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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.

\:‘ OSLAW >[/ Enter User name / Email ID ]

Usemame Enter Password ]

2 Getting Started

2.1 Login Form
1. Inorderto access the OSLA system, you need to enter the

<https://staff-oslaw.un.org/> in a web browser, where the below login “

form will be displayed on the screen

Forgot password?

Don't have an account on OSLA Case Management
Application? Sign up
2 System admin sign in

® Contact us

2. 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

3. Click on Sign In button after entering your credentials
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2.2 Sign Up

OSLAW

Create New User Account

Go back to Login
User Name: *

Enter User Name
Password:*

(Password must contain at least 7 characters including ene special character)

Cassword

[ Enter Username

Confirng Password:*

Enter .\@ Password

First Name: *

—

Enter new password ]

Enter First Name

Usemame Lasgt Najme: =
Re-enter passworﬂg, e
Emal © Enter First name ]
Enter Email
Password

Forgot password?

Index Humber>
Enter LaSt NAM@:terfndex umber
PIeTre: *

Don't have an account on OSLA Case ManW

Application? Sign up

Type the characters in the picture below.

Nuprer Email ID
~

| Can't see the word? Generate a new image.

(If you are still unable to see the word contact ccms-support@un.org)
The picture contains & characters.

c o

2 System admin sign in

® Contact us

[ Enter Characters

Enter Chdracters

3)
1) If you are a new user, then click on the Sign Up link highlighted above, 4)
which will take you to the registration page as shown below
2) Enter appropriate Username and Password, First Name, Last Name & 5)
Email ID in the respective fields as shown below
6)

rked with red asterisk is required.

Then enter the characters displayed in the CAPTCHA image and click
on “Create User” button to register

User Name can be of minimum 5 characters and maximum of 25
characters and should not contain white spaces.

Password should be of minimum 7 character and should contain at
least one special character.

First Name and Last Name can be of maximum 100 characters each.
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7) Email address should be in the format of xxx@xxx.xxx and should not
be more than 255 characters.

8) You will receive an email notification on completing the registration.

9) 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

Usermmame

Password
Forgot password?

Don't have an account on OSLA Case Management
Application? Sign up

2 system admin sign in

® Contactus

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

Forgot Password?

Enter your User Name or Email to receive new

password
/[ Enter User name / Email ID ]

Username / Email

Go back to 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 in the
Login Form to login to the Dashboard. As a best practice, change the
password after log in.
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2.4 Forgot Username

1) If you have forgotten your username, then click on the “forgot
username” link highlighted in the following image to get a username

@) OSLAW

Username

‘ Password

Forgot username?|Forgot password?

Don't have an account on OSLA Case Management
Application? Sign up

2 System admin sign in

® Contact us

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

@) OSLAW

Forgot Username?
Enter your Email to receive username.

Email /

Enter Email id

Go back to Login

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

An email has been send to you with your username.

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

5) You will receive an email notification on your mail user username

6) Enter the same username along with your password in Login Form to
login to the Dashboard

2.5 Contact Us

User can click on Contact Us link for contact with the correspondence
authority for any queries.

@) OSLAW

Username

Password

Forgot username? Forgot password?

Don't have an account on OSLA Case Management
Application? Sign up

2 System admin sign in
I @ Contact us I

User Manual Version: 3.0

Page 6 of 17



After clicking on contact us link, you can draft an email to contact OSLA
Support Staff.

Inbox - Trigyn - (s}

Format Insert Draw Options ] Discard 2> Send

B I u - |= | | & ©
From: Suraj.Waghmare®@trigyn.com =

To: osla@un.org;

Subject

Sent from for Windows

2.6 Dashboard

The dashboard gives you an overview of your drafts & cases

.y’ ‘\g) Welcome to OSLA Case Management
W&y 1
NS p

Cases

9 Cases O Drafts O Request for other Staff Members O Request for oger Staff Members (Draft

< Client < Resolution Forum < Case Ste tDate { Case Close Date < Action

+ Ceate New Request 2023

e ST 3 v ©

Shyam Shyam Central Examination Board 29 Nov 2022 o »

Shyam Shyam Central Examination Board 29 Nov 2022 e 7

bttings: You can access settings like 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

{—&Qasfs, Requests raised on behalf of other Staff]Members, or Drafts

of requests raised on behalf of other Staff Members, 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

2.7 Change Password

@ FBAClient~

About Me

Sign Out

Change Password

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

7
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Welcome to OSLA Case Management

A/[ Current Password ]

/[ Re-Enter New Password]

Change Password

Current Password* Eiiter Basswiord

New Password*

Enter New Password

Confirm New Password* et .
Confirm New Password

Change Password

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

5) After changing the password, it gives confirmation message.

