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1 Reports Training

New Content The videos below provide explanations of concepts key to understanding 
and making use of your Display Role access in Umoja to run reports.

Introduction

Topic Description

HR Display Role 
Overview

What can users with HR Display Role access view in 
Umoja? 4 mins 18 secs

Logging In to Umoja How to log in to Umoja through the Citrix client. 1 min 10 secs

Using T-Codes How to use T-Codes to access Infotypes and 
Infogroups, including basic navigation 4 mins 51 secs

View Information Using Reports

Topic Description

Running Reports How to run reports and export to Excel. 3 mins 21 secs

Creating a Report Variant How to create a customized version of a report for 
reuse. 0 mins 47 secs

Using Execute in 
Background

How to run reports in background to prevent time 
out errors. 1 min 27 secs
OHRM.Umoja.HR.TimeManagement
13 November 2017
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2 About Reports

Umoja provides a number of pre-defined reports which can easily be run by 
users with appropriate access. 

This job aid covers the procedures to run some of the Human Resources and 
Organizational Management reports most frequently used by HR Partners. 

2.1 Running Reports

You run reports either by entering the report’s T-Code in the Command text 
box, or by navigating the menu tree and selecting the appropriate report.

Each report has its own set of parameters which are defined at the time of 
running the report. The parameters allow you to limit the scope of the report 
so a focused result list is returned.

Parameter settings for a report can be saved for repeated use in the future, 
saving you the time of resetting the parameters each time you use the report. 
The version of the report saved with parameter settings is called a report 
variant. 

The variant saves only the parameter settings. Each time you run the variant, 
the current records matching those values will be returned as an unique 
results list.

2.1.1 Creating a
Report Variant

Use this procedure to create and save a report variant which you can use for 
repeated execution of the report in the future.

Scenario

A report variant will be set up to run a Budgetary Vacancy report for DPKO.

Procedure

1. To create a report variant, access the report using the menu path or 
transaction code.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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SAP Easy Access

2.
Click  after typing the report T-Code in the Command text box. 
[Scenario: zomreport1]

Organizational Management Report
4T i m e  M o n i t o r i n g G u i d e
OHRM.Umoja.HR.TimeManagement
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3. Enter or select values for the report parameters that you want to save 
as defaults for this variant of the report.

In this scenario, the variant will be set up to run a Budgetary Vacancy 
Report for DPKO.

· Select or enter the org unit in the Object ID text box. [Scenario 
20002460 for DPKO]

· Click  to select the Budetary 
Vacancy Report option.

Organizational Management Report

4.
Click  to save the variant.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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2.1.2 Running a Report
Variant

Use this procedure to use a report variant previously created.

Variant Attributes

5. To complete the process of creating a variant, you must provide a 
name and description. Use meaningful names and descriptions to 
help you remember the purpose of each variant.

· Enter a name in the Variant Name text box. [Scenario: 
BudVacantDPKO]

· Enter a description in the Description Text box. [Scenario: 
Budetary Vacant for DPKO]

Click  to save.
6T i m e  M o n i t o r i n g G u i d e
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access

2. Enter the T-Code for the report you want to run [Scenario: 

zomreport1], then click .
OHRM.Umoja.HR.TimeManagement
13 November 2017
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Organizational Management Report

3.
Click  to display the list of saved variants.
8T i m e  M o n i t o r i n g G u i d e
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ABAP: Variant Directory of Program 
ZPA_PR_ORG_MANAGEMENT_E

4.
Select the variant you want to use. [Scenario: ]

5.
Click  to confirm selection.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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Organizational Management Report

6. The report variant opens with all the preset values for the parameters. 
In this scenario, in addition to the default values for Plan version, and 
Object type, the variant values for Object ID and Budetary Vacancy 
Report are also set.

You may now either run the report as specified, or make any changes 
to these values as per the normal instructions for the report prior to 
running.

In this scenario,  is clicked to run the report as is.
10T i m e  M o n i t o r i n g G u i d e
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2.1.3 Execute a Report
In the Background

Some reports take a long time and a lot of processing power to execute using 
the normal procedure. These reports may even fail to run if they take too long.

New Content You can avoid these problems by choosing to execute the report in the 
background.

Organizational Management Report

7.
Click  to return to the SAP Easy Access screen.

Procedure

1. Start the transaction using the menu path or transaction code.

Set up the report parameters and layout as per your needs.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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Organizational Management Report

2.
Click .

3.
Then  to run the report in the 
background.

Background Print Parameters
12T i m e  M o n i t o r i n g G u i d e
OHRM.Umoja.HR.TimeManagement
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4. Leave the default values on the Background Print Parameters screen 

and click .

Start Time

5. You can schedule the report to run on a specified schedule, or simply 

click  for the report to run now.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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Start Time

6.
Click  to sav these settings and run the report in the background.
14T i m e  M o n i t o r i n g G u i d e
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Organizational Management Report

7.
To access the report results, click .

8.
Then .

Job Overview

9. When the report execution is completed, you will see Finished in the 
Status column.

Double-click  for the report you want to view.
OHRM.Umoja.HR.TimeManagement
13 November 2017
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Output Controller: List of Spool Requests

10. Click  to view the report details.

Graphical display of spool request 267104 in system T1E

11. You can now work with the report online, print the report, or export to 
Excel following the normal procedures.
16T i m e  M o n i t o r i n g G u i d e
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3 HR Reports

Umoja provides a number of pre-defined HR reports which can easily be run 
by users with appropriate access. The HR Partner All role has access to run the 
following HR reports documented in this job aid:

Report T-Code Description

Personnel Administration - Contracts

Appointment 
Expiring List ZPA_CONTEXP

This report uses a number of parameters that 
allow it to be used for multiple purposes (e.g., 
it can be run for both Fixed-Term and 
Temporary appointments).

Long Service 
Step List ZPA_LONG_ELIG

This report generates a list of staff members 
who are eligible for the Long Service Step 
increment.

Entitlements

Dependants 
Report ZHR_DEPENDANTS

This report can be used to generate a list of 
staff members who have children who:
• will turn 18 by a given date
• will turn 21 by a given date
• are in receipt of a Government Grant 
• are Disabled 
• are in full-time Educational Attendance 
• are Financially Dependant, or
• any combination of the above.

Education 
Grant 
Advance 
Recovery

ZPA_EDUCATIONRECO
VERIES

Use this report to generate a list of staff 
members with education grant advances 
scheduled for recovery.

Rental 
Subsidy 
Monitoring 

ZEN_ENT_MONITORING

Use this procedure to generate Entitlements 
Monitoring Report for self-certified cases. This 
action should be completed after you have 
initiated rental subsidy entitlement monitoring, 
as a means to track staff member 
compliance.

Separation

Staff 
Approaching 
Retirement 
Age

ZPA_RETIRING Generates a list of staff members 
approaching retirement age.
OHRM.Umoja.HR.ECCReports
13 November 2017
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3.1 Running Reports

You run reports either by entering the report’s T-Code in the Command text 
box, or by navigating the menu tree and selecting the appropriate report.

Each report documented below uses a set of parameters to meet the need 
of the scenario stated at beginning of each report. Other parameter settings 
are possible, and you should use settings other than those shown here if your 
reporting needs are different from those stated in the scenario.

3.2 Personnel Administration - Contracts 

Use the following procedures to run a(n):

• 3.2.1 Appointment Expiring List - Fixed Term

• 3.2.2 Appointment Expiring List - Temporary

• 3.2.3 Long-Service Step List

3.2.1 Appointment 
Expiring List - Fixed 
Term

This report uses a number of parameters that allow it to be used for multiple 
purposes (e.g., it can be run for both Fixed-Term and Temporary 
appointments).

Scenario

A report is needed listing all Fixed-Term appointments that will expire 6 months 
from now.

Procedure

1. Start the transaction using the menu path or transaction code.
18E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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SAP Easy Access  -  User menu for Sheryl Ann Medina  - 
\\Remote

2.
Click  after typing ZPA_CONTEXP in the command text box.

Appointment Expiring List - \\Remote

3. From the Reporting Period dropdown, select the period for which you 
want to run the report. [Scenario: Click .]
OHRM.Umoja.HR.ECCReports
13 November 2017
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Reporting Period options are:

· Today
· Key Date
· All
· Other Period
· Current Month
· Current Year
· Past (until today)
· Future (as of today)
· Current Payroll Period
· Other Payroll Period

Appointment Expiring List - \\Remote

4.
Click  to see the list of options for Employment Status.

5. Select  to limit the report to currently active staff 
members.
20E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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Employment Status (1)    4 Entries 
found - \\Remote

6.
Click  to confirm the selection.

Appointment Expiring List - \\Remote

7. Enter (or search for) the country code in the Personnel area text box. 
[SCENARIO: US00]
OHRM.Umoja.HR.ECCReports
13 November 2017
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Appointment Expiring List - \\Remote

8. Enter the duty station code in the Personnel subarea text box. 
[SCENARIO: US00]

Appointment Expiring List - \\Remote
22E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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9.
Click  to see the list of options for Employee group.

10. Select the Employee group that you want to monitor. 
[SCENARIO: ]

Employee Group (1)   12 Entries 
found - \\Remote

11.
Click  to proceed.
OHRM.Umoja.HR.ECCReports
13 November 2017
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Appointment Expiring List - \\Remote

12.
Click  to see the list of options for Employee subgroup.

13. Select the appropriate Employee subgroup that you want to monitor. 
[SCENARIO: ]

Employee Subgroup (1)    5 Entries 
found - \\Remote
24E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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14.
Click  to confirm selection.

