Umoja Annual
Declaration for HR
Partners

1 — Last update: 12 January 2024



Table of Contents

1. AbOUL this ManUAL ........c.. i s e s e na s e e s e e s s ra s s na s e nas s rnssrnnnssnnnssrnssrnnnnrnnnnnn 4

0 - - SRR 5

BT S = (=T o LU =] = 6

3.1. HR Partner’s Responsibility During Eligibility REVIEWS.........cooiiiii e 7

3.2. Staff Member’s Responsibility During Eligibility ReVIeWs ... 8

3.3. Required Official DOCUMENTS ... .couuiiiiii et e e e e et e e e e e eees 9

R S o Y o = S 12

I €10 o =Y I o {0 Yo7~ PSPPSRI 13
4.1.1. Adding or Modifying Dependency/Household member requests for family members (ESS

LT e .7 14

4.1.2. Special DependenCy REQUESTS ... e e eaeaas 15

4.2. EXCeplions 10 GlODal PrOCESS ... ....iiuii e 17

O I e U o o7 =To [0 = OSSP 18

5. ANNUAl DeClaration ..ot e s er e nnaas 19

5.1, PrOCESS REVISIE ...t et et 20

ST o =T =0 [T 1 (T 22

5.3. Review and Approve an Annual Declaration ... 24

5.4. Monitoring the Annual Declaration Review Progress ........coooiiiiiiiiiiiii e 28

5.5. Update Annual Declaration Statuses Manually ..o 31

6. Dependency AllIOWaNCe ProCEAUIES .........cciieuiiiiiiriiieisirrasrrasssrasssrasssrnsssrnsssrnsssrnsssensssensssensnsensssnnnnssenn 34

6.1, GENEIAl PrOCEAUIES .. .ottt ettt e et e et aaa s 35

6.1.1. Review Dependents HiSTOry .. ... e e 36

6.1.2. Run HR Dependents REPOIt ... .o e eeeenns 39

6.1.3. Add a Dependency DOCUMENT ... ...t e e e e e e e e e e e aneaes 48

6.2. Adding New Dependents or Household Members (ESS Approval)........ccoovviiiiiiiiiiiiiiieeeeen, 53

6.2.1. Approve Change in Marital Status ...........iiiiiiiiii e e 54

6.2.2. Approve Addition Of @ SPOUSE .....iiiii i e 58

6.2.3. Approve the Addition of a Secondary Dependent ...........cooiiiiiiiii i 64

6.2.4. Approve the Addition of @ Child..........coooiiiii e 66

6.3. Adding Dependents or Household Members (ECC) ..o 75

LG T I Vo o = T o 11| o [PPSR 76

6.3.2. Change Marital Status and Add @ SPOUSE .......coiuiiiiiiii e 86

6.3.3. Add @ HOUSENOId EMPIOYEE ... .ceniiiie ettt e e e e e e e e e e eneees 95

6.3.4. Add a Secondary DePeNndENt .......coouuiiiiiiiii e e eaaans 96

6.4. Single Parent AlloWancCe (ECC) ... . et e e e e e e e e e e e e aees 98

6.4.1. Grant Single Parent AllOWaANCE. ........coouiiiiie et e e e e eaes 99

6.4.2. Grant Adjusted Single Parent AlIOWaANCE .........ccouiiiiiiiiiie e 103

Page 2 of 145



6.4.3. Discontinue Single Parent AllOWaNCE .........couuiiiiiiii e 104

6.5. Modify or Discontinue Dependents (ESS APProval) ..o 109
6.5.1. Approve Modification to or Discontinuance of a Dependent Child..................co.oooiiiii. 110
6.5.2. Approve Modification or Discontinuance of a Dependent Spouse...........cccceeeiieiiiiiiiiiieeennnn. 113
6.5.3. Approve Modification to or Discontinuance of a Secondary Dependency Allowance............ 117

6.6. Modify or Discontinue Dependents (ECC) ... ... 120
6.6.1. Modify or Discontinue Dependent SPOUSE .......coviiuiiiiiiiiii e 121
6.6.2. Modify or Discontinue Secondary Dependency AlIOWanNCe ..........c.oceeuuiiiiiiiiiiiiiiiiieeeieeeeeen, 123
6.6.3. Discontinue HOUuSEhOId EMPIOYEE .......uiiiniiii e 125
6.6.4. Override Transitional AlIOWEANCE ........ oot e 127
6.6.5. Modify or Discontinue Dependent Child ............coouiiiiiiiiii e 128

A L= 0T o= 136

280 P 10187/ 1= P 137
40 O I I 11 L0 I o T ) PSR 138
7.1.2. ITO00Z (Personal Data@).......c.uviiiuiiiiiei et e e e e et e et e eanas 140
7.1.3. IT0021 (Family Members/Dependents) ..........coeiuiiiiiiiiiie e 141
7.1.4.1T0703 (Documents 0N DEPENAENT) ...ccieueiiiei e e e e e e e eeees 142
7.1.5. 1T9003 (Entitlement MONItOrING) .. ...uuniiiiii e e e e e e 144

Page 3 of 145



1. About this Manual

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

2. Overview

All United Nations Secretariat staff members are required to keep information about their
dependents and household members up to date. A recognition of a family member as a
dependent may give rise to payment of dependency benefits provided the required conditions
are met:

* Household member refers to UN recognized family members, i.e. spouse, child, legally
adopted child, disabled child and secondary dependents (parent or sibling) of a staff
member, who have not yet been recognized as dependents.

* Dependent refers to UN recognized family members as defined above for whom the staff
member provides main and continuing support and who meet the criteria as per
and

+ Dependency allowance refers to the monetary entitlement a staff member can receive
for their dependents.

* For General Service (GS) and related categories:
Dependency benefits for staff members in these categories are provided in the form of a
flat rate allowance in those duty stations where it is applicable, i.e. provided for in the
relevant General Service and related salary scale.

* For Professional and higher categories:
Dependency benefits for staff members in these categories are provided in the form of a
flat rate allowance a staff member may be paid, they may receive a single parent
allowance in lieu of a dependent child allowance per

The is used to review and
monitor staff member dependency entitlements. This process replaces Inspira’ s eP84 form
and other local arrangements used in the past for this purpose.
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3. Prerequisites

Establishing family members as household members and processing dependency benefits
requires considerable advance preparation on the part of the HR Partner, and staff member.
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3.1. HR Partner’s Responsibility During
Eligibility Reviews

* Review the staff member’s appointment status in Umoja (view contract data via PA20) to
ensure eligibility for the dependency allowance.

* Review and use to verify eligibility for household members to be
UN recognized family members.

* Review staff member’s current family member profile in Umoja (view family member/
dependants via PA20), noting the existing family members and checking for the following
circumstances:

o No duplicate requests, i.e. adding the same child twice or adding an additional
recognized spouse;

o Claim of EITHER a dependant spouse OR a secondary dependant (staff members
cannot establish both as dependants). In cases of two staff married to each other,
only the higher salaried staff member can claim dependency;

o Staff members in General Services & related categories do not exceed the
maximum of 6 dependent children, if applicable.

» Check if the staff member has claimed single parent status and if yes, if there is any
financial support received on behalf of a dependant.

* Review staff member’s official status file for related to UN recognized
family members. If the official documents are not on file, the staff member must be
instructed by the HR partner to take action to submit them as per the

. The HR partner will not approve any dependency requests without seeing
and verifying original supporting documentation, even if a non-verified copy has been
attached to the Employee Self-Service (ESS) application.
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3.2. Staff Member’s Responsibility During
Eligibility Reviews

Staff members are required to provide that clearly shows the
relationship between the staff and the family member and the dependency status for eligible
family members. The staff member may submit documentation to create a household member
and later on create a dependency request or both may be submitted at the same time.
Dependency is established when it is determined that the family member is financially
dependent on the staff member.

To claim dependency for these family members, the staff member must also provide some
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3.3. Required Official Documents

Dependent

Documentation to prepare for Umoja upload

Type

Spouse

Natural or
legally
adopted
child,
Stepchild

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.

« For a dependent spouse who is employed, an annual wage statement or
tax return showing that earnings are below the earnings limit. All earnings
received, including but not limited to pension income, such as retirement
and disability benefits, and earnings resulting from investments, shall be
taken into account when considering dependent’s computation of the
annual gross earnings.

e

i
— US citizens or permanent resident holders in receipt of
= dependency allowance for a spouse, must file joint tax
returns whether or not their spouse is employed, and all

dependents must be claimed on their return.

» For a new spouse or partner (whether dependent or not), marriage
certificate, certificate of partnership and the birth certificate or passport of
the spouse or partner.

» For a separation or divorce, the divorce decree or legal separation
documents.

» For a new child, birth certificate and adoption decree, if applicable

r

A
— Foster care and guardianship do not constitute legal
= adoption. For staff members who are not custodial
parents, and do not have a court document specifying
the amount of child support payments, a notarized affidavit
from the custodial parent must be provided indicating the

amount of support that the staff member provides for the

Page 9 of 145
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child. The staff member must also provide proof of payments
in the form of cancelled cheques, wire or bank transfers.

.

» For dependent children or stepchildren between the ages of 18 and 21,
completed form as proof of full-time school
attendance

» For a stepchild of any age, proof of residence with the staff member, as
well as custody agreement

« If the staff member is in receipt of any governmental assistance (i.e.
government grant) in respect of any of his/her dependent children, he/ she
must report the annual amount of the grant in the Employee Self-Service
(ESS) application.

Disabled
Child The disability certification by UN Medical Services (process done offline).
Secondary ) . . :
dependent: Proof of financial support provided during the year, the amount of support must be
PaFr)ent ~ at least twice the amount of the allowance. Alternatively, proof of residence if the
secondary dependent lives with the staff member.
» Proof of financial support provided during the year; the amount of support
Secondary .
must be at least twice the amount of the allowance.
dependent: o )
Sibling » For a sibling between the ages of 18-21, proof of full-time school

attendance

Other children who fulfil the age, school attendance and support requirement may be
recognised as dependent children.

For deceased household members (regardless of their dependent status) staff members will
need to submit their death certificate.

Cash payments and affidavits cannot be accepted as proof of financial support. Acceptable
proof of support: cancelled cheque, money order receipts, copy of certified cheque or bank
transactions.

For more information refer to (ST/

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 10 of 145
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1C/2021/8).
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4. Process
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4.1. Global Process
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4.1.1. Adding or Modifying Dependency/
Household member requests for family
members (ESS Workflow)

1. The staff member submits the original documentation offline for verification by the HR
Administrator, who stamps and dates a copy as seen and verified; and returns the
originals to the staff member.

2. After checking the staff member’s family profile and ensuring this is not a duplicate
record, the staff member or in exceptional cases, the HR Administrator enters personal
data related to dependency (marriage, newborn child, etc.) in the Employee Self-Service
(ESS) and, if applicable, requests dependency benefits. If no dependency benefits are
requested, the approval will be for a household member.

3. As part of the submission, the staff member or HR Administrator needs to upload the
previously verified supporting documentation as an attachment.

4. The HR Partner reviews the information provided by the staff member in ESS against
the verified documentation submitted as attachments and approves, if appropriate. The
HR Partner will reject applications that are not complete (including missing or not
verified documents) explaining the reason for the rejection and pointing out any missing
documents, etc. If rejected, the staff member or the HR Administrator on behalf of the
staff member must submit a new application as the system does not allow modification
of the current application based on the feedback received at the time of rejection.

5. Once the approval is made in ESS, a Maintain Family status — Change family member
PA is created automatically in Enterprise Central Component (ECC) and notification is
sent to the staff member.
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4.1.2. Special Dependency Requests

If the staff member’s child has a disability, certification of the disability from relevant medical
colleagues must be obtained prior to making the special dependency request. The staff
member or HR Administrator on behalf of the staff member can submit the special dependency
request in the Employee Self-Service (ESS).

1. The staff member submits a request for certification of special dependency to the
relevant medical office along with the child’s medical reports and school reports. The HR
Partner receives a copy of the request only (but not the medical reports). (process
done offline)

2. The relevant medical office determines the eligibility for Special Dependency and the
next review dates. (process done offline)

3. The staff member and HR Partner receive feedback from the relevant medical office.
(process done offline)

4. The staff member or HR Administrator on behalf of the staff member creates a request
for special dependency and checks the disability indicator in ESS, making reference to
the communication from the relevant medical office in the remarks and attaching the
approval from this office to the ESS request.

5. Upon receipt of the request the HR Partner reviews, and then approves or rejects the
request in ESS.

6. The system will send an automatic notification to the staff member regarding the
approval/rejection of the special dependency and the next review date. if Approved, a
Maintain Family status — Change Family Member/Dependent PA is created
automatically in Enterprise Central Component (ECC) and notification is sent to the staff
member.

In exceptional circumstance in which ESS is not accessible for either the staff member or the
HR Administrator, the HR Partner may also receive all the original documentation in hard
copies and process the approval of dependency in ECC using a PA40. Refer to

and
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iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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4.2. Exceptions to Global Process

The following situations cannot be processed through Employee Self Service (ESS) but must
be submitted offline to the HR Partner for processing in Enterprise Central Component (ECC).

1. Changes to dependency status or the marital status of a staff member prior to 1
January 2017
PAs that change the dependency status or the marital status of a staff member prior to 1
January 2017 can only be processed by the HR Partner directly in ECC, which causes
the unified salary scale conversion program to run and update the record, if applicable.
Any requests that are submitted by staff members in Employee Self-Service (ESS)
retroactively should be rejected. At the time of rejection, the HR partner should indicate
to the staff member in the remarks that action will be taken in ECC or the reason for the
rejection, if not entitled. Refer to for additional
instructions.

2. Request to discontinue household employees.

3. Modification of dependents for adjusted single parent allowance.
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4.2.1. Procedures

The request for a new Dependency Allowance may be submitted in the Employee Self-
Service (ESS) by the staff member, the HR Administrator or HR Partner on behalf of the staff
member. After the request has been submitted, the HR Partner approves the request in ESS.

In exceptional circumstances the staff member may also submit originals to the HR Partner
offline together with an offline form (Request for Change in Dependency Status —
effective on or after 1 January 2018) and the HR Partner will make the dependency changes
in Enterprise Central Component (ECC).

The following must be requested offline and completed by the HR Partner in ECC;
modifications to:

* dependency status prior to 01.01.2017,
» existing household employees, or
» dependents for adjusted single parent allowance.

The specific procedures are outlined in . These include:

» general procedures that are needed as prerequisites before or after a transaction to add
or modify a dependency record is executed (such as review of dependency history,
running dependency reports or adding documents);

» approval of a dependent spouse, child or secondary dependent (ESS Workflow).

» change of marital status, addition of a spouse, child, secondary dependent or household
employee in ECC (exceptional method).

» granting and discontinuing single parent allowance.

« approval of modifications or discontinuation of a dependent (ESS Workflow)

* modification or discontinuation of a dependent (ECC Workflow).
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5. Annual Declaration

The Umoja Employee Self-Service (ESS) Annual Declaration form is used to review and
monitor staff members dependency entitlements. This process replaces Inspira’s
(Questionnaire on dependency benefits) form and other local arrangements used in the past
for this purpose. When initiated, the form will be available for all staff in receipt of dependency
benefits for the year under review.
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5.1. Process Revisit

This process begins with the initiation of the Dependency Benefits Monitoring Campaign,
and when the staff member receives an email notification to complete the Annual Declaration.
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1. Department of Operational Support (DOS) initiates the Annual dependency benefits
monitoring campaign by triggering an automated email notification.

2. Staff members in receipt of dependency benefits in the year under review will receive an
email notification with instructions on how to access the Annual Declaration Form. via
ESS,

3. The staff member reviews information presented on the form and either acknowledges
the information is correct as presented or provides a change by indicating new values
against the information presented on the form.

4. The staff member attaches required supporting documentation and submits the form.

5. The HR Partner reviews and approves or may return the form to the staff member for
additional information.

a. if approved, the HR Partner executes the necessary personnel actions to adjust,
discontinue, or start dependency benefits. The staff member will be notified when
the review and subsequent personnel actions are successfully completed.

b. If returned for additional information, The staff member receives an email
notification with instructions on additional actions or supporting documentation

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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required to complete the review.
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5.2. Prerequisites

For each type of information updated in the Annual Declaration form, specific supporting
documentation is required. Below is a list of supporting documentation required for each type
of requested information update.

Information
updated
during the
Annual
Declaration

Marital Status

Marital Status

Spouse

Dependent
Child(ren)

Dependent
Child(ren)

Dependent
Child(ren)

Dependent

Child(ren)

Secondary
Dependent

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.

Supporting

Documentation

Required

Divorce Decree/
Court Order

Marriage
Certificate

Proof of gross
occupational
earnings

Certificate of
School
Attendance

Certificate of a
Disability

Proof of
Support if Non-
Custodial
parent

Amount of
Government
Assistance

Proof of
residence

Comments

If the staff member updates their Marital Status and selects
“Divorced/Separated” on the annual declaration review form.

If the staff member updates their Marital Status to “Married &
Related” or changes the Marital Status date on the annual
declaration review form.

If the staff member indicates that spouse is working and is
financially dependent on the annual declaration review form.

If the staff member indicates that a dependent child (between
the ages of 18-21) is in Full Time Education Attendance on
the annual declaration review form.

If for a dependent child, the staff member indicates “Yes” in
the field “Disabled” or updates the “Certificate of Disability
Review Date” on the annual declaration review form.

If for a dependent child, the staff member indicates “No” in the
field “Living with staff member” on the annual declaration
review form.

If for a dependent child, the staff member indicates “Yes” in
the field “In receipt of government assistance” on the annual
declaration review form.

If for a secondary dependent, the staff member indicates
“Yes” on “living with staff member” on the Annual
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Parent

Secondary
Dependent

Secondary
Dependent

Proof of
financial
support

Certificate of
School
Attendance

Declaration Review form.

If for a secondary dependent, the staff member indicates “No
on “living with staff member” and indicates “Yes” in the field
“Do you provide half or more financial support” on the annual
declaration review form.

If for a secondary dependent, the staff member indicates
“Yes” on “Financially dependent” and indicates “Yes” in the
field “Full time attendance” on the annual declaration review
form.
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5.3. Review and Approve an Annual
Declaration

Follow the steps below to review and approve or reject an annual declaration submitted by a
staff member.

1. Log in to the Umoja Employee Self-Service (ESS) using your account credentials.

Yo et

Request Status

User Map

32 User Map

HR Operation Center Configuration
e HR Operation Center Configuration

2. On the Home screen, click on the Work Center link.

Approver Work Center

3__.‘;_ Ares Ot Pende beow. A Companted teme. P Feae ters PA Compinied tems | Time Pendeg bens mmwl fribmmwcty fpiie | Beca I

»_Shew Ouch Criers Wartenance

Yiew [Decderd Vas) - | Ratrear |
Process Bet  Prodess Neme St

3. On the Approver Work Center screen, click on the Entitlement Pending Items link.

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

mnlmnloumm]wmm[mmmli

| »_Show Quick Criteria Mai |

View: |(Standard View] - |||§gnmmmm| G Display | |/ [ Exporta | | [ Refresn

y - Review and Approve

Annual Declaration - Standard Step - 00000968
Annual Declaration - Standard Step - 00000568
Approve Family Data Change Request of Employee 00022182
Annual Declaration - Standard Step - 00027458
Annual Declaration - Standard Step - 10097652
Annual Declaration - Standard Step - 00266681
Annual Declaration - Standard Step - 00038144
Annual Declaration - Standard Step - 00618320

4. Select the Annual Declaration for the staff member you want to review and click on the
Review and Approve button to open the form.

Recognized Spouse/ Partner Data as on 313t December of Review Year

& a
a )
= )
(%) O
() a
= O
& O

SRS

2

5. If the names of dependents appearing are incorrect, please get in touch with your staff
member directly as the current review is also intended for staff to have their dependency

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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records reflected accurately. Any misspellings or inaccurate dates should be corrected.

By clicking on this box, | certify that | am aware of expected supporting docume

By checking this box, | certify that the statements made by me in response to th
certification of information contained in the Annual Declaration Form or misrepre

Staff are reminded of the to keep supporting ion in supg
(0I0S) for monitoring and audt, within 30 calendar days of the initial request. F.
termination of benefts and/or administrative and/or disciplinary me:

“If the names of dependents appearing are incorrect or not updated, please get in touc
necessary”

HR Comments:

Documents verified and meet requirements.

Back to Author

6. Staff member’'s Dependency Benefits details are displayed.
As required, review the changes submitted by the staff member in the following sections:

Personal Information Data
» Recognized Spouse/Partner Data

Child Information section
» Secondary Dependent/Household Members Info section

Ensure that the staff member has attached the required supporting documentation. In
the attachments section, review each supporting document provided by the staff
member.

Review the comments provided by the staff member, if any, displayed on the staff
member’'s Comments box.

If the staff member is required to revise their submission or provide additional supporting
documentation, add the required comments in the HR Comments box and click on the
Back to Author button, which will return the Annual Declaration Form to the staff
member for completion.

