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1. About this Manual
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2. Overview

Danger pay is a special allowance that has been established for internationally and locally
recruited staff members who are required to work in a duty station where very dangerous
conditions prevail.

This manual provides the policy and procedures to initiate, certify and submit a Danger Pay
form as an HR Partner or an HR Administrator on behalf of a staff member in Employee Self-
Service (ESS)
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3. Prerequisites

If a staff member served at a duty station in a danger pay location in the past year from the
current date, the HR Partner will be able to process the *Danger Pay form * on behalf of the
staff member upon receipt of a signed paper form.

HR Partners can complete the online form and update data in previously submitted forms for
periods exceeding one year.

HR Administrators cannot perform on behalf of functions for periods older than three
months. A signed paper form must be sent to an HR Partner for processing.

The Danger Pay form is always created for a single month/year period (For example: from 1
January to 31 January 2021 is a single form for the month/year period 01/2021). HR Partners
and HR Administrators will always have access to the entire calendar month range to process
the Danger Pay form on behalf of a staff member, regardless of how many days in a month/
year that staff member spent assigned to a duty station in a danger pay location.

The Danger Pay form is not to be used for staff members who travel to dangerous pay
locations on official business, including TDY. For this scenario, continue with the existing
process of claiming danger pay via the Travel Claim form.
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3.1. Entitlement Eligibility

In accordance with , staff members in the national or international categories
appointed or assigned to a duty station in a danger pay location and have spent time inside
that danger pay location are eligible to claim the monthly danger pay entitlement via Employee
Self-Service (ESS). The Danger Pay form is not for staff members who travel to a Danger
Pay location on Official Business, including travel days (TDY). For this scenario continue with
the existing process of claiming via the Travel Claim form.

In a single month, for time spent outside of the parent danger pay location on rest and
recuperation (including travel days), and/or, Official Business travel, the maximum number of
days that the staff member can continue to receive Danger Pay is 7. These 7 days are
cumulative within the calendar month and do not have to be consecutive.
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4. HR Partner/HR Administrator Certification
on Behalf of Staff Members
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4.1. Inside the Parent Danger Pay Location

1. Upon receipt of a staff member’s signed completed form, log in to the Umoja Portal as
an HR Partner or HR Administrator with your Unite ID credentials.

2. Click on the HR Partner tab.

umrja

4Back Forward » History Favoriles Personalize WView Help

Home Global Index Requestor Procurement Travel Administrator HR Pariner

Overview
b Home = Owverview

Welcome to Umoja

Work Center
v Work Cenler
Request Status

User Map

&ﬁ User Map

HR Operation Center
@ Configuration
HR Operation Center

Configuration

3. The Employee Services screen is displayed.

4. Inthe Employe e Services section, click on the Employee on Behalf Processes link.

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 8 of 30
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umitija

4Back Forward »  History Favoriles Personalize View Help

Home Global index Travel ini  HRPartner
Overview

D HR Pariner > Overview

Employee Services

- Map | Directory | Index

Travel Work Center

mQ M @O

oa@ Access to Staff information oa@ Access to Travel Work Center
@ o Employee On Behalf Processes o O Reporting

Qom oa@

Do P On Behalf of E R Tools

@O Status Processes Overview

You can display an overview of the
status of processes here

5. The Employee on Behalf Processes screen is displayed.

6. Select Certification of Presence at a Danger Pay location. link.

umilja

4Back Forward » History Favorites Personalize View Help

Home: Global Index F Travel Administrator HR Partner
Overview

HR Partner > Overview

Employee On Behalf Processes

Back

BQ Life & Work Events On Behalf
O D Dependent Document
On-Behalf service for Dependent Document
Rental Subsidy
Rental Subsidy On Behalf
Addresses
Enter, change, or delete employee addresses On Behalf
Dependent Data
Enter, change, or delete employee famiy data On Behalf
Annual Declaration On Behalf

Travel On Behalf
Create and process Travel On behalf
Access to Travel On Behalf Processes

om
(T

Create Danger Pay form on Behalf
| Certification of Presence at a Danger Pay locabon |
Create, submit, cerlify Danger Pay on Behalf of Staff Member

ol
(Y]

