(s).

Rejected Certified sick leave Monitor
G AFT ERET BT B H WK H

% Pers.No. Start Date End Date Rec.Stat Leave Status Process WF ID WF Status WF Date A/A days Hours AM PM Notify Reason for excluding Exc/Inc By Exc/Inc On Reg. Statu Stat.ChgBy Stat.ChgOn Ma
Date DWS Daily WS text Status Act./ebs. type Text Status Att./abs. type text Observations

B g7~ 05.08.2022 06.05.2022 1 EARTIAL AP 274276129 POSTED 27.08.2022  9.00 63.00 NA
B 1377727 27.08.2021 30.05.2021 v EARTIAL AP 274255239 POSTED 15.12.2021  15.00 105.00 NA
B Guu i3l 09.08.2016 09.08.2016 [ REJECTED 53783925 WITHDRAWN 26.10.2016  0.50 3.50 A & &

07.07.2016 07.07.201¢ [I REJECTED 48882744 WITHDRAWN 26.10.2016  1.00 7.00 NA & (] PAOIGLELO3 29.09.2022
GA]CCIIzinT 29.04.2016 29.04.2016 X REJECTED @ 45264947 WITHDRAWN 26.10.2016é  0.50 3.50 B & (] PAOIGLELO3 29.09.2022
B3 AI2IZST 28.04.2016 28.04.2016 X REJECTED @ 45264935 WITHDRAWN 26.10.2016  0.50 3.50 BM & (] PWANJUKT ~ 21.12.2021

4. Click on the Permanently exclude icon & to permanently exclude the record from

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

Rejected Certified sick leave Monitor
& AFTY BWE AT BE H K4

D Pers.No. Start Date End Date  Rec.Stat Leave Status Process WE ID WF Status WE Date  A/A days Hours AM_PM Notify Reason for excluding Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Ma
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observations
| 5oz2n ) 05.08.2022 06.09.2022 o PARTIAL AP 274276129 POSTED 27.09.2022  9.00 €3.00 NA
5327009 27.08.2021 30.09.2021 ¢ PARTIAL AP 274255239 POSTED 15.12.2021 15.00  105.00 NA

0 oo Ll 08.08.2016 09.08.2016 (3] REJECTED 53783025 WITHDREWN 26.10.2016  0.50 3.50 AM & &

08 ($uoIil 07.07.2016 07.07.2006 [ REJECTED 48882744 WITHDRAWN 26.10.2016  1.00 7.00 NA & [} FAOIGLBLO3 29.09.2022
22513 29.04.2016 29.04.2016 X REJECTED @ 45264547 WITHDRAWN 26.10.2016  0.50 3.50 BM (] PAOLGLBLO3 29.09.2022
4.2016 UNHQ 0900-1700 Th x No match

(3 03301535 28.04.2016 28.04.2016 3 REJECTED [ 45264935 WITHDRAWN 26.10.2016  0.50 3.50 B & (] PWANJUKI ~ 21.12.2021

5. On the Confirm popup, click OK.
[= Confirm

0 Request will be excluded permanently!

E@ Cancel & Ok

6. Enter appropriate remarks in the Reason for Excluding text box. Click the Enter icon V]

to save the remarks and complete the transaction
[ Enter text X

Reason for excluding [ ‘Time Manager confirmed the staff member's telecommute and attendance i

7. The Permanently excluded icon & displays, indicating that the record has been
permanently excluded from conversion to Unauthorized Absence. It will display the
message added on “reason for excluding”.
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G AaATFTF ZEE AT B=H 4«

P M

%% Pers.No. Start Date End Date  Rec.Stat Leave Status Process WE ID WE Status WE Date  A/A days Hours AM PM Notify Reason for excluding Exc/Inc By Exc/Inc On Reg. Statu Stat.ChgBy Stat.ChgOn Ma
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observations
B 4uGaslll 05.08.2022 06.09.2022 4 PARTIAL AP 274276129 POSIED 27.09.2022 .00 63.00 ¥R
+° 27.08.2021 30.08.2021 (Y4 EARTIAL AP 274255239 POSTED 15.12.2021 15.00 105.00 MNA