If the Annual Declaration is completed accurately, click on the Approve button.

e R ] wn.geg ACEK </ £« © % e appicancn Ltecpoe sna | [ ] Wk Comter - Umeja OA Por. | 0 Lot Precens E

Annual Declaration - Standard Step
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7. Click on the X button on the top right of the screen to close the review tab and return to
the Work Center

Approver Work Center

Cra® Eet e W Perdir lo=s W Jompirted bem PA Pesdeg o= PA Compared be=a Trre Pendrg e Tre Weas Ascroew Letstemerts Nendng Remy

P Srow Suck Crtece Marterarce

View | Slpnderd Vien! - l',::,-u 852 ADprove | O Daguey [

p rears e Set Dot [fecthe Procty e ARecsed [ mpcy e
Aseusl Decersson - Sasder? Sowg - DO022LD sa~a DL STR2201T T A220NT 5 Nedum Erady oCra CrC B
Ancus Lo phon - Da~der! ey - (00009S e U 8- H WIRaSTT 5Nt Sesty ECLAL NED NEE
Aty [l iy gl . 2ol | Ay o DO00CTRR wyra A2 - ANl k) P11 3NTF 5 Madas ieety FLAL WA g
Aggrive Famdy Cara (rarge Engueat o [ ogapee 00000000 L8017 MNAMAT  §Uedum ErTS oG

Asous Deciermton - Zander? Theg - DOOD0T4%E £ Medum SEedy OCHA OFD FCS
Arrus Cocier wion - Dasderd Sheg ! Vpde~ iredy UNOry' DM

Annagl Dol iy gl . inielar | Ll . X MY NIRRT el T OOuL fid
Arieapl Dol mmen . Toanaerd fiep SO0 § Wedem Anedy DS LS50 G I
Arcus Decermon - Sander? Sheg - D068 M7 RWNAIT S Nedum Snazy DA CwstM LOSD

8. The Annual Declaration you just worked on will still show in the list. Click on the Refresh
button and the completed Annual Declaration will be removed.
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5.4. Monitoring the Annual Declaration
Review Progress

As you approve or return staff member’s Annual Declaration submission, you can review the
monitoring status of each review action using the procedure below.

1. To monitor the status of a staff member’s annual review, use PA20

4 .| Display HR Master Data

[€* Persooncitio PersAssgn (30005082 00030508 Y @8
F... Rame Yimg UFT_ANNUALDEC EODUN 14.04.2010 NAT Chrwse Emp. Stat Acwve
= & EE Growp 1 lrtermatonal Saff US00|  New York org [N M0 [§ (5

* K Subpp PR Professonal & Abave -4 06 Appt Permanent Exp 31.01.2041

. _ABs0Ra| Cortraz Dats | Payrol Data | Trne Duta | Benefts Duta | Salry and Entitements Data

Tefctype text S Perod
Actons | - Perod
Organaatonal Assgrment 4 [ From (01.01.1800 To 31.12.5995
Personal Data o4 Todsy Currweek
Famiy Member/Dependents L Currert moeeth
- Documents on Dependents From aur date Last week

Addresses v To Current Date Last month
Bark Dctaks v Cument Perod Currert Year
Contract Elements v . r— Choose
Montorng of Tasks v -

Dvect selecton

Infotype |3003 | sy Arrual declraton

2. Enter the staff member’s personnel number and validate.

a. Select All for the Period.

b. Enter in the Infotype text box, and ADEC in the Sty (subtype) text box.

c. Click on the display record “ putton to show all existing records.

3. Select the record for the Review year you are monitoring.
The infotype start and end date correspond to the review year. Ensure you select the
correct review year.
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Personnel No. 30508  |3] Pers.Assgn  [30005082 00030508 | &)
Name '¥img UWT_ANNUALDEC EODUN /14.04.2010 NAT Chnese Emp. Stat Adtve
EE Group 1| International Staff UsS00 New York org [nisd™ ) IS 05

EE Subgrp PR | Professional & Above P-4 06! Appt Permanent Exp 131.01.2041
Start [01.01.2016] To 31.12.2016]| chngd [09.01.2018] pwasrwrr
Enttlement

Enttlement ADEC

22.11.2017| |Montoring Start
02.01.2018 Al documents submitted

4 4 4«

4. Verify the review year.
The Monitoring Dates section is updated as each step is completed as follows:

* Monitoring Initiated: Updated with status Monitoring Started on the date when T-Code
ZPAANNUALDEC is executed by the HR Partner Support team and email notification is
received by staff member.

* Document submitted: Updated with status All Documents Submitted when the annual

declaration form is submitted by a staff member or by HR Administrator on behalf of staff

member.

* Monitoring completed: Updated with status Auto Approved when staff member’s

annual declaration form is auto approved,

o

Approved by HR Partner: when HR Partner completes reviewing staff members form
and approves.

Non-compliance/incomplete documentation: when HR Partner request staff member
for additional documentation and the staff member does not resubmit their annual
declaration form with additional documentation requested.

Non-compliance/fail to submit: when staff member fails to submit their annual
review. This status is updated automatically when the annual review season is
closed.

Completed on separation: when staff member separates during a review season the
HR Partner will update this status as part of the separation checklist

Completed on secondment: when staff member proceeds on outgoing secondment
during a review season the HR Partner will update this status.

Completed after deadline: when staff member submits their annual review manually
after a review season has been closed, the HR Partner will update this status

* Monitoring follow-up: Updated with status Follow up Initiated when monitoring follow

up is initiated for a staff member who is yet to submit their annual review. The follow up is
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5.5. Update Annual Declaration Statuses
Manually

In exceptional circumstances HR Partner may require to update a staff member’s Annual
Declaration monitoring status manually. This procedure is applicable under the following
circumstances;

+ a staff member is Separating during a review season
+ a staff member is proceeding on outgoing secondment during a review season

a HR Partner returns the annual declaration form to staff member requesting for
additional information but the staff member fails to resubmit the form within provided time
lines

+ a staff member fails to submit their annual declaration form within the provided timelines
+ a staff member submits their annual review after closure of the annual review season.

1. Log in to Umoja Enterprise Central Component (ECC) using your Unite ID account

credentials.
- -
=" Menu Edit Favorites Extras Systerm Help
3 :PA30| -—: =< L= = @h 42 EY T T SO I T A & =
S Easy Access
Ca T | & | ¥ 5y &~ - -
- [ ravartes

~ = %A rviemrna
» B e e
» [ cross-Apphcaton Componaents
= [ Organ=ation
» [ ogistes
T Avcceaanting
LT rlurriarn Resour e
T 1nformoation Systerns
T owlks [SAP Easy Access Logon
I wAsesbaC hiesral 13T Froarmiesveor b
= 0 Seresetesraal St bressisoaliesen
[T i drwresjes Trrlearersaaliorn Systorry

2. Click @ after typing PA30 in the command text box.
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Personnel No. [ o \ Pers.Assgn | 30058523 00037760

Name [Nicole ADEC UvVTz | EOD UN |[20.08.2008|NAT Lebanese Ermp. Stat
EE Group l? International staff UsS00 MNew York Oorg CTED ATAO CL-E
EE Subgrp [2R | Professional & Above P—4 IF AppT Fixed Term EXp B

| Contract Data ]"'(Payruli Data }’/Time Data ]”KBeneﬂ:s Data i’Salary and Entitlernents Dx:

Infotype text ‘S“ ‘ [ ‘ | Period
Actions ™ - . O Period
Organizational Assignment - = From 01.01.1800|To SELSE L

' Personal Data - } I Toda I Curr.week
Family Member/Dependents - :  JCurrent month
Documents on Dependents . JFrom curr.date T JLast week
Addresses ~ ¢ 3To Current Date ¢ _JlLast month
Bank Details ~ . Current Period  JCurrent Year

~ Contract Elements s - [@ Chooeae

) Monitoring of Tasks L -

| Direct selection

Infotype |Er|titlerr1ent Monitoring Infotype I STy |ADEC | Annual declaration

3. On the Maintain HR Master Data, select a Personnel Number and click edit 4 button .

Enttlement
Entitlement [aDEC]

Enttlement Monttorng Dates

Monitoring Intiated 17.09.2018 | Monitoring Start il

Document Submitted 03.10.2018 Al documents submitted -
r

Monitoring Complete 12.10.2018 J -~

Montoring Folow up
Completed Successfully

Completed pending follow up

Remarks Auto-approved

[ Approved by HR Partner
Non-complance/incomplete documentation
Non-compliance/fai to submit

Completed on Separation

iCompleted on Secondment

Completed after deadine

— If a Monitoring follow up date already exist in the record, ensure to
update to Follow up completed status and the date to be on par with the
date of Monitoring Complete failure to do this may lead to a date conflict

error.
Ensure to select ALL in the_ period selection option_ to view existing records

4. Select and update the Monitoring Completed Status with one of the statuses available in
the dropdown as needed. Add remarks and save the record.

Select status:
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+ Completed on Separation — when a staff member is Separating during a review season

+ Completed on Secondment — when a staff member is proceeding on outgoing
secondment during a review season

* Non-compliant/incomplete documentation — when a HR Partner returns the annual
declaration form to staff member requesting for additional information but the staff
member fails to resubmit the form within provided time lines

* Non-compliant/Fail to submit —when a staff member fails to submit their annual
declaration form within the provided timelines

* Completed after deadline — when a staff member submits their annual review after
closure of the annual review season.

_/ Once the Monitoring Completed status is updated with a date, this
automatically disables the Employee Self-Service (ESS) link available
to staff member to access the annual declaration form.

Entitlement
Entitlement ADEC

Entitlement Monitoring Dates

Monitoring Intiated 17.09.2018 Monttoring Start v
Document Submitted 03.10.2018 All documents submitted v
Monttoring Complete 12.10.2018 Non-compliance/incomplete docu.. ~
Monitoring Follow up A
Remarks

=
LSeveral reminders sent to staff to submit additional documentation
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6. Dependency Allowance Procedures

The procedures in the six sections below document:

1. General procedures that are needed as prerequisites before or after a transaction to add
or modify a dependency record is executed (such as review of dependency history,
running dependency reports or adding documents);

N

Approval of a dependent spouse, child or secondary dependent (Employee Self-Service
(ESS) Workflow).

3. Change of marital status, addition of a spouse, child, secondary dependent or
household employee in ECC (exceptional method).

4. Granting and discontinuing single parent allowance.
5. Approval of modifications or discontinuation of a dependent (ESS Workflow)
6. Modification or discontinuation of a dependent (ECC Workflow).
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6.1. General Procedures

This section contains general procedures that are part of the prerequisite checks before you
execute a dependency transaction (add or modify a record of a household member or
dependent).

Use these procedures to:
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6.1.1. Review Dependents History

All transactions must begin with a review of the staff member’s current dependency status.

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

PA20| v |« @A =

SAP Easy Access

RE | & Y g | v a

2. Click on the Validate @ button after typing PA20 in the Command text box.

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
78579950

[ HRmasterdata Edit Goto Extras Utiities(M) Settings System Help

& v « L AL HHO8H I8
Display HR Master Data
&)= 55k [®)[4a) Personnel No. 7es799s0 3l p
Find by
v &8 Person

4. Click on the Validate € button to continue.

5. Click on the Select "/ button to select Family Members/Dependents.
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@ wrastercata Edt  Goto Bxtas  Utkes(M) Settngs  System  Meb
] «H @@@ SNk DN D INH v

[GlaSrey RETRT penomeito.  [2519950 | peshwon [(BZzTESTHS  ~| (94
Fnd by Naze 'Ende BRAGADO | EOD UN [24.05.2003| AT of the USA Emp. St Actve
~ &g Person EEGrowp 1] Intemational Statf fEoo]  Marobt 0rg OCHA CRD ROEA KEN A
:=m:°“'° €E Subpp [fR Professonal& Above  [E-4  104] Aept Fxed Tem £xp [14.11. 2018
* () Free search -
fesoata (S| (@)
, From [01.03.2800/To  [31.12.9999)
Personal Data T O Today O Curr.week
@A O Current month
Documents on Dependents ) Frem curr.date Olast week
Adérasses ¥ || OTocurestOate  Otast month
jGank Detals OCurestpersd  OCurrent Yex
e 2
Monkorng of Tasks v

6. Click on the Display Record X button to view a list of records.

7. Click on the Select D button to select a record.

‘@ plope Ed Goto Bas Sptem  Heb
Q| Y« Q@ NN DDOH PP e

YTk —
Fed by EOD UN24.69. 50010 of e USA  Em.Stit Acve
végPeson (imea]  marobi 0zg OCHA CRD ROEA KEN NA_
" i cotectve sexch he EE Subgp (7R Professonal& Above (P-4 104) Appt Faued Teem Exp [14.11.2018
az‘::;;m 0 Choose  [01.03.1000] to  [91.12.9999]  say.[ |

10.12.2009 RO Romana ™
31.08.2012 RE Reunion

) ©13 OCHA CRD ROEA KEM NA..
* ) Colecve sexrch heb

% a €E Subgr [P Professonal & Above -4 104] Mepc  Fced Tem txp [14.11.2018
. ”m.”.:‘m Start 01.09.2014 To n.u.vﬁ\, g. ex.m.nullpwnm

Famty Member 01| Spouse & Ral-Recog. Number

Usteame  Macd ] arthoame ’_‘ﬁ
i

Frst name foma Ref.pers.io,

Gendar @Fera _ OMale
Dwe ofbren 03.97.1577 UM Hatonal

]
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.
_/ The most recent and valid dependent and or household member
o record will have an end date of 31.12.9999.

9. Click on the Back @ button to return to the list of Family Members/dependents and
select another family member if necessary, repeating the process in the above steps.

10. Click on the Validate @ button when done reviewing.
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6.1.2. Run HR Dependents Report

This report can be used to generate a list of staff members with children who:

« will turn 18 by a given date

« will turn 21 by a given date

« are in receipt of a Government Grant

+ are Disabled

+ are in full-time Educational Attendance
» are Financially dependent, or

* any combination of the above.

Scenario: The HR Partner runs a report to identify the children who will turn 21 in the
next month (01.04.2020). For each child on this list, a personnel action must be executed
to discontinue the dependency benefit. Even though Umoja will stop making payments
for children at age 21, the HR Partner must monitor these cases to ensure that the
discontinue dependency PA is executed.

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

[Z Menu Edit Favorites Extras System Help

& [zoroerENDANTY Y[ H € @@ SHE D48 BAR 7

SAP Easy Access - User menu for PA32GLBLO1 PA32GLBLO1
BE & #HB J7 v a

v &4 Favorites -
- B ZHR_DEPENDAN

2. Click on the Validate @ button after typing ZHR_DEPENDENTS in the command text
box.
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I
[ program Edit Goto System Help w_-
& v dEH @@ BHE SThas BE 7
HR Dependants Report
o @ J=( © orgStructure
| Period :
Reporting Period Other Period I~ ‘ ||
Key Date
' Selection Criteria Other Period]
Personnel Number
Personnel area =

3. From the Reporting Period dropdown, select the period for which you want to run the
report. ["SCENARIO: Other Period *].

Reporting Period options are:

+ Key Date: used to filter the records by the date you entered. For example, if you enter
01.04.2020 as the key date and select Children Turning 18 under Selection Options, the
system will display children who are turning 18 years of age on 01.04.2020.

+ Other Period: used to filter the records by the date range you entered. For example, if
you enter 01.04.2016 — 30.06.2020 and select Children Turning 21 under Selection
Options, the system will display the children who are turning 21 years of age between
01.04.2020 through 30.06.2020.

[ program Edit Goto System Help w_‘
& 4B @@ CHE DLy AR 7
HR Dependants Report
® & B H([Commen]

| Period

Reporting Period | Other Period v l01.04.2020] - 30042020”3
| Selection Criteria
Personnel Number m

4. Enter a date range. Scenario: start date: 01.04.2020 and end date: 30.04.2020

5. Locate the Organizational Structure that you want to run a report. Click on the

Organizational Structure | & OrgStructure |, o1 1o display the list of organizational
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(= Choose Organizational unit
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Name ID Code Valid from
~ {2 Organizational structure x
» []1ECLAC OES DES ICTS 0O 20000946 ICTS 15022011 U
» [J[JECLAC OES DESICTS 0O 29000946 ICTS 15022011 U
» [ 1 OCRSCE 0 29185833 OCRSCE 01072015 U
» 111 ODA OHR O 20003974 OHR 01.04.2007 U
= ) O 20000001 UNCS 24.10.1946 U
O 20000002 UNS 31121945 U
[ JIRM 0O 20001425 IRM 01.01.2012 U
* [C1 "] Once in Umoja Org unit O 20010100 Once Umoja 01072014 3
» CJ[JEOSG 0O 20001858 EOSG 31121945 U
» (1 [ INTERORG CEB O 20007046 CEB 01.01.2004 U
» [ 1 DGACM 0O 20002734 DGACM 01.06.1997 U
[= Choose Organizational unit
Name D | Code | vald from | V...
~{&X Organizational structure -
» 1 [_) DM OICT IMS SDOS 0 20000585  SDOS 01.03.2012 Unim ~
» 1 [ ] DMSPC OPPFB FOFD GAMP |0 20001525  GAMP 01.01.2012 Unim
» 1] DOS 0 20016034  DOS 22.12.2018 Unim
» 1 [) DOS-ADM 0 20016257  DOS-ADM 22.12.2018 Unim
» [ [ ] ECA ODESP O 20002603  ODESP 01.01.2014 Unim
» [ [ Global Operation Center 0 20999900  GSCC 26.10.2015 Unim
» I []RCS 0 20016105  RCS 01.01.2019 Unim
» 1 [] UNCC SSD 0 20002774  SSD 01.01.1997 Unim
0 20000001  UNCS 24.10.1946 Unlm
o= 0 20003292 10 24.10.1946 Unim
0 20000002  UNS 31.12.1945 Unlm
YOI TocT 0 20000835  OCT 01.01.2010 Unim
» O [[) IM-SYRIA 0 20014029 INM-SYRIA  01.03.2017 Unim
- O [ M-MYAN 0 20014650  IM-MYAN 01.01.2020 Unim
- 3 [] UN-TBLDC 0 20014296  UN-TBLDC  01.01.2017 Unim
» I 1 1E0SG 0 20001858  EOSG 31.12.1945 Unlm

6. Locate the organizational unit. Scenario: UNCS O 20000001

4

7. Locate the department, mission or office that you want to run a report. Click on the

Expand ¥ arrow to expand and view the Sub-Organizational Units. Scenario: UNS
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Name [} Code Valid from
» CIECA 0 20000702 ECA 31.12.1945
» ) 1ECE 0 20000862 ECE 31.12.1945
» £ CIECLAC 0 20000898 ECLAC 31.12.1945
» [ [1ESCAP 0 20001080 ESCAP 31121945
+ [ [] Administered ESCAP 0 20009990 ADMESCAP  24.10.1946
» ) (] ESCWA 0 20001174 ESCWA 31121945
» [ [ OHCHR 0 20001520 OHCHR
~TIVOCHA ] 0 20003984 OCHA E

7 PCHA OUSG O 20003986 0USG 01.01.1998

DCHA CPD 0 20004024 cPD 01.03 2001

UNISOR GENEVA 0 20004006 GENEVA 01.01.1998

DCHA CRD 0 20003330 CRD 01.05.2008

DCHA GVAO 0D 0 20004026 0D 01.01.1998

, 0 20000452 oPt 31.12.1945
» CIJDM 0 20000004 oM 31.12.1945
» CJ (] UNOG 0 20001314 UNOG 31.12.1945
» £ CJUNOV 0 20002364 UNOv 31.12.1945
» CJ [JUNON 0 20003766 UNON 01.01.199
+ [ (] Administered UNON 0 20009991 ADMUNON  24.10.1946
» 11008 0 20003002 0i0s 24.08.1993
» (] (7] UNJSPF ECEO 0 20001670 ECEO 01.01.2008
» [ [ UNMOVIC 0 20001720 UNMOVIC 01.03.2000

“«

(Ve

Ll

[= Choose Organizational unit o

Name D | Code Valid from | V... |
* I [7) OSRSG-VAC 0 20001991 0OSRSG-VAC ~ 01.01.2014 Unlim ~
» O [ ECE 0 20000862  ECE 31.12.1945 Uniim ~
» 1 [ ECLAC 0 ECLAC 31.12.1945 Uniim
1020003984 OCHA 01.01.1998 _Uniim
V] OCHA OUSG OASG (O 20004002 0ASG 01.01.1998 Uniim
V] OCHA 0USG O 20003986 0UsG 01.01.1998 Uniim
V] OCHA UNMMS AMMAN O 20002643 AMMAN 01.10.2014 Uniim
» I [T ESCWA 0 20001174 ESCWA 31.12.1945 Unlim
» 0[] OHCHR 0 20001520 OHCHR 31.12.1945 Unlim
» ) pPI 0 20000452 DPI 31.12.1945 Uniim
»[)oM O 20000004 DM 31.12.1945 Unlim
» I [ UNON O 20003766 UNON 01.01.1996 Unlim
» O [JunoG 0 20001314 UNOG 31.12.1945 Unlim
» OO [Junov O 20002364 UNOV 31.12.1945 Unlim
» [ o108 O 20003002 010S 24.08.1993 Unlim
» I [J uniser 0 20001670  UNISPF 01.01.2008 Uniim
» [ unce 0 20002816  UNCC 01.01.1989 Unlim
~ O unroD O 20008616  UNROD 01.01.2007 Unlim
-O0Joa 0 20007390  0Q 01.01.2004 Uniim
» I [Junsco 0 20007520  UNSCO 01.01.2004 Uniim
» oAl 0 20008908  OAJ 01.01.2008 Unlim
» I ] UNS-SPM 0 20010451  SPM 01.11.2015 Uniim o
- «» «»
FnFEEEE ®

«»

HERED pEE & ®

8. Select the department by placing a checkmark next to its name. Scenario: OCHA

9. Click on the Display * arrow to display the offices associated with the selected

department.

10. Select the offices you want to run a report for. If you want to run a report for all the

offices click on the Select button to select ALL offices. However, you may also just

click on one office or more.

