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The Global Index Requestor is responsible for maintaining the integrity of the
Global Index Number Database (GID), ensuring each Index Number is
assigned fo one and only one person (regardless of whether they are a staff
member or a non-staff member) in Umoja, and that each person is assigned
one and only one Index Number (Personnel Number in Umoja).

Note: Once the C5 Umoja implementation is complete, the GID
will replace the All Persons Database currently in use for index
number maintenance. In the interim, both systems will remain
in use.

Using the Umoja Global Index Request form, the Global Index Requestor
searches the GID to determine if the subject of the search (applicant,
meeting parficipant, efc.)

* dlready exists in the GID and has an index number assigned, or
* does not exist in the GID and must have an index number created.

The decision making process you must follow to determine the need for a
new index number or use of and existing one is described in detail below.

This document is intended as operating procedures during the
implementation of Umoja. From time to fime changes in the system may
occur which warrant the distribution of a revised version of this document or
the issuance of release notes for minor updates or clarifications. Should there
be any discrepancies please review release notes prior to contacting your
Local Process Expert.

With the implementation of Umoja, many common terms currently used in the
Organization, and in particular, used in connection with the previous system
of record, the Integrated Management Information System (IMIS), has been
replaced with the SAP language of Umoja.

Global Index Requestor Role: Users mapped to this role will be able to perform
the following in Umoja:
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¢ Create and maintain index numbers for staff and non-staff.

Note: The creation of the Index Number triggers the creation of
the Business Partner (BP) record.

This role may be assigned only to staff members. Users mapped to this role will
also be assigned the HR Display role.

Global Index Administrator Role: Users mapped to this role will be able to
perform the following in Umoja:
e Create and maintain index number for staff and non-staff.

Note: The creation of the Index Number triggers the creation of
the Business Partner (BP) record.

This role may be assigned only to designated staff members. Users mapped
to this role will also be assigned the HR Display role.

The process of requesting a new Global Index/Personnel Number in Umoja
begins by conducting a thorough search of existing personnel records in the
All Persons Database then in the GID to ensure that:

¢ individuals are not accidentally assigned a second Index/Personnel
Number;

¢ you do not mistakenly assign an Index/Personnel Number already
assigned to another individual.

To determine if the search subject has an existing index number or if a new
index number must be created, the Global Index Requester;

1. searches the All Persons Database for possible matches. (see YYY for
instructions on using the All Persons Database.)

2. uses the Umoja Global Index Request form to search the GID for records
using the subject’s search criteria (index number from the All Persons
Database if found there, name, DOB, etfc.),

3. evaluatesthe records returned by the search to determine if one or more
are a match for the search subject, and

4. evaluates matching record(s) Source (Umoja, IMIS, etc) and Person Type
(Contractor, Meeting Participant, Staff Member) to determine if:

a. the Index/Personnel Number found is in Umoja already so can be
used immediately,

b. the Index/Personnel Number found must first be confirmed by the
Global Index Administrator before being used because multiple
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matching records were found, or
c. no valid records were found so a new Index/Personnel Number must
be requested.
Successful execution of the Global Index Request action requires
* an exhaustive search of the All Persons Database and the GID,
* evaluation of matching records found in the GID, and

* accurate entry of subject details (hame, DOB, etfc.)

To ensure compliance with these requirements, carefully review
e 1.3.1 Standards for searching the GID

e 1.3.2 Evaluating GID Search Results

e 1.3.3 Standards for entering staff member names

Search best practice requires the use of multiple search techniques to insure
all possible matches for the search subject are found.

Index Number Search

If a matching record was found in the All Persons Database, then use the
index number found there to search the GID.

Name Search

One such technique is to use the first 2 to 3 letfters of the first and last names
rather than the complete names (Both the first name and last name fields are
required for the search). Using partial names makes it possible to find records
despite any misspellings.

For example, if we are looking for Laurisa Roncevic, and we enter Lau in the
first name field and Ron in the last name field, we are not able to find the
record (the blank area below the Request New Index Number button means
not matching records were found).
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Enter Selection Criteria and Click Search

Global Selection

Index Number: |:|

* First name: [lau |
Middle name: | |
* | gstname: |[ron |
Date of Birth: 7]

Gender:

[ [5
Mationality:

| Request New Index Number |

If we use fewer letters, La, and Ron, we find the record we are looking for,
noticing that the first name has been misspelled.

