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Accessing your Mobility
eFact Sheet online

This section will explain how to access the eFact Sheet website and
your Mobilzty Fact Sheet online

he website for elFact Sheet may be accessed through the following URL:
http://hrits.un.org/eFactSheet.

o/ "
United {7/ N, Mobilty

Nations\\fl L\}eFactSheet
NS
— —
Home
Muobility Links 5 =

Mobility Programme

Mebilky Forum Welcome to the electronic Fact Shest A tool for staff members to review and verify their career history

ST{AI[2002(4

ST/sGBfz002/S Thiz tool has been developed to faciltste the determinstion of your post ocoupancy and the number of lateral moves you have made as a staff member of

STIIC/ 2003430 the UM Secretariat, as defined in ST/AN2002/4 and explained in the relevant Guidzlines. To famiiarize yourself with the mobility policy and its Guidelines,
plesse go the OHRM Mobilty site or to the HR handhook. Relevant documents explaining the policy are (link them):

STf IC) 2004/17

STIAN2002/4 — 23 April 2002
STISGE/Z2002/5 — 23 April 2002
ST/SCGE/ 2002/8 — 23 April 2002
STACH 2003530 — 1 May 2003
ST/ 2004417 — 21 May 2004

&

Guidelines for Determining Mokility under STIAV2002/4: a
m Lateral moves snd maximum post ocoupsncy

You will be asked belowy to confirm your post occupsncy and number of lateral moves. Before doing so, please familiarize yourself with the applicable
policizs and guidelines. Vou are advised to thoroughly revies your career history below. Please contact your Executive Office or local Human Resources
Office should you have any questions

As seen in the Welcome page, the purpose of the electronic Fact Sheet is to enable the
staff member to see their post occupancy, lateral moves and to familiarize themselves

with the mobility policy and guidelines. Links to the released ST/ICs and ST/Als are
also available at the Welcome page.
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Logging into eFact Sheet

Provided that the staff member already has their username and password, they can
immediately login into their online mobility Fact Sheet. Staff members may register
on their own, details on how to register into eFact Sheet is covered in Section 3,
Online Registration.

Click on the login button located at the bottom of the page
Nuar: I|[aends “@V NObI“’\f

Mobility Links = =] |

Teiobiity Prograsmmne
Iisbity Foeum
i Welcome to the electronic Fact Sheet A tool for staff members to review and venfy their career history.

200214
ST/SGEf2002/5 Thiz tool has been developed to Tscill sbe the detenmination of your post eccupancy and the number of kseral moves you have made 8z & stall member of
STyt 2003130 the UN Secretariat, a5 defined in ST/AUZ002H and explained in the relevant Guidelnes, To famibaize yoursell with the mobly polcy and fs Guidsines,

plasse go the OHRM Mobilty =te or to lhe HR handbook. Rebeyvant documents explaining the policy sre (irk them]
ST/ ICH 2004017
STIAUZO02 ~ 23 Apeil 2002
(=1 STISGEIZ002S — 23 April 2002

STACH 2003030 — 1 May 2003
STICT2004M7 =21 May 2004

.
.
= ST/SGES 20026 - 23 Apel 2002
.
.

Gutelnes for Determining Moblty under STIALZO024: a
» Latersl maves and madmum post ocoupancy

Wiou will be asked below to confinm your post oocupancy and rumber of labersl moves. Before doirg =0, please Tamiarize yoursslf with the sppicable
pobcies and guidelines You are advized 10 thoroughly review your career hestory below. Please contact your Executive Office or local Humen Resources
Orffice should you have afy questions.

Lagin
hyperink.

1. Provide your index number and password. Note that the password needs to
be seven characters of your choice. A Forgot Password link is also provided
in case the staff member has forgotten their password. Passwords are sent to
staff member by automatic email.

Unuted Mobilty
Natlnns eFauSheet

User Log In

o Indes Bumber: S Me mbe s ok x
rm"“m"""'v-d W0,

P, d:
I—/'_ Parewond peeds D b
Telen I:TJ charackers
[T

Clicktik bation
P LOIIII'l- Ragister

Forgot Password ?

Fargotyonr
paszwond Ik
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2. Once the staff member has logged in, they will see in the upper right hand
corner of the screen the link eFact Sheet. To go to the Administration
module, select eFact Sheet/ Adpiinistration.

United\e{ \%l Mabilty
MationsY M eFact Sheet To go tothe administration
%! v side of eFact Sheer, after
logging in, select
eFact Sheet/ddministration.

Logout | Hugh Weizs

Muobility Links

Mabilty Frogramme: Welcome to the electronic Fact Sheet A tool for staff members to review and verfy their career history.

Mobilty Pobcy Papers

Interagency Mabiity Thit tool it besn developed 10 tacitats the delermination of your poel secupancy and the number of kabersl movis you have Made a2 & Sall member of
the: LI Secretoriof, 03 defined in STAAUZ0024 and explained in the relevant Guidelines. To femillarize yoursell with the mobiity policy and its Guidelines,

Carser Developernt ez G0 e OHRM Mobdily ste of 10 the HR handbook. Relevant dociiments sxplaining the pobey are (ink B

‘Communications on Mobiity

) ® STIANZ002M4 = 23 Aprl 2002
Vedunt ary Lateral Rescsigrenant » STSGERIO0LS - 23 Aprd 2002
. Achad O = STSGEZ002E - 23 April 2002
" ® STACS 200350 — 1 May 2003
Mobilty GLideknes

Cusgabnas for Detenminindg Mobdly under STIALDIOZH:

= Lateral Moves s Macimum pOs! OCCupancy

Logout | Hugh \Weiss

Once inside the Admin module, you will see the cases in the Admin inbox.
From here you may select the cases that you are either working on or needs to
work on.
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Administration Module

There are three roles assigned to staff members who will be addressing cases in the
HR Administration module.