11. Click on the Continue button to proceed.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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[Z Pprogram Edit Goto System  Help v
¢ =2 Jdg ce@ee BHE snos @B 7
HR Dependants Report
@ (% [ )=( @ 292 orgUnits

[ Period :

Reporting Period |other Period v| [01.04.2020| - [5a.04.202i

Selection Criteria

Personnel Number
Personnel area
Personnel subarea
Employee group
Employee subgroup
Payroll area

713]11

| Selection Options
["Ichildren Turning 18

12. Select one or more Selection Criteria, if you do not see the parameters you want, click
or press F2 on your keyboard.

In this scenario, we will not add any additional Selection Criteria.

& progem Edt Goto  System  Hep w—
¢ FdDeee@ SHR snhos BE
HR Dependants Report

@& J=( @ 292 orgunits

[ Period
Reporting Period [Other Period - [01.04.2020] - [30.04.202

[ Selection Criteri
Personnel Number
Personnel area
Personnel subarea
Employee group
Employee subgroup

]
BEEEER

Payroll area

Selection Options

[CIDisabled
["JEduational Attendance
[“JFinancialy Dependant

4

13. Select one or more Selection Options. For example, you can also click on a combination
of options. For example, you can select children turning 21 who are financially
dependent or in full educational attendance. Scenario: Children Turning 21

Selection Options are:

* Children Turning 18- used to display children who will turn 18.

* Children Turning 21- used to display children who will turn age 21.

* Government Grant Amount exists- used to display children who are in receipt of
government assistance.
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* Disabled- used to display children recorded as disabled in the system.
» Educational Attendance — used to display children who are in full-time school attendance.
* Financially dependent — used to display children who are financially dependent.

14. Click on the Run Report @‘; button to run the report.

%
__! In this scenario we will run a report to see a list of staff members with
= children turning age 21 as of the data selection period entered. As you can
see the child/ren turned 21 on 01.04.2020. Please note that though the

system automatically stops the payment of the dependency allowance when the
child turns 21, it is the HR Partner’s responsibility to run this report, review the list
and take the appropriate action to reflect the discontinuance of dependency
allowance in the system.

HR Dependants Report
@ AFYE @ Haq

Number of Lines:2

Pers.N_ Dependa  Employee G Employee 5 Duty St Payrol ArMCC | Org Unit | SM's Name 'Org Unit Text | MCC Text

151529 02 1 PR USsoo n HRO27 20003498 Emmanuelle SCHNEIDER OCHA (ENTITY) OCHA GVAO ANG LUANDA
690608 03 1 PR sboo 12 HRO27 20002716 Abdul Haq AMIRI OCHA (ENTITY) OCHA CRD FO SUD KHARTOUM

15. The first 11 columns contain staff member information such as their Personnel No.,
Name, Duty Station, etc. The second column indicates the number of dependents that
meet the selected criteria. Each dependent will appear on a separate line. In the
example above, the staff member has two dependent children that will be turning 21 and
it is indicated in the dependent column (column #2) by the numbers 01 and 02.

Scroll through the list to locate the staff member.

16. Click on the Display * arrow to scroll to the right and see the remaining columns.
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=l
[& Lst Edt Goto Settings System Help
¢  -dBell oHR v080 PR 0E
HR Dependants Report
& AFYFE @ B
Number of Lines:2
Org Unit Text \MCC Text  |Deps. Birt 'Deps. Coun ‘Deps. Nati‘Deps. Firs’Deps. Last 'Deps. Birth Place Disabled Age at end In Receipt ~ Amount Crcy Wage Type Educat. At Financial
OCHA (ENTITY) OCHA GVAO._ 29.04.1999 US Us Julan SCHNEIDER Manhattan, New York 21 01.12.2009 0.00 X X
OCHA (ENTITY) OCHA CRD F 01.04.1999 AF AF Saba  AMRI Islemabad 21 01.02.2000 X

17. The next six (6) columns provide general information about the dependent such as their
name, date of birth, country of birth, etc.

The last eight (8) columns provide detailed information about the dependent. These are
the fields that should be reviewed by the HR Partner when conducting the review. Since
we did not indicate any other selection criteria other than children over the age of 21, we
see all possible scenarios with respect to the disabled, educational attendance and
financially dependent information.

» Disabled — an “X” will appear in this column for child/ren recognized by Medical Services
as disabled.

» Age at end of Period — the age that the child/ren will be at the end of the selected period
appears in this column.

* In Receipt of Allowance Since — the date the staff member started receiving the allowance
for the child/ren.

* Amount, Currency, and Wage Type — If the child is in receipt of government assistance,
the amount and currency in which the government assistance is paid, and the wage type
(1430/ Gov’t Assistance for Child, or 1431 AT (Austria) Assistance for Child) will be
shown in these columns.

* Education Attendance — if an “X” appears in this column if the child is in full-time
educational attendance. If the field is blank, it means that the staff member will stop
receiving dependency allowance in respect of that child as soon as the child turns 18.
This column should appear checked only if the child is between the ages of 18 and 21.

» Financially Dependent — an “X” will appear in this column if the child is financially

dependent.

In our scenario, the HR Partner will use this list to execute the PAs for those children
who are not disabled and need to have dependency discontinued.
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L . : Page 45 of 145
Please always consult this site to get the most updated information.



United Nations - DOS Umoja Annual Declaration for HR Partners - 1_en

( R

— For children between the ages of 18-21, the financially dependent and
= educational attendance indicators must both be selected in IT0021 for the
staff member to receive the dependency allowance. For children in this age
range, and upon receipt of the certificate of full-time school attendance from the
staff member, the HR Partner must modify the child’s record in ITO021 if the staff
member continues to be eligible for dependency.

Also note that the Financial Support Amount column is not part of this report by
default.

HR Dependants Report

|SatDate EndDate  Pers.N SM's Name Empoyee Employee SMCC  OrgUnt Text PA  Duty Stat Payrol Org Unt  Postion MCC Text
0L1L20. 14032016  Nedw Faes MCBEE 1 ® HR029 MR DM No Post US0O  US00 n 20003665 20085185 DM ERPS D
101112015 14.03.2016  ssdals Musw MCBEE 1 = HROZ9 R DM No Post USOD USO0 I 20003665 30085185 DM ERPS O

_Dsgloyed Colawes | sort Order | Fites | Vew | Dsplry
[IENEAEIE D) (@)
Displayed Columns Column Set
Column Name: Column Name
Start Dot Educat. Atedannc
End Dot Outy Staton
Perscone Number Fnancaly Dependant
SM's Name: > personnel
Empioyee Grom mamu i
Umployee SubGroup fowr Selected Feids (F7),
MC Employer Name:
Org Unk Text Non Custodel Chid
Personnel area Egble: Trans Alow
Duty Staton Effecty. Date: Trans Alow
Payrol Avea - £y -
oy S e —
x

18. To add the Financial Support Amount column, click on the Change Layout ﬂ] button .

19. Click on the Financial Amount fnenca Suppart Amourt  button, then click on the Add 4
button to add the column to the Displayed Columns list.

20. Click on the Continue button to confirm addition of column.

— You can save this report with the additional column as a variant, so you do
= not have to add the column each time you run the report. See procedures
on creating and using report variants in the
job aid.
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21. Click on the Return @ button to return to SAP Easy Access screen.
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6.1.3. Add a Dependency Document

This procedure is used when a staff member presents documents in support of a dependency
request requiring verification of original documents. This procedure records verification of
documents in support of dependency relationships once the relevant PA has been approved in
Umoja.

As the staff member may be in location far removed from the HR Partner approving the request
and per the instructions documented in the process section of this job aid, the originals may be
seen and verified by someone other than the HR Partner who records in Enterprise Central
Component (ECC) that the document was verified.

Scenario: The staff member presents a marriage certificate to the HR Partner. The HR
Partner stamps and signs a copy of the document as verified and returns the original
and copy to the staff member. After approval of the requested change, the HR Partner
enters in Umoja ECC that the document has been verified.

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

[ Menu Edit Favorites Extras System Help

) m— ORI T

SAP Easy Access - User menu for Gale Mc(

RE & % g | v a

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

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
8583160
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[ HR masterdata Edt Goto Extras Utities(M) Settings System Help
9| *"|«B @@ I2HR I HVHH A
* Maintain HR Master Data

D2« DLT A
| 2 ENEER[ER] | pexmormel o m Pers.

Find by }
¥ &2 Person

* (i) Collective search help

* () search Term

ol AR e

4. Click on the Validate @ button to validate entry.
5. Enter the date (today’s date in most cases) the document(s) were verified in the From

text box. Scenario: 01.09.2014

* Leave the default To date of 31.12.999
» Enter the Infotype ID for Documents on Dependents,

& wWgmasterdata [dt Goto Extrgs Utites(M) Settngs  Symem  Heb

Q[ v« ece DNOH NH 0w
E ‘E“,_“mmmm
DZ26000T &
=) U @ Personnel No. fese3ren Pars.Assgn (30006530 06583160 ) ’.".I:gf)]
Fnd by Name [Harald A. TREDAY | €00 UN/02.07.1991|MAT of the USA Emp. Stat  Actve
~ 83 Person EEGow 2 Lol Staff [0300)  New York Org DM OCSS FCSO FMS PES
* B Colectwe search heo EE Subgrp 1) Trades & okt {7e-s 107 xppt Permanent £xp [31.12.2021)
* 00 Sexrch Tem
+ () Free search

6. Click on the Validate @ button to validate entries.
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@ mmsterdata Eot Goto Bty ites(M) Settngs  System  Heb

(] v] « eee LARAPYE SRRl RE? L
¥ .| Maintain HR Master Data

DP&«0dT K8

Crexe_(F5) [®)a] Persceneitio.  FoE3160 D) pes.asspn (30006530 06583160 - Rl&)
Fnd by Yaze Hazald A. TREDRAY EODUN[2.07.1991/ AT of the USA  Emp. Stat  Actve
~ 8g Person EEGoen 2 Local Staff 0520 Maw York 0zg DM OCSS FCSD FMS PES

* ) Cotectwe search heo EE Subgm [TC) Trades & Craft 1c-5  107] Appt Permanent £xp [31.12, 2021
+ @) Search Tem
* () Free search

At} CoernctData_ | PayolData | TmeData | BenefesData [S.. ' 0%

Féotyve text s. Pecod
Actions v . Perod
Organiationdl Assgnment v From 01.09.2014/To 31.12.999%
Perscnal Data v Today Curr.week.
Famiy Member/Dependents v A Curent moath
Documents on Depencents o i ot Tt
Addrasses v To Current Date Last mooth
ank Detals v Current Pemd Curent Year
Contract Blements v l‘:v ”7607;” hind]
Monkerng of Tasks v

Drect seiecton

Infotype Documents on Dependents sty

7. Click on the Create Record 'D‘ button to create a new dependent Document record.

01 ,Spouse & Rel.-Recoaq.

8. Click on 01-Spouse option to select.

Documents on Dependent options

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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01 Spouse & Related — Recognized

02 Child - refers to a natural or legally adopted child.

03 Stepchild — refers to a child of his/her spouse that resides with
the staff member.

04 Non — Recognized Spouse — refers to multiple legal spouses.
Note that the United Nations can only recognize one spouse as a
dependent. All others will be entered in Umoja as non-recognized.
05 Former Spouse — refers to an ex-spouse

06 Father — refers to the father of the staff member.

07 Mother — refers to the mother of the staff member.

08 Sibling — refers to a brother/sister of a staff member.

09 Household Employee — refers to hired help on a G-5 visa that
resides in the staff member’s residence.

10 Deceased S/M - refers to the status after the death of the staff
member

11 Others — Any other relationship not covered by the above.
Only those options will be shown for the dependency types
already established for the staff members, i.e., you cannot add a
document for a dependency type not yet approved for the staff
member.
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Subtypes for infotype “Documents on Dependents”
(1) 1 Entry found

9. Click on the Continue button to confirm selection.

10. Enter the following from the verification documents:

For Document Details

» Country — of issuance of the document- Scenario: USA

+ Type — Select the appropriate type of document. Scenario: Marriage Certificate

* Number — the identifying number of the document. If there is no registry number, you can
skip this field. Scenario: M-123- 45788

For Issue Details

» Date — Scenario: 01.09.2014
* Place — Scenario: Trenton, New Jersey
* Country — Scenario: USA

11. Click on the Verified Verified button to select for Document Status.

B pfotype EdE Goto BUBS  Sytem  Heb

- {g]ece DOLN NE e

Create Documents on Dependents (0703)

(=) o) ) pers.No. [ #383140) Pesasign (30006530 0ese3ie0 -1 W)
Find by Wase [Harald A. TREDWAY | EOD U [08.07. 1991/ MAT of the USA Erp. Stat  Actwe
~ &g Persen EEGoup 2l Local sttt ©300]  Mew York Org DM OCSS FCSD FMS PES

: gg‘:‘:;‘":';““ heb EE Subgrp (1€ Trades & Craft Te-s 107) appt Permanest £xp [31.12.2021)

- B Free search start 01.09.2004) to  [31.12.9999

Dependant [Spouse & Rel-Recos. =] Mumber
Frst rame Monica Grace

Last name TREDWAY

Date of bith 15.07.1978

jCountry UsA
Tyoe Marrage Certficate
INumber M-123-45788

Date 01,09.2014
Pace Trenton, Hew Jarsey
Country usA

e

12. Click on the Validate o button to validate entries.

13. Press F9 to add a note to document the actions taken. The note should contain the
following elements:

« Entitlement to dependency allowance with respect to , < dependent name> .
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» Name of dependent and effective date verified from ,
» copy on file.

14. Click on the Save button to save the record.

15. Click on the Return CA button to Return to the SAP Easy Access screen.

%
_/ You should execute T-code PA20 to review the PA and infotypes to which
o you made changes in this transaction. As best practice, the following

infotypes should be reviewed: (Documents on dependents)
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6.2. Adding New Dependents or Household
Members (ESS Approval)

The preferred method for adding NEW family members/household members is for the staff
member to initiate the transaction in Employee Self-Service (ESS). In exceptional
circumstances, the HR Partner may approve in Enterprise Central Component (ECC).

Use these procedures to:

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

United Nations - DOS Umoja Annual Declaration for HR Partners - 1_en

6.2.1. Approve Change in Marital Status

The HR Partner reviews and approves a request, created by the staff member in the portal, to
change the marital status.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

Wo " da

Request Status

User Map

&i User Map

HR Operation Center Configuration
@ HR Operation Center Configuration

2. On the Home screen, click on the Work Center link. .

For a recently married staff member who would like to claim a spouse as a dependent,
the staff member must:

» present the original marriage certificate to the HR Partner (offline) and submit a request
to change marital status in ESS;
* submit a request in ESS to add the spouse as a dependent.

The request to change marital status must be submitted and approved first.

o H

Approver Work Center

71 Retumed  OMPendingkems  OM Completed tems |, PAPendingtems | Pa

| » Show Quick Criteria Maintenance |

View: [[Standard View] | ~] | [ /" Process | |

3. On the “Approver Work Center” screen, click on the Pending ltems = PA Pending items
tab .
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4. Click on the Pending Items u tab to select the appropriate staff member request.

Approver Work Center

Draf | Returmed | OUPeadnglems | OM Compistedtems T PA

BN cCovowechms | TmePednplems |

BRI G S ST

[»_Show Cuick Crteria Uantenance |

000000000802 Contract Renewal / Ex Contract Renewal/ Rees Evan 08042017 08042017 S Medum Ready {
Extensicn - Process -
20034077

CO0000000801  Contract Renewal/Ex... Cootract Renewal/ Rees Evan 08042017 08042017 S Medum Ready |
Extensicn - Process -

s;n
15012017 SWedum  Resdy 1

20031239

Q00000000300  Contract Renawal/Ex... Contract Renewal/ Nackay Born 08042017 03042017 S Medum Ready i
Extenscn - Process -
20035033

000000000799 Contract Renewal/Ex... Contract Renewal/ Bowre BLAZER 08042017 OCE04201T S Medum Ready !

Cutansine Dracass

5. Click on the Approve @ReviewandApproveI button to open and review the request.

Personal Data Details - Complete Request

» Peoole lnvolved in Process
Attachments

Update Marital Status

Please certify your martal status. & is important to note that marial status change may impact enttiements and benefs.

Marital Status.
Name: BARABARA ROSELN
Index Number: 20020517
Date of Birth: 22021988
Current Martal Status: Single
u; 1t 1
New Martal Status: Marmed & Related
New Martal Status Effective Date:  15.01.2017
Certification

*Staff Members must submt complete and true information. Original
supporting documentation must be retained by Staff Members for five
years from the date of submission and provided to the Organization in

I certity that that have | read and understand the terms, conditions and
impications of this submission and that al nformation subméted by me

6. Notice that the request submitted is to update the staff member’s marital status.

All information should be verified based on the attached documentation. Before
reviewing the form, ensure that the appropriate documents are attached. Download and
open each document and ensure the copies have been dated and marked as seen and
verified by an HR Administrator or HR Partner. If they are not or you find there are
missing or illegible documents, the application should be rejected and the staff member
should be instructed to resubmit with the right attachments.

Double-click on the Marriage Certificate =" """ link to open.
7. Verify the New Marital Status and New Marital Status Effective Date based on the
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marriage certificate submitted by the staff member.

8. Click on the Expand ¥ arrow to see the lower portion of the screen.

(Cpprove ]| Rerect]

9. Carefully review the information on the form, and enter HR Comments. Scenario:
Original marriage certificate seen and verified

Click. on the Approve [Approve ] button

— If rejecting the request, a brief statement in HR Comments for the staff
= member detailing why the request was rejected and what steps need to be
taken to have the request approved. Advise the staff member to resubmit
the request for approval once the reason for rejection has been addressed.

Personal Data Details - Complete Request

I.I'ZI Request approved I

10. The staff member’s request to change their marital status has been approved.
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%
_/ As best practice, you should execute a T-code PA20 in Enterprise Central
o Component (ECC) and review the following infotypes:

. (Actions)
. (Personal Data)
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6.2.2. Approve Addition of a Spouse

The HR Partner reviews and approves a request, created by the staff member in the portal, to
add a new spouse as a dependent.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

datd " da
- e

“# Request Status

User Map

‘& User Map

HR Operation Center Configuration
@ HR Operation Center Configuration

2. On the Home screen, click on the Work Center link.

Approver Work Center

AEJ Ratumad | CMPesdnglems | OWComputedbems PAPendngtens | PACompliedtems | Time Pendng bees n-r.-u-u—[ t—-puq-l

(¥ 5w Guch Crier Uartnsasce | Crangs Quary Cul
LS (T T— = - 2as " Datess |

3. Click on the Entitlement Pending = Entlements Pending iems - ),

Approver Work Center

Draft [ Returned [ OM Pending tems f OM Completed ttems ( PA Pending tems [ PA Completed terr

[» Show Quick Criteria Maint ]

View: [Stancard View] | ] ||[ & Review and Aprove iﬂo‘ Dispiay | | [Refresn |

Subject Initiator Name SentDate  Effective ... Priorty Sta
pre—

Approve Family Data Change Request of BARABARA ROSELN 39082017 30.082017 SMedum  Re:

Employee 20020517
B Approve Family Data Change Request of BARABARA ROSELN | 30.08.2017  30.08.2017 S Medium Red
| Employee 20020517

Approve Family Data Change Request of DARABARA ROSELN | 30.082017  30.08.2017 S Medwm Ret
| Employee 20020517

Approve Family Data Change Request of Farhanah TWANA 30.082017  30.08.2017 S Medum Red

Employee 20039585

Approve Rental Subsidy Request of Employee  Farhanah TWANA 08.04.2017  08.04.2017 S Medium Rey

20039585
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4. Click on the Select ‘_‘ button to highlight the appropriate staff member request.

5. Click on the Approve @me and Approve | button to open and review the request.

W ent Suts
M S Lt
Vol A e »

Abbrcca iy

Donn T Tamy Saner owte wibh e S0 Wemtert

Trinemaat 1 %o e Brterees @ Pot pameml Bemias b | gty Womder
 Epcaet of ahen wace Sece S LU [ ] S trance Farsonne Sumber

6. All form information should be verified against the attached documentation that should
already have been stamped as ‘seen and verified’ by the local HR Administrator or HR
Partner. Scroll to the bottom and verify that the appropriate documents are attached.

7. Double-click on the attached document.

Fie Lodemon ASschemrt Fie SCu (@ 4D )
.yl e
[ yees mant b cpem oo 1ot martige Cortific sle g 1= wmapy le smmciawnorg Cpen Sove v Conied

8. Click on the Open !{ IMAGE-LINK+u-ad-open}! button. .

If documentation is not marked as seen and verified, or is missing, the request should be
rejected. If rejecting the request, include a brief note in the Approver Remarks for the
staff member detailing why the request was rejected and what steps need to be taken to
have the request approved. Advise the staff member to resubmit the request for
approval once the reasons for rejection have been addressed.
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e e e B T g
¥ Erceet of dleaence Sece 4 4T B Seterance Fersonme e

9. Verify the form information using the documents as indicated below.

From a review of the staff member’s history:

» Valid From date — This may be the date of marriage, the EOD of the staff member, or the
effective date of the dependency if the request is to establish dependency for an existing
spouse who is a household member but not currently a dependent.

» Valid To date — This is usually left with the default date, 31.12.9999, unless you know the
date on which the spouse will no longer be a dependent.

