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This document covers My Leave, the leave module in Atlas HR eServices. HR eServices is accessible
through Atlas HCM - the HR module in Atlas.



Table of contents

R 1Y = = PP PPPPPPPPOPN 3
1.0, OVEIVIBW ettt ettt ettt ettt ettt teeeeeeeeesea sa e e s s e an e bbb e beebeeeeeeeteeeeeaaeeeseaens 3
1.2 Organizational BENEitS . ...cccii it e e e e e aaaaeeee s 3
IS 0] o [=To1 4 V7= 4
1.4 HOW O T ACCESS 10 BSEIVICES. .cuvtuieiiiiiiii ittt e et e ettt e s e e et e e et et e e e aeeat s e eeata s eeseebaeeaaeerananaaees 4
1.5 Set up My Leave for the first timMe .. e e e e e e e e e e e s 5
1.6 Who is the HR FOCAl POINT? .. ..ttt bttt eeteeeeeaeaeeeeeeas 6
1.7 Who is the LEaVe IMONITOI? ...ttt et e e e e ettt et et e teeeeeaaeaeeeeens 6

2. BEINEG @ LEAVE IMIONITON .. it iiii ettt e e e e et ettt et b sss e s e e e s taeabaaassssesaeeeeeeaesesssnnnnnnsaneees 7
2.1 The role of the LEaVe MONITOr ........eiiiiiiiei ettt e st e s s e e e s s saabeeeeeas 7
2.2 Which Atlas profile is required to be a Leave MONItor? ......cccccciviiiiiiieiiieeieeee e 7
2.3 The ADSENCE IMOTUIE ...ttt e e et e et te et e e e eeeaaaaeeeeeeesea s s aaaaans 8
2.4 LeaVE DAl@NCES. ... ettt et e et e bt e e e s s bbe e e e s e bbbt eee e eaatbaeeees 9
2.5 HOME LRAVE ... e e ettt e e e e e e et e eeeeeeees 14
2.6 AdVANCEA @NNUAT TEAVE ...ttt e st e e e e e s e sttt e e e e e st ae e e e e s anre e 17
2.7 Compensatory Time Off / Compensatory Day Off...........coociiiiiiiiiiiiiiiee e 18
2.8 The Attendance RECOIM Card .......ccuiiiiiiiiiiiiiiiii ettt e e e e e e et e e e e e e e e e e s e e s e e s eeeaes 20
2.9 The Holiday & Work Week SChedUIES...........coeiiiiiiiii ettt 23
N L0 3= T o Yo o £SO UR 25
2.11 Standard email templates for questions from staff...........ccccooiiiiiiiiiiiii 32
2.12 Training resources for Leave MONItOrS ......ciiiiiii it e e e e s 42

I ST [T T I | R0 e Yor= 1 I ad o] 1 o | 43
3L HOME LRAVE ... et e e ettt e e e et et e e e e e e e eeeees 43

4. FAQ fOr the LeaVe MOTUIE ...cciiiiiiiiiee ettt e s e et e e e st e e e s s ssbaaeeeessanneaeeeesennnes 45
e T 1Y e T T =T o] LY o PP PPUPPPPPUR 45
4.2 Cancelling or ChanNGINg @ IEAVE ...uvuiiuieiei i e e e e e e e e e e e e e e eeeareeeennaans 52
4.3 How do | apply for leave types Not yet in @SEIVICES .....cuiiiiiiiiii it e e 53
Y (o] KT 1Y T PP PP PP PPPPTT 56
4.5 LaVE DalanCeS. ..o o ettt et e et e e e e aaaeeeeeeeaaas 58
4.6 SECUNTY AN ESEIVICES ..iieiiiceiititiiieittatre e e et e eeeeeeeeeesessassaaaraaaeaeaeeansbesbeeaeaeeeeeeaaaeaasaeeeeseanans 59
o A Y o] o] fo N V=1 o) 1= YT TP PPPRPR 60
4.8 AtteNdance RECOIA Card .... ...ttt et e e e e e e e e e ettt bbb et be ittt eeeeeeeeaaaaaeaeeesnens 61
4.9 Holiday Schedules and WOTrK-WEEKS...........ueueiiiiiriiiiieieiee e ee s e s rer e e eeeeeaaeaaeeeeens 62
O VAT o T=Y Y=Y o T - Y- 63

4.11 Uploading DOCUMENTS iNTO ESEIVICES ...vvviiiiiiiiiriieiieieeeeeeeeeeeeissssescieaterrerreeeeeserrrrrrrreeeeeaeeaaseeeens 63



4.12 Leave and Contract Expected ENd DAte? .........uiviiiieiiiiireiiiiiieiee e eseiiiiee e e s sseitneeeeeeesssbareeeessennens 64

5. Training Material & Other FESOUITES .....ccoccie e e st e et ar e e e eeeeas 64
5.1 HR policies on the different 18ave tYPes ....ccoceii i i 64
5.2 TraiNiNG FESOUICTES ..ceeeiiiiuitiaeee e e et ee ettt e e e e e e eetertteaeabe e e e eaeeeeaeteesst s eeeaeeeeeeesannsnannaasaeeaaaeseeees 65
5.3 Who can | ask if | have qUESTIONS ON JEAVE.......ccciiiiiiiiie ittt e veaee s 65

6. WhO iS USING HR ©SEIVICES ... ceiiiiie e e ettt ettt e e sttt e e e s e sttt e e e e e st teeeeeeeessntteeaeeessasbeaeeeeeennsrees 66

7. Upcoming developments in MY LEAVE ........uuuuiiiiiiiiiiiieiieieeeeeeeeeeeeeesessssseaaebre e s eaaveaaeeeeeeereaaeaaeseeens 66

1. My Leave

1.1. Overview

The Office of Human Resources (OHR) in collaboration with Office of Information Systems and
Technology (OIST) of the Bureau of Management (BoM), have developed the HR eServices module in
Atlas, which automates HR processes such as leave management, rental subsidy and education grant
submissions.

In addition HR eServices module allows staff members to access their personal human resources
information such as pension, payslips, bank and salary distribution information, insurance and
dependency information, and the option to change address, contact information, functional title and
emergency contact information as well as the Performance Management system.

1.2 Organizational benefits
Why HR eServices?

1. HR eServices provide a global and 24/7 solution to a centralized and auditable leave system. All
leave records are managed in one central system including:
¢ documentation of submission,
e documentation of approvals, and
e supporting documentation.
2. HR eServices provide a solution for business continuity in situations of disaster/force majeure. If
local paper records are lost they will be available in the ERP system.
3. HR eServices offer added data quality;
The system will check:
e thatleave periods are not exhausting the entitlement,
e that there are no overlapping leave periods,
e the accurate count of leave days,
e the eligibility for leave through display of relevant data such as contract type, contract
expiry date, leave balances, and



e proper date validation, including weekends and holidays.
4. HR eServices provide transparent information to the staff member on leave balances and leave
records; increasing data accuracy and quality.
5. HR eServices provide real-time updates. This is important for IPSAS requirements ensuring
continuous and real-time updates of leave accruals.
6. HR eServices supports the leave policies of the organisation, through design of data validation, built-
in approval flows and the application form itself.

1.3 Objectives

The objective is to offer additional features in HR eServices.

There are some leave types that are not yet in eServices; e.g. R&R, Official Business, Jury Duty Leave,
Adoption Leave, Compensatory Time Off/Day Off. The plan is to get these into eServices in 2015.

In addition there is a need to strengthen some of the existing leave modules, in particular the SLWOP
module.

Service Contract holders now have access to eServices and the leave module. A regional implementation
will gradually take place in 2015.

1.4 How to get access to eServices
The HR eServices Leave Module is located in Atlas HCM (https://hr.partneragencies.org ).

You need an Atlas user name to access. You can always check if you have access by clicking ‘Forgotten
Password’ (see below) and follow instructions. If you have a user name, then you will be emailed a
password within a few seconds.

User name:

Password:

Change Password | Forgotten Passwaid

If you don’t have an Atlas user name, then please contact your local Argus Focal Point. This is the person

in your office who can create Atlas user names. If you don’t know who is your Argus Focal Point then ask
your HR, Operations or Finance office, they would know.

This is the Atlas profile you should have for accessing eServices —you may have additional profiles:



Lger Information . Atlas Profile

bAtIas Profile

"Spedial Instrudiions

Specily the appropriate ATLAS profi'es being requested
¥|Finance HQ [ Human Resources

|__|HQ Bonn Volunteer User Only

" SAS HQ User Only

Senior Manager
Manager Level 2
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Finance User
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1.5 Set up My Leave for the first time

The Leave application is located in eServices/My Leave/My Leave.

Fa'ug:tes Main Menu
Personalize Search Menu:.

Top Menu
1 HR And Payrol Dashboard

3 UN ERP Apphcations
£3 UN Ed Grant Administration

1
[
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1 esenices

1 Marager Sef Servica
3 Recruting 3 My Salary

£ Werkforce Admnstratin. — MY Entitlements
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1 My Pension/Insurance Covarmansa

3 Benefits -
w04 . |
| My Leave

&l Compensation

3 My Personal Info & Job Summary
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B [Z] My Leaming

-.__J Global Payrol & Absence [] MyRCcA L Veew Absence Request Hstory

O wWorkforce Developmant |Z] Veew Absance Balances

1 Organizational Development ¥ l [] Approve Absence Requests |
£ Set Up HRMS d L '

Before you apply for leave you have to fill in the names of your HR Focal Point(s), Leave Monitor and
Supervisor(s) — and click ‘Save’.

You can enter as many as 2 HR Focal Points and 3 supervisors. They do not have to be your supervisors,
but it could also be the person in the office approving your leave, if your supervisor is away from the
office.



1.6 Who is the HR Focal Point?

If you are local staff your HR Focal Point will be someone from your local HR office.

If you are international staff your HR Focal Point is someone from OHR/SAS. International staff and staff
located in New York can click the following link to locate the HR Focal Point.

Tip: For international staff outside New York it is a good idea to add two HR Focal Point names; one
from the local HR Office and one from OHR/Benefits and Entitlements Services or JPO Service Centre.
The reason for this is that when you apply for Home Leave, make sure your HR Focal Point is someone

from your local HR office.

1.7 Who is the Leave Monitor?

The Leave Monitor will be someone located in your office, since monitoring of leave is decentralized to
the individual units/offices. If in doubt please ask your supervisor or your local HR office.

Please note that the Leave Monitor in Atlas eServices should not be a Service Contract holder. Service
Contract holders should not administrate/manage core functions.



2. Being a Leave Monitor

2.1 The role of the Leave Monitor

With the introduction of eServices, the role and functions of leave monitors have changed. EServices
has reduced the need for leave monitors to record and administer leave in the Atlas Absence module.
At present, annual leave, home leave, uncertified sick leave, certified sick leave, family emergency leave,
maternity leave, paternity leave and SLWOP are now requested, recorded and approved directly in
eServices, between the staff member and their supervisor. As such, the leave monitor’s functions have
shifted away from monitoring towards advising functions on questions of leave. More specifically:

- Informing and training new staff members on how to use My Leave in eServices;
- Assisting staff members who have questions on leave;

- Assisting staff members or HR if there is a one-time need for adjusting a leave balance,
including for staff being seconded or transferred to UNDP;

- Entering leave types not yet included in eServices (such as Compensatory Time Off, Jury
Duty, R&R) in the Absence module and ensuring that staff members are signing off on leave
balances at prescribed intervals;

- Executing the yearly absence Record Card; and

- Keep management informed on any issues pertaining to leave.

2.2 Which Atlas profile is required to be a Leave Monitor?

As a Leave Monitor your Argus focal Point should set you up with the ‘Absence Processor’ profile:

"Userinformation | Atias Profile | HR DeplMobfications | Special instructions. -
Atlas Profile

kSpecify the appropriate ATLAS profiles being requested

[¥Finance HO /| eServices ¥/ Human Resources
|| HQ Bonn Violunteer User Only
|| SAS HQ User Only
Profiles |
Senior Manager HR Manager
Manager Level 2 [7] HR Administrator
Manager Level 1 [7] GP Administrator

Finance User islcator
Buyer [¥] Absence Processor

/| General User
Project Manager

This will provide you access to the Absence Module.



2.3 The Absence Module

The eServices Leave module is linked to the Absence Module. Everything entered in eServices, will
automatically be entered into the payroll module for absences.

The Absence module — or more correctly the Absence Event page - is located in Global Payroll & Absence
Mgmt / Payee Data / Maintain Absences. In this site you can view all the leave for your staff members,
check the status (approved, submitted, ...) and whether the leave was entered through eServices (Entry
Source will say ‘Employee Self Service’) or by the Leave Monitor (Entry Source will say ‘Administrator’).

In addition if you click the link ‘Details’ you can check if it has been processed by Payroll (the status will
be Finalized).

AtlasHm

Search:

(€& Absence EventEntry | ForecastMessages

I My Favorites
(> HR And Payroll Dashboard . . Forecast
i UN ERP Applications Employee ID: 388097 Name: Thomas Gilmartin Empl Red Nbr: 0

UM Ed GrantAdministration | pooree— RO
i i (01172011 50 Through: 2900472012 ik

- edenices Absence Events
> Racuiiing f ;
Absence Teke [ ProcessSlaus [ Eorecasi Ve

[ Workforce Administration
*Absence Take et s Partial |*Process
Elorment Description Beqin Date End Date s |[Aohon

[ Benefits
[UNAT_IP_ANL_TAKQ, IP - Annual Leave Take 221212011 [+ (0310112012 54 Normal

[ Combensation
= Global Payroll & Absence
Mg

= Payee Data

U1 [zr2z011 5 peals SRS ppprve

T Assign Earmings and UNAT_IP_ANL_TAK(. I - Annual Leave Take 08A 2011 [ [10r12011 Normal =[] [08A1/2011 &) Details |§Z:’C°eyee Se"lmpmed
Deductions.
= Maintain Absence:

= Absence Event

Balances
— Assign Entitlements
and Take:

B save | L Return to Search I 5] Previou

izt | +E] Nextin L:stl = NDtifyI % Refresh |

Absence Event Eniry | Forecast Messages

Using the Absence Module to add, delete or edit a leave

In the Absence Module you can enter a new leave, delete a leave or edit a leave on behalf of staff. If
there is a leave that is not yet in eServices; e.g. Adoption Leave, you can manually enter a new leave.

