Job Aid Log an Accident/Incident Report in Umoja
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Overview
To log an Accident / Incident report, a Notification must be created in Umoja to record the occurrence.

e Accidents are unintentional events caused by a driver, resulting in material damage or injuries.

e Incidents involve vehicle damage, but are not caused by the driver.

Click the Surface Transport Management in the Field Manual to view complete DFS administrative policies,
procedures, and practices for the management of surface transport operations in the field.

Notifications contain information about the vehicle involved, the category of the case (whether it is an incident or an
accident), and a detailed description of the case. Notifications will be reviewed to determine next steps (i.e. claims,
define responsibilities, maintenance, etc.)., and will be used for reporting purposes.

After an accident / incident occurs, drivers — or any person without Umoja access — are responsible for completing
the Motor Vehicle Accident/Incident report form, and giving it to the Notification User (SD.01). Once the report form
is complete, Notification Users (SD.01) are expected to:

Scan and locally save the report form.

Create a Notification in Umoja.
Update the Notification with details from the report form.
Attach the completed report form to the Notification.

el

AL CIDENT/INCIDENT INFO o TO UMOJA

o o 5D.01

ACCIDENT & COMPLETE UPLOAD MOTOR VEHICLE
INCIDENT EVENT MOTOR NoTIHeATion  FORMTO UPDATED  Gf nencmt
OCCURS VEHICLE FORM NOTIFICATION

QUTSIDE OF UMOJA e o e

Create Accident/Incident Notification

1. Execute Transaction IW51
2. Select Notification Type ZA — Accident/Incident and hit enter
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Create Service Notification: Initial Screen

Notification [ Notification type (1) 9 Entries found
" Restrictions
=
Motification type 2 | B | )| @J@lgl‘l
Notification Typ Notification type
P1 Maint/Serv Request
Reference J' PV Phys. Verification
Notification —— | PW WO/Disp/Impairmt Reg

R1 UM Service Request
R2 UM ServiceRegho Bil
| 51 Problem Notification
52  Activity Report

ZA  Accdent/Incident |

9 Entries found

3. Inthe ‘Create Service Notification: Accident/Incident’ screen, enter the equipment number of the damaged

vehicle in the Equipment field. This will populate the Functional Location field and the Location Data tab.

e Note: Use T-code IHO8 to find the equipment number, and to cross-reference vehicle details (i.e. the

license plate number, vehicle make/model, etc.).
4. Enter the Date & Time the accident / incident occurred in the Malfunct.start field.
5. Inthe Description field, type in the Damage Details. The ‘Subject Long Text’ can be used to add more text.

Create Service Notification: Accident/Incident
ﬁ? 5] 3@ '&ﬂ' @Partner =] @ % Organization...  Contract selection

Notification 200000000001 |22 Accident/Incident

Notfic. Status  |OSNO

Description Dents and scratches on the rear bumper
- General Data } Partner Assignment  Location data

Reference object

: | Functionalloc. ~ [200283.001 e....® OCHA_T_91_Afghanistan - Jal.. |Sa)
Equipment /10007846 . Toyota, Armoured Vehicle
Assermbly

Malfunction data
| Malfunct. start 21.08.2017] |22:49:50 I'Breakdown

Malfunct.end 00:00:00) Breakdown dur.

"]

Subject

| Description Dents and scratches on the rear bumper I

Subject Long Text

<More Details>

6. Select ZDMGOBIJ — ‘Damaged Object’ as the ‘Object Part’ and select either ‘01-Vehicle’ or ‘02-Other’ based
on what is damaged.

[ Catalog Selection

v S object part Object parts
~ {3 ZIMGEOBI Damaged Object

L Vehicle
L Other

7. For ‘Cause Code’, select ZRPTTYP — ‘Report Type’ and select ‘01-Accident’ or ‘02-Incident’
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- 3 Cause Causes

- &3 ZRPITYE Report Type

c o

= b 02 Incident

After entering the details, the screen would look like the one below:

| Ttem |
Object part |zomMsoRg | |01 | Vehide
Text |Accident - Toyota Armoured Vehicle |
Cause code |ZRPTTYP | |01 | Accident
Cause text [ '

8. Click on the ‘Item Details’ button . This will open up the window ‘Create Service Notification Item
Details’ screen. Enter the details in the Text field (optional).

