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Objectives

Use this procedure to create an index number request.
Scenario

A Global Index Requestor creates an index number request for an employee in order for the
Global Index Administrator to approve it.

Trigger
Perform this procedure when to be completed by OHRM.
Prerequisites
e To be completed by OHRM
Menu Path
Use the following menu path(s) to begin this transaction:

e ESS = Global Index Requestor =* Global Index Requestor = Index Number Search
and Request

Transaction Code

ESS
Helpful Hints
e The R/O/C columns in the Field Description tables in the procedure section, defines
whether the field is Required (R), Optional (O), Conditional (C).
Role(s)

Global Index Requestor.
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Procedure

1. Login in Umoja using your user credentials.
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Overview - Umoja Training Portal - T1J - Windows Internet Explorer
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3. Click Global Index Requestor

Global Index Requestor

Global Index Requestor
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4. Click Index Number Search and Reguest

Start Process

Start Process

o 1 —=f
Fill Cust Foeen

i [hext ] | [SaveDran]

Farm Lhilites

Index Number Search

Enigr Selection Criteria ssd Chcl Search

Global Selection

Fiden humes

* First name

M il name

* Last name

Duwie &1 e i)
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Natonalty 0
[Ciear | [ Searcn ]

5. As required, complete/review the following fields:

Field R/0O/C

Description
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Field R/O/C Description
First name Required
Example:
Geraldine
Last name Required
Example:
SMITH
Date of Birth: Required
Example:
15.01.1975

Start Process

Start Process

™= 1 ]
Filll Owst Foren

i [Hedt ] | [SaveDran]

Form Lhilities ]|

Index Number Search
Enler Selecion Critera aad Cicl Search

Global Selection

e Higmber

* Firstname: | Geralding

Widie rams

® Lastnama: | SMITH

Dwte cfBimc 15011575 I
Genador -

Hatonalty ‘.
Ciear | [ Search |

6. Click Gender field.
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Start Process

Start Process

™= 1 . L 13 -]
Fill Owst Foen

i [hext ] | [SaveDran]

Form Unilities =],

Index Number Search
Enler Selecion Critera aad Cicl Search

Global Selection

ez Higrmber

* First name: | Geralding

e name

® Lastnama: | SMITH

Daite o B 1 31, 1975 i)

G, | o

Hationaity: Ve

Fomale | [Ciear | [Search ]

7. Click Female.

8. As required, complete/review the following fields:

Field R/O/C Description
Nationality: Required
Example:
us
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Start Process

Start Process :

o 1 —=f
Fill Cust Foeen

i [hext ] | [SaveDran]

Form Uilities =]

Index Number Search
Enler Selecion Critera aad Cicl Search

Global Selection

e Humber

* First name: Oerakding

W iddie name

® Lastname: | SMITH
Dwte of B [1501.1575 I
Genader, Female |+
Hatonalty s

[ Ciear | [Seareh]

9. Click to search for any existing employee with matching attributes.

10. Click = to scroll down.

Start Process

. 1 J3l s
Fill Ot Faaen

[ [Ret b | [Saveoran]

Farm Lhilities =]

Index Number Search
Enled Slaction Cridera aad Cik Saafch
Global Selection

Wi Hummbar

* Firsl nams. | Qeralding

U el e

* Last name SMITH

Dwte of B [15.00.1575 iy

Gecdder Femaig |+

Hatonaihy Us [Finf the USA

| Clear || Search

11. Click | Reguest New Index Number |

12. Click Title field.
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13. Click Miss or as applicable.

14. As required, complete/review the following fields:

Field R/O/C Description
Birthplace: Required
Example:
Sacramento

Start Process

Start Process

I+ 1 2 N
Fill Dst Foden Regiind Bnd Send

[ent ] | [SaveBran |

Farm Uilities ]

[Backio Search |

Index Number Request Form

= T Vas v

First name: e idine

Wi maame

Las! name SUTH

Llacien hamg

* Dule of Birtk 15010975 |
Birthplarre: Sarcramento

15. Click ™! to scroll down.

16. As required, complete/review the following fields:

Field R/O/C Description
Pers. Area (Country) Required
Example:
HTO0O0
Pers. Subarea (Duty Station) Required
Example:
HTO0O0
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Field

R/O/C

Description

Effective Date

Required

Example:
27.02.2014

Start Process

= Tt

Firat npme

Wiy sy

Lt naeme:

M miden Hame

* Dale of Btk
Brthplass

* Gosder

= Hatonaiy

Counfry of Birth

* Pers. dres (Counfryk
* Pers. SubaneaDuty Satcn )
Perncn Type

* Eflective Dale

Reguester's Comment

Nasy =

rerpEne

SHITH

15.01.0078 |
Sairasentn
Farak | =
us [} ofthausa
us ] usa
HTRG ¥ Unied Stales
HTOE [ New York

-

moz4 |

17. Click = to scroll up.

Start Process

-
Start Process
™ 1 1z] o
Fill Ot Foren R and Send
[ [Eavetran |
Form Unilities =],
[ Backto Saarch |
Index Number Rﬂﬂuﬁt Form
" Tt Mas |»
First nsme: Geraidine
Wi mame
Lawsd rgeme SMITH
L aden hiasng
* Date o Btk 15010975 [
Birtholace: SEITEmET =
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18. Click [Mext ]

Start Process

Start Process

flsk - 19L |- ] J L -
Fill Qul Feem Rigwbetot aniill S el

[ Previows | [Sand 3]

Form Lhilities =],

Index Number Request Form

19. Click ™! to scroll down.

Start Process

of e US4
[E5-2
Republc of Hali

Poit-ga-Prnce

RBeguesier's Comment

20. Click = to scroll up.
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Start Process

Start Process

- Tl Izl L) —
FilQutFeem  Mewiew and Send

[ Prevews | [Sand

Form Unilites =]

Index Number Request Form

21. Click to submit the information.

Start Process

Start Process

.;d DOota send (process referends ramber DOOGOO0CG 3]

oy Masnans Lag

e ' 3 -
Confirmation

22. Data sent.
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