7. The Start Danger Pay Process screen will be displayed.

8. Enter the staff member’s index number in the Personnel Number field.

9. Click on the Start button. The staff member’s name will be displayed on the Employee

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

10. Select the staff member’'s name.

11. Click on the Select Employee button.

umtija

4Back Forward »

Home Giobal Index Requestor Procurement
Overview

R Partner > Overview

Start Danger Pay Process

" 1 2

Hitory Favoriles Personaize View Help

Travel Administrator HR Partner

Select Employee  Ed4, Cerlity or Review

E===o
Employee Selection: |Employee Search ||

Last name:
First name:

Middie: name
Perscnnei Humber (419071 | m
e

1 Hits Found

Display: [Organizatenalinformaton | =

Employee Details

| Mame Personnel
EEF

12. The Start Danger Pay Process screen will be displayed, reflecting the available

processes.

13. Click on the Next button.

.
LJm[]Ja Search @~  Umoja portal - RSJ
4Back Forward »  History Favoriles Personaize View Help Weicome: PADIGLBLO1 PADY
Home Global Index: Travel HR Partner
Overview
HR Partner > Overview Ful Screen | Of
Start Danger Pay Process
» 1] (2 —
Select Employee Edt, Certify or Review
Available Processes
Process Name Process Descriplion
] Danger Pay - Empioyee Online Self-Certification Cerfication of Presence at a Danger Pay Location

14. The Fill Out Form Danger Pay — Employee Online Self-Certification screen will be

displayed.

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

Please always consult this site to get the most updated information.
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4Back Forward »  Heslory Favorles Personalize View Help

Home Global Index Requestor Procurement Travel Administrator HR Partner

Overview

HR Pariner > Overview

Fill Out Form Danger Pay - Employee Online Self-Certification

»—1 2 —
Select Employee Edit, Certify or Review

Attachments
Self-Certification of Presence at a Danger Pay Location

View Previous Submissions

15. Click on the Create a New Form button.

umuja

4Back Forward »  History Favoriles Personaize View Help

Home: Gilobal Index Requestor Procurement Travel Administrator HR Partner
Overview

HR Pariner > Overview

Fill Out Form Danger Pay - Employee Online Self-Certification

1 2 ] ——f
Select Employee Edit, Certify or Review mabor

I

Attachments

Self-Certification of Presence at a Danger Pay Location

View Previous Submissions b
= 5| [ B =

Umosa Self-service Help

The Month of and Year fields are displayed. The month field is empty, and the year
defaults to the current year.

umoja
4Back Forward»  Hislory Favorles Personalze View Help

Home Global index Requestor Procurement Travel Administrator HR Partner

Overview

[HR Partner > Overview

Fill out Form Danger Pay - Employee Online Self-Certification
»

1 2 —
Select Employee  Edit, Certify or Review o

Attachments.

Self-Certification of Presence at a Danger Pay Location

Create a fiew Form
Month * [Octover  [=] | [vear = [2021  [=] Form

16. In the Month field, select the month that you are requesting the danger pay on behalf of

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 11 of 30
Please always consult this site to get the most updated information.
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17. Click on the Display Form button.

umiija
1 Bac
T er—

Staff Basic Data

Next b

Day
Frisay
Saturtay
Sunday
Monday
Tuesdsy

b Hstory Faveres Persceaize View Hep

Personnel no 00419071
Employes Group Inbermatonal Staff
Outy Station Sanaa

Employee Subgroup Field Service
€00 DS

Go 1o Summary and Certify

(BT ottt

Verification of Aiendance at the Danger Pay Duty Station

Start Date.
15102021 1 Friday
®102021 1
17.10.2021
m102021 1
1w 1
00200 1
21002021 1
2102
nw2e1 1
40221 1
251020
26.10.2021
A 1
28102001

Start Dae Stats Day
oL 1 Frday
020 1
03.90.2021
04.90.2021 1
05.10.2021 1
06.10.2021 1
o2 1
08.10.2021
09102021 1
1010 2021 1

Satrday
Sunday
Menday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
Mandny
Toesday
Wednesday
Thursday