Appointment Expiring List - \\Remote

15.
Click  to see the list of Contract Types.

16. Select the appropriate Contract Type that you want to monitor. 
[SCENARIO: ]

To run the report for temporary appointments, select 04 Temporary.
OHRM.Umoja.HR.ECCReports
13 November 2017

25E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d



ECC Reports for HR Partners in Umoja Job Aid Department of Management
HR Reports Office of Human Resources Management
Contract Type (1)   15 Entries 
found - \\Remote

17.
Click  to confirm selection.
26E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
OHRM.Umoja.HR.ECCReports

13 November 2017



ECC Reports for HR Partners in Umoja Job Aid Department of Management
HR Reports Office of Human Resources Management
Appointment Expiring List - \\Remote

18. You can specify the appointment expiration range you want to 
include in the report. For a single point in the future, for example, six 
months from now, enter the same number in the Months before exp. 
apt. text box and the to text box. [Scenario: 6 months]

For a broader range, for example 4 to 7 months from now, enter these 
values in the the Months before exp. apt. text box and the to text box.

Click  to run the report.

19. The system generates a list of staff members whose appointments will 
expire in the specified range. [Scenario: 6 months]
OHRM.Umoja.HR.ECCReports
13 November 2017
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Appointment Expiring List - \\Remote

20.
You can save this report as an excel file by clicking . Once you 
have the excel file, you can easily filter values or hide fields that are 
not necessary.

21.
Click .

Save list in file... - \\Remote

22.
Click  to confirm selection.
28E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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3.2.2 Appointment 
Expiring List - 
Temporary

See instructions for running this report found in the procedures section of the 
Fixed-Term Appointment Renewal chapter in this job aid.

Appointment Expiring List - \\Remote

23. Select a Directory on your computer to save the file. Enter a file 

name, then click .

Appointment Expiring List - \\Remote

24.
Click  to return to the SAP Easy Access screen.
OHRM.Umoja.HR.ECCReports
13 November 2017
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3.2.3 Long-Service 
Step List

Use this report to generate a list of staff members who are eligible for the Long Service 
Step increment.

Scenario

A report is needed listing all DPKO staff members who are eligible for the Long 
Service Step increment.

Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access  -  User menu for Sheryl Ann Medina

2.
Click  after typing ZPA_LONG_ELIG in the command text box.
30E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
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Staff Due to Receive Long Service Step

3. From the Reporting Period dropdown, select the period for which you 
want to run the report. [SCENARIO: "Other Period]
OHRM.Umoja.HR.ECCReports
13 November 2017
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This report has to be generated on a quarterly basis.

Reporting Period options are:

· Today – used to filter the records by today's date. The 
system will display staff members eligible to received long 
service step as of today.

· Key Date - used to filter the records by the date you 
entered. For example, if you enter 01.04.2016 as the key 
date the system will display  staff members eligible to 
receive long service step on 01.04.2016.

· All – used to display a list of all staff who are eligible to 
receive long service step from 01.01.1800 through 
31.12.9999.

· Other Period - used to filter the records by the date range 
you entered. For example, if you enter  01.04.2016 - 
30.04.2016 the system will display a list of staff who are 
eligible to received long service step between 01.04.2016 
through 30.06.2016.

· Current Month – used to filter the records by the current 
month.  The system will display a list of staff who are 
eligible to receive long service step in the current month.

· Current Year – used to filter the records by the current 
year.  The system will display a list of staff who are eligible 
to receive long service step in the current year.

· Past (until today) – used to filter the records from the 
Umoja deployment date to the current date. The system 
will display a list of staff who are eligible to receive long 
service step from 01.01.1800 up to the today's date.

· Future (as of today) – used to filter the records by the 
current date and future dates. The system will display a list 
of staff who are eligible to receive long service step as of 
the current date and beyond.

· Current Payroll Period - used to filter the records by the 
current payroll period. The system will display a list of staff 
who are eligible to receive long service step for the 
current payroll period.

· Other Payroll Period - used to filter the records a payroll 
period specified by providing a month and year (past or 
future). The system will display a list of staff who are eligible 
to receive long service step for the specified payroll 
period.
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4. Enter a date range. [Scenario: start date: 01.04.2016 and end date: 
30.06.2016]

5. Locate the Organizational Structure that you want to run a report.

Click  to display the list of organizational units.

Choose Organizational unit

6. Locate the organizational unit. [Scenario: UNCS O 20000001]

Locate the department, mission or office that you want to run a 
report. Click  to expand and view the Sub-Organizational Units. 
[Scenario: UNS]
OHRM.Umoja.HR.ECCReports
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Choose Organizational unit

7. Select the department by placing a checkmark next to its name. 
[Scenario: DPKO]

8. Click to display the offices associated with the selected 
department.

9. Select the offices you want to run a report. If you want to run a report 

for all the offices click on to select ALL offices. However, you may 
also just click on one office or more.

10.
Click  to proceed.
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11. Select one or more Selection Criteria, if you do not see the 

parameters you want, click  or press F2 on your keyboard.

Choose Selection Fields
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12. Scroll through the list and find the field that you need to use in running 

this report. Click  (grey box) to select the field that you want to 
use.

Choose Selection Fields

13.
Click  to move the chosen field to the Selection field section.
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Choose Selection Fields

14.
Select the option in the Selection options section and click on  . 
You will notice that the field you selected [SCENARIO: Payroll area] is 

now under the Selection fields section. Click  to continue.
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15. If you know the country code, enter it in the Personnel area text box. 

Otherwise, click  to search.
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Personnel Area (1)  195 Entries found

16. Scroll down the list and select the applicable country code. 
[SCENARIO: US00 United States of America]

17.
Click  to proceed.

18.
Click  to select the Personnel subarea. [Scenario: US00]
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19.
Click  to see the list of employee group codes.

Employee Group (1)   12 Entries found

20. Select the Employee Group. [SCENARIO: Local Staff]

21.
Click  to confirm your selection.
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22.
Click  to see the list of employee subgroup codes.

Employee Subgroup (1)    6 Entries found

23. Select the applicable Employee Subgroup. [SCENARIO: GS General 
Service]

24.
Click  to proceed.
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25.
Click  to run the report.

Eligible Long-Service Step is defaulted to Y (YES). This means that 
the system will pick those staff members who meet the eligibility 
criteria.

Staff Due to Receive Long Service Step

26. Review the eligibility date reflected. The eligibility date is the effective 
date of the grant of the long-service step. Kindly make sure that the 
staff member has at least twenty continuous or cumulative years of 
service and has served five years at the top step of the current grade. 
Kindly ensure that the staff member meets the criteria for granting the 
long-service step.
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A report is generated with a list of staff members who are eligible 
to receive long service step increment. The generated report has 
the following information:

· Staff member's index number - displays the staff member's 
Personnel No.

· Name - two columns displaying the staff member's first 
and last name.

· Longevity step eligibility - displays whether the staff 
member is eligible for the Longevity step, Y - YES and N - 
NO.

· Eligibility date - displays the date the staff member will 
become eligible for the Longevity step.

· Category, grade - displays the staff member's category 
and grade .

· Lv - displays the staff member's level.
· UNS EOD - displays the staff member's Entry of Duty in the 

UN Secretariat.
· Employee subgroup  - displays the staff member's 

Subgroup type, e.g. General Service.
· Appointment type - displays the staff member's 

appointment type, e.g. Permanent, Fixed-Term, etc.
· Appointment expiration date - displays the date the staff 

member's appointment will expire.
· Appointment termination date  - displays the date the 

staff member's appointment will expire.
· Appointment status - displays the staff member's type of 

appointment, (Language, Geographical, etc.)
· Date of birth - displays the staff members date of birth.
· Retirement date - displays the date of the staff member's 

mandatory age of separation.

Staff Due to Receive Long Service Step

27.
Click  to scroll to the right and see the remaining columns.
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The remaining columns are:

· Position - displays the position number.
· Functional title - displays the staff member's functional title.
· Personnel area and subarea - two columns that display 

the staff member's personnel area and subarea.
· Organizational unit - displays the staff members 

organizational unit.

28.
Click  to print preview.

Staff Due to Receive Long Service Step

29. You can save this report as an excel file by clicking 
List Export Spreadsheet and follow the on screen instructions to 
save the spreadsheet.

Staff Due to Receive Long Service Step

30.
Click  to return to the SAP Easy Access screen.
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3.3 Entitlements

Use the following procedures to run a(n):

• 3.3.1 Dependants Report

• 3.3.2 Education Grant Advance Recovery

• 3.3.3 Rental Subsidy Monitoring Report

3.3.1 Dependants 
Report

This report can be used to generate a list of staff members who have children 
who:

• will turn 18 by a given date

• will turn 21 by a given date

• are in receipt of a Government Grant 

• are Disabled 

• are in full-time Educational Attendance 

• are Financially Dependant, or

• any combination of the above.

Scenario

The HR Partner runs a report to identify the children who will turn 21 in the next 
month (01.04.2016). For each child on this list, a personnel action must be 
executed to discontinue the dependency benefit. 

Even though the Umoja will stop making payments for children at age 21, the 
HR Partner must monitor these cases to ensure that the discontinuation of 
dependency PA is executed

Procedure

1. Start the transaction using the menu path or transaction code.
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SAP Easy Access  -  User menu for Sheryl Ann Medina

2.
Click  after typing ZHR_DEPENDANTS in the command text box.

HR Dependants Report

3. From the Reporting Period dropdown, select the period for which you 
want to run the report. [SCENARIO: ].

Reporting Period options are:

· Key Date: used to filter the records by the date you 
entered. For example, if you enter 01.04.2016 as the key 
date and select Children Turning 18 under Selection 
Options, the system will display children who are turning 18 
years of age on 01.04.2016.

· Other Period: used to filter the records by the date range 
you entered. For example, if you enter 01.04.2016 - 
30.04.2016 and select Children Turning 21 under Selection 
Options, the system will display the children who are 
turning 21 years of age between 01.04.2016 through 
30.06.2016.
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4. Enter a date range. [Scenario: start date: 01.04.2016 and end date: 
30.04.2016]

5. Locate the Organizational Structure that you want to run a report. 

Click  to display the list of organizational units.

