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1 Introduction
The purpose of this document is to capture the existing workflow and
process, followed from start to finish by all the members of the OSLA staff.

2 Getting Started

Please Note: UN Logo has been changed for the application. The new logo is
as the below screenshot. The left navigation pane color inside the application
is now white. Rest of the user guide reflects the old logo and the grey left
navigation.

Forgon passwond?
Rernember ks

Don't hawe 20 acoaunk on OELS Case Manapgomenk
Agplcation? Sgn up

® pou 2re sysiom aamin clck hersta slan n
& Coviact Us

2.1 Login Form

In order to access the OSLA system, you need to enter the <URL>in a
web browser, where the below login form will be displayed on the
screen

ter User name / Email ID ]

Enter Password ]

Forgot password?
Rememaier Me

Dian't have an aocountFSign up
IF you e wndows user click here to signin

If you are an existing user enter the Username/Email ID in the
respective text box highlighted and the password in the text box after
it

Click on Sign In button after entering your credentials
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2.2 SignUp

P Croate Now Usor Account

[ Enter User

T MO

Enter new password ]

Fasesond:*

[ Re-enter password

Lozt Pseamwacnl =

i

Enter First name ]

Firan Mana: *

[ Enter Last name ]\.:m,

orgot password?

—

Remeomber Mo Emal: *

Enter Email ID ]

Typa the charechere in the picture beios

Dond beave an acoounl ?Sign up
It you are wandows user click here to signoin

[ Enter CharaCters ]'mpv.-..m:-c'buns-:-c'va:re's
\glld'llft i

Dt sem the v d?

1) If you are a new user, then click on the Sign Up link highlighted above,
which will take you to the registration page as shown below
2) Enter appropriate Username and Password, First Name, Last Name &
Email ID in the respective fields as shown below 3) Then enter the characters displayed in the CAPTCHA image and click
on “Create User” button to register
4) You will receive an email notification with the password for you to
login
5) Enter the same password along with user name while trying to login

2.3 Forgot Password
1)

If you have forgotten your password, then click on the “forgot

password” link highlighted in the following image to set a new

password
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Femamber Wiz

For't maree mn ancoemd*hign un
W pou ane whd oves wserclick hers 30 signin

2) You will be redirected to a new page where you need to enter
Username / Email ID as shown below and click on Submit.

Fargol Password?
Ervier your LsernamesEmel to receive password.

nter User name / Email ID ]

G bawck b Login

3) Once you enter the correct Username / Email ID you will get the
following message

Your password has been sent to you.

Continue

4) Click on Continue to go back to the Login Form

5) You will receive an email notification with your new password

6) Enter the same password along with you registered Username / Email
ID in the Login Form to login to the Dashboard

2.4 Dashboard

The dashboard gives you an overview of your drafts & cases

V) = coe: Fanzgzmen.

1) User Settings: You can access settings like About User, Sign Out &
Change Password from highlighted drop down link

2) Navigation Pane: You can create a new case or access the dashboard
from the Navigation pane

3) All Cases: You can choose if you would like to view a list of your Drafts
or Cases or Requests raised on behalf of other Staff Members,
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selecting the appropriate option. By default “Cases” option is selected
and list for the same is displayed below it

4) List: Once you select an option from the “All cases” link, you can view
the list of the respective option here. You can View/Edit an individual
record from here too

5) Pages Navigation: You can navigate to Previous & Next pages from
here

6) Entries per page: You can select number of records per page view
from here

2.5 Change Password

%) FBAClent=

About Me

it qn Ot

Charnge Passwweard

1) Click on your <User Name> drop down link present in the top
right corner of the dashboard

2) Click on the option of Change Password from the drop down

3) A new page with new Password options will open as shown below

2.6 Sign Out

&) FBAClent-

FAloout Me

it qn Ot

Change Passward

(e —

1) Click on your <User Name> drop down link present in the top
right corner of the dashboard

2) Click on the “Sign Out” option from the drop down as highlighted
above

3) Upon successful sign out you will be redirected to the login page

Weloome 1o 051 A Case hManagemeant

Changs Pagswerd A/[ Current Pasisword ]
Currerl Pasoeonc® E o

[ New Password |
Mo Massmonds . -
- A/[ Re-E+ter New Password]
Cunfinm My Fasswunl®

T
—t

= Case Management

4) Enter your Current Password & your New Password in all the
respective fields as highlighted above and click on “change
password” button
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3 Create New Cases

Welcome o GELA Cage Managemen| :':.-
Click on “+ Create New Request” link present in the left hand side Navigation == - -
pane, which will open the following screen. i b o b
E=En
" L w ™
- . .

Ll e N e il S s

iy AT
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This page is divided into 3 sections: Personal Details, Case Details, and 3.2

Case Details: You will have to enter case related & employment
Chronology.

related details in this section

In the view mode, the form can be traversed by clicking on the section
headers.

. . ‘Welpame o O5LA Caee Management !['- I o
In the edit mode, you need to click on “Next” and “Prev” buttons to traverse

through the form.

Eaguar Fot S s

=TT

3.1 Personal Details

1) You will have to enter personal details in this section, out of
which the star marked fields need to be compulsorily filled in
order to move forward to the next section

2) Click on Next once you fill out all the required details.

