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1. What’s New!

The topics listed below provide an overview of what's new in the Global Index Requestor and
Administrator in Umoja iManual since its original publication. Content throughout this manual
has been expanded, revised or is new.

12.02.2016 Initial Release
30.06.2018 Removed references to All Persons Database.

Added escalation workflow of duplicate index numbers, cross-referencing complex
cases to OICT/EAC-Americas.
17.06.2019 .
Added Frequently Asked Questions (FAQ)
Contact Information

10.11.2021 Converted to iManual
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2. About this Manual
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2.1. Scope

This document provides Umoja operating procedures. From time to time changes in the system
may occur which warrant revisions to this document. Should you have any questions, please
contact your Local Process Experts.
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2.2. Useful Terms and Roles

With the implementation of Umoja, many common terms have been replaced with the SAP
terminology used in Umoja.

Index/Personnel Number: Everyone is assigned an index/personnel number which is retained
by the individual for life. Index/Personnel numbers from the following UN Organizations whose
index/personnel numbers are administered by the UN Secretariat are valid: , , ,
, , , , , and . Index/Personnel numbers from
organizations that are part of the UN Common System and UN-related Organization outside of
the common system are also honored, if available: , , , , , ,
, and World Bank.

Global Index Requestor Role: This role may be assigned only to staff members. Users
mapped to this role will also be assigned the HR Display role and will be able to perform the
following in Umoja:

» Search for and submit requests for new index/personnel numbers for staff and non-staff,
and
» confirm index/personnel numbers.

Global Index Administrator Role: This role may be assigned only to designated staff
members. Users mapped to this role will be assigned the HR Display role and will be able to
perform the following in Umoja:

* Create and maintain index numbers for staff and non-staff.

"
_/ After the creation of an index/personnel number, the HR Partner processes
o a Personnel Action (PA) that creates a BP record.

L J

OICT/EAC America Team:

* Correct Personal Master Data Records
* Resolve duplicate Index Number issues.
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3. Process

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

* Individuals are not inadvertently assigned a second Index/Personnel Number;
* You do not assign an Index/Personnel Number already assigned to another individual.

Successful execution of the Global Index Request action requires;

* An exhaustive search of the GID,
+ Evaluation of matching records found in the GID, and
» Accurate entry of mandatory subject details,

o Last name

o First name

o Date of Birth

o Nationality

o Gender
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3.1. Searching the GID

To determine if the subject has an existing index/personnel number or if a new index/personnel
number must be created, the Global Index Requestor:

* Uses the Umoja Global Index Request form ~ to search the GID for records using the
subject’s search criteria.
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3.1.1. Standards for Searching GID

Search best practice requires the use of multiple search techniques to confirm all possible
matches for the search subject are found. The preferred search technique is Name Search.

Name Search: One such technique is to use the first 2 to 3 letters of the first and last names
rather than the complete names. Using partial names makes it possible to find records despite
misspellings. Note that the first name and last name fields are mandatory for the search.

Index Number Search: If a matching record is found in the Global Index Database (GID), then
use that index/personnel number.

For example, if we are looking for the name Laurisa RONCEVIC. In the first name field, we
enter “Lau” and for the last name field, we enter “RON.” The results generated may not find the
matching record due to a misspelling of the name in the system.

Index Number Search

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

| * First name: [Lau |
Widdle name: | !
I * |astname:  |RON |
DateofBirth: | |
Gender: EE
Mationality: [

Therefore, by using fewer letters such that first name field is “La” and last name field “RON,” we
may find the matching record we are looking for noting that the first name is misspelled in the
database.



Index Number Search
Enter Selection Crieria and Click Search

Global Selection

ndex Number

| ® Firstname: |La |

Middie name
| “ Lastnams.  RON I

Date of Birth: | &
Gender ' =
Mationality: |7
[ Ciear | [ Search |

. = |
View: | [Standard View] | ™| PrintVersion Export 4

Persho Ref Pernzonel Number  Title First name Middle name Lastrame MameatB

10000745 krs Lariza ROMNCEVIC

We, also, need to look at the other identifying fields to be sure this is in fact the record we are
looking for. You must check the date of birth (DOB), nationality and other fields to confirm the
match is valid. You can correct the misspelled name in the request process.

Reverse Name Search: Another technique to account for misspellings is to switch the first and last
names. If the person has multiple given and last names make sure you try the different
combinations. It is possible the name is entered incorrectly when records are created.

For example, if we are looking for the name James JOHN. In the first name field, we enter “Jam”
and for the last name field, we enter “JOH.” The results generated may not find the matching
record. So, we proceed in switching the first name to “Joh” and last name “JAM” again only using

the first 2 to 3 letters of each name.



Index Number Search

Enter Selaction Criteria and Click Saarch

Global Selection

index Number. |
I" First name: | Jon I

Kiddie nams
I* Lastname: [lan |

Date of Birth [Ce]]

Gender. =

Mationakty 3 L"l

[Clear | [Search |
View: | [Standard View] =] Pt Version Expert a

PESHD Ref Pernsonel Mumber TiHe Firsiname  Niddie name  Lastname |
10000318 Mr John JAMES

Date of Birth (DOB) Exceptions: When evaluating the search results to determine if any match
the search subject, do not let odd dates of birth fool you. In the past, the DOB was not as critical a
personal identifier as it is today. When incomplete DOB information was available, the following
conventions were used to create personnel records.

If the DOB:

* had no day, for example: January 1975, the 15th of the month was used for the day.
Therefore, the system would have a DOB of 15 January 1975.

» provided only the year, for example: 1965, the day and the month used was 1 January.
Therefore, the system would have a DOB of 1 January 1965.

» provided only the day and month, for example: 25 March, the missing year entered would
be 1900. Therefore, the system would have a DOB of 25 March 1900.

