Staff Advances eServices
Tool User Guide

For any questions about the Staff Advances eServices Tool or this User Guide, please contact:

staff.advances@undp.org
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Introduction

Currently staff advances, except Education Grant advances, are processed manually using a
standard paper form. The entire request and approval process is paper based which is both
inefficient and limits the use of embedded checks and balances in Atlas e.g. ICF controls or
compliance with Policy on advances as per POPP. It also does not support efficient oversight and
monitoring as valuable time is lost in requesting and handling paper. Processors have to run a series
of reports/ queries to determine the status of existing advances.

The eServices solution offers a user-friendly Tool, which brings efficiencies & easiness to the process as
a whole and eliminates the wasted time currently spent in handling paper-based requests.

Key Features:

o Allow staff members to initiate and submit an online request, based on the type of advance, type of
contract, contract duration, etc.

¢ Include corporate policy-based checks on staff’s eligibility and repayment period.

e Forward request to personnel involved in the process via a workflow mechanism for review and
approval.

e  Contain mechanism for tracking Advances made and the Repayment schedule.

e Auto-recovery set-up of the monthly advance recoveries.

Key Benefits:

e Enhance and simplify the staff advances process.

e Transparent, paperless request and approval process for staff advances.

e Better control over staff eligibility for an advance.

e Ensure a complete and accurate recovery schedule established at the time the advance is
paid.

e Enhance the staff advances analysis/reconciliation process and the generation of aging
reports.

Overall Process Flow:

foprotereavet

ceevonchenPey


https://popp.undp.org/node/2741
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User Roles

1. Advance Reguest Initiator:

o Staff Member as the Requester: In most scenarios staff members initiate advance request,
except situations where the HR personnel are required to perform this step on behalf of the
staff member, as explained below.

e HR Administrator as the Requester: In situations where the staff member is unable to
submit a request using the Tool, HR personnel have the option to submit the request on
behalf of the staff member. This is mainly for initial appointments and emergency situations
related to security.

The Tool allows an Office to have more than one user name for each of the roles below: Advance
Reviewer, Advance Approver, and Voucher Creator.

2. Advance Request Reviewer: This role is carried out by the Human Resources focal point in the
office (HRA) and is mainly to review the details of the advance request raised by the requestor. The
review process also includes data validation and checks for reasonableness of the advance request.

3. Advance Request Approver: This role is carried out by the Head of Office (RR, Country
Director, Director of Office for HQ locations or senior manager with delegated authority). The

Approver will have the options to either “"Approve” the request, "Push Back” for further explanation
or "Deny” the request.

4. Voucher Creator: This role is carried out by Finance personnel and is part of the workflow to
trigger the initiation of the voucher creation process. The notification received will contain the
details of the advance that has been approved and the information needed to create the voucher for
payment processing.

Submits Advance
. Request through
- Request Initiator eservices
. l The advance flows
. Re;le\nrl]s Ad\tr]ances Deny back to Staff
- i that av.e Bzl Member/HR Admin to
Reguest Reviewer submitted

amend accordingly

Review The advance flows

back to Reviewer to

Push Back amend accordingly
To approve ensuring
. that the advance raised
- Request Approver n'!eets all i
requirement as per The advance flows back to
POPP Deny Staff Member/HR Admin to
amend accordingly and the

process re-starts
Approve

The advance will flow to

. the voucher creator upon
successful approval to
- Voucher Creator create a voucher for

payment processing
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Step by Step Guide

1. Reguest an Advance:

e Staff member as the Requester:

Navigation: Main Menu > eServices > UNDP Staff Advances > Staff Advance Home Page

Favorites Main Menu

Search Menu:
eServices | @ s
@EI % 3 HR &nd Payroll Dashboard 3
= m 3 UNERP Applications 2
=M 1 UnInterfaces 5
35— My § (1 eServices
(Eﬂf'::—jj MyS ) Manager Center 3 My Personal Info & Job Summary
Eﬁ 3 Recruiting (3 My salary .
= 3 Workforce Administration {3 My Remuneration
“_ [ Benefits 3 My Entitlements
ﬁ ﬁ 3 Compensation {1 My Pension/Insurance Coverage
=R (3 Global Payroll & Absence I (3 My Leave
EI& ) Workforce Development = C3 My Expertise
Az MYE ~ Organizational Developme (1 Performance Mgmt & Development
-%? MWE . SetUp HRMS 3 Recruiting Activities
— E ] 9 UM Reports 3 UNDP Staff Advances
E MyL« [ UN Interfaces [E] My Learning
EIM 5 UNDP INTERIM ROSTER k
BV~ worklist v
Eﬁ 3 Reporting Tools 3
2~ MyE 3 PeopleTools 3
ﬁ]- MyP =] My Dictionary

E CIt:st: e o nanes -l
[=] Current Performance Document

Mavigate to self service information and activities for people reporiing to you.