1102021
12.90.2021
132 1
14102021

Inside the parent danger pay location
‘Outside the parent danger pary location on rest and recuperation

Outside e Bay locaton wravel inciuding TOY pay area
Outsite the parent Sanger pay locaion oa official busiess travel, including TO' 12 danger pay area
Dutside the parent danger pay location for oher reasons

Pre———

anc/or after separaban)

Staff Mame Uvidanger DANGERTS

Start Date
29102021 1
30.10.2021 1
31102021

The Employee Self-Service (ESS) Danger Pay form will perform the following eligibility
validation when you click the Display Form button:

 If the staff member is not entitled because they were not assigned to a Danger Pay Duty

Station for any part of the month selected the system will display a message advising:
“Records indicate that you were not assigned to a duty station in a Danger Pay
location in month, year. Please contact your HR Partner for further assistance.”
« * If the staff member is entitled to Danger Pay for the month/year selected, but has

already submitted a form for the specific month/year the system will display a message
advising: “A form for this month has already been submitted. Please contact your

HR Partner for assistance.”

+ |If the HR Partner attempts to submit a form before the end of the current month they will
receive the following message: “Submissions for future months are not permitted”

18.
19.

month, there is no need to make any changes.

20. Click on the Next button.

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

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

The Staff Basic Data Danger Pay and Status description trays will be displayed.

If the staff member was physically present in the danger pay location for the entire
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umoja

“Back

Forwasd b Maslory Favorles Personaie View  Help
Mome  Empioyes SefSenicaSM | WRPanmer | GuoalndexAequesior  Travel Admnstmior  Procusment
Gvorview
HR Parar > Ouarview

Fill out Form Danger Pay - Employee Online Self-Certification
! 2 3 4
Select Employee e, Certify or Review nrmat
I Atachmants i

I Acknowledgemant and Certification By, or On.Behalf of, Staff Member l

L3

[4BACK] Ta rotura 1o the Danger Pay Form

Swmmary of the Danger Pay Status
Nama E—
Index Number SRS

‘Count  DGP Descripson

I 31 Wside e parent danger pay kicaton

Acknowiedgment and Ceriication

Pleass review before approving.
L stafl member, caeity

[t acknewisdze and Gerty that e data above i cerrect

21.

The Attachments and Acknowledgements and Certification by or On Behalf of Staff
Member trays will be displayed.

22. Click on the Attachments tray.

umrija

ABack Foow

Mislory Favortes Persnalze View Heb
Home  Empioyee Self.Senvce SM | MRParimer | GiobaliderRequesiee  TraelAdemneisicr  Procursmest
5 parinee > Overview

Fill Out Form Danger Pay - Employee Online Self-Certification

Acknowledgemant and Cerification By, or On Behalf of, Staff Momber
4 BACK] Ta roturn to e Danges Pay Farm

‘Swmamary of the Danger Fay Statas

Name

S —————

e —
Coumt DGR Deserpton

31 leside e parent danger pay loeaton

Acknowledgment and Certification
Ploasa raview befate spproving.
mersber.

Eresene 3 the Duty Stabion sy lead e daciplnary acen.

‘and that sy
[ acknowiedge and Certfy that e data abave i eamect

23. The Attachment sub-tray is displayed

24. Click on the Attachment sub-tray.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.
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ABack Forwmd b Hslery Fivodles Persoasize View Help

Home Empioyee Sef.Senvce SM | MRPariner | Gibal index Requesior Travel Adeministrator Frocurement.
rem——

1 Partner > Overview

_ Fill out Form Danger Pay - Employee Online Self-Certification

a—[= 3L o

SectEmgiyee  EGL Corbty of Review oot

Attachments.

Attachment

) Soppteg Dcumestaon er oy
e l——

Acknowledgement and Centification By, or On-Behalf of, Staff Member (|

[4BAE] Yo retum ta the Danger Pay Form
Summary of the Danger Pay Status.