Choose Organizational unit

6. Locate the organizational unit. [Scenario: UNCS O 20000001]

Locate the department, mission or office that you want to run a 
report. Click  to expand and view the Sub-Organizational Units. 
[Scenario: UNS]
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Choose Organizational unit

7. Select the department by placing a checkmark next to its name. 
[Scenario: OCHA]

8.
Click   to display the offices associated with the selected 
department.

9. Select the offices you want to run a report for. If you want to run a 

report for all the offices click  to select ALL offices. However, you 
may also just click on one office or more.

10.
Click  to proceed.
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HR Dependants Report

11. Select one or more Selection Criteria, if you do not see the 

parameters you want, click    or press F2 on your keyboard.

In this scenario, we will not add any additional Selection Criteria.

HR Dependants Report

12. Select one or more Selection Options. For example, you can also click 
on a combination of options. For example, you can select children 
turning 21 who are financially dependant or in full educational 
attendance. [Scenario: Children Turning 21]
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Selection Options are:

· Children Turning 18- used to display children who will turn 
18.

· Children Turning 21- used to display children who will turn 
age 21.

· Government Grant Amount exists- used to display children 
who are in receipt of government assistance. 

· Disabled- used to display children recorded as disabled in 
the system.

· Educational Attendance - used to display children who 
are in full-time school attendance.

· Financially Dependant - used to display children who are 
financially dependent.

13.
Click  to run the report.

In this scenario we will run a report to see a list of staff members 
with children turning age 21 as of the data selection period 
entered.  As you can see the child/ren turned 21 on 07.04.2016. 
Please note that though the system automatically stops the 
payment of the dependency allowance when the child turns 21, 
it is the HR Partner's responsibility to run this report, review the list 
and take the appropriate action to reflect the discontinuance of 
dependency allowance in the system.

HR Dependants Report
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14. The first 11 columns contain staff member information such as their 
Personnel No., Name, Duty Station, etc. The second column indicates 
the number of dependents that meet the selected criteria. Each 
dependent will appear on a separate line. In the example above, the 
staff member has two dependent children that will be turning 21 and 
it is indicated in the Dependant column (column #2) by the numbers 
01 and 02.

Scroll through the list to locate the staff member.

15.
Click  to scroll to the right and see the remaining columns.

HR Dependants Report
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16. The next six (6) columns provide general information about the 
dependant such as their name, date of birth, country of birth, etc.

Locate the dependant information.

The last eight (8) columns provide detailed information about the 
dependant. These are the fields that should be reviewed by the HR 
Partner when conducting the review. Since we did not indicate any 
other selection criteria other than children over the age of 21, we see 
all possible scenarios with respect to the disabled, educational 
attendance and financially dependent information.

· Disabled - an "X" will appear in this column for  child/ren 
recognized by Medical Services as disabled.

· Age at end of Period - the age that the child/ren will be at the 
end of the selected period appears in this column.  

· In Receipt of Allowance Since - the date the staff member 
started receiving the allowance for the child/ren.

· Amount, Currency, and Wage Type - If the child is in receipt of 
government assistance, the amount and currency in which 
the government assistance is paid, and the wage type (1430/
Gov't Assistance for Child, or 1431 AT (Austria) Assistance for 
Child) will be shown in these columns.

· Education Attendance - if an  "X" appears in this column if the 
child is in full-time educational attendance. If the field is 
blank, it means that the staff member will stop receiving 
dependency allowance in respect of that child as soon as the 
child turns 18. This column should appear checked only if the 
child is between the ages of 18 and 21.

· Financially Dependent - an "X" will appear in thiscolumn if the 
child is financially dependent.

Please be reminded that for children between ages 18-21, the 
financially dependent and educational attendance indicators 
must be both selected in IT0021 in order for the staff member to 
receive the dependency allowance.  

For children in this age range, and upon receipt of the certificate 
of full-time school attendance from the staff member, the HR 
Partner has to modify the child's record in IT0021 if they continue 
to be eligible for dependency.
52E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
OHRM.Umoja.HR.ECCReports

13 November 2017



ECC Reports for HR Partners in Umoja Job Aid Department of Management
HR Reports Office of Human Resources Management
3.3.2 Education Grant 
Advance Recovery

Use this procedure to generate a list of staff members with education grant 
advances scheduled for recovery.

It is essential that this report is run every month to identify the staff members 
that will have EG recoveries in the next payroll. This allows you to review this 
list against applications that have been received and identify those that 
need to have the recovery postponed.

Note: This report returns a list of all EG advances scheduled for 
recovery in a specified time period. This list will include EG 
advances which have already been settled during the time 
period selected. An enhancement is currently under 
development to allow the possibility of excluding these 
records. Until this is in production, you must verify the status of 
the EG Settlement in infotype IT0965.

Scenario

The HR Partner needs to run a report listing DPKO staff members stationed in 
New York with education grant advances due for recovery during the period 
1 September through 30 September 2016.

17. In our scenario, the HR Partner will use this list to execute the PAs for 
those children who are not disabled and need to have dependency 
discontinued.

Click  to return to SAP Easy Access screen.

Procedure

1. Start the transaction using the menu path or transaction code.
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SAP Easy Access

2.
Click  after typing ZPAEDUCATIONRECOVERS in the command text 
box.

Education Grant Advance Recovery

3. In the Period section, select the period for which you want to run the 

report. [Scenario: ]

4.
Click  to see the list of organizational units.
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Choose Organizational unit

5. Under the Organizational structure folder, go through the list and 
search for the department, mission or office that you want to run a 

report for. Click  to expand or view the sub org units. [Scenario: 
UNCS]
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Choose Organizational unit

6.
Click  to see the offices under the selected department.
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Choose Organizational unit

7. Scroll through the list and select the department that you are looking 

for. Click  to select. [SCENARIO: DPKO]
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Choose Organizational unit

8. You will notice that all the offices under DPKO are unchecked. When 

you click , offices under the selected department will be checked.
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Choose Organizational unit

9.
Click  to proceed.
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Education Grant Advance Recovery

10. If you need to use other parameters not shown under the Selection 

section, click .
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Choose Selection Fields

11. Click  to scroll through the list and find the field that you need in 
running the report.
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Choose Selection Fields

12.
Click  to select the field that you want to use. [Scenario: 
Organizational unit]
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Choose Selection Fields

13.
Click  to move the selected field to the Selection fields section.
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Choose Selection Fields

14. You will notice that the field you selected [Scenario: Organizational 
unit] is now listed under the Selection fields section. Click  to 
continue.
64E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d
OHRM.Umoja.HR.ECCReports

13 November 2017



ECC Reports for HR Partners in Umoja Job Aid Department of Management
HR Reports Office of Human Resources Management
Education Grant Advance Recovery

15. Now you see  under the Selection section. If you 
know the Organizational unit number, enter it in the Organizational 
unit text box. Otherwise, you may select the department or office as 
shown previously by clicking the Org. structure button.

For this report, we have already selected a department under the 
Org Structure folder button, thus, we will not enter a value in the 
Organizational unit text box.
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16. In this scenario, we only wanted to select DPKO staff member from NY 
so to make the duty station determination, we will specify it using the 
Personnel Area field.

If you know the country code, enter it in the Personnel area text box.
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17.
Otherwise, click  to see the list of personnel area codes.

Find

18. Enter the duty station you are looking for in the Find text box. 
[Scenario: united states]

Click  to search.
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Personnel Area (1)  195 Entries found

19. Select the duty station from the list. [Scenario: US00]

Click  to confirm selection.
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20. Enter for search for the Personnel subarea. [Scenario: US00]

When executing the Education Grant Advance Recovery Report in 
Umoja there is a Program Selection criteria section. The first selection 
criteria in this section is to determine whether the HR Partner will 
execute a report or send email notifications to staff members who 
meet the criteria filtered in the report.
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21. You can choose to generate the report, or notify staff members of 
the recovery date.

: This radio button is selected by default when the report is 
launched. The report, when executed, will return staff member results 
that meet the criteria the HR Partner has indicated in the report (e.g. 
staff member in a specific Personnel Area and Subarea, education 
grants scheduled for recovery within a specific period of time, etc.). 
This selection should be used to generate reports regarding EG 
Advance recovery. The reports generated in the system can be 
exported to Excel for further analysis.

: If the radio button for email notification is 
selected, when the selection criteria are executed, all staff members 
who meet the criteria that the HR Partner has indicated will receive 
an email notifying them of the date in which the recovery will take 
place. This can be a current or future date depending on the criteria 
selected by the HR Partner. Email notifications should be used to send 
a notification to an individual staff member (using the Personnel 
Number selection) or a group of staff members who have an 
impending education grant advance recovery that requires their 
immediate attention. As best practice, a report should be executed 
prior to the email notification selection to determine the number of 
emails to be sent and to ensure the emails are being sent to the 
correct individuals.

DO NOT select Email Notification when running this report to obtain a 
list of upcoming recoveries because, as indicated earlier, generated 
list will contain all staff members with recovery dates in the period you 
specified, including those whose claims have been settled (and the 
settlement date equals recovery date).
OHRM.Umoja.HR.ECCReports
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22. You can limit the report results to show records with a recovery date 
within a specific range.

Enter the beginning of the date range in the From text box [Scenario: 
01.09.2016] and the end of the date range in the to text box 
[Scenario: 30.09.2016]

Click  to run the report.
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23. The report shows the staff member's personnel number, last and first 
name, the organizational unit the staff member belongs to, the 
country and duty station.

EG effective date is the start date of the EG application or the start 
date of the school year while EG end date is the last day of the school 
year. The report also shows the name of the child.

Click  to see the right portion of the screen.

