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What information is necessary to process a detailee?

At a minimum, you’ll need to know: name, UUPIC, temporary appointment start date, temporary appointment end date, start date (at HQ).  It’s important to make sure that the start date is accurate.
You’ll need to know if the detailee is bringing their NASA laptop from another center to use while at HQ.

Find out about their other requirements -- including technology seats (desk phone, PDA, etc.), tokens and workspace/office needs. 
What if I don’t know the detailee’s UUPIC?

All civil servants have a UUPIC (Uniform Universal Person Identification Code).  Search the NASA Enterprise Directory (NED) to find the civil servant’s UUPIC.
My detailee has an existing NASA ID badge from KSC.  Will it automatically work at security checkpoints in the HQ building?  

No.  NASA identification badges from other centers need to have HQ access segments added to the certificate on their badge.  In the remarks section while using CICO, 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.
How can I make changes to data elements including name, center, job title, etc. for detailees?

For details on updating data elements, visit “Update NASA Enterprise Directory (NED) Listing” online.  Updates can only be made by your Administrative Contact, and are completed by an official personnel action processed through the Federal Personnel Payroll System (FPPS).  
Once requested, how long does it take for data element changes to take effect?

Changes made to the Federal Personnel Payroll System (FPPS - see above) can take between 2 and 3 weeks to populate.  
Is any action necessary in IdMAX?

No.  The entire process for onboarding detailees from one NASA center to another (civil servants) is all done using CICO.
Where can I obtain more information on the CICO process?

Consult the “Check In Check Out (CICO) Users Guide.”
What if I run into problems while submitting a CICO request?

Enter a help desk ticket by calling 358-HELP or visit the HQ Help Desk online.
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