Index Number QI
| com ooPOsscmmn
m BT st the parent Sanger pay lotabon

o}

=

Acknowledament and Certification

Piaase raview bafore approving.
1 statt menber, any

11 acknawiedge and Cersty But the dala above i conect

25. The Add Attachment button is displayed. Click on the button.

umija

4Back Forwar d» Hslory Favorles Personakze View Help
HR Pariner > Overview

Anachmants

Attachment

[C] Supparting Dacumentation Danger pay

Attachment Type: * |Supporting Documentabon v - Browse__ [ cancel |
(268 Alachment] o Aimert [

Loak in: I BB Desktop

HP All in One

| Libraries

File name: ||

Files of type: | All Files (*)

26. The Attachment sub-screen is displayed.

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

Please always consult this site to get the most updated information. Page 14 of 30
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27. Click on the Browse button and locate the copy of the paper form submitted by the staff
member

umrija

4Back Forward b History Favorles Personalze View Help
HR Partner > Overview

Attachments.

Antachment

[] Supporting Documentation Danger pay
Aftachment Type: * [Supporting Documentation Danger pay | F] [CWsers\TEP GLOBAL 1] _Browse: 'EI::I
T

28. The file name appears in the folders path.

29. Click on the Upload button to upload the document.

umuija
A Back waid b Helory  Favories  PerscaMze View Hel
Home. Employes Sl Servis SM R Partrer Gobal e Requeston Traves Aamnetol Procuremen

Overview
HR Pariner > Owerview

Fill out Form Danger Pay - Employee Online Self-Certification

1 2
Select Emplayee  EOW, Cerury of Review

I+

—

Atachments

Attachment

Acknowledgement and Cartification By, or On-Bshalf of, Staff Membar il

A BACK] To return to the Banger Pay Form

Count DGR Descriptan
31 Insde the paren danger pay kcation

30. The text in the Attachment tray changes to blue indicating that the document has been
successfully attached. If you need to delete the attachment, click on the check box next
to the document and click on the Delete Attachment button.

31. Inthe Acknowledgement and Certification section select | acknowledge and Certify
that the data above is correct. check box.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 15 of 30
Please always consult this site to get the most updated information.
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umoja
«Back Forward »  Mstory Favories Personalze View Help
Home Employee Sell-Servce S HR Partner Gloal Inde s Requestor Travel Admnistrator Procurement
Overview
r—
Fill Out Form Danger Pay - Self-Certification

1 7
SelectEnployee  Edit, Certify or Review

g

‘Submt Form b

Anachments

Attachment

[ Supooring Docussntation Danger by
A Amachment || Deiese Aacheent

Acknowledgement and Certification By, or On-Behall of, Staff Member

To retura to the Danger Pay Form
Summary of the Danger Pay Status

Mame ———
Index Number SR
Count DGR Descripton
31 imside the parend danger pay location

Acknowsedgment and Certification

Please review betore approving.
1, stalf member, cerity provided i . and that any false certifcaton of information and misrepresentation of facts relating to my.

l [ Tacinowisdge and Cerbiy il B data abave i comrecl ]

32. The Submit Form button appears, click on the button. Please note that if the
“Acknowledge and certify” box is not checked, the Submit Form button would will not

appear.
umuoja
4Back Forward s Hetory Favorles Personalce View Help
Home: Employee Seif-Service SM HR Partner Global Index Requestor Travel Admnistrator Procurement

Overview
HA Pariner > Overview

Fill Out Form Danger Pay - Employee Online Self-Certification

» 1 i 3 -
Select Employes Edit, Cortity or Review

Attachments
Attachment
a

SUDPOING Document son Dander Dty
Dekele Aachment |

Acknowledgement and Centification By, or On-Behalf of, Staff Member

AEKROWIEOQMIEn! 4 Certnestion
Pleane review before approving.
tacts retatng b my

L taft memeer, up 10 daie, and that any
Bresence a the Dt Stabon may lead o disciolnary achon.
¥l acknawiedge and Certfy that the data abave is correct

33. The Step Completed box will be displayed confirming that the form has been certified

and submitted.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 16 of 30
Please always consult this site to get the most updated information.
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4.2. Outside the Parent Danger Pay Location

1. Follow steps 1-3 for

2. Enter the appropriate status between 2 and 5 for the day(s) the staff member was
outside the parent danger pay location on the Verification of Presence at the Danger
Pay Duty Station screen e.g., 5 — Outside the parent danger pay location for other
reasons.