09.08.201€ 09.08.2016 m REJECTED $3783925 WITHDRAWN 26.10.201€ 0.50 3.50 AM g e

07.07.2016 07.07.2016 m REJECTED 48982744 WITHDRAWN 26.10.2016 1.00 7.00 NA & e PAOLGLBLO3 28.09.2022
[ 29.04.2016 29.04.2016 ® REJECTED 45264947 WITHDRAWN 26.10.2016  0.50 3.50 PM £ PAOIGLBLO3 28.09.2022 §F PAOLGLBLO3 29.09.2022

16 UNHQ 090 00 7h x No match
00 (2227000 20.04.2016 28.04.2016 ® REJECTED 45264935 WITHDRAWN 26.10.2016  0.50 3.50 M £ PAOIGLALOS 29.09.2022 F PWANJUKI  21.12.2021

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Manually Convert to Unauthorized Absence

**Follow these steps to convert any unresolved days to Unauthorized Absence in line with Staff
Rule 5.3 (d) and 6.2 (e) and trigger automated notifications to staff for unresolved rejected
certified sick leave.

s

Scenario

UNAUTHORIZED ABSENCE

MANUALLY CONVERT UNRESOLVED REJECTED CERTIFED SICK LEAVE TO

In some cases, e.g. when the staff member has no quota for another type of absence to

replace the rejected CSL days and is soon to separate, the HRP may need to convert the

rejected CLS days into Unauthorized Absence manually without waiting for the 60 days

notification process. In such cases, the HRP should follow the process below.
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4 )\
g J
Procedure

1. Start the transaction using the menu path or transaction code, ZTMCSLREPORT
Click the Enter icon Q .
IZTMCSLREPORT ~] 4 Ce@ DHRE DL BE @@
| SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
BbE & #Hl 7 v o
* [0 Favortes]

» (1 user menu for PAO1GLBLO3 PAO1GLBLO3

2. Select the period to generate the report. For example, Current year.

Enter the staff member’s index number in the Personnel Number text box, then click

the Execute icon @.
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& ~ 40 SO BHE DO BAE @B,
Rejected Certified sick leave Monitor
&)=

| Further selections " & Search helps ][ o Sort order
. Period
() Today ) Current month (%) Current year
(O Up to today () From today
() Other period
Data Selection Period To |
Person selection period To
Payroll period
| Selection
Personnel Number RN
Employment status 3 | & |
Company Code [ ]

Pers.area/subarea/cost cente

Payroll area []
>
22

Employee group/subgroup

R S
Leave Start Date to |

Leave Request ID | | to | -

[ |Exception Reporting

3. Click on the Detail can be Expanded icon & to view the details of the record(s).

Rejected Certified sick leave Monitor
@ AYFYTF ERE BT BE H KM

% Pers.No. Start Date End Date  Rec.Stat Leave Status Process WE ID WF Status WE Date  A/A days Hours AM _PM Notify Reason for excluding Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Ma
Date DWS Daily WS text Status Att./abs. type Gext Status Att./abs. type Lext Observations
(B praCTaCl 05.08.2022 06.09.2022 o BARTIAL AP 274276129 POSTED 27.09.2022  9.00 €3.00 MA
0 €32770u0 27.08.2021 30.09.2021 o PARTIAL AP 274255239 POSTED 15.12.2021 15.00  105.00 NA
3877107 09.08.2016 09.08.2016 [ REJECTED 53783925 WITHDRAWN 26.10.2016  0.50 3.50 A & [+
J 07.07.2016 07.07.2016 m REJECTED 48882744 WITHDRAWN 26.10.2016 1.00 7.00 NA g e
Eme-,,::ﬂ 29.04.2016 29.04.2016 X REJECTED (3 45264947 WITHDRAWN 26.10.2016  0.50 3.50 M & &
0 5eIIIIT7 28.04.2016 28.04.2016 X REJECTED @ 45264935 WITHDRAWN 26.10.2016  0.50 3.50 ™ & (V] PWANJUKT ~ 21.12.2021

4. Click on the Create Unauthorized Absence g to convert the record to Unauthorized
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* Pers.No. Start Date End Date

Rec.Stat Leave Status Process

WE ID WF Status WF Date

A/A days Hours RBM PM Notify Reason f

Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observatic
08602322 17.02.2020 23.03.2020 R REJECTED 234351114 REJECTED 26.00  195.50 WA &