% ;] Manager Center

[ Time Management

4]

- g

* ¥ v ¥ ¥ ¥ ¥ v v

D Admin Advance Home Page
D Advance Configurations
Advance Type Setup

=] Staff Advance Home Page
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The “Staff Advance Home Page” allows the Staff Member to create and submit an advance request:

Favorites  Main Menu > eServices > UNDP Staff Advances > Staff Advance Home Page

Staff Advances

staff Member S Name Index Number 17111

Contract Type: FUEA TR ADDOINTEN, | SeleCt ON the drop-
Contract Category: a7 down box to display
Contract Expiration Date: 30/06/2019 the available type of
Monthly Net Salary: 9,264 .83 MYR advances

Duty Station : Kuala Lumpur

MNew Advance Request

Approver User List
“Reviewer (HR Focal point): g

Advance Type: h ]

"Approver (Operations

Manager’Head of Office): MYS

Absence from Duty Station |

Medical Expenses
Special Condiion

"Voucher Creator:

Advancea 1D Advance Type Submitted Date Time
1 SA1E000008 Emergency 5,000.00 MYR Approved 180718 5:58AM Details

Advance ID Advance Type Submitted by Submitted Date Time Amount Curmency Details

@ save | [Z] Nowty [EdAdd || UpdateDisoly

The information in this
section is pre-defined
based on staff
category, location and
department

a
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Fa\rg’rites:lllahymu > ﬁa’rmﬁ > UNDPSIEEM\rmtﬁ »  Staff Advance Home Page

staff Member SN Name

Index Number 171711

Personal Information

Contract Type:
Contract Category:

Contract Expiration Date:

Monthly Net Salary:
Duty Station :

MNew Advance Request

Fixed Term Appontment

G7 Click on “Create New
3V06/2019 Request” after selecting
0,264.83 MYR the “Advance Type”
Kuala Lumpur

Approver User List

*"Reviewer (HR Focal point): MYS
Advance Type: | Emergency =
"Approver (Operations MYS
| Create New. wajﬁLI Manager/Head of Office):
“Voucher Creator: GSSC-KL

Advance 10
| 1/sA1z000008

Advance Request History

1of1
Deetails

Last
Advance Type
Emergency

18/07TM8 5:58AM Details

Pending Requests for Approval

@ Save. | ] oty |

This section shows the past advances submitted
and processed.

This section shows the past advances submitted
and are pending approval
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Fa\rg'itas Hﬂl‘HEI'I.I ) ESET:I;E ¥ I.JHDFSH!MM »  Staff Advance Home Page

Create Advance Request

Stalf Member SN Mame Index Number

Personal Information

Contract Type: Ficed Term Appointment
Employee Class: GT

Contract Expiration Date: 300062019

Manthly Net Salary: 9,264 83 MYR
Duty Station : Kuala Lumpur

11111

Requesi Details

Created Datetime: 18707118 3:05AM Submitled Datetime:

Preferred Bank Name for Advance Payment :

Salary Advance Type: Emergency
== "Requested Amount: 5,000.00 “Curmency: Q
*Repayment Duration: Monh(s) Urgently Neesded: [

Justification for advance andlor special [Repair private residence damaged by flocd |

instructions :

E—
Advance Policy

1. The advance amount shouldn® exceed 2 month net pay.
2. The advance should be recovered within 12 months not excesding the
Contract end dafe.

Submit Request

Save for Later
[=] oty
Fill information highlighted in Green boxes:

Requested amount
Repayment Duration

3. Currency (For local staff, the
currency should be the one of local

I payroll)
4. Preferred Bank Name
5. Justification for advance

Advance I NMEXT Approval Status Mot Submithed

This section is completed by the
Reviewer upon submission of the
request by the Staff Member

“Approved Amount: “Currency:
"Payment Method: Voucher
“Approved Recovery Duration:

Approver User List
*Reviewer (HR Focal point):  [MYS v
“Approver (Operations [Mys v
Manager/Head of Office):
“Woucher Creator : GESC-KL L

Payment detailz will get suto-populated once the voucher ia created,
approvied and pasd

Business Unil: Vioucher I

Voucher Amt: Dhollar Equiv:

Payment Id: Pymi Method: Paid:
Payment Date

Voucher Approver:

Voucher Creator:

This section is auto populated
by the system when the
advance voucher is paid

Select from all 3
drop-down lists

Upload support

A\ 4

documents as

necessary
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Once the request is submitted, a unique Advance ID is generated by the stystem and the request status
changes to “"Approval in Process”.

Favorites . Main Menu > eServices > UNDP Staff Advances » 5Staff Advance Home Page
- i - - -

Create Advance Request
Staff Member 5P Name Index Number 111711 Advance ID SA18000009 Approval Status Approval in Process
Personal Information
Contract Type: Fixed Term Appointment
Employee Class: G7
Contract Expiration Date: 30/06/2019
Monthly Net Salary: 9,264 83 MYR
Duty Station : Kuala Lumpur
Request Details Approved Advance Details
Created Datetime: 13/07/13 554AM  Submitted 18107118 5:58AM *Approved Amount: [ ecumency:[ |
Datetime:
Payment Methos
Salary Advance Type: Emergency
*Approved Recovery Dumtion:[l
*Requested Amount: 5,000.00 *Currency: MYR
*Repayment Duration: s Month Urgently Needed: | |
Approver User List
Preferred Bank Name for Advance P t: May *Reviewer (HR Focal point); ~ MYS
Justification for advance andior special Repair private residence damaged by * ;
instructions : flood ;ﬂﬁ‘:’ej:‘me&ﬂ t(;:;ﬁn:e}: MYS
oueher Crestor: eose
Jiew A Payment Details
Add Attachment Deseription Attached File Payment details will get auto-populated once the voucher is created,
- approved and paid
: | ckibtinniument | | = Business Unit: l:l Voucher ID: l:l
neramt: [ T[] pollarEquiv: [ ]
Advance Policy:
1. The advance amount shouldn't exceed 2 month net pay. Payment id: l:l Pymt Method: l:l Paid: ||
2. The advance should be recovered within 12 months not exceeding the
Contract end date. Payment Date l:l
Voucher Creator:

= Salary Advance:Fending
Approval Workflow

Pending Not Routed
Mulfiple Approvers » Multiple Approvers
TEST Q Testl

|

The requestor has the option to
withdraw the advance upon
submission by clicking on the
button above only if it is at the
review stage and not after the
advance is approved.
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Upon successful submission of the advance, the Staff Member and the Reviewers will receive a
notification through an email:

The following Advance Request has been Submitted for your Review

Employee: 11111 SM Name
Department: 23106

Type of Advance: Emergency
Recovery Duration (Months): 8
Advance 1D : SA18000009
Requested Amount :5000
Requested Currency :MYR

Requestor Comments: Repair private residence damaged by flood

Please use the following link to view the transaction:

https: s ies. HRMS,/c/ROLE EMPLOYEE.UN SAL ADV.GBLY
Page=UN SAL .ﬂ.DV&A{:HDH=U&EMPLIDPHEE=UN SAL ADV TYPE=EMR&UMN SAL ADV=5A18000009

\ 4

The Advance Reviewer would need to click on the link
highlighted to access the specific advance page and
proceed with the review process (See Page 14 to Page 16)
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¢ HR Admin as the Requester:

Navigation: Main Menu > eServices > UNDP Staff Advances > Admin Advance Home Page

Favorites | Main_Menu
or : N,

Search

eServices | | - =] £ -
G&E % 3 HR And Payroll Dashboard r

= m C3 UNERP Applications »

E M 3 Un Interfaces 3
|?] My & [ eServices
t%[f_jj My S ~ mManager Center -3 My Personal Info & Job Summary »

g E 3 Recruiting 3 My Salary LS

e O3 Workforce Administration 3 My Remuneration »

“— 3 Benefits 3 My Entitlements »

:_Ly é 3 Compensation 3 My Pension/Insurance Coverage L4

= R: 5 Global Payroll & Absence I (3 My Leave »

= &~ workforce Development Ca My Expertise L4

My E —~ organizationzal Developme [ Performance Mgmt & Development »

%"; £ Set Up HRMS £ Recruiting Activities -

~— 3 UM Reports 3 UNDP Staff Advances -

% £ UN Interfaces [£] My Learning ||j Admin Advance Home Page I

EFE M 3 UNDP INTERIM ROSTER »

= Wi £ Worklist N =] advance Type Setup

= Vi _ |:“| Staff Advance Home Page

3 Reporting Tools 3 -

= Ax =] wview advance Requests
fa MyE (3 PeopleTools »
ﬁ- =] My Dictionary

Mavigate to self service information and activities for people reporting to you.

@I Manager Center
i} [0 Time Management

Favorites | Main Menu > eServices > UNDP Staff Advances > Admin Advance Home Page
- H - - -

Staff Advances (Admin)

New Salary Advance Request Advance Reviewer

Employee Id : [11111 (&'} Reviewer (HR Focal point): MYS
Advance Type : [Emergency ] ﬁ’;ﬁ;‘;‘;"rﬁ?ﬁf Laftlgfl.lliie}: s
| Create New Request | Voucher Creator: GSSCKL
| |Advance ID | advahce Type | Submitted By | Submitted Date Time _ | Amount | currency | Details
1] | | | | | | Details
|2 save | =] moury | 1L i |Ex ada | | UpdateiDisplay |
Fill in the Employee ID and The information in this section is pre-
select the Advance Type defined based on staff category, location
before clicking on “Create 0 and department
New Request”
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Favontes

Staft Member  Sh Mame

Personal Information

Contract Type: Fooied Tisrm Appoanlmient
Employes Class: G

Conlract Expiration Date: 30/062019

Monihly Mol Salary: B26483 MR
Dty Stathon - Kiuala Lumpur

Index Number 11111

Praferred Bank Name for Advance Payment :

Crealed Datetime: 150718 8.05AM Sgbam it IDiatetimee:

Salary Advance Type: Emergency

“Requested Amount: 5,000.00 ‘Corency:  PMYE]a
“Repayment Duration: B ] monmis) Urgently Nesded: [

RequestOotats ] Aoveores navnce u

Justification for advance andior special [F2pas peivate residence damaged by Bood |

IMSErechions ;

Dexcription
1 Add Altachmant [ =l
_—
Advance Policy
1. The advance amount showldn sxceed 2 month nat pay
2. The acvance should be recovensd within 12 monhs not exceeding e
Contract end dale
Save for Later Submil Reques!

[=] Hoaty

Fillinferration highlighted in Green boxes:

. Requestedamount
2. RepaymentDuration

3. Currency (Forlocal staff, the
currency should bethe one of local
payroll)

Freferred Bank Mame

5. lustification foradvance

11

Main Menu > eSerices > UMDP Staff Advances »  Staff Advance Home Page

Advance I HEXT Approval SLaluSE Mot Submitted

This sectien is completed by the
Reviewer upon submission of the
request by the Staff Member

“Currency:

“Appeoved Amount;
“Payment Methoad: Woudher

*Approved Recovery Duration:

Appecerer User List

*Reviewes (HR Focal point):  [MYS v|
“Approver (Dperatsons |'m-5 v|
MianagerHead of Office):

Panymen| details will gel aulo-populaled once the vouther B crealed
approved and pasd

Business Unit: Woucher I

WVoucher Ami: Dodlar Equiv:

Payment Id; Pymit Method! Pak:
Payment Date

Woucher Approves;

Vioucher Creaton

This section is auto populated
by the system when the
advance voucher is paid

Select fromall 3

Upload support drop-down lists

documents as

necessary
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Once the request is submitted, a unique advance ID will be generated and the request status will
change to "Approval in Process".