3. When all days have been updated with the appropriate status click on the Next button.

HR Fartner > Overview
Siafl Basc Data )

Personnelno 00I7T5333 Stalf Mame Last Month AFPONTED
Employss Group Féernasonal Staff Employes Subgroup Fiek: Servie
Duty Station Sersla o0os

EW“MMWWW!']’
Canger Pay Tirm ana Amandence
Verification of Attendance at the Danger Pay Duty Staion i
Day Start Date Suts Dy Start Dt Sns. Dmy Strt Dute Seans
Friday 01102021 1 Fridey \oxR 1 Fridey 2002 1
Setwamy 021920 1 Saturamy |0 1 Sardey 01002
Sociay 03102021 1 Sndey 17.90.221 1 Sunday 3110021
Moy 04102021 5 Monday 1810.221
Tuescay 08.10.2021 (] Tuesdey 1%10.221
Wednadey 0s.10.2021 8 ‘Wadnes day o0.x
Thun dey 07102001 L Thursdey 210X
A = =
Smusoay 00102621 1 Saturdmy 210221
Sunday 10.10.2021 1 Sunday 2410221
Morcey 11020 1 Menday 1021
Tumscmy 12102001 1 Tomdey 210.221
‘Wednesday 1390 20 1 ‘Wedres asy 0
Trues oy 1490201 1 Tharsdey 280X 1
Statsdescription &
S
et o
2 L
] oy wavel, nckuding TOY 1o nom danger pay ares
4 ous P vavel neluding TOV 12 Sange pay ses
lg."'l O s s g puy Rt o ol o
) belore N a0 W)
Urrgs Sof yarvios Help
( )
I . R . .
— Entry 9 is for days before the initial appointment/reappointment and/or after
— .
separation.
. J

4. The Attachments and Acknowledgements and Certification by or On Behalf of Staff
Member trays will be displayed.

5. Click on the Attachments tray.

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

Please always consult this site to get the most updated information. Page 18 of 30
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umoja

[T —————

Mome Empioyee Seif-Sarvce SN R Partner Giotal e Arquesion Travet Advstrsior
Cverview

R Barwar > Ovarview

Fill out Form Danger Pay - Employee Online Self-Certification

[rs ol 2 3 4
Sclect Engloyce i, Certify or Review. tematon

I Acknowladgemant and Certification By, or On-Behalf of, Staff Member '

A BACK] To reture to the Danger Pay Form
Sammary of the Danger Pay Status
Mame S
Index Mumber SRS

Count 0GP Descrgsen
I 31 Wside e parent danger pay kicaton

Acknowiedgment and Ceriication

Pleass review before approving.
1. statf member, carkly and ta

Procurement

[t acknewisdze and Gerty that e data above i cerrect

6. The Attachment sub-tray is displayed.

7. Click on the Attachment sub-tray.

umrija

\Bas ot Matey Favrin Fersentie Vew o

Home Empleryoe Seif-Service SM MR Partmer Caobad e s Requetor Travel Adeniiratce
Overview

5 parinee > Overview

Select Employee  Edit, Certity or Aeview

L2

P

Attachments.

Acknowledgemant and Cerification By, or On Behalf of, Staff Momber

To toturn to the Denges Pay Farm
‘Sammary of the Danger Pay Statas
Mame
Indes Number @I

Count OGP Descrpton
| W Inaide e parent danger pay kocain.

Acknowledgment and Certification

Ploasa raview befate spproving.
L stald massber, ‘and that sy

Procurement

Fill Out Form Danger Pay - Employee Online Self-Certification

sresence sl he Duty Stabon may lead bo dmcplnary acken.
[k acknowiedge and Certty tat e dala above i canvect

8. The Add Attachmen

t button is displayed. Click on the button.

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

ABack Forwmd b Hslery Fivodles Persoasize View Help

Home Empioyee Sef.Senvce SM | MRPariner | Gibal index Requesior Travel Adeministrator Frocurement.
rem——

1 Partner > Overview

i Fill out Form Danger Pay - Employee Online Self-Certification

3 1] [= ) —

SectEmgiyee  EGL Corbty of Review oot

Attachments.