Education Grant Advance Recovery
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24. The report shows the advance amount received by the staff, when it 
was paid and the recovery date.

If the HR Partner has received the EG documents and will not be able 
to process and approve the EG settlement before the scheduled 
recovery date, the HR Partner has to do a PA30, go to infotype 0965 
and delay the recovery date for a month.  This will give the HR Partner 
enough time to process the staff member's EG claim.

Note: This report returns a list of all EG advances scheduled for 
recovery in the time period you entered above.  This list will include 
EG advances which have already been settled.  An enhancement is 
currently under development to allow the possibility of excluding 
these records.  Until this is in production, you must verify the status of 
the EG Settlement in infotype IT0965.

25.
Click  to view the print preview. From the print preview, you can 
export the report as an Excel file.

Education Grant Advance Recovery

26. Click List Export Spreadsheet... Ctrl+Shift+F7 menu item 

.
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Select Spreadsheet

27. Select the format to export. [Scenario: Excel (in MHTML Format)]

Click .
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Save As

28.

Click  to save the file to your pc desktop.
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Save As

29. Enter a name for the file in the File name text box.

Click  to save the file.
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30.
Click  to allow the system to create the file.

Education Grant Advance Recovery

31.
Click  to return to the SAP Easy Access screen.
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3.3.3 Rental Subsidy 
Monitoring Report

Full information on how to conduct the monitoring exercise is contained in the 
Rental Subsidy chapter of the Entitlements job aid.

Use this report to generate Entitlements Monitoring Report for self-certified 
cases. This action should be completed after you have initiated rental subsidy 
entitlement monitoring, as a means to track staff member compliance.

Scenario

After initiating rental subsidy monitoring 16 days ago, a monitoring report is 
needed to track the progress of staff member’s response to the document 
request.

3.4 Separation

3.4.1 Report: Staff 
Approaching 
Retirement Age

Use this report to generate a list of staff members approaching retirement 
age.

Scenario

An HR Partner in NY wants to see the list of staff in New York, Washington, 
Tampa and Miami who are approaching retirement age six months from 
now.

Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access
OHRM.Umoja.HR.ECCReports
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2.
Click  after typing ZPA_Retiring in the Command text box.

Staff Approaching Retirement Age

3. This report can be run using different selection criteria. For example 
you can search for a specific staff member or for staff in multiple or 
specific Personnel Areas (countries) and/or Subareas (duty stations).

In this example, a search will be constructed to find:

· Active staff members
· Stationed in the United States (Personnel Area)
· At duty stations in New York, Washington DC, Miami, and 

Tampa

Click  to display the list of options for Employee Status.
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Employment Status (2)    4 Entries found

4. This list shows all possible values for employment status, but for the 
purposes of this report, only Active is used.

Click  to select all active staff members.

5.
Click  to confirm selection.

Staff Approaching Retirement Age
OHRM.Umoja.HR.ECCReports
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6. In addition to using the options list to select a value for a search 
criteria field, you can also directly type in a value. 

To limit the search results to active staff members in the United States, 
type US00 in the Personnel area text box.

Staff Approaching Retirement Age

7. For Employment Status and Personnel area, single values were 

selected or entered. Click  to the right of a criteria field if you 
want to enter more than one value for the search. For example, this 
search will include multiple Personnel subareas (duty stations).
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Multiple Selection for Personnel subarea

8. On the Select Single Values tab, multiple individual values can be 
selected, one per line.

Click  to display the list of values.

Personnel Subarea (1)    4 Entries found

9.
Select a value, then click  to continue.
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Multiple Selection for Personnel subarea

10.
Click  the text box on the next line to add another value. Repeat 
the steps above to add as many additional values to the selection 
criteria.

Multiple Selection for Personnel subarea
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11.
When done adding values, click  to confirm selections and return 
to the report form.

Staff Approaching Retirement Age

12. The search results should be limited to a specific date range. 
[Scenario: from 01.01.2015 to 30.09.2015]

Although not specified in this example, you may also include values 
for Employee group (International, Local) and Employee subgroup 
(Values depend on selection for Employee group).

You can also specify that records for only specific departments are 
found by clicking OrgStructure and selecting the departments to 
include.

Click  to execute the report.
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Staff Approaching Retirement Age

13. You can click on a specific staff member and scroll to the right to see 
all their information, or you can click the "Details" button to review 
their information in a scrollable window.
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14.
Select a row, then click  to view the details for that staff member.
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Details

15.
Scroll down to view all the information, then click  to close the 
window.
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16. To export the report to Excel (or other file types) right-click any record, 

then click .

Select Spreadsheet
OHRM.Umoja.HR.ECCReports
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17.
Select Excel (in office 2007 XLSX Format) then click .

Save As

18. Select a location to save the file, enter a name for the file, then click 

.

Once in Excel, you can easily locate or sort information based on 
column content.  For example, you can use the Apt Type column 
to find records for Fixed Term, or Temporary appointments, etc.
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19.
Click  to allow the file to be saved.

Staff Approaching Retirement Age

20.
Once you have finished viewing the report in Umoja, click  to 
return to the report selection criteria page.

21.
Click  to return to the SAP Easy Access screen.
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4 Time Monitoring Reports

New Content The following reports can be used to monitor the accuracy of time recording 
in Umoja. 

• Display Time Statement: used to identify staff members who have 
uncertified monthly time statements

• Display Leave Requests Pending Approval: used to review any leave 
requests that have been initiated in the Employee Self-Service Portal and 
are pending a next-level approval by either the Time Manager, Medical 
Services or the HR Partner

• Display Absence Quota Information: used to determine what leave has 
been recorded as taken during a specified period of time

• Display Accrual of CTO and ND for a Given Staff Member and Date Range: 
used to display the accrual of hours on night differential, including those 
that are embedded as part of the work schedule which will not appear in 
IT2002 (Attendances)

4.1 Display Time Statement

Scenario

You have been asked to review the certification status of all monthly time 
statements for staff members in Advisory Committee on Administrative and 
Budgetary Questions (ACABQ).

4.1.1 Monitoring
Procedure

Procedure

1. Start the transaction using the menu path or transaction code.
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SAP Easy Access

2.
Click after typing ZTM_TIMESTMNT in the command text box.

Time Statement Monitoring

3.
Click  to open the Variant directory.

ABAP: Variant Directory of Program 
AQZZZHR_UG_UMOJAZTMQ_TIMESTMNT
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4. From the Variant Directory, select the variant for this report. [Scenario: 
MONTHLY T STMT - Monthly Time Statement monitor]

Variant options are:

· ANNUAL TIME ST - used to check the certification status of 
Annual Time Statement

· MONTHLY T STMT - used to check the certification status of 
monthly time statements

5.
Click  to select the variant.

Time Statement Monitoring

6. The Reporting Period in the Period section defaults to Other period, 
which enables you to search for the monthly statements issued during 
a definitive time frame (i.e. 01.06.2016 - 30.06.2016)

Select All to capture all the monthly time statements, whether 
certified or not, for an individual staff member.
OHRM.Umoja.HR.TimeManagement
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Reporting Period options are:

· Today – used to filter the records by today's date. The system will 
display staff members monthly time statements generated as of 
today.

· Key Date - used to filter the records by the date you entered. For 
example, if you enter 30.04.2016 as the key date the system will 
display staff members monthly time statements on 30.04.2016.

· All – used to display a list of all staff who submitted a monthly time 
statement from 01.01.1800 through 31.12.9999.
Other Period - used to filter the records by the date range you 
entered. For example, if you enter 01.04.2016 - 31.05.2016 the system 
will display the staff member's monthly time statements for the month 
of April and May.

· Current Month – used to filter the records by the current month. The 
system will display the staff member's monthly time statement for the 
current month.

· Current Year – used to filter the records by the current year. The 
system will display the staff member's monthly time statement for the 
current year.

· Past (until today) – used to filter the records by the past year to the 
current date. The system will display the staff member's monthly time 
statements from 01.01.1800 up to the today's date.

· Future (as of today) – used to filter the records by the current date 
and future dates. The system will display the staff member's monthly 
time statement as of the current date and beyond.

· Current Payroll Period - used to filter the records by the current payroll 
period. The system will display the staff member's monthly time 
statement for the current payroll period.

· Other Payroll Period - used to filter the records by the current payroll 
period. The system will display the staff member's monthly time 
statement for other payroll periods.
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Time Statement Monitoring

7.
Click  to open the selection Fields to add Organizational unit to the 
selection options.

Choose Selection Fields

8. Select Organizational unit, then click  to add to the Selection fields 
list.

9. Click  to confirm selection.
OHRM.Umoja.HR.TimeManagement
13 November 2017

97T i m e  M o n i t o r i n g G u i d e



Time Monitoring in Umoja Guide Department of Management
Time Monitoring Reports Office of Human Resources Management
Time Statement Monitoring

10. Enter the Organizational Unit code for Advisory Committee on 
Administrative and Budgetary Questions (ACABQ). [Scenario: 
20000222].

Notice that the Entitlement field under Program Selections has been 
pre-populated after selecting the Variant MONTHLY T STMT. No action 
is required in this portion.

11.
Click  to run the report.

Time Statement Monitoring

12. Based on the period and variant that was chosen (i.e. All, Monthly 
Time Statements), the system will generate a list of all available 
monthly time statements for the selected Organizational unit.
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The generated report has the following information:

· Index No.- displays the staff member's Personnel No.
· Name - two columns displaying the staff member's first 

and last name.
· Employee Group - displays the staff member's group, e.g. 

International Staff.
· ESgrp - displays the staff member's subgroup type, e.g. PR 

(Professional).
· Personnel Area and Personnel Subarea - two columns that 

display the staff member's duty station information, e.g. 
United States of America and  New York, respectively.

· Org Unit - two columns  displaying the staff member's 
organizational unit information (number and name).