In addition, you can use the Absence Module as a ‘back-door’ entry to assist staff with leave entered
through eServices. Normally, Leave Monitors should not use the Absence Module to adjust leave
periods entered by a staff member, but sometimes it may be needed; e.g. if a staff member does not
have access to Internet or computer and needs to amend a submitted or approved leave.

In the Absence Event page the Leave Monitor can:

e change the dates of a leave period: note that ‘Original Begin Date’ should be the same as ‘Begin
Date’, click ‘Save’

e delete a leave: click the minus (-) sign next to the leave and click ‘Save’. Any annual leave
balance or home leave points balance already deducted, will automatically be granted back. But
it is good practice to check that this happens when next payroll is processed.



* change the status of a leave to ‘Approved’: click the ‘Details’ link, tick ‘Manager Approved’, and
click ‘OK and ‘Save’

e Add a leave period manually: click the plus (+) sign, select the leave type and enter the period,
click ‘Details’, click ‘Manager Approved’, ‘OK’ and click ‘Save’.

2.4 Leave balances

There are two different Annual Leave balances

Please note that there are two different Annual Leave balances:

For local staff: the balance is called UNAE_ANNL_LV_BAL

For IP staff: the balance is called UNAE_IP_ANL_BAL

Favortes  ManMenu > Giodal Payroll & Absence Mot » Paves Data 5 Wantan Absences Review Absence Balances

ForecastBatance  Forecastffessages

Employee i Empld Record; Name: John Smith

Abserice Enfilement Corrint Baance
Accomuistor fedance T

This is the AL balance for local staff

TPyt D) g org 1 Lo

ALCHMUASr

(Pariod Entitlernent Siement Flement Nams Amewart Friom Throaiggh
{CUSlom Pends  LINAE_BNNL_LV Luuﬂi_nmgw_m_] 0.000000 07011801

|ear iz Date UNAE_CSICKLF  UNAE_CSICKLF_BAL 0000000 DI izl
|¥iear i Date UNAE LISECKLY  UNAE_LISECKLY BAL 7000000 0142013 N304

LINAE IP_ANL _BAL

O e pSewen < oo o o) wenmust [T ey Revesh

Current Balance | Forscast Biance | Forecast lessages

|Custorm Pendd WNAE_IP_ANL 205000 IR

This |s the AL balance for IP staff

How to adjust a leave balance

Sometimes a Leave Monitor may need to manually adjust a leave balance in Atlas.
Normally leave balances — Annual Leave balance, Home Leave Points balance, and Uncertified Sick Leave
balance — are automatically processed when entered and approved through eServices.

When you adjust a balance, then make the adjustment for the current month. Even if the leave period
where the adjustment is required is for a previous month. E.g. if for some reason an Annual Leave did
not take into account a Holiday in the leave period (this is normally done automatically), and actually

deducted an AL day from the balance, then make the adjustment in the current month, not in the month
of the actual leave period.

The below are adjustments to IP staff. If you want to adjust AL for a local staff member, then just use the
local Pay Group and Calendar ID and use the element name ‘Annual Leave’ instead of ‘IP-Annual Leave’.




TIP: you can see the current balance in Global Payroll & Absence Mgmt / Payee Data/ Maintain
Absences / Review Absence Balances. Note: the balance will not show the accumulated balance for the
current month, unless Payroll has been finalized for the current month. Example: if you look at a balance
the 10 of a month then the AL balance (the 2.5 days for FTA or 1.5 days for TAs) or HL Points balance is
not yet updated. It is only updating at the end of the month — typically between the 20-25" of a month.
This is important to know when you adjust balances, then you need to take this into account.

How to adjust a Home Leave Points balance

Go to https://hr.partneragencies.org /Global Payroll & Absence Mgmt / Payee Data / Adjust Balances
/ Absences

Enter index number.

In the Pay Group field; e.g. for UNDP IP staff enter IP_UNDP

In the Calendar ID field, enter IP_ (click on the magnifying glass and select the Calendar ID for the
current month (example: select IP_UNDPA 2013M01 if the current month is January 2013 - always make

the balance adjustment for current month — in this example January)
Click ‘Search’.

In the next screen, enter the ‘Element Name’ as ‘IP-Home Leave Entitlement’

In the ‘Balance Adjustment’ field, enter the balance adjustment (e.g. if you want to deduct 2 HL points
write -2, if you want to add 2 HL points write 2).
The ‘Begin Date’ and ‘End Date’ will default to current month — keep these dates.

Click ‘Save’

The updated HL points will show in Atlas after the finalization of payroll for IP staff — typically around the
20-25'™ of a month.

aiance Adistments

= Balance
Elamant Hama Description Attt Begin Date End Date :
[UMAE_HOME ET 9, P -Home Leave Entitlamant [ Ziovowmoial [Fuwedmez [ El[=

How to adjust an Annual Leave balance:

https://hr.partneragencies.org / Global Payroll & Absence Mgmt / Payee Data / Adjust Balances /
Absences

Enter index number.

In the ‘Pay Group’ field, enter the pay group for the SM; e.g. if IP UNDP staff then enter IP_UNDP, if local
staff enter the local pay group

In the ‘Calendar ID’ field, enter the calendar ID; e.g. for IP staff enter IP_ (click on the magnifying glass
and select the Calendar ID for the current month (example: select IP_UNDPA 2013MO01 if the current



month is January 2013 - always make the balance adjustment for current month —in this example
January)

Click ‘Search’.

In the next screen, enter the Element Name; e.g. for IP staff ‘IP - Annual Leave’ or local staff ‘Annual
Leave’.

In the balance adjustment field, enter the balance adjustment (e.g. if you want to deduct one day then
write -1, if you want to add one day they type 1).
The ‘Begin Date’ and ‘End Date’ will default to current month — keep these dates.

Click ‘Save’

The updated AL balance will show in Atlas after the finalization of payroll — typically around the 20-25%"
of a month.

[Eement Hame Description Adjistment 579 Do End Date _
UNAE_IP_ANL ‘@, 1P Annual Leave I 1 pueei® [auwoizeiz [ |

How to ‘zero’ out a leave balance upon separation

Upon separation of a staff member, unused Annual Leave days are commuted to cash.
The unused Annual Leave days are entered as One Time (Positive Input) in Atlas.

In the below example two days (therefore 2 in the Unit field below) of unused Annual Leave is entered
as One Time Positive Input — the COB is in December 2012 and therefore the Calendar ID is for
December 2012. Note that two lines are entered; one line for Staff Assessment (Commutation ANL LV
SA-Accrual) as a Deduction and one line for Gross Salary (Commutation ANV LV GRS-Accrual) as an
Earning — entering it this way the staff member will receive the Net Salary amount for 2 Annual Leave
days:



One Time (Positive Input)

Employee Il 12345 Hame: John Smith Empl Record: 1
Pay Group: IP_UMNDP Description: International Prof (LUMNDP) Pay Entity: UsA_IP
Calendar ID: IP_UMDP 2012012 Beqgin Date: 01/12/2012 End Date: MM22012

This Calendar is finalized. Any changes will be considered during retro processing.

Eamings and Deductions

Arss
Element Action - Currern

Entry Type Element Name TeEA Instance e Unit Rate Amount Code
Commutation

Deduction UNDD_COM_LVA AML LV SA- 1 Override ZDDDDDﬂl ﬂ ﬂ ush
Accrual
Commutation

Earnings UMNER_COM_LVA ANV LY GRS- 1 Owverride 2.000000 | ﬂ usD
Accrual

Using the above example, where the staff member was paid out the unused leave of two days, then the
2 days should be ‘zeroed’ out in the Absence Module so the balance ends in 0.

The COB for the staff member on the separation date is 29/12/2012

In order to offset the current balance of 2 days, the leave monitor has to enter a balance adjustment of -
2.0 days using the COB month (Dec 2012) and also change the End Date to match the COB date which is
29/12/2012 — see below.

Adjus! Absence Balances

Absences

Employee ID: 12345 Name: John Smith Empl Record: 1

Pay Group: IP_UNDP Description: International Prof (UNDP) Pay Entity: UsA_IP
Calendar ID: IP_UNDPA 201212 Begin Date: 01/12i2012 End Date: nz22012

This Calendar is finalized. Any changes will be considered during retro processing.

|Element Name Description Balance Begin Date 'End Date

[UNAE_IP_ANL @ |IP-Annual Leave . _-g_.p’[mnzrzmz G lanzeotzlm B E

1

Leave balances for Service Contract holders or leave not yet in eServices
Leave balances, sick leave balances and home leave points balances will automatically update when staff
enter leave through eServices.



If you administer leave for SC contracts, UN volunteers, or if you administer other agencies’ leave it
should not be necessary to manually adjust leave balances. As long as you enter the actual leave period
in the Absence Event page, the leave balances will automatically be deducted in the month of the leave.

The different balances in the leave module
There are different balances in the leave module — see below:

 Search:

)

> My Favorites
(> HR And Payroll Dashboard
> UN ERP Applications
> UN Ed Grant Administration
> Un Interfaces
> eServices
(> Recruiting
> Workforce Administration
[ Benefits
G
> Global Payroll & Absence Mgmt:
 Payee Data

1 Assign Eamings and

Deductions
< Maintain Absences
HEE £

Takes

[ Create Overrides

Annual Leave balance
for local staff

 Forecast Messages

Current Balance Forecast Balance

Empl Red Nbr: 0
First n 150f5 n Last

Employee ID: Name: Henrik

it
Cusiomize | Find | View All | @| ]

Absence Entitlement Current Balance
Accumulator Balance -H_Berﬁ(_eys l

Accumulator Period Entitlement Element Element Name Amount |[From

UNAE_ANNL_LY UNAE_ANNL_LV_BAL 0.000000 01/01/1801
‘Year to Date UNAE_CSICKLF UNAE_CSICKLF_BAL 0.000000 01/01/2012 311212012
Year to Date UNAE_USICKLY UNAE_USICKLV_BAL 6000000 01/04/2012  31/03/2013
Custom Period UNAE_IP_ANL UNAE_IP_ANL_BAL 44.500000 01/01/2011
Custom Period Uw‘sﬁ// UNAE_HOME_ET BAL 0.000000 01/01/1801

-

Annual Leave balance .
for International staff  Home Leave Points

balance Certified Slck Leave balance. It shows

Uncertified Sick Leave balance - we
have 7 days every year from 1 April
to the next 1 April

0 until first time you use it where it

&4 Return to Search | [=] Notify l % Refresh | will change to €5 days

Note on balances:

e The Uncertified Sick Leave/Family Emergency Leave balance of 7 days is re-set every year 1
April to 7 days. Staff will not carry over any un-used Uncertified Sick Leave days.

e The Certified Sick Leave balance is 65 days. If a staff member have not used it before it will
show 0 days, until he/she is using it for the first time and it will show 65 days less the days

he/she applied for.

* The Home Leave Points balance is cut off at 40 points. A staff member will only start
accumulating again after he/she takes Home Leave and 24 HL points are deducted.

* Annual Leave balances are cut-off at 60 days every year in the month of April. But after that a
staff member can still accumulate above 60 days, until next April where it is cut-off again.

Check if manual adjustments were made to a SM

Sometimes you need to trouble shoot a leave balance. If you want to check is someone manually
adjusted a leave balance, you can use the query UN_ADJUST_ABSENCE_BAL_AUDIT to check for
balance adjustments. Enter the query in Atlas HCM/Reporting Tools/Query.



Check if an Annual Leave period was deducted the Annual Leave balance
The Annual Leave balance is deducted in the month you take the leave. And it is deducted when Payroll
is finalized for that month — typically around the 20th of a month (+- a few days).

But you can always check in the Absence Event page (Global Payroll & Absence Mgmt / Payee Data /
Maintain Absences) if a leave period was actually deducted — see below:

The status ‘Finalized’ indicates that balances were updated, whereas ‘Not Proc.” Indicates it was not
processed and balances were not updated.

'AbsenceE\renlEntr]r " Forecast Messages |

Employee ID: 12345 Empl Record: 0 Mame: John Smith | Forecast |
From: 14/109/2013 |[H] Through: 13i03/2014 |[H] | Refresh |

STy

Personalize | Find | View Al | B | 3 4

First EI 4.6 oF 6 I3 Last

" Absence Take | Forecast Value

Absence Take Element Description ‘BeginDate  End Date Stays ~ CalendarGroup  Frocess
JUNAT_IP_ANL_TAK/@, IP - Annual Leave Take l24112/2013 5 [21112/2013 [[5j Finalized  IPUNDP2013M12 09/12/2013 =]
JUNAT_IP_ANL_TAK @, IP - Annual Leave Take 201212013 |5 [2312/2013 [ Mot Proc. | (=]
JUNAT_IP_ANL_TAK]@, IP - Annual Leave Take [16M212012 [ [16M2/2013 [ Mot Proc. | =
[UNAT_IP_ANL_TAK/@, IP - Annual Leave Take 41212013 5 [0412/2013 [ Finalized  IPUNDP2013M12 091212013 [#] [=]
JUNAT_FAMILY_TAKI@, Family Leave Take 11112013 [ [2111/2013 [ Finalized  IPUNDP2013M12 091212013 [ [=]
[UNAT_FAMILY_TAKI@, Family Leave Take [16/09/2013 [ [20/09/2013 [ Finalized  IPUNDP2013M09 131092013 [#] [=]

2.5 Home Leave

Home Leave is a complex leave type, since it is not only a leave period but also a travel entitlement.

Certification of Home Leave and upload of proof of travel

Staff applying for Home Leave will need to certify that home leave took place as authorized (see also
FAQ on this). It is mandatory to certify the Home Leave, but it is not mandatory to upload proof of
travel — only recommendable. Staff should keep the original proof of travel for two years or until the
next Home Leave travel. It is the staff member’s responsibility to certify a home leave.

Please note that when staff upload a file, then the file name should be less than 50 characters, and it
should not include any ‘special’ characters such as &, U or é.