* If no DOB was provided at all, then the DOB used in the system would indicate 1 January
1900.

So, if all other identifying information matches the source document you are working with, but
the DOB looks wrong due to what has been described above, you should try to obtain from the
person or Requestor additional information, i.e. recollection of previous index/personnel
numbers obtained from the Organization. If you have exhausted all resources, you may contact
OICT/EAC-Americas team in New York for additional guidance.

The Global Index Administrator will verify the accuracy of this selection.
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3.1.2. 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
today. So when incomplete DOB information was available, the following conventions were
used when creating personnel records.

If the DOB:

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

» provided only the year, 01/01 was used for the day and month;
+ was missing the year, 1900 was used;

« 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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3.2. GID Requestor: Evaluating GID Search
Results

To determine if the subject has an existing index/personnel number or if a new index/personnel
number must be created, the Global Index Requestor:

. Evaluatestherecords .~ returned by the search to determine if one or more
are a match for the search subject.

» Evaluates the matching record(s) source (Umoja, IMIS, etc.) and person type (Staff
Member, Meeting Participant, Contractor) to determine if a new index number must be
created, the found index number must be confirmed, the found index number can be
used, or if duplicate index numbers and/or inaccurate personal data must be corrected.

Request New
D

N

GID

Administrator

Not Umoja——p=|  Confirm ID

Personal How Many
Matching

Records

What is the
Source?

Correct?

Umojas| Use this ID —-—

Search for Evaluate
Exiting Index Search
Number Results

More than One

Submit Ticket
to OICT/EAC OQICT/EAC

M

America America Team
Team

Request New Index/Personnel Number

If, after conducting a thorough search for existing records, you are unable to find a record
matching the person you are looking for, then you should request a new index/personnel

number

Confirm the use of an existing index/personnel number

If you find ONE record with a source that is not Umoja, then you should confirm the index/
personnel number found.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 15 of 81



If, you find MULTIPLE records matching the person you are looking for, then notify OICT/EAC-
Americas team in New York before confirming the use of the index/personnel number.

Use the Index/Personnel Number Found

If, you find ONE record matching the person you are looking for, and the source of the record is
Umoja, = == == ==sooe—=El then you can exit the Global Index Request form and
use the index/personnel number found.

If, you find MULTIPLE records matching the person you are looking for, then notify OICT/EAC-
Americas team in New York.

Submit iNeed Ticket

See
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3.3. GID Administrator: Evaluating Index
Number Requests

To process a submitted Global Index Number Request Form, the GID Administrator evaluates:

. therecords .~ returned by a search to determine if the information submitted
on the form is accurate.

. therecords . returned by a search to determine if one or more are a match
for the search subject.

+ the matching record(s) source (Umoja, IMIS, etc.) and person type (Staff Member,
Meeting Participant, Contractor) to determine if a new index number must be created, the
found index number can be confirmed, the found index number can be used, or if
duplicate index numbers and/or inaccurate personal data must be corrected.

Return to
GID
Requestor to
correct form
or provide
index humber
to use to
resubmit form

Create New
1D

Return to GID

Requestor

Mot Umoja——=|  Confirm ID

Form
Submitted
by GID
Requestor

How Many
Matching
Records

the data
the submitted
orm correct

What is the
Source?

Umojas| Use this ID |

Evaluate
Search
Results

Search for
Exiting Index
Number

More than One

Submit Ticket
to OICT/EAC OICT/EAC

America America Team
Team

Return Form to GID Requestor for Correction

If, after conducting a thorough search for existing records, the GID Administrator determines
that information on the form is inaccurate, then the form is returned to the GID Requestor for
correction.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 17 of 81



Create a New Index/Personnel Number

If, after conducting a thorough search for existing records, the GID Administrator validates that
no existing Index Number exists for the subject, then a new index/personnel number is created
and returned to the GID Requestor.

Confirm the use of an existing index/personnel number

If the GID Administrator validates the finding that ONE record with a source that is not Umoja
exists, then its use is confirmed.

Inform the GID Requestor to use the Index/Personnel Number Found

If ONE record matching the subject is found, and the source of the record is Umoja,

S e e mmeaseowE then the Global Index Request is informed that it can be used.

Submit iNeed Ticket

If MULTIPLE records matching the subject are found, then OICT/EAC-Americas team in New
York is notified.

See
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3.4. OICT/EAC: Escalation of Complex Cases

Gmites [ Smemaremesavionc ) | Reviewandcoretperson | | Lo Ssue bt O
Ticket or Ord-er Al IGSAEE .Dala ROcgiedios closure of ticket work order of |—m»
email Operguonal Support Desk provide corect Index the correct Index Number or
iNeed Queue, Number }

Person Master Data Record.

To streamline the process, an iNeed catalog item, “GID — Duplicate Index Number”, exists in
the Umoja catalogue. The GID Requestor or GID Administrators would need to submit an
iNeed ticket through Unite Service Desk (USD) as Service Request in lieu of an email message
to “HR Help Desk.” The iNeed system will automatically create a work order that will be routed
to Umoja HR Operational Support Desk queue.