· IT Start Date and IT End Date - two columns displaying the 
dates of the monthly time statements. 

Time Statement Monitoring
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13.
Click  to scroll to the right and see the remaining columns.

In this example, you will see that the staff member certified the time 
statements for the months November 2015 and December 2015. The 
staff member has not certified the time statements for the months 
January, February and March 2016.

The remaining columns are:

· Entitlement- The type of report selected, in this case TMMO, 
the Monthly Time Statement.

· Monitoring Initiated - when the monthly time statement was 
issued.

· Document submitted - when the staff member certified the 
monthly time statement.

· Monitoring Complete - when the staff member submitted the 
monthly time statement.

· Monitoring Follow-up - which statements are pending 
certification.

14.
Click  to print preview.

Time Statement Monitoring

15. You can save this report as an Excel file by clicking List-> Export-> 
Spreadsheet and follow the on screen instructions to save the 
spreadsheet.

16.
Click  multiple times until you exit the report screen and the Time 
Statement Monitoring filter screen appears.
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4.1.2 Monitoring
Analysis

If you have extracted the report for an Organizational unit for the period 
01.04.2016 - 30.03.2017 you have the data needed for the analysis.  

If there is a valid date in the Monitoring complete column, then the staff 
member has certified that Monthly Time Statement. 

Any rows that are empty or have 00.00.000 (determined by how you export 
the report to Excel) in the Monitoring complete date column show uncertified 
Monthly Time Statements. The HR Partner or Time Senior Administrator must 
follow up with the staff member to ensure certification. 

4.2 Display Leave Requests Pending Approval

Scenario

You have been asked to review all pending leave requests in ESS for Advisory 
Committee on Administrative and Budgetary Questions (ACABQ) as a whole, 
as well as for an individual staff member, personnel number: 20002312.

4.2.1 Monitoring
Procedure

Time Statement Monitoring

17.
Click  to return to the SAP Easy Access screen.

Procedure
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1. Start the transaction using the menu path or transaction code.

SAP Easy Access

2.
Click  after typing ZHRTMLEAVE in the Command text box.

Display Leave Requests (Database of Requests)

3. A standard variant called PENDING LEAVE has been created with 
specific parameters that will assist in extracting the relevant data. 
Click  to access the list of saved report variants.
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ABAP: Variant Directory of Program 
RPTARQDBVIEW

4. Select Pending Leave then click  to confirm selection.
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Display Leave Requests (Database of Requests)
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5. The variant PENDING LEAVE includes the following parameters:

Under the Period section, Other Period / Data Selection Period was 
chosen with the dates 01.01.1800 to 31.12.9999. This will include all 
requests of leave that have already passed as well as leave requests 
for future dates.

You may also customize the period by selecting the other options:

· Today - This will capture only those leave requests that are 
submitted today

· Up To Today - This will capture any leave requests that are 
pending approval from the Go Live date (i.e. 01.11.2015 for 
C4 entities) up to today

· Current Month - This will display any leave requests that are 
pending approval in the current month

· Current Year - This will display any leave requests that are 
pending approval in the current Year

· From Today - This will capture only those leave requests that 
are submitted today

In the Request Data portion / Document Status, the parameter SENT 
will be defaulted based on the variant chosen. This will generate all 
sent requests on the Employee Self-Service Portal, that are pending 
approval.
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Display Leave Requests (Database of Requests)

6. We must generate a report showing all leave requests sent by staff 
members in Advisory Committee on Administrative and Budgetary 
Questions (ACABQ), Department of Management (Organizational 
Unit code: 20000222), that require next-level approval on the Portal.

Enter 20000222 in the Organizational unit text box.

In the Request Data section, the Document Status field defaults to 
SENT, based on the variant that was chosen (i.e. PENDING LEAVE). If 
you need to review other statuses, replace SENT with the appropriate 
value such as REJECTED [See analysis below].

Click  to generate the report.
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Display Leave Requests (Database of Requests)

7. The resulting report lists all staff members whose leave requests are 
pending approval within the Organizational Unit that was chosen. 
You may scroll right or down to see additional columns and rows.

You may choose to export this list to a spreadsheet [i.e. Excel] for 
further analysis offline.  To do so, click  the Local File icon or press 
CTRL+SHIFT+F9. This will allow you to export the report results to an 
Excel file and save it to your computer.

You may also continue your analysis online using the following tools.  
Double-click on one of the rows to see additional details.

Desktop
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8. This view displays the details of the leave request, such as who 
initiated the request, who the next approvers are, etc.

To see the type of leave and dates that were requested, double-click 
on the item row in the bottom portion of the screen to further expand 
the details.

Display Leave Requests (Database of Requests)
108T i m e  M o n i t o r i n g G u i d e
OHRM.Umoja.HR.TimeManagement

13 November 2017



Time Monitoring in Umoja Guide Department of Management
Time Monitoring Reports Office of Human Resources Management
9. Immediately, you can see that this record falls under Infotype 2001 
Absences with Subtype 1100 Annual Leave. The dates requested by 
the staff member are also displayed (i.e. 24.10.2016 to 26.10.2016). 
Scroll down to see the rest of the information.

Display Leave Requests (Database of Requests)

10. This view also displays the total of days this request was for (i.e. Full-
day = X (Yes), Payroll days = 3).
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11.
To return to the previous view, click  three times to return to the 
parameter selection screen.

Display Leave Requests (Database of Requests)

12. It is also possible to create the report for an individual staff member or 
group of staff members.

Enter the staff member's personnel number in the Personnel Number 
text box. [Scenario: 20002312]

For a group of staff members, click  and enter the list of personnel 
numbers.

Click  to execute the report.
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4.2.2 Monitoring
Analysis

For SENT requests:

Run the report to display all pending leave requests. You must review each 
pending request and follow up with the staff members' approvers (time 
manager, HR Partner or Medical Services) to ensure that they will take the 
required actions.

For REJECTED requests:

Display Leave Requests (Database of Requests)

13. Based on the period and variant that was chosen (i.e. PENDING 
LEAVE), the system will generate a list of all leave requests created on 
the Self-Service Portal that require the next-level approval by either a 
Time Manager, Medical Services or HR Partner. 
Along with the staff member's identification, this initial display will 
show the request's initiator, owner, next responsible agent(s), the date 
when the record was last changed and by whom. You may scroll to 
the right of the screen to see the rest of the columns, which describe 
the document IDs.

Note that the next responsible agent can be one person in a group of 
responsible agents (i.e., one HR Partner from a group of HR Partners 
authorized to review the record).

To open a record, double click on an item row to see the details of 
the leave request.

Click  to return to the SAP Easy Access screen.
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Run the report again, replacing SENT with REJECTED in the Document Status 
field. 

In the event that the request is for certified sick leave, you must ensure that 
there is another absence type request in the system, which can be either 
uncertified sick leave or AL if the staff member has the necessary balance, or 
SLWOP or AL. If there isn't, follow up with the staff member and ask which of 
the these leave types have to be entered in the system. 

4.3 Display Absence Quota Information

Scenario

You have received a request to analyse the leave balances/quotas usage 
for staff members in Advisory Committee on Administrative and Budgetary 
Questions (ACABQ) to determine what leave has been taken in the current 
leave cycle.

4.3.1 Monitoring
Procedure

Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access

2.
Click  after typing PT_QTA10 in the Command text box.
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Display Absence Quota Information

3. Organizational unit is not part of the default Selection pane. You can 
either add Organizational unit to Selection, or use a report variant 
which has already added it.

Click  to locate the AL Balance 2017 report variant.

Find Variant

4. By default, the search will look for variants you have created in the 
past. To locate variants created by others, delete your username 
from the Created by text box, then click  to search all variants.
OHRM.Umoja.HR.TimeManagement
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ABAP: Variant Directory of Program RPTQTA10

5. Select the variant named AL BALANCE 201.

Click  to confirm selection.
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Display Absence Quota Information

6. To expedite running the report, values for the following fields are 
preset.

Other period: set for the 2016 - 2017 leave cycle

Employment status: set for 3 – Active

Note: Staff members who were active in the period will appear in the 
report, even if they have since separated from the organization.

As per this scenario, we would like to generate a report showing 
Annual Leave Quotas for the 2016 – 2017 leave cycle for staff 
members in the Advisory Committee on Administrative and 
Budgetary Questions (ACABQ), Department of Management 
Organizational Unit. The organizational unit is not set as part of the 
variant, so you can either search for the Organizational unit, or enter 
the code in the Organizational unit text box. [Scenario: Enter 
20000222]
OHRM.Umoja.HR.TimeManagement
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7. The Quota type is prefilled in this variant for Annual Leave. The full list 
of leave types includes:

· 01 – Annual Leave
· 02 – Sick leave with Full Pay
· 03 – Uncertified Sick Leave
· 04 – Sick Leave with Half Pay
· 05 – Compensatory Time Off
· 06 – Paternity Leave
· 07 – Compressed Reg Day off
· 08 – Floating Holiday
· 09 – Home Leave Points

Click  or press F8 to execute the report.

Display Absence Quota Information

8. The report lists staff members and the:

· selected entitlement quotas/accrual as of the selected 
dates,

· leave usage during the selected dates and
· quota balance as of the selected dates. 

Depending on the size of the organization, you may be able to 
conduct your analysis online, or you may need to export the report 
results. To export to Excel for further analysis, click on the Local File 
icon or press CTRL+SHIFT+F9. Follow the instructions to  save the 
exported results as an Excel file on your computer.
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4.3.2 Analysis Review the following items:

1. Staff members that have NOT taken annual leave in the 2016 - 2017 cycle. 

Reasons may include:

a. Staff members who were active during the cycle, but have been 
separated before the end of the year. 