Request Absence
John SMITH Index Nbr: 123456
Contract Type: PA Contract Expected End Date:  21/05/2032

Please note that upon return from Home Leave travel and within 30 days you must certify terms and
conditions in Home Leave request page and upload scanned copies of boarding passes in Atlas HR eServices

Absence Detail

==
Filter by Type: Annual Leave [ |
R
Absence Name: IP - Home Leave Take hﬂl Liit]
Reason: Annual Leave
*Start Date: 04/04/2012 [3{ End Date: 180412012 [5]  View Monthly Schedule

How to manually adjust Travel Time for Home Leave
Normally it should not be needed to manually adjust Travel Time for Home Leave. When HR approves
the Home Leave, there is the option to click how many days are granted as Travel Time. The periods will

then calculate automatically.
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Allow for. () 0 Days 1 Day /2Days 3 Days Cther
From Duty Station:[ 021112015 041172015
To Duty Station:| 15/11/2015 17112015

If for some reason the Travel Time has not been indicated, then the Leave Monitor can enter and adjust
Travel time in the Home Leave application when a Home Leave is approved. Leave Monitor will need to
enter two periods of travel time and/or adjust the actual leave period so the travel time and the leave

period does not over-lap.

1. Adjust the Home Leave period.
a. You may need to adjust the Home Leave period if the travel time is over-lapping.
b. You adjust the requested Home Leave period in Global Payroll & Absence Mgmt/Payee
Data/Maintain Absences/Absence Event
c. Change the Begin Date and End Date if needed (the Original Begin Date should be the same

as Begin Date) and click ‘Save’
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2. Enter the allowable Travel Time.
If you manually have to enter Travel Time, the HR Focal Point will inform of the actual travel time
from the travel quote and the number of allowable travel days.
a. You enter two lines of Travel Take — one line for travel to the home country and one line for
travel back to the duty station. Click the + sign to insert a new row:

Employes ;123456 wame: Judy Smith EmplRcambe o _romo |
b BETRTE  mwosgs  [BOEE Raveh |

USICKLY_T.CL Unoirtified Sick LesveTate (24012002 [ [zem120t2 oy | (240172012 () Qataily
[UNAT_CSICKLY_T.0), Coriited Sick Lasve Tk [D891/2012 [ (13012012 [ | Homal » [7] [0801/2012 5 Deisiis
[UNAT_HOME_TAKLL 1P - Home Lasws Taln 281272011 (3 [panz012 5 | Hormal - [22112/2011 (W) Details

T, [ ®[  ®[ | vema e [0 [ I Datals
[UNAT_USICKLY_T.0) Uncertifled Sick LaaveTass 08122011 (1 [98/122011 g§-| Normal w | | |ORMZ2011 {W) Detally
[UNAT_USICHLV_T.CL, Uncartified Sick LsaveTais  [2571172011 W (28112011 [ | [r—— [2are12011 W) Datwily

b. Enter the Travel Take element (click the Magnifying Glass to locate the take) and fill in the
dates for the travel to the home country — click ‘Save’:
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c. Make a new row and enter the Travel Take for the travel to the Duty Station, enter dates
and click ‘Save’

2.6 Advanced annual leave

Advance annual leave may in exceptional circumstances be approved by the head of office up to a
maximum of 10 working days provided that his/her service is expected to continue for a sufficient
period to accrue the leave.

A warning message has been added if you apply for advanced annual leave. The staff member is
informed that advanced Annual Leave require pre-approval by the head of office.

You are aboutto exceed your Annual Leave balance.

You are aboutto exceed your Annual Leave balance Please note that advanced Annual Leave require pre-approval by the head of office. Please obtain this approval.

oK |

The warning message takes into account the leave entitlement staff accrue every month; e.g. for staff on
FTA contracts 2.5 days every month.

Example: If a staff member has a balance of 9 days and apply for 10 days in the next month, it will not
be considered advance Annual Leave and the staff member will not receive a warning. The leave period



is for 10 days, but in the month the staff takes the leave, the balance will be 9 days + 2.5 days = 11.5
days.

Filter by Type : Annual Leave @\
Absence Name : IP - Annual Leave Take | Current Balance : 5.0D Days*™ I "

Reason : Annual Leave
*Start Date : ’m@ End Date : ’m_@ View Monthly Schedule
Haif Days : -

Duration: 10.0 Days § Calculate Duration

But if staff apply for 15 days next month and currently have a balance of 9 days, it will be considered
advance Annual Leave, as the balance will go into minus in the month the leave is taken; e.g. 9 days +
2.5 days of entitlement — 15 days taken = - 3.5 days.

It is possible to click ‘OK’ to the warning. The warning will be repeated in the eServices leave window:

2.7 Compensatory Time Off / Compensatory Day Off

CTO and CDO are not yet in eServices and you would therefore need to process it manually.
A staff member would need to apply using a paper form.
Please note that CTO and CDO are slightly different.

CTO applies only for local staff whereas CDO applies to IP staff members when traveling on official
business on non-working days and UN holidays. CTO is also used for over-time for local staff. The
CDO/CTO should be exercised within 4 months of return of travel.

Please read the POPP on Route, Mode of Transportation, and Standard of Accommodation:

“Actual travel time spent by a staff member during a normal working day shall not be charged to annual
leave.

A staff member shall be granted a compensatory day off if required to travel on a non-working day from
the duty station to a place of mission. This compensatory day off may be exercised immediately after
that non-working day or within four months of return to the duty station. For example, if a staff member
is required to travel on Sunday to enable him/her to attend a meeting on Monday, one day of

compensatory day off shall be given to the staff member. If it is necessary for the return travel to also



take place on a non-working day, the staff member shall be allowed another compensatory day off. If the
compensatory day off on the outbound travel was not taken immediately after the non-working day, it
can be taken separately or together with the compensatory day off for the return travel in which case the
two compensatory days off can be taken on two consecutive days upon completion of the entire

journey.”

When you register the CDO or CTO entitlement in the Absence Module you should use:

e Compensatory Time Off X1 or -X2 for local staff
e Travel Days for IP staff — IP staff cannot use CTO and since there is no CDO entitlement in Atlas
you would need to register it as Travel Days.

See below:

Lok Up Element Mama

Element Hame: begins with « |
Descripion;  begins with = |

kookp.-||--Cyenn | Cancel| pasic Lookug

When staff wants to take the days earned (their entitlement) you should register the CDO or CTO take in
the Absence Module as:

e Compensatory Time Take for local staff
e Travel Days Take for IP staff

See below:



Look Up Elemant Name

Element Name: begins with = |
Description:  pegins with = |

~LookUp | Clear | Camcel EasicLogkup

Search Results

2.8 The Attendance Record Card

Staff sign-off on the Attendance Record Card

When a Leave Monitor is copied on an approved leave, then enter the leave in the excel version of the
Attendance Record Card. It is the plan to discontinue this practice of ‘double book-keeping’, but please
continue to do so until further notice. The excel version of the Attendance Record Card is used for
monthly sign-off by staff. Typically the sign-off is done on a quarterly basis. In addition to moving away

from the ‘double book-keeping’ it is the plan to move to a yearly sign-off.

The Absence Record Card in Atlas

There is a new feature in Atlas where you can pull an Absence Report Card for a single staff member or
for all staff in a particular country, pay-group or location (city).

Go Main Menu/UN Reports/Global Payroll/Absence Report Card (see below). Enter the relevant
parameters as needed (either for a single staff member or for all staff in the office) — click ‘Save’ and
‘Run’:



Favortes | Man Menu > UNReports > Global Payrol > Absence Report Card

Absence Report Card

Run Control ID: tg  Report Manager Process Monitor |

=year] 2015 v

Empl ID 123654 Q| Amelia NIEVES

Eatisi | Pay Group|
Location

Company |_ |

Business Unit |EHL|

Department

Qutput Format PDF b

@ save || |& Returnto Search| |15 Previousin List | 4 NextinList | |[=] Notity | |Ew Add | | £ LpdateDisplay|

Then click ‘OK’ and the top link click ‘Process Monitor’ — click ‘Refresh’ until the ‘Distribution Status’ says
‘Posted’ — then click ‘Details’:

View Process Request For

User ID[thomas gilmarti @ Type | v|[Lest v l 1 [Days v
server [ V] Name | jo o] | |
Run Slat'us Distribution Status Save On Refresh

Process List Personalize | Fird | View All | ! = st 1081 Ul | a5

Selec‘t;_lnshnce‘ Seq. Process Type Process Name  User fRun Date/Time :Run Status [S)E:::s ution Details

[ 12280233 Application Engine UN_ABS_CARD thomas.gimartin 05/03/2015 15:24:37 WEST |Success |'Pnst’ed | I‘Defﬁiks I




Then click ‘View Log/Trace:

Request Created On 05/03/2015 15:24:47 WEST
Run Anytime After 05/03/2015 15:24:37 WEST
Began Process At 05/03/2015 152513 WEST
Ended Process At 05/03/2015 15:25:28 WEST

Parameters
Message Log
Batch Timings
View Log/MTrace

aerme o e

Transfer

View Locks

Then click the PDF file, which should contain Absence Report Cards for the staff that you requested:

Name

File List
File Size (bytes)

Datetime Created

AE_UN_ABS CARD_2280233 stdout 756 08/03/2015 15:25:28.07T7555 WEST
2,336 056/03/2015 15:25:28.077555 WEST
Abs_Card 2280233 pdf 6,409 05/03/2015 15:25:28 077555 WEST

Example (this example is only showing the first two months, as it was generated in February):

Absence Record Card - 2015 UNCERTIFIED SIGK CERTIFIED SICK HOME LEAVE
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The report will show the running leave balances every month, the leave taken, any manual adjustments

made to the leave record. The report can be used for monthly or yearly sign-offs.

Current leave recording procedures will be amended to require that Attendance Cards be signed off

yearly, by 15 February. Leave Monitors will still manually enter all the pending leave requests and
amend leave balances to reflect any adjustments entered in the Absence Module. The Absence Record
Card will be signed by 1) the staff member; 2) the direct supervisor; and 3) the leave monitor. Absence
Report Cards will be filed by the leave monitor for audit purposes.




2.9 The Holiday & Work Week Schedules

All staff have a holiday schedule based on the duty station. The holiday schedule is located in
Atlas HCM/Workforce Administration/Job Information/Job data (see below). If you have an HR
profile, you will be able to view and edit this.
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vJobInformation
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> Temporary Assignments
I» Review Job Information
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— Add Contingent Worker
Instance
— Add Additional
Assignment
— Current Job
— Pay Rate Changs
— Calculate Compensation

EMP 1 83018
Payroll Information
Effective Date: 010112012 Effective Sequence: 0 m Job Indicator: ¢
Action / Reason: Pay Rt Chg Salary Plan Revision
Payroll System: Global Payroll

Global Payroll

Pay Group: IP_UNFPA  |Q International Prof (UNFPA)
Use Pay Group Value
Elgibility Group: @ Q.
Exchange Rate Type: @ i
Use Rate As OF @ |_ Q
IHoﬁday Schedule: EGY & Egypt UN Holidays j
—

o L

If you have an HR profile you can view each duty station’s holiday schedule in Atlas HCM/Set Up
HRMS/Common Definitions/Payroll/Holiday schedule:



Holiday Schedule

Holiday Schedule: EGY

Schedule Information

*Description: [Egypt UN Holidays

Short Description: ~ [EGYHol

Holiday Details

’Hﬂ IDescription Nbr of Hours Holiday Type  Start Time

|.;I_9_1_'[_]B!_2[J__12Eﬂ "|.Ei_d El Fetr | 8.00 Standard - |m | =
(2008120125 :|EidEIFetr | 500 Standard ~ | | EE
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5105720135 [Easter Copic [ 800 Standara - | | EE

If you don’t have an HR profile there is a ‘public’ query where you can view the holiday schedule using
the query UN_HOLIDAY_SCHED_DETAILS. Enter “%” for all countries or click the prompt button to select
a country and enter From and To date.

All staff is assigned a work-week schedule which defines the period of the work-week and the weekend.
In UN we have different weekends; e.g. Thursday/Friday, Friday/Saturday and Saturday/Sunday.
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For local staff the work-week is always tied to the Payroll Group. Which means that all local staff in e.g.
Egypt will always have the same weekend.

However, for IP staff the work-week is tied to the individual person. You may therefore receive
questions from your IP staff, typically someone who recently reassigned from e.g. Saudi Arabia to New
York, and they inform you that they cannot start or end their leave on a Friday — they get an error
message. This means they are on the wrong work-week schedule and still have a Friday/Saturday
weekend. And you cannot start or end a leave on a weekend.

The work-week is easy to change, but it is only HR who can change this in Global Payroll & Absence
Mgmt/Payee Data/Create Overrides/Assign Work Schedule. If you need to know who is the HR Focal
Point in OHR/Staff Administrative Services for an IP staff in your office you can use the following link
http://sas.undp.org/focalpoint.
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The ‘Default Schedule’ means that you have a work-week from Monday to Friday and a weekend on
Saturday/Sunday. It would be the same as using the work week schedule WRKSCHMON (indicating the
work-week starts on a Monday).

If you have a work-week WRKSCHSUN it means your work week is from Sunday through Thursday and
the weekend is Friday/Saturday.

2.10 Reports

With eServices additional reports are available.



Report: Monthly Absence Report by department or country
There is a monthly report made in Atlas HCM/UN Reports/Global Payroll/Absence Reports. It will default
to the agency, duty station and department (Org Unit) you are in.

Tick OFF “Where | am the Supervisor’ and tick OFF ‘Where | am the Leave Monitor’ then you get all
leaves for your department.

In you leave the Org Unit blank — you can view a report for the whole duty station — but please note
that for large duty stations such as US the file is too large and will time-out. Otherwise go by Org Unit.

The report will only show for those staff members who have a leave in the month you select. If a staff
member does not have a leave period in that month, the staff member will not appear in the list.

Welcome Thomas Gilmartin, Your Atlas HCM Last Logir
Atlas uem -

Favorites Main Menu > UNReports > Global Payrol » Absence Reports
b - -

You can only get

Absence Reports 2 i
/ O ONe Ot at
the time

Leave Pericd® December - |2ﬂ12_!

