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How to request Services

1. Move the mouse on the “Request Service” and click “Get Start”.
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GET STARTED

2. Select the service that you would like to request for an assistance from the catagories below
For example, you would like to update your bank account. You click on ‘Finance’.
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3. The system will route you to the login page.
Enter your Unite ID account and password and access the system through MS Azure 2-way
authentication.

() https://sso.unite.un.org/adfs/Is/?client-request-id=e839e445-0a67-407b-91a1-ada5d45a7cda&wa=wsignin1.0&wtrealm=urn%3afederati.. ¥g 7=
]

powered by

wnite

)UNITED NATIONS

Sign in

Ijohndoe@un.org

Password

Sign in with your @un.org email address and Unite
Identity password

Forgot your password?
Reset your Unite Identity password online

An increasing number of fake websites designed to steal personal
information, including usernames and passwords have been

If you can not access the service request page, or encounter an error, select ‘click here’ on the tab above
the service icons. See page 10 for more detailed instructions.

Y Bangkok Senvice Hub
) Home About Semviee  Appointment References COVID-19  Support  Admin | My Account

e Hub Portal
Request and Assistance

A Need Access? If you encounter an error after logzing b requast access.
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4. Onthe Finance page, please select the Category and Subcategory that are related to your

request.

For example, to update your bank account,
e The category would be “Treasury”.
e The subcategory would be “Update Bank keys”.

Read the instruction carefully as it contains the necessary
information and the list of documents required to be

submitted with your request for each category.

Personal details are
displayed automatically.

Finance

Please fill in the form to submit your request

Personal Details > Caregary
Treasury N
Reguest Details >
Subcategory

Attach Documents »
Update Bank Keys

A Additional Information

P omplete the following form(s) and attach to this request upon submission

1. For individual - please submit F$5-02 Funds Transfer Request 2. For vendors
aor third parties, please submit F249 Add Banking detail 3rd party Please provide
organization name, vendor/staff/CIC EP number and coding block for cost

recovery when submit this request.

Describe/justify your Request or Assistance*

0/ 2000

Submit the request

Select ‘Attach Documents to
attach supporting document.

related to your request.

Add the additional information

Useful links for each
service area

Reference Links

» General
» FRMS iSeek
* UN Financial Regulations anc
Rules
» UN Operational Rates of
Exchange
> Finance Forms
» Gifts Policy
¥ Updated list of Certifying
Officers
* Umeoja Job Aids
* Implementing Partners (IF)
» Job aid and learning for
Umaoja IP Management
» Payment
* Corporate Credit Card
workflow [Guide for Certifying
Officer]
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Note: If you cannot find the service that you are looking for, try the search box on the request
page.

Humamn Resources and
Training

CEMS Gateway C r : =k Facilitiez Management Finance Host Country Services

5. After completing Request Details, click ‘Attach Documents’.
Delete the sample texts and add your description related to your request and documents.
Then, “Add files”.

Home * Request * Finance

Finance

Please fill in the form to submit your request

Personal Details ™ Vou can attach documents and images to your request by dragging them here or by

clicking "Add files..."

Request Details > Note:The attachment size limit per file is 3 MB. Total limit is 15 MB. Accepted file types

include images and Excel, PawerPoint, Word and PDF documents

&= Add files... Cancel upload

Attach Documents b |

After downloading is done, the file will appear.
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25 to your reguest them here or by

ng L

Note:The attachment si

Request Details » mit per file is 2 MB. Total |

1B. Accepted file types

include images and Excel, PowerPaint, Word and PDF documents

Attach Documents  »

= Add files__ Bc

w

FS502 Payment Instruction Form Apr-17xlsx

To remove the downloaded file, click the red button.

You can attach documents and images to your requ

em here or by

Personal Details > )
clicking "Add files...”
Reguest Details >

Attach Documents >

FSS02 Payment Instruction Fomn Apr-T7xlsx

6. Go back to “Request Details”. Click “Submit the request”.

Describe/|ustify your Request or Assistance*

Submit the request
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7. The system will automatically generate the iNeed ticket ID for your reference and the service

team will start working on your request.

FZRY) Bangkok Service Hub
=T g Vic
4 3 Y .