1. Executive/Admin Assistant. Generally will receive the staff membet’s case
and will try to validate or address the concern initially.

2. Executive/Admin Officet. Approves and closes the cases raised by staff
members.  Cases that are complicated may also be escalated to the
Executive/ Admin Officer.

3. HR Section (Review/Input). Liaise and address cases in coordination with
the Executive/ Admin Assistants and Officers.

Note: Any case may go back and forth between the staff member, Executive/Admin
Office and HR Section until the pending issue raised by the staff member has been
resolved and the case may be closed.

eFact Sheet Workflow
E-FactSheet Data Verification Work Flow

Staff Members Executive/ Executive/Admin

Review and —: '““_“’"'“ Officer

Submit Data « || Assistant 4 Approval

Review L
“u 7w
Invitation of |
Eligible Staff | HR Section
: REViEWﬂnput —-—- Default route
-- Cptional route
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HR Admin Module Screen

From the HR Admin module screen, the member of the EO or HR Section may start
working on the cases that have either been assigned to them or claimed by them.

Unitedg( N\ Mobilty
Mations\l eFact Sheet
Home Forum efact Sheet
Action buttons=
* eFactSheet Administration /_ B

[ Career Cirl Mgt |L'(-nlra|llr-l | | Claim Cazefs]) I il airm Casel

where

Display; [Section Cases =] 258 [an =] frarch [an =] sairdh] [chise

is:

| Sortable column headers |

[IEEW-WWIE"-WF%
drniobem e W Deagreed 17

TIMERCAT, TSUEr Sl

I 302642 Ling Ling P EQ Review 2006

CHENG, dpko oms asd fmss fss ; 06 Moy
™ 351650 DENISE denjobm dod & OCC Langth  Agreed EQ Review Suren SHAHINVAN S

CRISCIONE

Lateral Waking for ED 03 How

I 535394 m;’. denjokem osd den ohm osd 55 sob Desagrasd Approval 2006

CRISCIONE 03 Hov
I e368%4 OLSON,  dmjoksm oo en ohrm eed £2 2erb OCC Length  Agresed EQ Review 2006

YALERIA

HOLM- 06 Mo
I 220540 DIDIO, dmjiotem o dm ohrm dod sds OCC Length  Agreed EQ Review 2006

Kataring

elmis Lateral 06 Nov
™ zz0840 DIDTO, dmjiotem dod dm ohrm dod sds Morees Agresd EQ Review 2006

Kataring

TORNNIS, en bt ersed pusine Lateral 05 v
Foemsa o dmjohem o5d hims pr Agread E Rerview ey

TCWAMINES, dm ohrm osd pams 5 08 Mo
™ ea949 Belami denjokrm ersd chias OCC Length  Agreed EQ Review 2006

JAMES, e bt e psine Lateral 05 N
™ oeamrse o, dmishm o5d bl pr Agread EG Review ey

JAMES, dm ohwm osd pams i 08 Hov
I 97759 Fr denjobrm esd vt OCC Length  Agreed E Review 2006

123

=  Career Control Mgmt
= Control List

= Claim Case(s)

= Unclaim Case(s)
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Career Control Mgmt

Clicking this button brings you to a screen that lists down the different types of
Personnel Action that a staff member may/can have in IMIS. It also indicates
whether the PA affects the staff member’s mobility based on the indicators under
Movement Type, Career Indicator and Workflow Path.

Home  Forum — efact Sheet

* Career Control Management

Modify [1] 1]

R R R R R N R AR R AT T

I

PAND

PANE Regord 2 i

PANG R#turn From 2 |

Record Detad

odfy Loan i
PN il 2z 1 i
Period
PANN Reburn From Loan 2 1
PAND Record Loan 2 1 {

TR TR A R R R

BANG Extandgion of 2
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Control List

Under the Control List, staff members participating in the mobility programme may
be filtered by Level, Department and Status type.

Home Forum eFact Sheet

May be filtered to search by SM Level,
Department (3= 2==signed to the role jand
Status of the case.

* Control List

Filter SM
by: Level

Al =] Department [Al = status [all =] Search  Clear

Mo submibssion
=t post Bl neomplete submission
Complele submission
ED Closed case

Esd
BAT9T4 CALLENDER, Yolande G-7 dmfocss tsd dm ocss ked cs5 alss au
BEO0G1 CANEPA, AMERTCO a7 dmjocss tsd dm ocss Bed of fos wan
51650 CHENG, DENIZE G7 dmjobem dod dipben omes asd Frass Fes w2 1 EQ Review
IB16S3 CIOCON, PATRICID &7 dmforss Rsd dm ocss ksd imis bas pfr
217374 CONTEH, Fatmata a7 dmfohem med den ohrm med ms
7277 CEL ROSARIOD, Luby -7 dmjekim dod den chirm dod beps cos
3Tz FELIX, Zada &7 dmfocss fsd dm ocss ked dnts gau
THTZI GORDON, LARRY G dmfocss tsd dm ocss ked o5 nos wan
23174 HUFMAGEL, Susan a7 dmfohem msd dm chrm med ms
E9TOSE IRLANDA, ROSARIO &7 dmjehrm dod den e dod beps peu
SETOTH LEE, FLING-HAY [ dmjocss tsd dm ocss ked o= nos fan
arasah LINEHAN, ANDRE'W G dmfocss tsd dm ooss ksd os oS wan
S7aE0E MCCORMACE, JMNET  G-7 dmfocss Red dm ccss ked o vims emu
116064 MINDLIN, JANE a7 dmfohem crod den ohrm osd 22 geress 1 EC iy
343186 MEPCRUCENG, EMMA  G=7 dmfohem msd dm ohrm mesd od
180164 TG, Pater a7 dmfocss fsd dim 55 ksd o5 nos ln
SEQ316 NGO, ROMED o7 dmfocss itzd dm cxss Red dnbs esics |
145630 PANCEY, Pratap (= dmfoces ed din eces ed o nos lan
840178 ROMERD, Melnda G7 dmfohem dod den oher dod heps réru
123456