17.02.2020 ET00 0830-1730 8h x - No match
18.02.2020 ET00 0830-1730 sh x Create unauthorized absence No match
15.02.2020 ET00 0830-1730 8h ® No match
20.02.2020 ET00 0830-1730 8h ® No match
21.02.2020 ET01 0830-1400 5.5h x No match
22.02.2020 OFF OFF Y Day off
23.02.2020 OFF OFF v Day off
24 A% 2090 BTAA ASIN_1T72IN Sk @ WA matrrh

5. Click the Test Mode checkbox to uncheck it.

6. Click the Skip Notifications checkbox to generate an email notification to the staff

member. Then click the Execute icon §

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Rejected Certified sick leave Monitor: Notification
@ & )=(

| Further selections || & Search helps l\' 4 Sort order

| Period
(® Today () Current month () Current year
O Up to today () From today

() Other period
Data Selection Period To
Person selection period To

[ Payroll period

| Selection

Personnel Number

Employment status

Company Code
Payroll area

Pers.area/subarea/cost cente
Employee group/subgroup

Leave Start Date fo

Leave Request ID '005056BCE29E1EEAS... to

[]®

| | Test Mode

|v]Skip Notifications

7. The Unauthorized Absence is created, and the notification is sent to the staff member.
Rejected Certified sick leave Monitor: Notification
& AT F ¢ BIEHTRI H

Document Identification * Changed on  Time *  SeqMo Persho. User Name Description
005056BC629E1ED68CFCB7134C4F23BE 29.09.2022 01:58:42 1 27290 PAO1GLBLO3
29.09.2022 01:58:42 2 22412 PAOIGLBLO3  JUnauthorized absence created
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8. The staff member will receive a notification by email indicating that the rejected CSL
request has been converted to Unauthorized Absence. Below is a sample of the email

notification.

Rejected CSL resulting in Unauthorized Absence
=1 rtandic Mz ooe on 13.09.2022 00:40:55

Created

Dear Cr.01-04, CSL WORKFLOW,

You are receiving this automated email as you did not take the required corrective action within4s days of notification of your certified sick leave request being rejected:

[Certified Sick leave 13.00 days]
[Start date: 2022-08-18 — End date: 2022-09-06]

In the absence of the requested information to substantiate your rejected certified sick request, or the recording of another leave type (for example Uncertified Sick leave up to applicable limits) to cover
the period of unaccounted absence, the rejected request results in Unauthorized absence in line with Staff Rule 5.1 (e)(ii) and 6.2 (d). This unauthorized absence will be reflected in the respective monthly
time statement and will result in a deduction from your salary and allowances in your next payslip.

Please contact your HR Partner if you need further guidance and clarifications.

Umoja

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Manually Delete Unauthorized Absence

-

Scenario

CERTIFIED SICK LEAVE APPROVED AFTER THE UNAUTHORIZED ABSENCE
WAS CREATED

HR Partner can manually delete the unauthorized absence record.

At times, a staff member may provide the required doctor’s certificate only after the staff
member’s rejected CSL have been converted to Unauthorized Absence, resulting in
recoveries against the staff member’s pay. Once Medical Services or an HR Partner
approves the provided documentation, the HR Partner must manually delete the
unauthorized absence record. This will trigger repayment of the recovery.