Attendance Card
Agency  [DP @ unpp :;0” aa'_" tak; IGUt
rg Unit and leave
Dydy Stotmn (1200 % Copenhagen blank to get for all
Country D_NP_{__;@Q. Denmark country
Org Unit 11401 @, BOM/OHRISASIIPO Senvice Center
Where | am the Supervisor
gre | am the Leave Monitor View Report|
Employee ID* | ™ ' View Report|

=

5 save | =] Notity | \

Tick these OFF

You can also select a monthly report just for one staff member in the Absence Take Report by entering
the Index No (see above). The report will only show for one month for one staff.



Report: Attendance Record Card

Staff have access to their own Attendance Record Card in Atlas HCM/eServices/My Leave. Staff can view
a full report beyond one month (see below).
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Attendance Record Card available to staff:

It will include Holidays specific to the staff member, and all leave periods entered by the staff member

through eServices or also leave entered by a Leave Monitor for leave not yet in eServices; e.g. R&R. It

will display the AL and USL balances for the time you create the Attendance Record Card.




Attendance Record Card

Staff Member: John Smith Agency: UNDP
Organizational Unit: BOM/OHRISAS/BES Duty Station (City & Country): Copenhagen, Denmark
EOD Date (at Duty Station): 22-Oct-2001 EOD Date (UNCS or UNDP): 22-Oct-2001
Day 1 2 3 | 4 5 & | 7 g | e |0 | 1 [ 12| s | 4|18 | 18| 17| @ | 1a |20 | 2 | 22 |2 |24 |2 | |2 |m| 2| w|n
Jan 2013 | OH
Fab 2013
Mar 2013 A OH OH

agraora | oM [ A | A&

Wy 2013 oH A OH

Jun 2013

Jul 2013 A A A A A A A A

Sg 2013 a L) A A A [oH | A A

Sap 2013

Oct 2013 OH

PNow 2013

Dee 2013 OH | OH A A A

Annual Leave Balance : 30.5

Uncertified Sick Leave Balance: 7

Report: Absence Repord Card
A Leave Monitor or HR can create an Absence Report Card for either a) a single staff member, b) for all
staff in a particular location or c) for all where you are the Leave Monitor.

Go to Main Menu/UN Reports/Global Payroll/Absence Report Card (see below). Enter the relevant
parameters as needed — click ‘Save’ and ‘Run’.

Tip: if you are a Leave Monitor, then you can only print out for all staff where you are the Leave Monitor
due to security. If your office would like to have all Absence Report Cards printed for all staff in the
office then enter country and location (city).



Favortes | Man Menu > UNReports > Global Payrol > Absence Report Card

Absence Report Card

Run Control ID: tg  Report Manager Process Monitor |

=year] 2015 v

Empl ID 123654 Q| Amelia NIEVES

Eatisi | Pay Group|
Location

Company |_ |

Business Unit |EHL|

Department

Qutput Format PDF b

@ save || |& Returnto Search| |15 Previousin List | 4 NextinList | |[=] Notity | |Ew Add | | £ LpdateDisplay|

Click ‘OK’ and click the top link ‘Process Monitor’ — click ‘Refresh’ until the ‘Distribution Status’ says
‘Posted’ (may take 30 seconds) — then click ‘Details’:

View Process Request For

User ID[thomas gilmarti @ Type | v|[Lest v l 1 [Days v
server [ V] Name | jo o] | |
Run Slat'us Distribution Status Save On Refresh

Process List Personalize | Fird | View All | ! = st 1081 Ul | a5

Selec‘t;_lnshnce‘ Seq. Process Type Process Name  User fRun Date/Time :Run Status [S)E:::s ution Details

[ 12280233 Application Engine UN_ABS_CARD thomas.gimartin 05/03/2015 15:24:37 WEST |Success |'Pnst’ed | I‘Defﬁiks I




Click ‘View Log/Trace:

Began Process At 05/03/2015 152513 WEST Batch Timings
Ended Process At 05/03/2015 15:25:28 WEST View Log/Trace

Run Anytime After 05/03/2015 15:24:37 WEST Message Log View Lacks

aerme o e

Request Created On 05/03/2015 15:24:47 WEST Parameters Transfer

Click the PDF file, which should contain Absence Report Cards for the staff that you requested:

Name

AE_UN_ABS CARD_2280233 stdout

Abs Card 2280233 pdf |

File Size (bytes) Datetime Created

756 08/03/2015 15:25:28.07T7555 WEST
12,336 056/03/2015 15:25:28.077555 WEST
6,409 05/03/2015 15:25:28.077555 WEST

Example (this example is only showing the first two months, as it was generated in February):
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2500 190 2.00 200
Staff Name John Smith Index No./Red 12564 |24 it s 214
Typs of Appoiiment  Permanent Appointment Grace 33 g - g %
g 8 |2 ]q g | ¢ 5 | §
g 2| 2 ¢ g g2 2813|522 |2 g 2| 2 | 8
: HIERE AL g | a]é |2
2015 12 [3 4567 891011121314 151617 (181920 21 2223 |24 2526|2728 29 30 3 b i o) = e 8 =
, T(F|s|s|m|[r|w|T|F|s|[s|m|T|w|[T|F|s|s|m|T|w|r|Fls|[s|m|[r|[w T|F|s
an
e 000 [0.00 |27.50 ] 0.00 | 0.00 | 0.00 | 7.00 | 0.00 ( 0.00 | 0.00 | 0.00 |-6.00 0.00 0.00 |0.00
L s M|T|W|T F -3 § M| T W|T F g s M| T |Ww| T F 8 S|M|T|W|T F 8
o
il | ] R A T 1= 0.00 | 0.06 | 0.00 | 7.00 | 0.00 | 0:00 | 0.00 | 0.00-] 000 | 0.00] 000 000
OR UNIT 80 EOD CS Date 221102001 ik L L sy
| PRESENT DUTY STATION EOD DATE
(Cay & Couniey Dopachagen, Dantrark {al Duly Station) : il o | o Sgosn
PLACE OF HOME LEAVE HOME LEAVE {for 1P) [T ——
(Ciy & Couniy] o P) i Takan ding the yesr) SHIOTE R &) Ny
AUDIT OBSERVATIONS: SLTOTALIN 01, o | o i
5L TOTAL in 2012 0: | leoaroR owiRECasiT
SLTOTAL in 2011 0 | o squsin
Annual Leavs 1 Day 5C Sick Lsava 1 Day (Gerified) - UN Offcial Holiday PL | Paternity Leave ML | Matemily Loave ) Jury Duty
Sick Leave 1 Day (Uncartified) SWP "Sick Leave with Half Pay" 1 day ™ Travel Time Compensatory Time-Off One Day Adoption Leave oB Official Business
. "Sick Leave WI Hall Pay’ 1 Day . =
Annual Leave % Day & Sick g - Home Leave {charged to Annual ‘Compensatory Time-Off ¥ Day & 12 Farmily Emergency Leave (charged lo
Leave % Day SHA | Gamomed winTAmusleae™h | L | Loave) Day Worked Uncertified Sick Leave)
Annual Leave % Day & 7 Day yiSw | Siok Coave % Day (Uncedihedl 8 | 1, | Famlly Vi (charged to Anaual Compensatory Time-0ff 7 Bay & Mg | Medial Evacuation {charged 1o Gertiied Sick
Warked ¥ Day Worked leave) Annual Leave % Day Leave}
Special Leave With Full Pay LHP | Special Leave With Half Pay LWO | Speciel Leave Without Pay PT | Procurement Travel | RR } Rest & Recuperation

The report will show the running leave balances every month for Annual Leave, Uncertified Sick Leave,

Certified Sick Leave and Home Leave points. It will display the leave taken, and any manual adjustments

made to the leave record. The report can be used for monthly or yearly sign-offs.

In addition it will contain the last 4 year’s sick leave count.




Leave overview: Absence & Balance overview for a SM

This is not a report, but you can get a good leave overview in Atlas HCM/Global Payroll & Absence
Management/Payee Data/Maintain Absences/Absence Event. Furthermore the Review Absence
Balances is helpful when you want to review a balance for a staff member.
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Query: Overview of Leave Balances

The query UN_CUR_LEAVE_BAL_DEPT_LOC can be used if you want to check leave balances in Atlas for
a staff member at any given time, using HCM/Reporting Tools/Query/Query Viewer. See example below.

[Dept Location|

[0 cordName. Calendar Giowp p [CacVaue [Name Descr

060022 0|Smith, John DNK2012M11 5.000000|UNAE_USICKLV_BAL Uncertified Sick Leave 04901 1200
Wﬂ 0[Smith, John DNK2012M11 DNK_PM 65.000000|UNAE_CSICKLF_BAL Certified Sick Leave 04901 1200
Wﬂ 0(Smith, John DNK2012M11 DNK_PM 1.50(}{)00|UNAE_ANNL_LV_BAL Annual Leave 04901 1200
"104297 0|Clsson, Mary DNK2012M11 DNK_PM O.DOQDOO|UNAE_\P_ANL_BN_ |P - Annual Leave 21070 1200
'104297 0{0lsson, Mary DNK2012M11 DNK_PM 7.000000|UNAE_USICKLV_BAL Uncertified Sick Leave 21070 1200
ﬁO4297 0|Clsson, Mary DNK2012M11 DNK_PM OZDOODW|UNAE_CSICKLF_BAL Certified Sick Leave 21070 1200

Query: Overview of actual leave

The query UN_Absence_Event_DTL can be used to get an overview of the actual leave for staff in a duty
station — or more correctly for a Pay Group. See example below.



UN_ABSENCE_EVENT DTL - UN_ABSENCE_EVENT_DTL

Location (% for all; irlf:ﬁ—@h

Pay Group: M

Absence Begin After Dt 341190017 5

ViewResulls

Download resufts in: Bxcel SureacShest C3VTedFi JILFle (21 Kb)

View &l First m {-£2ofd? m Last

Empl
Record

Calendar | Work Fow Pay

lame Absence Name Ahsence Descr | Beqin Date| End Date Source Bk Stas G

Company

Emplayes Seff
Senice

104810

(=3

OLS30N, Nary UINAT_ANNUALLY_TAKE | Annual Leave Take D2/0i2013) 020112013 OKU2013801 |Approved DKU_PH |OP

=]

109852 | JARVIS, Tam LINAT_ANNUALLY_TAKE | Annual Leave Take 0200201 3| 2013 Administrator DKU201300M DKU_PH |OPS

Query: when a Leave was Submitted and when it was Approved or Denied
The query UN_ABSENCE_EVENT_ESERVICE will show when leave was submitted, when it was approved
or denied and who approved/denied it.

UN_ABSENCE_EVENT_ESERVICE - UN_ABSENCE_EVENT_ESERVICE

Location (% forall: (3213 Q
Pay Group(tforall:  [%
Absence Begin After Dt: [0111/2013 5

View Resulls

Download results in . Excel SpreadSheet CSVTextFile XMLFile (17 kb)

View Al First [ 1-29 0729 [ Last
D EmplRecord Name. Absence Name AbsenceDescr  BeginDate 12Day EndDate 172Day No.of Leave Days Source CalendarGroup Work Flow Status Submitted Date Aproved/Denied Date  AprovedDenied By

1 18316 0 UNAT_ANNUALLV_TAKE Annual Leave Take 20112013 N 0211272013 N 400 Employes Seff Sevice NGA2013M12  Approved 27112013 27112013

2 210117 o Names take out for UNAT_IP_ANL_TAKE  IP-Annual Leave Take  18/11/2013 N 1811112013 N 1.00 Employee Self Service IPUNFPA2013M12 Approved 0911112013 1811112013 Names take out for
3 216833 q  confidentiality UNAT_ANNUALLV_TAKE Annual Leave Take 1411172013 N 15112013 N 200 Employee SeffSevice NGA2013M12  Approved 12H12013 12112013 confidentality

4 311226 0 UNAT_ANNUALLV_TAKE Annual Leave Take 09112/2013 N 17122013 N 9.00 Employee SeffService NGA2013W12  Approved 27MI2013 20112013

5 362645 0 UNAT_HOME_TAKE ~ IP-HomeLeaveTake  0B012014 N 2410172014 N 19.00 Employes Self Service Approved 12112013 13112013

5 376427 0 UNAT_ANNUALLV_TAKE Annual Leave Take 231122013 N 170172014 N 2600 Employes Self Service Approved 27M12013  02M22013

7 7eses 0 UNAT_CSICKLV_TAKE  Ceriified Sick Leave Take 06/1112013 N 081112013 N 3.00 Employee Selff Service NGAZ013M12  Approved 13112013 13112013

8 394066 0 UNAT_ANNUALLV_TAKE Annual Leave Take 11172013 N 2011172013 N 19.00 Employee Self Service NGA2013M12  Approved MAI2013 11412013

2.11 Standard email templates for questions from staff

Below HR and Leave Monitors can find a variety of email templates that can be used when you have
leave questions from staff. In addition there is an email you can use for new staff explaining how to use
and set-up the leave module for the first time.

Standard email: How to apply for Leave in HR eServices

Dear colleague,




The HR eServices Leave Module is located in Atlas HCM (https://hr.partneragencies.org ).

You need an Atlas user name to access. You can check if you have access by clicking ‘Forgotten

Password’ (see below) and follow instructions. If you have a user name, then you will be emailed a new

password within a few seconds.

If you don’t have an Atlas user name, then please contact your local Argus Focal Point. This is the person
in your office who can create Atlas user names. If you don’t know who is your Argus Focal Point then ask

your HR, Operations or Finance office.

User name:

Password:

Change Password | Forgolten Password

The Leave application is located in eServices/My Leave/My Leave.
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Click on the applicable leave icon. Make sure your Pop-Up Blocker is OFF; otherwise the window will not
open up. Remember that before you apply for leave you have to fill in the names of your HR Focal

Point(s), Leave Monitor and Supervisor(s) — and click ‘Save’.

You may enter as many as 3 supervisors. They do not have to be your supervisors, but it could be the

person in the office approving your leave if your supervisor is away from the office.



Tip: It is a good idea to add two HR Focal Point names, then you can just switch between these two HR
Focal Points when applying for leave. For international staff outside New York, it is a good idea to have
one HR Focal Point from OHR/Benefits & Entitlement Services and one from the local HR office (local HR
should be used for Home Leave).

