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Course Overview

The purpose of th&mojaOverview of Organizational Managemensto

explain the different processes included in Organizational Management while
introducing the users to Mastddata and tgoresenthow these processes are
changing with the implementation of Umoja.

Prerequisite Review
You should have completed the following prerequisite courses

A NA101¢ Umoja Overview
A MD102¢ Umoja Master Data & Coding BloBkerview

Course Duration2 hours 30 minutes
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Agenda

Module 1:Umoja Organizational Management Overview

Module 2: Organizational Management Master Data

Module 3: Organizational Management processes in Umoja

Module 4: ECC Basic Navigation Display

Course Summary

Course Assessment

Course Survey
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. I
Course Objectives

After completing this course, you will be able to:
A Explain higHevel organizational impacts of Organizational Management
responsibilities
A 1dentify the different types of Master Data relevant for Organizational
Management

A Describe the endo-end Organizational Management processes

umuja
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Module 1 Objectives

After completing thisnodule,you will be able to:
A Describe the impact of Umoja in Organizational Management processes
A List the key roles and responsibilities in Organizational Management
A Identify key benefits and changes

umuja
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Key Terminology

Key Term Description

Organizational

Organizational Managemedefines and captures how the

Management United Nationsis structured, how it is staffed and how
employees and noemployees are managed and grouped.
Anindividualwho is inchargeof a certaingroupof tasks, or a
certain subset of an organization. A manager often has

Manager anumberof people whareport to him/her. Managers may

have budget authority to initiate certain organizational
processes.

Organizational Unit

An organizational unit represents a group of positions withi
the UnitedNations Organizational units are hierarchical,

building an organizational structure that represents how the

organization and individuals report to each other.

N

L4

Organizational Structure

Representation of the reporting structure and the distributig
of tasks using organizational units .

n

Reorganization

Medium and large scale organizational changes that involv
multiple departmentsand missionsvith impact in the

e

budgetary and finance structures.

Copyright © United Nations



Key Terminology

Key Term Description

Cost Distribution / Cost
Assignment

The coding block elements of a position, recording in the C
Distribution infotype.

In addition, Umoja HR uses a 'master cost center' concept
administrative purposes for workflows and reporting only,
which has no financial implication.

OsSt

for

Personnel Area &
Personnel Subarea

Umoja will use the Personnel Area to identify each country
where the UN Secretariat has operations

Personnel Subarea will be used to identify each duty statio
within a particular country.

n

Employee Group &
Employee Subgroup

Umoja will use the Employee Group to identify at a high lev
the main type of relationship a person has with the
organization, especially as the relationship with the
organization changes. For example, a UN Policestafh
member is hired to become a Professional staff member, h
Employee Group would change.

Employee Subgroup will further breakdown and identify, wi
the Employee Group, the different types of relationship and

g

el,

S

thir
Jor

status of employment a person has in the organization.
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Key Terminology

Key Term Description

Active budget period

The interval of time into which the project period is divided for

budgetary and funding purposet2 months for Peacekeeping
Budget and 24 months for Regular Budget.

Staffing table

A collection of org units, associated positions and incumbent
(both staff and norstaff) in a hierarchical structure. The staffin
table provides detailed information of each org unit, position,
staff members, certain nestaff and the corresponding statuse:

Position

A position in the system represents:
AWnhere a person works organizationally (who they report
AHow they roHup into the overall organization structure.
AWnhere they work geographically (duty station & country).
AThe type of position (mostly related to the funding source
and rule- established post, temporary post, nguost etc).
AClassification and category of a position
A Funding information

A position exists independently of the holder (incumbent) of

position and represents the organizational need for a resour

—t

0

th
o
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Key Terminology

Key Term Description

Postsaresi  FF LI2aAdAz2ya | LILINRGS

=)

Post F dzGK2NAT I GA2yaé¢ | LILINRODSR | a
most cases, by a legislative body.
Job code Job codesdentify a jobdescription In Umoja, each position h

a job code that defines its job description.