Your password has been changed!

Continve

2.8 Sign Out

& FBAClient~

About Me

Sign Out

Change Password

P

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) Close the browser for complete sign out.

Please close the browser to complete sign out.

3 Create New Cases

Click on “+ Create New Request” link present in the left hand side Navigation
pane, which will open the following screen.
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A A Click on “+ Create New Request” link present in the left hand side Navigation

- - :
o pane, which will open the following screen.
Tmmmm— == This page is divided into 3 sections: Personal Details, Request Details, and
- Chronology.
In the view mode, the form can be traversed by clicking on the section
headers.

In the edit mode, you need to click on “Next” and “Prev” buttons to traverse

Emynday

, through the form.

Contact nformaton (0 Persn il Ost Form)

s Ao

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

Peaseertriirg s

Pt 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-
populated fields. You will have to enter personal details in this
e section, out of which the star marked fields need to be
N compulsorily filled in order to move forward to the next
. Peaseentar bl SeCtlon
Tme Zone Select YourTime Zone.
Are you requesting assistance on behalf of another v
“ (former) staff member? F

CUNTEDIATINS 223

This page is divided into 3 sections: Personal Details, Case Details, and
Chronology.
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3.2 Request Details: You will have to enter case related & employment If you have previously contacted OSLA, check on the checkbox for “Have you
related details in this section previously contacted OSLA?”, and enter date of contact and the legal officer
you had contacted.

Case Information

Request For Assistance
Reference ID: Have you previously contacted OSLA? @
New
| if so, when? ‘ =
Personal Details Request Details Chronology
Case Information | Please enter previously contacted legal officer
Have you previously contacted OSLA? (5]

Please enter the decision or action you wish to contest ‘ Please enter the decision to contest |

Who Took The Decision Or Action You Would Like To Question Or Bhallenge'lo

Decision-making Entity ‘ Select the Entity that took the Contested Decision... ¥ |
(who took the contested decision)

Employment Information At Time Of Contested Decislcno

Employing Entity of Staff Member *

‘ Select your Current Employment Entity... '|
(at time of contested decision)

To enter retiree information, select Retired in the Current employment status.
If you are currently employed with UN, you will need to enter” Current

Duty Station * ‘ Enter Duty Station |

(city)

continent/ Region Set e contnentor Region o e Etty o Emp. | Employment Information” and this information is mandatory. To autofill, this
contractTyse- Seect Type ofContract s tme of cotestod decs-+|@ information based on “Employment information at time of contested

Category / Grade / Step | select Cate... ~ | Select Grad.. - | Select Step... ~ | dECiSion”, click on “Same as above” link.

Current Employement Status* @
Currently employed by the UN

Retired Current Employment Information

Former Staff Member Current Employment Information * ‘ Select your Current Employment Entity... v ‘I Same as above I

Do you have an immediate deadline?

o

Duty Station =

‘ Enter Duty Station
(city) N

If OSLA is in a position to provide Legal Representation,
do you authorize the chief of OSLA to appoint counsel on
your behalf? *

Have you approached the Ombudsman, your managers or
other parties to seek informal resolution of this matter:
Please provide details in your chronology in the next tab

Today's Date 05/10/2018

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

Prev.
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[ Add Event ]
If OSLA is in a position to provide Legal Representation, VielcometolOSICaselManagement:

do you authorize the chief of OSLA to appoint counsel ) ;
¥ PP Please select 'Yes' to authorize chief officer to assign a Requast For Aseletance
on your behalf? *

counsel for this case.

@ client~

Referance ID:
New

Personal Details Gase Details Chronology

Concise Timeline / Chronology Of My Case @

[Add Additional Document ]

Date Description ‘Supporting Docume: nt Edit

01/01/2016 Test Event 1

If you have an immediate deadline, check the below highlighted checkbox.

This will enable Deadline Date and deadline Purpose fields for you. e =
IDo you have an immediate deadline? @ I e

| For which date? | =

| For what purpose?

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

3.3 Chronology:

Add Event Add Date ]

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. Descriptian *

2) You can upload multiple documents per event.