Indications of this include: 

(i) Position id = '99999999' in the Display Absence Quota Information 
report and 

(ii) a difference between Entitlement and Rem on key date that does 
not match the days used [For example, the staff member has an 
entitlement of 60 days, has used 0 days but has 0 days remaining]. 

This can be quickly checked on the staff member’s Actions record to 
see if a Separation PA has been executed.

b. Staff members who have leave requests pending approval in the 
system. This can be checked by running the Display Leave Requests 
Pending Approval report as documented in this guide. Should the 
staff member have requests pending approval, please contact the 
staff member's time manager and request that they approve the 
requests.

If a staff member has not separated from the organization and does not 
have requests pending approval in the system, please contact the staff 
member's time manager to ensure that the staff member's actual 
absences are being recorded. 

Note: AL quotas will be automatically reset to the maximum 
entitlement appropriate to the appointment type as of 
01.04.2017. Staff members who retroactively post or have 
absences approved in 2016 and who have had their quotas 
reset to 60 or 18 days on 1 April will need to request a review 
of their balance through an iNeed service request. 

4.3.3 Resetting the
maximum annual

leave quota after 1
April

On 1 April of every year staff members with an annual leave balance greater 
than: 

• 60 days for staff members on Fixed-term, Continuing or Permanent 
Appointments; or

• 18 days for staff members on Temporary Appointments. 

will have their quota reset to 60 or 18 days respectively.  It is the HR 
partner/Time Senior Administrator's responsibility to ensure that the system 
is correctly adjusting the quota after 1 April.  
OHRM.Umoja.HR.TimeManagement
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This can be determined by running the Display Absence Quota and filtering 
on the AL quota to ensure that the entitlement column is not greater than 60 
or 18 days. As OHRM is conducting this monitoring activity globally, local 
checks are a recommended practice, but not required. 

If you wish to check that the AL balances have been correctly carried over, 
we recommend checking in the first week of April [between 03.04.2017 and 
07.04.2017].

4.4 Display Accrual of CTO and ND for a Given Staff Member and Date Range

Scenario 

You are asked to report on the accrual of hours on night differential and CTO, 
including those that are embedded as part of the work schedule which will 
not appear in IT2002 (Attendances), to determine the mount of money due 
to a given staff member during the month of April 2016.

Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access

2.
Click  after typing PT_BAL00 in the command text box.
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Cumulated Time Evaluation Results: Time Balances/Wage 
Types

3.
Click  to open the Variant directory.

ABAP: Variant Directory of Program RPTBAL00

4. From the Variant Directory, select the variant for this report. [Scenario: 
NIGHT DIF. Night Differential report - ALL]
OHRM.Umoja.HR.TimeManagement
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These report parameters may be applied to an Organizational 
Unit(s) or an individual staff member. Variant options are:

· AL ACCRUAL - used to display the annual leave accrual of 
a staff member, which is not displayed in detail in infotype 
2006 (Absence Quotas)

· CTO ACCRUAL - used to display the CTO hours accrued, 
including those embedded in their work schedule, which 
do not appear in infotype 2002 (Attendances)

· HOME LEAVE PTS - used to display the accrual of Home 
Leave points

· IF OT REPORT - NOT USED 
· L1 OT REPORT - NOT USED
· NIGHT DIF. - used to display the accrual of hours on night 

differential, including those that are embedded as part of 
the work schedule which will not appear in IT2002 
(Attendances)

· OVERTIME REPORT - used to display the overtime accrued 
by a staff member(s) or Organizational Unit(s)

5.
Click  to select the variant.

Cumulated Time Evaluation Results: Time Balances/Wage 
Types
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6. In the Period Section a number of options are provided that allow you 
to select the time period that you would like your report to display. 
These options are:

· Current Month - used to filter the records by the current 
month. The system will display a list of staff and their accruals 
for the current month.

· Current year - used to filter the records by the current 
calendar year. The system will display a list of staff and their 
accruals for the year.

· Up to today - used to filter records from the deployment date 
up to today but will only show accruals up to the last 
completed month.

· Other period - used to filter the records by the date range you 
entered. For example, if you enter 01.04.2016 - 30.04.2016 the 
system will display a list of staff and their accruals between 
01.04.2016 through 30.04.2016.

· Today, and From Today are not to be used for this report.

Cumulated Time Evaluation Results: Time Balances/Wage 
Types

7. Select 'Other period' and enter a date range. [Scenario: From: 
01.04.2016,  To: 30.04.2016]
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Cumulated Time Evaluation Results: Time Balances/Wage 
Types

8. In the Selection section enter information about the staff member, in 
this scenario their Personnel Number will be entered. [Scenario: 
43746476]

9. The Time Wage type defaults to the code 5290 (Night Differential), 
based on the Variant that was chosen for this scenario.

10.
Click  to run the report.
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Cumulated Time Evaluation Results: Time Balances/Wage 
Types

11. As per the variant and parameters chosen, you will see that this staff 
member accrued '144' hours on night differential based on his shift 
schedule (Scenario: UNSS08FT, HQ SSS 00:8 Fr-Tu .5CT ND or 00:00 to 
08:00 Friday-Tuesday, with 0.5 CTO and Night Differential)

12.
To export this data to a spreadsheet, click on .

Save list in file...
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13.
Select 'Spreadsheet' and click  to continue.

Cumulated Time Evaluation Results: Time Balances/Wage 
Types

14. In the Directory field designate a location to save the file and in the 

File Name field click  to assign a file name.

Save As

15. For this example, the HR Partner is saving the file to their Desktop. Click 

.
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Save As

16. Enter the file name. [Scenario: Night Differential April 2016]

Click .

Cumulated Time Evaluation Results: Time Balances/Wage 
Types

17.
Click  to create the spreadsheet.
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Cumulated Time Evaluation Results: Time Balances/Wage 
Types

18. Once the spreadsheet is generated, you may check your computer 

for the file. Meanwhile, return to the report by clicking .

Cumulated Time Evaluation Results: Time Balances/Wage 
Types

19. As per this scenario, we also want to review the Compensatory Time 
Off (CTO) accrued by this staff member during the period 01.04.2016 

to 30.04.2016. Click  to open the Variant directory.
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ABAP: Variant Directory of Program RPTBAL00

20. From the Variant Directory, select the variant for this report. 
[Scenario:CTO ACCRUAL - Compensatory Time Off Accrual]

21.
Click  to continue.

Cumulated Time Evaluation Results: Time Balances/Wage 
Types
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22. The Day Balances code (i.e. ZCTO) is pre-determined by the variant 
CTO ACCRUAL.

23. Select 'Other period' and enter a date range. [Scenario: From: 
01.04.2016,  To: 30.04.2016]

24.
Click  to run the report.

Cumulated Time Evaluation Results: Time Balances/Wage 
Types

25. The system will generate the hours of Compensatory Time accrued for 
the month chosen, including both those embedded in the staff 
member's work schedule and any additional hours accrued and 
entered in IT-2002 (Attendances) during the period specified. For this 
scenario, the staff member accrued a total of '9.00' hours and we 
can see they are all part of their work schedule.

26.
Click   to exit this screen.
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Cumulated Time Evaluation Results: Time Balances/Wage 
Types

27.
Click  to exit the transaction and return to the Easy Access Menu 
page.

In this particular example, there does not seem to be additional hours 
submitted through ESS. In order to verify that this is correct, you may 
want to review PA2O and query the subtypes for CTO and ND.

SAP Easy Access

28.
Click  after typing PA20 in the command text box..
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Display HR Master Data

29. Enter the staff member's Personnel No. [Scenario: 43746476]

30. In the Period section, select the All option.

31. In the Infotype field, enter the infotype number. [Scenario: 2002]

32.
Click  to display an overview of the record.

Overview Attendances (2002)

33.
In the STy field, enter the subtype [Scenario: 1006] and click .
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Overview Attendances (2002)

34. As per this scenario, you can see that there was no additional CTO 
accrued by the staff member outside their work schedule.

Next, we will check whether the staff member accrued any 
additional Night Differential hours.

35.
Click on the STy field and then click .
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Subtypes for infotype "Attendances" (1)   17 Entries 
found

36.
Select '1013 - Night Differential' and click .

Overview Attendances (2002)

37. As per this scenario, you will see that there were no additional hours 
accrued on Night Differential outside the staff member's work 

schedule. Click .
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38.
Click    to return to the Display HR Master Data page.

Display HR Master Data

39.
To exit this T-Code, click .

Overview Attendances (2002)

40.
Click  to return to the SAP Easy Access screen.
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5 Payroll Reports

HR Partners have access to Payroll Display to check the system and inform 
staff members of the status of disbursements resulting from Personnel Actions 
or transactions the HR Partner may have executed.

Umoja provides a number of pre-defined Payroll reports which can easily be 
run by users with appropriate access. The HR Partner All role has access to run 
the following Payroll reports documented in this job aid:

5.1 Running Reports

You run reports either by entering the report’s T-Code in the Command text 
box, or by navigating the menu tree and selecting the appropriate report.

Each report documented below uses a set of parameters to meet the need 
of the scenario stated at beginning of each report. Other parameter settings 
are possible, and you should use settings other than those shown here if your 
reporting needs are different from those stated in the scenario.

5.1.1 Wage Type 
Reporter

Use this procedure to verify if an Education Grant advance has been 
recovered from the staff member's salary.

Scenario

A staff member in receipt of an education grant advance is scheduled for 
recovery 3 months after the end of the school year, 20 April 2016. The staff 
member submits a claim for settlement on 5 May 2016.

The HR Partner must determine if a recovery of the advance has already 
been processed for the month of April 2016.

Report T-Code Description

Wage Type 
Reporter S_PH9_46000172

Use this procedure to verify if an Education Grant 
advance has been recovered from the staff 
member's salary.