9. In the Classification field, use the match code icon and hit enter (with ‘Class Type’ as 015) to get the
‘Classifications’ pop-up window shown on the right-hand side of the screen below.
Create Service Notification: Accident/Incident
& D& # Sreter = T & B | Orgenestion...  Contract selection

Notification [s000a0a00a01] [za] Accdentincdent | .
Notific. Status  |0SNO
Description |Dents and scratches on hte rear bumper

[& Classification (1) 2 Entries found

Sort number [1 Itern 1
Eq I Text |Accident - Toyota Armoured Vehidle I ~~ Find via keyword | "Find via class number 0l
2 Object part | v
Code group :@BJ Damaged Object ‘
[matf Object part oL Vehicle |} keyword */Langua_|Ty. Class
Malj Assernbly ' 5 | ACCIDENT DETAILLS | EN 015 ACCIDENT
Ma INCIDENT DETAILS EN 015 INCIDENT
[ sub | Problem |
De [
syl MNo. of defects |1 _—V
Classification
Chssification [
Description E
q
2 Entries found

| Ited |

Object part |zomMeoes | o1 Vehide

— Item Details
Cause code |zreTTYE | |01 | Accdent

Cause text |

10. Select ACCIDENT or INCIDENT and hit enter. The system will display the ‘Create Service Notification:
Classification’ screen. For each characteristic, select the options from the pre-defined lists. For other

characteristics not included in the lists, manually enter a response.
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Create Service Notification: Classification

Object
Notification |z00000000001] Trem number |1 | Accident - Toyota Armoured Veh
Class Type 015 Message item

Values for Class ACCIDENT - Object %00000000001 0001

Genersl | & Accident Severty %

Characteristic Description Value Accident Severity

‘Accident Severity — F.. Characteristic Value F | Description D Do

\Accident Class ~ No Entry =

Collsion Type O1 Fatal =
~ o a

Location 2 I_In]uryi |

Road Surface Condition 03 Property Damage Only

‘Weather Condition
Light Condition
Roadway Horizontal Align

Roadway Vertical Alignm... =
Area - -
i
|

The screen below shows a characteristic that requires a manual entry.

Values for Class ACCIDENT - Object 200000000001 0001

General ] [= Case Ref. Number

Case Ref. Number

Characteristic Description Value
F.. Characteristic Value F Description D Do
Case Ref. Number - =

- (=) Mo Entry —
r
l,_f\ac-1234|

11. The Characteristic Value (i.e. number) is initially displayed in the fields. Once users hit enter, the numbers
change to Descriptions.

Values for Class ACCIDENT - Object %:00000000001 0001
General ]

Characteristic Description  Value

Accident Severity Injury -
Accident Class ThrdPrty veh hit UN veh -
Collision Type Sideswipe (same direction)

Location Intersection

Road Surface Condition  Mud, dirt, gravel

'Weather Condition Severe winds

Light Condition Dark-not lightenad

Roadway Horizontal Align ... Unknown

Roadway Vertical Alignm ... Uphil =
Area :Ruml -

Inconsistent |

Scroll down and enter all the details required. Once complete, click the back button. This will redirect users
to the screen below.

| Classt ACCDENT | oo

12. To change any Characteristics after they are entered, click on the
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[& Create Service Notification: Item Details

Sort number I_ll_J Item al

Text Accident - Toyota Armoured Vehicle
Object part

Code group ZDMEOBJ | Damaged Object

Object part 01 | Vehide
Assembly E
Problem

No. of defects 1

Classification

Classification ACCIDENT I-I Class:  ACCIDENT
Description Accident Details @J

e[ _cose [J¥ [ ew enr %]

13. After all the characteristics are entered, click . This will navigate users back to the ‘Create Service

Notification: Accident/Incident’ screen.

14. On the ‘Partner Assignment’ tab, use the drop-down list to select ‘ZD-Driver’ as the Partner Function

(Funct). Use the Partner field to select the Business Partner (BP) number of the driver. The Name & Address

will populate automatically from the BP Master Record.

Create Service Notification: Accident/Incident
o> N Srartner =] T B | Organization... Contract selection

Motification 200000000001] [Z2 Accident/Incident
Notific. Status 0SNO
Description Dents and scratches on the rear bumper
Genearal Data F Partner Assignment ;I Location data
Sunct L ’Dﬁ-------ﬁ.ﬁ@’%------_l
IZ] Driver 2001000466 MY LOUIS EMY LOUIS, PDRT—AU—PRINCE'
—— i ———————— -
L 'J
i i

@ Info"GE{’ PartnerAddress "ﬁ PartnerAddress Hﬂ PartnerAddress

15. On the ‘Location data’ tab, the Mission (MaintPlant) and the Account Assignment will be automatically

populated from the Equipment number that was entered at the start of the process. Review these details

and ensure the details are correct.
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Create Service Notification: Accident/Incident
fo o N G @rartner =1 T 1 B oOrganization...  Contract selection