Enter Selection Criteria and Click Search

Global Selection
Index Mumber: |:|
* First name: |[la |

Widdle name: | |
* Lastname: [ron |

Date of Birth: 1{7]

Gender: [ [=]
Mationality: -rﬂ

View: | [Standard View] | = | Print Version Exporta

Persho Ref Pernsonel Number Title First name Middle name Lastname NameatB
|_ 10000745 Mrz Lariza RONCEWIC

Of course we need to look at the otheridentifying fields to be sure thisisin fact
the record we are looking for. Be sure to check the DOB, the nationality and
others field s to confirm the match is valid. You can correct the name
misspelling later in the Request process.
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Reverse Name Search

Another technique to use to account for misspellings is to swap the first and
last names. It is possible the names were entered incorrectly when the record
was created.

For example, if | am looking for James John, and search for Jam Joh and get
no search result, | can try Joh Jam, again using only the first 2 to 3 letters of
each name.

Enter Selection Crieria and Click Search

slobal Selection

Indiez Mumber:

* Firgt name:  joh |
Middle name: |

* Last name:  jam |

Date of Birth: E:-

Gender: -
MNatonaity: j
Clear | | Search
Wiew: | [Standard View) [*|| Print Version  Export

Persho Rel Pernsonel Numizer Tite Fistname  Middle name  Lastname MName at Brth  Full Hal
10000316 WMr  John JAKES JAMES

DOB Exceptions

When evaluating the search results to determine if any match the search
subject, don't let odd dates of birth fool you. In the past, the DOB was not as
critical a personal identifier as it is foday. So when incomplete DOB
information was available, the following conventions were used when
creating personnel records.

If the DOB:

e had no day, 15 was used for the day;

e provided only the year, 01/01 was used for the day and month;

* was missing the year, 1900 was used;

e was completely missing, 01.01.1900 was used.
So if all other identifying information matches the source document you are
working with, but the DOB looks wrong in one of the ways shown above, then

confirm the record. The Global Index Approvers will verify the accuracy of this
selection.
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When to Use, Confirm, or Request New Index Number

When evaluating the results of your search for existing staff member records,
you will in every case need to decide if you should;

¢ Request a New Index Number,

e Use the Index Number you found,

* Request a Special Conversion, or

e Confirm the use of an existing Index Number

wl Request New ID
N Lirrsdpa, =  Usethis ID
5M, or Former 54
Separaind<h e ponlil
\ BN i, e
Eparch fof
E Hrm
F W O R $z ey N i
b e Resulis Reconds? Souree? Person Type? .~ *
e = b, / Aurry Cothasr e
Event - - ¥

Confirs ID
Mgng than Ons

Request New Index Number

If, after conducting a thorough search for existing records, you are unable to
find a record matching the staff member you are looking for, then you should
Request a New Index Number.

Use the Index Number Found

If you find ONE record matching the staff member you are looking for, and
the source of the record is Umoja, then you can exit the Global Index Request
form and Use the Index Number found.

Note: If you find multiple records matching the staff member you
are looking for, evenif one isin Umoja, you should Confirm that
record.

Request Conversion

If you find ONE record with an IMIS source and
a. the Person Type is Staff Member, or

b. The Person Type is Former Staff Member and the person was
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separated less than 5 years ago

you must Request a Conversion of the record found. To do so:

1. Fill out the Individual Data Conversion form (and Excel spreadsheet
available on the Once in Umoja Connections site).

2. Create andiNeed ticket via iNeed Self Service (T1) indicating that the
request should be assigned to the Umoja HR Operational Support
Desk, attaching the completed Individual Data Conversion form.

Confirm the use of an existing Index Number

If you find

a. ONE record with IMIS as the Source and the Person Type is anything
other than Staff Member, or Person Type is Staff Member but was
separated more than 5 years ago, or

b. ONE record with Source neither Umoja nor IMIS, or
c. Multiple matching records

then you should Confirm one of the matching records, noting in the remarks
text box that multiple matches were found.

Determine Given Name(s) and Surname(s)

1. Review official identification document(s) provided to determine Given
Name(s) (First and Middle) and Surname(s).

2. Types of official documentation that are acceptable:
a. Passport
b. Driver's Licence
c. Birth Certificate
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3. For passports, use the machine-readable representation of the name.
regarding the use/substitution of special characters.