From the Passport:

» First Name
» Last Name
* Gender
Date of Birth

Please make sure all names are spelled exactly as they appear on the documents. Do
not accept abbreviations or shortening of names. Change or add as needed to reflect the
exact wording on the passports, as it has implications for travel.

From the Marriage Certificate:

e Marital Status
» Marital Status Since date

Take note of the statement made by the staff member on the residence of the spouse.
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Additional Fields
Does the family member reside with the Staff Member?:

Is the Spouse Employed?; ]

Is the Spouse Financially Dependent?:

Entitlement Effective

In Receipt of Allowance Since: 115.01.2017 | _]_ﬁ

10. In this scenario, the spouse is currently unemployed.

Spouse Employment Details
Employer Type: | E]
UN Organization: R
Work Duty Station; * i v
Employer Name |
Spouse Annual Earings: | 0.00] Currency: | -]

11. If the staff member indicates that the spouse is employed by clicking on the checkbox,
additional fields about the spouse’s employment appear next to the Marital Data section
above.

The staff member must complete this additional information about their spouse’s
employment and income and attach supporting documents such as proof of occupational
earnings.

From the Wage Statement (if the spouse is claimed as a dependent):

* Employment status

* Employer Type

* Earnings

* Financial Dependency Status — This indicator must be turned on if the earnings of the
spouse are below the minimum threshold used to determine if they are dependents.
Verify the amount declared by the staff member to determine dependency. If this check
box is unchecked, the spouse will only have the status of household member.
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Also verify the Receipt of Allowance Since date. This date has to match the Valid To
date indicated above.

— It is the staff member’s responsibility to report to the HR Partner if there is a
change in the spouse’s employment status, or if the staff member thinks
that the spouse’s occupational earnings will exceed the limit for the year.

12. Click on the Expand ¥ arrow to scroll to see the lower portion of the screen.

Brraris

=gy re Comay TWORD LT B0 ASC WY SROUTSE AS WY dogre.ar Emmay
APUNCANT

v Arscheraeny

13. Review the Employee Remarks, if any. Add any remarks you feel necessary in Approver
Remarks.

14. Click on the Expand “* arrow to scroll to the top.

Family Details
[ Approve || & Reject |

—5‘ Approve t
v & r's Detail
Details of Staff Member
Index Number: 20020517
First Name: BARABARA
Last Name: ROSELIN
Category: Professional & Above
Pay Scale Group: P-2
Pay Scale Level: 06
Contract Type: Fixed Term
Contract Valid Until: 16.05.2019

15. Click on the Approve [Approve | button

The request will be removed from the Entitlements Pending ltems.
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%
_-/ If rejecting the request, remember to include a brief statement in Approver
= Remarks for the staff member detailing why the request was rejected.

16. The staff member’s request to add spouse as a dependent has been approved.

However please note that no information on the documentation has been recorded. So
immediately upon approval of the change of marital status and adding the spouse as
household member or dependent, the HR Partner must go to Enterprise Central
Component (ECC) and execute a T-code PA30 to add the documents submitted by the
staff member in ITO703 (Documents on Dependents).

Follow the general procedures on how to add dependency documents. These
procedures can be found in under the General procedures of this chapter.

In addition, you should execute a PA20 to review the PA created in ECC and review the
details of the spouse stored in IT0O021.

Immediately after confirmation, run a Payroll simulation to ensure that the dependency
entitlement is generated correctly.
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6.2.3. Approve the Addition of a Secondary
Dependent

The procedure to approve a secondary dependent through Employee Self-Service (ESS)
follows the same steps as those indicated to approve a dependent child.

In the case of a secondary dependent, however, the HR Partner must carefully review the
following fields:

1. For secondary dependents, given that the entitlement is a yearly entitlement, the
effective from date will be the 1st of January of the year in which the parent or sibling
became a dependent. If the addition of secondary dependent is done at the time of
onboarding, then the effective date is the EOD date of the staff member.

2. Verify the following personal data as it appears in the birth certificate or passport:

* name,
* last name,

* gender,

» date of birth,

* birthplace, and
» country of birth.

If the parent has more than one nationality, please enter the nationality of the passport
provided and the one under which the parent will be travelling or obtaining visas.

3. Additional fields check boxes:

+ If the secondary dependent does not live with the staff member, the HR Partner must
confirm that the amount of financial support to the dependent submitted by the staff is at
least twice the amount that the Organization provides. The proof of payment must be a
valid proof of payment (no cash, affidavits, etc.)

» |If the secondary dependent lives with the staff member, there is no need to confirm
financial support, but the staff member must provide proof of residence of the secondary
dependent.

For Temporary Appointments in New York only: Secondary dependents on a B1/B2
visa (Tourist Visa) technically do not have residency status in the US as would a

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 64 of 145



dependent on a G-4 visa or with permanent residency status.

Therefore, the entitlement for secondary dependents lacking residency status or a G-4
visa can only be paid retroactively once either of the following conditions is met:

* the secondary dependent has completed one year of residency with the staff member,
or

* the secondary dependent has resided with the staff member for the entire period of a
temporary appointment of less than one year.

To be eligible for the entitlement, the staff member must have checked the box in
response to the question Do you provide at least on half or more of the dependent’s
financial support?

Family Data Application

Marital Data
Marital Status: * Wid. S/
Marital Status Since: 17.02.2002

Additional Fields

Does the family member reside with the Staff Member?:

Do you provide at least one half or more of dependent's financial support?: [v]

Reference Personnel Number for Family Member

Reference Personnel Number:

Remarks

Enter Remarks for Approver:

Remember to run the Payroll simulation after completing the PA to ensure that the
dependency entitlement is generated correctly.
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6.2.4. Approve the Addition of a Child

The HR Partner reviews and approves a request, created by the staff member in the portal, to
add a newborn child as a dependent.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

datd " da
- e

“# Request Status

User Map

‘& User Map

HR Operation Center Configuration
@ HR Operation Center Configuration

2. On the Home screen, click on the Work Center link..

Approver Work Center

AEJ Ratumad | CMPesdnglems | OWComputedbems PAPendngtens | PACompliedtems | Time Pendng bees n-r.-u-u—[ t—-puq-l

(¥ 5w Guch Crier Uartnsasce | Crangs Quary Cul
LS (T T— = - 2as " Datess |

3. On the Approver Work Center screen, click on the Entitlement Pending
Entitlements Pending tems tab

Approver Work Center
Draft ( Returned ( OM Pending tems [ OM Completed tems. ( PA Pending tems [ PA Completed e

[» Show Quick Criteria Maint ]

View: [Stancard View] | ] ||[ & Review and Aprove iﬂo‘ Dispiay | | [Refresn |

Subject Initiator Name SentDate  Effective ... Priorty Sta
pre—

Approve Family Data Change Request of BARABARA ROSELN 39082017 30.082017 SMedum  Re:

Employee 20020517
B Approve Family Data Change Request of BARABARA ROSELN | 30.08.2017  30.08.2017 S Medium Red
| Employee 20020517

Approve Family Data Change Request of DARABARA ROSELN | 30.082017  30.08.2017 S Medwm Ret
| Employee 20020517

Approve Family Data Change Request of Farhanah TWANA 30.082017  30.08.2017 S Medum Red

Employee 20039585

Approve Rental Subsidy Request of Employee  Farhanah TWANA 08.04.2017  08.04.2017 S Medium Rey

20039585
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4. Click on the Select ! button to select the request you want to work on.

5. Click on the Approve @me and Approve | button to open and review the request.

¥ Application Details

Application for: Chid

Validity

Valid From: * 01.06.2017
Name

First Name: * April Lei

Middle Name:

Last Name: * ROSELIN

6. You will notice that the application submitted by the staff member is for a dependent
child.

p— All form information should be checked against the attached documentation
which must have been previously dated and marked as seen and verified
by an HR Administrator or HR Partner. Before reviewing the form, scroll to

the bottom and verify that the appropriate documents are attached. Download
and open each document for use during your review.

You must also check to determine if the staff member is already in receipt of single
parent allowance for another child. In that case, financial support, if any, is to be
recorded for the new dependent child which will not be visible in the ESS request. You
must then reject this ESS request and instruct the staff member to submit the request
offline.

In addition, you should open another Enterprise Central Component (ECC) session to
verify that the child is not already in the system or, in the case of locally recruited staff
members, to check the number of children who are already registered as dependents.
This will determine whether you can approve the request for dependency or not.
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w Attachments
| [*i Attachments |
File Name File Extension
4| birth certificatepdf | application/pdf
7. Double-click the attached document.
[ Do you want to 5pen of save birth certificate. pdf (5.0 KB) om unsapq3e. UmoR. un.oeg? oo || sove |v| coxs |

8. Click on the Open | %" | putton

If documentation is unacceptable or missing, the request should be rejected and a
reason for rejection should be included in the comments box so that the staff member
can address the issues and resubmit if appropriate.

* Apiiw aten Detads

Logh ster v Onae

Vabaty

fvars rrom = oroee7 | 's] [Vﬂa'a . :u:ml
Rame

Bt Dota

9. Review the Valid from and Valid To dates.

The Valid From date is the effective date of the dependency request. Therefore, the
Valid From date should be the later of the following dates:

» the child’s date of birth, for a newborn child;
» the date when the child was legally adopted, for an adopted child;
+ the date of marriage to the biological parent of the child, provided that the child resides

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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with the staff member, for a stepchild; or
» the staff member’s Entry on Duty date, if the staff member is submitting the request as a
result of an initial appointment or reappointment.

The Valid To date is the expiration of the dependency allowance. This is defaulted to
31.12.9999 and should not be touched unless you are certain there is a clear expiration
date for the dependency. Umoja will automatically stop the dependency benefits at age
18 but you must still process the discontinue dependency at that age if they are no
longer eligible.

Frel e ¢ Agri L e ferae
Vete e Cumm of B * o 5 ) o)

Lawt Name ¢ L ] Cawmery 1 Pom Teany

tace w Fer

N Rty e -

10. Verify the information entered on the form against the birth certificate or national
passport submitted by the staff member. Make any necessary changes to ensure that
the names match those of the original documents. Do not accept abbreviations or
omissions as it will have implications for travel.

* First Name

* Middle Name, if any
+ Last Name

+ Gender

» Date of Birth

* UN Nationality

Country of Birth, Name at Birth and Birthplace are not required fields but if you have
information from the birth certificate or national passport, these fields should be

completed.
Marital Data
Marital Status: * Single [+
Marital status since: 101.06.2017 8]

11. Verify the child’s marital status. In most cases, this will be single. In this case, the
Marital status since date is the child’s date of birth.
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Staff members have the obligation to notify the HR Partner of any changes in the marital
status of their dependents.

12. Scroll to see the lower portion of the screen.

Additional Fields
Does the family member reside with the Staff Member?: [v)
Is Government Assistance Provided for this child?:
Is Child Financially Dependent?:

Is the Child in Full Time Educational Attendance?:
Is the Child Disabled?:

O 00K O

Is the Child Non Custodial?;

13. Review the selections for the Additional Fields.

Does the family member reside with the staff member?
If the staff member is requesting to claim a stepchild as a dependent,

the stepchild must reside with the staff member to qualify as a
dependent.

Is Government Assistance Provided for the child?
If the staff member clicked the check box, the staff member must
report the total amount of the grant and currency. Receipt of a

government grant affects the amount of the dependency benéefit only,
not the dependency status of a child.

Is Child Financially Dependent?
If the child is financially dependent and resides with the staff member,
proof of support is not required. If the child is financially dependent
but does not reside with the staff member and the staff member is not
the custodial parent, proof of financial support is required.



Is the Child in Full Time Educational Attendance?
For a newborn child, this should be left unchecked. The staff member
may request for dependency allowance without the child being in full-
time educational attendance if the child is below the age of 18. If the
child is between 18 to 21 years of age, the child has to be enrolled
full-time in order for the staff member to be in receipt of dependency
allowance. Certificate of full-time school attendance is required.

Is the Child Disabled?
If the child is disabled, the HR Partner will review the request for
special dependency. Special dependency can be granted only after
confirmation by the Medical Services that the child’s condition is
considered to be a disability. Therefore, if this checkbox is selected
(checked), the staff member must have a certificate of disability from
the UN Medical Services. If the staff member has not submitted the
confidential medical reports offline to the UN Medical Services and
obtained their approval of disability, the staff member may leave this
box unchecked. The HR Partner may review this request for
dependency and may make an amendment to this submission to
request for special dependency once the certification of disability is
obtained.

Is the Child non-custodial?
If the staff member does not have custody of the child, this should be
checked. Proof of financial support must be submitted in order for the
request to be approved. Scenario: the staff member has custody
of the child, box unchecked
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14. Review the Entitlement Effective fields.
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In Receipt of Allowance Since — This field is a mandatory field when you turn on the
financially dependent indicator. The information entered here will also be used to
determine the grandfathering of the dependency allowance.

This field must be the effective date of the most recent approval of the dependency
benefit, provided that there are no gaps in receipt of the benefit. If this is the first
dependency approval or there were gaps in receipt of the dependency benefit, then use
the effective date of this application. Scenario: date of birth of child, 01.04.2015

15. In the Remarks section review the Employee Remarks and add any Approver Remarks

as needed.

If rejecting the request, include a brief statement in Approver’s remarks for the staff
member detailing why the request was rejected and what steps need to be taken before
resubmitting for approval. Advise the staff member to resubmit the request for approval
once the reasons for rejection have been addressed.

16. Scroll to the top of the form.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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__Family Details
[& Approve |f ¢ Reject

v Staff Member's Detail

Details of Staff Member

Index Number: 20020517

First Name: BARABARA

Last Name: ROSELIN

Category: Professional & Above
Pay Scale Group: pP-2

Pay Scale Level: 06

Contract Type: Fixed Term

Contract Valid Until: 16.05.2019

17. Click Approve or Reject as appropriate. The request will be removed from the Task list.

[Scenario: Click . ]

Family Details

| Reject H Approve ]

Approved details updated in the database

w Staff Member's Detail

18. The staff member’s request to add a newborn child as a dependent has been approved.

However please note that no information on the documentation has been recorded. So
immediately upon approval of the addition of the child as a dependent, the HR Partner
must go to ECC and execute a T-code PA30 to add the documents submitted by the
staff member in infotype %(marker-red)IT0O703 %(Documents on Dependents).

Follow the general procedures on how to add dependency documents. These
procedures can be found in the About chapter of the Entitlements Job Aid.

It is good practice to review the following infotypes in ECC: — Create dependents/
Household members

In addition, you should now run the Payroll simulation to ensure that the dependency
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entitlement is generated correcily.
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6.3. Adding Dependents or Household
Members (ECC)

As indicated earlier, the Enterprise Central Component (ECC) procedures for adding a new
dependent/ household member are an exception to the standard process of reviewing and
approving in Employee Self-Service (ESS) and should only be used in those rare instances in
which neither the staff member nor the HR administrator have access to ESS, or for the
exceptional reasons documented in

Use these procedures to
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Scenario: Process a Maintain Family Status Personnel Action PA to add a newborn child
as a dependent child for a staff member effective 01.11.2017

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

[ Menu

Edit  Favorites Extras  System  Help

& |[pasd

B @@ CHE HDLOD i

SAP Easy Access - User menu for PA32GLBL0O1 PA32GLBLO1 |

2. Click on the Validate @ button after typing

PA40

in the Command text box.

Pessonnel Actioas
Action Type

Promotion
Transfer

Reassgnment

Temp Assignment Start

Temp Assignment Change/Extend
Temp Assignment Retum

Loan w/n Umafa Entiies Start
Loan w/n Umofa Ente. Chg/Ext

Loan w/n Umaja Ente. Return
Secondment Start{outgong)
Secondment Cha/Ext.(outgong)
Secondment Retum(outgong)
Intenagency Loan Start
Interagency Loan Change/Extend
Interagency Loan Retum
Process Specal Post Alowance
Mantan Post Incumbency
*** MASTERDATA ***
Change Personal Data
Duuu Famy Status.

“** ENTITLEMENTS & PAY ***

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

16051

4. Enter the effective date of the relationship to the staff member. In the case of a
biological child, the birth date. In the case of an adopted child, the date of legal
adoption, in the case of a stepchild, the date of marriage to the parent of the child
provided the stepchild lives with the staff member. Scenario: 01.11.2017, date of birth

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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of the child
( )
— If the dependency is done at the time of onboarding, the effective date is
the EOD of the staff member, not any of the above. In this scenario, since
this is an active staff member who has had a child, we will put the date of
birth of the child.
\ J

5. Click on the Select u button to select Maintain Family Status.

6. Click on the Execute @ button to execute the action.

Copy Actions (0000)
& @ & OExecute nfogroup & Change info group

Pers.No. 16051  Pers.Assgn 30087518 00016051 @)

T e

Name [Hebron Ann FLASK EOD UN|25.10.2010/KAT Vietnamese Emp. Stat  Active
EE Group [1] 1ntemational staff US00|  New York Org DPINMD PS MCS

EE Subgrp [PR| Professional & Above 2-3 0] Appt Continung Exp [31.07.2043
Start [01.11.2017] to  [51.12.9999)

| Personnel action

Action Type Mantan Famiy Status v

=

Reason for Action ik Iﬂ

Status

Customer-specific [ ~

Employment [Active =
| Organizational assignment

Position 30087518  P3 5129 PRESS OFFICER

Personnel area US00|  United States of America

Employee group [1] International Staff

Employee subgroup [2r] Professional & Above

7. Click on the Matchcode 0 button to display the list of options for Reason for Action.

r Action (1) 4 Entries found

MEORAREPED &)

Al Copy fpe: 58 L

N ction type: Maintain Family Status
ActR” Name of reason for action

01 Add Family Member/Dependent |
04 Change Family Member/Dependent
07 Add Other Household Members

10 Change Other Household Members
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8. Click on the Add Family 01  Add Family Member/Dependent button.

9. Click on the Continue button to confirm selection.

[ |nfotype [Edt Goto Extras System Heb

V] v‘<I|Q COQ CHE DD BE @m
Copy Actions (0000)
& & 2 @execute infogroup & Change info group
Pers.No. 16051 Pers.Assgn 30087518 00016051 v‘
Nazme |Hebron Ann FLASK | EOD UN[25.10.2010/ AT Vietnamese Emp. Stat  Active
EE Group 1| International Staff [osoo  New York 0rg DPINMD PS MCS
EE Subgrp |BR| Professional & Above P-3  ||04] Appt Continuing Exp [31.07.2043
Start [01.11.2017] to  [31.12.9999]
| Personnel action

Ackina Tima | Mtaintain Camib: Chatuie -

10. Click on the Validate @ button to validate entry.

11. Click on the Save button to save the record.

[© Subtypes for infotype "Family M

IBRR]s] 2L

S Copy
[V

use & Rel.-Recoq.
02 chid

03 Step Child

04 Non-Recognized Spous
05 Former Spouse

06 Father

07  Mother

08 Sibling

09 Household Employee
10 Deceased S/M

11  Others

12. Click an option to select the appropriate relationship to the staff member. Scenario:
02 Child

* 01 Spouse & Related — Recognized -

02 Child — refers to a natural or legally adopted child.

03 Stepchild — refers to a child of his/her spouse that resides with the staff member.
04 Non — Recognized Spouse — refers to multiple legal spouses. Note that the United
Nations can only recognize one spouse as a dependent. All others will be entered in

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 78 of 145



United Nations - DOS Umoja Annual Declaration for HR Partners - 1_en

Umoja as non-recognized.

* 05 Former Spouse — refers to an ex-spouse

* 06 Father — refers to the father of the staff member.

* 07 Mother — refers to the mother of the staff member.

* 08 Sibling — refers to a brother/sister of a staff member.

* 09 Household Employee — refers to hired help on a G5 visa that resides in the staff
member’s residence.

* 10 Deceased S/M — refers to the status after the death of the staff member

* 11 Others — Any other relationship not covered by the above.

13. Click on the Continue button to confirm selection.

& Infotype Edt Goto Extrags System Hep

g B ICQQ CHE Do BE @F

Create Family Member/Dependents (0021)

g8 2
pers. No. [ 1051 Pers.Asson | 30087518 00016051 -
Naze [Hebron Ann FLASK EOD UN[25.10.2010|MAT Vietnamese Emp. Stat  Active
EE Group [1] International Staff Us00]  New York Org DPINMD PS MCS
EE Subgp [ER! Professional & Above [e=3~ lo4] Appt Continuing Exp [31.07.2043)
Start 01.11.2017] To [31.12.9999
| Personal Data

Famiy Member (02 | Chid Number M

Last name FLASK Birth name

First name Margareth | Refpers.no.

Gender (e) Female OMale

Date of birth 01.11.2017 UN National US|

Bithplace New York, NY | cyobith  [us ]

14. Enter the following information for the child:

» First Name — first name of child. Scenario: Margareth

* Gender — select appropriate radio button. Scenario: Female
» Date of Birth — from birth certificate. Scenario: 01.11.2017

* UN Nationality Scenario: US

» Birthplace Scenario: New York, NY

* Ctry o.birth Scenario: US

— The child’s nationality will default automatically to the staff member’s
nationality. In this example, we are going to change the nationality of the

\. J
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( )
child as the staff member has provided the required document.
» Birthplace — Enter as it appears on the birth certificate or passport
» Country of Birth — Enter as it appears on the birth certificate or passport
\_ J
’D?'Di = gom' E:i;g Sge%;wli HR doog (-] |
15. Enter information in the following Additional Fields.

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.