SR

Loan positions

Changes in the organizational structure is made when a
movement is in contradiction with the approved staffing table
and the movement is temporary in nature. Loan Positions
process has a number of variations depending on the type ¢
loan (reimbursable versus narimbursable) and the type of
movement (within a department or across departments).

\V

f

A

Master Data

This term refers to data stored and managed centrally for the
entire organization which is key to the business and used ov

several functional areas. In Organizational Management, the

(U

(S

=4

Master Data main elements include objects and infotypes.
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Key Terminology

Key Term Description

ESS

Stands for Employee S@&ervice Seltservice is thdront end
tool used to provide access to enusers that need role and
processbased access to the system. Sdfvice technology is
web-based, allowing a large number of users to access the
system without the installation or technology requirements
support the client software used by power and super users
the system.

to
n

MSS

Stands for Manager Seffervicethe selfservice where end
users with manager role can accessrimrmation and perforn
routine taskghat will automatically trigger actions into the
backend system or send notifications.

—

Umoja ECC

It is the main Umoj®dackend systencomprising various
modules. ECC standsr Enterprise Central Component.

Copyright © United Nations
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Key Terminology

Key Term Description

Seqguence of automated operations that an event will take. A
workflow step can be directed towards a specific user
transfer to a managerWorkflow consists of either approvals
or notifications.

Workflow Approvals will pause the event work flow until the time in
which the Manager approves or rejects that specific operation
Notification, if chosen for the activity, will send an email to the
person(s) involved, and then the event will move to the next
step in the workflow.

training Copyright © United Nations 13



|
Roles & Responsibilities

The following Umoja Enterprise roles are involved in@wrganization Management
processes:

/A Creates and maintains Org Units not associated with\
budgetary control objects

Moves Org Units within Budgetary Control

OM Administrator Creates and maintains nePost positions

Moves positions within Budgetary Control

Changes position titles for Loan Position

Loans positions within a department (administrative Io)?*n)

/A Budget Administrator creates and maintains all OI\/I\

elements which are approved through a Staffing Table

A Creates and maintains all org units, normally those
associated with Budgetary Control

AT NBIHGSaE SEGSYyRa 2NJ OKI yBS
funding information (usually pogt/pe positions)

A Loans (Nosreimbursable and reimbursable) positions

A

Budget Administrator

between departments and between different countries.
Creates snapshots of org structures and store in

kwl- LILINE SR 0dzR3ISG LI | yQ/
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Roles & Responsibilities

Super Budget Administrator is the budget )
administrator in Organizational Management without
any structural authorization restriction.

Oversees all transactions in OM and provide support|to

Super Budget

Administrator

other roles when necessary. )
(
bS il A Oversees and maintains Job objects and Position Titles
Jo pecialist A Positionclassification (offline ONLY)
\.

-
OM R A Executes Organizational Management reports throug}u
eports User Business Intelligence, Umoja Web Portal and ECC.
L J

v y 2yvitad RAALIFE hNBFYANI

All details of Org Units, Positions and Jobs

M Displ Nl A Relationships between all Org Units, Positions|
© splay only Jobs and Persons

A Limited details encumbering Persons (staff and

\_ non-staff) Y,

training Copyright © United Nations 15




I T ..
Roles & Responsibilities

The following Umoja Enterprise roles are involved in@wrganization Management
processes as supporting roles:

: Maintains organizational units, including expire/delimi\t
Manager W|t_h Budget options via MSS
Authorlty Initiates Create Position (ngmost) process
Has MSS Team View y
N
Manager Has MSS Team View
y,
. . ", w \
Approves funding in Create Position (Rpost) process
Certifying Officer t N2OS&aasSa / NBFGS t2aAridazly
have no access to MSS )
4 ™
A ldentifies and processes relevant transactions for
HR Partner : p i izat]
incumbent staff member impacted by the reorganizatign

\. J

training Copyright © United Nations 16
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Roles &Responsibilities Clarification

The Umoja Organization®lanagement roles described above integratethe technical
functionalities that can be performed in the system.

However, in terms of dato-day operations in missions, take into account the following
points:

A OM Administrator role mayot be authorized to perfornall the technical
activities included in the role description, as some of them wilnamaged and
executedby FPD.