Primary identifier (last name).
Where thereis morethan one
component, they shall be

P indimtesthat the document separated byasinglefiller {<).

is a passport bock. One
additional character may be
usedto further identify the
document at the dizretion of

the issuing State. Doublefiller
characters (<<)
indicate that
The three-letter this isthe end of
code to indicate the primary
the issuing State. identifier.

Primary identifier. Where
there ismaorethanone
component, theyshallbe
separated by a single filler [<).

Filler characters used to
completetheupper
machinereadable ling,
indicatingthere are noather
namecomponents included.

P< UTO ERIKSSON<<ANNA<MARIA<<L<LLLLLLLLLLLLLLLLLLKL

L898902C< 3 UTO 690806 1 F 940623 6 ZE184226B<<<<< 1 4

4. You will find the following use/substitution of special characters.

Character

Encoding for
Machine-Readable
Passports

AE

AA

| >

AE

N

OE

OE

UE

for) (e} & O: Z

SS

The only exception to this rule is to include hyphens present in the
information section of the passport, but replaced by a space in the

machine readable portion.

5. Enter Given Name(s) in the First name field separating each name with a
single space (i.e., enter both the first name and any other names in the
Given Name field in the First name field. Each name should be entfered

with initial cap only.
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a. If the official ID specifically has a Middle Name field, enter the first
name in the First name field and the middle name in the Middle name
field.

b. If the given name(s) exceed the length of the first name field, 40
characters, then continue with the given names in the Middle name
field.

Index Number Request Form

* Title: Mr__ |~

* First name: [Julian Wiliam |
Middle name: | |
* Last name: [SMITH |
Maiden Name: | |
* Date of Birth: 05.05.1985

Birthplace: |New Providence |
* Gender:

* Nationality: of the USA

Country of Birth: Usa

* Pers. Area (Country): United States of America

* Pere. Subarea(Duty Station):  [US00 [ Mew vork

* Person. Type: [MEETING PARTICIPANT [+ |

* Effective Date:

Requester's Comment

6. Enter the Surname in the Last name field using all caps.

Follow the steps in the procedures below to:

e 1.4.1 Request Index Number - New

e 1.4.2 Request Index Number - Confirm

Note: You will not know if you must request a new or confirm an
existing index number until you review the results of the search.
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Once you have determined if a new request or confirmation
is required, you can following the post-search steps in the
appropriate procedure.

This procedure illustrates the steps to follow when you have determined that
a New Index Number must be requested.

Scenario

Applicant Julian Smith, Nationality: USA, Country of Birth: USA, DOB: 05.05.1985
has been selected to fill a vacancy in UNHQ New York.

Procedure

1.

Log in to the Umoja Portal.
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Overview - Umoja training portal - T2J - Windows Internet Explorer

umrtija

1 Back Forward b History Favorites

Home Global Index Requestor

Personalize Wiew Help

Uzer Map Requisitioning Time

Home = Owverview

Welcome to Umoja

Weork Center
o Work Center
Request Status

User Map

&ﬂ User Map

HR Operation Center
@ Configuration

HR Operation Center
Configuration

Global Index Requestor
Click

Global Index Requestor Role in Umoja Job Aid
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Employee Services

Employee Services

Map | Directory | Index

Global Index Requestor

QO
QM
Status Processes Overview
QO
O D “ou can display an overview of the status of process
3. Click Global Index Requestor

Global Index Requestor

Global Index Requestor

Back

* Service Map

4. Click Index Mumber Search and Reguest

mQ ©
O D Index Number Search and Reguest

r for a Perzon

Global Index Requestor Role in Umoja Job Aid
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Start Process

Start Process

I» 1 2 3 -
Fill Out Form Review and Send

|1I Previous || Mext b| | Save Draft

Attachments

Index Number Search

Enter Selection Criteria and Click Search
Global Selection
Index Number: |:|

* First name: ] |

Widdle name: | |

* Lastname: |smi |
DateofBith: | |3

Gender: :El
Mationality: -

| Clear

Enter search criteria then click . Minimally you must enter
search criteria for First name and Last name. [Scenario: First name = j

Last name = smi]

