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2.2 Sign Up

1) If you are a new user, then click on the Sign Up link highlighted above,
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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
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Username

Forgot password?
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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.
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Enter your User Name or Email to receive new

D s-e. %
- ! Enier User name / Email ID ]
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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
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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 Username?
Enter your Email to receive username.

-1 Enter Email id

3)

4)
5)
6)

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

Click on Continue to go back to the Login Form

You will receive an email notification on your mail user username
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.
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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.

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. 3 Create New Cases

Click on “+ Create New Request

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

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
through the form.

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-
populated fields. 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.

Are you requesting assistance on behalf of another v
(former) staff member?

This page is divided into 3 sections: Personal Details, Case Details, and
Chronology.
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3.2 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.

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” and this information is mandatory. To autofill, this
information based on “Employment information at time of contested
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If you have an immediate deadline, check the below highlighted checkbox.
This will enable Deadline Date and deadline Purpose fields for you.

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

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) You can upload multiple documents per event.

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
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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”
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16) File uploaded appear as below screenshot

19)

17) Note: The additional documents should be appropriately named
before uploading, in order to describe the document properly.

18) At any point in time while filling out the form if you need to go back
to the previous sections, click on “Prev” button as shown in the
following image
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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.

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

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.

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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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.
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