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The latest version of CICO, deployed May 1, 2010, differs from the previous version as follows.  (Click on an item below to read more.)
1A UUPIC is required for all requests


2New fields have been added to further identify employees


2Items previously under Person Type now appear under Appointment Category


2More options now appear under Appointment Category.


2Changes to how one submits a request


3Entries in the Organization field must be recognized


3Override Duplicate Record Check has been removed


3Improved Transfer of CICO Requests to IT Help Desk


3Changes to Initiating a Check Out


3Debrief meeting flagged at Check Out




A UUPIC is required for all requests
You cannot initiate a Check In without a valid Universal Uniform Personal Identification Code (UUPIC) cited in the request.  
A person’s UUPIC is created when a “new identity” is entered into the IdMAX system.  For civil servants, this process happens automatically as part of the on-boarding process performed by the Human Resources Management Division.  For contractors, the COTR or someone from their employer’s HR Department needs to create a new identity in IdMAX in order to generate a UUPIC.

If need be, you can attempt to determine an employee’s UUPIC within CICO by searching for their name and locating the correct person record.  You can also find an employee’s UUPIC by  searching the NASA Enterprise Directory (NED). If you do not find a UUPIC for the employee, contact Security for further instructions.
If you know the employee’s UUPIC, but the employee does not appear when you enter it in CICO, first verify the UUPIC in NASA Enterprise Directory NED. If you confirm that you have the correct UUPIC in NED, wait 24 hours and then try searching for the UUPIC in CICO again.
New fields have been added to further identify employees
New request fields and categories serve to provide more specific information for each employee. Make sure you validate the Person Type, as it is common for people to switch from being a government employee to a contractor, and vice-versa.
The Appointment Category field now allows HQ users to be identified as Intergovernmental Personnel Act (IPA) employees, Detailees, and Schedule C employees, as relevant.
Provide Justification for creating a CICO record, such as “new to NASA HQ” or “new presidential appointee,” or “new military detailee.”
Items previously under Person Type now appear under Appointment Category
Use the N/A person type for Intergovernmental Personnel Act (IPA) and Military Detailees, who will be identified as such later, in the Appointment Type field.  The Person Type field values, with the exception of (None) and N/A, are supplied by HQTS and stored in the Person Record.  The pull-down menu in the Person Record is displayed only to Administrators.  
More options now appear under Appointment Category.

The Appointment Category drop-down menu that displays on the second and subsequent screens in the Check In workflow now includes the following options:  Consultant, Contractor, External Detailee (Outside of NASA), Intern, Internal Detailee (NASA to NASA), IPA, New to NASA Federal Employee, Other, Presidential Appointee, and Transferee from NASA Center.

Changes to how one submits a request
· When submitting a request, you have a choice of UUPIC (preferred), or first name or last name. Spaces are not recognized. If searching by name, provide first name (“Jane”) or last name (“Smith”); but not, for example, “Jane Smith”.
· The list of Request Categories, that is, the specific assets and services that can be requested through CICO, has been updated to reflect that access to applications can no longer be requested in CICO.  (Such requests should be processed in NASA’s Account Management System.)  

· Additionally, the following categories changed:
	Removed
	Functional Account, General Admin Request, Loaner Hardware, Security Clearance Investigation, Special Needs Accommodation (COTR), Special Needs Accommodation (HR)

	Added
	General IT and C ODIN Request, NF-1722 Position Designation Record (COTR), Office Keys, Parking or Fare Subsidy, Review Suitability Data


· You may see “none” displayed in the ownership field if more than one person is responsible for next acting on a given request. This is normal and does not require action on your part.
Entries in the Organization field must be recognized
You can no longer submit requests unless CICO recognizes the end user’s organization.  If you see “Organization Title: XXXXX Unknown Org.?” in the Organization Title field, contact your HR Representative or COTR before proceeding, as your request cannot be properly routed for approvals. 

Override Duplicate Record Check has been removed

The option to “Override Duplicate Record Check” and the duplicate record checking function itself have been removed from the application as many users reported they did not find this helpful. 
Improved Transfer of CICO Requests to IT Help Desk

Once a CICO request is approved by the Information Technology Communications Division, the CICO request is automatically closed and fulfillment of this request will be tracked by the support ticket system used by the IT Help Desk and others.  

Changes to Initiating a Check Out

· The NHQ Form 60 is no longer in use.
· If Type of Departure is either of the following, the Departure Destination field becomes a required field. 
· Detailee returning to NASA
· Transfer to another NASA Center 

Select the NASA Center from the pull down that the person is departing or returning to.
Debrief meeting flagged at Check Out
In the case of outgoing employees whose position routinely requires an Ethics Team debriefing, CICO will generate a request record to prompt the applicable parties to document the fulfillment of this requirement. This is a requirement of the General Counsel’s office.
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