Faiiitiss mywmﬁwmwﬂ;mrﬂmmm

Creale Sdvance Fequest
Stall Member  SA4 Name Indirx Number 11111 Aevance ID SA1B000003 Approval Ststus Approval in Process
Comiract Type: Fieed Tem Appointmend
Emplorpee Class: &7
Contract Expiration Date: 30062010
Monthiy Net Salany: 0 264,83 MR
Dhety Station : [Kirala Lumpiur
Created Datetime: 180713 55480 Subimittid 1207THE S53AM “Approved Amdant: “Curnency:
Clatetami:
“Payment Method: Winchar
Salary Adhraincs Type: Ermsrgency
“Approved Recovery Durstion:
*Requested Amount: 5 000,00 *Curency: MR
*Repayment Duration: B Monihis) Urgently Meeded:

Prefierrad Biank Name for Atbvance Payment : Maybank sfheviewer (R Focal pointl ~ MYS

Justification for sdvance andior special AR
u tion | wm damagid by

*Approver {Operations MYS
Manager/tiesd of Officej
*Voucher Creator : GESC-EL

Payment detais vl get aulo-populalid once the widcher B creabed,

g and jusd
Busimesa Uit Vowcher Iz
Woucher Amt: Dollar Equine:
Jufvanch Policy
1. The acvamce amoent shouldn't excssd  month ned pay Payment ld: [Pymt Method: Faid:
2 The advance should be recovensd within 12 monts nol exceeding the
Conirac! end date. Payment Date
Youcher Approver:
Wit Crealon

~ Salary Advance:Pending

Approval Workdlow

e ]

[ Wbty

The requestor has the option to
withdraw the advance upon
submission by clicking on the
button abowve only if it is at the
review stage and not after the
advance is approved.

12
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Upon successful submission of the advance, the Staff Member and the Reviewers will receive a
notification through an email:

The following Advance Request has been Submitted for your Review

Employee: 11111 Sh Mame
Department: 83106

Type of Advance: Emergency
Recovery Duration (Months): 8
Advance ID : SA18000003
Requested Amount :5000
Requested Currency :MYR

Requestor Comments: Repair private residence damaged by flood
Please use the following link to view the transaction:

https://hr-test.partneragencies.org/psp/UNDPHRS1 1/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.UN SAL ADV.GBL?
Page=UN SAL ADVE&Action= Page=UN SaL ADVEActionUN ADV TYPE=EMRE&UN SAL ADV=SA18000009

\ 4

The Advance Reviewer would need to click on the link
highlighted to access the specific advance page and
proceed with the review process (See Page 14-Page 16)

13
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2. Review an Advance:

Once Reviewer receives the email notification on the advance that has been submitted, the link in
which the Reviewer clicks on will direct them to the page below:

Fovgm Man.Hem

Staff Member  SM Name Index Number 11111 Advance 1D SA18000009 Approval Status Approval in Process
Outstanding GL Account Balances
Contract Type: Fowed Term Appointment No cutst batance
Employee Class: G7
Contract Expiration Date: 30062019
Monthly Net Salary: 926483 MYR This information is available for previous advances
Dty Station : Kuala Lumpur made but not yet fully recovered
Created Datetime: 18/07/18 505AM  Submitted Datetime: 18/07/18 3 07AM *Approved Amount: [5.000.00 *Currency: MYR Q
Salary Advance Type: Emergency *Payment Method: Voucher
Y oved Recovery Du tion:ﬁ Month(
*Requested Amount: 5,000.00 *Currency: MYR Aper - s s)
*Repayment Duration: 8 Month(s) Urgently Needed:

Preferred Bank Name for Advance Payment : Maybank M : (HR Focal point): MYS

Justification for advance and/or special Repar privale residence damaged by flood % X
mstructions - Approver (Operations MYS
Manager/Head of Office):

*Voucher Creator : GSSC-KL

Payment detads vill get auto-populated once the voucher is created
appeoved and paid

Business Unit: Voucher ID:

Voucher Amt: | [ Doltar Equiv:

Advance Policy

1. The advance amount shouldnl exceed 2 month net pay Payment Id: Pymt Method: | Paig: [

2 The advance should be recovered within 12 months not exceeding the fre—

Contract end date Payment Date G
Voucher Approver: |
Voucher Creator: [
~ Salary Advance:Pending
Pending Not Routed
hulliie Acorovers - :
— & The Reviewer inputs
the approved advance

‘Cmnu:lﬂewewed ]

details and should

[ geviee | | o o ensure that the
Push the "Deny” button required fields are
v if additional clarification/ entered accurately as
justification is needed
Push the “"Review” button per POPP

from the Requestor. The

above if the advance Requestor can then

meets requirements and

resubmit again.
is ready for approval

14
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When the Reviewer clicks on the “Review” button, the advance flows to the Approver for final Approval