A To validate the scope of OM Administrator role or functionality in each mission,
OKSOl UKS [ LILINZLNRXIF =2 == ~x

$ Note: In MINUSTAH, OM Administrators will:
A Move positions within Budgetary Control
A Loan positions within a department
(administrative loan)

training Copyright © United Nations 17
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Introduction to Master Data

Everyorganization runs on data and a set of
processes. As the level of information
Increases over time, data becomes complex
and difficult to manage. If data is not stored
and maintained properly, it leads to
significant losses in productivity across the
organization.

Thus, it is extremely critical for tHénited
Nationsto create a centralized data source.
In Umoja, this centralized data is called
Master Data.

t Note: The Organizational Management data enables much of the workflow, authorizations
and roles associated with Employee Sdfvice (ESS) and Manager-Selfvice (MSS).
Organizational Management Master Data will be explained in detail in the Module 2.

training Copyright © United Nations 18



Organizational Management Definition

The Organizational Management processes aressglfice processes wherein a

manager identifies the need for changes in the organization structure that will affect
budget, reporting or data maintenance.

These processes adesigned to empower
authorized users in UN to be sslifficientand ' —
leveragestaff performanceThis will expedite
the OrganizationaManagementactions and

allow managers tdocus on strategiactivities

UmojaprovidesOrganizational Management
authorized users and administrators the
possibilityto manage reorganization and
maintain organization structure accordingly to
real operation needs.

$ Note: All the transaction codes and detailed steps to complete Organizational Management
processes will be addressed in level 3 flodesed courses.

training Copyright © United Nations 19



. I
OrganizationaManagement in Umoja

Organizational Management is the process by which UN manages its organizational au
reporting structure.The Umoja solution covers the following process areas for
Organizational Management:

Organizational

Structure Management Central Budget Staff

Enterprise Roles

A Budget Administrator
A OM Administrator A Super Budget A Job Specialist
Administrator

‘ Note: You will learrmore aboutthe highlevel changes and the
Enterprise Rolem each of thes@rocessareas in thdollowing modules

umtcjja
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Touch Points

The Umoja system is an integrated system and most of its modules integrate with each
other to complete a processlouchpoints refer to these integration points across Umoja
modules, processes and activities

Organizational

Management

: Personnel
Lk e <€ > Administration
A Recruitment A Onboarding
A ElLearning A Temporary Movement
A Performance A Contract Extension
A Job Code A Bulk Contract Extension

A Inter-agency Loans and Secondment
A Maintain HR Master Data

umtcjja
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OM Interaction with PA

The Organizational Management process in Umoja consists of a set of activities perforr
to organizational units and positions, which include multiple process steps that extend
across different enterprise roles. The linkage of these processes to Personnel
Administration is displayed below.

Organizational ‘ | QUEEr e ‘ | Personnel Administration

Management Management

Organizational

Unit Position Person
Management Management Management
ACreate AAssociate positio ACreate Person
Organizational Uni with Organizationa
Unit, Job and Cos AMaintain Person
AMaintain Centers
Organizational Uni AlLoan Position APersonnel Action
AExtend Position 1

traini ng Copyright © United Nations 22



Current Challenge& Benefitsof Umoja

Challenge Umoja Solution Benefit

( N ( N

A In Umoja there is no limitation in the
number of levels in organizational
hierarchy.

\ J \ S

A In IMIS, the number of organizationa
levels is too limited. »

( ) 4 )

A Flexibility during a budget period to
carry out structural changes to reflect
operational reality without OPPBA
approval, when those changes are
within the budgetary control flag.

A Today, updating organizational
structure is a threestep process »
involving the department/office,

OPPBA and OHRM.

L J \. J
g A (A Umoja enables the system staffing
A There is no standard loan process far table data for operational use of
temporary reassignment of positionj Managers and HR Partners ainalcks
inside a department. These are not » the changes between the current
tracked at all or not properly structure and the structure officially
recorded in the system. approved at the beginning of the
budget cycle.
\. J \. y,
umrija
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Benefits of Organizational Management in Umoja

The Umoja implementation will empower authorized users to besdilicient in the
Organizational Management processéhemajor benefits are listed below:

Increase the visibility of Organizational Management operations and imprqve
efficiency.