1. As a best practice, always keep an offline copy of the proof of CSL approval in the staff
member files for future auditing purposes.
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%% Pers.No. Start Date End Date Rec.Stat Leave Status Process WE ID WF Status WF Date A/A days Hours AM PM Notify Reason i
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. type text Observatic
B cocrniso 05.08.2022 06.09.2022 14 PARTIAL AP 274276129 POSTED 27.09.2022 9.00 €3.00 NA
05.08.2022 UNHQ 0900-1700 7h %4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
06.08.2022 OFF OFF ¥4 Day off
07.08.2022 OFF OFF Y4 Day off
08.08.2022 UNHQ 0900-1700 7h Y4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
09.08.2022 UNHQ 0900-1700 7h %4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
10.08.2022 UNHQ 0900-1700 7h Y4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
11.08.2022 UNHQ 0900-1700 7h Y4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
12.08.2022 UNHQ 0900-1700 7h 14 1118 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
13.08.2022 OFF OFF %4 Day off
14.08.2022 OFF OFF W Day off
15.08.2022 UNHQ 0900-1700 7h Y4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
16.08.2022 UNHQ 0900-1700 7h (Y4 111% Certified Sick Leave POSTED 1119 Certified Sick Leave Match
17.08.2022 UNHQ 0900-1700 7h [%4 1119 Certified Sick Leave POSTED 1119 Certified Sick Leave Match
.05, - [ 1160 Unauthorized Absence Match
19.08.2022 UNHQ 0900-1700 7h Y4 1160 Unauthorized Absence Match
20.08.2022 OFF OFF v Day off
21.08.2022 OFF OFF v Day off
22.08.2022 UNHQ 0900-1700 7h "4 1160 Unauthorized Absence Match
23.08.2022 UNHQ 0500-1700 7h (V4 1160 Unauthorized Absence Match
24.08.2022 UNHQ 0900-1700 7h V 1160 Unauthorized Rbsence Match
25.08.2022 UNHQ 0900-1700 7h %4 1160 Unauthorized Absence Match
26.08.2022 UNHQ 0900-1700 7h 4 1160 Unauthorized Absence Match
27.08.2022 OFF OFF (¥4 Day off
28.08.2022 OFF OFF v Day off
29.08.2022 UNHQ 0900-1700 7h Y4 1160 Unauthorized Absence Match
30.08.2022 UNHQ 0900-1700 7h %4 1160 Unauthorized Absence Match
31.08.2022 UNHQ 0900-1700 7h (¥4 1160 Unauthorized Rbsence Match
01.09.2022 UNHQ 0900-1700 7h 14 1160 Unauthorized Absence Match
02.09.2022 UNHQ 0900-1700 7h Y4 1160 Unauthorized Absence Match
03.09.2022 OFF OFF %4 Day off
04.09.2022 OFF OFF v Day off
05.09.2022 UNHQ Public Holiday Y4 Public Hqg
06.09.2022 UNHQ 0900-1700 7h ¥4 1160 Unauthorized Absence Match

Delete the Unauthorized Absence
1. Execute the PA30 Tcode and select InfoType 2001 for edit.
To delete the Unauthorized Absence record: 1. Highlight the record 2. Click on the

Delete icon ﬁ )
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Ligt4boencas 2001 Delete the records -
DsoaTS follow the two steps
@J#Meﬁe Pers. No. 2208 Pers.Assgn | sbitE420 LGGZZOCD 4 v
Fndby | Neme o amcuaa | EOD UN[27.05.2011/ AT of the US Emp. Stat  Active
@D pPerson  EEGroup 2| Local Staff Us00]  New York DOS 0SO HMD
* (R Colect® ge sybgrp /65| General Service G-5 l10] 2ppt  Fixe/ Aerm Exp |31.05.2027
" (Rl Search Choose |0l.01.1800/ To  [31.12.9999 STy. '
+ (Rl Free se
Absences |
_ |stertDate End Date  Ab... Att./abs. type text Fom To P Abs.days o
14 6.09.2022 06.09.2022 1160 Unauthorized Absence 1.00 w
. 2.09.2022 02.09.2022 1160 Unauthorized Absence 1.00f ¥
L] 1.09.2022 01.09.2022 1160 Unauthorized Absence 1.00
31.08.2022 31.08.2022 1160 Unauthorized Absence 1.00
30.08.2022 30.08.2022 1160 Unauthorized Absence 1.00
20.08.2022 29.08.2022 1160 Unauthorized Absence 1.00
L 26.08.2022 26.08.2022 1160 Unauthorized Absence 1.00
25.08.2022 25.08.2022 1160 Unauthorized Absence 1.00
24.08.2022 24.08.2022 1160 Unauthorized Absence 1.00
L 23.08.2022 23.08.2022 1160 Unauthorized Absence 1.00
22.08.2022 22.08.2022 1160 Unauthorized Absence 1.00
~ |19.08.2022 19.08.2022 1160 Unauthorized Absence 1.00
o 18.08.2022 1160 Unauthorized Absence 1.00
: 05.08.2022 17.08.2022 1119 Certified Sick Leave 9.00

2. Click the delete icon o again.

Delete Absences (2001)
o A% Personal work schedule Activity allocation  Cost assignment  External services @

[=[=][5]»  Pers. Pers.Assgn | 30054120 Hi23030 =
' Find by Name | - EOD UN|27.05.2011| NAT of the USA Emp. Stat  Active
| ¥ @8 Person EE Group 2] UsS00| New York Org DOS 0SO HMD