Attachmaent

[) Sepporing Documentation Danger pay-
T =—i—

Acknowledgement and Centification By, or On-Behalf of, Staff Member (|

[AB55] Yo retun ta the Danger Pay Form
Summary of the Danger Pay Status
Name —
Indiex Number S
I Count 0GP Descepton =
| 31 inskde the parent danger pay lsabon

Pieass review bafore approving.
1 statt menber, any

11 acknovwecge and Ceraty atthe data abave i comet

9. The Attachment sub-screen is displayed.

10. Click on the Browse button and locate the copy of the paper form submitted by the staff
member

umcija

4Back Forward b Hstory Favorles Personaize View Help
[HR Pariner > Overview

Attachments.
Attachment
[ Supporting Documentation Danger pay
Aftachment Type: = |Supporting Documentation Danger pay | ] | )| Browse . || Upload | [ Cancel
[(Add ARachment ] | Delete Attachment | E——

Libraries

Flename: ||

Files of type: [ All Files ()

11. The file name appears in the folders path.

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

Please always consult this site to get the most updated information. Page 20 of 30
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12. Click on the Upload button to upload the document.

umrija

4Back Forward b History Favorles Personalze View Help

HR Pariner = Overview

Attachments.

Antachment

Add Attachment | | Deiete Attachment

[] Supporling Documentation Danger pay
Attachment Type: * [Supporing Documentation Danger pay | | (CWsers\TEWP.GLOBAL 1| Browse '

13. The text in the Attachment tray changes to blue indicating that the document has been
successfully attached. If you need to delete the attachment, click on the check box next
to the document and click on the Delete Attachment button.

14. In the Acknowledgement and Certification section, select | acknowledge and certify

that the data above is correct.

umcija
T oy e ——————.
Y ——

Fill Out Form ger Pay - line Self-Certification

w1 ®
‘Setect Employes Edit, Certify or Review

-

Anachments
Achnowlegment and Centification By or Onbehalf ofStaff Member

[4 BACK]| To seturn to the Danger Pay Form
Summary of the Danger Pay Status.
Mame Last Mont AFFONTED
index Wamber 8375333

Coent OGP Descripton
27_inaide e parent dange pay location

4 Oulsid Ihe Barent danger pay KCION 144 Omer reasons

Acknowseagment and Certtication

Please review before approving.

Search

| stafl member, and up o e, and St any
Frentnce at e Duty Staton may lead 1o dncpinary acton.
[t actnouwtedge and Certy mat e data stave i corect |

15. The Submit Form button appears, click on the button.

umoja

Fill out Form Danger Pay - Employee Online Self-Certification

Y 2
Seactbmpoyes  Eoi, Ceruty of Review

Anachments

—

Achnawlegment and Cenification By or Onbohalf ofStaff Momber

[47BATK] 1o return to e Danger Pay Ferm
Summary of the Danger Pay Status.
name Last Montn ASPONTED.
e Bumber 05375333
Counl 0GP Descroton

27 s the paren danger pay kocation
4 Dutsde P parent danger pay locaton for olhes reascns

16. The Step Completed screen will be displayed confirming that the form has been

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

.
4 Back ¥ History Favoriles Personalize View Help

HR Partner > Overview

Step Completed

V; Data sent (process reference number: 000000836201)

Display Message Log

I» 3 -4

Confirmation

Once submitted, the system will update Infotype IT9010 (Danger Pay Days) and a batch
process will run to record days when danger pay should not be paid through payroll to Infotype
IT2002 as (Subtype — No Danger Pay Days).
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9. Updating Submitted Forms

For periods prior to August 2021 all updates should be made by an HR Partner recording
directly in Umoja using Infotype IT2002 (Subtype — No Danger Pay Days) and DO NOT follow
the procedure outlined here.

For periods from August 2021 on, HR Partners can adjust submitted forms as required. Staff
members cannot make changes to submitted forms and will have to request an HR Partner to
make changes on their behalf.