Streamlined update of the organizational plan according to new
requirements.

* Enable intuitive and webased operations.

Facilitate the decentralization of personnel management responsibilities to
managers.

Provide an integrated environment across the Secretariat.

traini ng Copyright © United Nations 24



LearningCheckpoint 1

Whichof the following areconsidered Organizational Management guiocesses
within the Umojaapproach?

Select all that apply.

A. Budget Implementation
B. Requisitioning

C. Create Position

D. Portfolio Management
E. Manage Reorganization

umuja
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LearningCheckpoint 1

Which of the following are considered Organizational Managemah{processes
within the Umojaapproach?

Select all that apply.

A. Budget Implementation
B. Requisitioning

C. Create Position

D. Portfolio Management
E. Manage Reorganization

fOptions A, C and E are the correct answers.
Requisitioning and Portfolio Management
processes are not included in Human Resources|

scope.
\ J
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LearningCheckpoint 2

Which of the following Enterprise Rolegerseesll transactions if©rganizational
Managementwithout any structural authorizationestrictionin Umoja ECC?

Selecthe correct option.

A. Job Specialist

B. Super Budget Administrator
C. OM Administrator

D. HR Partner

Copyright © United Nations
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LearningCheckpoint 2

Which of the following Enterprise Rolegersees all transactions in Organizational
Management without any structural authorizatisastrictionin Umoja ECC?

Select the correct option.

A. Job Specialist

B. Super Budget Administrator
C. OM Administrator

D. HR Partner

OptionBis the correctanswer. The Job Specialis?
creates and maintains jobs, the OM Administrato
manages the structure with high authorization
restrictions whileghe HR Partner perform
\_activities relatedo Personnel Administration. )

Copyright © United Nations
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. I
Module 1 Summary

The key points covered in thisodule are:
A Description othe impact of Umoja in Organizational Management processes
A Listof keyroles and responsibilities in Organizational Management
A Identification ofkeybenefitsand changes

umiija

traini
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Module 2 Objectives

After completing thisnodule,you will be able to:
A List the elements that constitute the Organizational Management master data
A Explain hierarchical structures basedobjects
A DescribeOrganizational Managememain objects and infotypes

umuja
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Key Terminology

Key Term Description

Object

Individual representation of each element in the organization.
All object characteristics are maintained in infotypes and are

linked together using different relationships to form a netwark

that has the flexibility to perform Human Resources plannir
forecasting and reporting.

10,

Organizationalunit (O)

An Organizational Unit represents functional grouping such
departments, divisions, or missions of the UN.

Several Organizational Units link to one another form the
hierarchy of the overall organizational structure.

as

LY hNBFYATFGA2YEE alyl3asySyi

within the organization that a person is assigned to.

Position (S) Each position is unique and is assigned to an organizational
unit. All the position characteristics are stored in a series of
infotypes.

mrjja
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Key Terminology

Key Term Description

Jobsare classifications of functions in an organization
(secretary, for example), which are defined by the assignment
of tasks and characteristics. Jobjects serve as job
descriptions that apply to several positions with similar tasks c
characteristics.
Each Job object represents one job code in Inspira system, E:
Job belongs to a Job Family and each Job Family belongs to
Job Network.
Job families group jobs that are related to each other based ol
similar content of tasks or qualifications. UmojaECC
technical termsthe JobFamilygl £ dzZS& | NB A RSy

Job (C)

JobFamily (JF)

ones.
Job Network is the highelassification level fgobs.In Umoja
JobNetwork (FN) ECQISOKYAOIFf 0(SNXaz UKAA 20 ¢

D QG
andil KS W20 bSi¢2N] OFfdzSa I NF
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Key Terminology

Key Term Description

Personsre objects that hold positions within the

Person(P) organizational structure. Any other additional information fo
persons is maintained in Personnel Administration.
This is part of the coding block element in FI. This is an ext
object from Controlling which represents a clear origin of c«
CostCenter (K) By assigning cost centers to organizational objects, you

determine where costs incurred by the object are to be
charged.

err
DSt

Budget Control (25)

Umoja will use this custom object to distinguish Amudget
relevant Organizational Units from the budget
relevant/controlled ones. It preventsovement of positions

ddzo 2SOUSR G2 UKA& O2yiNRE X
in which they were approved.