For instructions and tips on entering effective search criteria, see the
Standards for Searching in this job aid.
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Start Process

faw | [Tarderaves] | w)| PrEWeson Exsea

Perbiz  FadPersosibmber THe Frdeams Udderems lsdrams  RaessstBed Fol lase Do ciBir® Befpisce Coff O Ml Parcn Ty Sourca
1020 e U ke i U e PLIGIE  Mew et U5 Mas 0% WEETAD PARTOCIRANT USROS
10200721 W e W ST AR LTI Mae M WEETRG RARTERWAT LM
10R0ATES un  dwew s U e VLT AU Femh | A0 ODNSULTENT LR
1Reeard e ok e 3 SR JOHN R Ve R WEETRG PAETEIANT UG
1eeae L E BMTSROARLN BUSSROMN JOMAH BRI ER Vpr VS CUNTA TaNT T

Review the search results to determine if any of the presented records
match the person you are looking for.

In this scenario, none of the records match Julian Smith, so a new
index number must be created.

Click| Reguest New Index Number |

Forinstructions on how to evaluate the search results and determine if
a new or confirmed ID is appropriate, see the Evaluating Search
Results: Use, Confirm or Request New Index Number section in this job
aid.
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Global Index Requestor Role in Umoja Job Aid
The Global Index Requestor Role

Department of Management
Office of Human Resources Management

Start Process

»—15] z ]
Fill Qut Form Review and Send Confirmation

[4 Previous | [Next ] | [SaveDran]

Attachments

Back to Search

Index Number Request Form

* Title:

* First name:

Widdle name:

* Last name:

laiden Name:

* Date of Birth:
Birthplace:

* Gender:

* Nationality:

Country of Birth:

* Pers. Area (Country).
* Pers. Subarea({Duty Station):
* Person. Type:

* Effective Date:

Requester's Comment

[us  [(7] oftheusa

[us_ |9l usa

[usoo ] united States of America
[usoo  [CF) wew York
[OTHER

|04.11.2015 Eﬂ

[=]

04.11.2015 is the date of travel

Global Index Requestor Role in Umoja Job Aid
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Complete entries for as many of the Request Form fields as possible
using information from the official identification document(s). Be
careful to enter the information exactly as it appears in these
documents, following the Standards for entering staff member names

presented in this job aid.

Select Other for the Person Type. Although required on the form, this
field will no longer be used in this process.

Enter in the Effective Date field, the date the index number is
needed. Use the default date (date of processing) unless the index
number is needed for a retroactive personnel action, in which case,
use the date one day prior to the effective date you will use on that
personnel action.

To ensure efficient processing of requests, you must enter a note in
the Requester's Comment field specifying the date you entered in the
Effective Date field. Please specify if the date is the date of travel,
onboarding, etfc.
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Start Process

D) Pease Enter Effective date

Display Message Log

I+ 1 —
Fill Qut Form

iy Previous ‘_N_gxt__u Sa'tenrn_!tj

Attachments =]

Back fo Search | Expand tra

Index Number Request Form

* Title: r [+

* First name [Jusan

Middie name: :

* Last name: E-h'lﬂ'l-l

Makden Name: '

* Date of Birth: [0s.05.1985 [
Birthplace: |

* Gender: Male -

* Nationalty: =

Country of Birth: =

* Pers. Area (Country); usod 9] Haiti

* Pers. Subarea(Duty Station): [US00  [[] Port-au-Prince
* Person. Type: [oTHER [+]
* Effective Date: ps11.2015 [0

Requestier's Comment

All new index number requests must be accompanied by supporting
documents that substantiate the information entered into the online
form. Valid forms of supporting documents are passport, birth
certificate, marriage license, and other official government issued

documents such as driver's license and national identification cards.

Click @
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

B

ﬂ Piease Enter Effective date

Display Message Leg
»—i1] - 3
Fill Out Form Review and Send Confirmation

[ Previons | (Wi ] | [Sovermat]

Attachments =

Atiackment

Back 1o Search
Index Number Request Form
" The: i %
* First name: [Jusan ]
Middle name: [ ]
* Last name: E] ]
Maden Hame: [ ]
* Date of Birth: 05.05. 1985
Birthplace: | |
* Gender:
* Mationalty: =,
Couniry of Birth: s [ m
= Pers. Area (Country): Hai
= Pers. Subarea(Duty Station): Port-au-Prince
* Person. Type: |0TI'tEH |v|
* Effective Date; [oa112015 [
% i@
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Start Process

I» 1

[
L
L

Fill Out Form Revie

[4 Previous || Next b

| Save Draft

Attachments

Attachment

[ Officigl ldentifization Documents

[ Add Attachment |

Delete Attachment

Back to Search

Index Number Request Form

* Title:

* First name:

Mr ||

|Julian

10. )y [FoaAtachment]

Global Index Requestor Role in Umoja Job Aid
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

Attachments

Attachment

[0 Official identification Decuments
= Attachment Type: |Official isentfication Documents =]

[—]Addm.d-m Delete Attachment |

Back to Search
Index Number Request Form
- 'I‘lh 1 -
* First name: | Jukan
11.