3) If you are filling the form for other staff member, check the
check box for “Are you requesting assistance on behalf of _
another (former) staff member?” This will empty all the pre- o Dt 10
populated fields. You will have to enter personal details in this ' R
section, out of which the star marked fields need to be . n sty A
compulsorily filled in order to move forward to the next
section.

s ook T Btz O e T Vi, o L T Duersom On k1 g -
L] bl _ et P

B el ol L T 04 Gl Drrinier i)

=1 you requesting assistance an behalf of another o : i e w i
(tormier) staft memoer? Pt o 10, 1 i g I e e
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To enter retiree information, select Retired in the Current employment status.
If you are currently employed with UN, you will need to enter” Current
Employment Information”.

It is mandatory to Select “Yes” to authorize the Chief Officer to appoint a
Counsel.

If D514 i5 i a position S proside |egal Repressvaton,
0 you authionize the chiel of 0ELA Lo apogint courz
on yanr behak? «

Flease sdect Yes' 1o suthoree creel officer (e assign &
coungel for 1his caEe

3.3 Chronology:

1) You can record any event with the associated case in a
chronological order by uploading any supporting document
for the event in this section.

2) There can be only one document uploaded per event

Add Event ] s

wie come: o OELA Sase Managameant [

Popmd Fu fasiod we

Fom s Tkl s T ks o i

[Add Additional Document ]

e Ter L | =

A M T

v s e e s e b

3) Click on the above highlighted “Event” button to upload &
record an Event in the pop window as shown below

Eelel Evenl /l Add Date ]
Lt Late AR T
Add Description
Drsrigrten * F—
/ Choose File ]
upkoad Ele [ Choase Fiie | Test Event 1.docx

4) Enter the Date when the Event occurred in the Date field

5) Describe the event in the Description field

6) Click on “Choose File” button to choose a file to upload from your
system

7) Click on “Add” button to upload the file

8) Similarly, if you want to upload any additional files, click on the
Additional Documents button present in the Chronology section as
shown in earlier image

9) You will get a Pop up as shown below, click on the “Choose File”
button and select the document to be uploaded
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Welrame fo D51 A Case Managament £ leendis

r Choose File ]
Add Additional Document

Acdiicoral Document®

Chooze Fik= | Mo filk chosen

ved

s Frgaed fravda= Al W=nda ey Apmrd e alwa edl b
- List of Cases submitted & Drafts sa

I fushbcasd

10) Click on the “Upload” button to add the file to records
Note: Please note that the documents added cannot be deleted

later, hence only appropriate ones should be uploaded. Also the 14) You can view or edit draft by clicking on the respective buttons as
additional documents should be appropriately named before shown above
uploading, in order to describe the document properly. 15) If you have completely filled out the form and want to submit it to
11) At any point in time while filling out the form if you need to go back OSLA staff, click on the “Request Assistance” button. This will open
to the previous sections, click on “Prev” button as shown in the the Consent Form. For the successful submission of your request,
following image read the Consent Form and click on “I Agree” button.
Aol Doaranis m

12) You can save the entire form as draft if you want to fill out any case
specific information at a later point in time by clicking on “Save as
Draft” button

13) You can view the form details from the dashboard. Click on the
Dashboard option from the left hand side navigation pane as shown
below
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Consent Form for Legal Regresentation by the Office of Staff Legal Assistance

| et o the Office of Stall Legal Assistance (GELA] amanging 1o provide my legal resesentation. | cons
D5La-appointed legal counsel accessing my UN persannel files ana records, | agres that DSLA legal couns:d \aass
enguiries wih partles, both UN & nan-US, conceming my employrnent 2nd peformancs recand and misy seek any
alher relemnl nfanration gs eguied

l=uthorive the Chief of 05L& o appart 2 legal counsel on my behal?. | unde stand et the Chief of 0514 has the sole
dizcretion of changing substiutingakernating legal counsel representing me wheniver hevshe deems & appropriate
a7 recessany. The Chisf of OSLAs duly towanis me will B2 Emited bo notifying me of the new legal caunsl 1aking aver
my case

lurcerstand that 05LA legal counse | wil kesp me advised in confoarmity with 2 lwsechent relationship of the actions
taken on my benalr, includ ng any 520 towand & posslbke Informal resalution of the dispute.

Iunizerstand that QOELA will make an assessment of ywhether they are In & posiion to provice legal azalztznce Inmy
s, Foor B puepuss O5LA msy determines thal iny case is unlikely b suceesd s (hereby they vall rid be st o
providie kegal assstance and represcnkation,

1 further understand that DSLA-appoimed legal counsel may withdraw: for good cause from amy mather inwhich he or
7 has agreed to act on my behalf Zood cause’ snall inchode, but net be imibed 1o, any sRustion in which & client
seeks In insis! upon a course of action ncompalible with counsels dulies under the UN stalf roles 2nd mgukstons, e
It and beigal edhics, and bo the UM Triounals as officers of the court. A persistent failure 1o cooperate with or follow the

arbairs of e lanal sninesd rr 9 esros o feaseh of confvlantialite or teoes Pahuosn caosal and tha sliaet e roe ol =

16) Please note once you submit the case to OSLA staff, you can’t make
any changes to the “Case Details” section. You will be able to edit
the “Personal Details” section and be able to add Events &
Additional documents any time in future after submitting the
respective case.

3.4 Version History:
1) You can track any changes made to the personal details or Case
Details section by clicking on the “Version History” as highlighted in
the following image

m s T

Dl 3 OF BT ek Farer B Wember O D ool = BT Wby

Fur s bt b rars

2) The following popup window opens up, where you can click on the
‘View More’ option highlighted in the following image to view the
details of the version

3) The Version History window for the Personal Details page looks like
as shown in the below screen

Go to Previous Page

‘warmor Fualoey
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4) Click on the Previous Page link to go to the Version history menu as
shown in the previous screen.
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