Choose a catalog from below:

P an 9 . & E
- ik . s | : E ]
@ Ul < [&] .- X -
Client Service Emiesprizo Geospadinl GICT Catalogue LHDES Satety & UMK - Facillites Umofa Cataloque
Cani Applications Sarvices Sacurily
Swippont Catalogue Catalogue
Filters Human Resouces] W . Eﬂm
-HOOSE AN ITEM 1-35of 35 YOUR CHOICE

fa) ASHI & ASLI Data Malntenance

(> Coninue S < s

Family Visit & Home Leave

G0 - Duplicate Index Mumbear

HR Mini Master

For agencies that cannot raise an iNeed ticket, you may continue to send your queries/issues
directly to
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4. The Global Index Requestor Role

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

Using the Umoja Global Index Request form, the Global Index Requestor searches the GID to
determine if the subject of the search;

+ Already exists in the GID and has an index/personnel number assigned, or
* Does not exist in the GID and must have an index/personnel number created.
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4.1. Procedures

Follow the steps in the procedures below to:

%
__/ You will not know if you must request a new or confirm an existing
o index/personnel number until you review the results of the GID
search. Once you have determined if a new request or a confirmation
is required, you can follow the post-search steps in the appropriate

procedure.
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4.1.1. Standards for Entering Person Names

Determine Given Name(s) and Surname(s)

1. Review official identification document(s) provided to determine the Given Name(s)
which are the first and middle names; and the Surname(s) which is the last name.

2. Types of official documents received that are accepted which must include the

mandatory details are:

a. Passport

b. Driver’s License

c. Birth Certificate

d. National Identification

7

_/ Official documents may require translation if submissions are

in non-Latin alphabets, i.e. Chinese, Arabic, Russian, Greek,
etc.

For Passports, use the machine-readable representation of the name.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.

Page 22 of 81



United Nations - DOS Global Index Requestor and Administrator in Umoja - 1_en

Primary identifier (last name). Primary identifier. Where
Where thereis morethan one there ismorethanone
L component, they shallbe component, they shall be
P indictes that the document H ¥ ’ : 3
separated by a single filler [<). separated by asinglefiller (<].
is & passpart book. One B ¥ i <) & i i (=)
additional character may be
usedto further identify the
document at thedixretion of Pt is
P oublefiller
the issuing State. characters [<<) Filler characters usedto
i indicatethat completetheupper
The threeletter this isthe end of machinereadable line,
code to indicate the primary md]catmgthereare_ncrl:mer
the issuing State. identifier. n_amecumponen’rs included.

P< UTO ERIKSSON<<ANNA<MARIA<<LLLLLLLLLLLLLLLLLLLLL

L898902C< 3 UTO 6390806 1 F 940623 6 ZE184226B<<<<< 1 4

You will find the following . 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.

3. Enter the Given Name(s) in the First Name field. You must separate each name with a
single space, for example if there are multiple names in the Given Name field on the
passport. It is important that you enter each name with initial capitalization only, i.e.
Julian William. Note that if the given name(s) exceed the length of the First Name field
(40-character length) continue with the given names in the Middle Name field.

a. If the person does not have a first name in the official document, you must use a
“*” (asterisk) in the First Name field.

4. If the official identification specifically has a middle name, enter the first name in the
First Name field and the middle name in the Middle Name field.

5. Enter the Surname(s) in the Last Name field using all capitalization, i.e. SMITH.

6. If the official identification specifically has a maiden name, enter the name in the Maiden
Name field.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Index Number Request Form

* Title: 5

* First name: 'riuiia'an"'a";fiili'a'am
Widdle name: ]

* Last name: ::_E_r_n'rth_
Maiden Mame:

* Date of Birth:
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Special Characters

Character Encoding for Machine-Readable Passports, For:

1. A use AE
2. A use AA
3. A& use AE
4. N use N

5 O use OE
6. 9 use OE
7. U use UE
8. B use SS
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United Nations - DOS Global Index Requestor and Administrator in Umoja - 1_en

4.1.2. Request Index/Personnel Number — New

This procedure illustrates the steps to follow when you determine that a new index/personnel
number must be requested.

4 )

ﬁ 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.
2. Click tab Global Index Requestor.

mijja

4 Back Forward » History Favoritee Personalize Vi
Home Global Index Fegquestor I Uzer Map
Overview

D Home = Overview

Welcome to Umoja

Werk Center
i ™ Work Center
“® Dequest
Status
User Map
%ﬁ Uzer Map

3. In Employee Services, click Global Index Requestor.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 26 of 81
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Jmiija

4 Back Forward ¢ History Fawvoritee Personalize
Home Global Index Requestor Global Inds
Overview

' Global Index Requestor = Owverview

Employee Services

| - Map | Directory | Index

D O IGIDbaI Index Requestor I
QN

Status Processes Overview
o Q

Q D You can display an overview of
the status of process

4. Click Index Number Search and Request .
L]
4 Back Forward #  History Favoriies Personalize Yiew Help
Home Global Index Requestor User Map User Provisioning
Overview

’ Global Index Requestor = Qwerview

Global Index Requestor

Back

* Service Map

e Global Index Number
o D Index Mumber Search and Reguest I

Search and Reguest an Index Number for a Person

5. Enter search criteria, then click Search. Minimally, you must enter search criteria First
Name and Last Name. [Scenario: First Name = “J”; Last Name = “Sm”]

For instructions and tips on entering effective search criteria, see

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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in this job aid.
umijja
41Back Forward » Hietory Favorites Personalize View Help
Home Global Index Requestor User Hap User Pr
Orverview

iiobal lndex Requestor = QOwverview

Start Process

I+ 1 } -1
Fill Out Form t

{4 Frevious || Next B | [ Seve Dratt |

Attachments

Index Number Search
Enter Selection Criteria and Chick Search

Global Selection

Index Number;
F Frstname |J |

Middle name: |
F Lastname:  Sm |
Date of Birth: 1]

Gender. ']

Nationalty: Hu
[ Clear

6. 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/personnel number must be created. Click Request New Index Number.

For instructions on how to evaluate the search results and determine if a new or
confirmed index/personnel number is appropriate, see
in this job aid.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
. ) ) Page 28 of 81
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View: |[Standard View]

Perzlo  Ref Pemsonel Number Title  First nome

Reguest New Index Number |

w | PrintVersion Expora

MWiddle name  Last name
JANET GOLDSWITH

Mz | Jullet Jean MCCALLA-SMITH

Jeremy MCKENZE SMITH
Juket SMITH
JULEN SMITH
Julia SMIMH
Mr | Julius SMITH
John MATES SMITH
JUDHTH SMITH
Olarenwap SMITH

Confirm index Number

Complete the 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.

