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Inspira Staff Selection System

Activity Guide 4- SRO Approval and Pushback
As SRO 

	Step
	Step Description
	

	1. 
	When the FRO submits the Application to SRO, SRO will receive an email.
	

	2. 
	Login to Inspira with Username and Password
	https://hcmunattrn.opc.oracleoutsourcing.com/psp/UNATHTRN/?cmd=login&languageCd=ENG&

	3. 
	Go to Main menu >> Recruit and Manage staff >> Manage My Staff >> Sabbatical leave programme >> Review Applications.
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	4. 
	Select the required application from the list.
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	5. 
	SRO can review all details of application, namely: 
a. Personal information
b. Background
c. Proposal
d. Attachment Review & Submit

Review the Application and navigate to Second Reporting Officer section
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	6. 
	Staff Member Details section,

Following fields of Staff Member Details are editable by SRO for both (external and internal applicant) by clicking “Edit Personal Data” link
a. Telephone
b. Date of entry on duty (Secretariat
c. Date of entry on duty (present duty station) 
d. Functional title
e. Category / level 
f. Type of appointment 
g. Contract expiration
h. Department / office
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	7. 
	Attachments: 

Make Attachments, if required.
1. SRO is allowed to attach new files as well. 
However, SRO will not be able to delete any existing files uploaded by other users.
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	8. 
	1. FRO and SRO information will not be editable
2. If required, HR Partner can be changed here. 
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	9. 
	SRO to Submit to HR

1. Select Action as “Submitted to HR partner”
2. Click Submit.
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	10. 
	IF the SRO or HR is changed by the SRO then while submitting an alert will be shown

Click “Yes” to proceed with submission.
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	11. 
	An email will be triggered to HR Partner on SRO’s submission.

Now, the Application status will be changed to “Submitted to HR Partner”.
	


SRO Pushback

	Step
	Step Description
	

	1. 
	Login to Inspira with Username and Password

	https://hcmunattrn.opc.oracleoutsourcing.com/psp/UNATHTRN/?cmd=login&languageCd=ENG&

	2. 
	Go to Main menu >> Recruit and Manage staff >> Manage My Staff >> Sabbatical leave programme >> Review Applications.
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	3. 
	Select the required application from the list.
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	4. 
	Review the Application and navigate to Second Reporting Officer section
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	5. 
	SRO Pushback to Applicant
1. Action must be selected from the dropdown as “Pushback to Applicant”
2. Comments are mandatory.
3. Click Submit.

Confirmation message will appear. Click “Yes”

Email notification will be triggered to “Applicant”
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	6. 
	SRO Pushback to FRO
1. Select Action as “Pushback to FRO” from the dropdown
2. Enter the Comments
3. Click Submit.

4. Confirmation message appear, click “Yes”

Email notification will be triggered to “FRO”
	[image: ]

[image: ]



5

image1.png
Main Menu

<= Sabbatical Leave Progr... *

Recent Places Review Applications




image2.png
Review Applications

Sabbatical leave programme

Applications below have been submitted for your endorsement. Please select an application to act on it

More information is available on the HR Portal and in

Search Applications

Name Aoplcation Satus
GradelLevel <] Location a
Department P —|
[ e | [ ew ]

Request from Staff member

Personalze | Find | View Al | @] [ First (0 10f1 () Last

=
II“““ S “ Seernehes S - e

1 UN_MO_SM21,UN_MO_SM21 2022  appiicant009@gmai.com ‘Submitted to FRO Short-Term ‘Staff Assistant





image3.png
Sabbatical Leave Program o «
Sabbatical leave program C ov
Legend

TaskProgres: NSNS
[ 4 10

<& Appiication Details

© Personal Information

© Background

© Proposal

©  Attachments & Review/Submit
~ @ Endorse Application

@ First Reporting Officer

© HR Partner

» @ Review Application




image4.png
N ¢ .
)] InSpIrO Sabbatical Leave Progra

Hurman Resources Gatewy

Sabbatical Leave Program © | Sabbatical leave program
Sabbatical leave program S e~
Legend taf Member Def
Task Progress G—————— ) Name UN_MO_SM21,UN_MO_SM21 Functional Title: Staff Assistant
o 5 0
Index Number
~ © Application Details 241371 Category/Level P1
° Gender Male
Personal Information email s . Type of Appoinment Short-Term
PR i 2Dp04475@gmail com
Contract expiration date:
o ropose Telephone expi 31032010
© Attachments & Review/Submit Date of entry on duty (Secretariat) 40112001 Duty Station
~ @ Endorse Application
Date of entry on duty (present duty station) 241012001 Department/Office
© Fist Reportng Oficer
® Second Reporting Offcer
© R Partner Proposed Sabbiatical Leave Dates : o1/122022 © 310203 Leave duration: 3 months 30 days

5 @ Review Appicaion
Pl ‘Application Status ‘Submitted to SRO




image5.png
@) inspira Sabbatical Leave Program

FOT—

ot a5 T Jrow—.





image6.png
a Azt





image7.png
Application Status ‘Submitted o SRO

Application Re

241371 UNERFRO & FRO80001@gmail com

UN_INS_SRO4. UAT 48R0 510289562@gmail.com

241371 QUN_UPG_DH3UN_UPG_DH3 yowasriraja@un.org





image8.png
IﬂSpIrO Sabbatical Leave Program

Sabbatical Leave Program © «  Sapbatical leave program
Sabbatical leave program T o~

Ve Attachments

Task Progress E— )

o s P P— [— _ Addedy l

») © Application Details doc_a.docx 151112022
~/ ® Endorse Application

@ second Reporting Officer

tio ‘Submitted o HR pariner
© HRPartner
+) ® Review Application 1, SRO UAT 4., hereby supportthe request from UN_MO_SM21,UN_MO_SM21 for sabbatical leave. | understand that, ifthis applicantis

‘awarded sabbatical leave, he or she will be on special leave with pay for a maximum of four months starting within a year of selection forthe.
‘sabbatical leave programme.

I confirm that | understand that, ifthe applicantis awarded sabbatical leave, he or she must submit electronically, within two months of
‘completion of the sabbatical leave, a report about his or her research or study projectto all endorsers and to the Assistant Secretary-General
for Human Resources

Comments for action





image9.png
Message

‘You have changed the SRO/HR pariner. Do you wish to coninue? (32502,138)

e T





image10.png
Action Fushback to Applicant ~

Comments for action | atiach the Application

Z!





image11.png
Message

You are returning this application back. Do you wish to confinue? (32502, 140)

e T





image12.png
Action Pushbackto FRO

Comments for action

Review the Details|





image13.png
Message

You are returning this application back. Do you wish to continue? (32502,140)





image80.png




image14.png
N

7 N ¢ .
@ inspira

N

=<