Sends an email to all st=f member
displayed par the fileredlist.

At this stage, the Executive/ Admin Officer (EO/AQO) has the capability send an email
to filtered list of staff members as needed.

When a follow-up email needs to be sent out to all staff members with case status
Incomplete Submission, after filteting the list of staff members, the EO/AO can click on
the Send Email to list of displayed S/M, to send an email to everyone in the
control list.

An email template then appears that the EO/AO may use and a confirmation pop up
will appear after clicking the Submit button.
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Sending a Global email from the Control List

1. Filter the staff members that need to be sent an email message or reminder by
choosing from the filter fields.

2. Edit/modify both the Email Subject field and the message/ content box field as
necessary. But take note not to change the Dear $ in the message /content
box, this personalizes the message being sent out, i.e., “Dear John Smith,” and
the URL:# also as this displays the eFactSheet website address
(http:/ /htits.un.otg/efactsheet).

Home Forum efact Sheet L

* Control List

| Badk ta Main_|

{::tr'" f:‘vﬂ Al =] pepartment [al =] Status [Incomplete submission =| Sesrch  Claar

List of 'S.I'H-Ewmur rnan:r- current post by 1 May 2007

CAMERCH, Ling Ling P-3 dmjokem ozd ;‘3?“‘“"“’“ EC Review
881189 LIFSHITZ, ARIEL P2 dmjohm s den ohrm osd 2 Walting for EO

Approval

Email smle.:t:IFaﬂ Sheet - SM Submission Reminder

Dear %, ﬂ

Fleass remsmber Co Eeview and CE'I't-lf!’." ToOur eFactSheet chrough HRITE"HEJ.DHEEKI
i

it I Conce |

\\— Emzil template the EQAAD may use when
sending a message to the filteredlist of
staff membears.

Click on the Submit button to send the eMail message. A pop message will come
up to verify that you really intend to send the global email. Click OK to send the
eMail message out.

Microsoft Internet Explorer x|

@ Send global email to the displayed lisk of Staff Members?

Cancel |
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Excluding names from the filtered list

1. If there’s any need to remove names from the filtered list or the general list to
which a global email message is to be sent, the EO will need to select the
names and click on the Exe S/M button.

Home | eract Sheet

= Control List Click button to exduds
paltts ! selected narmes

[ Back te Hain |

:'_:E" E:Iue] [an =] pepartmant [dm | status [all =] Search  Clear

Smsmar;nrmann.rrmmm 1 May 2007

s,m Dhex y Lase Type Case Exclude in
[DCC/LA’ Status Mail
dm cusg

paLaza HANSEN, Ann oussg
54542 BOENTARAN, Ao B3 dm bofpea S
13584 CHARLES, Lestrads  P-3 dm ousg dm cusg |
wjf‘ 3 dm sy 2';‘“'
‘L Send Email to lict of displayed 5/M :
Select nameto be |

excluded

2. Names that have been excluded from the mailing list will have the indicator
EXCLUDED in the last column in the Control List.

* Control List

b tavet [#1 =] pepartment [dm =] status [al ] feersh MCIRTE

of §/M 5 years or more in current post by 1 May 2007

IE*‘“EWW-
Slﬂhtl

- 751939 HANZEN, dnn dm EXCLUDED

I 54042 BOENTARAN, Ao P-3 dm bajpea “'“,

™ 413584 CHARLES, Lestrads -3 dm osg  dmousg EXCLUDED
PINDER, dm ousg

r sesz0 Ch ; P-3 dm ousg o0

Send Email te lst of displayed 3/

3. To include the names back, simply select the names again and click the I«

S/ M button.

Click button to ind ude
selected names

| Back ts Main

E':Ftr f:lvgl Al -I Department Idm _ﬂ Status |Al| ;' Search Claar

Ligt of /M S years or more in current post by 1 May 2007

““"’“WW | Geends | i | e

&7 din EXCLUDED
&n
BOENTARAN, irio P23 dm
bafpea bafpea
CHARLES, Lestrade -3 din sy cen ousg EXCLUDED:
FINDER, dim s
- P-3 dm omg
\L Send Email to lst of displayed 5/
Select mameto be
inciuded

11



EFACTSHEET ADMIN MODULE GUIDE

Screen Views for EO/AO and HR Section

Executive/Admin Assistant and Officer
Both roles see the same screen and action buttons. Note that the Executive/Admin
Officer role may act as both Assistant and Officer.

* 5™ Submit Detail -

Prind History | Print PAs Back to Main |

Current Case Status: ED Review

[CREMETRE e RS
20-11-06 5:41:00 PH- Created By =] =l

Fierrs ZEBAZE
Came Status: ED Review
Remarks: Tes

Racord Ramark

HR Section
Both roles see the same screen and action buttons. Note that the Executive/Admin
Officer role may act as both Assistant and Officer.