Refer to

a. In this scenario:

Vi.
Vii.

viii.

Xi.

Xii.

Title = Mr.

First Name = Julian

Last Name = SMITH

Date of Birth = 05.05.1985
Gender = Male

Nationality = US

Country of Birth = US

Pers. Area (Country) = US00

Pers. Subarea (Duty Station)

Hame: at Birth

Ful Name:
GOLDSMITH, JANET

WCCALLA-SMITH, Julet Jean

WCHENZE SMITH, Jeremy
SMITH, Juilst

SMITH, JULEN

SMITH, Jula

SMITH, Julus

SMTH, John MATEOD
SMITH, JUDTH

SMITH, Dlarenwaju

Date of Brth
17.06.1965
01.12.1384
04.02.1868
05.10.1862
2B.09,1980
15.12.15965
08.05.1871
11.08.1866
01.01.1800

189.06.1874

Bathplace CoB  Gen
Male
Female
Malg
Male
Malg
Female
TT | Malke
ale
Unknown

Mala

22

presented in this job aid.

= US00

Education Level Person Type

MWEETMG PARTICFANT
MEETING PARTICIPANT
CONSULTANT
MEETHG PARTICIPANT
CONSULTANT
CONSULTANT
MEETING PARTICIPANT
WEETHNG PARTICFANT

Person Type: OTHER (Select Person Type “Other”, although required on

the form, this field will no longer be used in this process.)

Effective Date: 01.11.2015 (This is system defaulted to the Umoja go-live

date)

Requestor's Comment = “Travel Date: 10.04.2019” (To ensure efficient
processing of requests, you must enter a note in the Requestors Comment
field to specify the actual date of travel, onboarding, etc.)
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4 Dack # Himtory Faveoriss Personslize “View Heip
Hpre Glabal Index Requesior User Vap Wy Provagning Coplayea Sef-Servipe M

Drmmviaw

iebal inden Reguesinnr + Dyvarvien

Start Process

I* ' -4
Pl Qut Form

] [Wext ] | [SeveCenn|

Index Number Request Form

" The L -
* Frad nama Jekan
Midds name
" Lol name SITH
1l iy Plarra
* figbe of Bith TR
Brirpiace
E-mait
* Gander gl ™
" Maconsiry: s 9
Cowstry & Sith s M
* Pars, Ares (Cousiry] USDE 7 Unsed Sistes of Amercs
* Pars. SubaresiDuly Siston) (U508 ) Mew York
* Person Type: OTHER [=
® Effectrin Dale FIRRFiE]
Regquesier's Commeni

Trawed Date. 10,08 315

8. All new index/personnel number requests must be accompanied by supporting
document(s) that substantiate the information entered in the online form. Valid forms of
supporting document(s) are passport, birth certificate, and other official government
issued document(s) such as a driver’s license and national identification cards. Click ..

Start Process

» 1 4
Fill Qut Form = g

= | [exi 3] | [Saveran]

Attachments =
Back fo Search |
Index Number Request Form
9. Click 2 to expand the tray.
iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Start Process

» {4

Fill Qut Form
[ Previois | [Next ] | TSave Draf]
Attachments -
Attachment =

[ Back to Search |

Index Number Request Form

10. Click Add Attachment.
Start Process

L2

1 -
Fill Qut Form

[§ Frevious Save Draf
Attachments :

Attachment -

[} Official identification Documants

Add Attachment | B0eksle Allachment

11. Click Browse. Navigate to the location where you have saved a scanned copy of the
official identification document.

Attachments E|

Attachment =

[] Official Wentification Documents

* Aftachment Type: |Offical ientiication Documents = Upioad | [ Cascei
Add Attachment | fachment

12. Select the document. [Scenario: JulianSMITH.OfficalDocument.pdf]
13. Click Open.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 31 of 81
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Choose File to Upload E3

Look in: ] . Documents j 3w IBR

Neme = | -] Date modified | ~| Type || sz
TJQMIimSHI'I'H.D'Fﬁl:iaIDommEﬂt 05/04/2019 1:01... Adobe Aoobat... 2
4| |
=
Files of type: | All Files (") =l Cancel |

#

14. Click Upload. If you have additional documents to upload, click Add Attachment and
repeat steps 11-13.

Attachments =
Attachment 1=

] Official identification Documents

Type: |Offical ident o ~| [CWsers || Browse,. [ Upioad |JCancel

[ Ada Attachment | [ Deiste Astacame

15. When you have completed attaching all documents and the hyperlink of the official
document is attached (link is in blue text), click Next.

Start Process

I» B 2 =‘ -
Fill Qut Form Review and Sen Confirmation
Attachments
Attachment

[T] Official dentification Cocuments

* Attachment Type: |Dfﬂcial ldentification Documents -
| Add Attachment | | Delete Attachment |

16. Review the information entered as a final verification. If any corrections are required,

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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click Previous to return to the previous step. If the information is correct, click Send to

submit the request for approval.

mLja

4 Back F ard b History Favorites Personalize Vew Help

Home

Global Index Requestor Usar Map

Overview

obal Index Reguestor =» Overview

Start Process

»— 1 2 =
Fill Dut Form Review and Send

{d Previous -

Attachments

Attachment

Official ldentification Documents

Add Attachment | | Delete Aftachmen

Index Number Request Form

User Provisioning

17. You will receive a reference number as your confirmation. This will then be submitted to
the GID Administrator for approval. Click the Home tab to return to your main page.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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4 Baci L Hslory Favorfes Personalize YView

Global Index Requestor User Map F

- .
Ovel O | My WorkEst

204l ndex Hegquesior Orwervidw

Start Process
-fj Data sent (process reference number: 000000002085)

i T -
Speay WESIIQe LOT

s 3
Confirmation
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4.1.3. Request Index/Personnel Number —
Confirm

This procedure illustrates the steps to follow when you have determined that an existing index/
personnel number must be confirmed for use.