HR focal point: John Smith

‘Grace Andersen Ta
Leave Monitor= | Grace Andersen a
Supervisor: | Georg Jones 'J [+ [=]

If you are local staff your HR Focal Point will be someone from your local HR office.

If you are international staff or local staff in New York your HR Focal Point is someone from OHR/SAS.
International staff and local staff in New York can click the following link http://sas.undp.org/focalpoint
to find out who is the HR Focal Point.

Please note on the different leave types:

Annual Leave: It is a good best practice to enter information on any back-stopping arrangement in the
comment field.

Certified Sick Leave: It is good best practice to enter the sick leave immediately upon return to the
office. For Certified Sick Leave, remember to attach a doctor’s certificate. Certified Sick Leave is
approved by the supervisor.

Uncertified Sick Leave: All staff have 7 days of Uncertified Sick Leave every year from 1 April to the next
1 April. You can use these 7 days for either regular Uncertified Sick Leave or Family Emergency Leave. As
good best practice remember to enter the sick leave immediately when you are back in the office.
Uncertified Sick Leave is automatically approved and your Supervisor and Leave Monitor is copied. You
cannot take more than 3 days in a row for Uncertified Sick Leave.

Family Emergency Leave: Click the Sick Leave icon and select Uncertified Sick Leave/Family Emergency
Leave to apply for Family Emergency Leave. Your Family Emergency Leave balance is the same as your
Uncertified Sick Leave balance. You have 7 days per year and 1 April every year the balance is re-set to 7
days. Unlike Uncertified Sick Leave — where you can only take 3 days in a row — then you can take all 7
days in a row for Family Emergency Leave. Family Emergency Leave is approved by Supervisor. The
reason for this is that Family Emergency Leave should be applied for in advance — if possible. Sometimes
it is not possible; e.g. child’s sick day.



Home Leave: If your location is outside New York, then remember to change the HR Focal Point name to
someone in the local HR office — and click Save — before you apply. Or just add the local HR Focal Point
name in the second name field — and click ‘Save”:

_ Approver User List
HR focal point: | -John Smith @
Eﬂce Andersen {,g‘
Leave Monitor: |30hn Smith L
Supervisor: | Georg Jones @ [+ [=]

Then when you apply for Home Leave you can just select the local HR Focal Point:

"Start Date ; !_1_6‘-1_2?26:'3“ W End Date ﬂ'EdlﬁfEm_i '"5? View Monthly Schedule
Duration: Days Calculate Duration
Supervisor; Julie Andrews -
-
HR Approver: _ l:.J
| Grace Andersen

Remember to keep your ticket stubs. Upon return from Home Leave you need to certify your Home
Leave and have the option of uploading proof of travel. Please see instruction on this.

Maternity Leave: Always remember to attach doctor’s or midwife’s certificate of expected date of birth.
The form will automatically calculate the 16 weeks. The 16 weeks are calendar days and not work days.

Paternity Leave: If you want to apply in advance please attach doctor’s or midwife’s certificate of
expected date of birth. Note that you cannot take Paternity Leave before the child is born. So if you
apply in advance you may have to adjust the start date when the child is born. But at any time can you
adjust a leave period; a) go to my Leave/View Absence Request History, b) click the ‘Edit’ button for the
Paternity Leave and click ‘Cancel’ and close the window, c) go to my Leave/View Absence Request
History, b) click the ‘Edit’ button for the Cancelled Paternity Leave — adjust the dates - and click ‘Submit’
to re-submit it with the correct dates. The form will automatically calculate 28 days or 56 days in a non-
family duty station. The PL can be taken in different periods, as long as it is within the first year from the
date of birth of the child. Most offices have a best practice of allowing two periods of Paternity Leave.
The 28 days are calendar days and not work days.

Cancelling or Changing a Leave: Sometimes you have to cancel or change a leave. At any time can you
change a leave, even if it has been approved and taken. If you want to completely cancel a leave; then



a) go to My Leave/View Absence Request History, b) click ‘Edit’ for the leave you want to cancel, c) click
‘Cancel’. The leave is now cancelled and your Supervisor and Leave Monitor will receive automatic
confirmation of the cancellation. If you want to change a leave; e.g. you want to change the dates, then
you should cancel the leave and re-submit the cancelled leave again; a) go to My Leave/View Absence
Request History, b) click ‘Edit’ for the leave you want to change/cancel, c) click ‘Cancel’ and close the
window, d) go to My Leave/View Absence Request History and click ‘Edit’ for the Cancelled leave, e)
change whatever you need to change and then click ‘Submit’ to re-submit it.

What is important to note is that you should re-use cancelled leave — and not make a new leave —if the

new leave is in the same period as the cancelled leave.

Changing a Supervisor, Leave Monitor or HR Focal Point name: At any time can you change a name.
Just remember to click ‘Save’ if you change a name. Note that you cannot change a name if you have
any ‘pending’ leave that does not have the status either ‘Approved’ or ‘cancelled’. In that case you
would need to have it either approved first, or you can cancel the outstanding leave and then change
the name;

a) go to My Leave/View Absence Request History/click ‘Edit’ for the outstanding leave/click ‘Cancel’ and
close this window,

b) go to My Leave/My Leave - change the name and click ‘Save’,

c) re-use the cancelled leave by going to My Leave/View Absence Request History/click ‘Edit’ for the
cancelled leave — change what you need to change if needed - click ‘Submit’ to re-submit it — now it will
go to the correct names.

Your leave balances: Your leave balance is updated in the month you take the leave. It is updated when
Payroll is being finalized, which is typically around the 20™ of a month. This is also the time where your
balance is increased with your monthly leave accruals; e.g. 2.5 days for FTA and 1.5 days for TA
contracts.

Attendance Record Cards: You can print your own Attendance Record Card under My Leave. It will show
all leave in the period you select, not only what you entered yourself in eServices, but also leave that
was entered by your Leave Monitor on your behalf. If you are a supervisor or HR or Leave Monitor, there
is also a monthly ‘Unit’ Attendance Record Card available under UN Reports/Global Payroll/Absence
Reports.

Best regards,

Standard Email: How to apply for Paternity Leave in HR eServices

Dear colleague,

The HR eServices Leave Module is located in Atlas HCM (https://hr.partneragencies.org ).




Click on the Paternity Leave icon. Remember that before you apply for leave you have to fill in the
names of your HR Focal Point, Leave Monitor and Supervisor(s).

If you are local staff your HR Focal Point will be someone from your local HR office.

If you are international staff your HR Focal Point is someone from OHR/SAS in Copenhagen.
International staff and staff in New York can click the following link http://sas.undp.org/focalpoint to
find out who is the HR Focal Point.

Atlas uem
Favqitos. ManMend. > eSeneces » Mylsava > Myleave
Leave Status
Iy Nbr
A new Lowre Soauias
] @ - Annupl Leave
,ﬁ Balonce: 2400 B
Annual  Home Sk Sneml
Leae  Leaw  Loge
Pooding e regUestn
i e 0 G eeuests Taand e iskonias
Days Alveady Taken: {00 oub of 7 since 1 Apdil 2092
Feiguoats waiting for your apprival
b active requests found HR focsipoint: |Fyanzata FUNDARIRA, .
Lowve Monsion  [ana Skovgaand @,
Supervisor: {Lyeie ANDERSEN =
Approed reguety not yat lakos Miguel hean FIGLIERQLA &, =
Mana-Chistina ANDERZED, =)
Absance Type Bagin Date  End Date  Workfiow Status
| Annoak Lege Tave WATRITE. 0LEEZ  Apprved \. »

You are entitled to 4 weeks of Paternity Leave with full pay and if you are in a Non-Family duty station 8
weeks of Paternity Leave as per Paternity Leave POPP.

If you want to apply in advance please attach doctor’s or midwife’s certificate of expected date of birth.
Note that you cannot take Paternity Leave before the child is born. So if you apply in advance you may

have to adjust the start date when the child is born and you actually take the leave. At any time can you
adjust a leave period:

1. goto Atlas HCM/eServices/My Leave/Absence Request History - click ‘Edit’ for the approved
Paternity Leave and click ‘Cancel’

2. go to Atlas HCM/eServices/My Leave/Absence Request History - click ‘Edit’ for the cancelled
leave - change the dates, upload document (birth certificate) and click Submit to re-submit it.

If you apply for Paternity Leave then the form will automatically calculate 28 days from the start date or
56 days if you are in a non-family location. The Paternity Leave can be split into more than one period



following the practice of the duty station, as long as it is within the first year from the date of birth of
the child. The 28 days are calendar days and not work days.

Best regards,

Standard Email: How to apply for Maternity Leave in HR eServices.

Dear colleague,

The HR eServices Leave Module is located in Atlas HCM (https://hr.partneragencies.org ).

The Leave application is located in eServices/My Leave/My Leave.

Click on the Maternity Leave icon. Remember that before you apply for leave you have to fill in the
names of your HR Focal Point(s), Leave Monitor and Supervisor(s).

If you are local staff your HR Focal Point will be someone from your local HR office.

If you are international staff and local staff in New York your HR Focal Point is someone from OHR/SAS
in Copenhagen. International staff and staff in New York can click the following link
http://sas.undp.org/focalpoint to find out who is the HR Focal Point.

You are entitled to 16 weeks of leave with full pay which normally commences six weeks prior to the
anticipated date of birth. The form will automatically calculate the 16 weeks (112 days) from the start
date. Note that these are calendar days, not work days. Remember to attach doctor’s or midwife’s
certificate of expected date of birth.

Other options, like Halftime work/Halftime Maternity Leave is possible, as mentioned in the Maternity

Leave circular.

It is possible to work half days / half days Maternity Leave up to 4 weeks of the end of the 16 weeks ML
period. In that case you would need to create two separate Maternity Leave requests in eServices/My
Leave.

You would need to:

a) Apply for the first ML period for e.g. 12 weeks or more (the system will default to 16 weeks, but
the End Date can be overwritten) and submit it.

b) Apply for the second ML period for e.g 4 weeks or less (the system will default to 16 weeks, but
the end date can be overwritten) and then use the Half Day option ‘All leave days half days’
(see below). It is important that the total of the two ML periods is 112 days. Please note the



112 days include weekends and holidays. Example: if you want to use the last week of the 16
N weeks as a Half Day option, the period you apply for is double up, in this case two weeks.

Filver by Type: Materniy Leave £
Abywnce Name! Maerraty Leirs Take

| “Start Date: IBEA End Date: 1BNH20I2 TR Netwy Moty Scheduls
Half Days: o YES MO

Half Bay Gpsions: & Al b days half days
First and last leave day half day
Firat lewve day half day
Lant lswve day half day

Duration 180 Davs Calculate Durabon |

Best regards,

Standard email: How to cancel or change a leave in HR eServices
Dear colleague,

If you want to cancel or change a submitted or approved leave in HR eServices, then select the
applicable solution below:

Cancel a Leave
Sometimes you have to cancel a leave because you did not take it:

a. Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you want to
cancel and click ‘Cancel’ — now it is cancelled and your Supervisor and Leave Monitor will be
automatically informed. If your leave balance was already credited, it will be debited again.

Cancel a leave because you want to amend the leave
Sometimes you need to cancel a leave, because you want to amend an already submitted or approved
leave:

a. Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you want to
cancel and click ‘Cancel’

b. Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the Cancelled leave —
change whatever you need to change — click ‘Submit’ to re-submit the leave

Cancel a leave because you want to change HR Focal Point or Supervisor name:

It may be necessary to cancel a leave if you want to change a Supervisor, HR Focal Point or Leave
Monitor name. You cannot change a name if you have any ‘pending’ leaves — meaning all leaves that
does not have the status ‘Approved’ or ‘Cancelled’:

a. Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you want to
cancel and click ‘Cancel’



b. Go to eServices/My Leave/My Leave — change the name in the Approver User List — remember
to click ‘Save’ when you have entered the new name

c. Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the Cancelled leave —
change whatever you need to change — click ‘Submit’ to re-submit the leave — now it will go to
the right approvers.

Best regards,

Standard email: How to apply for Home Leave in HR eServices

Dear colleague,

The HR eServices Leave Module is located in Atlas HCM (https://hr.partneragencies.org ).

The Home Leave application is located in eServices/My Leave/My Leave:

Leave Status

Special Maternity Paternity
Leave Leave Leave

If you are located in New York then your HR Focal Point will be someone from OHR/SAS. If you are in
doubt who that is then click the following link.

If you are located outside New York, then your HR Focal Point would be someone from the local HR
Office. Ask your local HR Office who that would be.

Tip: For IP staff located outside New York It is a good idea to add two HR Focal Point names, one from
Copenhagen/Benefits & Entitlement Services or JPO Service Centre, and one from the local HR office.
Then you can just switch between these two HR Focal Points when applying for leave.



Approver User List

HR focal point: | John Smith

[ Grace Andersen

Leave Monitor: | Grace Andersen Qh

Supervisor: | Georg Jones ), (=]

Fill in the form as applicable.

From: 04212012 To:  10/012013

Absence Detail
Filter by Type : Annua Leave Current AL Balance:  47.00 Days** 6 i
Absence Nams: IP - Home Laave Take Current HL Balance: (.00 Points**
PR Annial Leave Fill in the Ninerany. please enter
POmeR013 | . both the troved to the place of
'Siert Oste: 2 BB End Date : MAOT2013 [ Home Leave as well a5 the retum
Half Days : & vES & NO travel to the Duly Station
it 16.0 Days
Arrrval Date in
[ome Leave inerary ——— Cuakdy i
Dopartyre From [City,

Mame 'Depariurs Date m:&u.m Country) Arrival To (City, Country]

John Smith ~ 20062013 ) [20/06/2013 [ii) [Copanhagen, Denmark | [Paris, France =
Judy Smith - [2010612013 [ [20/06/2013 ) [Conennaen. Denmark _ [Paris, France @ =

John Smith « [11/072013 |5 [17%072013 [ij) [Paris. France " [copenhagen Denmark | [#] [=]|

_.I_udy Smith e [111‘51?:_2&13_. E_If 107013 @1%”3. France |Copenhagen, Danmark 1+l [ﬂ|

Arrrval Date in Duty
Station
indicate preferred bank name for HL travel payment:  Frénch Bank Account
15 this Home Leave fravel taken in conjunction with reassignment travel? TYES @ NO
Last Home Leave Taken: The last Home Leave faken will show

automatically - f applicable

Allowable Travel Time (to be filled by HR)

Grace Andersen
Georg Jones

Aliowfor. (ODays ('1Day (2Days @®@3Days _ Other
From Duty Statlon:[” 02/11/2015 04r112015 \ HR can click how many days
iy for T ITi
To Duty Station:| 15/11/2015 171112015 SRRl
Supervisor: Thomas Gilmatin ~ +

Saelect the nght HR Focal Point. If
you are locsted outside NY . then it is

HR Approver: hd
= = / somaona from the local HR Office

There is no need to attach any documents. Click ‘Submit’ once you filled in the form.