* (R} Collect?  gg subgrp /65| General se 10| Appt Fixed Term Exp |31.05.2027

* ) search Start 18.08.2022| To Chg. |13.09.2022/AMARCOS1 |

« [ Free se
Absence type {1160 Unauthorizé [y

¢ » Time | = [CJPrevs
——— [_ A - o

Absence hours L__7-00 Click the bin once again to delete the
Absence days | 1.00

record

Create the CSL record(s) for the approved dates
1. Execute the PA30 Tcode and select (1) InfoType 2001, (2) STy 1119 Certified Sick
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Leave for edit. Then (3) click the Create icon D

P =[]
Find by

~ G Person |

« [ collectr

« [l search

. IH Free se

Tt et nlal
RAGL s

| Pers.Assgn | 3Bl
EOD UN 27.05.2011 NAT of the USA
US00|  New York

[6-s 10| appe

Name |¥:-mine V.MU
EE Group |2| Local Staff
EE Subarp @ General Service

Fixed Term

<

Emp. Stat A

Org DOS OSO HMD

Exp |31.05

Benefts Data | S... |

l_ Infotype text s..| || Period
| Organizational Assignment o ~ | (e Period
~ Planned Working Time v " From | |To |

Time Quota Compensation ) Today () Curr.week
Iihbsenm L[| OAl () Current month
| Attendances () From curr.date () Last week
| Substitutions () To Current Date () Last month
| |Overtime () Current Period () Current Year

Maternity Protection/Parental Leave a IE Choose l
| Absence Quotas -
| Direct selection

Infotype 2001 5!51 e

2. Enter the (1) dates to be covered, (2) click Validate button, then click the Save button

(3)-

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

[E Infotype System

z@

Create Absences (2001)
B A&
W Pers. No.

Edit Goto

-

[ [personal work schedule

~m A

N

Time Management HR Partner - 1_en

Help

@ea DHB o000 BE @

Find by | Name | ¥azmieeweims
~ @9 person EE Group |2| Local Staff

* (R Colecth ge subarp (5| General service
Absence type
Time
“““ Absence hours
Absence days

Calendar days
Quota used

Payroll Simulation

Activity allocation  Cost assignment  External services @
Pers.Assgn | 2AG34420 00022380 v
| EOD UN[27.05.2011/NAT of the USA Emp. Stat
'Us00|  New York 0rg DOS 0SO HMD
65 10| 2ppt Fixed Term Exp [31.
1119 Certified Sick Leave
' | - | Oerev.day
[CJFull-day
T o.00]
— R

Run a payroll simulation for the current month to confirm that the staff member will be refunded
deductions made as a result of their rejected CSL being converted into Unauthorized Absence.

1. Execute the PA30 Tcode and select (1) InfoType 0008 Basic Pay for edit. Then (2) click

o
the View icon <&

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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2. Click on Payroll Simulation.

iManual published by United Nations DOS/CDOTSPDF version of the man
Please always consult this site to get the most updated information.