Marital Status — Enter as it appears on the birth certificate or passport Scenario: Single
Since - refers to the effective date of the marital status of the dependent. For a newborn
child, enter the birth date. Scenario: 16.12.2014

Living with Staff Member — By clicking the “Living with Staff Member” check box, you
are confirming that the child resides with the staff member. Scenario: checked
Financially Dependent — Click the Financially Dependent checkbox to flag the child as
financially dependent. Selecting this checkbox triggers the payment of a dependency
benefit. Leaving it unchecked will give the status of household member to the family
member. In the event that the child is being registered as a household member prior to
the recognition of dependency, for example, prior to verification of a birth certificate, this
indicator would not be checked. Scenario: checked

In receipt of allowance since — This field is a mandatory field when you turn on the
financially dependent indicator. The information entered here will also be used to
determine the “grandfathering” of the dependency allowance.

Date of Birth — This field must be the effective date of the most recent approval of the
dependency benefit, provided that there are no gaps in receipt of the benefit. If this is the
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first dependency approval or there were gaps in receipt of the dependency benefit, then
use the effective date of this application. Scenario: date of birth of the child,
16.12.2014

16. Click on the Validate o button to confirm entries.

[ jofotype Edt  Goto Extras System Heb
@ -qelece cur vnan @M @8
Create Family Member/Dependents (0021)

am’

Pers. No. 16051
Naze [Hebron Ann FLASK

EEGroup [1] Intemational Staff
EE Subgrp [PR Professional & Above
Stat 01.11.2017] To

Personal Data

Famiy Member (02 | chid
Last name FLASK

Fist name Margareth
Gender “ Female
Dateof bith  [01.11.2017
Brthplace New York, NY

‘Addtional fields
Middle name
Markal Status Sngle

Dependent Overrde

ViLiing with staff member
Educational Attendance

v Fnancaly Dependent

Non Custodal Chid

Elgble: Trans.Alow
Fin. Support Amt

EOD UN25.10.2010/ AT Vietnamese
US|  New York 0xg DPINMD PS MCS
2-3  Jod] appr  Contnung Exp [31.07.2043

Pers.Assgn 30087518 00016051

31.12.9993)

Number
Bith name
Ref.Pers.No.

UN Natonal  [US
Cuyobith  [Us

~| snce 01.11.2017)

11,2017
In recept of alowance snce Joratzonlg)

Death Date

Emp. Stat  Actie

Received Amount(s) from other sources
Wage Type Currency (05D
Amount

Effectv. Date:Trans Alow
usD

17. Click on the Save button to save the record.

Other Fields

Disabled — This is used for a child that has been certified disabled by the UN Medical
Services Division. By turning on this indicator, the payment of special dependency
allowance for the child will be triggered. It is important to note that this does not trigger
the special education grant.

Received Amount(s) from other sources — These fields are filled if the staff member is
in receipt of government assistance. Enter amount and currency.

*Educational Attendance *- This field is only required to be checked when the child
reaches age 18 — 21 years old. The system will automatically discontinue the child
dependency benefits when the child reaches age 18. The staff member is required to
advise the HR Partner with supporting documents that the child continues to be in full-
time school attendance and if that is the case, the checkbox should be selected.
Non-custodial child — This field is used to document a child for whom the staff member
does not have custody and therefore does not reside with the staff member.

*Eligible: Trans Allow*- This field should be checked only for interagency transfer of staff
members who were in receipt of a salary at the dependency rate in respect of a
dependent child as of 31 December 2016.
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» Effectv.Date: Trans Allow — The only date that can be entered is 01.01.2017. Any other
date will result in an incorrect payment of transitional allowance.

* *Fin. Support Amount *- This field is used for staff members in receipt of financial support
in respect of the dependent child and who are eligible for the single parent allowance.
The amount entered is used to calculate an adjustment to the single parent allowance, if
applicable.

[© Subtypes for infotype "Family M

. Restrictions

A A ERRED
€ Copy I:"e

a use & Rel.-Recog.

02 Chid )

03  Step Chid

04 Non-Recognized Spous
05 Former Spouse

06 Father

07 Mother

08 Sibling

09 Household Employee
10 Deceased S/M

11 Others

18. Unless you are adding additional dependents with the same start date (for example,
birth of twins, or the addition of more dependents as a result of onboarding) you can
close this window to skip the addition of more family members/dependents.

19. Click on the Close button to close and continue.

In the next step, information will be about the documents presented as verification of the
dependency relationship.

20. On the Documents on Dependents popup, click to select the relationship of the
dependent to the staff member. [Scenario: 02 Chid ]
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[ Subtypes for infotype "Documents on Dependents”

o] A=

Gopy
1 Spouse & Rel.-Recog.
———— 1

02" Child

21. Click on the Continue button to confirm selection.

[ pfotype Edt Goto Extrzs  System  Heb

Umoja Annual Declaration for HR Partners - 1_en

[e] ‘qe@jeee chk voon D 08

Create Documents on Dependents (0703)

ans

pers. No. 16051, Pers.Assgn

S

Neme [Hebron Ann FLASK EOD UN25.10.2010]¥AT Vietnamese
EEGroup 1] Intemational Staff [osoo]  New vork
EESubg [P Professonal & Above [P [04] Appt  Continuing
start [01.11.2017) to  [31.12.9998]

Dependant Chid

Fist name [Margarecn

Last name [Frasx

Date of birth 01.11.2017)

Country. USA

Tye [Brth Certiicate
Number | XX=XXXXXX
Jssye Detais
Date 01.11.2017]
Place New York, NY 10017
Country USA
[ Status
Document Status I 'l

22. Enter the following from the verification documents;

For Document Details

Emp. Stat  Active

Exp [31.07.2043)

» Country — of issuance of the document Scenario: USA
* Type — Select the appropriate type of document. [Scenario: Birth Certificate]
* Number — the identifying number of the document. If there is no registry number, you can

skip this field. Scenario: XX- XXXXXX

For Issue Details

e Date — Scenario: 01.11.2017

* Place — Scenario: New York, NY 10017
» Country -Scenario: USA
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23. Click on the Verified Verified button for Document Status.

24. Click on the Validate @ button to validate entries.

25. Click on the Save button to save the record.

& [nfotype Edt Goto Extras  System  Heb

@ -d@]eee cur vooo -1 |
Change Entitlement Monitoring Infotype (9003)
ae s
Pers. No. 16051) Pers.Assgn  |30087518 00016051 v @
Naze [Hebron Ann FLASK | EOD UN [25.10.2010]MAT Vietnamese Emp. Stat  Active
EEGroup |1] Intemational Staff [0S00]  New York Org DPINMD PS MCS
EE Subgrp |PR) Professional & Above P-3 04| Appt Contmung Exp [31.07.2043)
Start :n.n.zmv:u'-:o 01.11.2017] Chngd [28.11.2017][cuccaRT |
Personnel Action Detais
Subtype 0302 Personnel action monkoring
Action / Reason 5801
Effective Date 01.11.2017)
Action S&  Maintain Famiy Status
Reason 01 Add Famiy Member/Dependent
Initated / Last Update Date 28.11.2017
Inkated / Last Update By GMCCARTN
Action Completion Status
Action Completed On 28.11.2017|
Action Completed Flag Yes v
. . . . . . .
26. The last infotype, (Entitlement Monitoring), in this PA records completion of the

action.

Click on the Yes ves option 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 Employee Self-Service (ESS).

27. Click on the Save button to save the record.

28. Click on the Return @ button to return to the SAP Easy Access screen.

( )
— You should execute a T-code PA20 to review the PA and infotypes to which
= you made changes in this transaction.

As best practice, the following infotypes should be reviewed:
. (Actions);
. J
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. (Family Member/Dependents);
. (Document on Dependents)

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

» Entitlement to dependency allowance with respect to

* < dependent type>,

* < dependent name> .

+ Name and date of birth verified from birth certificate, copy on file.

In addition, you should now run the Payroll simulation to ensure that the
dependency entitlement is generated correctly.

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

United Nations - DOS Umoja Annual Declaration for HR Partners - 1_en

6.3.2. Change Marital Status and Add a
Spouse

Scenario: An HR Partner receives a request to change the personal data of a staff
member. The staff member requests a change of marital status from single to married
and related; and add a spouse as a household member effective 05.08.2017. This will
only be done in Umoja Enterprise Central Component (ECC) when the Employee Self-
Service (ESS) is not functioning.

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

[ Menu Edit Favorites Extras System Help

& |[pasdl B ce@e DHE DOO g

SHPﬁnwAanﬁ=-Uhynmmukwnuuﬁuualnﬁumuua”

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

(& HRMasterData Edt Goto ©xtras Uties(M) Settngs System  Heb

-qE @@ DHK DDOD BD OB
Personnel Actions
(0
«j=)i=E)E)E) =)l
Find by
= 9 person Personnel No. Pers.Assgn
« B Colective search hep sort
* Bl search Term
. m Free search
Personnel Actions
_ Action Type Personn... EE group  EE subg... [
*** APPOINTMENT *** -
Pre Boardng
Intol Appontment
Reappontment
Reappointment After Retrement
Reappointment w/o Break
Renstatement
Renewal/Extension of Appt

oH B Ce®alEOO M

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
8583160

4. Enter the effective date of the relationship, the marriage date in this example, in the
Start text box.Scenario: 01.09.2014
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5. Click on the Validate 0 button to validate the entries.

90 person Personnel No, (132930 | persassgn  [30071520 00135950 ~| gl
= & ;:“;"'; sexch heb Haze Marcize STEINSZCK | £0O Un [91.11.2006] KAT Hungaran Evp. St Actve
,“ﬁ:w;m EEGrowp [1] Intemational Staff Aros]  Kabed 0y UNAMA OCMS SCM PHS

€E Subprp [F3| Field Service ‘et 107 2gpr  Comtrwng exp [28.02.2027)
Start [30.09.2017)

 Acton Type Personn... €E grovp  €E subg-.. [
Process Specal Post Alowarce ~
Mantain Post Incumbency v
wes MASTER DATA ***
Personal Data
] Famly Status
*** ENTITUBMENTS & PAY ===

6. Scroll to locate the Change Personal Data personnel action, then click on the Select
D button to select.

7. Click on the Execute Q button to execute the personnel action.

Copy Actions (0000)

2  ®Execute info group & Change info group
Pers.No. 138990 Pers.Assgn 30071520 00138990 .}Ev]
Name [Martiza STEINBECK EOD UN/01.11.2006 NAT Hungaran Emp. Stat  Active
EE Group [1] International Staff AF00!  Kabul Org UNAMA OCMS SCM PMS
EE Subgrp |FS! Field Service FS-5  07) Appt Continuing Exp [22.02.2027
Start 30.09.2017, to  [31.12.9999
| Personnel action : - )

Action Type | Change Personal Data vl

-

Reason for Action |‘_
| Status . |

Customer-specific [ v

Emolovment |Active vl

8. Click on the Matchcode 0 button to display the list of options for Reason for Action.
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9. Click on the Change Marital Status 01

[S Reason for Action (1)

9 Entries found

Umoja Annual Declaration for HR Partners - 1_en

[
E20 i) e S = TR

Action pI: 55
Nameof action type: Change Personal Data
AC - of reason for action

04 Change Name
07 Change/Add Nationality

13 Change Visa Status

16 Maintain Professional Domicile
19 Maintain Place of Perm Resd.

01 Change in Marital Status |
02 Grant Single Parent Status

03 Discontinue Single Parent St.

10 Maintain Place of Home Leave

' Change in Marital Status

button

10. Click on the Continue button to confirm selection.

11.

12. Click on the Save

o0

[ Infotype Edt Goto Extras System Help
el
(., rActions (0000)

2L  ®execute info group & Change info group

[ {azaan!

-qB]eee CHR DDoS DD @B

Pers.No. 138990/
Naze [Marciza STEINBECK |
EEGroup [1] International Staff
EE Subgrp (75 Field Service

Start 30.09.2017] to

130071520 00138990
133 33 2nnel

Pers.Assgn

|RF00|  Kabul

[31.12.9993

Personnel action

EOD UN01.11.2006 NAT Hungaran

.'@]
Emp. St Active

0rg UNAMA OCMS SCM PMS
FS-5 ol Appt Continuing

e 02 20271

Exp 128.02.2027]

Action Type
Reason for Action

[Change Personal Data -

o)

=

!

[30071520]  FS5 7484 CLAIMS ASSISTANT

E——
fawanl  abahanickan

Click on the Validate @ button to continue.

| button to save the record.
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Copy Personal Data (0002)
asl
Pers. No. 138990| Pers.Assgn 30071520 00138990 ~
Naze Martiza STEINBECK | EOD UN [01.11.2006] XAT Hungaran Emp. Stat  Active
EEGroup [1] Intemational Staff [Foo] Kabul 0rg UNAMA OCMS SCM PMS
EE Subgrp [FS| Field Service Fs-s [07] Appt Contnuing Exp [28.02.2027
Start [30.09.2017] To [31.12.9999
L Name
Tele Ms v
Lastname  [STENBECK Bith name
Frstname  [Martza
Middie Name
HR Data
Date of Brth [07.02.197s]
UN National [Hungaran  + Othr/Brth - <]
Martal Status Snce [07.02.1975]
Addtional Fields
Gty of Bith

Country of Bath |
Gender

Addttional fields
[Jsingle Parent

Marr&R

13. Select for the Marital Status.

Options for Marital Status

+ Single — not married

* Marr&R — Married and Related

* Wid. — Widowed

* Div. — Divorced

* Lg Sep — Legally Separated

* Unknwn — Default option when the marital status has not been determined or verified

& Infotype Edt Goto Extras System Heb

-qBjeee cur nnow o8

Copy Personal Data (0002)

ae s

Pers. No. 138930 Pers.Assgn 30071520 00138990 -
Naze Marciza STEINBECK 0D UN[01.11.2006] KAT Hungaran Emp. Stat Actve
EEGroup (1] Intemational Staff Aroo| Kabul 0rg UNAMA OCMS SCM PMS
EE Subgrp [FS| Field Service ¥5-5_ 1[07] Appt  Continung Exp [28.02.2027)
Start 30.09.2017] To  [31.12.9999

Name

Tele M~

Lastname  |STEINBECK 8ith name

Frstname  [Martza

Middle Name

HR Data

Date of Bith 07.02.1375)
UN National [Hungaran - Othr/Brth [ -
Martal Status [Marr&R ~ snce \
Addional Fields
Cry of Bith
Country of Brth Hungary -
Gender Female  ~
Addional fields
Single Parent

14. Enter the effective date of the new marital status (in this case marriage) in the Since text
box Scenario: 30.09.2017

15. Click on the Validate @ button to validate entry.

16. Click on the Save button to save the record.
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Create Family Member/Dependents (0021)

aa’r

pers. No. [ 138830 Pers.Assgn 30071520 00138990 |
Name [Marciza STEINBECK | EOD UN [01.11.2006/ NAT Hungaran Emp. Stat  Actve
EEGroup [1] Intemational Staff [2F00]  Kabul 0rg UNAMA OCMS SCM PMS
EE Subgrp S| Field Service [rs-s 107] appt Contnuing Exp [28.02.2027
Start [30.09.2017] To [31.12.9999]
| Personal Data

Famiy Member (01 | Spouse & Rel-Recog. Number M

Last name [sHoRE | Bithname

First name Martin Ref.Pers.No.

Gender O Female © Male

Date of bith  [15.01.1975| UN National  [us |

Brthplace [Austn, X Quy obith [us |
| Addttional fields

Middle name

Martal Status snce 1

[_IDependent Overmide t of alowance since —

r Death Date
[Jving with staff memb:
__IFinancially Dependent

17. Enter all relevant information pertaining to the spouse of the staff member.

Enter:

» First Name — Enter as it appears in the birth certificate or passport. Scenario: Martin

» Date of Birth — Enter as it appears in the birth certificate or passport. Scenario:
15.01.1975

+ Birthplace — Enter as it appears in the birth certificate or passport Scenario: Austin, TX

» Country of Birth — Enter as it appears in the birth certificate or passport. Scenario: US

+ By default, the nationality of the spouse will reflect the staff member’s nationality. If the

spouse’s nationality is different, you must make the relevant change to the field text box
“UN National.”

18. Select Marriage & Related Mar8R for Marital Status.

Addtional fields
Middle name ' 1
Marttal Status Mar&R  +| since

["IDependent Override In receipt of allowance since
Death Date ‘

[TILving with staff member
["Fnancaly Dependent

Employer type v
Work Duty Station
UN Organization
Employer Name
Spouse Annual Eamings ‘ ] Currency [ ]

19. Enter the effective date of the marriage in the Since text box. Scenario: 30.09.2017
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r

dependency benefits with respect to the spouse.

since” text box.

of the year concerned.

For more detail on financial dependency, see the
procedure.

— If you select Living with Staff Member, you are confirming that the spouse
= lives with the staff member at the duty station. In this scenario, the staff
member is at a non-family duty station so the option is left unchecked.

If the spouse is to be deemed financially dependent, you can turn on the indicator
by checking the Financially Dependent checkbox. This will trigger the payment of

In the event that you turn on the financially dependent indicator, you will need to
fill in the effective date of the dependency payment in the “In receipt of allowance

To be eligible for dependency benefits with respect to a spouse, the spouse’s
earnings must be under the limits established by the applicable rules and
regulations. All earning limits are based on the salary scale in effect on 1 January

~N

[E Infotype Edit Goto Extras System Help

9 | v «|E |@ @ &
e | T

Create Family Member/Dependents (0021)
& [3 2

20. Click on the Validate @ button to validate entries.

21. Click on the Save button to save the record.

22. The Subtypes for infotype “Family Member/ Dependents” allows the establishment of

additional dependents on a single personnel action. Best practice however is to create a

unique personnel action for each dependent.
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[= Subtypes for in

v | ][]

STyp | Close

01 | & Rel.-Recog.
02 Cchid

03  Step Child

04 Non-Recognized Spous
05 Former Spouse

06 Father
07  Mother
08 Sibling

09 Household Employee
10 Deceased S/M
11 Others

23. Click on the Close button to close.

Create Family Member/Dependents (0021)

s

pers.No. [ 138990] Pers.Asson (30071520 00138990 -
Nae [Marciza STEINBECK | EOD UN[01.11.2006]MAT Hungarian Emp. Stat  Actve
EEGroup 1] Intemational Staff [aF00]  Kabul Org UNAMA OCMS SCM PMS
EE Subgrp @‘rﬁeﬂ Service Fs-5 |07 Appt Continuing Exp [28.02.2027

Start ﬁﬁn 31.12.9999

&

Personal Data |
Famiy Member |01 | Spouse & Rel-Recog. Number M
Last name SHORE | Bith name
First name Martin Ref.Pers.No.
Gender ) Female ©Male
Date of bith  [15.01.1975] UNNatonal [0S | of the UsA
Brthpiace ‘Austn, TX cuyobith (s | usa
[ fields
Middle name | |
Marital Status |Mar&R  ¥| Since 30.09.2017|
[_IDependent Override In receipt of alowance since |

24. Click on the Continue B button to continue.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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apl
Pers. No. 138990 Pers.Assgn  |30071520 00138990 -
Name [Martiza STEINBECK EOD UN[01.11.2006/ NAT Hungarian Emp. Stat  Active
EEGroup [1] International Staff AF00|  Kabul 0Org UNAMA OCMS SCM PMS
EE Subgrp [FS| Field Service Fs-5 |[07) Appt Continuing Exp [28.02.2027
- a ;
Start . 0o [30.09.2017]  chngd [04.12.2017]/@uccarT |
| Personnel Action Detais ]
Subtype 0302 Personnel action monitoring
Action / Reason 15501
Effective Date 30.09.2017
Action 55  Change Personal Data
Reason 01  Change in Marital Status
Inttiated / Last Update Date 04.12.2017
Inttiated / Last Update By GMCCARTN
[ Action Completion Status
Action Completed On 04.12.2017)
Action Completed Flag Yes v

Please always consult this site to get the most updated information.
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25. The last (Entitlement Monitoring), in this PA records completion of the action.

Click on the Yes Yes option 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.

26. Click on the Save button to save the record.

27. Click on the Return @ button to return to the SAP Easy Access screen.

_-/ You should execute a T-code PA20 to review the PA and infotypes to which
= you made changes in this transaction.

As best practice, the following infotypes should be reviewed:

. (Actions);
. (Personal Data);
- (Family Member/Dependents)

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

» Staff member married < Name of Spouse > on < Effective date of marriage >.
» Marital Status verified from marriage certificate.

* Spouse < is/is not > a UN staff member.”

* Spouse added as a household member/dependent effective .

Follow the general procedures on how to add a note to personnel actions. These
procedures can be found in the About chapter of the Entitlements Job Aid.

Please note that no information on the documentation has been recorded. So
immediately upon approval of the personnel action, the HR Partner must go to

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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ECC and execute a T-code PA30 to add the documents submitted by the staff
member in infotype ITO703 (Documents on Dependents).

Follow the general procedures on how to add dependency documents. These
procedures can be found in the About chapter of the Entitlements Job Aid.

In addition, you should now run the Payroll simulation to ensure that the
dependency entitlement is generated correctly.
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6.3.3. Add a Household Employee

1. The household employee information should be entered in the system upon receipt of
approval to bring a household employee from the Visa Committee.

The procedure to add a Household Employee follows the same steps as those for adding a
child, with the following differences.