1. From Enterprise Central Component (ECC) enter PA30 and the index number of the
staff member.

2. In the Infotype field enter IT9010 (Danger Pay Days) and click on the View 4 putton.

BasicData | Contract Data | Payrol Data | Time Data | Benefits Data | s... | | |[*][E]
Infotype text s..| ||| Period
Actions ¥ = | (®Period
__|Organizational Assignment [ From 1o | |

Personal Data ' ) Today ) Curr.week
Family Member/Dependents OAl () Current month
Documents on Dependents ) From curr.date () Last week
Addresses v (To Current Date  (Last month
Bank Detalls () Current Period () Current Year
o S v-
Monitoring of Tasks v~

Direct selection

Infotype io010| i3sTy

3. The Danger Pay form data is displayed.

4. Select the row representing the period to be adjusted and click on the Edit. Z putton.

Start Date  End Date S5555555555555555555555555555550L.]
01.06.2021 30.06.2021 1111555111111111111111111111110A =

-

5. Update the appropriate days as required with a value or 1, 2, 3, 4 or 5.

6. Update the DG Record Status from P (Posted) to A (approved). Status A will ensure the
record is re-evaluated by the batch process and change/deletion/new record of infotype

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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IT2002 (Subtype 1014 (No danger pay day) are made automatically.

Danger Pay Days
Day 1
Day 2
Day 3
Day 4
Day 5
Day 6
Day 7
Day 8
Day 9
Day 10
Day 11
Day 12
Day 13
Day 14
Day 15
Day 16
Day 17
Day 18
Day 19
Day 20
Day 21
Day 22
Day 23
Day 24
Day 25
Day 26
Day 27
Day 28
Day 29
Day 30
Day 31
DG Record Status

=) Rl el e e e e = e e el e e e e ] ) e ) e =)= ) =)

(3

— This form will also display 31 days. For months will less than 31 days leave
the days that are not applicable for that month blank.

Updates made to Danger Pay forms in Enterprise Central Component
(ECC) will not update the Danger Pay form in Employee Self-Service (ESS). The
values in the ESS Danger Pay form will remain as they were originally submitted
in ESS. But staff will be able to view both forms, ESS and ECC, with highlighted
differences.

[ |
7. Click on the Save button.

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

1. Follow steps 1 — 5 for

2. On the Fill out Form Danger Pay screen, click View Previous Submissions.

umcija

4Back Forward »  History Favoriles Personalize \View Help

Home Global Index Requesior Procurement Travel Administrator HR Partner
Overview

HE Pariner > Ovenview

Fill Out Form Danger Pay - Employee Online Self-Certification

1 2 —
SelectEmployee  Edt, Certify or Review

I+

Attachments

Self-Certification of Pr e at a Danger Pay Location
Creale aNew Form
Umoia Selt-service Help

1. Submitted Danger Pay forms will be displayed.

umuja
4Back Forward b History Favorlies Personakze View Help

HR Partner > Ovenview

Fill out Form Danger Pay - Employee Online Self-Certification

I»

1 2 E—
SeiectEmployee  Edit, Certify or Review 0

Attachments

Submitted Danger Pay forms I

4 Return
Monih/Year Changedon Lastchangedby StafiDate  Staff Submission System Status | |
» 112021 04112021  EDTMAN 01112021 Posted Posled
0 082021 12112021 PAGIGLBLOT  01.05.2021 Posted Pending

2. Select the form you want to see details of and click the arrow to expand.

3. A detailed report is displayed for the selected month. You will see the Status as well as
the any changes and status descriptions.