4 )

ﬁ Applicant Jane Smith, Nationality: French, Country of Birth: France, DOB:
16.01.1978 has been selected as a Consultant in UNHQ, New York.

Procedure

1. Log in to the Umoja Portal. Follow the steps in Request Index/Personnel Number — New
to conduct an effective search.

View: Galeview w || Frint Version Experts Fikicr Sethings

Persha Ref Pernsonsl Number Tille  First name Wdde rame  Last name Mame at Bith  Full Name Dale of Bith  Bithplace Nat  Person Type Souinoe Chagdon  Changed by
Ay JANET FRAZER-SMITH FRAZER-SMITH, JANET 01.01.1800 £ MIS NEW YORK 29102008

10097735 JANET SHITH SMITE, JANET 26,06 1549 GB  QTHER MO

10055978 Jeoamy SHITH SMTE, Jeredmy 22.06.1991 Z WIS NEW VORK | 29.10.2009

BaT413 JAHNE SWITH SMITH, JANE 18 |.-|-1are FE CONSULTANT  UNICEF I
s TETRTET R Sieptane ST SHTE, JEANNEr CIgn | 15,04 2001 = TWDI=

10085188 Ms | Geaorgna Jone SWITH SMITE, Geargina Jane 14121872 GE  CONSULTANT & UMOJA 20102078 | BTCUSRPIETD0

Request Hew index Number || Confirm ndes Numbar

2. Evaluate the search results to determine if any records match the person you are
looking for. In this scenario, a record 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 from UNICEF (i.e. neither
IMIS nor Umoja) and the Person Type is Consultant. Therefore, Jane Smith has a valid
index/personnel number, but she is not yet entered in Umoja. The use of this index/
personnel number must first be approved by the Global Index Number Administrator.
Refer to in this job aid for further details.

- Click I ' to select the record. By selecting the record, it will activate the Confirm Index
Number button.

3. Click Confirm Index Number
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obal Index Requestor = Overview

* Title:

® First name:

Middie name:

* Last name;

WMaiden Hame;

= Dale of Birth:
Birthplace:

E-mail:

* Gander:

™ Mationality:

Country of Birth:

* Pers. Ared (Country ).
* Pers. Subarea(Duty Station)
© Person. Type:

* Effective Date:

Requester's Comment

[sMmH

[usoo

Index Number Request Form

Ms =)

JANE

Global Index Requestor and Administrator in Umoja - 1_en

16011975 |

Female |*'_

FR. [[§] French

FR [[F| France

[T unted States of America
US00 [ Mew York
CONSULTANT =]
01.11.2015

[Travel Date: 10.04.2015

The Index Number Request Form fields are populated with the values from the selected
record. Review this information and complete any required missing values. Make sure
that the information meets the Data format requirements and make any needed

4.
corrections, if applicable.
In this scenario:
Title Ms.
First Name Jane
Last Name SMITH
Date of Birth 16.01.1978
Gender Female
Nationality = FR
Country of
| untry o FR
Birth
Pers. Area
uSoo
(Country)

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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Pers.
Subarea

uSo00
(Duty
Station)
Person Consultant (Select Person Type “Consultant”, although required on the form, this
Type field will no longer be used in this process.)
Effective o . .
Date 01.11.2015 (This is system defaulted to the Umoja go-live date)
Requestor's “Travel Date: 10.04.2019” (To ensure efficient processing of requests, you must
Co?nment enter a note in the Requestors Comment field to specify the actual date of travel,
onboarding, etc.)
5. Follow the steps found in this job aid in on

instructions on how to attach required supporting document(s) such as passport, birth
certificate, etc. and to complete the request.
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4.2. Frequently Asked Questions (FAQ) for
GID Requestor

What do | do if the HR Partner does not provide the required
information for his/her request of the new index number?
All pre-requisite information is required. Failure to submit all relevant
information, you must return to the Requestor (HR Partner, Recruiter)
to request for the missing information.

Are supporting document(s) required for submission of a

new index/personnel number or to confirm an index/

personnel number?
Yes. All new index/personnel number requests must be accompanied
by supporting document(s) that substantiate the information entered
in the online form. Valid forms of supporting document(s) are
passport, birth certificate, and other official government issued
document(s) such as a driver’s license and national identification
cards. Failure to provide this document will result in the GID
Administrator to reject your submission.

After a thorough search, the person has a duplicate index/

personnel number in GID. What should | do?
You must submit an iNeed ticket through Unite Service Desk (USD)
as Service Request in lieu of an email message to “HR Help Desk.”
The iNeed system will automatically create a work order that will be
routed to Umoja HR Operational Support Desk queue. For agencies
that cannot raise an iNeed ticket, you may continue to send your
queries/issues directly to

The GID Requestor has provided an index/personnel number
provided by the person is from a UN Common System or
from an UN-related Organization outside the common
system, such as FAO, IAEA, ILO, IMF, UNFPA, WFP, WHO
and World Bank. The index/personnel number is not in our

system. Can this index/personnel number be used?
If the index/personnel number provided is not yet available in our
system, as a courtesy this index/personnel number is honored, given


mailto:hrhelpdesk@un.org

that you have verified the information from the agency, i.e. personnel
actions. You should open an iNeed ticket to OICT/EAC-Americas
team in New York to have the index/personnel number available in
GID so that the index/personnel number can be confirmed in the
portal. For agencies that cannot raise an iNeed ticket, you may
continue to send your queries/issues directly to the

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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5. The Global Index Administrator Role

In addition to the role of Global Index Requestor, the Global Index Administrator is responsible
for creating and maintaining the index/personnel number for staff and non-staff.