Click and navigate to the location where you have saved
a scanned copy of the official identification document.

Choose File to Upload

< {
Hame Date moddsed Type St h

M Dehrey Bl ¥ laneSMETHOMsldentification pdf MAS5 230 P Adobe Aokt
& Downlosdt = bhanSMETHO sl ersiific stesn pell 1A05/2015 235 PM

[ pa— - [MEFlesEa -

==

12.

Select the document. [Scenario: Click
1:_IuIianSMHHGﬁiciaIIdentification.pdf ]
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

13.
Click .

Start Process

Attachments

Attachment

[[] Otficial identification Documants

* Amtachment Type: [Officalidentiication Documents | w] [CWsersiishn HalkeriDes himulm Cancel |
Add Aftachment | [ Delete Attachment

Index Number Request Form
* Title: ur |+
™ First name: | Julian

14. )k [Opoad],
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

LJ

I» [1] 2 q
Fill Out Form Review and Send Confirmation

4 Previous | [Next ] || [Save Draft |

Atiachments

Attachment

[ official entification Documents

Add Attachment | | Delste Attachment |

Index Number Request Form

Index Humkbser

* Title: Mr

* First name: | Jukan |
Middle name: | |
* Last name: [SMITH |
Maiden Name: | |
* Date of Birth: 05.05.1985 |3

Birthplace: | |
* Nationality: us |9 oftheusa

Country of Birth: USA

* Pers. Area (Country). Usoo United States of America

* Pers. Subarea(Duty Station): New York

15.
If you have additional documents to upload, click .
When done uploading documents, click .
Global Index Requestor Role in Umoja Job Aid 2z
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

w—7] ] .

Fill Qut Form Review and Send Confirmation

|4 Previous | Send b

Attachments

Attachment

Official identification Documents
Add Attachment | | Delete Attachment

Index Number Request Form

Index Number: |:|

Title:

First name: [Julian |

Middle name: | |

Last name: [sMTH |
|

Maiden Name: |

Drate of Birth: 05.05.1985

Birthplace: | |
Gender:

Nationality: of the USA

Country of Birth: Usa

Pers. Area (Country): United States of America

Pers. Subarea(Duty Station): Mew York

Global Index Requestor Role in Umoja Job Aid 23
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16. Review the information entered as a final verification. If any
corrections are required, click to return to the previous

step.

If the information is correct, click fo submit the request for
approval.

Index Number Search and Request - Umoja training
portal - T2J - Windows Internet Explorer

umrtija

4 Back * History Favorites Personalize View Help

Home Global Index Requestor User Map Reguisi

0 My ¥Workkst

Giobal index Reguestor > Owverview

Start Process

Display Message Log

I» 1 3 d

Confirmation

17.
Home

Click —.

This procedure illustrates the steps to follow when you have determined that
a an existing Index Number must be confirmed for use.

Scenario
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Applicant Jane Smith, Nationality: Australian, Country of Birth: Australia, DOB:
10.04.1975 has been selected as a Consultant in UNHQ New York.

Procedure

1.

Follow the steps in the GID Request - Request New ID to conduct an
effective search.

Start Process

W [Sanased vika) w | Pridengs  Caged s
Pyrwiiy Pl Peraansi oty Toin  Fradname  idadide nams Lt sase i ot e ol b ot of e Bempirs Lo dua e Feeaa Typa B |
[T W ks SAATH SATH b VLIS IS M Yerk 9 el U5 UDETEOPAATICPANT  (SAAL
HBATH W e SMATH T Lk S i, 155 am D REETEG AAATICRANT  LSRDL
D-::-x.'.‘-i M s SMTH SHTTH S 1 1T AU Femsw AU COMBATANT LDP
1R0aT14 Mr | Joks SITHE SMTTHE. O TR Halm OB MIETHGRAATIOPANT  LSAO.A
T M | el SUTHEORELN SMTRECHIAM MINRH 01011593 e US| COMBATANT

Evaluate the search results to determine if any records match the
person you are looking for.