2. The effective date of the PA should be the date that the household employee has been
approved by the visa committee.

Creare Family Member/Dependents (0021)

arpl
pers. No. 16051 Pers.Assgn 30087518 00016051 ~ &)
Name |Hebron Ann FLASK EOD UN 25.10.2010 NAT Vietnamese Emp. Stat  Active
EEGroup 1 Inf tional Staff US00’ New York Org DPINMD PS MCS
EE Subgrp 'ER Professional & Above P-3 04| Appt Continuing Exp 131.07.2043

Start 01.11.2017] To  [31.12.9999)

Personal Data

Famiy Member |09 | Household Employee Number
Last name NGUYEN Bith name
Frst name Thet Ma Ref.Pers.No.
Gender * Female Male

Date of bith 01.06.1975 UN National
Birthplace Soc Tran Ctry 0.birth

Addtional fields
Middle name
Marital Status Mar&R  ¥| Since 08.08.2000

Death Date
{Pwng weth staff member

3. For a Household Employee, when completing (Family Member/Dependents)
infotype:

» Verify the following personal data as it appears in the passport: name, last name, gender,
date of birth, birthplace, country of birth. If the household employee has a more than one

nationality, please enter the nationality of the passport provided and the one under which
the household employee will be travelling or obtaining visas.

* |n the Additional Fields section, enter the marital status and its effective date as it
appears on the passport.

* The indicator for ‘Living with the staff member’ must be clicked.
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6.3.4. Add a Secondary Dependent

Procedure

1. The procedure to add a Secondary dependent follows the same steps as those for
adding a child, with the following differences.

2. For secondary dependents, given that the entitlement is a yearly entitlement the
effective date will be the 1st of January of the year in which the parent or sibling became
a dependent. If the addition of secondary dependent is done at the time of onboarding,
then the effective date is the EOD date of the staff member.

Create Family Member/Dependents (0021)
aRs

Pers. No. 16051 PersAssgn 30087518 00016051 - &)
Name [Hebron Ann FLASK EOD UN25.10.2010 NAT Vietnamese Emp. Stat  Active
EEGroup 1] Intemational Staff [US00]  New York 0zg_ DPINMD PS MCS

EE Subgrp PR Professional & Above P-3 04’ Appt  Contnuing Exp /31.07.2043
Start 01.01.2017] Teo 31.12.9999

Personal Data

Fami et P
Last name MORDOR Birth name
Frst name James Anthony Ref.Pers.No.

Date of birth 25.12.1950 UN National W

Bithphce | Hanoi Cury o.bith

Middle name
Martal Status Wid. ~!| Since

IDependent Override In recept of alowance snce
Death Date

Lving with staff member

3. For a Secondary dependent% (father, mother or sibling), verify the following personal
data as it appears in the birth certificate or passport: name, last name, gender, date of
birth, birthplace, country of birth. If the parent has a more than one nationality, please

enter the nationality of the passport provided and the one under which the parent will be
travelling or obtaining visas.

4. |In the Additional Fields section, enter:

Marital Status — date as it appears on the passport, or other certificate and the effective
date of the marital status in the Since field.

Financially Dependent — If the secondary dependent is deemed to be financially

dependent, you must ensure this indicator is checked to trigger the payment of
dependency benefit.

Living with Staff Member — confirms that the secondary dependent lives with the staff

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

+ Dependent Override — This is used only when the payment of dependency is to be
overridden in exceptional cases.

* In receipt of allowance since — This field is a mandatory field when you turn on the
financially dependent indicator. The information entered here will also be used to
determine the “grandfathering” of the dependency allowance.

» Effective Date: This field must be the effective date of the most recent approval of the
dependency benefit, provided that there are no gaps in receipt of the benefit. If this is the
first dependency approval or there were gaps in receipt of the dependency benefit, then
use the effective date of this application.

*REMEMBER: *Since secondary dependency allowance is a yearly entitlement, the effective
date of the entitlement to secondary dependency is always the 1st of January of the year in
which the entitlement is requested, or the EOD of the staff member.

For Temporary Appointments in New York only: Secondary dependents on a B1/B2 visa
(Tourist Visa), technically do not have residency status in the US as would a dependent on a
G4 visa or with permanent residency status.

Therefore, the entitlement for secondary dependents with temporary visas who claim to meet
the requirement of living with the staff member can only be paid retroactively upon providing
proof that either of the following conditions is met:

» the secondary dependent has completed one year of residency with the staff member, or
+ the secondary dependent has resided with the staff member for the entire period of a
temporary appointment of less than one year.

To be eligible for the entitlement, the staff member must have checked the box in response to
the question: Do you provide at least on half or more of the dependent’s financial
support?

Remember to run the Payroll simulation after completing the PA to ensure that the dependency
entitlement is generated correctly.
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6.4. Single Parent Allowance (ECC)

The procedures in this section document how to grant and discontinue the Single Parent
Allowance.

The staff member requests single parent allowance by submitting (Request for Change
in Dependency Status) including all required supporting documentation. When the

includes information in respect of financial assistance provided for a dependent child, you must
first complete a Maintain Family Member PA (see procedure in this job aid under Modify or
Discontinue Dependent Child) to enter the amount of financial assistance on the child’s record.

Use these procedures to:
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6.4.1. Grant Single Parent Allowance

Scenario: A staff member has submitted a request with supporting documentation to
start grant the single parent allowance effective 1 July 2017.

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

[ Menu Edit Favorites Extras System  Help

& |[pasd l«Bce@@ BHE DDOO ?

SAP Easy Access - User menu for PA32GLBL0O1 PA32GLBLO1 |

2. Click on the Validate @ button after typing PA40 in the *Command *text box.

[© HR MasterData Edit Goto Extrgs Utities(M) Settings System Help

g *JdH S CHE DO BRAE
Personnel Actions
@
<= |=>)1[64](bd (B8 ):
Find by
v @9 Person Personnel No. 396632 Pers.As:

* (R Colective search help
. Search Term
* () Free search

Start 01.07.2017[))

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
396632

4. Enter the effective date of the personnel action in the Start text box. Scenario:
01.07.2017

5. Click on the Validate o button to validate entries.
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[e5ea CUTH] RIE]

Fnd by
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- 80 parson PersonnelNo.  [336632 Pers.Assgn (00396632 31011743 00396632~ %]
* (1) Cotectie search heb Same [Patricia SMITH | EOD UN (17.25.2010 KAT Rtalan Emp. Stat  Actwe
E::T';:"m £E Growp lmmm :uﬁs ”:'f'“" ozg nuonwsvsgssuﬂ
. @ Ace et EE Subgp | PR wﬂw;m P-2 0% Appr Fixed Term Exp 16.05.201%

s 01.07.2017
Parsonnel Actions.

_ Adton Type Personn... EE group  EE subg... [
‘Secondmant Chg/Ext.(0utgong) 2
‘Secondment Retumy{outgong) =
‘hm Loan Start
Interagency Loan Change/Extend
Interagency Loan Retun
Process Specal Post Alowance

Mantain Post Incumbency

“** MASTER DATA ***
Personal Data

“Mantan Famly Status

""" ENTITLEMENTS & PAY ***

(firans Cran Inrramant

6. Scroll to locate, then select the Change Personal Data PA.

7. Click on the Execute @ button to execute the PA.

Copy Actions (0000)

A & 2 ®executenfogroup & Change info group

Pers.No. 396632
Name [Patricia SMITH |
EEGroup 1] Intemational Staff
EE Subgrp PR Professional & Above
Start 101.07.2017| to

Pers.Assgn | 00396632 31011743 00396632
EOD UN/17.05.2010| MAT Itakan Emp. Stat  Active
[usao]  New York Org DM OHRM SPSD SS MFI
TW Appt Fixed Term Exp [16.05.2019]
[31.12. 9993

v\@

Personnel action

vl

Action Type
Reason for Action

|55 Change Personal Data

'T_
L
L

Customer-specific [ -l
13 Active ~)

[31011743]
[usoo]
1]
[er]

Position

Personnel area
Employee group
Employee subgroup

P3 5119 POLITICAL AFFAIRS
United States of America
International Staff

Professional & Above

8. Click on the Matchcode 0 button to display the list of options for Reason for Action.

[= Reason for Action (2) 9 Entries found

[v]= DG 2 R

Action Type: 55

Name of attion type: Change Personal Data
= of for action

01 Change in Marital Status

02  Grant Single Parent Status
03 Discontinue Single Parent St.
04 Change Name

07 Change/Add Mationality

10 Maintain Place of Home Leave
13 Change Visa Status

16  Maintain Professional Domicile
19 Maintain Place of Perm Resd.
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9. Click on the Grant Single Parent 02 | Grant Single Parent Status  gptjon .

10. Click on the Continue button to confirm selection.
[E Infotype Edt Goto Extras System Hebp
‘ -"e@e DHE D000 @E QOB
Copy Actions (0000)

A B 2 @execute nfogroup & Change info group

Pers.No. 396632 Pers.Assgn 00396632 31011743 00396632 ~|%9|
Name [Patricia SMITH | EOD UN[17.05.2010/NAT Italan Emp. Stat  Active
EEGroup |1 International Staff [Usoo]  New York Org DM OHRM SPSD 55 MFI
EE Subgrp |PR| Professional & Above [p-2 03 Appt Foced Term Exp [16.05.2019)
Start (01.07.2017] to  [31.12.9999)
| Personnel action

Action Type '55 Change Personal Data -

[ =
i 029
Reason for Action Lﬂ Jul

11. Click on the Close o to validate entries.

12. Click on the Save button to save the record.

& jofotype Edt Goto Extras System  Heb

@ /4B ©@@ DHR 8ndd BR QR
Copy Personal Data (0002)

aB’l
Pers. No. [3seesz] persAssgn (00396632 31011743 00396632 ~) [od)
Naze [Pacricy a SwITH | EOD UN17.05.2010/KAT Rakan Emp. Stat  Actve
EEGroup 1] Intemational Staff 000 New York 0zg DM OHRM SPSD S5 MFI
EE Subgrp [PR| Professional & Above -2 V03] appr Fixed Tem Exp [16.05.2019.
sat WG [31.12.399

tame

Tee M v

Lastname  [SMITH Brth name

Fistrame  patrca

Mddie Name

HR Data

Date of Brth 02.01.197¢

UN Natonal {17 akan ~ Othe/Bith =

MartalStatus  [Snge ~! Snce 02.01.197¢

Addtional Felds

Cry of Bith Rome

Country of Brth [T nay

Gender 2 Female ~

Addtional fields

13. Click on the Single Parent JSngle Parent 1, 415 5 record the staff member as a single
parent.

14. Click on the Validate @ button to validate selection. You may have to click @ multiple
times to acknowledge messages displayed at the bottom of the screen.
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15. Click on the Save button to save the record.

[© Infotype Edt Goto Extras System Help

" {S]qap cux coce mm o
Change Entitlement Monitoring Infotype (9003)
B R
pers. No. 396632 Pers.Assn (00396632 31011743 00396632~ %3]
Name 'Patricia SMITH EOD UN '17.05.2010  NAT Italan Emp. Stat  Active
EEGroup [1] Intemational Staff US00|  New York 0rg DM OHRM SPSD SS MFI
EE Subgrp |ER Professional & Above P-2 09/ Appt Fixed Term Exp /16.05.2019
. o
Start G Ole  [01.07.2017] hngd [30.0e:2017)fFviLLaNv2

Personnel Action Detais

Subtype 0302 Personnel action monitoring
Action / Reason §502

Effective Date 01.07.2017

Action 55  Change Personal Data
Reason 02  Grant Single Parent Status
Intiated / Last Update Date 30.08.2017

Intated / Last Update By PVILLANU2

Action Completion Status

16. The last (Entitlement Monitoring) infotype, in this PA records completion of the

17.

18.

19.

action. Click on the Yes Yes option 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 Employee Self-Service (ESS).

Click on the Validate @ button to validate entries.

Click on the Save button to save the record.

Click on the Return @ button to return to the SAP Easy Access screen.
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6.4.2. Grant Adjusted Single Parent Allowance

The staff member requests single parent allowance by submitting (Request Change
Dependency Status) including all required supporting documentation. When the

(Request Change Dependency Status) includes information in respect of financial assistance
provided for a dependent child, you must first complete a Maintain Family Member PA (see
procedure in, to enter the amount of financial
assistance on the child’s record.

After updating the dependent child record with the financial information, follow the
procedure.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE


https://iseek.un.org/iseek-site-search?query=85&fq=documents2
https://iseek.un.org/iseek-site-search?query=85&fq=documents2
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 Umoja Annual Declaration for HR Partners - 1_en

6.4.3. Discontinue Single Parent Allowance

[/ISingle Parent 5cenario: Effective 1 October 2017, a staff member will no longer be eligible

for the single parent allowance

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

[ Menu Edit Favorites Extras System  Help

& |[pasdl B e@e SHE DDOHO g

SAP Easy Access - User menu for PA32GLBL0O1 PA32GLBLO1 |

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

[E HRMasterData Edt Goto Extras Utities(M) Settings System Help

& *dH CAQ@ CHE DDOD @®
Personnel Actions
®
(=[5 ](E])
Find by
~ @9 Person Personnel No. |
« (B} cotective search help Start
« K} search Term :
« () Free search
- [ AGG List Personnel Actions

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
396632

4. Enter the date the entitlement is to be discontinued. Scenario: 01.10.2017

5. Click on the Validate o button to validate entries.
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% . Personnel Actions

Persconel No. (336632

Name [Fatricia SMITH |

EEGrowp |1 Intemational Staff
BE Subgp PR Professonal & Above
st [01.10.2017)

+ Bl cotectve search hep
« Bl search Term

* Bl Free seacch

- [ AcG st

P2

Personnel Actions.

__ Adon Type
Interagency Loan Start
‘MM Loan Change/Extend
[Interagency Loan Retum
Process Specal Post Alowance
Mantan Post Incumbency
*** MASTER DATA ***

6. Scroll to locate then select the Change Personal Data

7. Click on the Execute Q button to execute the PA.

Copy Actions (0000)
B 2 @Oexecute nfogroup ¢ Change info group

(P ——————————n—

Pers.Assgn | 00396632 31011743 00396632

EOO UN[17.05.2010 XAT Rtakan
[vs20]  Mew York

-2 109] Appt  Feced Term

Umoja Annual Declaration for HR Partners - 1_en

* I8
Emp. St Acwe
Czg DM OHRM SPSD SS MFI

Exp (16.05.2019

Personn... EE grovp  EE subg... [

PA.

Pers.to. 396632
Nepe [Fazzicie SMITH |
EEGroup |1 Intemational Staff
EE Subgrp |PR] Professional & Above

Pers.Assgn
EOD UN[17.05.2010/MAT Italan
‘sa0]  Mew York

P-2 09 Appt Fued Tem

00396632 31011743 00396632

)

Emp. Stat  Active

Org DM OHRM SPSD 55 MFI

Exp |16.05.2019

sar [1.10.2007] w  [31.12.9999

Personnel action

Action Type |55 Change Personal Data -

C 2l

Reason for Action 18

Status

Customer-spectic <
Employment (3 Actve |
Postion [31011743]  P3 5119 POLITICAL AFFARS
Parsonnel area 'US00)  Untted States of America

Employee group 1 International Staff

Employee subgroup 0y Professional & Above

8. Click on the Matchcode D button to display the list of options for Reason for Action.

!V!Hll
n Type: 55

Name of action type: Change Personal Data
Ac,,_‘]llameofremonforaction

01 Change in Marital Status

02 Grant Single Parent Status

03  Discontinue Single Parent St. |
04 Change Name

07 Change/Add Nationality

10 Maintain Place of Home Leave
13 Change Visa Status

16 Maintain Professional Domicile
19 Maintain Place of Perm Resd.
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9. Click on the Discontinue Single Parent 03
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: Discontinue Single Parent St. option.

10. Click on the Continue button to confirm selection.

[ jnfotype Edt Goto Extrgs System Hep
Copy Actions (0000)

g3 8
["396632]

Pers.No. Pers.Assgn

Name Patricia SMITH
EEGroup |1 Intemational Staff

EE Subgrp (PR Professonal & Above
Start 01.10.2017

P-2

to  [31.12.9999]

Personnel action

Action Type
Reason for Action

55 Change Personal Data
faac)
Bp

Status

00396632 31011743 00396632

EOD UN 17.05.2010 NAT Itakan
US00|  New York

Jos! appt Fixed Term

HE 0080 D @6

Oexecute nfo group & Change info group

)

Emp. Stat  Actve
0rg DM OHRM SPSD SS MFI
Exp [16.05.2019!

Customer-specfic

Employment [3Acve

| Organgational assignment
Postion [31011743]  P3 5119 POLITICAL

[0S00]  United States of America

1 Intemational Staff

BR Professonal & Above

Personnel area
Employee group
Employee subgroup

11.

12. Click on the Save button to save the record.

[© jofotype Edt Goto Extas System  Heb

-|{8]eee cur v
Copy Personal Data (0002)
a2 2

Pers. No. [ 396632)

Neze [Patricia SMITH |

EEGroup (1] Intemational Staff
EE Subgp ’F; DvafemzL & Above

Pers.Assgn

£0D UN/17.05.2010|KAT Itakan
[0500]  New York

P-2

03] Appr Fxed Tem

AFFAIRS

Click on the Validate o button to validate selection.

o0 BD @@

(00396632 31011743 00396632~

Emp. Stat  Active

Org DM OHRM SPSD SS MFI

Exp [16.05.2019)

Start SR Oo  [31.12.9999
e f
13. Click on the Single Parent vISingle Parent 1, \+ton to uncheck the box.
14. Click on the Validate @ button to validate selection. You may have to click multiple
times to acknowledge messages displayed at the bottom of the screen.
]
15. Click on the Save button to save the record.
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[© Infotype Edt Goto Extras System Hebp

-1 qa)dep cur snas on
Change Entitlement Monitoring Infotype (9003)
[l P
Pers. No. ["396632 Pers.Asson 00396632 31011743 00396632
Neme [Patricia SMITH EOD UN[17.05.2010| ¥AT Italen Emp. Stat  Active
EEGroup 1] Intemational Staff [0500]  New York Org DM OHRM SPSD SS MFI
EE Subgrp 28| Professional & Above P-2 |03 Appt Fixed Term Exp [16.05.2019]
Start :n.xo.zw::pro 01.10.2017] Chngd [30. 08.2017)[PvILLANUZ
Personnel Action Detais
Subtype 0302 Personnel action monttoring
Action / Reason [s503
Effective Date 01.10.2017;
Action 55  Change Personal Data
Reason 03 Discontinue Single Parent St.
Inttiated / Last Update Date 30.08.2017
Intiated / Last Update By PVILLANU2
Action Completion Status

Action Completed On 30.08.2017]
Action Completed Flag YYes ~

16. The last *Entitlement Monitoring*) infotype, in this PA records completion of the

action. Click on the Yes Yes option 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 Employee Self-Service (ESS).

17. Click on the Validate @ button to validate entries.

18. Click on the Save button to save the record.

19. Click on the Return @ button to return to the SAP Easy Access screen.

( B
— 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:
. (Actions);
. (Personal Data)
Each personnel action completed should be documented by adding a note to the
. J
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record saved on the infotype. The note should contain the following
elements:

» Discontinue Single Parent Allowance

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.

In addition, you should now run the Payroll simulation to ensure that the
dependency entitlement is generated correctly.
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6.5. Modify or Discontinue Dependents (ESS
Approval)

Use these procedures to:
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6.5.1. Approve Modification to or
Discontinuance of a Dependent Child

Scenario: A staff member’s dependent child aged 20 is no longer in school attendance
as of 1st January 2017. Staff member submits a request to discontinue dependency and

school attendance though ESS.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

FTOCK L0
- -
- Work Center

- Reguest Status

User Map

“ User Map

HR Operation Center Configuration
@ HR Operaton Center Configuraton

2. Onthe _Home_*screen, click on the *+Work Center+ link.

Approver Work Center
AIORAT]  femes | CMPedngtems | OUConputedbens | PAPwndngbems | PAConpiiedbems | Time Puadeng s n-c-nu-l _—M—;I
Crange Ouary Cult

Ve (Mranmars Vmat  Jmi || - eevsns || [ Detean |

3. Click on the Entitlement Pending LS 1o h.

Approver Work Center

“!m;ﬂhﬁ.h—_ﬂm-Jul—-‘_:ﬂm—Jh

[ Snpe Qo Crere Uammeune |

View |[Zacdect View] v Iih-ﬂﬂrm"#hny] [ Exporty | | Aemess |

Skt v Eatod g
| Acoreve rary Duta Crange Becuent ot trpiyee 00016081 Wetron FLASK
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4. Select the record from the Entitlements Pending Items tab, then click Review and

Approve.

request.

Pers. No. 16051]
Name Hebron Ann msa-
EE Group 1 Internatonal Staff usoo New York
EESubgp PR Professonal & Above P-3
Start 01.11.2015 To

Pers. Assgn

Personal Data
Famiy Member 02 | Chid
FLASK

Frst name Doe
Gender
Date of brth
Brthplace

Number
Brth name
Ref.Pers.No.

Last name

16.09.1997 UN National

Cuy o.bith

Addtional felds
Muddie name

Marial Status

Sngle ~ | Snce

In recept of alowance snce
Death Date

Wage Type
v Amount

Effectv. Date:Trans Alow
0.00 UsD

30087518 00016051
EODUN 125.10.2010 NAT Vetnamese

04 Appt Contnung
31.12.9999 Chg. [24.01.2018  PWNANJUKI

Review the information including the supporting documentation submitted with the

- [
Emp. Stat
Org DPI NMD PS MCS
Exp [31.07.2046

Acwve

03

us of the USA

16.09.1597

01.01.2016

v Recewed Amourk(s) from other sources

Curency USD
0.00

Open an Enterprise Central Component (ECC) session and access the staff members

records for the referenced dependent. Compare the information provided by the staff

member to the current family member details to determine if you should approve or
reject the pending request.