Please note that upon return from Home Leave you need to certify your Home Leave and have the
option of uploading proof of travel. Please see instruction on this. You should keep the original proof of
travel for two years or until your next Home Leave travel.

Best regards,

Standard email: How to apply for Education Grant Travel if it is not in HR

eServices

Dear colleague,

EG Travel administration is delegated to the country offices just like Home Leave for staff outside New
York.

Please note it is not possible to apply directly for Education Grant travel in HR eServices (staff can apply
for Education Grant in eServices but not Education Grant travel, yet).

However, if the SM is travelling by him/herself, then the SM can:

a) fill in the Education Grant Travel form to get the clearance and to make sure the payment is done (for
staff outside NY it should be approved by Head of Office). The payment is processed by the local
HR/Finance office.

b) once authorized, then fill in an Annual Leave request in My Leave in eServices (Education Grant travel
is charged to the Annual Leave balance including the travel days and must be approved by the
Supervisor) —and then attach the signed EG Travel Form so Supervisor can see it has been authorized by
Head of Office.

If the spouse or son/daughter is travelling — and not the staff member — the staff member should just
fill in the Education Grant Travel form for processing of the payment (no need to submit Annual Leave

request in this case).

Please find the link to the EG Travel guidelines.

Kind regards,

2.12 Training resources for Leave Monitors

Global Payroll Services Teamworks:

OHR/Global Payroll Services have a Teamworks space where you can find very useful information on the
Absence Module. Click the link ‘Atlas Absence Administration Group’ — see below:




People Content

teamworks EEEIEEEEEE Q

Dashboard » User Space » Country Office Human Reseurces and Payrall

Country Office Human Resources and Payroll
Welcome to the Country Office HR & Payroll space

The CO HR & Payroll team is the unit under GPS responsible for.

1

The Country Office HR and Payroll
unit provides HR support to Country

Ensuring fimely administration of payroll, banking and disbursement services to all
persennel whose payroll is administerad in Atlas by Country Offices

Providing oversight and monitoring of payroll processes, procedures and transactions
Facilitating knowledge building and knowledge sharing on Human Resources and

Cffice and Headguarter Units staff,
payroll administration for all local
staff, UNVs, and Country Offices
administering Service Contract
holders in Atlas HCM. The unitis also
responsible for posting CO payroll
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Training Brochure for Leave Monitors on Absence Management.

POPP on Absence Management:
For leave policies click link to view the POPP on Absence Management.

3. Being an HR Focal Point

3.1 Home Leave




Home Leave Travel Time

The granting of travel time is now an integrated part of the HR Approval. HR will use the radio-buttons
to determine the Travel Time. eServices will then automatically a) enter two periods of travel time, and
b) adjust the HL period so it does not overlap with the travel time:

1. Use the radio buttons to determine the Travel Time. HR will know the actual travel time from the
travel quote. If the travel time is below 10 hrs then you grant one day (work day) of Travel Time in
each end of the Home Leave period by selecting the 1 day option.

2. The system will automatically adjust the home leave period as well as enter two periods of Travel
Time. It will take into account any weekends and holidays.

Allowable Travel Tima (to be filled by HR)
Allow for; ) 0 Days '1Day | '2Days (®3 Days Other
From Duty Statlon:|” 02:11/2015 0451 1/2015 \ HR can ciick how many days
To Duty Etaﬁnn:EEIHmmS 17nwzmsj SR T Tt i

How can I check if a SM certified a Home Leave
If you were the HR Focal Point or Supervisor approving a home leave, you can go to ‘Approve Absence
Request’, change the ‘Pending’ dropdown to ‘Approved’, and click ‘Refresh.

You should be able to see the Status ‘Approved & Certified’ if the home leave was certified — see below

example:

Favorites Main Menu > eServices My leave »| Approve Absence Regquests

Absence Requests

Anne Romose index Nbr 7550945

Human Resources Specialist
Selectthe requestor's name link to approve or deny the request. Toview all requests
or previcusly approved/denied requests, use the Show Requests by Status and select

the Refresh button.
Approved =

*Show Requests by Status :

Ahsence Requests
il&ame Employee ID Job Title Absence Name  Start Date ‘End Date Status | Submitted
John Smith ‘800797 Finance Specialist IP-Home Leave . ngmnqa  oi0ar2014 | APPIOVEd & Ronamps '
Take Certified
Maria Gomez 87826 RIS e AnnualLeave  4npnam014 300102014 Approved  D5I02/2014
| Associate Take |
Tom Peters e I s UL L {Annualleave 1711014 4700112014  Approved 16012014
‘Asszociate Take |

The Leave Monitor can also click the link in the email received when the home leave was approved. For
the SM the status will also say ‘Approved & Certified’.



4. FAQ for the Leave Module

4.1 How do | apply for ...?:

Q. How do | apply for Paternity Leave?

A. Click the icon ‘Paternity Leave’.
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You are entitled to 4 weeks of leave with full pay and if you are in a Non-Family duty station 8 weeks of
Paternity Leave as per Paternity Leave circular.

If you want to apply in advance please attach doctor’s or midwife’s certificate of expected date of birth.
Note that you cannot take Paternity Leave before the child is born. Therefore, if you apply in advance
you may have to adjust the start date when the child is born. At any time can you adjust a leave period:

a. Loginto Atlas HCM /eServices/My Leave/Absence Request History / Click ‘Edit’ for the approved
Paternity Leave and click ‘Cancel’.

b. Go to eServices/My Leave/Absence Request History / Click ‘Edit’ for the cancelled Paternity
Leave - change dates, upload document (birth certificate) and click ‘Submit’ to re-submit it
again. It is a good idea to add in the comment field ‘Re-submitting due to change in expected
date of birth’ so your supervisor knows you are re-submitting an already approved leave.

If you apply for Paternity Leave then the form will automatically calculate 28 days or 56 days if you are in
a non-family duty station. The PL can be taken in different periods, as long as it is within the first year
from the date of birth of the child. The 28 days are calendar days and not work days.

Q. How do | apply for Maternity Leave?
A. Click the icon ‘Maternity Leave’.
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You are entitled to 16 weeks of leave with full pay which normally commences six weeks prior to the
anticipated date of birth. The form will automatically calculate the 16 weeks (112 days) from the start
date. Note that these are calendar days, not work days. Remember to attach doctor’s or midwife’s

certificate of expected date of birth.

Half-time work/Half-time Maternity Leave is possible, as mentioned in the Maternity Leave circular.

If you apply for SLWOP in continuation of your Maternity Leave, please first have a discussion on this
with your HR Business Partner (if IP staff) or your HR/Operations Manager (if local staff). The final
approval for SLWOP is done by Head of Office (for local staff) or HR Director (for IP staff). Please obtain
these approvals, before entering the SLWOP application in eServices, and then attach the approval in
eServices.

Q. How do | apply for Maternity Leave half days & half days work?

A. Itis possible to work half days / half days Maternity Leave up to 4 weeks of the end of the 16 weeks
ML period. In that case you would need to create two separate Maternity Leave requests in
eServices/My Leave.

You would need to:

a) Apply for the first ML period for 12 weeks — or more (the system will default to 16 weeks, but the
End Date can be overwritten) and submit it.

b) Apply for the second ML period for 4 weeks — or less (the system will default to 16 weeks, but the
end date can be overwritten) and then use the Half Day option ‘All leave days half days’ (see
below). It is important that the total of the two ML periods is 112 days. Please note the 112 days
include weekends and holidays.

Filver by Typac Maternty Led: .J_'-
Absence Hame: Matemndy Leame Take

| *Start Date: LA T End Date: BN [ View Monshey Scheduls
Half Days: " YES RO

Half Bay Options: [ # Al leave days ha days
First and last leave day hatf day

Firat lsavs tay half dxy
Last loave day half day

Duration LT Davs Calculale Durabon |




Q. How do | apply for Annual Leave?

A. Click the Annual Leave icon in eServices.
Enter the Start and End Dates. Enter any half day option if applicable. Click ‘Calculate Duration’.

Best practice: It is a good best practice to enter information on any back-stopping arrangement in the
comment field.

Your Annual Leave balance will be updated in the month you take the leave.

See the POPP on Annual Leave.

Q. Can | apply for advanced Annual Leave?

A. Itis possible to apply for Advanced Annual Leave. FTA and PA contract holders may apply
exceptionally for advanced leave up to 10 working days. TA contract holders may apply for advanced
leave up to 5 working days.

You should approach your Supervisor/Unit Manager before entering a request for advanced Annual
Leave in order to request the pre-approval by Resident Representative / Head of Office. This pre-
approval should be attached to the leave request in eServices.

Please note that even if you only have 1 day of Annual Leave when you apply for leave, but you are
applying 3 months in advance for 5 days of leave, you will have sufficient leave days for the time you
take the leave (if you have an FTA contract and accumulate 2.5 days per month, at the time you take the
leave you will have 3 X 2.5 days = 7.5 days + 1 day = 8.5 days; which will be sufficient for 5 days of leave.
In this situation you will not need to apply for advanced annual leave).

Read more on the POPP for Annual Leave.

Q. Can I still apply for leave beyond my ‘Contract Expected End Date’?
A. Yes, leave can be applied for beyond the ‘contract expected end date’.

In addition, it can be confusing that even if your contract has been extended, it still shows your last
‘contract expected end date’. The reason for this is that everything in Atlas is effective dated and always
shows the current contract. So if your contract has been extended effective next month, it will still show

the ‘old’ date — which is actually the ‘current’ date, until you reach next month where the new extension
(contract) will then be the ‘current’ contract and the new ‘contract expected end date’ will automatically
show.



Q. Will I keep accumulating Annual Leave days if | don’t take any leave?

A. No, in the month of April every year Payroll will cut-off all annual leave balances above 60 days. But it
is only done once a year. So in June you could have a maximum of 65 annual days if you did not take any
leave and your entitlement is 2.5 days per month.

Message from OHR Director regarding this policy: ‘What you may not be aware of, however, is the
reason behind this particular policy. The source is actually the UN Medical Services, who wanted to avoid
situations of over-work and burn-out (a lose-lose proposition for both the individual and the
organization). While it may seem as if the leave deadline is a “stick” that punishes those with a large
balance of unused leave, it might better be viewed as a “carrot”, an incentive to take our leave in a
timely fashion to support both our personal well being and our effectiveness in the office.’

Q. How do | apply for Certified Sick Leave?

A. Click the Sick Leave icon in eServices.

Select ‘Certified Sick Leave’ in the dropdown. Enter the dates and any half day option if applicable and
click ‘Calculate Duration’.

Upload a doctor’s certificate.
Even if Certified Sick Leave is typically entered retroactively, it is still approved by the Supervisor.

Best Practice: As good best practice remember to enter the sick leave immediately when you are back in
the office.

Q. How do | apply for Uncertified Sick Leave?

A. Click the Sick Leave icon in eServices.

Select ‘Uncertified Sick Leave’ in the dropdown, and then ‘Uncertified Sick Leave’. Enter dates and any
half day option if applicable. Click ‘Calculate Duration’.

There is no need to upload any documentation.

Best practice: As good best practice remember to enter the sick leave immediately when you are back in
the office.

Note: All staff have 7 days of Uncertified Sick Leave every year from 1 April to the next 1 April. You can
use these 7 days for either regular Uncertified Sick Leave or Family Emergency Leave. Note that USL is
automatically approved and your Supervisor and Leave Monitor is copied automatically. You cannot take
more than 3 work days in a row for USL.



Q. How do | apply for Family Emergency Leave?

A. Click the Sick Leave icon in eServices.

Select ‘Uncertified Sick Leave’ in the dropdown, and then ‘Family Emergency Leave’. Enter dates and any
half day option if applicable. Click ‘Calculate Duration’.

Best practice: Normally you have to apply for Family Emergency Leave in advance. When this is not
possible, then as good best practice remember to enter the Family Emergency Leave immediately when
you are back in the office.

Family Emergency Leave: The Family Emergency Leave balance is the same as your Uncertified Sick
Leave balance. You have 7 days per year and 1 April every year the balance is re-set to 7 days. Unlike
Uncertified Sick Leave — where you can only take 3 days in a row — then you can take all 7 days in a row
for Family Emergency Leave. Family Emergency Leave is approved by Supervisor. The reason for this is
that Family Emergency Leave should be applied for in advance — when possible. Sometimes this is not
possible; e.g. child’s sick day.

See the POPP on Family Emergency Leave.

Q. How do | apply for Home Leave?

A. Click the Home Leave icon in eServices.

Before your apply it is very important that you selected the right HR Focal Point. If your duty station is
New York, then enter your HR Focal Point from OHR/Staff Administrative Services.

If your duty station is located outside New York, then enter the HR Focal Point from the local HR office.

Enter the dates, click ‘Calculate Duration’. Enter your travel itinerary for you and your family if
applicable. Remember to enter both the itinerary to the place of home leave and also the return travel
to the duty station.

There is no need to attach documentation.

When you submit your Home Leave it is first approved by your supervisor. When the supervisor
approves, an automatic email request is forwarded to your HR Focal Point for final approval. Once your
HR Focal Point approves you will automatically receive an email that it has been approved.

Note: Remember to keep your ticket stubs. Upon return from Home Leave you need to certify your
Home Leave and upload proof of travel. Please see instruction on this. Please note it is not mandatory to
upload proof of travel — but it is mandatory to a) certify that Home Leave took place as requested and b)
to keep originals of the proof of travel for a period of two years or until the next Home Leave travel.