Please follow the same processes documented under in this job
aid to ensure compliance with the requirements.

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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5.1. Procedures

These procedures illustrate the steps required after you have determined that a new index/
personnel number must be approved.

Please follow the appropriate procedure to:

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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5.1.1. Approve New Index/Personnel Number

Request

Vs

ﬁ GID Requestor submitted a request for Mohamed MOHAMED ABD, Nationality:
Tanzanian, DOB: 03.03.1957 for duty station Kigali as a Meeting Participant.

Procedure

1. Log on to the Umoja Portal.

2. Click Work Center.

Umiija

4 Back Forward ¢ History Favorites Personalize
Home Global Index Requestor User Map
Overview

’ Home = Overview

Welcome to Umoja

Work Center
b
w

Reguest Status

User Map

%& User Map

3. In the Approver Work Center, click PA Pending Items.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.
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moja

4 Back Forward ¥ History Fawvorites Personalize View Help
Home Global Index Reguestor Uzer Map User Provisioning
Overview

pme = Overview

Approver Work Center

Draft Returned PA Pending tems PA Completed liems

F Show Quick Criteria h1ﬂintenﬂn|:&|

View: | [Standard View] [ =] | | s Review and Approve || 6o Display |

4. Select the person for which you will be approving/confirming the index/personnel
number.

[Scenario: Process Reference = 000000385969, Process Name = GID, Subject = GID:
Mohamed MOHAMED ABD - Pending for Approval-000000385969].

Click Review and Approve.
Approver Work Center

Draft | Returned PA Pending ltems f PA Completed tems | Time Pending fems |, Time Mass Ap

P Show Quick Criteria Maintenance |

View: | [Standard View] || | I % Review and Approve Iﬁ;\" Display | | [ Exports| | [ Refresh |

Process Ref.. Process Name  Subject

000000385969 GID GID: Mohamed MOHAMED ABD -Pendina for Aooroval-000000385969

5. Review and evaluate the submission in the GID — Pending Approval page.

a. All submissions must be accompanied by supporting documentation that
substantiate the information entered in the online form. Valid forms of supporting
documentation are passport, birth certificate, marriage license, and other official
government issued documents such as driver’s license and national identification
records. Click Official Identification Documents to review.

b. Submissions lacking attached supporting documentation must be rejected.
You must enter relevant remarks in the comments text box before returning the
request to the Requestor. After entering comments, click Save Draft to save the
draft and then Back to Author to return the submission to the GID Requestor.
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GID - Pending for Approval

i* ! 2 e
Fill Qst Farm Check and Send

¥ Expie ievotesd 0 PToc e
Amazhmaents

¥ | Difical ioeniiaton Cocumenil
Add Alla:hreent

Search Global Index
Index Number Request Form
Tanganian
Tansani
ey
M
Effective [iate * o1.11.3018 'w|
Bequesters Comment

6. If, after conducting a thorough search for existing records and no index/personnel
number comes up for the person you are searching for, then proceed to create a new
index number. [Scenario: No records match Mohamed MOHAMED ABD]

Enter the relevant remarks, if applicable. Click Check and Send.

Please enter comments if send back the request to the Requestor.

Save Draft |[ Back to Author

[Checiand Seng 3]

7. Review the information entered as a final verification. An index/personnel number will be

created for the person.

8. Click Send.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
O ) : Page 44 of 81
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Search Global Index

Index Number Request Form

Tanzanian
Tanzania
Rwanga

Kigall

Requester's Comment

Flease enter comments if send back the request to the Requestor,
ndex Mumber created |

4 Previous Siep

9. The system will trigger a notification to the GID Requestor and GID Administrator on the
new index/personnel number. The process is complete.
GID - Pending for Approval
I» : -

Completed

i Data was sent
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5.1.2. Reject — Existing Umoja Record Found

If, after the GID Administrator conducts a thorough search for existing records and the Source
of the index/personnel number is Umoja, then you cannot proceed. You will get a hard stop
error message:

Start Process

0 Index number iz already active in Umoja and cannot be selected

Please enter comments if send back the request to the Requestor.

Eave Draft I Back to Author I

| Check and Send b|

* The GID Administrator
o enters relevant remarks in the comments text box informing the GID Requestor of
the existing index/personnel number for the person; and informing the substantive
office to proceed with the transaction in Umoja;
o clicks Save Draft to save remarks.
o clicks Back to Author to return the request to the GID Requestor.
* The GID Requestor cancels the request.
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5.1.3. Reject — Existing Non-Umoja Record
Found and Index/Personnel Number NOT
Provided on Form

If, after the GID Administrator conducts a thorough search for existing records and the Source
of the index/personnel number is not Umoja and the GID Requestor did not indicate the index/
personnel number on the form, then

Pleazse enter comments if send back the request to the Requestor.

Eave Draft I Back to Author I

Check and Send B/

* The GID Administrator
o enters the relevant remarks in the comments text box informing the GID Requestor
of the existing index/personnel number for the person.
o clicks Save Draft to save remarks.
o clicks Back to Author to return the request to the GID Requestor.
* The GID Requestor
o withdraws the original submission; and
o resubmits a new request confirming the existing index/personnel number on the
form.
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5.1.4. Approve — Existing Non-Umoja Record
Found and Index/Personnel Number Provided
on Form

If, after the GID Administrator conducts a thorough search for existing records and the Source
of the index/personnel number is not Umoja and the GID Requestor indicated the index/
personnel number on the form, then

FPleaze enter comments if =end back the request to the Requestor.

