[image: image1.png]@ Workforce Transformation Tracking System

Human Capital Information Environment (HCIE)
—

Unknown Environment

This is a notification of a Civil Servant Gain. As an Admin Officer it is your responsibility to create the SR to order a
phone and computer for this employee.

Employee Name:  BULL, ISADORA
Employee UUPIC:

Entry on Duty Date: 04/01/2011
Physical Start Date:  04/01/2011

Gaining Org: AH111
Employee Type: INTERGOVERNMENTAL PERSONNEL ACT (1PA)

Please do not reply to this email. If you received by mistake please contact




On-Boarding Detailees: Quick Facts About
the Intergovernmental Personnel Act – IPA
Revised April 19, 2011

· Background information:
· To ensure that NASA civil servants receive notifications at their duty station, effective immediately, a Workforce Transformation Tracking System (WTTS) action must be entered for any NASA civil servant on a detail assignment lasting longer than 30 days.
· In addition, a direct entry into Identity Management and Account Exchange (IdMAX) system is required for each individual working at NASA under an Intergovernmental Personnel Act (IPA).  These individuals are entered into IdMAX with an affiliation other than NASA civil servant.
· Each Center can develop their own process until IdMAX is able to automate the process.

· Process for IPAs at NASA Headquarters
· HRMD enters the IPA into WTTS preferable 2 weeks prior to the Entry on Duty (EOD) date.
· WTTS sends an email notification out to the AO, the hiring manager and Security that the IPA information has been submitted, the email specifies IPA (shown below with arrow):
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· The AO modifies the identity in IdMAX to update the Affiliation to reflect IPA using contract # NNH08HR01I. The AO selects themselves as the Sponsor.  Example shown below:
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· The AO then approves the request as the Sponsor in IdMAX.  Example shown below (click “approve”):
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· Additional information:

· IPAs need Form 1722 (NASA Position Designation Record) filled out.

· The AO submits a CICO request for a background investigation, badge, computer equipment, PDA, etc.
· The AO can submit a NAMS request for VPN, Entrust and any applications that the IPA will need access to. NOMAD and NCAD accounts are automatically created

· Security performs a NCIC check and a background investigation (ex. NACI, eQIP) if required

· Requests can take up to 2 days for Security to process

· If an eQIP is required the applicant has 5 business days to submit 

· If the applicant already has reciprocity (suitable background investigation on file) then the identity will be enabled before they are enrolled

· Otherwise the applicant will be scheduled to complete enrollment for their identity to be enabled

·  If you run into problems while submitting a request, enter a help desk ticket by calling 358-HELP or visit the HQ Help Desk online
· Additional information can be found on the HQ On-Boarding Web site: http://itcd.hq.nasa.gov/onboarding.html
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