Statf Member 5P Mame Index Number 11111 Advance ID  SA13000009 Approval Status Approval in Process
Contract Type: Flxed Term Appointment No

Employee Class: G7

Contract Expiration Date: 30/06/2019

Monthly Net Salary: 926483 MYR

Duty Station : Kuala Lumpur

Created Datetime: 18/07/18 805SAM  Submitted Datetime: 18/07/18 807AM *Approved Amount: 5.000.00 « *Currency: MYR @
Salary Advance Type: Emergency “Payment Method: Voucher

- *Approved Recov Duration: 8 Month(s
*Requested Amount: {5,000.00 *Currency: MYR . )
"Repayment Duration: % Month(s) Urgently Needed: |
| ‘

Preferred Bank Name for Ady Payment : Maybank

*Reviewer (HR Focal point):  MYS

Justification for advance and/or special |Repair private reskience damaged by flood

. *Approver (Operations MYS

eipdhsanods ManagerHead of Office):

) | Voucher Costor ot

Pagecate | x| View A8 1 11 | res B 4 of

Payment detads will get auto-populated once the voucher is created
approved and paid
Business Unit: Voucher1D: |
Voucher Amt: Dollar Equiv:

Advance Policy =

1. The advance amount shoukint exceed 2 monih net pay Payment Id: Pymt Method: Paig: [J

2 The advance should be recovered within 12 months not exceeding the

Contract end date Payment Date C]
Voucher Approver: |
Voucher Creator: [

= Salary Advance:Pending
pproval Workflow
Approved

The green box indicates that the
request has been reviewed and sent for
approval

15
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Once the review has been done, an email notification is sent to the Approver:

The following Advance Request has been Reviewed and is waiting for your approval:

Employes; 11111 SM Name
Department: 83106

Type of Advance: Emergency
Advance |D: SA12000009
Recovery Duration (Manths): 8
Approved Amount: 5000
approved Currency: MYR

Requestor Comments: Repair private residence damaged by flood

Please use the following link to view the transaction:

https://hr-test partneragencies.org/psp/UNDPHRS1 1/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.UN SAL ADW.GBL?
Page=UN SAL ADVEAction=ADV TYPE=EMREUN :UN ADV TYPE=EMREUN SAL ADV=SA18000009%

The Approver would need to click on the link
highlighted to access the specific advance
page and proceed with the approval process
(See Page 17 to Page 18)

16
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3. Approve an Advance

stk Member SK Name Index Number 11171

Advance ID 5415000000

Approval Status Appooval in Process

Contract Type: Foced Term Appointment
Employes Class: &7

Contract Expiration Date: 30042019

Monthly Net Salary: 0,284 53 MR
Dwty Station : Kisala Lismpur

Created Datetime: 150718 B:03AM  Submitted Datetime: 130718 8:07AM *Approved Amount: % 00000 *Currency: [MYR 2,
Salary Advance Type: Emargency *Payment Method: Voucher <
*Requested Amount |4.,000.00 *Curmency: WIYR *Approved Recovery Duration]2 | Monthis)

"Repayment Duration: 8 Mont]s) Urgently Needed:

Approver User List
*Reviewsr (HR Focal point):  MYS

Preferred Bank Name for Advance Payment : | Maybank

Justification for advance andlor special |Repair private residence damaged by fiood

- S *Approver (Operations MYS
instructions : Ma 1 of Office):
“Woucher Creator GEECHL

Payment Detads
Pﬂﬁ!ﬂ! detads vall get auto-populated once the wouther § created,

approved and pas

Business Unit. | VoucheriD: |
Voucher Amt: ] Dillar Equiv:
Advance Policy
1. The advance amount shouldn't excesd 2 month niet pay Paymant id: | Pymt Method: Faid: (]
2. The advance should be recoventd within 12 months Rot exceeding the .
Cantract &nd dae Payment Date L]
Voucher Approver: [
Voucher Creator: |
~ Salary Advance:Pending ) Viawtids Commants]
The Approver has the
ability to amend the
advance details to ensure
Cionmnt that the required fields are
*Comments: . . .
| in compliance with POPP

|

The Approver should
click on the “Approve”
button above if the
advance request
meets all the criteria

The “Deny” button gives Approver
the option to ask the Requestor to
re input their justifications or
amend the advance to ensure
compliance with POPP the
Requester can re-submit again

17

The “Push Back” button gives
Approver the option ask the
Reviewer to proceed with
another round of review or to
provide additional justification.
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Staff Member S Name Index Number 11111 Advance ID  SA18000000 | Asproval Status Approved

Contract Type: Foeed Term Appontment No afonce
Employee Class: G7
Contract Expiration Date: 30082010
Monthly Net Salary: 028483 MR
Duty Station : Kusla Lumpur
Created Datetime: 1307/13 305AM  Submitted 1807/18 S:07AM *Approved Amount 5,000.00 *Currency: MYR
ORI — *Payment Method: Voucher
*Approved Recovery Duration: § Month(s)
*Requested Amount 5,000.00 *Currency:  MYR
[ T e
Preferred Bank Name for Advance Payment - Maybani "Reviewar (HR Focalpoing:  MYS
Justification for advance andior special Repair private residence di ged by A (O 3
gt flood Manager/Head of Office):