* SM Submit Detail /—

| | ednrtistery | | Prist History Prist PAs | | Bachkto Main |

20-11-06 S5:41:00 FPM- Created By = | =
Pierre IEBAZE

Case Ztatus: EQ Review

Remarks: Tes

Record Remark

Cases
Claiming Case(s)

Supportts the idea of the honor system where an EO/AO, their assistants or HR
Section can claim cases they want to work on. Note that claimed cases may still be
wotked on by other EO/AO or the HR Section, not just those who originally claimed
it.

12
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Note that for staff members in the Professional category would normally have two
(2) cases with case type:

= Lateral Moves
= OCC Length

Staff members in the General Service category would only have one (1) case type, and
that would be the OCC Length.

To select and claim cases

1. Select the staff member by clicking on the check box beside the staff
member’s name.

2. Click on the Claim Case(s) button to claim the marked cases.

Home Forum eFact Sheet
* eFactSheet Administration | Click when done selecting cases. B
[ CarverCtriMgmt | | Controllist | [ Claim Case(s)
where
Display: [Section Cases ~| ::l:;“ [t = i:_‘r‘h [ =l Swarch  Clear
is:
o e i O OO e 0755 ) I
542 fmm' dfohen o don obern o pasies obéss  LaterslMoves Dissgreed  EO Review nm""’
Dﬁm'\.-
DENISE dmfohrm dod dpko oms asd frss fss w2 OOC Length Agreed EQ Review  Suren SHAHINYAN 2006
CRISCIONE ‘Wadting Far 03 Mo
4 QLSON, dmfohrm o dm: ohrm osd 55 sorb Lateral Moves Disagreed EQ 2006
VALERIA Appeaval
CRISCIONE 03 Mov
CLSON,  dmfohrm osd dm ohem osd 55 sob QCCLength  Agreed EQ Rerviews 2006
VALERIA
Clesad;
Select the staff members whiose cases atcept 10 Mo
- | you would liketo wark an. ™ osd 55 pass OCCLength  Agresd certification Karvea &nn LA 2006
with
change
™ 2ise0 RIS gt asd dnchmosdsspass  LsberdlMoves Ditagreed  DUEN  Korwsi Ao LAU Db
HOLM- 06 Mo
[T 220540 DIDNO,  dmfohm dod dim chern dod sds OCCLength  Agresd EO Review 2006
Eataring
HOLM- 06 Nov
[T 220540 DIDID,  dmfchim dod dm chem ded sds Latersl Moves  Agresd EQ Review 2006
Kstaring
TOANNIS, " 08 Nov
[T 6a949 Belarming dmfohrm e dm ohrm osd parrs obfas  Latersl Maves  Agresd EC Resview 2006
[ eooeg OIS, ot osd dm ohem osdpams obfas  OCCLength  Agreed EO Review i
123

To search for claimed cases

1. Select My Cases, under the Display field.

2. Click on the Search button. The table will then filter to show only claimed
cases.

Tofilter and === cases you have
claimed, sdect My Cazes..

Clizk to search. —\

where
-1 h
[Duplay: - ]:I.:teus [an =] h:?" [air =] Search  Clear

is:

13
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* eFactSheet Administration =

Career Cirl Mgt | |(qnlr¢||ll.l | | Claim Case(s) | | Usnclaim Case(s) |

where
Display: IHT(HRF = E::fu’ Iﬂ-ll | — — dTI ?Earch [am 3[ Search Clear
is: //— ilters only to daimed cases.
flﬁmwmmmmmi\
CAMERDN, dndmmosdpm L,ar.s-d Disagrees] 0F ke
I~ s0zs42 Lng Ling dmiohemn EQ Rerview Karval Ann LA 2006
CHENG, mlmu'n‘;udfnﬂsfsts : 06 ko
I w1650 poocy  defobem dod s OCC Length  Agreed EO Rerview Kerwsidon LAl o
CRISCIONE Lateral 03 Now
[ B36894 OLSOM,  dmjohem osd dmotem osdsssarb Dsagresd ‘Waiting for EQ Approveal Karval Ann LA 2006
WALERTA
CRISCIONE
\\I' 838394 OLSON,  dmjohem osd dmohemosdssscrb  OCCLength Agreed EO Review KarwsidonLal)l Dot
WALERIA _‘/J

When working on a case,

Click on the staff membet’s name. Note the column SM Cert.

2. 'The SM Submit detail screen comes up. From this screen the EO/AO, their
Assistants or the HR staff working on the case will see the status of the case
and the response received from the staff member. The HR staff can also
respond or communicate with the staff member Case Remarks window.

*  5M Submit Detail

Femarks entered

Wiew Consmunication | Send to EO for Appreval Send to HR Relurn le $™ Edil Hi

Em-rent Case Status: ED Review

CASE HISTORY B e
14-11-06 11:38:00 AN- Created By =l Looking for succeeding PAs. = |
Earwai Ann LAD

Case Itatus: EO Review ",

Remarks: SM PA baing reviewsd. Remarks to ba rezorded are

ertered inthis area.