NN

Hierarchical Structure

Hierarchies serve to depict hierarchical relationships betwe
the master data objects of an object type. Hierarchies are
based on hierarchy structures and can be created, change

en

and deleted in the course of hierarchy maintenance.

Copyright © United Nations
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Key Terminology

Key Term Description

related toUmoja. An infotype has data entry fields that are
classified as mandatory or optional.

An infotype is an information unit used to maintain master dat:

When an employee record is updated, old data is automaticall

Infotype time-delimited, and each record is provided with a validity
period.
Some infotypes may be further categorized to different groups
known as subtypes, which are based on themes.
mrjja
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| L
Organizational Management Daf2bjects: Introduction

Organizational objects are used to create organizational plans in Organizational
Management. The data within the Organizational Management module supports many
downstream processes and users.

Allobjects are created and maintained —— J
separately and then linked together ﬁi i
through relationships. The objeattributes e

and detailsare maintained in infotypes.

Thereare Organizational Managemeaind
Non Organizational Management object
types depending on where they are created
and maintained in Organizational
Management or in any other Umoja
application components and then read into
the organizational plan.

Cost Center

K

Non-OM OM
Object Object

training Copyright © United Nations 36



. I
Organizational Management Data Objects

Key components of Organizational Management data objects in Umoja include:

Units of the
organization that

Ol g ik2=1le1q =1 perform a function

Individual who is
assigned to a
Position

Flags and control
organizational units
that are solely for
Budget operations purposes
Control

ZS

Master Data
Elements

Represents the
funding origin of a
position

Cost Center
K

A post where
a person is assigne
to organizationally

Qespnbes positions with o @ OM object
similar tasks or characteristics,
and the skills required to @ Nonom Object

perform this work

L]
umrtija o
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Cost Center Object

2 A0KAY 'Yz2el Qa |w aztdziazys [/ 2ad [/ Syas
A Financial cost centers

Used as coding block for funding recording, e.g. Infotype 1018 Cost Distribution
for positions in Organizational Management.

A HR Administrative purposes cost centre

Also known as master cost centre, it is purely used by HR to identify a particular
department or departmentequivalent entity with the Organizational Units,
departments and persons which belong to it.

LY ! Y22l Qada RSaAdys SIOK RSLINILYSYGZ Y
and economic commission is represented by its own master cost centre and
associated then to Persons, Positions and Organizational Units objects that can
be identified through the linkage with this object.

This information is displayed infotype 1008for Organizational Units and
Positions; and itnfotype 0001for Persons.

Cost Center

K
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. I
Organizational ManagemeiMain Infotypes

Key components of Organizational Management data objects in Umoja are described
the following infotypes:

Position (S) Infotypes

A 1T1000 Objects A 1T1005 Planned Compensation
A 1T1001 Relationships A 1T1007 Vacancy

A 1T1002 Descriptions

A 1T1008 Account assignment features

Common OM Objects Infotypes

A 1T1013 Employee Group/Subgroup
A 1T1014 Obsolete
A 1T1018 Cost Distribution

Organizational Unit (O) Infotype A 1T1081 UN Position attributes

A 1T1082 Organizational Unit types

Job (C) Infotypes

A 1T1080 UN Classification

umuja
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Organizational Management Objects Common Infotypes |

I Description |

IT1000 ObjectsRather than describing the characteristics or attributes of an existing object,
the Objectinfotype fulfills one main purpose: It allows the creation of new objects, for exampl
organizational units, positions or jobs.