=|(=p)[88] » Personnelno.  {E2-Ci i) Pers.Assgn  [Sog2442C Toc220en | [
Gl Name [C1.53-C4 Z°% #oRUTION | EOD UN[27.05.2011|NAT of the USA Emp. Stat  Acti
| ~ @ Person EE Group E| Local Staff _USOO_‘ New York Org DOS 0SO HMD
* [ Collectr  gg subgrp 65| General Service G-5 [10] appt Fixed Term Exp [31.05.2
* {H] search
* K} Free se .
_ Basic Data | Contract Data Time Data | BenefitsData /S... | < [*
< Infotype text s..| || Period
—a
_ |Actions ¥ ~ || (OPeriod
~ Organizational Assignment ¢ 7| Fom [01.01.1800/To  [31.12.9999)
~ Payrol Status v O Today (O Curr.week
_ Planned Working Time v @Al () Current month
~ Basic Pay Y
_Activib,f with Higher Rate of Pay Use InfOTvpe No. 8 and
Bank Details v click enter to populate
~Recurring Payments/Deductions v . the Basic Pay
_Additional Payments - }
' Direct selection /
Infotype Basic Pay STy
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Display Basic Pay (0008)
3
|4=| =& » Ppers. No. 2| Pers.Assgn | 200%es g mpenEama ~|
Find by | Name [Cz.22-94 CCL =°DPTISW | EOD UN|27.05.2011/RAT of the USA Emp. Stat  Active
¥ % Person EE Group m Local Staff [US00|  New York Org DOS 0SO HMD
* (i Collectn EE Subgrp |G5! General Service G-5 [10] 2ppt Fixed Term Exp |31.05.2027|
) Eia;?e Start 01.01.2018] To  [31.12.9598) Chg. [10.01.201%/[2ASBELL
- ! | | I
Object D M1
1 Next increase | [31.12. 9998/
| Pay scale | Further Information
Type [es|  General Service Capacity Util. Level 100.00 % [pER
Area 01 USA - New York Work hours/period [174.00/ Monthly |
Group G-5 | Level [10] Ann.salary | 0.00 |[vsp |
W... \Wage Type Long Text 0. Amount Curr... L.. A.. Number/Unit Unit
1100 Gross Salary 81,987.00 USD I [ 0.00 '
1113 Net Base Salary €1,571.00 USD I ¥ 0.00
4127 Pensionable Base 78,416.00 USD I [ 0.00
1141 1st Language Allowance 0.00 USD I [ 0.00
:/1142 2nd Langua nce 0.00 USD I [ 0.00
i Click Payroll -
Simulation -
« e ’
v §b1.01.20192§_[31.10.2019|E@f 61,571.00 [usp |} Ppayroll Simuktion |

3. Enter the (1)end of the current month, then (2) click Continue (],

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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~ Pers. No. RS Pers.Assgn  |350R4400 CALI600 =
| Mame[ oA | EOD UN|27.05.2011/NAT of the USA Emp. Stat  Act
EE Group 2| Local Staff [usoo]  New York org DOS 0SO HMD
EE Subarp Gs| General Service -5 |10 Eppt Fixed Term Exp [31.05.:
Start lo1.01.2018] To [31.12.9998] cChg. [10.01.2019/2ASBELL
Object ID ]
Next increase I [31.12.99:
Bl | Pay scale | Further Information
Type '6s|  General Service Capacity Util. Level l100.00/% "B
Area w1 USA - New York Work hours/period l174. OUHMontth
Group G-5 Level 10| Ann.salary | 0.00 |USD

[= Choose key date

Keydate @@ | i31.08.2c curr... L
§1,987.00 USD I [}
Selection period lo1.01.2019) €1,571.00 USD I [V
79,416.00 USD I [
To 31.12.9999 0.00 UsD I [}
o 0.00 USD I [
Enter the end of the
«» concerned month

0.00
0.00

0
0.00
0.00

. A.. Number/Unit Unit

4. Then review the generated pay slip to confirm the reinstatement of the deductions.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Pay Type Regular payroll UsD

Pay Period 01.08.2022 - 31.08.2022

Pay Area L1l Local UNHQ

Index cocann i) Tasndno WALME

Pay Date. 24.08.2022 Grade G-5 [/ 10

Retro-active Current Period
Rate Hrs/Unit IAmount Rate Hrs/Unit Amount ¥YID

Earnings & Allowances
Gross Salary 7,602.67 7,602.67
*** Total Earnings 7,602.67 7,6€02.67
Deductions, Adjustments & Claims
SM Pension Contribution 1,159.54
Staff Assessment 1,871.42 1,871.42
k% Total Deductions 1,871.42 3,031.36
Recoveries Balance
Salary Advance 04 4, 468.61
k&% Total Recoveries & Balances 4,468.61
x*x* Total Net 5,833.95

UN Contribitions
UN Pension Contribution 1,159.83 1,159.93
*** Total UN Contributions 1,159,593 1,159.93

Net Payments

Wage Type Amt In Payroll Curr Amt In Payment Curr

Payment /559 5,319.29 UsD
Payment of balance /558 514.66 ush

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

Monitor Certified Sick Leave Exceptions

HR Partners can use the Rejected Certified Sick Leave Monitoring Report to generate
Exception Reports on:

* Permanently excluded
» Temporarily deferred
* Paused

» All exceptions

Follow the steps below to create exception reports.
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1. Start the transaction using the menu path or transaction code, then
click the Enter icon e
[l rcrerT_~]dH €¢@@ CHE DDOD BE @B
SAP Easy Access - User menu for PAO1GLBLO3 PAO1GLBLO3
B & HB 2 v 4
» [T FaeiEes