Q. How do | certify a Home Leave?

A. When you submit a Home Leave, you will notice that the following information will appear in the top;
that “upon return from Home Leave travel and within 30 days you must certify terms and conditions in
Home Leave request page and upload scanned copies of boarding passes in Atlas HR eServices”

Request Absence
John SMITH Index Nbr: 123456
Contract Type: PaA Contract Expected End Date:  31/05/2032

Please note that upon return from Home Leave travel and within 30 days you must certify terms and
conditions in Home Leave request page and upload scanned copies of boarding passes in Atlas HR eServices

Absence Detail

Filter by Type: Annual Leave | G LR |
M i
Absence Name: IP - Home Leave Take hER L]
Reason: Annual Leave
*Start Date: 04i0412012 Eﬂ End Date: 18/04/2012 EJ View Monthly Schedule

You certify your Home Leave and you can upload scanned copies of boarding passes in Atlas HCM
/eServices/My Leave/View Absence Request History. In here you can locate your approved Home Leave.
Click the Edit button — see example below.

Certified Sick Leave Take Approved 05012012 13012012 Edit
IP - Home Leave Take Approved 29M2/2011 04/0142012 Edit
Uncerified Sick LeaveTake  Approved 0BM22011 0aM22011 Edit |

When you click Edit you will notice that your approved Home Leave contains a section for certifying the
Home Leave.

Upload scanned copies of your boarding passes — click a) Add Attachment b) Click Browse to locate the
boarding passes and c) click Upload. Please note that the file name should be less than 50 characters,
and it should not include any ‘special’ characters such as o, U or é.

Click the checkbox to certify that you have read and understood the terms and conditions and click
Approve & Certify.



Please note that upon return from Home Leave travel and within 30 days you must certify that:

|

nave read and understand the terms and conditions of the lump sum travel option in the

Home Leave POPP and | accept this lump sum payment in lieu of all other entittements which |
would have otherwise received in relation to this paricular travel.

The Home Leave travel has taken place as autharized.

| have uploaded scanned copies of boarding passes in Allas HR eSenvices.

| understand that | need to retain proof of travel (i.e. ticket stubs or boarding passes) and
submitthese upon request to OHR, QAl L30 or other concerned offices until the approval of
the next Home Leave, but irrespective of Home Leave cycles for a minimum period of two years
after the completion of the Home Leave.

Failure to comply may result in recovery of all or part of the HL lump sum.

The certification is done in Atlas HCM/e Services/My Leave/Absence Request History, where
you will a) locate this approved HL request, b) certify the above, c) upload supporting
documents and d) Save the HL request.

* Required Field

[ﬁ.pprnue & Certifyﬂ

You have now certified your Home Leave. Close the window.

IMPORTANT: Close the window, do not click Submit or Save. There is no need to submit it again.

Note: As per POPP it is mandatory to certify your travel, but it is not mandatory to upload proof of
travel, but it is recommendable. In either case you should keep the original proof of travel for two years
or until the next Home Leave travel.

Q. How do | apply for Home Leave if my family is travelling alone?

A. At this point the Leave Module in HR eServices cannot automatically manage if your family travels on
Home Leave in advance and separately from yourself. The reason being is that 24 HL points need to be
deducted with the first travel.

If your family travels alone:

You would need to:

1)

Fill in the Home Leave application in eServices for the family travel. Enter in the comments field
that it is for family only. Fill in the itinerary for your family, but no travel time needs to be
entered by HR and Leave Monitor will need to ensure the Annual Leave balance is not charged,
by adding the number of leave days to the AL balance. 24 Home Leave points are automatically
deducted.




2) Fillin the Home Leave application in eServices for your travel if applicable. The Annual Leave
balance is automatically deducted, but the Leave Monitor needs to ensure that 24 Home Leave
Points are added to the HL Points balance, so the Home Leave is not deducted twice.

3) Certify the Home Leave travel(s):

a. Upon return of your own travel and the family travel you must certify in eServices that
travel took place as requested and upload boarding pass or other proof of travel.

Q. How do | apply for Special Leave Without Pay?

A. Click the Special Leave icon in eServices.

If you apply for SLWOP, please first have a discussion on this with your HR BAS Business Partner (if IP
staff) or your HR/Operations Manager (if local staff). The final approval for SLWOP is done by Head of
Office (for local staff) or HR Director (for IP staff). Please obtain these approvals, before entering the

SLWOP application in eServices, and then attach the approval in eServices.

Read the POPP on SLWOP.

4.2 Cancelling or changing a leave

Q. How do | cancel a leave in eServices?
A. There are different reasons for cancelling a leave:

e Cancel a leave because you did not take it:
0 Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you
want to cancel and click ‘Cancel’ — now it is cancelled and your Supervisor and Leave
Monitor will be automatically informed.

e Cancel a leave because you want to amend the leave:
Sometimes you need to cancel a leave, because you want to amend an already submitted or
approved leave:
0 Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you
want to cancel and click ‘Cancel’
0 Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the Cancelled
leave — change whatever you need to change — click ‘Submit’ to re-submit the leave

e Cancel a leave because you want to change HR Focal Point or Supervisor name:



It can be necessary to cancel a leave if you want to change a Supervisor, HR Focal Point or Leave
Monitor name. You cannot change a name if you have any ‘pending’ leaves — meaning leaves
that are not approved. In that case you need to cancel all leaves that do not have the status
‘Approved’ to ‘Cancelled’:

0 Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the leave you
want to cancel and click ‘Cancel’

0 Go to eServices/My Leave/My Leave — change the name in the Approver User List —
remember to click ‘Save’ when you entered the new name.

0 Go to eServices/My Leave/View Absence Request History - click ‘Edit’ for the Cancelled
leave — change whatever you need to change — click ‘Submit’ to re-submit the leave —
now it will go to the right people.

Q. | got sick during my annual leave. Can | adjust my leave?
A. At any time can you edit an approved leave.

If you get sick during your annual leave period, and it is a period of more than 5 certified sick days, you
can adjust your already approved annual leave by:

a) cancelling the annual leave (go to My Leave/View Absence Request History — click ‘Edit’ for the
approved leave — click ‘Cancel’),

b) changing the dates (go to My Leave/View Absence Request History — click ‘Edit’ for the cancelled
leave — change the dates as applicable — click ‘Submit’ to re-submit it)

c) Enter a new certified sick leave request for the period you were sick.

If the period is 5 sick days or less, you cannot convert the period of annual leave.

4.3 How do | apply for leave types not yet in eServices

Q. Do we still need to user the paper form sometimes?

A. Yes, for some leave types you would still need to use the paper form. These are the leave types not
yet in eServices. Below you can get an overview of the leave types in eServices and the leave types not
yet in eServices:

Phase | (these leave types can all be applied for in HR eServices):

e Annual Leave, Sick Leave — Certified and Uncertified, Family Emergency Leave, Home Leave,
Special Leave Without Pay, Maternity leave and Paternity leave.

Phase Il (these leave types are still not in HR eServices):

e Compensatory Time-off/Day-off, Jury Duty, Official Business, Rest & Recuperation, Procurement
Travel & Adoption Leave



Q. How do | apply for Adoption Leave if it is not in eServices?
A. Adoption Leave is not yet in eServices. You should just apply using the regular paper form - the Leave
Request Form.

Workflow:

1. Please fill in the Leave Request Form (indicate Adoption Leave)
a. Pleasefill itin, sign it and have supervisor sign it and send the form for approval to:
i. Ifin New York: your OHR Business Partner,
ii. If outside New York: your local HR office/Operations Manager.
b. Please attach supporting documentation (see below)
2. Your local HR office/Operations Manager or BAS Business Partner will forward the approved request
to:
a. OHR/Benefits & Entitlement Services for entering a Personal Action (special leave with full
pay for adoption leave purposes), and
b. b)your local leave monitor for recording the leave in Atlas Absence module as "Special
leave with full pay - Adoption Leave".
In the following link you can read the POPP on Adoption Leave for more information. Please take special

notice on the required documentation that should follow the Adoption Leave request.

Q. How do | apply for Education Grant Travel if it is not in eServices?
A. Please note it is not possible to apply directly for Education Grant travel in HR eServices (staff can
apply for Education Grant in eServices but not Education Grant travel, yet).

EG Travel administration is delegated to the country offices just like Home Leave for staff outside New
York.

However, if the SM is travelling by him/herself, then the SM can:

a) fill in the Education Grant Travel form to get the clearance and to make sure the payment is done (for

staff outside NY it should be approved by Head of Office). The payment is processed by the local
HR/Finance office.

b) once authorized, then fill in an Annual Leave request in My Leave in eServices (Education Grant travel
is charged to the Annual Leave balance including the travel days and must be approved by the
Supervisor) —and then attach the signed EG Travel Form so Supervisor can see it has been authorized by
Head of Office.

If the spouse or son/daughter is travelling — and not the SM — the SM should just fill in the Education
Grant Travel form for processing of the payment (no need to submit Annual Leave request in this case).

Please find the link to the EG Travel guidelines.




Q. How do | apply for Compensatory Time Off / Compensatory Day Off if it is not

in eServices?

A. CTO and CDO are not yet in eServices and you would therefore need to apply using a paper form. If
the request is for CTO and for over-time you should attach the request for over-time.

Please note that CTO and CDO are slightly different.

CTO applies only for local staff whereas CDO applies to IP staff members when traveling on official
business on non-working days and UN holidays. CTO is also used for over-time for local staff. The
CDO/CTO should be exercised within 4 months of return of travel.

Please read the POPP on Route, Mode of Transportation, and Standard of Accommodation:

“Actual travel time spent by a staff member during a normal working day shall not be charged to annual
leave.

A staff member shall be granted a compensatory day off if required to travel on a non-working day from
the duty station to a place of mission. This compensatory day off may be exercised immediately after
that non-working day or within four months of return to the duty station. For example, if a staff member
is required to travel on Sunday to enable him/her to attend a meeting on Monday, one day of
compensatory day off shall be given to the staff member. If it is necessary for the return travel to also
take place on a non-working day, the staff member shall be allowed another compensatory day off. If the
compensatory day off on the outbound travel was not taken immediately after the non-working day, it
can be taken separately or together with the compensatory day off for the return travel in which case the
two compensatory days off can be taken on two consecutive days upon completion of the entire

journey.”

Q. How do | apply for Family Visit if it is not in eServices?

A. Family Visit is not yet in eServices.

Family Visit is charged to Annual Leave (excluding travel time as per POPP on Family Visit). It is

therefore possible to apply for Annual Leave in eServices and then exclude the allowable travel
time.

Please note on the approval flow for Family Visit. For staff outside NY it is approved by the
Head of Office and for staff in NY it is approved by the HR Business Partner.

What you can do is to:



1. Fill in the Request for Leave form, have the Supervisor sign it, have your local HR office

sign it (for eligibility verification), have the Head of Office (for staff outside NY) or HR
Business Partner (for staff in NY) sign it.

Once signed, you can enter a period of Annual Leave in eServices uploading the signed
leave form and add in the comment field ‘This leave is for Family Visit’.

Note: You can also have the Leave Monitor enter the leave manually, but we don’t have a
‘Family Visit’ take, so the Leave Monitor would also have to register it as ‘Annual Leave’ take.

In addition you will need to inform your HR office (just as for Home Leave, then if you are in a

country office it is your local HR office and if you are in New York it is OHR/BES in Copenhagen)

for processing of the travel payment.

Please note some important aspects of Family Visit:

Family visit travel provides eligible staff residing alone at their duty station periodic
family visits.
A staff member may request the travel of his/her spouse to visit him/her at the duty
station in lieu of he/she exercising the entitlement. This may be authorized provided
that the duty station where the staff member is stationed has not been designated as
non-family.
Under no circumstances may children travel as part of a family visit travel entitlement
For travel on an outward and return journey on family visit travel, staff members shall
be granted a fixed amount of travel time not chargeable to their annual leave balance,
determined on the basis of the most direct flight available as follows:

* One day for each journey of less than 10 hours;

* Two days for each journey of 10 hours or longer but less than 16 hours; and

* Three days for each journey of 16 hours or more.
Except for allowable travel time, the number of days spent on family visit is charged to
the staff member's annual leave balance.
When lump sum option is requested staff member receives 75 per cent of the full fare
economy class air ticket from the duty station to the staff member’s recognized place of
home leave or place of staff member's choice, whichever is less.

4.4 Sick Leave

Q. Can | enter a period of half sick leave / half annual leave?

A. Yes, it is possible to combine half sick leave / half annual leave.



You have to apply two times; first for one leave and then for the other —and then use ‘All Leave Days
Half Days’. The system will allow that — see example below:

Absence Detail

Filter by Type : Certified Sick Leave

Absence Name : Certified Sick Leave Take

Reason : Cerified Sick Leave -
*Start Date : 25M10/2013 [5] End Date : 30M10/2013 |5 view Monthly Schedule

Half Days : YES @ no
Half Day Options: All leave days half days
) First and last leave day half day

Z) First leave day half day
() Last leave day half day

Duration: 20 Days | Calculate Duration

Filter by Type : All @

Absence Name: Annual Leave Take Current Balance : 26.00 Days™
Reason : Annual Leave -
[*Start Date : 25/10/2013 |5 End Date : {30/10/2013 [ view Monthiy Schedule
Half Days : @ YES ) NO
Half Day Options: @ All leave days half days
& ay day
i First leave day half day
) Last leave day half day
Duration: 20 Days Calculate Duration

Q. | have more than 20 work days of certified sick leave, do | need to do

anything?
A. Please note that if you have more than a total of 20 working days taken cumulatively or consecutively
during a twelve-month period or calendar year it will need to be certified by the Medical Services

Division as per ST/AI/2005/3 Amendment 1.

Therefore, please submit a Sick Leave Certification Request (MS24) completed and signed by the
attending physician to Medical Services Division no later than the 20th working day following the first
day of your absence. The form can be emailed to sickleave@un.org. Please copy your supervisor and

Leave Monitor.




When the certification is received from Medical Services Division please forward the certification to
your Supervisor and Leave Monitor.

4.5 Leave balances

Q. My leave was approved, but my leave balance has not been updated?

A. Your leave balance will be updated in the month you take the leave; e.g. if you submit a leave in
October for a leave period in December, then the balance will update in December, provided the leave is
approved.