Notification [+ooo0nooo001] [za] Accident/Incident
Motific. Status 0SNO

Description |Dents and scratches on the rear bumper
General Data - -PartnerAssignment l: Location data I
[
I MaintPlant pleEL UN Office Coord Hurman Aff I

Location

Room

Plant section

Work center

ABC indicator C Less Critical
Sort field

Sales and distribution

Sales Org.
Distr. Channel
Division []
Account assignment
Company Code [1000] United Nations New York
Asset [3100000271 | /[0 | Toyota, Armoured Vehicle
Business Area [5200] UN Office at Geneva
Cost Center [11138 OCHA CRD FO AFG CO Area [1000]
WBS Element [
SettlementOrder

. ] .
16. , Click on the button to save the Notification. Note down the number generated at the bottom of the
screen.

Motification 10008544 saved E’J P4

17. Print your document
e Use T-code IW52 and enter the Notification number.
e Click Service Notification = Print = Notification

E;'i Service not_n‘Qcawnﬂ_ Edit Goto Extrgs Environment  System  Help
€ COQ SHR SODOH BAE @B
Create »
[§ : Accident/Incident
¢ Lnst - i Organization...
N¢ Accident/Incident
De  Print b Notfication ][]
Eunctions b Item selection...
Service order b Display log
Create sales order » Dawnload
it ShiftsF3 OCHA_T_139 _Sudan - Kharto.. |5k
il T § VEHICLE, Pickup 44 Toyota Hiux Double |58

e The Select Shop Papers window appears.
o Select the appropriate Shop Paper.

o Check OutputDevice.

e Click the Print/Fax button.
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[= Select Shop Papers

| Sh... Description '_OutputDevlce _|F_‘.. Nu... D.. P.. D.. N.. 5... 0... Recipient number Co... m.
9020 Activity Report Locl gh vV =
-
i » i

B print/Fax || Muttiple Fax |3 Print preview | (S| L) (2 (%)

Upload Motor Vehicle Form to the Accident/Incident Notification
1. Enter T-code IW52 to modify the Notification.
2. Enter the Notification ID recorded and hit enter.
3. The ‘Change Service Notification: Accident/Incident’ screen will be displayed with the Notification details.
4. Expand the 'Services for Object' button (upper left of window) and select 'Records Management Plant

Maintenance.'

5. Highlight the first row in the Hierarchy, and click on the Display/Change button.
6. Inthe hierarchy, highlight and right click 'Internal Supporting Documents' and select 'Create.'
Hierarchy Elernent Type Visibility Last Processed Nod...
= Fﬂ 000010014338 GC1SDPMUSR / 06.07.2...
« @ Service Notification Services Motification All Roles 8
» [ Sales & Service Order Documants All Roles 1
» [Jwrite Off & Disposal Approvals All Roles 3
* 34 Internal Supporting Documents All Roles 6
+ @ Intemal Supporting Document Service Notifications All Roles 7
+ @ Intemal Supporting Document|Service Notifications all Roles 7

[& Choose Activity

Which activity do you want to execute ?

Ny
x|

7. Click on the green tick in the 'Choose Activity' pop up to continue.
8. Click on the 'Application’ button and select 'From File' from the drop-down menu.

% |
Microsoft Word 97 - 2003 Document
Microsoft PavverPont 97-2003 Presentato
Microsoft Excel 972003 Worksheet

From File K,

9. Locate and attach your file.

10. In the create attributes pop-up window complete the following:
e Short Description: Accident/Incident report
e Unique ID: Use the Notification ID here
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t Applcation .

-
Short desoiption Acodent [ Incdent Report -
Unigue 1D & 10014338 =

Creation Tima 06.07.2017 09:01:31

Creatad By GL1IS0PMUSE GCLSOPMUSHE GC1S0OPMUSE

Time of Change

Last changad by

\ersion 1

Expiy Diate

Kevword {1} =

11. Click on the green tick. A portion of the uploaded document should be visible in the right-hand window.
12. Save the document.

List of Accident/Incident Notifications and Reporting
1. Enter T-code IW59 to display the ‘Display Service Notifications: Selection of Notifications’ Screen.
2. Enter parameters to restrict/filter the Notifications from the List.
3. Use the Notification Type parameter to retrieve Accident/Incident Notifications. ZA — Accident/Incident
pulls relevant Notifications for Accidents/Incidents.
4. After the required selection parameters are entered, click the execute button.
5. Alist of Notifications appears.