Save Draft | | Back to Author |

JCheck and Send k)

* The GID Administrator
o enters relevant remarks in the comments text box informing the GID Requestor that
the index/personnel number is good to use.
o clicks Save Draft to save remarks.
o clicks Check and Send to confirm submission.
> reviews the information entered on the form for final verification.
» Clicks Send which sends a notification to the GID Requestor that the process is complete.
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5.2. Frequently Asked Questions (FAQ) for
GID Administrator

What do | do if the GID Requestor does not provide the

required information on the form?
All pre-requisite information is required. Failure to submit all relevant
information, you must return the form to the GID Requestor to
complete missing information.

Are supporting document(s) required for submission of a

new or to confirm an index/personnel number?
Yes. All new index/personnel number requests must be accompanied
by supporting document(s) that substantiate the information entered
in the online form. Valid forms of supporting document(s) are
passport, birth certificate and other official government issued
document(s) such as a driver’s license and national identification
cards. Failure to provide this document should result in a rejection of
the GID form submission.

After a thorough search, the person has a duplicate index/

personnel number in GID. What should | do?
As GID Administrator, you have the following options:

1. You should submit an iNeed ticket through Unite Service Desk
(USD) as Service Request in lieu of an email message to “HR Help
Desk.” The iNeed system will automatically create a work order that
will be routed to Umoja HR Operational Support Desk queue.

2. Return the form to the GID Requestor advising of the duplicate
index/personnel numbers. Enter in the remarks field: “Index# XXXXX
& XXXXXXXX exists for this person. You are required to raise an
iNeed ticket if you are a UN Secretariat staff or for agencies, send an
email to the (hrhelpdesk@un.org) to request a cross
reference.”


mailto:hrhelpdesk@un.org

GID Requestor is insisting that the person name in GID is not
correctly reflected based on the country interpretation of a
national ID. What do | do?
Inform the GID Requestor that a Passport is not a National ID and its
transcription are made following an international rule code which does
not consider the interpretation of Names existing in each country. The
United Nations has an obligation to follow the rules as specified in
in this job aid to assure a
unique interpretation and transcription of the personal data in Umoja.
If the passport holder is claiming different naming convention, the
person would need to have their passport amended.

GID Requestor has provided an index/personnel number that

are eight (8) digit long and begins with 88XXXXXX. Can this

index/personnel number be used?
The eight (8) digit long index/personnel number that begin with
88XXXXXX are fast track index numbers. They are intended for one
time use only for travel purposes. These index/personnel number do
not go through the regular request via in the GID portal. GID
Administrators do not support these index/personnel numbers.
Therefore, you should advise the GID Requestor to create a new
index/personnel number in the portal for your approval which can be
used repetitively for the individual.

GID Requestor has provided an index/personnel number that

are seven (7) digit long and begins with 88XXXXX. Can this

index/personnel number be used?
The seven (7) digit long index/personnel number that begin with
88XXXXX from an agency, such as World Food Program (WFP)
provide these types of index/personnel numbers. If the index/
personnel number provided is not yet available in our system, as a
courtesy this index/personnel number is honored. You should open an
iNeed ticket to OICT/EAC-Americas team in New York to have the
index/personnel number available in GID.

GID Requestor has provided an index/personnel number
provided by the person is from a UN Common System or
from an UN-related Organization outside the common



system, such as FAO,
IAEA, ILO, IMF, UNFPA, WFP, WHO and World Bank. The index/
personnel number is not in our system. Can this index/personnel
number be used? If the index/personnel number provided is not yet
available in our system, as a courtesy this index/personnel number is
honored, given that you have verified the information from the agency,
i.e. personnel actions. You should open an iNeed ticket to OICT/EAC-
Americas team in New York to have the index/personnel number
available in GID so that the index/personnel number can be confirmed
in the portal.
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6. GID Top 10 Mistakes

Top 10 Reasons for Returning GID Requests:
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Requested Index already exists

Index number requests will be rejected if the individual already exists in the GID. These
rejections most often occur because insufficient searching was done prior to submitting the
request.

How Searches Fail

Over Specification of First and/or Last Name.
Target: Francois Maurice Adrien Marie MITTERRAND (DoB 26.10.1916)

Entering the entire First and Last Names may cause the search to fail.

Search Global Index
Index Number Search

Enter Selection Criteria and Click Search

Global Selection
Index Number:
First name: * | francois maurice |
Middle name: | |
Last name: * | mitterrand x|
Date of Birth- ta
Gender: 'l
Nationalty: I

This search returns no matches.

Instead, try entering just the first few letters of the First and Last Names.
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Search Global Index
Index Number Search

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

* |[tran |

First name:
Middle name: | |

Last name: * |mit |

Date of Birth: |3
Gender: |:E|
Nationality: | _ﬂ_

[ Clear | [ Search |

The search is successful.

123456 Frank MITTENWALD 01.01.1900 Male DE IMIS NEW YORK

987654 Francois Maurice MITTERRAND 26.10.1916 Male FR IMIS UNOG
Adrien Marie

1015023  Francois Paul Alphonse  MITTERRAND 20.07.1975 Male BE UNMISS

10012345 Frank SMITH 01.07.1990 Male US UMOJA

GID Record has First and Last Names Reversed

Target: Martina NAVRATILOVA.

If the search using the first few letters of the First and Last Names is not successful, try
reversing the entries. Enter the first few letters of the First Name in the Last Name field, and
the same for the Last Name. Even though the GID record entry is inaccurate, it is important to
be thorough when conduction your searches.
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Search Global Index
Index Number Search

Enter Selection Criteria and Click Search

Global Selection
ndex Number: [ |

First name: * |mart |
Middle name: | |
Last name: * |navr |
Date of Birth: 7]

Gender- |-

Mationakty: m

The first search attempt returns no results.