*Voucher Creator - GSSC-KL

Payment details will get suto-populated once the voucher is crested,

sporoved and pad
Business Unit: Voucher 10:
Voucher Amt: Dollar Equiv:
Advance Folcy
1. The scvance smount shouidn't exceed 2 month net pay. Payment Id: Pymt Method: Paid: |
2. The acvance should be recovered within 12 months not exceading the
Conwrsct end dste Payment Date
Voucher Approver:
Voucher Creator
- Salary Advance:Approved (@]
Approved A\ 4
Ve Matr
—_ | 'I...n.
1707118 - 11:20PM 170713 - 11:43 PM Once the advance

has been approved,
the status will
change to
“Approved”

Both boxes in green indicate
that the request has been
reviewed & approved

18



User Guide for Staff Advances eServices Tool

4. Notification to Voucher Creators

Once the advance has been reviewed and approved, the voucher creators will receive a notification
below to create the voucher and pay the staff member:

The following Advance Request has been Approved for Voucher Creation:

Employee:! 11111 Sk Name
Department: 83106

Type of Advance: Emergency

Advance ID:SALE000003

Approved Recovery Duration{Maonths): B
Approved Amount: 5000

Approved Currency: MYR

Voucher Details:
Invaice 10z 5418000009
openitem:: 11111

Account: 14021
Fund Code: 00001

Operating Unit: SM'S OU

Department Id: 5M'S DEPT

Approver's Comments: Approved

Please use the following link to view the transaction:

hitps:/fhr-test partneragencies org/psp/UNDPHRS] 1/EMPLOYEE/HRMS/c/ROLE EMPLOYEE UN SAL ADV.GRL?

PagesUN SAL ADVEAction=USEl 1/EMPLOYEE/MEMS/c/ROLE -EMREUN SAL ADV=SA18000009

Important Note:

Voucher Creation

Eind an Existing Value Add a New Value

Fill in all the relevant
information.

Important: The invoice
number must be an
exact match of the
Advance ID

Business Unit: MYS10

Voucher ID: NEXT

Voucher Style: Regular Voucher v
Short Vendor Name: &R

Vendor ID: 10000011111 Q

Vendor Location: IMYR Q

Address Sequence Number: 1
finvoice Number: 'SA18000009 "
Invoice Date: 118/07/2018 [5)

Gross Invoice Amount: 5000
Freight Amount: 0.00
Misc Charge Amount: 0.00
Estimated No. of Invoice Lines:| 1

Add
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FavgﬁbE'Ma'\n'Menu H Amounigpa'yable b \foushers H Addfgpdate +  Regular Entry

Invoice Information | Payments || Voucher Atfributes

Business Unit: My510 Invaice Number: 5418000008
VoucherID:  NEXT Invoice Date:  [12/07/2018 i

Voucher Style: Regular Action: w| Run Print Invmti

Copy from a Source Document

PO Unit L Purchase Order: Q. CopyPO | warksheet Copy

Option:
Vendor: 171111 _Q +Pay Terms: DD_Q Immediate ! Basis Dt Type Inv Date
Hame: Q Control Group: a Comments{0}
Location: ’WQ Accounting Date: Ha/07/2018] W
*Address: ’_1Q Agvanced Vendor Sesrch *Currency: WQ Mon Merchandise Summary
Fazilah Binti Suglaman Total: @ Calculste
48 Jalan Suasans 21, Session Defaults

Bander Tun Hussein Onn,
Cheras,

Selangor Darul Ehsan 43200

Bank Default
hYS

Packing Slip:

Invoice Lines

4= Line *Distribute by ltem Description Quantity UOM  Unit Price Extended Amount

1 Amount v | | a | | [ o | £.000.00

Ship To SpeedChart
DUseone Asset 1D Caleulste

MYS10 @ a
onalze | Find | View a1 | I | o

= Distribution Lines
| GL Chart |[Exchiange Riate ||| Stafistics ||| Azsste ||| Agency

='stn 1of1 o Last

[
Q| q _al &l & &l &l &l faf Q[ ifeeef @ =

[ o[ socooo[ [ [uNoP1Q 14p211 [mys & fonoor @ fzoe @[

Business MYS10 Balancing
Unit Invoice Lines
0.000
Voucher ID:
L_m ' i NEXT Misc Charge Amount
Print In\mlj Freight ot

Insert the COA as per the
email notification

{minus) Total 500000  Celoulate

(Equals Voucher Details:
Non Merchandise Summary Invoice 10: 5415000009

openttem:* 11111
Account: 14021

Fund Code: 00001
Operating Unit: SM'S QU
Department Id: SM'S DEPT

[@8ave | [SINotify | fRefresh EpAdd | #lUpdate/Display
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5. Auto-Recovery Set-up:

Once the voucher is approved, budget checked, and payment made, the advance page is updated
automatically (through a daily batch process) with the voucher details. This triggers the calculation of
the advance recovery start and end dates, monthly recovery amount, and the recovery setup in the
“Elements Assignment by Payee” page.