Recorded remarks. ;I ;I

Record Remark

MOYE Number of lateral moves question -

Click button to System Detail: 0 overall lateral move count{s), 0 banking month{s} which is/are not yet convertable to lateral
record enterad move.
remarks. 5/M Certification: M disagreed

Proposed number of kateral moves: o

Froposed number of banking months: 13

Supported Pas:

5{M Explanataon: 1 changedd the Furction back in 2004 From the reportingMasrtenancs bo my current Functon,

14
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3. To enter remarks, type them at the Remarks window and then click on the
Record Remark button. The words Remarks Entered will appear at the top of
the page in red.

Home Forum efact Sheet

*  5M Submit Detail

Send to EO for Approval | Send to MR | Returm to 50 Print FAs

Current Case Status; EO Review

CASE HISTORY | meanss
14-11-06 11:38:00 AN- Creaced By =] =l

Karwal Ann LAD
[Case Scacus: EO Review
Remarks: SN PA being reviewed.

EH =

Record Remark

MOYE Number of lateral moves question -

System Detail: 0 overall lateral move count{s), 0 banking month{s) which is/are not yet convertable to lateral
MoVe.

5/ Certification: SM disagreed

Proposed number of [sberal moves: o
Propossd nurmber of banking months: 13

Supported PAs:
5M Explanstion: 1 changed the Function back in 2004 from the reporting/Maintenances bo my cument Fundon,
Stall Member Name: Pierre ZEBAZE
Index Mumber; Country of v F al Title: Appointment Type:  Appointment Status:
[589000 [camersonian [Intoemation Systams OMic  [Foed-Tarm [uimites
Org. Unit Abbreviation:  Org. Unit Narme; Dty Stat o Birth Date: Sex:
[am ehem exd nets smu [ertem Maintenance unit  [How ok [25 3un 1073 [reate
Cal.-Grade Steg: Seniofity Date: Appl. Exping: EOD Secretarist: EOD W
[Fam o1 oct 2003 [31 mar 2007 foe vec 200z fo1 Dt 2003

F Mobity (Defouk) © Coese O Entitiemert © Al T Removed Mob, PA
There are na PA Hstory records for this category.

* SM Submit Detail

| Back to Main |
Current Case Stabus: Waiting for EO Approval
T

14-11-06 2:50:00 PM- Created By Haren = =]
E.

Case Status: Waicing for EO Approval

Remarks: Submicced foar EQ apprnv&l

14-11-06 2:38:00 PH- Creaced By Karen
E. ;l LI

Recerd Remark

MOYE Number of lateral moves question -

System Detail: 0 overall lateral move count({s), 0 banking month(s) which is/are not yet convertable to lateral
moye,

5/M Certification: 5™ agreed

15
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4. Similar with the staff member, the HR staff can also communicate with them
via the Communication module by selecting View Communication.

e Tichet no. inzludes staff
member's index no.

SUETEAIY | HERERTE-
Cakegory: [Lateral Movs =l fetion Tabs available,
Dabe Created: 0% November 2006 3:51 P including the Relaed
P P Filez tab which alIn:m.lEl
ywouto gtach supporting
documernits in 3 file
Dgomments | Ill metated Fies (0) fomat.
Commant _~— | Lastecomment added
- and who added the
Peter Petreli Commerted O 14 Movember 2006 1:12 PM comment
Date OF Comments: 14-11-06 )
Roesponss recersed from s m being verified
<>
(¥ Basic Teot Bow ¢ Rich Text Ecitor
"""-\ 4~ | Wihere you can
T type and add
PAs cumently being reviewed. =l e
to be recorded.

meszz3ge

=
=
@ Tet C Hml C Raw /— Click to submit

[ Submit Message | Submit Message Without Natification

Unclaim Case(s)

If the EO/AOQ, their assistants and HR Section decides to unclaim a case, they only
need to select the cases they want to unclaim and click on the Unclazn button.

Cases may be unclaimed either because the responsible person will not be available to
complete the case and/or the case(s) needs to passed on to another, or work load
dictates that some cases needs to be unclaimed to be worked on by someone else.

16
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Staff Member PAs

Staff Members who disagree on any of the information shown in their fact sheet may
respond with corresponding Personnel Action (PA). The list of staff member’s PAs
are shown at the bottom of the staff member’s screen in the EO/EOA view. From
this view, the EO/EOA may transfer the PA into the staff members list of Mobility
PAs.

The added PA may then add to either the Occupancy Length or Lateral Moves
(including the Banking months).

1. By default you see the staff member’s case with PA type set to Mobility.

Stalf Member Name: Karwai LA

Index Mamber: of Nationality:  Functional Tithe: T w Status:
Fm thmm I Agzeoiate Officar Fice d Tarm Limited

Org. Unit Abbreviation:  Org. Uinit Name: Duty Station:
[dm ehem <z heits [Fuman Resources informa~ [Neve ot [i& tes 1873 [Femaie
Cat.Grade/Step: Seniority Date: Appt. Exping: EOD Secretariat: EOD UN:
|pze |61 Gick 2008 v b 200065 ] |10 Feb 2006

% mobity (Defadt)  Carser ¢ Encilement  al (" Removed Mob. PA

[T 1326876  Resppointment l”‘b p2ft ""m dinfobam 132687

Transfer PA(z) sut of Mobility

2. You may then select PA type Career to see the list of PAs pertaining to the
staff member’s career and from this screen transfer PAs to the list of staff
member’s PAs that counts for Mobility by clicking on the Transfer PA(s) into
Mobility.