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

4Back Farwand s fiolary Favostes Persondze Vew fib

Submitted Danger Pay forms
4 ]
e Cnngeon ot chamgocy st o St S Sy St
s e CUE o CHEY vt Bostes
— w2021 a2 PAORLLD Cree Fones Py
Detail of August 2021 for Uvttest SEP SM
Ehiechee e Doy = E=—) Sysim s
e ﬁ.-_-_ 0
G2oazen  Mendsy . 1
BENN Teder vk B paras danger oy ocobon s bl eniness Fowel ke TOY 5 damger oy s 1 o parvd e gy oo
| oamamn  meanesan . ncksamg TOY '
| osman ety o
choazon  foom e o et canges g e L e el B o Bl
CrE T~ e et Gangerpay cation e e et dages pay st
M Sundey b iide e pasend e pay T e e pareed danger sy bocaion
| N endey 2 ot et dnse gt n est 1 ecsmtaton e e et 2anes o o
10BN Teesdey ‘Oubuce B pare danger oy ook ot 20 ecupersion e e pareet £args iy csbon
nman s e o panetcange pay ocaten e e e ganges ay con
| aman e ) pe— '
B Femy s o
[ITE e 3 nchadeng arva
T s o pannt cangespay caten T e o et danger gy caon
| BMHN Mensay 5 utide e panl dmnge by ocalon s s esens 1 e e pared sanger sy caton
| ey § ot et nnge oI st remisnn e e pareet £anges iy estion
wman e 5 Outioe o pat wnpe oy caton o o remsons e e paret canges o
W sy § vt pane e oy caton e o0 ebona T e e paren sange pay wcson
mmn o 5 Ounite e patdange puy bcaton fo cber remsoms T e e pareet darges oy bcsion
| M Sekwder et B et e oy ot e e arent 2anes st
T e o B peetdasges oy ocaben e P et 2age sy st
JETEE T P ke g dange pay e T e o g e gy o
| mman e T e e o i iy i T e e anger oy on
Prr e — § e e pasent diage gy caton 1 e o parees carges gy cmion
mman e T e pasee cange pay st o paree sarges pay o
T o b ide e pased anger pay T e e pareed danger sy ocaion
JETE I B e e pasen dasge pay 1 e e pared sanger sy caton
| mman sy U e el i iy T e o et oy ion
BT " 1 e o pard e gy st
nmxn Tty " T e e pare sangen oy wcaon

4. Click on the Return button to return to the Self-Certification of Presence at a Danger
Pay Location screen.

umuja

4Back Foewand b aleny Favelss Persesize View Hep

Home it index Regeestor

vervew
1 Faroer > varv

Procersment  Travel Admetrator | W Parinar

Fill Out Form Danger Pay - Employee Online Self-Certification

w—_1

Select Enployes  Eit, Cortify of Raview

2

P

Anachmants.
Submitted Danger Pay forms
[ Rt
Montrear Changed on Lant changed by Start Dt Shalf Supmerson Syviem Slabus
(B nan sz Eomasn oz Posies Poses
b i 1212021 PARILELOY 01032021 Pesied Pensng
Detail report of August 2021 for Uvttest SEPSM
Etechre Dute Oy Change sk Staken  Stal Submmnsion Slahn Sysem Sisen
| olmn Sesy 1 it the parent Sanger oy kocabon s Dutscie the pasent danger pay locabon fur ¢
|mommn sy N ekt TOY tocasger oy ren 1 Wte T parent angerpay esten
o308 20 Tussday x Inclucing TOW 4o danger pay area 1 Ieede B parent danget pay bcaten
|ouonznn  wenesary . ckeg TOY Yo canger pay res 1 Wde e parent danger oy acaten

5. Self-Certification of Presence at a Danger Pay Location screen is displayed.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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dBack Forward b History  Favoriles | Personaize View Help

Home: Global Index Requestor Procurement Trawvel Administraior HR Partner
Overview
[HR Pariner > Overview

Fill out Form Danger Pay - Employee Online Self-Certification

w1}
Select Employes

Attachments

4
Edit, Certify or Review Confirmaton

Self-Certification of Presence at a Danger Pay Location

Creale a New Form & View Previous Submssions b
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7. Resources
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7.1.1T2002 (Attendance Type — No Danger Pay
Days)

* Infotype 2002 attendances subtype 1014 “no danger pay” is used to record days when
the staff member should not be paid danger pay through payroll.

* When there are no records of IT2002 subtype 1014 for a particular month, the monthly
rate is applied in payroll.

* When there ’is a one day record or more of IT2002 subtype 1014 for a particular month,
the daily rate for the remaining days in the month is applied in payroll.
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7.2.1T9010 (Danger Pay Days)

Infotype 9010 reflects the daily entries of the danger pay ESS form for a particular month.
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