Favorites | Main Menu > eServices > UMNDP 5taff Advances : View Advance Requests
- i - - -

Create Advance Request

staff Member SN Name index Number 11111 Advance ID  SA13000009 Approval Status Approved
Personal Information Outstanding GL Account Balances
Contract Type: Fixed Term Appointment L= FEERL ISR
Staff Receivable - Salary Adv({14020) 1,229.50
Employee Class: a7
Contract Expiration Date: 30/06/2019
Monthly Net Salary: 9,264.83 MYR
Duty Station : Kuala Lumpur
Request Detailzs Approved Advance Details
Created Datetime: 1807118 5:054M Submitted 18/07/18 &8:0TAM *Approved Amount: 5,000.00 *Currency: MYR
Datetime:
*Payment Method: Voucher
Salary Advance Type: Emergency
*Approved Recovery Duration: a Month(s)
*Requested Amount: 5.000.00 *Currency: MYR
*SF::rcto[\)'terr 01/08/2018 Recovery End Dt: 31/03/2019
*Repayment Duration: 8 Month(s) Urgently Needed: .
Approver User List
Preferred Bank Mame for Advance Payment : Maybank *Reviewer [HR Focal point): MYS
Justification for advance and/or special Repair private residence damaged .
instructions : ﬂcn?d ' sosaby “Approver (Operations MYS

ManageriHead of Office):

*Voucher Creator

Attachments

Payment Details

Personalize | Find | view &1 | B | 38 Fizt & 1071 O Lot
Add Attachment Description Attached File Payment details will get auto-populated once the voucher is created,
5 - approved and paid
: naithbiineiumeniey Business Unit:  MYS10 Voucher ID: 00057591

Voucher Amt: 5,000,000 MYR Dollar Equiv: 1,229.500

Advance Policy:
1. The advance amount shouldn't exceed 2 month net pay. Payment Id: 49763 Pymt Method: EFT Paid: 1
2. The advance should be recovered within 12 months not exceeding the
Confract end date. Payment Date 15/07/2018
Voucher Approver:  mohammed.aldaraghmah
Voucher Creator: noramiza.sabri
=~ Salary Advance:Approved () viewHide Comments

Approval Workflow

Approved Approved
& Wohammed ALDARAGHIMAH > 1\:rgle1k Iathur The recovery is
1710771 - 11:20 PM 17107713 - 11:43 PM

— created
B " her details will automatically
E | Z evoulc erd etaLSWI once the

epophu ated ass .own payment is
once the payment is processed
made and the batch
process runs Note: The
successfully recovery will

start on the 1
day of the month
21 following the
payment date
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Favorites . Main Menu > Global Payroll & Absence Mgmt > Payee Data » Assign Eamings and Deductions » Element Assignment By Payee
- i - - - -

Element Assignment By Payee

SM Mame io: 11111 Empl Record: 0
Selection Criteria

Element Name:

Element Name Description P""““'UIS Begin Date End Datea Active  Instance
Emergency Advance
UNDD ADV EMG | gt to 999 01/08/2018  31/03/2019 =)
| Add New Assignment Deduction Recipients

|2 Save ] |2 Retum te Search ] = Metify [y Refresh ]

Recovery via Payroll is
automatically set up in Atlas.
No manual entry is needed.

Favorites | Main Menu > Global Payroll & Absence Mgmt > Payee Data > Assign Eamings and Deductions : Element Assignment By Payee
- i - ~ ~ -

Element Assignment By Payee

Element Detail

Employee ID: 11111 Empl Record: [i] Name: S Mame
Element Name: UNDD_ADV_EMG Emergency Advance Recovery Instance: 1
Assignment Process Detail
[ Assignment Is Active Curmrency Code: MYR Malaysian Ringgit
Process Order: 999
Begin Date: 01/08/2018 End Date: 31/03/2019  Previous End Date:
[ Allow Batch Update of End Date Updated in Payroll Run

= Calculation Information

Calculation Rule: Amount
Amount Type: Mumeric v
Amount Element: [
Amount Value: 625,000
pporting &Flement O des 2
Variable Name Description Character Value Mumeric Value  Date Value

Frequency Option: Use Element Frequency
Frequency:
Generation Option: Use Element Generation Control

Generation Control:

| ok | cancel | Refresn |
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This amount is
automatically calculated
and indicates the monthly
payroll deduction to
recover the RM 5,000
advance over a period of 8
months.




User Guide for Staff Advances eServices Tool

6. View Advance Requests

Authorized users can view the list of advances that have been raised with their respective status
following the navigation below:

Navigation: Main Menu > eServices > UNDP Staff Advances > View Advance Requests

Favgrites - Main Menu

Search Menu:
eServices | | s o o5
ﬁn@ % 3 HR And Payroll Dashboard 3
=wm [ UNERP Applications 3
E M {3 UnInterfaces 3
a—. | My § [ eServices
@ﬂf:j_j MyS ) Manager Center 3 My Personal Info & Job Summary 4
gﬁ 3 Recruiting 3 My Salary '
= [ Workforce Administration 3 My Remuneration i’
- _E ] Benefits [ My Entitlements »
ﬁ M_LyE 3 Compensation 3 My Pension/Insurance Coverage 4
E Rt 3 Global Payroll & Absence 1 (3 My Leave 4
_______ E A 9 Workforce Development =~ [0 My Expertise 4
L\f' MYE ) organizational Developme (3 Performance Mgmt & Development 2
%"; 7 Set Up HRMS 3 Recruiting Activities y
— “° [ UN Reports (7 UNDP Staff Advances .
=l Myl : Admin Ad Home P.
255 MyL (3 UN Interfaces [E] My Learning El Admln gan;e -’.]:’IE! =0e
EIM 5 UNDP INTERIM ROSTER y [E) Advance Configurations
EIVi ~ worklist , [5] Advance Type Setup
(=R B3 Reporting Tools N Staff Advance Home Page
E A 7 PeopleTools , View Advance Requests
M

o~ MyE
@- MyP [=] My Dictionary

E Creae cenunmndice cign
=] Current Performance Document
Manager Center
i:’ Mavigate to self service information and activities for people reporiing to you.
[ Time Management
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Favorites : Main Menu > eServices > UNDP Staff Advances > View Advance Requests