Validity period for the object. Organizational unit su | ODSRSG-PR IS JSU
The validity period applied to Planning Status Active ‘
the object automatically limits | vaiidity [r.07.2013 to 31.12.9999] |&  Change Information |
the validity of any infotype
records appended to the object.
@ obj abbr. and Object name 2L gLO 2
fields providean abbreviation to | | ©bect abbr. 35U ‘ e
represent theobject andbrief Objectname __ |ODSRSGPRISISU
description of the objectThe Language Key | EN Englsh x
abbreviation providedor an
object is used to identifit in —
later work processes. et I

Note: You can change abbreviations and descriptions by gditing object infotype records. )
| 26 SOSNE @e2dz Olyy2i OKIy3aS Iy 262S0u4Qa| pl
using the delimit options.

umtcjja
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. I
Organizational Management Objects Common Infotypes Il

| Description |

IT1001 RelationshipgJsing theRelationshipnfotype, you can define the relationships between

the different objects you use. Defining and maintaining relationship infotype records is an esse@ntic
part of setting up information i©rganizational Management. Without relationships, only isolat
pieces of information exist.

o RelationShip type:There are Organizational unit TrainingQLU Traning Crg Unit
many types of possib|e Planning Status |Active '
relationShipS between Valid from B1.85.2014] to [31.12.2014] [c:’.I:p Change Information ]
different objects. Certain ' Relationships 010 20010281 1 |
relationships apply only to Relationship typefrelationship A [062] Re;6nn9nn
certain objects. _

_ Related Object
e Type of related ObjeCt and Type of related object | © Organizational unit -
ID Of related Object: ID of related object |20010280 e '
.q . Abbreviation [Test_Alex3 |

Identifies the second object e oo Pt

involved in a relationship, by
indicating what type of Priority
object it is and an eighdigit
number codification that
represents it.

|
Record |1 of a

umtcjja
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Organizational Management Objects Common Infotypes Il

| Description

IT1002 DescriptionUsing this thebescriptioninfotype, you can append long text descriptions to

the different objects you work with i@rganizational Management.

o Description:Free text box to
add any comment
concerning to the object

?

\

Note: Do not use thisnfotype as
a means of entering job or
position descriptions.
Job and position descriptions
consist of a list of tasks the
holder of a job or position must
perform. Such descriptions are
established by creating:
A Jobs, positions and tasks
A Relationship infotype
records between these three

objects
\ . Yy,

TrainingU Traning Crg Unit
|Active |

Organizational unit

Planning Status

Validity 81.085.2014] to [31.12.2014| [g,;,o Change Information ]
| Description 010 200102311

Subtype [0001 Full Name -

Language | EM English -/

| Description Q

Organizational Unit created for training purposes

Li1,Co 1

Ln1-Ln1of1lines

Record |1 of 3

umtcjja
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Organizational Management Objects Infotyp¥'s

| Description |

IT1008 Account assignment feature$heAccount Assignment Featuredgotype applies to
organizational units and positions, and serves two purposes:

i This provides Personnel Area (country) and Personnel Subarea (duty station) where an Qrg

Unit or a position is located. When an Org Unit or Position does not haviafibiigpe, it will

inherit from its parent org unit.

o The fOIIOWingEnterpriSe Organizational unit TrainingOU Traning Org Unit
Structurefields will be pre  |Planning status Active - |
: : . [ i U999l M4 to [31.12.2014| i
populated in the Infotype. Walid from Business Area o [-:S?f Change Information ]
A Company codeall UN Acct Assignment Features 01 0 20010281 1 |
personnel areas are_llnke Company Code 1888 United Mations 0
to the country grouping Business Area U999 Umoja SAP Tech. Config.
UN. Personnel area [HTEE Republic of Haiti
A Business Area;epresents Pers. subarea 'HTO® | Port-au-Prince
COAr 1000 United Mati CO Ar
a sepa_rate area of ed nined Matons ed Record T lof 2
operations or
responsibilities within an .__
organizationin Umoja's A Personnel areawill identify each country where

HCM design, this is the UN Secretariat has operations.

defaulted to U999. Pers. Subareacontains each duty station within
a particular country.

o

umrcija

training Copyright © United Nations 43



OrganizationaUnits Infotype

IT1082 Organizational Unit type§iontains Organizational Unit object (O) information relevant for
reporting purposes.

