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Umoja Enterprise Roles:

UN Staff Members with Duty Station New York
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Introduction and Scope

This jobaid covers the use of the Umoja Employee Self Service (ESS) for banking data maintenance. It
provides guidance to staff members how to view, enter or update their banking information.

Please note that this functionality is currently limited to staff with duty station New York. Other duty
stations will be covered in future rollouts.

The first section of the jobaid provides a general overview of the ESS functionality, the bank account
types, system validations and the process for exception cases. The final section provides answers to
frequently asked questions and help resources.
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Overview

In Umoja Employee Self Service (ESS) staff members can
- view their banking details,

- edit existing banking details and
- add new bank accounts

The types of bank accounts vary between international and local staff members.!

Here is an overview:

Description Usage and Restrictions Purpose
Main Payroll Bank (Main | Mandatory The monthly salary as well as off-cycle
Bank) payroll payments (like assighnment grant or

education grant) are paid to this bank unless
otherwise specified.
Additional Payroll Bank | Optional and restricted by | This option allows a user defined portion of

(Other Bank) category of staff and the monthly salary and off-cycle-payments
location to be paid to this bank account with the
remainder being paid to the main payroll
bank.
Travel Expense Bank Optional If desired a travel expense bank can be

defined for travel payments that can be
selected instead of the main or additional
payroll bank.

Ad Hoc Payment Bank Optional This bank account can be defined for specific
purposes like assignment grant that will not
be paid to main or additional payroll bank.

Education Grant Bank Optional and restricted by | This bank account can be defined for the
category of staff and education grant that will not be paid to the
location main payroll bank.

! please refer to ST/AI/2001/1 “Currency and modalities of payment of salaries and allowances”.
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The system performs some validations on banking details. However, the banking details owners remain
responsible for the accuracy of their banking details.

If for some reason you cannot enter the banking details through ESS or need help, please refer to the
“How to Get Help” section at the end of this document.
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How to Display Banking Details in ESS

Enter the ESS application:

Employee Services

- Map | Directory | Index

%\ Status Overview

You can display an overview of the status of your open processes here.

Entitiements

In this area, you can access to your entitements

Life and Work Events

Guides you through a number of Life and Work Events from birth of a child to beginning work at a new
duty station.

@ Time Management

In this area, you can use services to record your working time, request leave, and display your time
account data.

Quick Links

Create Leave Request

Leave Overview

,, Career and Job (Outside Umoja)

R
In this area you can access UN career and job opportunities

Personal Information

In this area, you can use services to maintain and display your personal data.

Benefits and Payments

Display the plans in which you are currenty enrolled, enroll in new benefit plans, and download an
enrollment form.
Display your salary statement.

Select “Personal Information” on the top right-hand side of the screen:

Q Personal Information

. In this area, you can use services to maintain and display your personal data.

Umoja Training
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The “Personal Information” screen is displayed:

Personal Information

Back

v Service Map

. Personal Information

Personal Data

. Enter or change your Personal Data
Addresses
Enter or change your addresses
Beneficiary Details
Add/iview beneficiary details
Family Members/Dependents
Add/view family members/dependents
Bank Information
View Your bank Information
Personnel Attachments
You can display your personnel file here.

Please select “Bank Information” towards the bottom of the screen:

Bank Information
View Your bank Information
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Bank accounts available in the system are displayed grouped by type. Only bank accounts that are
currently valid and bank accounts that will be valid in the future are displayed. The following shows an
example of a bank account overview screen:

umiyja
«Back Foward» Hstory Favorles Personaize View Heb
Home Employee Self-Service SM User Map
Overview
employee SeitService SM > Overview
Fill out Form Bank Details Update Form
" 1 —_—
Fill Out Form
4 provios | [Ted 3] | [SaveDran]
Attachments.
As per the pokcy of ST/ AV2001/1 of payment, . one of theirchaice and the currency of the duy staton, exceptlew York members are paid
Bank Information
(9 €ducation Grant Bank (Opsonal)
Main Payroll Bank B8
Payee: H. Test L4
BankName:  JPMORGAN CHASE BANK. LA
Bank Key 021000021
Bank Account. 123
Payment Method: P - Bak transfer (ACH PPD)
Valdfon  15/NOV/2019
vaidto 18100V /2019
Payee HTest &P
BankName:  JPMORGAN CHASE BANK. A
Bank Key. 021000021
Bank Account. 1234
Payment Method: P - Bok ranster (ACH PPD)
Vakdfrom  19/NOV/2019
vaidto 31106C 19999
Travel Expense Bank (Optional) B
Payee W Test 'Ys
BankMame:  The Bank of tew York elon
Bank Key: 011001234
Bank Account. 7789
Payment Method: P - Bak ranster (ACH PPO)
Vadfom  08/NOV/2019
Vaidto 301n0V 12018
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To view bank account details, please select the display icon ( oo’ :) next to the banking details on the
overview screen:

Payee: H. Test 6 P
Bank Name JPMORGAN CHASE BANK, N.A
Bank Key: 021000021

Bank Account: 1234

Payment Method: P - Bnk transfer (ACH PPD)
Vaid from: 19/NOV /2019

Vaid to: 31/DEC /9999

The bank details including the full account number are displayed in view mode. The following screen
shows an example:

Fill Oout Form Bank Details Update Form

» i— 23—

Fill Out Form

4 Previous

Attachments
Main Payroll Bank El
Payee: H. Test Plcase cnter a vaiid 9-digit ABA routing number for ACH dircct deposit into your account with your bank

in the "Bank Key" field. Enter your account number, as shown in your check book and your bank
Country: USA statement, repeat entry for verification. Enter "01" in Bank Control Key if it is a checking account and
“02" f itis a savings account. The vaidity date is automatically determined by the system, which wil be

Al ANK, N.A, CHA!
Biank Key 21000021 JPHMORGAN CHASE BANK, N.A. CHASUSIIXXX. ; ysiness days from data entry. If you have any doubt about your banking detais, please ask your
Bank Control Key: [01 bank for help.) If you have any issues, please refer to the broadcasted Job aids, you may contact
. Cashier's Office at unhg-cashier-office@un.org, at +1 212 963 2949 or visit the Cashier's Office
Account Number: 1234 between 9AM and 5PM at 5-20. Once your request is completed, you wil receive an email confirming
your banking detais update.
Currency: usb United States Dollar
Begin Date: 19.11.2019
End Date: 31.12.9999
4 BACK

Please note that the “Next” button is currently not disabled in this view. It is not possible to amend
banking data in display mode. Please refer to the sections below on updating banking information: “How
to Modify an Existing Bank Record/Add a New Bank Account Type in ESS”.
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How to Modify an Existing Bank Record in ESS

Please follow steps 1a to 2a in the Section “How to Display Banking Details in ESS” to locate the account
for modification.

To modify the bank account details, please select the edit icon ( 4 ) next to the banking details on the
overview screen:

Payee H. Test 6 4
Bank Name JPMORGAN CHASE BANK, N
Bank Key: 021000021

Bank Account: 1234

Payment Method: P - Bnk transfer (ACH PPD)
Vaid from: 19/NOV /2019

Vaid to: 31/DEC /9999

The bank details are displayed in edit mode. The following screen shows an example:

Fill Out Form Bank Details Update Form

» s

Fill Out Form

[4 Previous | [Next ] | [Save Draft |

Attachments
Main Payroll Bank E\
Payee: [ Test Please enter a vaiid 9-digit ABA routing number for ACH direct deposit into your account with
your bank in the “Bank Key fiekl. Enter your account number, as shown in your check book
Country: usa” T+ and your bank statement, repeat entry for verification. Enter "01" in Bank Control Key if itis a
checking account and "02° if it is a savings account. The vaiidity date is automatically
: 021000021 5| JPMORGAN CHASE BANK, N.A. CHASUS33XXX n . c
Bank Key: determined by the system, which wil be 2 business days from data entry. (f you have any
Bank Control Key: doubt about your banking details, please ask your bank for help.) If you have any issues,
please refer to the broadcasted Job aids, you may contact Cashier's Office at unhq-cashier-
Account Number. [ooee ] office@un.org, at +1 212 963 2949 or visit the Cashier's Office between 9AM and 5PM at S-
Repeat AccountNumber: [ ] 20. Once your request is completed, you wil receive an emai confirming your banking details
update
Currency: USD | United States Dollar
Begin Date: 19.11.2018
End Date: 31.12.9988
Validity
Vaid From: [19.11.2019 |
4 BACK
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The payee name must match the account title with the bank.

Payee H. Test

Use the drop-down list to select the bank country. Please note that currently ESS is only available for
banking details within the USA.

Payee: H. Test

Country: psaA I~

Bank Key: Togo [ JPMORGAN CHASE BANK, N.A. CHASUS33XXX
Tokelau Islands N

Bank Control Key: Tonga

Account Number Trinidad Tobago

Repeat Account Number: | TUMSi2
Turkey

Currency’ Turkmenistan }s Dollar
Turksh Caicosin

Begin Date: Tuvalu v
USA

End Date:

Please note that there is a helptext displayed on the right-hand side of the screen, which is specific to
the USA. The text provides relevant information on the banking details requirements and information on
how to get help.