MOVE Number of lateral moves question -
System Detail: 0 overall lateral move count({s), 3 banking month{s) which is/are not yet convertable to lateral

move,
5/M Certification: 5M disagreed

Proposed rumber of lateral moves: 1

Propesed nurber of baning months: 3

Supported Phs:

5[ Exphanation: testingonly 2

Staff Member Nanve: Earwal LAU

d her: Country of Mationality:  Functional Title: Type: Stabus:
[roseze |ehinese | Assaciate Officer |Fiesed: T eem |Limitaa
Qrg. Unit Abbreviation:  Org. Unit Name: Duty Station: Birth Date: Sewx
[dm: atinm x4 hrits [Human Resources infoma [Hew Yok |18 Den 1672 |Femate
Cat..Gr Date: Appt. Expiry: EOD Secretariat: EOD UN:
|pzm jo1 Qet 2008 |06 How 2008 o1 may 2003 |10 Feb 2006
Type of Pz
 Mobilty (Defauk) @ Career © Entilement ' Al  Removed Mob, PA \—‘
Listof PAz
pertaining to
10 May 2006 09 Awg 2006 P-2f1 the type
zelected in
10 Feb 2006 09 May 2006 P-2f1 i thiz instance
Caraer]

Ol Dl 2005 3 Dec2005 P-21
01 32004 30 Jun 2005 P-2fI

01 Jan 2004 30 Jun 2004 P-Z]1

01 Now 20003 31 Dec 2003 P-2fI

[ Transfer PFA(:) inte Mobility ].— Clickthis button to
transfer PAto Mokility
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3. Once the PA to be transferred to count for Mobility is selected, click on the
Transfer PA(s) into Mobility button and the PA will then be reflected towards the
staff member’s mobility and in the list of the staff member’s Mobility PAs.

| Staff Member Name: Karwal LAL
Inedex Mumber: Country of ! lity:  Functional Title: Appointment Type:  Appointrnent Status:
|:'mze [Chlnm Iland.ﬂl Orfficer IFmd-Tllm II.IImlld
Org. Unit Abbreviation:  Org. Unit Hame: Dty Station: Birth Drate: Sex
Id-m oham osd haits |Humlm Ressurces Informa INmYble ||# Do 1972 Irtmlc
Cal.-Grade/Step: Seniority Date: Appt. Expiry: EOD Secretarial:  EOD UN:
|pem o8 et 2008 0% i 2006 Jo1 may 2003 |10 Fen 2006

 Mobility (Default) 1 Carser T Ertitlement T A1 © Removed Mob, PA

M i Seterd el el | T i Barking  1M7045
=i I loFeb  03tay Associate g g Baking 1326876

Transfer PA{s) out of Mability

Note that the button to transfer PAs into the list of Mobility PAs acts as a
toggle, so if a PA is transferred by mistake, it can always be transferred out of
the list of Mobility PA by selecting it and clicking on the Transfer PA(s) out of
Mobility.

4. To see any other PA type or all the PAs in the staff member’s records, simply
select the PA type and the view of PAs will adjust accordingly.

| Staff Member Name: Karwai LAU
Index Mumber: Country of Mationality:  Functional Tithe: p Type: Status:
|roaezs |Ehinese | Assaciate Dtfices |Fixad-Tem [Limited
Org. Unit Abbreviation:  Org. Unit Hame: Duity Station: Birth Date: Sex
|dm oham osd haits [Muman Resources informa [N Tos: |18 bec 1073 |Femaie
Cat..Grade/Step: Seniority Date: Appt. Exping: EOD Secretariat: EQD LN:
[Pz 0 ot 2006 [0 How 2006 Jo1 May 2003 |10 Fats 2008

I P& type
| € Mabdty Defask) € Career € Entitlement [ @ aa | Rm!dmh.m\—l

Coavection of Cormvest 10 &g 09 Mo . 9

I ioo7mss : 2006 20006, P26 Resesiske Officer dmfohem 1397066

[ 1396204 Modfy Post Incumbancy 'ga{:;“ “;J'g" P2i5 Associate OFficar dmfohem 1306204

[T 1395547 Mody Dependent A0 | N ipom fssociate Officer  dmfohem 1385547

T 1387612 Modéy Post Incumbancy I | et o Assccisbe Officer  chmfohem 1387612

[ 1382102 Convert Appointmant 04 O%Nov oy nssociate Officsr | confohern 1382102
2006 2006

™ 1347045  Extend Appointment 0May | 0%Mm gy fissociate Officar dmfohem 1347045

| 2006 2006

™ 1347300 Modéy Post Incumbency mar | e leap Associate Officer  dmfohem 1347300

™ 138193 Comection of Resppointment fores | WaMe it Rssociate Officer  dmfohem 1381943

[© 1326876  Resppointment TPl | DR e Resciste Officer  dmfober 1326876
20 Cet 19 Oct Database [

1200617 Saparation 005 P21 i or Frnadpko

| 05 129I6I?)
| K there's more than one y
@ page onthe list of Pls |

Transfar PA(s) inte Mobility
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Closing Case(s)

To Executive/ Admin Officer has the right to close a case once all issues pending on
the staff member has been resolved.

When the case is with the Executive/Admin Assistant:

1. If the case is with the Executive/Admin Assistant, the EA/AA selects the
case and clicks on the Sexd o EO for Approval button.