The following fields will be

Completed' Organizational unit Wﬂaning Org Unit
o Organizational Unit Planning Status |Active |
Type:SeIect from the Validity 01.05.2014] to [31.12.2014 [s.ao Change Information
dropdown IISt between LM Org Unit Type 010 200102811
the various office typeS Organizational Unit Type [11 Department / Office &
and office levels in the Record [T Jof 2

organization

.  Org Unit Class
e Org Umt ClaSSChOOSe | Org Unit Class |EI1 | Information Technaology e

between N/A,

Information Technology RETM
or Evaluation from the | |
drop down list. | |

umtcjja
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Position Infotypes |

|Descnpﬂon |

IT1005 Planned Compensatiofihis infotype uses the salary and pay scale structures to cree
planned compensation data at the position level.

o The fo”owing f|e|ds must be entered: Position Iﬁssociate Hu |Associate Humlan Rights Officer
. . . i Planning Status Active
A Country GroupingA unique indicator for |vai 81.88.2013 To [31.12.0988) [¢y  Change Information |
I O2dzyy iNB® | Y2el &a2tdziA2y AA Lt4hea alb
- || Planned Compensation <018 31000232 1 , |

Nont NBFA G hNEBFYATFGAZye 2N abt hed
A Pscale typeType/category of pay scale,

| Pay Scale Structure Data

e.g. P and above, GS, FS, etc. Country Grouping [UN Non-Profit Organi... «| o
. . Pscale type [p+] Professional & Above
A PS Areawhere the pay scale is applicable .2 = By
for (worldwide, a particular country, a ESG for CAP )
. . a1
particular duty station, etc.) TR S =

A ESG for CAR payroll specific grouping. | kespsteforpispiay (0304 2014
This combines subgroups which are

. . Currency key UsD United States Dallar
governed by the same valid collective Time unit T Wonthiy =]
agreement provisions in payroll
calculations.

A Pay Scale GroufThis is the category
grade of a position.

Record |1 of 1
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Position Infotypes Il

Description |

IT1007 VacancyfheVacancy y T 2 (0 & LIS

position is not blocked/lien by any staff member.

It f 20a

@2dz G2
might want to create an HR vacant record for an occupied position, for example, when th
position is only occupied by a staff member who is on a temporary appointment and the

ARSY(A-S

@ Mark Openor Vacancy
filled (HR Vacant
status) option as
appropriate.

The flagJO Notification
can be used to mark a
position which requires
job notification to be
created in Inspira (for
reporting only).

Associate Hu | Associate Human Rights Officer
| Active '

Position

Planning Status

. T -
valid from 61.08.2013) to [31.12.9999) [  Change Information |
\Vacancy 015 31000232 1 |
:j'_i::[}pen o
IVacancy filled

Record |1 of 1
JO Motification e
JO Notification 1
Remarks
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Position Infotypes Il

| Description

IT1013 Employee Group/Subgroupsing theEmployee Group/Subgroumpfotype, you can
assign a position to an employee group and employee subgroup to identify the different
of positions related to the UN Secretariat.

ipe:

o The following fields need to be completed:

A Employee groupThe Employee Group assigned to a position generally is based on the nature

of his/her employment or relationship with the organization. Umoja will use the Employee
Group to identify at a high level, the main type of relationship a person has with the

organization

A EE subgroupFurther
breakdown within the
Employee Group to
differentiate types of
relationship and/or
status of employment
a person has with the
organization.

Pasition Associate Hu | Associate Human Rights Officer
Planning Status | Active '
. =3 o mima s .
Valid from 01.08.2013] to [31.12.0999 [ﬁ’f Zhange Information I

Employee Group/Subgroup 015 31000232 1

Employee group "1 International Staf = International Staff

EE subgroup PR/ Professional & Above

Record |1 of 1
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Position Infotypes IV

] Description \

IT1014 Obsolet¢é LYy ! Y22l Qa RSAAIYyI | LIRaAlIGAZ2Y a

This position is then not allowed to have any new hiring or incumbent.