» (1 User menu for PAO1GLBLO3 PAO1GLBLO3

2. Select the period to generate the report. For example, Current year.
Rejected Certified sick leave Monitor

@ )=(
[ Further selections |[ = Search helps ]I = Sort order I
| Period
) Today () Current month
{ JUp to today ) From today
() Other period
Data Selection Period To |
Person selection period To |
[ Payroll period ]
| Selection

Personnel Number

Employment status 3| [ = |

Company Code ' ' =

Payroll area [ ] E
| |

Pers.area/subarea/cost cente
I

Employee group/subgroup

Leave Start Date ' ' to | ' =
Leave Request ID to ' =

E Exception Reporting |

3. Enter the staff member’s index number in the Personnel Number text box.

4. Click the Exception Reporting checkbox, which will populate all types of available
reports.

5. Select one of the Exception Reporting parameters to generate the report, then click the

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

Execute icon

Rejected Certified sick leave Monitor

@ )=l
l Further selections ][ & Search helps ][ & Sort order ]
| Period
() Today ) Current month (®) Current year
(O Up to today () From today
(") Other period
Datz Selection Period To
Person selection period To

I Payroll period

| Selection
Personnel Number ]
Employment status 3
Company Code ]
Payroll area ]
Pers.area/subarea/cost cente '
Employee group/subgroup [ ]
Leave Start Date ] o [ | [?]
Leave Request ID 'to | Ili]

iv|Exception Reporting

|= Permanently excluded]
(_JReview - Temporarily deferred
(JReview - Paused

{JReview - All exceptions

6. You may review the report for monitoring purposes, or take appropriate action as
outlined in the above steps.

Rejected Certified sick leave Monitor
AFF ZWE BT B H K4 PM

%5 Pers.No. Start Date End Date  Rec.Stat Leave Status Process WF 1D WF Status WE Date  A/A days Hours AM PM Fotify Reason for excluding Exc/Inc By Exc/Inc On Req. Statu Stat.ChgBy Stat.ChgOn Ma
Date DWS Daily WS text Status Att./abs. type text Status Att./abs. Type text Observations

03 (uiiinl 29.04.2016 29.04.2016 X REJECTED 45264947 WITHDRAWN 26.10.2016  0.50 3.50 B & EAOIGLBLO3 29.09.2022 @ PROIGLBLO3 29.09.2022

G 0ide s 28.04.2016 28.04.2016 X REJECTED 45264535 WITHDRAWN 26.10.2016  0.50 3.50 BM £ PAOIGLBLO3 29.08.2022 % PWANJUKT ~ 21.12.2021
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7. The same process should be followed to view all other available exception reports.
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Notifications of Rejected Certified Sick Leave

When a staff member’s request for Certified Sick Leave is rejected, in whole or partially,

notifications emails are sent:

» at the time the request is rejected,

* 15 days after the rejection (First Action Required email),

» 30 days after the rejection (Second Action Required email),

» 45 days after the rejection (Third Action Required email), and
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» 60 days after rejection (Notice of Conversion of rejected CSL to Unauthorized Absence)

4 N

=

CSL Partially approved by Medical Services, rejected days are converted to
Unauthorized Absence records

The screen shots below illustrate the email notifications sent to a staff member when their
CSL is partly rejected.

& J

Rejection Notification Email — email received by SM upon rejection of CSL
Certified Sick Leave rejected for coisini. iiodail

Created =] CROIALLO4 CRO1ALLO4

Dear .. arudmie Roaw

You are receiving this automated email as your request for Certified Sick Leave has
been partially rejected by
the Medical Service, as follows:

Certified Sick Leave 9,00 days

18.08.2022 - 06.09.2022 rejected

05.08.2022 - 17.08.2022 approved

Please take the required action as detailed in the notification received from

the medical service. Alternatively, you can submit a request for a different

leave type to cover the rejected period (for example Uncertified Sick leave up to applicable limits).

Failure to take corrective action within 60 days of the date of this

notification will result in your rejected Certified Sick Leave days being treated as

Unauthorized Absence in line with Staff Rule 5.1(e)(ii) and 6.2 (d), which will result in deduction from your salary and allowances.
Please contact your HR Partner if you need further guidance and clarifications.