¥ 5M Submit Detail

| [ print pas |
Back to Main
Current Case Status: ED Review
ST T
= =
k2 =

Record Remark

OCC Decupancy length question -
System Detail: 3 year{s)T month{s})
5/™ Certification: 5M agreed

2. After the Send to EO for Approval button is clicked, a remark is recorded under
Case History.

~  SM Submit Detail

Wiewr Commanicalion | ' Edwt History | Print Hittory | Print FAL Back be Main |
Eml:m Status: Waiting for ED Approval
CASE HISTORY | fmevames ]
14-11-06 2:50:00 PM- Crested By Karen = L =]
Caze status now
Caze Status: Waiting for EO Approval indicates that 'z waiting
Eemarks: Submitted for EO approval for EQ Approwal atter
____________________________________ EQ Aessistant sent the
fo Ii;
14-11-06 2:38:00 PH- Created By Karen el
2 N =

Record Ramark

MOYE Mumber of lateral moves question -

System Detail: 0 overall lateral move count{s}, 0 banking month{s) which is/are not yet convertable to lateral
e

&/M t;rtlflcatlnn: 5M agreed

3. And the status in the list will change to Waiting for EO Approval.

lﬁm-mm | e fsee]
Date

Lateral [™ 07 Moy
[T 634507 KINDA, Jean denfohem den chrn osd heits Agresd karen . 2008
[ 634507 KINDA, Jesn  dmjohem asd dnotemosd hits  OCC Length Agreed EO Review KarenE, il
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To close a case:

1. The EO/AO selects the staff member’s index no. either from the list of
claimed cases or from the list of cases.

= eFactSheet Administration =

[_Careercarigmt | | Controllist | [ Claim Case(s) | [ Unclaim Case(s) |

where

Display: |Section Cases = | ::::m |l = | E;f":h |an =1 Search  Clear
is:
Department | Division Case Type Case Claimed By Received|

Wit 07 Now

[T 634907 KINDA, Jean ] osd dim ohrm osd hrits Lateral Moves Agreed EQ KarenE. 2006
Approrvdd

[~ 64907 KINDA, Jean  dmfohem osd dm ohem asd hrits OCCLength  Agresd EO Review Karen E, ]

[ 794928 LAU, Karws denfakerm aed dim chem aed hrite OCC Lenwgth  Dicagreed B R w"'
Waking for 01 Moy

[T 794928  LAU, Karwai denfohem osd dm ohem osd hrits Lateral Moves Disagreed EQ 2005
Approval

— — 5 . 5 A Rl

2. The EO/AO at this stage verifies the case and decides whether the case may
be closed or if it needs to be returned back to the EA for further review. The
EO/AO simply needs to click on the cotresponding action button.

| Send to HR

¥ 5M Submit Detail

Print History
Current Case Status: Waiting for ED Approval

Prink PAs Back te Main

CASE HISTORY B
14-11-06 2:50:00 PM- Created By FKaren = ﬁ
E.

Case Status: Waiting for EOQ Approval
Femarks: Submitted for EO approval

14-11-06 2:38:00 PH- Created By Karen
2 = =l

Record Remark

MOVE Mumber of lateral moves question -
System Detail: 0 overall lateral move count(s), 0 banking month{s) which is/are not yet convertable to lateral

move.
5/™ Certification: 5™ agreed

3. Once the EO clicks on the Close the Case button, a confirmation screen and
button appears to verify that the decision to close the case is final. At this
point, before selecting the Submit Decision button, the EO/AO also selects
whether the case is being closed with change, without change or closed
denying the s/ms request to change. All these options are presented and
selectable by radio buttons.
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*  SM Submit Detall

L il l ke
Current Case Status: Waiting for ED Approval

14-11-06 2:50:00 PH- Created By Karen = =]
E.

Case Sratus: Waiting for EQ Approval

Remarks: Submitted for EOQ approval

14-11-06 2:38:00 PH- Created By Karen

2 -l =

f MOYE Number of lateral moves question -

System Detail: 0 overall lateral move count(s), 0 banking month{s) which is/are not yet convertable to lateral

DY,
S/ Certification: 5M agreed

ED FINAL DECISION -
¥ Closed; accapt certificatson without changs (7 Cloged; socapt cartification with change T Clased; danied S raquest

Lateral Move(s): o '| Tatal Banking Manth(s ): 1] '1
\ _/

4. The EO then selects the Submit Decision button and a confirmation box
appears.

Microsoft Internet Explorsr x|

'::.’:) Confirm closing the case with entered dedsion?

. Canced

Once the EO clicks on the OK button, the case is closed. A remark is noted
in red at the top of the page and at the Case Status column in the inbox and

the Control List atrea.

= e il [ [ 575
nber o /Mo

Case staus
indicates tha the

™ &34007 KIMDR, Jaan ok osd i ahima oed hilts Latersl Moves Agreed case has bean
clased.
[T 634907 KINDA, Jean  dmjohm osd dm ohem osd hrits OCCLength  Agreed ECReview KarenE, o
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Home Forum eFact Sheet

Case is chosed

CASE HISTORY | eemares
14-11-06 2:50:00 FH- Created By Faren & ;l
E.

Coase Status; Waiting for EQ Approval

Remarks: Submitted for EQ approval

14-11-06 2:38:00 FPH- Created By Faren

E. = =

MOVE Number of lateral moves question -
System Detail: 0 overall lateral move count{s}), 0 banking month{s) which is/are not yet convertable to lateral

move,

S/™ Certification: 5™ agreed

ED FINAL DECISIDN -

& -

s 6 Cload: acespk cartfication harge 8 Clossd: daried S request

Lateral Move(s): 0 E Total Banking Month(s): 0=

Note If the staff member is in the Professional category, the two cases are closed
separately.

EO Final Decision

There are three options on how a case may be closed:

Closed, accept certification without change. This is an option where the
staff member promptly certifies the information in his/her fact sheet. And
where the EO closes the cases as there’s no need for further correction to the
staff member’s relevant mobility information.