Main Payroll Bank |f|

Payee: [H. Test | Please enter a valid 9-digit ABA routing number for ACH direct deposit into your account with
your bank in the “Bank Key" field. Enter your account number, as shown in your check book

Country: usal [+ and your bank statement, repeat entry for verification. Enter "01” in Bank Control Key if itis a

T hecking account and "02" if it is a savings account. The validity date is automatically
: 1 u] AN CHASE BANK, N.A. CHASUS33XXX ¢!
Bank Key: BEW00021 FMORGAT GHASE BATIC I8, RHASUSIY determined by the system, which wil be 2 business days from data entry. (If you have any
Bank Control Key: 0 doubt about your banking details, please ask your bank for help.) If you have any issues,
: please refer to the broadcasted Job aids, you may contact Cashier's Office at unhq-cashier-

Account Number: [oeee ] office@un.org, at +1 212 963 2949 or vist the Cashier's Office between 9AM and 5PM at S-
20. Once your request is completed, you will receive an email confirming your banking details

Repeat AccountMumber: [ | update

Currency: usD United States Dollar

Begin Date: 19.11.2019

End Date: 31.12.9999

Validity

Vaid From: [19.11.2019

4 BACK

The bank key can either be typed directly or selected from a lookup screen by clicking the selection

option .:

Bank Key: (00206 |7 JPMORGAN CHASE BANK, N.A. CHASUS33XXX

—

A search screen is displayed. It is possible to use “*” as a wildcard before and after the search term:
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Hide Fitter Criteria Personal Value List Setfings

Bank Country: = g
Bankkey: O[] &
Bank name: <& "CHASH | =
city: O | &
Bankmumoer: & [ | &
swrTcode: O[] P
Bank Branch: < | | &

|| Street: <& ‘ ‘ =
Restrict Number of Value List Entries To 500

Use the “Start Search” icon () to start a search. The results are displayed as follows in the
bottom section of the screen:

+ Hide Filter Criteria Personal Value List Setfings

Bank Country: =I[US |

Bankkey: O[]

Bank name: [l [*CHASE*

City: | ]
Bank number: < \:l

SWFTcode: @[ |

Bank Branch: < |

|| Street: < | ‘

Restrict Number of Value List Entries To
Start Search

Bank Country = Bank Key Bank name City Bank Branch
us 021000021 JPMORGAN CHASE BANK, N.A. NEW YORK 10179
us 099999999 JPMORGAN CHASE BANK, N.A. NEW YORK,NY 10004 Forex Branch for MT103

P R

Once the correct bank key has been identified, please select the line and click on the “OK” button to
accept the entry:

Bank Country =  Bank Key Bank name City Bank Branch
E’m" us 021000021 JPMORGAN CHASE BANK, N.A. NEW YORK 10179
J us 099999999 JPMORGAN CHASE BANK, N.A. NEW YORK,NY 10004 Forex Branch for MT103

The bank key is populated, but the bank name is not yet refreshed. This applies also to manually entered
keys:

Bank Key: 21000021 CAIXA ECONOMICA MONTEPIO GERAL, CALXA ECONOMICA BANCARIA, SA MPIOPTPLXXX

Click on the “return” key on your keyboard to refresh the name:
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Bank Key: 21000021 JPMORGAN CHASE BANK, N.A. CHASUS33XXX

Enter the bank account number twice. Please note that it is not possible to see the entry at this point in
time:

AccountNumber:  [eeeseces
Repeat Account Number: [eewessee] |

The currency as well as current “begin date” and “end date” are displayed for information only:

Currency: uso United States Dollar
Begin Date: 19.11.2019
End Date: 31.12.9999

Either accept the proposed date, which will be 2 business days from data entry, or select a new “valid

from date” by clicking the selection options button (

Vaid From: [19.11.2019 [

20. Once your request is completed, you wil receive an email confirming your banking details

Repeat Accg 44 ¢ November2019 » M update

Mo Tu We Th Fr Sa Su
Currency: | 44 1 2 3 |tes Dolar
45 4 5 6 7 8 9 10
Begin Date: |46 11 12 13 14 [15] 18 17
EndDate: |47 18118i20 21 22 23 24
48 25 26 27 28 20 30

Validity

Valid From:

4 BACK

49
19.11.2019

Please note that only a date later than the date proposed can be selected. In case the “Additional Payroll
Bank (Other Bank)” is modified or entered, the valid from date must be on the first day of a future
month.