(@ New Window ? Help [ Personalize
View Salary Advance Requests

~ Search Salary Advance Reguest

fvance pavance e [] Insert the relevant search criteria
Employee ID: Q AP Business Unit: Q

From Date: — T Date: — based on the advance that was
Approval status: | Request Type: raised

| search | |

Salary Advance Search Results Personalize | Find | B | B prst 5 g o1 D Last
Employee  AdvancelD  Advance Type Approval Status Submitted Date Time AP Business Unit Voucher ID Recovery Start Date Recovery End Date %M"ﬁ Cumency Code Details
1 Not Details
|B) save | =T Notify | |[Exadd /] Update/Display |

Favorites : Main Menu > eServices > UNDP Staff Advances > View Advance Requests
E - - -

View Salary Advance Requests

~ Search Salary Advance Request

Advance ID: [ Advance Type:

Employee ID: [11111 @ AP Business Unit: | Q.

From Date: l— Eﬂ To Date: ’— B

Approval Status: | ] Request Type: ]

Al New Window 2 Help [ Personalize

22

First K1 1 011 O (ast

Personalize | Find | El | =

Employee  Advance ID\, Advance Type Approval Status Submitted Date Time AP Business Unit Voucher ID Recovery Start Date Recovery End Date %ﬂm"l‘l’T"e“ Currency Code Details
1 Mot Submitted Details
|E save | |=] oty | |Evadd | 7 Update/Display |

Click on the Search button once
the criteria are defined

Favorites = Main Menu > eServices > UMNDP Staff Advances @  View Advance Requests
- i - - -

View Salary Advance Requesis
~ Search Salary Advance Request

Advance ID: SA18000002 Adh Type: e

Employee ID: 11111 Q AP Business Unit: Q

From Date: 5] To Date: 5]

App Status: | ~] q Type: [ -
| Search | Cancel

Salary Advance Search Results Personalize | Find | B | #

Employee  AdvancelD  Advance Type Approval Status Submitted Date Time AP Business Unit VoucherID Recovery StartDate Recovery End Date A22SYEd =
111111 |sa E Approved 1807118 B0TAM | MYS10 00057591 01/08/2018  31/03/2019  5000.000 MYR

|@ sawe | |=] Notiy |

Click on “Details" to
open the advance
24 and to view the
advance status and
details

The advance history
will appear upon
pushing on the
‘Search” button
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Access Rights

The Tool is comprised of five pages and following is a brief description of each page and ARGUS
users’ profiles that are granted with the access rights to these pages.

Navigation: Main Menu > eServices > UNDP Staff Advances

Favorites | Main Menu
- : -

Search Menu:

3 HR And Payroll Dashboard 4

3 UM ERP Applications 4

[ eServices

7 Manager Center 3 My Personal Info & Job Summary 3

9 Workforce Administration 3 My Salary b

] Set Up HRMS 32 My Reports b

"3 UN Interfaces 3 My Entitlements 3

3 Enterprise Components 3 My Pension/Insurance Coverage 4

3 Worklist 3 My Leave b

3 Reporting Tools 3 My Expertise b

3 PeopleTools Performance Mgmt & Develooment 4

[E] My Dashboard {1 UNDP Staff Advances

[ My Dictionary [Z] Personnel Action Report [£] Admin Advance Home Page
D My Learning D Advance Configurations
[E] MyRCA Advance Type Setup

Staff Advance Home Page
View Advance Requests

(I} ()

1. Admin Advance Home Page:

This page is designed to allow HR Admin personnel to create staff advance requests on behalf of
employees that are not able to create an advance (for example cases of Initial Appointments, Emergency
Security situations, etc.). In addition, the page allows the HR Admin personnel to review requests in
gueue pending review and clearance.

ARGUS profile: UN_HR Administrator
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2. Advance Configurations:

This page is accessible only by technical team personnel, and is designed to set up the groups and users’
names for the different roles involved in the review and approval process. The configuration is based on
the following:

e Employee Class (Local vs International).
e Duty Station Location.
e Department.

Any changes in the names of Reviewers or Approvers should be communicated to:
staff.advances@undp.org

ARGUS profile: HR_BB_Config_Manager

3. Advance Type Setup:

This page is accessible only by technical team personnel and is designed to set up the different
eligibility rules based on staff categories and types of advance. It is also used to map the deduction
elements in Atlas payroll module for each type of advance.

ARGUS profile: HR_BB_Config_Manager

4. Staff Advance Home Page:

This page is available to all staff and allows them to:

e Initiate a new advance request based on advance types staff is eligible for
e Review request history
e Review pending requests

ARGUS profile: All Staff Access

5. View Advance Requests:

This page allows HR & Finance personnel to review all advances submitted/processed. It provides an
oversight on the advances issued, their status and a high-level summary.

ARGUS profile: UN_HR Administrator, UN_HR Manager, UN_Global Payroll Admin, and
UN_Global Payroll Manager
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