Thank you,

Umoja

Rejection Notification Email — email received by SM 15 days after rejection

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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ACTION REQUIRED- Rejected CSL
Created =]

Dear 77 Balo B4
Our records indicate that you have an unresolved period of absence resulting from a rejected certified sick leave as follows.

[Certified Sick leave 13.00 days]
[Start date: 2022-08-18 — End date: 2022-09-06]

You have been required to provide additional information to substantiate your rejected sick leave request per the details provided by your HR Partner or
Medical services in your rejection notification. This action should be taken as soon as possible.

Alternatively, you can submit a request for a different leave type to cover the rejected period (for example Uncertified Sick leave up to applicable limits).
Please take the required action within 45 days of this notification.

Failure to take corrective action by the set deadline will result in your rejected certified sick leave days being treated as Unauthorized Absence in line with
Staff Rule 5.1 (e) (ii) and 6.2 (d), which will result in deduction from your salary and allowances.

For any inquiry on this matter please contact your HR Partner or supporting Medical Service where applicable quoting your case number.
Thank you for your cooperation,

Umoja

Rejection Notification Email — email received by SM 30 days after rejection

ACTION REQUIRED- Rejected CSL - REMINDER
Created =]

Dear g Arie Dowd il
You are receiving this automated email as a reminder to take necessary action to resolve the following rejected certified sick leave request:

[Certified Sick leave 13.00 days]
[Start date: 2022-08-18 — End date: 2022-09-06]

You have been required to provide additional information to substantiate your rejected sick leave request per the details provided by your HR Partner or
Medical services in your rejection notification. This action should be taken as soon as possible.

Alternatively, you can submit a request for a different leave type to cover the rejected period (for example Uncertified Sick leave up to applicable limits).
Please take the required action within 30 days of this notification.

Failure to take corrective action by the set deadline will result in your rejected certified sick leave days being treated as Unauthorized Absence in line with
Staff Rule 5.1 (e) (ii) and 6.2 (d), which will result in deduction from your salary and allowances.

For any inquiry on this matter please contact your HR Partner or supporting Medical Service where applicable quoting your case number.
Thank you for your cooperation,

Umoja

Rejection Notification Email — email received by SM 45 days after rejection
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ACTION REQUIRED- Rejected CSL- FINAL REMINDER

Created = on

Dear Cou.inis wAadi,
You are receiving this automated email as the last reminder to take necessary action to resolve the following rejected certified sick leave request:

[Certified Sick leave 13.00 days]
[Start date: 2022-08-18 — End date: 2022-09-06]

You are required to provide additional information to substantiate your rejected sick leave request per the details provided by your HR Partner or Medical
services in your rejection notification. This action should be taken as soon as possible.

Alternatively, you can submit a request for a different leave type to cover the rejected period (for example Uncertified Sick leave up to applicable limits).
Please take the required action within 15 days of the date of this notification per email sent on the 2022&9-09.
AN

N
Failure to take corrective action by the set deadline will result in your rejected certified sick leave days being tt\‘tgd as Unauthorized Absence in line with
Staff Rule 5.1 (e) (ii) and 6.2 (d), which will result in deduction from your salary and allowances. \
N\

For any inquiry on this matter please contact your HR Partner or supporting Medical Service where applicable quotinh\ “case number.

Thank you for your cooperation, This will be the date of the

Umoja rejection notification email

Rejection Notification Email — email received by SM 60 days after rejection

Rejected CSL resulting in Unauthorized Absence

Created = on

Dear :ovninic DAL,

You are receiving this automated email as you did not take the required corrective action within 4 days of notification of your certified sick leave request
being rejected:

[Certified Sick leave 13.00 days]
[Start date: 2022-08-18 — End date: 2022-09-06]

In the absence of the requested information to substantiate your rejected certified sick request, or the recording of another leave type (for example
Uncertified Sick leave up to applicable limits) to cover the period of unaccounted absence, the rejected request results in Unauthorized absence in line with
Staff Rule 5.1 (e)(ii) and 6.2 (d). This unauthorized absence will be reflected in the respective monthly time statement and will result in a deduction from
your salary and allowances in your next payslip.

Please contact your HR Partner if you need further guidance and clarifications.

Umoja
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