Click on the “Next” button () to submit the request for review:

Fill out Form Bank Details Update Form

» e J2 s ——q

Fill Out Form Review and Send

Next b Save Draft
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The following screen shows an example of a successfully validated request. Messages displayed with a
yellow triangle (¥%) are warning messages for information:

Review Form Bank Details Update Form
71\ This entry deletes a record
Drsplay Mess3age Log
1

» 2

FEOuFom  Reviewand Send

[« Previous ] [Send 3]

Attachments )
Main Payroll Bank 0
Payes: W Tosl Please enter a vaid 9-digt AB) for bank
In the "Bank Key" field. Enter your account number, as shown in your check book and your bank
Country. Usa xlakmtnl vevem entry for ve fication. Enter “01” in Bank Control Key if £ is a checking account and
Bank Key. 021000021 BANK, NA e ‘system, which wil be

Zbestvans oy o Gt are. 1 you ave s Gl S0 your bmnq detais, please ask your
Bank Control Key: (01 ank for help.) If you have any issues, ple
Cashier's Office at unhq-cashier. w:eem org, at +1212 963 2049 or v he Coshiats Ofce
Account Number. 12345678 between 9AM and SPM at $-20. Once ‘completed

‘your banking detals update.

Currency USO ] Unded States Dotar
Begn Date: 19112019
€nd Date 31129999

Validity
Vald From: [19.11.2019

The following screen shows an example of an un-successfully validated request. Messages displayed
with a red exclamation mark (@) are error messages that need to be corrected:

Fill out Form Bank Details Update Form

ekt 12356789 and 12345675,
™ enty deetes a record

Display Message Log

- T 7] B—a

FilOutForm  Review and Send

(i) | [Savedran]

The relevant entry steps need to be repeated and the request can subsequently be re-submitted as
described above. In this example the account number needs to be re-entered as per Step 2d above.
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In the event that the request has been successfully validated the form progresses to step 2 “Review and
Send”:

Review Form Bank Details Update Form
7K Tis entry deletes a record
Desplay Message Log

1 2

" | 4

FEOuFom | Review and Send

[ Previous | [Send 3]

All relevant fields are displayed for review:

Review Form Bank Details Update Form
715 This entry deletes a record

Display Message Log

» 1 z —
FAOWFom  Review and Send
[Send 3]
Attachments
Main Payroll Bank B
payee A Please enter a vald 9-Gg ABA routing number for ACH direct Geposiinto your account with your bank
I he “Bark Key" ikl Ente your account number, a3 shown i your check book and your bank
Country USA statement repeat enty for verficaton. Enter “D1" in Bank Contrl Key f & a checing account and
orueisa ot The vakty date ystem, which wl
- 2100002 PUOR NA
Sank Koy « 1 JGANGHASE BANCN, 2 business days from data entry. (f you have any doubt about your banking detalls, please ask your
FR— Dank for help ) fyou have any issues, pease refer 1 the broadcasied Job ads, you may contact
Cashiers Office at unha-cashier-office@un org, at +1 212 963 2049 or vst the Cashier's Office
Accountumber. (1245678 between SAM and SPM at 5-20. Once your you wilrecewve
Your banking detats update
Currency USD | Unted States Dotar
Begn Date 19112019
End Date 31120999
Validity

Vakd From (19112019

s ([Prevons]

Depending, whether the review is successful, click on “Previous ) to make corrections or

“Send” ( ) to submit the form.
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After completing step 2, the form moves to step 3 “Confirmation”:

Step Completed
_n_/_f Data sent (process reference number: 000000323465)
Display Message Log

I» 3

-4

Fill Out Form eview and Se Confirmation

4, Previous | | Next »

Please take note of the process reference number, in this example:

Data sent (precess reference number: 000000328465)

In the event of a system issue this number will be helpful for the support team.

Upon completion of the request an email will be sent to the email address given for communications:

7 Workflow System
Bank details update request approved
To: H. Test

Dear Staff Member,

This is to inform you that your request to update the following Bank details is approved:

Payee : H. Test

Bank Country :US

Bank Key 1021000021

Bank Control Key :01

Bank Name : JPMORGAN CHASE BANK, N.A.
SWIFT Code : CHASUSB33XXX

Account Number  : ****5678

IBAN :

Currency :USD

Valid From :19.11.2019

If the request to add or update your banking details was made by you, then no further action is required. Your banking details have
been added or updated.