Please note that the leave balances are updated when the Payroll Process is run end of month. So even
if you have an approved absence in the system, it will only be reflected in the balances when the Payroll
Process is run end of month. The Payroll Process is typically run from the 15"-18" of a month.

If you apply for leave in the current month and you apply —and it is approved - before mid month on the
15th, then the balance will be reflected this month. Otherwise, it will be reflected the following month.

Q. When is my balance updated with my monthly accumulated leave days?
Staff on FTA or PA contracts will receive 2.5 annual leave days per month and staff on TA contracts will

receive 1.5 days every month.

These days are not reflected in the beginning of a month, but will be reflected in your AL balance at the
end of the month, when Payroll is processed for a given month.

Q. How many days do | have for Uncertified Sick Leave?

A. All staff have 7 days of Uncertified Sick Leave (USL) every year from 1 April to the next 1 April. Every
year on 1 April all USL balances are re-set to 7 days. You can use these 7 days for either regular
Uncertified Sick Leave or Family Emergency Leave.

Q. Why did | only get 1 day of Annual Leave when | started my FTA contract?
A. You probably started after the 16" of the first month of your appointment.

For an FTA contract you get the following Annual Leave days depending on your start date:

e If you start on the first working day of the month you get 2.5 days
» If you start after the first working day but on or before the 16" day of the month you get 2 days
» If you start on the 17" day of the month or later you get 1 day



For the last month of your appointment when you separate from service, it is then reverse:

e If you end on the last day of the month you get 2.5 days
e Ifyou end from the 17™ to the next to the last day of the month you get 2 days
e If you end on or before the 16" day of the month you get 1 day

Q. I don’t have sufficient Home Leave points to go on Home Leave, can I still go?
A. Yes, if some conditions are met you can go on Advanced Home Leave. Normally you would require 24
Home Leave points to be eligible for Home Leave.

Advance HL may be approved by the HR Administrator in the county office or SAS/BES when at least 12
points have been accrued. A negative point balance shall be recorded in such case, up to a maximum of
minus 12 points. The balance cannot exceed minus 12 points. To become eligible for the next HL, the
staff member must overcome the negative point balance and then reach an accrual of 24 points, as
the granting of advance HL does not advance the date of entitlement to subsequent HL's.

Advanced HL shall be approved subject to all the conditions for the entitlement subsequently being met,
or the staff member will be required to reimburse the costs of the HL entitlement.

For additional information please read the POPP on Home Leave

4.6 Security and eServices

Q. Can | ask my assistant to approve leave on my behalf?

A. No, this would be in violation of ICT policy. The Atlas user name is personal and should not be given to
other staff members. You may delegate the authority to approve leave in which case the staff members
you supervise should use that name in the supervisor field in the ‘Approver User List’.

HR focal point: Q
Leave Monion: Q,

Superdson o [#] [=




Q. What does it mean when | get an error message that the “profile is locked
due to inactivity”?

Request Absence
Judy Smith Index Hbr:

Contract Type: FTA Contract Expected End Date: 14092011

Enter Start Date and Absence Mame. Then complete the rest of the reguired fields before
submitting or save for later your request.

animin
Fleass note that the Approver user profile cannot be used as the profile is locked due to inactivity.
Please select another profile. You may want to inform the user that the profile is loded. The user can

activate the profile by clicking ‘Forgotten Password” when logging into Atles.

AbsSere Lrevan

Filter by Type: Annual Leave @
Absence Name: IF - Annual Leave Take Current Balance:  21.00 Days™
Reason: Annual Leave
=Start Date: [28/11/2011 |3) End Date: [28/11/2011 )  View Monthly Schedule
Half Days: I YES @ no
Duration 10 o Calculate Duration |
Supervisor: Liz Enriquez -

A. As part of a security procedure then a staff member’s Atlas user profile is locked if there has been no

activity for 4 months. This means that you cannot proceed with your leave request if your supervisor has
been ‘locked’.

You have two choices:

1. You can ask the ‘locked’ user to activate his/her profile before you apply again. The ‘locked’
user can activate the Atlas account by logging into Atlas — or if the user forgot the user name
by clicking ‘Forgot Password” when logging in. The ‘locked’ user will then get a temporary
password that the user can log in with. Once logged in, the account will activate again and
you can submit your leave application.

2. Alternatively and if applicable you can change the name of the Supervisor.

4.7 Approval of leaves

Q. Will the supervisor approve all leave requests?

A. No, for regular Uncertified Sick Leave the supervisor will not approve. It is approved automatically.
However, the Supervisor and Leave Monitor are automatically copied when a staff member enters an
Uncertified Sick Leave. The supervisor will be the approver for all other leave types.



Below you can see who approves the different leave types. For the leave types that require a two-step
approval, then the supervisor approves the absence and the HR Focal Point approves the eligibility:

Leave type Type of approval Approval flow description Who is HR Focal Point?
Uncertified Sick Leave Automatic Approval Approved automatically and Supervisor and Leave Monitorare | NA
copied.

Certified Sick Leave One step approval: Supervisor approves — Leave Monitor and 5taff Memberare MA

1. Supervisor copied upon approval
Family (emergency) One step approval: Supervisorapproves — Leave Monitor and Staff Memberare MA
Leave 1. Supervisor copied upon approval
AnnualLeave One step approval: Supervisor approves — Leave Monitor and 5taff Memberare MA

1. Supervisor

copied upon approval

1. Supervisor
2. HR Focal Point

forwarded automatically to HR Focal Point for approval —

Leave Monitor and Staff Member are copied upon HR approval

Home Leave Two step approval: Supervisor approves—when Supervisor has approved, itis IP staff in NY: BES
1. Supervisor forwarded automatically to HR Focal Point for approval — IP staff outside NY: Local HR
2. HR Focal Point Leave Monitorand Staff Member are copied upon HR approval

[Maternityleave Two step approval: Supervisor approves —when Supervisor has approved, itis IP staff: BES

Local staff: Local HR

Paternity leave

Two step approval:
1. Supervisor
2. HR Focal Point

Supervisor approves —when Supervisor has approved, itis
forwarded automatically to HR Focal Point for approval —

Leave Monitor and Staff Member are copied upon HR approval

IP staff: BES
Local staff: Local HR

4.8 Attendance Record Card

Q. Can | print my own Attendance Record Card?

A. You can print your own Attendance Record Card under My Leave.

Absence Balances:

Attendance Card:
From  January
To

* (2013

December - (2013

: View Report

: YWiew Report

It will show all leave in the period you select, not only what you entered yourself in eServices, but also

leave that was entered by your Leave Monitor on your behalf.

The Attendance Record Card in eServices:




Attendance Record Card

Staff Member: lohn Smith Agency: UNDF
Organizational Unit: BOM/OHR/SAS/BES Duty Station (City & Country): Copenhagen, Denmark
EOD Date (at Duty Station): 22-Oct-2001 EOQD Date (UNCS or UNDP): 22-Oct-2001
Day 1 2 3| a4 5 [ 7 [ s | | 1t |tz [ w3 [t |15 | 16 [ 17 | @ [ sa |20 | 2 | 22 | 23 | 24 | 2 | 2 | 27 | 2 | 20 | ap | 3
Jan 2013 OH
Fab 2012
Mar 2013 A [ oH | oM

Apr 2013 OH A a

May 2013 oH A OH

Jun 2013

Jul 2013 A A A A A A A A

Aug 2013 A A A A A | OH | A A

Sap 2013

Qe 2013 OH

Mow 2013

Des 2013 OH [ OH A A A

Annual Leave Balance : 305

Uncertified Sick Leave Balance: 7

If you are a supervisor or HR or Leave Monitor, there is also a ‘Unit” Attendance Record Card available
under UN Reports/Global Payroll/Absence Reports. This is only available as a monthly report.

4.9 Holiday Schedules and work-weeks

Q. Why is it not possible for me to apply for leave on a Friday?

A. Itis very likely that you are on the wrong work-week or weekend schedule. In UN we have different
weekends; e.g. Thursday/Friday, Friday/Saturday and Saturday/Sunday.

You may recently have reassigned from e.g. Saudi Arabia to New York and your official weekend may not
have been changed. When you then try to start or end a leave on a Friday, you get an error, because you
cannot start or end a leave on a weekend. Please contact your HR Focal Point to change your work-week
/ weekend schedule.



Q. When | apply for advanced leave into the next year, | get a warning that

‘Holiday Schedule does not exist’. Can I still apply and will it calculate correctly?
) YES @ NO

D Calculate Duration {| *Holiday Schedule does not
14.0 ays ' exist for the year 2014 hence
not consided in calculation.

A. Yes, you can still apply and it will calculate correctly.

All staff have a holiday schedule depending on their duty station. Every year the different duty stations
upload the new upcoming holiday schedule at the end of the year. It is sometimes not uploaded before
December. Sometimes you cannot do it in advance, since the holiday schedule is agreed to/negotiated
with all the UN organisations in a given duty station.

Which means that if you apply for leave in the upcoming year and the holiday schedule is not uploaded,
then when you click ‘Calculate Duration’ — the count of AL days will include any holiday in the leave
period. E.g. if you apply for leave 20 Dec to 10 Jan, the system will include the count for 1 Jan which is
typically a holiday. But please note that leave is only processed in the month you take the leave, so for
the leave in Jan, the leave is calculated end of Jan when payroll is processed. At that time the holiday
schedule is always uploaded, and the 1 Jan will not be deducted your Annual Leave balance.

4.10 When separating

Q. Can | keep my eServices profile after separating?

A. Normally access to Atlas is automatically discontinued after separation. However, it is allowed to have
eService only access after the separation for three months. This is typically granted to allow staff to
claim for their Education Grant.

You would need to ask your Supervisor to kindly ask your Argus focal point to delete your current Atlas
user profile and then ask ps.support@undp.org for 3 months access to eServices.

Please note that UNFPA does not allow for eServices access after separation date.

4.11 Uploading Documents into eServices

Q. Why can’t | upload a document?
A. At any time should you be able to upload a document and for certain leave types it is mandatory to
upload documents; e.g. for Certified Sick Leave, Paternity & Maternity Leave.



If it is not possible to upload a document, it could be because of two issues:

1) The file name cannot be more than 50 characters. Reduce the length of the file name, and then

try again, OR
2) The file name cannot contain ‘special’ or ‘illegal’ characters like French accents (such as é) or
Spanish tilde (~). Change the file name, and then try again.

4.12 Leave and Contract Expected End Date?

Request Absence

John Smith Index Nbr: 3880
Contract Type: FTA | Contract Expected End Date: 28/02/2014 I
Enter Start Date and Absence Name. Then complete the rest of the required fields before

submitting or save for later your request.

Absence Detail &

Filter by Type : Annual Leave @\

Absence Name : IP - Annual Leave Take Current Balance : 3050 Days**

Q. Can I still apply for leave beyond the Contract Expected End Date?

A. Yes, the system will allow you to apply for leave beyond the contract expected end date. However,
approval of Home Leave and payment of Home Leave travel beyond the Contract Expected End Date
may be subject to extension of contract or information on intention to extend.

Q. Why is eServices still showing my ‘old’ Contract Expected End date, when my

contract has just been extended?
A. Please note that eServices always displays the current contract, even if a future dated contract (and

extension) has been created.

Then when you log into eServices on the start date for the new contract (extension), then the Contract
Expected End date will change automatically to the end date for the new contract, because at that time

this will be the current contract.

5. Training Material & other resources

5.1 HR policies on the different leave types

You can locate the leave policies in the POPP for leave



5.2 Training resources

Q. Where can | find training material on the leave system?
A. There are different training materials available:

* You can listen to a recorded webinar for all staff and supervisors.

e There is a detailed User Guide and PowerPoint presentation

* In addition you can view a 9 min video on how to apply for Home Leave
e There are 10 OnDemand courses on How to Apply for & Approve Leave:

Atlas OnDemand Training

Search

Concept

"ieSer\fices
E"ﬂMv Leave
I:I'EEm:er Supervisor, Leave

Monitor & HR Focal Paint
& E,ﬂupply for Annual Leave

e inpply for Home Leave

I:l"ﬁmpls-' for Maternity Leave

BB Apply for paternity Leave Intraduction

B iMpnpnly for Certified Sick Leave

[]"iAppIy for Family Emergency
Leave

D"inpply for Uncertified Sick
Leave

BB Apply for SLWOP

]"Approve Leave as Supervisor

A\
N
£ \.\: s

%H R <@

5.3 Who can | ask if | have questions on leave

It is a good idea to start with asking your Leave Monitor or HR office.
In more complex cases you may want to ask your eServices Focal Point in your office:

e UNDSS: Mr. Andrei Voicu (andrei.voicu@undp.org), UNDP Security Office
e UN Women: Ms. Rania Bolotok (rania.bolotok@unwomen.org)
¢ UNFPA: Mr. Dhruba Khanal (khanal@unfpa.org)




e UNDP: Mohamed Thaufik Abdul-Khalid (thaufik.abdul-khalid@undp.org and copy
pfu.enquiry@undp.org) or for local staff OHR/Global Payroll Services team
(gpsatlashrandpayroll@undp.org)

If the issue is technical, you may want to contact:

e UNDP: ps.support@undp.org

*  UNFPA: https://sso.myunfpa.org

e UNOPS: atlas.helpdesk@unops.org

e UNU: https://intranet.unu.edu/atlas

* UN Women: https://intra.unwomen.org/management/Pages/Atlas-Support.aspx

6. Who is using HR eServices?

All partner-agencies are using HR eServices; UNDP, UNFPA, UN Women, UNOPS, UNV, UNCDF, UNU,
UNDSS staff members — both international and local - on all contract types (FTA, TA, CA and PA) have
access to HR eServices.

Note that UNOPS and UNU are not using the leave module. They have their own leave system. Both
agencies are using the other HR modules in eServices; e.g. viewing payslips, insurance and pension
information, changing Emergency Contact, viewing dependency information, applying for Rental Subsidy
and Education Grant, etc.

Service Contracts have access to HR eServices. There is an on-going project to gradually have all Service
Contracts using eServices in 2015.

7. Upcoming developments in My Leave

e Re-do the SLWOP module. The approval work-flow is not in line with POPP
* Include leave types that are not yet in eServices