In this scenario, a record for Jane Smith exists and matches the
personal details found on the provided official identification
document(s).

By looking at the Source field, the record for Jane Smith is seen to be
from UNDP (i.e., neither IMIS nor Umoja), and the Person Type is
Consultant. Therefore Jane Smith has a valid index number, but she is
not yet entered into Umoja. Use of this index number must first be
Confirmed by a Global Index Number Administrator. (see Evaluating
Search Results: Use, Confirm or Request New Index Number in this job
aid for further details.)

Click to select the record.
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process
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Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

Start Process
» I 1 2 3 -4
Fill Out Form Review and Send Confirmation

[4 Previous | [Next b | [Save Dratt]

Attachments
- Index Number Request Form

ndex Number | |

T

* First name: |Jane |
Middle name: | |
* Last name: [SMITH |
Maiden Name: | |
* Date of Birth: 10.04.1975 |

Birthplace: | |
* Gender.

* Nationality: AU (3] Australan

Country of Birth: AU [[F] Austraka

* Pers. Area (Country): (Us00  [(F] united States of America

* Pers. Subarea(Duty Station): New York

* person. Type: |CONSULTANT ||

* Effective Date:

Requester's Comment

Global Index Requestor Role in Umoja Job Aid 27
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The Index Number Request Form fields are populated with values
from the selected record.

Review this information, and complete any required missing values,
making sure that the information meets the Data Format
requirements. Make any needed corrections.
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Global Index Requestor Role in Umoja Job Aid

Department of Management
The Global Index Requestor Role

Office of Human Resources Management

Start Process

Start Process

— 1] 2

Fill Out Form Review and Send Confirmation

4

[4 Previous | [Next ] | [ Save Dratt |

Attachments

Back to Search

Index Number Request Form

" Tile:

* First name: [Jane |
Middle name: [ |
* Last name: {SMITH |
Maiden Name: [ |
* Date of Birth: [10.04.1975 [
Birthplace: | |
* Gender: [Female [ =]
* Nationality: Australian
Country of Birth: lau 19| Austraiia
* Pers. Area (Country): US00  |[F| United States of America
* Pers. Subarea(Duty Station): [US00 (9] New York
* Person. Type: 1 ]"
« ffectve Dae: STArFuEieER
Requester's Comment COMSULTANT
INDWVIDUAL CONTRACTOR
UNIFORM FERSONNEL
| MEETING PARTICIPANT
| UNVOLUNTEER
|OTHER
5. Select [omer -~ for Person Type. Although required on the form, this
field will no longer be used in this process.
Global Index Requestor Role in Umoja Job Aid 29

OHRM.Umoja.HR.GIRequestorRole
12 February 2016



Global Index Requestor Role in Umoja Job Aid Department of Management
The Global Index Requestor Role Office of Human Resources Management

Start Process

Start Process
» [1] 2 3 -4
Fill Qut Form Review and Send Confrmation

|4 Previous |[Next ] | [ SaveDraft|

Attachments

Back to Search

 Index Number Request Form

Index Numbe [ ;
* Title:
* First name: |Jane |
Middle name: | |
* Last name: | SMITH |
Maiden Hame: | |
* Date of Birth: 10.04.1975 |65
Bithplace: [ |
* Gender. Female
* Nationalty: Australian
Country of Birth: Australia
* Pers. Area (Country): [US00__|(F] united States of America
* Pers. Subarea(Duty Station): New York
* Person. Type:
* Effective Date: l0s.11.2015] [T I

Requester's Comment

04.11.2015 iz the date of
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6. Enter in the Effective Date field, the date the index number is
needed. Use the default date (date of processing) unless the index
number is needed for a retroactive personnel action, in which case,
use the date one day prior to the effective date you will use on that

personnel action. [Scenario: 04.11.2015]

To ensure efficient processing of requests, you must enter a note in
the Requester's Comment field specifying the date you entered in the
Effective Date field. Please specify if the date is the date of travel,
onboarding, etc.

Follow the steps in the Request Index Number - New to attach
required supporting documents and complete the request. Valid
forms of supporting documents are passport, birth certificate,
marriage license, and other official government issued documents
such as driver's license and national identification cards.
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