Family Details

Reject

Approve

Approved details updated in the database

7. To approve the request, click Approve.

P(((. To reject the request, provide details of why you are rejecting the request, then click

Reject.

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 111 of 145



United Nations - DOS

Family Member information - Request Approved
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Created =1 Warkflow Systemn

Dear Hebron FLASK,

You are receiving this automated emall to inform you that your request to add / maintain family member information has been approved
for:

Family member's name: Doe FLASK
Effective date: 01-01-2017

Dependent: NO

Please note that you are required to update your family member’s profile theough the Umoja Employes Self Service portal, as soon as
there 5 a change in his/her status.

You may be eligible to make changes to your health @ benefits under the B

fits and Poyment section of the portal.

For additional information regarding the UN health insurance benefits, visit: htp://www.un.org/insurance

You may also update benefickary information through the ESS portal under:
Personal [rformation -> Beneficiary Details.

Thank you,
Umaja

8. Once approved, an email notification (as shown above) is sent to staff member.

Pers. No. 16051 Pers.Assgn 30087518 00016051 -] |%
Name Hebron Ann FLASK EODUN '25.10.2010 NAT Vitnamesse Emp. Stat Actve
EE Group 1 [Internatonal Staff Us00 New York Oxg DPI NMD PS MCS
EE Subgrp FR Professonal & Above P-3 04 Appt Contnung Exp 31.07.2046
|J:] Choose 01.01.1800 o 31.12.9999

Stat Date  End Date Act.  Acton Type AaR  Reason for action c.. |e..[0

01.01.2018 Y3 1CSC GA Resoluton o7 Jan18 - Mandatory Retrement -

01.11.2017 58 Mantan Famdy Status 01 Add Farndy Member/Depende bt

01.11.2017 58 Mantan Famiy Status o7 Add Ocher Household Members

31.07.2017 58 Mantan Famiy Status 04 Change Famiy Member/Depe

01.02.2017 60  Grant Step Increment 01 Reguiar Step Increment

01.01.2017 Y3 1C5C GA Resoluton 01 Jan17 USS - Basic Pay [TO008

01.01.2017 S8 Mantan Famiy Status 01 Add Famdy Member/Depende

:m.o:.m:r ' S8 Mantan Famiy Status 04 Change Famiy Membesr/Depe

01.02.2016 20 Promotion 10 Defferent d/fs, diferent dept

01.01.2016 28  Temp Assgnment Change/Ex. 16 Different d/s

60

01.01.2016 Grark Step Increment

9. Inthe ECC session opened previously, view infotype
Dependents to confirm the change has been made,

10. Be sure to add a note to the record in infotype

change.

01

Reguiar Step Increment

Family Members

(Actions) to document this
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6.5.2. Approve Modification or
Discontinuance of a Dependent Spouse

Scenario: A staff member’s spouse, established as a household member effective
01.11.2016 requests that the spouse be established as financially dependent effective
01.01.2018. As the spouse’s earnings will be slightly over the maximum established
gross occupational earnings for the year, the staff member will receive the adjusted
spouse allowance.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

PO T
Work Center

- Reguest Status

User Map

“ User Map

HR Operation Center Configuration
@ HR Operaton Center Configuraton

2. On the Home screen, click on the Work Center link.

AABRR]  memas | CuPwsegtems | OUCongewbes | PAfwndngtes | PAComgpiiedtems | TimePwadnges | T Congiedtems | (mements Pendeq tees ||
R e TN rne Tl a1

3. Click on the * Entitlement Pending* e tab.
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Approver Work Center

m,mium—iwm—iumn—lum—1m

a

v s e [ v ) ()| ()

Setmot rlaies g
| Approve tamey Data Crange Sequent of Lrpeyss (0016041 Metron FLASK

4. Select the record from the Entitlements Pending Items tab, then click Review and

Approve.
5. Review the information including the supporting documentation submitted with the
request.
Vakd From: * [01.01:2018
= =
Martal status since: [01.122017

Additional Fields

Does the family member reside with the Staff Member?: v
s the Spouse Employed?: I}
Is the Spouse Financally Dependent? 2
Entitiement Effective
n Receiptof Alowance Sice [oro12018
o[ seos] s [arsi o @
Name [Hebron Ann FLASK | EODUN [25.10.2010|NAT Vietnamese Emp. Stat  Active
EEGroup 1| Intematonal Staff [Us00]  New York ©Org DPI NMD PS MCS
EESubgrp | PR Professional & Above »-3 [04] Appt Contnung Exp [31.07.2046
Start 01.01.2018] To [31.12.9999] cng. [25.01.2018|R2EHRPALL3
| Persanal Data
Famly Member |01 | Spouse & Rel-Recog. Number ]
Last name FLASK Brth name
Frst name Bbi Ref.Pers.No.
Gender ®Female OMale
Date of bith [05.04.1977] UN National [Us | ofthe USA
Bithplace ] auyobith ]
| Addtional fields
Middie name
Martal Status Mar8R  ~| Snce 01.12.2017
[)Dependent Overnde In recept of alowance snce [01.01.2018]
Death Date ]
|Other Employer (outsde UN) =
[us00| New York
(Coke
[45,000.00 | cumency [Usp |

6. Open an Enterprise Central Component (ECC) session and access the staff members
records for the referenced dependent. Compare the information provided by the staff
member to the current family member details to determine if you should approve or
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reject the pending request.

Family Details

Reject > Approve

Approved details updated in the database

7. To approve the request, click Approve.

To reject the request, provide details of why you are rejecting the request, then click

Reject.

Family Member information — Request Approved

Created =1 Warkflow Systemn

Dear Hebron FLASK,

You are receiving this automated emall to Inform you that your request to add / family i J has been app

for:

Family member’s name: Doe FLASK
Effective date: 01-01-2017
Dependent: NO

Please note that you are required to update your family member’s profile theough the Umoja Employes Self Service portal, as soon as

there is 8 change in his/her status.

You may be eligible to make changes to your health Insurance benefits under the Benefits and Payment section of the portal.
For additional information regarding the UN health insurance benefits, visit: hittp:/www. un.orp/insurance
:ww@wwhummwmmwﬂm:

Thank you,
Umola

8. Once approved, an email notification (as shown above) is sent to staff member.

9. Inthe ECC session opened previously, view infotype 0021 to confirm the change has

been made.

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 115 of 145



Pers. No. 16051 Pers.Assgn 30087518 00016051 v| %

Name Hebron Ann FLASK EODUN 25.10.2010 NAT Vetnamese Emp. Stat Actve
EE Group 1 Internatonal Staff Us00 New York Oxrg DPI NMD PS MCS
EE Subgrp FR Professonal & Above P-3 04 Appt Contnung Exp [31.07.2046
[J_'J Choose 01.01.1800 w 31.12.9999
Stat Date  End Date Act.  Acton Type AR Reason for action C.. |E..[
01.01.2018 Y3  ICSC GA Resoluton o7 Jani8 - Mandatory Retrement -
01.11.2017 58 Mantan Famndy Status 01 Add Farndy Member/Depende e
01.11.2017 58 Mantan Famdy Status o7 Add Other Household Members
31.07.2017 58  Mantan Famidy Status 04 Change Family Member/Depe
01.02.2017 60  Grant Step Incement 01 Regular Step Increment
01.01.2017 Y3  1CSC GA Resoluton 0 Jan17 USS - Basc Pay [T0008
01.01.2017 58 Mantan Famdy Status 01 Add Farndy Member/Depende
L) 1
plm.zou ) 58  Mantan Famdy Status 04 Change Famidy Member/Depe
01.02.2016 20 Promotion 10 Defferent d/s, diferent dept
01.01.2016 28 Temp Assignment Change/Ex. 16 Defferent d/s
01.01.2016 60 Grart Step Increment 01 Regular Step Increment
Pers. No. : 16051] Pers.Assgn 30087518 00016051 ~] [
Name Hebron Ann E‘LASK‘ EODUN 25.10.2010 NAT Vietnamese Emp. Stat Actve
EE Group 1 International Staff Usoo New York ©rg DPI NMD PS MCS
EE Subgrp PR Professional & Above P-3 04 Appt Contnung Exp 131.07.2046
Start 01.01.2018 To 31.12.9999 Chg. |25.01.2018 |R2EHRPALL3
Personal Data
Famdy Member 01 Spouse & Rel.-Recog. Number
Last name FLASK Brth name
Frst name Bbi Ref Pers.No.
Gender ®
Date of bith 09.04.1977 UN National Us of the USA
Brthplace Cuy o.brth
Addtonal felds
Middie name
Martal Status Ma&R v | Snce 01.12.2017
In recept of alowance snce 01.01.2018
Death Date
v
v
Employer type Other Employer (outsde UN) =
Work Duty Station US00| New York
Employer Name Coke
Spouse Annual Eamings 45,000.00 Curency  [USD

10. Verify the information has been updated correctly. Be sure to add a note to the record in
infotype 0000 (Actions) to document this change.
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6.5.3. Approve Modification to or
Discontinuance of a Secondary Dependency
Allowance

Scenario: A staff member with financially dependent parent effective 04.12.2016
discontinues (staff member’s father) parent effective 25.12.2017.

1. Login in Umoja Employee Self-Service (ESS) using your account credentials.

datd " da

- s
= Work Canter

“# Request Status

User Map

‘& User Map

HR Operation Center Configuration
@ HR Operation Center Configuration

2. On the Home screen, click on the Work Center link.

Approver Work Center

AEJ Ratumad | CMPesdnglems | OWComputedbems PAPendngtens | PACompliedtems | Time Pendng bees n-r.-u-u—[ t—-puq-l

(¥ 5w Guch Crier Uartnsasce | Crangs Quary Cul
LS (T T— = - 2as " Datess |

3. Click on the Entitlement Pending = Entlements Pending iems ),

Approver Work Center

Mlm_ﬂhﬂ_ um_:um_:umn_h

[» Snge Chars Criera Uambwranoe |
View | [Sadaf Vew - EM-ﬂWHi[wm} | Expons | Artees |

Sstmct i Eadon foww
i Agprove Famiy Dats [hanpe Reguet of Erpeyse 00016051 phrcn 1L %
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4. Select the record from the Entitlements Pending Items tab, then click Review and
Approve.

Vaid From FXrEy (]

First Name: = James Anthony

Last Name: * MORDOR

...... Status: * [
..... s [or012015

AN

the famity member reside with the Staff Member?. i
Do you provide half or more financially support which is at least twice the amount of the dependency alowance?: [

s the Chid in Full Time Edu al Attendance? o

Entitiement Effective
W Receptof Alowanes Sace E

Remarks
Employee Remarks:

5. Review the information including the supporting documentation submitted with the
request.

Family Details

Reject Approve

Approved details updated in the database

6. To approve the request, click Approve.

To reject the request, provide details of why you are rejecting the request, then click
Reject.
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Family Member information — Request Approved
Created =1 Werkflow System

Dear Hebron FLASK,

You are receiving this automated email to inform you that your request to add / maintain family member information has been approved
for:

Family member’s name: James Anthony MORDOR
Effective date: 25-12-2017
Dependent: NO

Plaase note that you are required to update your family member's profile through the Umoja Employee Self Service portal, as soon as
there Is a change In his/her status.

You may be eligible to make changes to your health insurance benefits under the Benefits and Payment section of the portal.
For additional information reganding the UN health insurance benefits, visit: hitp://www.un org/insurance

You may also update beneficiary information through the ESS portal under:
Personal Information -> Beneficiary Detalls,

Thank you,

Umoa

7. Once approved, an email notification (as shown above) is sent to staff member.

Pers. No. :_ 16051_' Pers.Assgn 30087518 00016051 ~ [
Name Hebron Ann FLASK EODUN |25.10.2010 NAT Viethamese Emp. Stat Active
EE Group 1| International Staff US00| New York Org DPI NMD PS MCS
EE Subgrp PR | Professional & Above P-3 04 Appt Contmung Exp /31.07.204¢
Start 25.12.2017| To 31.12.9999| chg. [25.01.2018/R2EHRPALL3

Personal Data

Famiy Member 06 Father Number

Last name MORDOR Brth name

Frst name James Anthony Ref.Pers.No.

Gender .

Date of bith 25.12.1950 UN National N Vietnamese

Birthplace Hanoi Cury o.brth VN Vietnam

Addtional fields

Middie name

Martal Status Wid. v Since 01.01.2015

In receipt of alowance snce
Death Date 03.12.2017

8. In the Enterprise Central Component (ECC) session opened previously, view infotype
0021 to confirm the change has been made.

Be sure to add a note to the record in infotype 0000 (Actions) to document this change.
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6.6. Modify or Discontinue Dependents (ECC)

Although the recommended procedure to modify existing dependents is for staff members to
submit the request through Employee Self-Service (ESS), there may be instances which
require the HR Partner to process the transaction through Enterprise Central Component
(ECC). These include when the staff member requests:

« a discontinuance of household employee,

» modification of a dependent child for adjusted single parent allowance,

* changes to the dependency status or the marital status prior to 1 January 2017, which
necessitate running the unified salary scale conversion program.

The staff member must submit the required documentation together with a completed hard
copy of the (Request Change Dependency Status).

A modification of an existing dependent requires the processing of the change though a PA30.
Since the PA30 will neither create a PA nor send a notification of the change to the staff
member, the HR Partner must execute a PA40 to create the PA and the notification.
Additionally, the HR Partner must add the document record through PA30. Finally, the HR
Partner must add a note with the remarks using PA30.

When you process a retroactive dependency PA in ECC that may affect the staff member’s
grade and step according to the unified salary scale, you will see a popup screen when
(Family Members Dependents) is saved. The popup indicates that the PA has an impact on
the conversion program run on 31 December 2016 and will ask you to confirm rerunning the
program.

You should ALWAYS click on *YES***. Umoja will rerun the conversion and apply the new level
and step as per the new situation of the staff member, if applicable.

Additionally, the HR partner must add a new line of remarks in (Actions) of the Add or
Modify Dependency PA to reflect the fact that the conversion program has re-run as a result of
the execution of the retroactive PA. It is also recommended that you run payroll simulation to
ensure that all the applicable entitlement allowances are accurate.
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6.6.1. Modify or Discontinue Dependent
Spouse

Scenario: A staff member with a spouse, established as a household member effective
30.09.2017, requests that the spouse be established as financially dependent effective
01.01.2018. As the spouse’s earnings will be slightly over the maximum established

gross occupational earnings for the year, the staff member will receive the adjusted
spouse allowance.

1. Follow the instructions in the procedure with the
following changes when you get to the Family Member/ Dependents infotype.

Pers. No. [132980] Pers.Assgn | 30071520 00138990 ~®

Name Martiza STEINBECK EOD UN 01.11.2006 NAT Hungaran Emp. Stat  Actve

EEGroup (1] Intemational staff AF00|  Kabul 0rg UNAMA OCMS SCM PMS

EE Subgrp [FS| Field Service [Fs-s 107] Appe  Contnuing Exp [28.02.2027)
1.01.2018 [31.12.999]

UNNational [0S | of the USA
Coyobith US| usA

Middie name
Martal Status

IDependent Override

~|Lvg with staff member

[ ¥/Fnancally Dependent |

Employer type
Work Duty Station
Employer Name lew Yo

Spouse Annual Eamings

2. Enter the effective date that the benefit should commence in the Start text box
Scenario: 01.01.2018

« Turn on the indicator by checking the* Financially Dependent* checkbox. This will trigger
the payment of spouse allowance.

» Fill in the effective date of dependency payment in the “In receipt of allowance since” text
box.

+ Enter Employer type — Enter the spouse type of employment Scenario: Other
Employer (outside UN)

* Work Duty Station *- Enter the duty station where staff member is employed
[*Scenario: US00 (New York)]

+ Employer Name - Enter the company for which the spouse is employed Scenario:
Financial Firm of New York/USA

+ Spouse Annual Earnings — Enter the spouse’s gross occupational earnings for the year

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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* Currency — Enter the currency of spouse’s earnings

%
_/ If the spouse has any gross occupational earnings, you should enter the
o amount even if the amount is over the gross occupational earnings and let
the system determine if the staff member is entitled to the adjusted spouse

allowance.

3. Validate and Save the record.
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6.6.2. Modify or Discontinue Secondary
Dependency Allowance

Scenario: In Enterprise Central Component (ECC), the HR Partner discontinues the
dependency allowance for a secondary dependent (staff member’s father) as a result of
death of the staff member’s parent effective 04.12.2017.

1. Follow the instructions in the procedure with the
following changes when you get to the Family Member/ Dependents infotype.

Pers. No. 16051 Pers.Assgn 30087518 00016051 !
Maze [Hebron Ann FLASK | EOD UN[25.10.2010/¥AT Vietnamese Emp. SBt  Actve
EEGroup 1] Intemational Staff US00| New York Grg DPINMD PS MCS
EE Subgro PR Professional & Above -3 o4l appr Continung Exp [31.07.2043)
Start 04:22:2009] To  131.12.3999

Personal Data

Famiy Member (06 | Father Hurmb M

Last name MORDOR Bith name

Fist name James Anthony Ref.Pers.No.

Gender ) Female Male

Date of bith  [25.12.1950) UN Natonal Wi | Vietnamese

Bithplce Hanoi | coyobrth | Vietnam

Addiional fields

Middle name ]

Martal Status wd.  ~| snce [01.01.2015]

["|Dependent Override In receipt of alowance snce N

Death Date
[TIving with staff member

|_'Fmancily Dependent

2. Enter the effective date that the benefit should be discontinued in the Start text box.
[Scenario: 04.12.2017, the day after the date of death. Note that in cases of
discontinuation of the entitlement, the effective date of the discontinuance is
always the day after the dependent ceases to have the entitlement.]

* Leave the TO date with the default date, 31.12.9999

+ Click (uncheck) the *Financially Dependent *check box to trigger the discontinuance of
payment of dependency allowance

* Remove the date from the In Receipt of allowance since text box

* In cases of death, enter the date of death in the Death Date textbox. If this date is not

entered, the family member will continue to appear as a household member in the staff
member’s record. Scenario: 03.12.2017

3. Validate and Save the record.
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6.6.3. Discontinue Household Employee

1. Follow the instructions in the
following changes when you get to the

Pers. No. 16051

procedure with the
(Family Member/ Dependents) infotype.

30087518 00016051 v o
Name |Hebron Ann FLASK EOD UN 25.10.2010/ NAT Vietnamese Emp. Stat  Active
EE Group 1 International Staff New York Org DPINMD PS MCS
EE Subgrp PR Professional & Above 04| Appt Continuing Exp [31.07.2043
Start 01.12.2017]] To
Personal Data
Family Member 09 | Household Employee Number
Last name NGUYEN Birth name
Frst name Thet Ma Ref.Pers.No.

Gender * Female Male
Date of birth 01.06.13975 UN National ™ Vietnamese
Brthplace Soc Tran Ctry 0.brth Vietnam
Additional fields
Middle name
Marital Status Mar8R  ~| Snce =~ |0B.08.2000

Death Date :

2. Enter the effective date that the household employee ceases to be employed by the staff

member in the Start text box.

* Leave the TO date with the default date, 31.12.9999
* Click (uncheck) the Living with staff member

In cases of death, enter the date of death in the Death Date text box. If this date is not

entered, the household employee will continue to appear as a household member in the
staff member’s record.

3. Validate and Save the record.
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Last modified: 20 January 2022
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6.6.4. Override Transitional Allowance

Scenario: Staff member on an interagency transfer from UNDP, Belgium to UN
Secretariat, New York effective 01.07.2017. As the staff member was in receipt of the
dependent rate in respect of a dependent child, s/he will continue to receive the
transitional allowance upon transfer to the UN Secretariat

1. Follow the instructions in the procedure with the following changes when you

get to the (Family Member/ Dependents) infotype.
Pers. No. 16051 Pers.Assgn 30087518 00016051 v \"#
Name Hebron Ann FLASK EOD UN '25.10.2010 NAT Vietnamese Emp. Stat A&we
EEGroup 1 International Staff US00!  New York Org DPINMD PS MCS
EE Subgrp PR Professional & Above B-3 04| Appt Continuing Exp [31.07.2043
Start 01.12.2017| To 31.12.9999

Personal Data

Famiy Member 09 | Household Employee Number 01
Last name NGUYEN Birth name
Frst name Thet Ma Ref.Pers.No.
Gender *) Female Male
Date of bith 01.06.13975 UN National Vietnamese
Brthplace Soc Tran Ctry 0.brth Vietnam
Addttional fields
Middle name
Marital Status Mar&R ¥/ Snce = [0B.08.2000
Death Date E

2. Click (check) the Eligible: Trans Allow
1. Enter in the Effectv. Date: Trans Allow textbox 01.01.2017

Note: The only date that should be entered is 1 January 2017, any other date will result in a
incorrect payment of transitional allowance.

3. Validate and Save the record.
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6.6.5. Modify or Discontinue Dependent Child

Scenario: A staff member has requested to discontinue financial dependency on a child
who has dropped out of school effective 31.07.2017.

