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Umoja Nairobi (KS) — v4 14.05.15

CREATE CERTIFY Approve and Issue Contract > Payment
Lown)
2
= Complete INSPIRA process
(8) Requisitioner reviews and Manager of Consultant/
o includes name and index in IC should sign off on
£ shopping cart (if new C/IC evaluation/attendance
& then request HR Partner to sheet (outside Umoja)
e _g create new profile
58 ’
< 14 ) Create a Service Entry Sheet
) E (attach evaluation form/
. 1. Create Requisition — deliverable)
2 Attach ToR i (if C/IC is paid on a time basis
.g Enter Payment Installments | - then send attendance offline to
‘0 Attach other supporting docs HR Partner
3
o
(7]
(14
EQ | Certifier DoAis reqired
£ ertifier DOA is require
8> ’
o - If C/IC is NEW
L -
o 8 . .
N> System does an automatic =~ | Approve (Certify)
3 E (O] Account Availability Check (AVC) Shopping Cart
0 ‘a’_ &2
o O
<3
<5
n L

SA.04
Human Resources Partner

A d

Using Global Index #
Requestor role
Create C/IC as a Non Staff
(Obtain the Index Number
from Allperson database
HR Partner role - Enter the
Consultant/IC/BP Profile
(using info from INSPIRA
profile)

C/IC Bank details to be
provided offline to Treasury

Simultaneous Funds Pre-Commitment in FM

Filter Work
Overview
Review Shopping
Cart

Create and Approve
Contract

Print Contract

Simultaneous Funds Commitment in FM

Approve the
Service Entry
Sheet

FA.02
FA User (AP)

Create Evaluated
Receipt Settlement
(dummy invoice)

TR.03 Cashier

Generate Payment
Release List
Filter FPRL List and
Review
T-code F110

TR.02
Bank Signatory

Review, Approve and
Release

EFT
Cheque
Printed
A