Event Date * 01/01/2016

Add Description

/[ Choose Files ]

|| Choose File |Test Event 1.docx « |

Test Event 1

Upload file

4) Enter the Date when the Event occurred in the Date field
5) Describe the event in the Description field
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6) Click on “Choose Files” button to choose a file to upload from your

system. You can press Shift key on keyboard and select multiple files
and click on Open button,

x
€« 1 [« Desktop > Newfolder(@) » v[®] | Search Newfolder @ 2 fepx * S omA e
Organize = New folder - O @
@ OneDrive 8 5] IMG_20170302_225244910_ HORjpg
5] IMG_20170302.225257959)pg
5 ThisPC &) DeletesubProcess png 1MG 20170302 25313137 jpg
3 30 Objects

) Emaitettings png §1MG_20170302_225353157 g
5] IMG_20170302 224900441 jog &) IMG_20170318_202042831jpg
6] 1MG_20170302_225027310jpg §1IMG_20170318 202045467 g
5 IMG 20170302 225042010 HDR pg §1MG 20170318 202110157)pg
5] IMG_20170302_225106008.jpg & IMG_20170318_202121346jpg
§11M6_20170302 225123189 g 5] IMG 20170318 202206760 HDR g
§1MG_20170302_225153015 g §IMG 20170318 202215640 HDR pg
5] IMG_20170302_225206463.jpg & IMG_20170318_202232144jpg

& Windows (C) §11MG_20170%02_225219183 g §11MG_20170318_202303084 pg
— RECOVERY (0) §IMG 20170302 225235415 g ] 0SLAONfcepng

>

File name. 1M 20170302 225106008 pg” MG, 20103 < | [AlFes Jl
o

Upload fies Nofilechosen |

Add Event
Event Date * 04/10/2018 .
Description * nmnnmm
y
Upload files “ Choose Files | 4 files

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

8) To edit a particular event, click on the edit icon next to the event
highlighted below

Reference ID:
6965

Personal Details Request Details Chronology
Concise Timeline / Chronology Of My Case @

Description Supporting Documents
01/10/2018 test

B IMG_20170318_202042831.jpg
B IMG_20170318_202045467 jpg

9) Edit the details, and click on Update button to save the details.
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Update Event
Event Date * 01/10/2018 =
Description * test
P
Upload files Choose Files | No file chosen
B IMG_20170318_202042831.jpg E
B IMG_20170318_202045467 jpg i

10) To remove a particular uploaded document, click on the delete icon
next to it.

11) 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

12) You will get a Pop up as shown below, click on the “Choose Files”
button and select the document to be uploaded or can press Shift
key on keyboard and select multiple files and click on Open button

—

(
Choose File
Add Additional Document
Upload

Additional Document* Choose File | No file chosen

13) Click on the “Upload” button to add the file to records
Note: Also the additional documents should be appropriately named
before uploading, in order to describe the document properly.

14) A document cannot be more than 250 mb in size. You cannot upload
a document with same file name twice.

15) To upload the multiple Documents at one time, you have to go into
the Browse option choose multiple files which are to be upload and
click on Update button it will upload the multiple files.

Add Additional Documents

Additional Documents | Browse... | No files selected

L > ThisPC > Downloads >

ER IntakeDelaysReport(1)(1)

B IntakeDelaysReport(1)

B MicrosoftTeams-image 30~ - PNG File
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Add Additional Documents

Date Description Supporting Document Edit

01/01/2016 Test Event 1

Additional Document(s) © Additional Document

No Record Found

Additional Documents

[Browse... | 5 files selected.

(31 hereby agree and to the attached form

16) File uploaded appear as below screenshot

[y— -

Additonsl Document()

‘ 19) You can save the entire form as draft if you want to fill out any case
B dounioad 2.png ' specific information at a later point in time by clicking on “Save as
ki : Draft” button
::Wl.zdiggz,,g , 20) You can view the form details from the dashboard. Click on the

.| Dashboard option from the left hand side navigation pane as shown
below

‘y’@ Welcome to OSLA Case Management @  dhanesh-
\ Y
A\

All Cases

e e TG (G St & DRSO

= Modified Date

2 Client 2 Duty Station

dhanesh yadav 13 Nov 2017 rer

17) Note: The additional documents should be appropriately named —— B
before uploading, in order to describe the document properly. s oy T
18) At any point in time while filling out the form if you need to go back e T =)l
to the previous sections, click on “Prev” button as shown in the f— . ——
following image

dhanesh yadav 04 Jan 2018 dsds | »

21) You can view or edit draft by clicking on the respective buttons as
shown above

22) If you have completely filled out the form and want to submit it to
OSLA staff, click on the “Request Assistance” button. This will open
the Consent Form. For the successful submission of your request,
read the Consent Form and click on “I Agree” button.
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24) You cannot upload document and add event, once the case is closed.
For a closed case, you will see below instruction on screen.