Procedure
OHRM.Umoja.HR.ECCReports
8 November 2017

135E C C  R e p o r t s  f o r  H R  P a r t n e r s J o b  A i d



ECC Reports for HR Partners in Umoja Job Aid Department of Management
Payroll Reports Office of Human Resources Management
1. Start the transaction using the menu path or transaction code.

SAP Easy Access  -  User menu for Gale MCCARTNEY

2.
Click  after typing the T-Code, S_PH9_46000172, in the Command 
text box.

Wage Type Reporter
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3. Enter the staff member's personnel number in the Personnel Number 
text box. [Scenario: 679467]

In the Period and To text boxes, enter the first and last days of the 
month for the payroll period you want to search. [Scenario: Period = 
01.04.2016, To = 30.04.2016]

Click  to display the list of options for Wage Type. Or if you know it, 
type the code in the Wage Type text box.
OHRM.Umoja.HR.ECCReports
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Wage Type (2)  500 Entries found

4. To search for a value, click  to open the search pane.
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Wage Type (1)  500 Entries found
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5.
Enter Education* in the Wage Type Long Text field, and click  to 
search.

The asterisk (*) at the end of Education tells Umoja to search for 
anything that starts with Education and has any other letters after it.

Wage Type (1)   19 Entries found

6.
Click  to select Education Grant Advance.

7.
Click  to confirm selection.
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Wage Type (2)    1 Entry found

8.
Click  to select.

9.
Click  to confirm selection.
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Wage Type Reporter

10.
Click  to run the report.

Wage Type Reporter
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11. The report shows that 15090.00 was recovered on 28.04.2016.

Click  to exit the report.

12.
Click  to return to the SAP Easy Access screen.
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6 Organizational Management Reports

Umoja provides a number of pre-defined HR reports which can easily be run 
by users with appropriate access. The HR Partner All role has access to run the 
following Organizational Management (OM) reports documented in this job 
aid:

6.1 Useful Terms

Budgetary Vacant: A position is budgetary vacant if no costs are being 
charged to the cost centre(s) funding the position. 

HR Vacant: A position is HR vacant if no staff member is assigned to the 
position, even if the position funding is being used to pay for a temporary 
assignment. A position is NOT HR Vacant if the incumbent or the staff member 
who has a lien on the position was selected through CRB for that position.

Report T-Code Description

Position ZOMREPORT1 This report lists funding and incumbency 
information for positions in selected Org 
Unit(s), with variants to show:

• All Positions

• Budgetary Vacant Positions

• HR Vacant Positions (available 
in future)

• All Positions with a Non-
Reimbursable Loan, 
Reimbursable Loan, or Lien/
Block. 

Staffing ZPA-Staffing This report produces a staffing table with 
columns for Org Unit, Position, and Staff 
Details (excludes vacant positions).

Display Position 
Information

PO13D Use this procedure to view detailed position 
information including
• Relationships: indicates who currently 

holds the position, who has a lien on 
the position, if applicable, and who 
currently owns the position; 

• Cost Distribution: shows the funding 
source; and 

• UN Position Attributes: shows the 
expiration of the position. 
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Examples 

1. Budgetary vacant, HR non-vacant

If a staff member is on temporary assignment, and has a lien on their 
former position, and no other staff member is temporarily assigned to that 
position, then the position is HR non-vacant (their is a lien on the position), 
but budgetary vacant (as no funds are being used).

2. Budgetary non-vacant, HR Vacant

If a staff member has retired from a position which continues to be funded 
for a number of months after the separation, and the position is used to 
fund a temporary assignment, the position is HR vacant, but since the 
funds are being used, it is budgetary non-vacant.

All variants of the Positions report include the following columns.

Position Report Columns

Column Definition

Po
sit

io
n 

Id
en

tif
ic

a
tio

n

Org Unit ID

Organizational 
Unit

ID and Name of the organizational unit to which the 
position belongs

Position ID

Position Title

ID and Operational title for the position

Pos. Type ID

Pos. Type Name

ID and Name of the position type

Pos. PS Type Position Pay Scale Type

Pos PS Group Position Pay Scale Group

Position Start 
Date

First date on which the position is valid for use

Position End 
Date

Last date on which the position is valid for use
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Bu
d

ge
ta

ry
 In

fo
rm

at
io

n

APD Start Start date of the Appropriation Position Duration

APD End End date of the Appropriation Position Duration

UN Pos. Nature 
ID

UN Pos. Nature

Specifies the Contract Status (Expert, 
Geographical, Language, Limited, Other, Retiree, 
Retiree - Language)

Pos. Job ID Budgetary title for the position

Cost Ctr ID

Cost Centre

Cost Centre ID and Name: Identifies the areas of 
ongoing cost responsibility for the position, within 
the overall organizational structure

Internal Order 
Name

Internal Order 
Description

Collects costs and revenues of a specific event or 
simple project that has defined start and end dates, 
is usually temporary (unique) in nature and where 
costs should be segregated from other events or 
on-going operations to enable more detailed 
monitoring.

WBS Element

Work 
Breakdown 
Structure 
Element

WBSE (Work Breakdown Structure Element): 
Represents a project with its structure (Covered in 
the Umoja Project Management courses).

Fund ID

Fund

Source of budget (e.g., United Nations General 
Fund, PK Fund OLA - UNIFIL, etc.)

Functional Area 
ID

Functional Area

Programatic view of funding (e.g., UNAMID Peace 
Process, PKM Finance, etc.)

Pct. Percentage the position is funded by the listed 
source. If the position is funded by more than one 
source, there will be one line in the report for each 
funding source for the position.

Position Report Columns

Column Definition
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Po
sit

io
n 

C
ha

ra
ct

er
ist

ic
s

Vacancy Indicates if the position is HR Vacant or Budgetary 
Vacant. 

Note: Currently the HR Vacant indicator is not being 
used in Umoja and not providing a real picture of 
the status of the positions.

Pos. PS Type Position Pay Scale Type

Pos PS Group Position Pay Scale Group

Duty Station ID

Duty Station

ID and name of duty station to which the position is 
currently assigned

Master Cost 
Centre ID

Master Cost 
Centre

ID and Name of the master cost centre from which 
the position is funded

Employee 
Group

Position employee group (e.g., International, Local, 
etc.)

Employee Sub-
Group

Position employee sub-group (e.g., Professional, 
General Services, etc.)

Lo
an

ed
 S

ta
ff 

M
em

be
r i

nf
or

m
at

io
n

Loan Type Indicates if the position has a Non-refundable, 
Refundable, or Block/Lien

Loan Begin Start date of the loan

Loan End End date of the loan

Loan Org. Unit
Loan Org. Unit 
Name

Organizational unit ID and Name to which the 
previous incumbent was loaned

Begin Date of 
Block/Lien 
Relationship

Start date of the lien on this position

End Date of 
Block/Lien 
Relationship

End date of lien on this position

Index Number of 
Block/Lien

Index number (Personnel number) of the staff 
member who has a lien on the position

B/L Last Name Last name of the staff member who has a lien on 
the position

B/L First Name First name of the staff member who has a lien on the 
position

Position Report Columns

Column Definition
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C
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 In
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Pers. No. Personnel number of the staff member currently 
assigned to the position

Last Name Last name of the staff member currently assigned to 
the position

First Name First name of the staff member currently assigned to 
the position

Gender Gender of the staff member currently assigned to 
the position

Nationality Nationality of the staff member currently assigned 
to the position

UNS EOD EOD of the staff member currently assigned to the 
position

Appt. Exp. Expiration date of appointment for the staff 
member currently assigned to the position

Retirement Date Retirement date of the staff member currently 
assigned to the position

Contract Type Type of contract (Fixed-Term, Temporary, etc.) for 
the staff member currently assigned to the position 

Contract Status Specifies the Contract Status (Expert, 
Geographical, Language, Limited, Other, Retiree, 
Retiree - Language)

Assign Type Assignment type of appointment held by the staff 
member currently assigned to the position

SM PS Type Pay Scale (G-6, P4, etc.) of the staff member 
currently assigned to the position

SM PS Level Pay Scale Level (01, 04, etc.) (G-6, P4, etc.) of the 
staff member currently assigned to the position

Recruitment 
Indicator

X indicates if the staff member was entitled to travel

Birth Date Birth Date (G-6, P4, etc.) of the staff member 
currently assigned to the position

Lien Pos. ID ID of the position on which the current incumbent of 
the position this line represents has a lien

Lien Start Start date of the lien held by the incumbent of the 
position represented by this line

Lien End End date of the lien held by the incumbent of the 
position represented by this line

Lien Org. Unit ID ID of the organizational unit to which the lien on the 
position belongs

Position Report Columns

Column Definition
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6.2 Running Reports

You run reports either by entering the report’s T-Code in the Command text 
box, or by navigating the menu tree and selecting the appropriate report.

Each report documented below uses a set of parameters to meet the need 
of the scenario stated at beginning of each report section. Other parameter 
settings are possible, and you should use settings other than those shown here 
if your reporting needs are different from those stated in the scenario.

Use the following procedures to run a:

• 6.2.1 Position Report

• 6.2.2 Staffing Report

• 6.2.3 Display Position Information

6.2.1 Position Report Scenario
New Content A report is needed listing all budgetary vacant positions in ECA as of 

07.03.2016.

Procedure

1. Use the menu path to navigate to Human Resources > Organizational 
Management > Info System > Position and double-click ZOMREPORT1.

SAP Easy Access  -  User menu for John HALLER

2.
Alternatively, click  after typing ZOMREPORT1 in the Command 
text box.
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Organizational Management Report

3. The report is preset to base the results on the Current Plan, and set to 
be based on the selection of Organizational Unit(s).

Click  to limit the report results to selected Organizational Unit(s).
OHRM.Umoja.HR.TimeManagement
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Choose Organizational unit

4. Navigate the structure tree by clicking on listings to expand the 
subtree for that listing. Scroll and continue to expand listings to locate 
the Organizational Unit you are looking for. [Scenario: UNCS > UNS > 
ECA]

The report will include all subtree listing for the selected line. In this 
example, selecting ECA, will include all subtree items under ECA.