However, if you did not make the request, please help us protect your banking details from potential fraudulent usage by contacting
us immediately at unhg-cashier-office @un.org

Sincerely,

Treasury Cashier team.

If at this point in time any issue is noticed, please contact the email given or refer to the “How to Get
Help” section below.

Please note that the banking details are automatically approved, but UNHQ Treasury reserves the right
to reject the request in case of incorrectly entered bank details.
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How to Add a New Bank Account Type in ESS

Please follow steps 1a to 2a in the Section “How to Display Banking Details in ESS” to access the
overview of bank accounts screen:

mija Seweh Q- | Veepotahs) | g
T o - ——— Wekame W1HRE 503 HathRESS
P —

Overview
Employee Self-Service SM > Overview Full Screen || Opions

Attachments =)
As pe the polcy of STLAK001/1 o the currancy of payment_infernaional staff members can ba paid in two currencies, one of their choice and the currenc) "y of the duty station, except New York. members are p:
Bank Information i
& B3

Click on the relevant button to add the desired account type. In the following example bank accounts of
type “Travel Expense Bank” and “Education Grant Bank” have not been created yet:

Attachments

As ner the nolicy of ST/ AU2001/1 on the currency of navment_internatinnal staff members can he paid in two currencies,
Bank Information
[ Travel Expense Bank (Optional) [ % Education Grant Bank (Optional)

Then follow steps 2 to 5 in the Section “How to Modify an Existing Bank Record in ESS“.
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How to Expire a Bank Account in ESS

Please note that this option is not available on the “Main Bank”, as this account type is mandatory and
can only be edited (see the bank account types in the Overview section).

Please follow steps 1a to 2a in the Section “How to Display Banking Details in ESS” to locate the account
for expiration.

To expire the bank account details, please select the expire icon (ﬂ ) next to the banking details on the
overview screen:

Education Grant Bank (Optional) 5
Payee: ATest 6 P &F

Bank Name: JPMORGAN CHASE BANK, N.A.

Bank Key: 021000021

Bank Account:  ***** 1173

Payment Method: P - Bnk transfer (ACH PPD)

Valid from: 01/NOV/2019

Valid to: 31/DEC /9999

The bank details are displayed with only the expiry date in edit mode. The following screen shows an
example:

Travel Expense Bank (Optional) E
Payee: ATest Please enter a valid 9-digit ABA routing number for ACH direct deposit into your account with your
bank in the "Bank Key" field. Enter your account number, as shown in your check book and your bank
Country: USA statement, repeat entry for verification. Enter "01" in Bank Control Key if it is a checking account and
Bank Key: 021000021 JPMORGAN CHASE BANK, N.A. CHASUS33 "02" if it is a savings account. The validity date is automatically determined by the system, which will
be 2 business days from data entry. (If you have any doubt about your banking details, please ask
Bank Control Key: |01 your bank for help.) If you have any issues, please refer to the broadcasted Job aids, you may contact

Cashier's Office at unhg-cashier-office@un.org, at +1 212 963 2949 or visit the Cashier’s Office
between 9AM and 5PM at S-20. Once your request is completed, you will receive an email confirming
your banking details update.

Account Number: 123

Currency: usD United States Dollar
Begin Date: 17.10.2019

End Date: 31.12.9999

Validity

Expire as of COB: | s}

Please select the expiry date

Validity
Expire as of COB:
4¢ 4« November2019 » »

Mo Tu We Th Fr Sa Su
44 1123
45 4 5 6 7 8 9 10
46 11 12 13 14 15 16 17
47 18 19 21 22 23 24
48 25 26 27 28 29 30
49

Then follow steps 3 to 5 in the section “How to Modify an Existing Bank Record in ESS”.
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How to Get Help

Please review the following frequently asked questions before contacting the support.

1. What is my ABA Routing Number (US Bank Accounts only)?

The ABA routing number is used to identify your bank in the United States. Please contact your bank, if
you are in doubt. The ABA number can be different for electronic payments and for cheque payments.
Please specifically ask your bank for the ABA number for ACH payments.

Commonly used ABA numbers include:
UNFCU: 226078609
CHASE: 021000021

2. Can | enter banking data during the payroll lock?

In Umoja it is not possible to modify banking data during the payroll lock. Please refer to the Broadcast
email announcing the payroll lock schedule for your relevant payroll area.

If you have any issues you may contact Cashier’s Office at unhg-cashier-office@un.org, at +1 212 963
2949 or visit the Cashier’s Office between 9AM and 5PM at S-20.

You may also raise an iNeed ticket via Unite self-service.
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