Display Service Notifications: Selection of Notifications

& &

Notification status

- _— - r l 1
[v|Outstanding [v|Postponed  [«|In process Cnmpleted JSel.prnﬂl X

Notification selection

Notification to

Motification type [ ] to ]
Functional Location to

Equipment to

Material to

Serial Number to

Addit. device data to

Order to

Notification date 23.05.2017 to 21.08.2017

Partners -

General Data/Administrative Data

Description to

Created by ] to

Created on - to

Motification Time 00:00:00 to 00:00:00
Reference date - to ]
Coding ] to ]
Coding Code | to [ ]

Display Service Notifications: List of Notifications
GO EEBEY F0E ntficton 2 &

[EX Notif.date  Notification Typ BusA PPl Plnt | Asset SysStatus | User Status Technical identification no. Description Equipment Description of technical object | Cost Center
18.05.2017 10008479 ZA P0O18 CD. CD. 3300001232 OSNO LBB-Y-00488 BI Report staging data [20170,, 16497553 "DAEWOO, D305-3, 3000 KG,. 10161
18.05.2017 10008480 ZA PO18B CD_. CD_ 3300001380 OSNO NUC 65844 BI Report staging data 20170 16501175 "TOYOTA, 8FD30, 3000 KG, 10161
18.05.2017 10008481 ZA P0O18 CD. CD. 3300001231 OSNO LBB-Y-00496 BI Report staging data 20170, 16502297 "DAEWOO, D305-3, 3000 KG,. 10161
18.05.2017 10008482 ZA PO18B CD_. CD_ 3200000555  OSHO NOB 04035 BI Report staging data 20170 16499875 "RENAULT, KERAX, 6X6, 350. 10161
18.05.2017 10008483 ZA P0O18 CD.. CD. 3200000767 OSNO NUC 21245 BI Report staging data 20170, 16502806 "RENAULT, MIDLUM, 4000 LT, 10161
18.05.2017 10008484 ZA PO18B CD_. CD_ 3200000712 OSHO 5DS-Z-03408 BI Report staging data 20170 16497743 "RENAULT, MIDLUM, 4X4, 220 10161
18.05.2017 10008485 ZA  P015 5D SD 0SNO PRV_2839438 BI Report staging data_UNA_ 16504280 FORD, GFS FORD, 350L 10255
18.05.2017 10008486 ZA PO15 SD.. SD. QSNO PRV_2839455 BI Report staging data_UNA_ . 16504309 FORD, GFS FORD, 350L 10255
18.05.2017 10008487 ZA  P015 5D SD 0SNO PRV_2839441 BI Report staging data_UNA_ 16504416 FORD, GFS FORD, 350L 10255
18.05.2017 10008488 ZA P015 SD.. SD. QSNO PRV_2839461 BI Report staging data_UNA_ . 16504552 FORD, GFS FORD, 350L 10255
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e Itis possible to drill-down into the individual Notification by clicking on the Notification number. Use T-code

IW53 ‘Display Service Notification: Accident/Incident’ to show the Notification.

e The standard sort, filter, total & sub-total are also available in this report.

Run BI Accident-Incident Reports

1. Loginto Umoja = Umoja Production
2. Go to the Bl Portal

Umaja PreSuction

t*} =

ECC Limsja Foval

Bi Portal

3. Go to Public Folders = DFS Property Management

4. Find/filter the relevant report by Title or Creation Date

Miija [er]
View * New Organize = Send More Actions ~  Details
My Documents Title =~
Folders ¥ | Report 04 Physical Count of Expendable Property in Stock
Public Folders ‘¢ | Report 06 Write-off Backlog for PSE
=" L] umaja BI ¥ | Report 11 Equipment (MEP) Liilization timeframe current cycle
[ [FS Property Management * | Report 19 Accumnulated Depreciation te Historical Cost ratio for PRE
Einance ¥ | Report 27 Write-off & Disposal
" ¥ | Report 28 Accident | Incident Reporting

! Grants Management

5. Double click on the report title. A prompt box appears with mandatory date range ‘From’ and ‘To’ filters.

(There is an optional filter for Maintenance Plant).

Prompts

Available prompt variants

+ * From Occurance Date
# " To Occurance Date
@  Gusiness Area

&  Maintenance Plant
@

Cause Description

6. Enterin the date of the accident or incident.

- _‘Jui,]’r

Refresh Values ¥2

MATNTPLANT

AF10

D10 I
CF10

Y10

EH10

GW20

IL10

IQ20

mo1 W
KE30
February 27, 2018 10:19:54 PM
GMT+01:00
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7. Save and/or export the report to Excel.
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