Py

Home About Appecintment Service Sug

ST

Your request has been submitted. For vour reference. the
Ineed ticket number of your request is. RFS-1-8374289579

You will also receive a service request submission notification by email.

service Request Submission Motification - SR ID: RM5-1-0374209579

s - - = Fephy 4y Reply £11 ¥ Foreard mre
@ ZSCAP FRMS Treasury <escap-cashier@unorg = ol P
I - L F i 5 e 1 4 Pk

Followimg are your Serdce Request Detalls:

SF 1D;: RF5-1-0074205579
SF Typa: RFe

Custnmes harma: T~ =

Requesting Cuganication: Financial Resources Managemeni Seclion
Request Classtication: Master Data Maintenance

.Creatic-n Diate: 333442021 0607:50 AN

Deear a3 me wwet

This Message i3 deing 32nt to inferm you that CHCAF Minence Master Sery oe Dess bas opened & S=rvice Nequest ticket to record
WOUF CUTTERt feport.

Service Request Desoription: Test.

It you have any inquiries coroerning this Sendce Recuest, contact ESCAP Finanoe Master Sarvice Desk and prowide the
npeeatnrs with the SR 1D

8. To view the request history, click ‘My Account’ and ‘Request History’.
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Request Appointment

You can make an appointment with ESCAP agents from the available service areas.

1. Click “Request Appointment”.

2
W Bangkok Service Hub -

Y Home About Service Appointment References COVID-19 Support
.ll nt to you by ESCAP

LL<<"\

#

Brouw

Request Reference i Support &
Appointment Documents Emergencies

i i

2. Click on the service that you would like to make an appointment. The appointment can be
either virtual or a face-to-face meeting.

Home > Booking

Appointment Booking

Please click on the relevant icon to raise a make an appointment

EV Charging Station Finance Host Country Services Human Resources Umoja and BI

~ For other services, please email your query to the respective service provider as below
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Or for other services, click on the grey box. Contact emails will appear.

For other services, please email your query to the respective service provider as below

Bangkok Service Management: ESCAP-BSM@un.org Parking/Transport Services: escap-transport-service@un.org

» Conference Services: escap-uncc@un.org » Procurement: escap-pu@un.org

» Finance Services: escap-finance@un.org » Seismic Mitigation Project: escap-smp@un.org
» Host Country Services: escap-da-hcru@un.org » Travel Services: escap-travel-unit@un.org

» Human Resources Services: escap-hrms@un.org » Umoja and Bl: escap-btcm@un.org

» |T Services: ineedservice@un.org > UN Medical Centre: bkkmedservice@un.org

» IT Service Desk: escap-imcts-support@un.org > UN Safety and Security: escapsecurity@un.org

Unite Service Desk 24/7: servicedesk@un.org

Mail Operations: mou-registry@un.org

Example: To request an appointment with ESCAP Human Resources.

Select the icon ‘Human Resources’.

Home > Booking

Appointment Booking

Please click on the relevant icon to raise a make an appointment

EV Charging Station Finance Host Country Services Human Resources Umoja and BI

For other services, please email your query to the respective service provider as below

Select a date and time (This booking is fully integrated with Outlook. Therefore, only the available
timeslots are shown).

Fill in the name, email and phone number. Provide additional information and click “Book” to make an
appointment.
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Add your details

Provide additional information

kup.
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Bangkok Service Hub; Request Access

1. Go to https://bkkservicehub.escap.

un.org/

2. Select ‘Request Service’

b hitps/bkkservicehub.escap.un.org
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3.

If you can not access the service request page, ‘Click here’.
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4.

Fill in the form and submit.

Bangkok Service Hub

Bangkok Service Hub (BSH) Access Request

The survey will take approximately 4 minutes to complete. Dear colleagues, if you cannot access Bangkok Service
Hub (https://bkkservicehub.escap.un.org/). please submit your request through this form

* Required

1. Entity *

Select your answer W

2. Type of Personnel *

Select your answer W

% Bangkok Senvice Hub

Mome > Reques: - Bangkok Service Hub Portal

Request and Assistance

(=

=R

E & !

Host Country Services

CKMS Gateway Conference Services Facilities Management Finance

et A, Wog O

Interpretation. Mail, Archive and

Translation and et
Document Services L= el

Medical Services Parking Services Procurement

4 FeT

UNDSS Safety &
Sacurity

T .
Travel, Transportation Umeja and BI

Service Management N

Human Resources and
Training

ESCAP will send an email notification to notify the email filled in the form above that access has
been granted. Usually, access will be granted within 24 hours. If you do not receive any
feedback or encounter any technical issues, please contact ESCAP-BIDA <escap-bida@un.org>.

Once access is granted, you will be able to request the services from the items below.
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