Click  to confirm selection.
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Organizational Management Report

5. Enter or select the date for the report. The report will present position 
information as of the date specified.

Select the version of the report.

· Position Funding/Incumbency: All positions for the selected 
Organizational Unit(s)

· Budgetary Vacancy Report: All Budgetary Vacant positions for 
the selected Organizational Unit(s)

· HR Vacancy Report: All HR Vacant positions for the selected 
Organizational Unit(s). Not available at this time.

· NR Loan, R Loan, Lien/Block: All positions with a Non-
Reimbursable Loan, Reimbursable Loan, or Lien Block for the 
selected Organizational Unit(s)

In this example, the the Vacancy report is selected by clicking 

.
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Organizational Management Report

6. You can select which columns (fields) of information you want 
included in the report.

Click .
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Organizational Management Report

7. A predetermined set of columns are listed under Selected Fields on 
the right. You can scroll through this list and select any item you do 

not want included in the report, then click  to move the selected 
item to the Fields list side. This field will not show up in the report.
OHRM.Umoja.HR.TimeManagement
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Organizational Management Report

8. Similarly, you may want to add fields to the Selected Fields list. Scroll 

through the Field list, select a field, and click  to add it to the 
Selected Fields side.

Once you have set up the list of Selected Fields the way you want, 

click  to confirm.

Note: Limiting the list of Selected Fields to the smallest number you 
need not only makes the end report easier to read and work with, it 
also speeds up the initial execution of the report.
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Organizational Management Report

9.
Click  to run the report.

Organizational Management Report

10. All versions of the Organizational management Report include many 
columns of information. You can reduce the number of columns 
displayed and available for export to excel.

Click  to select columns to exclude from the report.
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Change Layout

11. The column on the left lists all the report columns displayed in the 
report. The column on the right lists those report columns that are 
excluded. Currently no columns are excluded.

For illustration purposes, APD Start and APD End will be excluded.

Click  to select.

12.
Click  to move APD Start from the Displayed to the Excluded 
column.

Repeat to exclude APD End.
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Change Layout

13.
Click  to confirm selections.
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14.
Click  to open the report in Excel.
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Organizational Management Report

15.
Click File  to save the report to your computer.

If the report has too many columns, this method of exporting to Excel 
may wrap lines making it difficult to work with. If this is the case, follow 
the alternative instruction for exporting below.
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Organizational Management Report

16. Click the first column header, then scrolling to the right.

Organizational Management Report

17. Right-click anywhere on the highlighted spreadsheet, then click 
.
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Select Spreadsheet

18. Select Excel (in Office 2007 XLSX Format) from the dropdown menu.

Click  to confirm selection.
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Save As

19. Select a location to save the file [Scenario: Desktop] and enter a 

name for the file [Scenario: MyReport] then click .

Respond to any warning messages that might display. A message at 
the bottom of the screen will confirm that the file has been saved.
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6.2.2 Staffing Report This report produces a staffing table listing the Org unit with Position and Staff 
Details.

The report does not include vacant positions.

Scenario

A report is needed to identify the current staffing for ECA as of 11.02.2016.

Organizational Management Report

20.
Click  to exit.

Procedure

1. Use the menu path to navigate to Umoja Information > HR Reports > 
Personnel Administration.

Alternatively, Type ZPA_Staffing in the Command text box and 

click  .
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SAP Easy Access - \\Remote

2. Double-click .
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Staff by Org Unit - \\Remote

3. Select Key Date from the Reporting Period dropdown, and enter or 
select the appropriate date for the report. The report will present 
position staffing information as of the date entered. [Scenario: 
12.02.2016]

Click  to specify the Organizational Unit(s) for which you 
want to run the report.
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Choose Organizational unit - \\Remote

4. Navigate the Organizational Structure tree to locate the Org Unit you 
are looking for. You may need to scroll.
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Choose Organizational unit - \\Remote

5. As you open each level, you can select individual units, or use the 
toolbar buttons so select an entire subtree.

In this example, ECA has been chosen, and the Expand Subtree 

button clicked to select all units under ECA.  .
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Staff by Org Unit - \\Remote

6. You can now run the report which will include all Employee groups. 
This example report will include all Employee groups.

If you want to further refine the resulting report list by specifying the 

Employee group(s) you want to include, click  to select multiple 
options for Employee group.
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Multiple Selection for Employee group - \\Remote

7.
Click  to display the list of options for Employee group.
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Employee Group (1)   12 Entries found - \\Remote

8. Select the an Employee group to include in the report, then click 
 to confirm selection.
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Multiple Selection for Employee group - \\Remote

9.
Click  on the next line and follow the step above to select a 
second option to include in the report. Repeat to select additional 
Employee groups.

Multiple Selection for Employee group - \\Remote

10.
Click  to end selection and return to the report parameters.
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Staff by Org Unit - \\Remote

11. In this example, the report will include all Employee groups, so the 
Employee group field is left blank.

Click  to execute the report.

Staff by Org Unit - \\Remote
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12. You can work with the report listing online, or you can export to Excel 
for offline work.

Click  to export to Excel.

Save list in file... - \\Remote

13.
Select Spreadsheet to export to Excel, and click  to confirm 
selection.

Staff by Org Unit - \\Remote

14. Select a location to save the file, enter a name for the file, then click 

.
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6.2.3 Display Position
Information

Use this procedure to view detailed position information including

• Relationships: indicates who currently holds the position, who has a lien on 
the position, if applicable, and who currently owns the position; 

• Cost Distribution: shows the funding source; and 

• UN Position Attributes: shows the expiration of the position. 

This is a very useful T-code that the HR Partner should use to verify that the 
position is funded and really vacant before executing transactions that 
involve movements or appointments (initial appointments and 
reappointments) to the position. 

Scenario

An HR Partner is reviewing position number 30006195 prior to executing a 
Temp. Assignment Change / Extend PA to ensure there will be no position 
encumbrance conflict.

Staff by Org Unit - \\Remote

15.
Click to exit.

Procedure

1. Start the transaction using the menu path or transaction code.
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SAP Easy Access

2.
Click  after typing PO13D in the Command text box.

Display Position
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3. The most commonly required position information includes:

· Relationships: indicates who currently holds the position, who 
has a lien on the position, if applicable, and who currently 
owns the position;

· Cost Distribution: shows the funding source; and
· UN Position Attributes: shows the expiration of the position.

Other information includes:

· Object: Shows the validity period of the position information, 
includes the position abbreviation information and the full 
name of the position title

· Description: Shows a description of the position
· Employee Group / Subgroup: Displays the EE Group and EE 

Subgroup associated with the position
· Planned Compensation: Displays the Pay Scale type, Pay 

Scale Area, and Pay Scale Group for the position
· Acct. Assignment Features: Displays the Personnel area and 

Personnel subarea of the position
· Vacancy: Displays the vacancy status of the position

Enter the position number in the Position text box. [Scenario: 
30006195]

Click  to validate entry.

Display Position
178T i m e  M o n i t o r i n g G u i d e
OHRM.Umoja.HR.TimeManagement

13 November 2017



Time Monitoring in Umoja Guide Department of Management
Organizational Management Reports Office of Human Resources Management
4. Verify the position Grade and Job Title.

By default the system selects today's date thru 31.12.9999 as the 
period to access current position information. If you need to view the 
position information for prior periods of time, adjust the "From" and "to" 
fields, as appropriate.

Click  to select the Relationships infotype.

5.
Click  to access the position's Relationship records.

List Display Relationships

6. Relationships records store information regarding what Org Unit owns 
the position, who is currently encumbering the position, and who has 
a lien on the position.

The Relation Text column values are:

· Belongs To: Shows what Org Unit owns the position
· Holder: Shows the person currently encumbering the position 

based on the period of time you entered
· Is Blocked: Shows who currently has a lien on the position
· Will be held by: Shows who will encumber the position for a 

future date (normally the person who has a lien on the 
position)

Click  to select the current Holder record.

7.
Click  to view the record details.
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Display Relationships

8. The Holder record displays the staff member's Personnel Number (ID 
of related object) and the staff member's name.

Click  to return to the list of Relationships records.

List Display Relationships

9.
Click  to select the Is Blocked by record.

10.
Click  to view the record details.
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Display Relationships

11. The Is Blocked by record displays the staff member's (lien position) 
Personnel Number (ID of related object) and their name.

Click  to return to the list of Relationships records.

12.
Click  again to return to the Display Position screen.

Display Position

13.
Click  to select Cost Distribution.

14.
Click  to see the list of Cost Distribution records.
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List Display Cost Distribution

15.
Click  to select the record.

16.
Click  to display the record details.

Display Cost Distribution

17. The Cost Distribution record displays all funding information.

Remember, if the funding of the position expires, the person who is 
occupying the position will not get paid. In the event that there is no 
funding for a position you need to use, you should NOT proceed with 
the HR transaction. Contact your OM Administrator.

Click  to scroll and view the full record.

18.
Click  to return to the list of Cost Distribution records.

19.
Click  again to return to the Display Position screen.
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Display Position

20.
Scroll down the list of Infotypes and click  to select UN Position 
Attributes.

21.
Click  to display the list of UN Position Attribute records.

List Display UN Position Attributes

22.
Click  to select the record.

23.
Click  to view the record details.
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Display UN Position Attributes

24. The UN Position Attributes record displays the approved position 
duration and the position type.

In this example we see an established position that was initially 
approved on 01.11.2015 (Umoja conversion date) and is funded 
through 31.12.2017 (end of current biennium).

Click  to return to the list of UN Position Attribute records.

25.
Click  to return to the SAP Easy Access screen.
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