Consent Form for Legal Representation by the Office of Staff Legal Assistance

| consent to the Office of Staff Legal Assistance (OSLA) arranging to provide my legal representation. | consent to | Please note: You cannot upload addi or add as the case is closed.
0SLA-appointed legal counsel accessing my UN personnel files and records. | agree that OSLA legal counsel may make
enquiries with parties, both UN and non-UN, concerning my employment and performance record and may seek any

other relevant information as K‘CIUITEU- Date ¢ Description Supporting Documents Action

Concise Timeline / Chronology Of My Case 0

| authorize the Chief of OSLA to appoint a legal counsel on my behalf. | understand that the Chief of OSLA has the sole 02/11/2022 Received an email from HR B OSLALO Workload.mp4 °
discretion of changing/substituting/altemnating legal counsel representing me whenever he/she deems it appropriate

and necessary. The Chief of 0SLA's duty towards me will be limited to notifying me of the new legal counsel taking over

my case

| understand that OSLA legal counsel will keep me advised in conformity with a lawyerclient relationship of the actions

taken on my behalf, including any steps toward a possible informal resolution of the dispute. B download.jpg

Additional Document(s)

B images.png

| understand that OSLA will make an assessment of whether they are in a position to provide legal assistance in my
case. For this purpose OSLA may determine that my case is unlikely to succeed and thereby they will not be able to B profile2 html
provide legal assistance and representation.

| further understand that OSLA-appointed legal counsel may withdraw for good cause from any matter in which he or

she has agreed to act on my behalf. ‘Good cause’ shall include, but not be limited to, any situation in which a client
seeks to insist upon a course of action incompatible with counsel's duties under the UN staff rules and regulations, the

law and legal ethics, and to the UN Tribunals as officers of the court. A persistent failure to cooperate with or follow the

Frvine ntmulenaloonnel ez earinue brazrh af eonfidentialiv nriniet hatwasn nunel and fha et mav racuitin 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

Case Details Chronology

23) 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.

Details Of Staff Member, Former Staff Member Or Deceased Staff Member

Version History

Family Name(s) *

test family name

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
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Modified Date

Version History

Version Number

First Name Last Name Date Of Birth Index Number Gender  Home Telephone

01/01/1981 132456 Male 789546 456798 client

Work Telephone Se! Versic

20 test name test family name

14/12/2016 View More.

10 test name test family name 01/01/1981 132456 Male 789546 456798 client 13/12/2016 View More.

3) The Version History window for the Personal Details page looks like

as shown in the below screen

Go to Previous Page

Version History

Go To Previous Page

First Name testname

Last Name test family name
Date of Birth 01/01/1981
[ Male

Date of Entry

Index Number 132456
UNJSPF Number

Nationality

Functional Title

Adds
Work Telephone 456798
Home Telephone 789546

Email client@trigyn.com
Ahernate Email

TimeZone

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

5) To view versions of event, traverse to the chronology section and
click on View icon next to the event.

Personal Details Request Details Chronology

Concise Timeline / Chronology Of My Case @)

01/10/2018 test

Description

Supporting Documents

B IMG_20170318_202042831 jpg
B IMG_20170318_202045467 jpg

3.5 Complete Upload:

1)

2)

3)

If documents uploaded by you are not sufficient or OSLA
department needs more documents to represent your case, the
OSLA admin will send out an email to your registered email address
with a list of documents to be uploaded.

' | Fwd: Additional Documents required for Case of Client- malik, medha

Retention Policy Junk Email (30 days) Bpires 24-Mar-23

@ This item will expire in 24 days. To keep this item longer apply a different Retention Policy.

Dear malik, medha,

Following documents are required for your Case with Reference ID 6832 procedure.

Required Documents -
upload new documents

Kindly upload the documents here under Chronology- Additional Document(S) section and then click on "Upload Complete" button.

Office of Staff Legal Assistance
United Nations

IMPORTANT: This is a svstem generated email. Please do not relv to this message.

Follow the link present in the email address, Log in to the OSLA case
management system with your credentials.

Go to the chronology section, by clicking on Next button. Upload the
required documents in the Additional document section (as
described in 3.3 Chronology section).
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4) On completing the activity, you can inform the OSLA admin by

clicking on “Upload Complete” button on the top. This will notify the
OSLA Staff.

Welcome to OSLA Case Management @  Snehankita Kulkari~

Request For Assistance

Reference ID:
6504

Personal Details Regquest Details Chronology

Details Of Staff Member, Former Staff Member Or Deceased Staff Member

Upload Complete

Version History

Are yourequesting assistanceon [
behalf of another (fermer) staff
member?

Family Name(s) *

Client
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