Closed, accept certification with change. This is an option where the
staff member needs something corrected or verified before certifying their
fact sheet. Where either the Executive Office or both the Executive Office
and HR Section agreed with the staff member and accepted the change before
closing the case. And where agreed upon change is reflected by the EO
towards the staff member’s relevant mobility information when the case is
closed. (A change is reflected in the EO decision and where the information is
not the same as the information originally calculated by the system.)
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3. Closed, denied SM request. This is an option where the staff member
needs something corrected or verified before certifying their fact sheet. And
where either the Executive Office or both the Executive Office and HR
Section disagreed with the staff member and closed the case without any
change to the suggested calculated mobility information in the system.

Note

When a case is closed with the EO’s final decision, the number of banking
months for the staff member is indicated. Banking is the amount of moves that
the staff member has participated in but cannot be considered as one lateral move
because the amount of time the staff member stayed in the post is less than the
specified number of years. The banked moves may be added together to
complete one lateral move. Note that they are displayed in months and collected
lateral moves.
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Registering online

Staff members who would like to view their online Fact Sheet can do so by registering
and creating an online account. Once the staff member has completed this, the
system administrator (HRITS) will get the notification, they will then verify the
registration and authorize the account creation request.

1. Click on the Register hyperlink at the bottom of the Welcome screen.

Welcome to the electronic Fact Sheet A tool for staff members to reviews and werify their career history.

Thiz tool has been developed to faciltate the determination of vour post occupancy and the number of lsteral moves you have made as a staff member of
the UM Secretariat, as defined in ST/A12002/4 and explained in the relevant Guidelines. To familiarize yourself with the mobilty policy and = Guidelines,
please go the CHRM Mobility site or to the HR handbook. Relevant documents explaining the policy are (ink them):

ST/AN200254 — 23 April 2002
ST/SGBI2002/5 — 23 April 2002
ST/SGES 200206 — 23 April 2002
STACK 2003030 — 1 May 2003
STACH 200417 — 21 May 2004

Guidelines for Determining Mokbility under STIAL2002/4: a

m Lateral moves and maximum post occupancy

ou will be asked below to confirm your post occupancy and number of latersl moves. Before doing =0, please familarize yoursel with the spplicable
policies and guidelines. You are advised to thoroughly reviesy your caresr history belowe . Please contact your Executive Office or local Human Resources
Office should vou have any guestions.

Click hyperlink ta
register and create
an online account

S EEL

2. The User Registration screen comes up. Provide the following:

Index Number
First name
Last name
eMail address

Seven character password

oo o
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£ y
“United N Mobilty

§§Nations¥l yeFactSheet
NS 274 -'_
i s l
Home
i Register

Preferred User Information

*Noke: Membership to this portal is Yerified, Once vour account information has been submitted, wvou will receive an email containing your
i urique Yerification Code. The Verification Code will be required the First time you akternpt ko sign in ko the partal enviranment. All figlds
marked with an asterisk (*) are required.

© Index Number: |— o
¥ First Name: I— a
‘ € Last Name: I— [+]
: %4 Display Name: I— o
© Email Address: I— o

= Password

: Enter a password.,
g € Password: I L]
€ Confirm Password: I (e

"’9 Register

i | Fres

3. Click on the Register button. You will then see a confirmation page.

;EUnitedg \%

Mobilty

E§NationsV VeFactSheet
i \{\; ny
[ —
Home
Register

An e-mail with your verification code has been sent to your e-mail address: test@un.org
Please access your in-box and get the verification code, which is required to log-in first time.

Eegir= - Fagitar

Again, note that the system administrator will still verify and authorize your
account registration. Once account has been authorized, you will get a
notification by email.
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Executive and Admin Officer/Assistants and HR Section roles

A list of staff members who will be given the roles of EO/AO, EO/AO Assistants
and HR Section are pre-registered by HRITS.

1. A list of staff members is received from the different departments with
specified roles.

2. HRITS registers and assigns the roles then notifies the staff members that
their accounts with the EO/AO, EO/AQO Assistants or HR Section roles are
already active.
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Forum

"Thhe Forumn is a featre of ek-act Sheet that allons staff maenzbers to diseuss and onitor maobilty discussions
onlre, similar 1o a brletin boarel

It has three sections;

»  Mobility Discussion Group, where staff members can discuss and
communicate with one another

= Statistics, which acts as a discussion log

»  Who is online, shows the staff member who else is logged in and they can
start an online discussion with.

‘United Mobilty
iNations !,eFachhaet

‘ Unanswered Mot Read My Forums Active Topbcs My Profile Search
Mobility Discussion Group a
; Farurm Narre Topics Replies Last Post

f a RE: How is the Mcbilty e....

¥ [ EFact Shest Forum 1 4 bry Karen E.

§ ' 16-10-2006 06:29:23 AM
Shatistics: a
‘ Tokal Fomums: 1

E Total Topics: 1

£ Teksl Rephes:+

§ Toksl Pests:5

i Mast Acthve:How | the Moblity eFact Shest pdot going?

i Mot Views:How is the Mobility ef act Sheet pilot going?

i Merit Regres:Hav i the Mebility eFact Sheet paod geirg®

¥ Stakistics Last Craated: 16-10-2006 10034496 AM

i k. whao is online: [ 2 ]

Thesre are currently 1 guests(s) cnbne,
Thesre are 1 of 3670 member(s) cnline: MARIA SANTOS-YIOLA
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