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On-Boarding NASA Detailees – Quick Reference
Revised February 14, 2011

Important points to remember when on-boarding civil servant detailees from another NASA Center:

· Minimum required information you’ll need to know about the detailee:

· Name

· UUPIC number - available in the NASA Enterprise Directory (NED)

· Start and end dates of the detail assignment – this is important!  Requests cannot be properly processed without dates.  Remember, the “end” date can always be changed at a later time.

· Whether the detailee will be bringing their computer from their home NASA site, or if they need to acquire an HQ computer

· Other requirements --  including technology seats (desk phone, PDA, etc.), tokens and workspace/office needs.

· Information must be processed in CICO (Check-In Check-Out) for the detailee.  Please note:

· Since CICO is an HQ application, the detailee may not yet exist in CICO, a new person record may need to be added to the system.

· All NASA-to-NASA detailees will have a UUPIC, and this number is required for processing in CICO.

· While not a “required” field in the CICO software, you MUST put start and end dates for the detailee’s assignment in order for the fulfillers to properly process your request.

· Detailees from another Center to another should be marked as an “internal detailee”

· Select “HQ” as the Center for the employee

· When the system asks if a badge is required, be sure to select YES.  While the detailee may have a NASA badge from another Center, it still needs to have HQ access segments added to the badge.  In the remarks section, be sure to note that they are a NASA detailee coming from [Center] to NASA HQ; their badge needs to have HQ segments added to it. 

· If the detailee will be bringing their computer from their home NASA site, add a detailed comment in the remarks section.

· Give as much detail as necessary.  Add all other necessary notes to the remarks section.

· No action is necessary in the IdMAX system.
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