L. . . Fosition Associate Hu | Associate Human Rights Officer
@ Position is obsolete in | pianing status e |
the system when the Valid from 83.04.2614 to [31.12.0998] [&-  Change Information
flag Obsoleteis
CheCked. ‘ébsolet& 013 310002321
[ |Obsolete
umrtija .
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Position Infotypes V

] Description ‘

IT1018 Cost Distributionrhis infotype contains cost related position information. It can b
used to determines how costs are to be distributed between several cost centers.

Fosition Associate Hu | Associate Human Rights Officer

Planning Status |Active |

Start date 01.03.2014) to [31.12.0999] s>  Change Information

Cost Distribution 015 310002321

Master cost center [10801 | [Staff Assessment |

| Caost distribution
CO.. |Cost ctr |0rder |WEIS element |Name |F'ct |Narne of
10808 168206 UNSCOL Administratn 100,00 [

4 0

Entry 1 1
Entry 1 of 1 Record |1 of 1

umtcjja
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Position Infotypes VI

IT1081 UN Position attributesContains Position object (S) additional information relevantifor
reporting purposes.

o Position typefield can be selected from the
. . Position Associate Hu | Associate Human Rights Officer
drop-down menu, choosing among the followingeiamingsis [Actve |
. alidi ICERCER | 1o [31.12. | ange Information
Opt|0nS. Validity 01.08.2013] t 31.12.99499 [&p Change Infi \i ]
Pos. Ty | Position Type | UM Position Atiributes 015 31000232 1 |
11 | Established Post Appr. Position Duration [ | to
12 Temporary Post
13 GTA Finite Duration MBCS Case Number
14 GTAFinite PK
21 GTA Replacement
22 TAM
23 VC Project Position Fund ID I Generic
24 VC Post Position Type I [11] Established Post I
M RL "Reimbursable Loan”
32 MRL "Mon Reimbusrable Loan” Record 1 laf 9
33 Billing Position
41 Mon-staff Through Payroll
42 Mon-staff Mot Through Payroll
98 Flanned —
99 Admin Purposes - Mo Funding P, lltll.‘ Dascription
' = a 01 Language
@ Nature:field to identify specific nature of a Rama 2 [Geograpical |
ay . . . . [ 05 Inferagency-Secr. =
position which may have certain restrictions for | 05 Interagency-Other
. . 10 Othi
recruitment purposes or may have some specifi .
entitlements for the incumbent.

umtcjja
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Position Types

The U_N dlfferentl_ates staff positions in to the Pos. Ty~ Position Type
following categories: 11 "Established Post
12 Temporary Post
A Post Positionsstaff positions approved 13 GTA Finite Duration
GKNRdzZAK aqadl FFAY I GF 0ksS | dzirdeaadNdk | F A2y aép
are approved as a part of a budgetary process | 21 GTA Replacement
and, in most cases, by a legislative body. 29 TAM
A Non-post positions:all other staff positions 23 VC Project Position
created by the program managers (or executive 24 VC Post
offices and administrative offices on their 31 RL "Reimbursable Loan”
behalf) from a budget line approved only as 32 MRL "Mon Reimbusrable Loan”
Gry FY2dzyiéo 33 Billing Position
41 Mon-staff Through Payroll
$ Note: Please notd?osition typesivailable in Umoja 42 Mon-staff Mot Through Payroll
have changed from legacy systems. 98 Planned
Positiong vyill be explained in detailed in 3134 OM far 99 Admin Purposes - No Funding
OM Administrators & 3135 OM for Central Budget Staff
courses.
MIC]ja
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Job Infotypes

IT1080 UN Classificatioithis infotype contains additional information associated with the
Job object (C).

@ The following fields can be completed,
either by typing or searching through the
match code:

A Functional CodeEnter the Organizational

Common Classification Group (OCCG)
functional code.

A ICSC CCOG Co#eater the Common
Classification of Occupational Groups
(CCOG) code, which are provided by
International Civil Service Commission
(ICSC).

Note: The system performs validations 0
between ICSC CCOG Code and Code
blocks to ensure consistency.
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