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

[ Menu Edit Favorites Extras System  Help
PA30) v | « Qe =
SAP Easy Access - User menu for Gal

RE | & |Yeomsd | v a

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

3. Enter the staff member’s personnel number in the Personnel No. text box. Scenario:
8583160

G Wpmasterdata E0k  Goto Bxtrs  Utites(M) Settngs  System  Neb

©14H ©Q@ UNK DO DD 0N
Maintain HR Master Data

DesudD &

R EEIENEN Y Personnel No. Pers.Assgn | ¢
Fnd by
* &) person
+ () Cotectve seach heb
+ 0 sexch Tem
+ () Free search

4. Click on the Validate @ button to validate entry.
5. Enter criteria to search for* Family Member/Dependent records. Click on the *Select

‘—‘ button to select Family Member/Dependents or enter in Infotype text box.
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D I D ﬂ

.....JL_J EEE) e8] pesorneite. (iG5| peasgn (30087518 0001eds1 7]
| Neme Hebron Ann FLASK | EQD UN 25.10.2010 SAT Vietramese Emp. Stat  Actve
-Qm ety EEGrowp (1] Intemational Staff [os00]  New vork Crg DRI NMD PS NCS
: =cah¢w;:“mm € Subprp [P Professional & Above -3 Tou] apt Contrung Exp [31.07.2043
+ [ Free search
] - : ; 3 &
__ Iotyme text 8] ] [Pemmd
| Opaod

| From [01.01.1800/To 31.12.9999
| OToday ) Camr. ook
Cm— S
) From curr.date OLast week
OTo Current Date ) Last month

O Current Perod O Current Year

6. Click on the Period oL} button to run the query for all periods.

7. Click on the Display Record 2 button to run the query.

Click on the Select D button to select the appropriate family member and modify the

record.

o ATh @ |
(30087518 00016051 v %)

ﬂﬂu »%)a Pess. No. 14081 Pess.Asson 18 00016051 |
Frdby | Hame /Hebron Asa FIASK | EOD UN(25.10.2010/ KAT Vietnamese  Emp. Stt  Actve
* O Person BEGrowp 3] Intermational Staff 0300  Mew York 02g DPINMD PS MCS
* B Cotectue sewrch heb €E Subgp (PR ProfesscnalB Above  [P-3  104) Agpt  Contruing txp [31.97.2043)
=xm" B owose [01.01.1200] to  [31.12.9999 sty. | |
Type tame M. G Last name Frst rame athéa e erhouc)

Ol 11.2017 US M'I‘ﬂ‘

OlF W

. M MoRDOR 26.12.1950 VN Hanot
Household E.01 F  NGUYEN Thet Ma 01.06.1975 VN Soc Trar

9. Click on the Copy m button to make a copy of this record.
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oS

Jfotype Ot Goto  Bxtgs  Sytem  Heb
-{glece cun svoo DD OB

Copy Family Member/Dependents (0021)

apa

10. Modify the record as appropriate. For this example:

» Enter the effective date that the benefit should be discontinued in the Start text box.
Scenario: 31.07.2017 the day after the last day of school attendance. Note that in
cases of discontinuation of the entitlement, the effective date of the discontinuance
is always the day after the dependent ceases to have the entitlement.

* Leave the TO date with the default date, 31.12.9999

+ Click (uncheck) the Financially Dependent check box to trigger the discontinuance of
payment of dependency allowance.

* You MUST remove any date in the In receipt of allowance since field.

* In cases of death, r the date of death in the Death Date text box. If this date is not

entered, the family member will continue to appear as a household member in the staff
member’s record.

If modifying the dependent record to update information about Government Assistance
provided, Enter the amount in the Amount field.

11. Click on the Validate o button to validate entries.

12. Click on the Save button to save the record you just created and delimit the record

you copied from. This will change the To date to today’s date in the original record,
delimiting it.

In the List of Family Member/Dependents records, you will see 2 entries for the staff
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member’s child:

* One entry is for the period from 01.01.2017 -30.06.2017. (delimiting will create the end
date of the dependency)

+ Second entry is for the period from 31.07.2017 — 31.12.9999 (this record is the period of
the discontinuation of the dependency

13. Click on the Return @ button to return to the SAP Easy Access screen.

After updating the relevant information of the child in transaction PA30, you will need to
process a *Maintain Family Status *personnel action in PA40 so that a PA is created and the
staff member receives an email notification that you have updated their records.

[ Menu Edit Favorites Extras System  Help

& |[rasd B Cc@e BHE fDOO ?

SAP Easy Access - User menu for PA32GLBL0O1 PA32GLBLO1

14. Click on the Validate @ button after typing PA40 in the Command text box.

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

16. Enter the effective date of the discontinuance of the dependency allowance in the Start
text box. This should be the same date which was created in in transaction PA30

17. Scroll to locate the Maintain Family Status personnel action and click on the Select "
button to select.
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Pers.Assgn  |30087518 00016051 ~ @)
EOO Un (23.10.2010 KAT Vietramese Emp. St Actve
Org DPINMD PS MCS

EE Suborp PR Professoral & Abtwe  (P-3 048] Agpt  Contrung exp (31.07.2043

s

Personnal ACTons
_Action Type
Process Specal Post Alowance
Mantan Post Incurrbency b
*** MASTER DATA ***
Canga Parsonal 0ata

nsan Famby Status
=*=* ENTITLEMENTS & PAY ***
Frant Sran Incriensnt

Personn... EE group  EE subg... [

18. Click on the Execute @ button to execute the action.

Copy Actions (0000)
& @ 2 Oexeateinfogoup & Change info group
Pers.No. 16051  PersAssgn (30087518 00016051 -
Name Hebron Ann FLASK EOD UN 25.10.2010 NAT Vietnamese Emp. Stat  Active

EEGroup |1] International Staff Usoo]  New York
EE Subgrp (R Professional & Above 5-3 | 04| Appt Contiuing
Start [31.07.2017] to  [31.12.9999]

0Ozrg DPINMD PS MCS
Exp [31.07.2043

| Personnel action
Action Type
Reason for Action

Maintain Famiy Status -

| status
Customer-specfic [ ~]
Ermployment [Actve -
| Organgational assgnment ]
Postion [30087s18]  P3 5129 PRESS OFFICER
Personnel area [0500|  Unied States of America
Employee group [ International Staff
Employee subgroup  |BR|  Professional & Above
| Addtional actions |
Start Date |Act. |Action Type ActR  Reason for action i

01.11.2017 58 Mantain Famiy Status
01.11.2017 S8 Maintain Famiy Status

01  Add Famiy Member/Dependent
07  Add Other Household Members

19. Click on the Execute Q button to execute the action.

20. Click on the Matchcode 0 button to display the list of options for Reason of Action.

[= Reason for Action (1)

4 Enfries found

B3] =1[1i 13 B 2 =30

fion Type: 58

Name of action type: Maintain Family Status
Actﬂ‘-klne of reason for action

01 Add Family Member/Dependent

04 :Change Family MerrberfDependent]
07 Add Other Household Members

10 Change Other Household Members
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21. Click on the Change Family Member (04  Chanae Family Member/Dependent button.

22. Click on the Continue button to confirm selection.
(5 Infotype Edt Goto Extrags System Heb
[el -q@jeee cur noan o®
Copy Actions (0000)
& 2 @execute nfo group & Change nfo group

Pers.No. 16051  Pers.Assgn 30087518 00016051 ~ )

Name [Hebron Ann FLASK EOD UN 25.10.2010/ KAT Vietnamese Emp. Stat  Active
EE Group |1| Intemational Staff [usoo]  New York org DPINMD PS MCS

EE Subgrp |PR! Professional & Above [p-a~ Vos| appt cContinuing Exp [31.07.2043)
Start 31.07.2017] to [31.12.8909
| Personnel action

Action Type Maintain Famiy Status -

T=at—
Reason for Action LD‘_'IJ

https://manula.s3.amazonaws.com/user/18506/img/u-ad-move.png! button to move
through the dependent records. Each dependent for the staff member will be displayed.
Review each taking note of the recent modification made to the effective start date of
the personal action to locate the dependent you want to modify.

23. The secondary dependent record shows there has been a discontinuation of the

dependency allowance with a start date of 31.07.2017 and the death date has been
reflected in the system.

24. Click Next record button .

[E infotype Ede Goto BExtras System Heb

@ ‘qe]ece cux vose o8
Change Entitlement Monitoring Infotype (9003)

= 4

pers. No. 16051 Pers.Assgn  |30087518 00016051 -l

Neze [Hebron Ann FLASK EOD UN|25.10.2010/ 32T Vietnamese Emp. Stat  Active
EEGroup 1] Intemational Staff uso0]  New York 0rg DPINMD PS MCS
EE Subgrp PR Professional & Above -3 la] Appr Continuing Exp [31.07.2043
Start :ﬁ\ﬁ;id{"—' Ie 31.’)7,2U177 Chngd 128.11.2017 GMCCARIN

| Personnel Action Detals

Subtype 0302 Personnel action monttoring

Action / Reason [seaq
Effective Date [s1.07.2017)
Action S8  Maintan Famiy Status
Reason 04  Change Famiy Member/Dependent
Initiated / Last Update Date 28.11.2017
Initated / Last Update By GMCCARTN
»Amnncumlamnsm.ls
Action Completed On 28.11.2017
Action Completed Flag [Yes -

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

*Action Completed Flag *documenting that the action has been completed. When you

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

26. Click on the *Save* button to save the record.

27. Click on the Return @ button to return to the SAP Easy Access screen.

A
— You should execute a T-code PA20 to review the PA and infotypes to which
= you made changes in this transaction.

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.

Please note that no information on the supporting documentation has been
recorded. So immediately upon approval of the personnel action, the HR Partner
must go to Enterprise Central Component (ECC) and execute a T-code PA30 to
add the documents submitted by the staff member in ITO703 (Documents on
Dependents) infotype.

Follow the general procedures on how to add dependency documents. These
procedures can be found earlier in this chapter.

As best practice, the following infotypes should be reviewed:

. (Family Member/dependents);
. (Document on dependents)

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

dependent/Household Member modified/discontinued effective as a result of .

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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In addition, you should now run the Payroll simulation to ensure that the
dependency entitlement is generated correctly.
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7. Resources
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7.1.1.1T0000 (Actions)

This infotype displays an overview of all the important changes in an employee’s record

(change of duty station, separation, renewal of contract, etc.).

It consists of the three following sections:

* Personnel action comprises two fields.

Action Type (the first field) selects the infogroup launched to execute the required Personnel
Action, while Reason for Action (the second field) records the reason why the action is being
executed. For instance, if “Initial Appointment” is selected as the Action Type, the Reason for
Action may be “new staff” or “interagency transfer” or “maternity leave replacement” or... etc.
Please note that you can record ONLY one personnel action on a specific date using the same
combination Action Type/Reason for Action.

+ Status indicates the employee’s entries into and exits from the Organization. This data is
used for reporting purposes. The Status field cannot be edited; it defaults to “active,” “inactive,”
‘retiree” or “withdrawn” based on the Action Type and Reason for Action previously selected.
For instance, if you select “Initial Appointment” for Action Type, Status will default to “active.”

* *Organizational assignment *records the Position, Personnel area, Employee Group and

Subgroup — the data needed for Payroll calculation.

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

A. Always select the staff
member's EOD date as the
Start date.

B. Select the relevant option for
Reason for Action. Note that
the menu options marked
with an asterix are no longer
active and therefore can no
longer be selected.

C. Enter the Position* number. It
automatically populates the
Employee group and
subgroup fields. Therefore, if
the wrong Employee group
had been selected during the
Preboarding PA, now would
be your only chance to fix the
error. Before entering the
position, make sure that it is
vacant.

Pers.No. 29161489 Pers.Assgn 99995999 29161489 (1)

Name Yelena SOKOLOVA WAT Russian

EE Group 1| International Staff EKEQO Nairobi Org UNON
EE Subgrp PR Professional & Above P-3 04

Start Q ‘01.04.2020|§ 0 31.12.95989

Personnel action
Action Type Initial Appointment it
Reason for Action B 01 Initial Appointment

Status
Customer-specific >

Employment Active -

Organizational assianment

Paosition ol 31046301 P3 1102 ADMINISTRATIVE OF
Persannel area KE0Q Kenva

Employee group 1 International Staff

Employes subgroup FR Professional & Abave

Additional actions

Start Date Act.  Action Type ActR  Reason for action

For additional Information about the Position and its uses is available below.

Umoja Organizational

Management Overview
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7.1.2.1T0002 (Personal Data)

This infotype stores personal related data, such as a First and Last names, Date of Birth,

Gender, Nationality, etc.
Appears in Initial Appointment only.

Specific uses: PREBOARDING

This infotype is automatically
populated with the information
recorded while requesting the Index
Number. The information recorded
should match the information
provided in the legal documents. If
no changes are required, you can
skip the infotype.

Specific uses: ONBOARDING

Now is the time to complete and
enrich the record with the missing

information. Please check the
documents (provided during
Onboarding) and wupdate the

Marital Status and Since fields. And
remember to fill out the City of
Birth field: It is a required field.

Pers.No.  [ps161489 PersAssgn 31046301 29161489 7] [
Name |Yelena SOKOLOVA EOD UN '01.04.2020 NAT Russ@an Emp. Stat Etrve
EEGroup |1 International Staff KEOO|  MNairobi Org UNON AD ODA

EE Subgrp ' BR| Professional & Above P-3 04 Appt Fixed Term Exp [31.03.2021
Start 01.04.20200 To 31.12.9999 Changed on [01.06.2020 INSTROCTORO2
 Name

Title Miss ¥

Last name SOKOLOVA Birth name

First name Yelena

Middle Name

HR Data

Date of Birth 02.08.1977

UN National Russan v Othr/Birth v v
Marital Status Snge ¥ Since 02.08.1977

| Additional Fields

City of Birth Camapa

Country of Birth Russian Fed. v

Gender Female ¥

| Additional fields
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7.1.3.1T0021 (Family Members/Dependents)

7

%
__/ Household members/Dependents no longer have an individual index
o number. In Umoja, the HHM/dependents will have a unique identification
number that is a derivative of the staff member’s index number. The family
member’s identification number will include the index number of the staff member

and an extension (01xx for spouse, 02xx for children and 03xx for stepchildren.

As an example, a staff member with Index Number 12345678 has a spouse, two
children and one stepchild. They would have the following identification numbers:
12345678-0101, 12345678-0201,12345678-0202 and 12345678-0301.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE

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

United Nations - DOS Umoja Annual Declaration for HR Partners - 1_en

7.1.4.1T0703 (Documents on Dependent)

This infotype stores data and documents related to dependents.

Select the dependent for which you are providing documentation:

* 01 Spouse & Related — Recognized

* 02 Child — refers to a natural or legally adopted child.

» 03 Stepchild — refers to a child of his/her spouse that resides with the staff member.

* 04 Non — Recognized Spouse — refers to multiple legal spouses. Note that the United
Nations can only recognize one spouse as a dependent. All others will be entered in
Umoja as non-recognized.

* 05 Former Spouse — refers to an ex-spouse

» 06 Father — refers to the father of the staff member.

* 07 Mother — refers to the mother of the staff member.

* 08 Sibling — refers to a brother/sister of a staff member.

* 09 Household Employee — refers to hired help on a G-5 visa that resides in the staff
member’s residence.

* 10 Deceased S/M — refers to the status after the death of the staff member

* 11 Others — Any other relationship not covered by the above.

Only those options will be shown for the dependency types already established for the
staff members, i.e., you cannot add a document for a dependency type not yet approved
for the staff member.

Subtypes for infotype “Documents on Dependents”
(1) 1 Entry found

1. Click to confirm selection.

2. Enter the following from the verification documents:

For Document Details

* Country — of issuance of the document-

+ Type — Select the appropriate type of document.

* Number — the identifying number of the document. If there is no registry number, you can
skip this field.
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For Issue Details

» Date —
* Place —
« Country —

3. In the Document Status field, select Verified.

Bt S

[B———= {alece: LEOOTETION

Create Documents on Dependents (0703)

0006530 06583160 'Y
91/ HAT of the USA Erp. Stat  Actve

Local Statf
EESubgrp 1C] Trades & Craft
start 01.09,200

Cra DM OCSS FCSO FMS PES
= Parranent £xp [31.12.2021

Dependant’s Detals
Dependaat Spouse B ReLREC). =] Wumber
Frst nama ¥onica Grace

Last nama TREAY

Status
Document Status Merfed

4. Click @ to validate entries.

5. Press F9 to add a note to document the actions taken. The note should contain the
following elements:

« Entitlement to dependency allowance with respect to , < dependent name> .
* Name of dependent and effective date verified from , copy on file.

-
%
_/ You should execute T-code PA20 to review the PA and infotypes to which
= you made changes in this transaction. As best practice, the following
infotypes should be reviewed: IT0703 (Documents on dependents)
.
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7.1.5.1T9003 (Entitlement Monitoring)

This infotype indicates whether the PA was completed or is pending completion. It is created

dynamically by the system.

It consists of the three following sections:

* Personnel Action Details —
* Action Completion Status

This section sets the PA completion flag. The completion flag is used to generate
notifications to the staff member and for reporting purposes.

« Remarks —

Specific uses: PREBOARDING

A. Click Yes to confirm that the
action has been completed.

B. The date field above will
populate automatically.

Specific uses: PREBOARDING

A. Click Yes to confirm that the
action has been completed.

B. The date field above will
populate automatically.

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

Pers. No. 29161488
Wame [Yelena SOKOLOVA
EE Group 1 International Staff

EESubgrp | ER| Professional & Above
Start I JigTo

Parsonnel Action Details
Subtype

Action f Reason
Effective Date

Action

Reason

Pers.Assgn 99999999 29161489 ( 1) ~ [+
NAT Russian Emp. Stat Inactive
=00 Nairobi Org UNON
[e=3  Joa|
01.03.2020| Chngd |21.04.2020 INSTRUCTOROZ|

0302 Ppersonnel action monitoring
0335

01.03.2020

03 Pre Boarding
35 Manual - No Onb. Form

Personnel Action Details
Subtypa

Action f Reason

Effective Date

Action

Reason

Initiated / Last Update Date
Initiated / Last Update By

| Action Completion Status
Action Completed On

Action Completed Fiag Q|

Remarks

= [+

Inactive

0302 Personnel action monitoring
0335]

0L.03.2020

03 Pre Boarding

35 Manual - No Onb. Form
21.04.2020

INSTRUCTORO2

21.04.2020 e

Yes *

Initiated / Last Update Date 21.04.2020
Initiated / Last Update By INSTRUCTORD2
| Action Completion Status -~
Action Completed Gn 21.02.2020 e
Action Completed Flag ° Yes -
Remarks
Pers. No. 29161489 Pers.Assan 99999990 20161489 ( 1)
Name Yelena SOKOLOVA NAT Russian Emp. Stat
EE Group 1 International Staff KEDO Nairobi Org UNON
EE Subgrp | ER| ional & Above P-3 04|
Start | H 01.03.2020| Chngd |21.04.2020 INSTRUCTOROZ |

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

Page 144 of 145



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

	Table of Contents
	1. About this Manual
	This is a living document. It reflects the required processes and recommends best practices to implement the current Annual Declaration for HR Partners using the tools available within the Secretariat. Its contents are subject to change, including in response to amendments to the Staff Regulations and Rules, revisions to the Annual Declaration for HR Partners, lessons learned from jurisprudence of the United Nations Dispute and Appeals Tribunals.

	2. Overview
	3. Prerequisites
	3.1. HR Partner’s Responsibility During Eligibility Reviews
	3.2. Staff Member’s Responsibility During Eligibility Reviews
	3.3. Required Official Documents
	4. Process
	4.1. Global Process
	4.1.1. Adding or Modifying Dependency/Household member requests for family members (ESS Workflow)
	4.1.2. Special Dependency Requests
	4.2. Exceptions to Global Process
	4.2.1. Procedures
	5. Annual Declaration
	5.1. Process Revisit
	5.2. Prerequisites
	5.3. Review and Approve an Annual Declaration
	5.4. Monitoring the Annual Declaration Review Progress
	5.5. Update Annual Declaration Statuses Manually
	6. Dependency Allowance Procedures
	6.1. General Procedures
	6.1.1. Review Dependents History
	6.1.2. Run HR Dependents Report
	6.1.3. Add a Dependency Document
	For Document Details
	For Issue Details

	6.2. Adding New Dependents or Household Members (ESS Approval)
	6.2.1. Approve Change in Marital Status
	6.2.2. Approve Addition of a Spouse
	6.2.3. Approve the Addition of a Secondary Dependent
	6.2.4. Approve the Addition of a Child
	6.3. Adding Dependents or Household Members (ECC)
	6.3.1. Add a Child
	6.3.2. Change Marital Status and Add a Spouse
	6.3.3. Add a Household Employee
	6.3.4. Add a Secondary Dependent
	6.4. Single Parent Allowance (ECC)
	6.4.1. Grant Single Parent Allowance
	6.4.2. Grant Adjusted Single Parent Allowance
	6.4.3. Discontinue Single Parent Allowance
	6.5. Modify or Discontinue Dependents (ESS Approval)
	6.5.1. Approve Modification to or Discontinuance of a Dependent Child
	6.5.2. Approve Modification or Discontinuance of a Dependent Spouse
	6.5.3. Approve Modification to or Discontinuance of a Secondary Dependency Allowance
	6.6. Modify or Discontinue Dependents (ECC)
	6.6.1. Modify or Discontinue Dependent Spouse
	6.6.2. Modify or Discontinue Secondary Dependency Allowance
	6.6.3. Discontinue Household Employee
	6.6.4. Override Transitional Allowance
	6.6.5. Modify or Discontinue Dependent Child
	7. Resources
	7.1. Infotypes
	7.1.1. IT0000 (Actions)
	7.1.2. IT0002 (Personal Data)
	7.1.3. IT0021 (Family Members/Dependents)
	7.1.4. IT0703 (Documents on Dependent)
	For Document Details
	For Issue Details

	7.1.5. IT9003 (Entitlement Monitoring)