Try the search again with the First and Last Names reversed.

Search Global Index
Index Number Search

Enter Selection Criteria and Click Search
Global Selection
bdex Mamber: [
Firstname: * |navr |
Middle name: | |

Last name: * | mart |

Date of Birth: [T7]
Gender:
Mationality: Iﬂl

This search option returns the individual being sought.
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24680 NAVRATILOVA MARTINA 18.10.1956 Female US IMIS NEW YORK

Variable Substitutions for Special Characters

Names that use special characters, e.g., u, o, etc., are sometimes transcribed differently.
Multiple searches using different alternatives for the special characters, or even avoiding the
special characters all together is a best practice.

Target: Angela Muller (Angela MUELLER), DoB 10.10.1950

One possible substitution for u is ue, but this is not always the case.

Search Global Index
Index Number Search
Enter Selection Criteria and Click Search
Global Selection
Index Number:
First name: * |ange I
Middle name: | |
Last name: * |muef x|
Date of Birth: 53
Gender: |
Mationality: [:l|
oo s ame | e ame- o ame——— i [cen— L sowce——
1014144  Angel Eduardo SAMUEL LOPEZ 02.07.1958 Female CO IMIS ECLAC
1015155 Angelina MUELLER 20.07.1969 Female AT UMOJA

You can try searching with a simple substitution, e.g., u for u, or simply enter a part of the
name that doesn’t have special characters in it.
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Search Global Index

Index Number Search

Enter Selection Criteria and Click Search

Global Selection

Index Mumber: i

First name: * |ange |

Middle name: | |

Last name: * | ller |

Date of Birth: | |

us
DE
AT

IMIS NEW YORK
IMIS UNOV
UMOJA

Gender: I _:|
Mationaliy: | I
mmwmmm
Angel MOELLER 01.01.1900 Male
Angela MULLER [10.10.1950 | Female
1015155  Angelina MUELLER 20.07.1969 Female
10098765  Angel OLLER LOPEZ 05.05.1980 Male

ES

UMOIJA
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Failure to Report Finding Duplicate Records

If a search returns multiple records for an individual, you must create and iNeed Self Service
ticket to escalate the issue to the HR Helpdesk. There are many ways in which duplicate
records can be created, including;

 identical entries by two or more entities,
* incorrect or placeholder date for DOB,
 varriable placement of, or missing middle name(s),

Identical entries created by different entities

Target: Napoleon BONAPARTE (DoB 15.08.1769).

Search Global Index
Index Number Search

Enter Selection Criteria and Click Search

Global Selection
Index Number: |

First name: * !napu

Middle name: |

Lastname: * |bona

Date of Birth: | E
Gender: | |-

Mationality: | I

These records are both accurate, but represent the same person entered by two different
entities.

Pers No

111111
222222

First Name

Middle Name

Napoleon BONAPARTE

Last Name Date of Birth

15.08.1769

Nat [Source |
FR

Male IMIS NEW YORK

Napoleon BONAPARTE 15.08.1769 Male FR IMIS UNOG
333333 Napoleone BONAMICO 11.11.1950 Male IT IMIS ECLAC
10012345 Napo BONAIRE 29.12.1978 Male ES UMOIJA

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Multiple Values for DOB

Target: John Winston LENNON (DoB 09.10.1940).

Search Global Index
Index Number Search

Enter Selection Criteria and Chck Search

Global Selection
Index Number: |

First name: * [jﬁh:n
Middle name: |

Last name: * |lenn

Date of Birth: lig
Gender: | b
Nationality: :@

These search results show the use of a placeholder date for DOB, and a transcription error,
interchange of month and day, for DOB.

Middle Name

505050 John Winston LENNON

Date of Birth
01.01.1900
606060 John W. LENNON 10.09.1940
707070 John Winston LENNON 09.10.1940
808080 John LENNIE 17.11.1982 Male CA UMOJA

First Name Last Name

I
Male GB IMIS NEW YORK
Male GB IMIS UNOG

Male GB  UNDP

Variable Placement of Middle Name(s)

Target: Maria Anna Cecilia Sofia KALOGEROPOULOQOS, (DoB 02.12.1923)
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Search Global Index

Index Number Search

Enter Selection Criteria and Click Search

Global Selection

Index Number: | |

First name; * | mari
Middle name:

Last name: * [kalo

Date of Birth: g
Gender: —v|
Nationality: Q|
[Gar] [Search]

These search results show how the Middle Name(s) can be entered differently, or omitted.

Pers No First Name Middle Name [ Last Name Date of Birth mm
Maria Anna Cecilia Sofia KALOGEROPQULOS 02.12.1923 Female GR IMIS NEW YORK

51020
303643

Maria KALOGEROPQULOS 02.12.1923 Female US IMIS UNOG
444444 Mariana ASEKALONGE 05.10.1973 Female CD MONUSCO
10055555 Mario CHIKALOV 20.05.1988 Male RU UMOJA
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Problems with Supporting Documentation

Index Number requests will be rejected if required supporting documentation is;

* missing or

» not valid (LP, unofficial doc, unreadable doc, document that does not specify nationality,
etc)

+ lllegible

Before submitting an Index Number request that:

+ Supporting document is attached
* Supporting document is among the following:
> National passport
o National ID
o Birth Certificate (translation is needed if provided in non-latin alphabet)
+ Supporting document is fully readable
« Supporting document contains at least all the mandatory fields
* The information in the GID request fully matches the supp doc

COPYRIGHT FRAUD ALERT PRIVACY NOTICE TERMS OF USE
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Names Entered Incorrectly in Request Form

Name(s) entered into the Index Number Request form must exactly match the spelling and
placement as seen in the supporting documentations, usually a passport. Mistakes typically are

due to:

* misplacement of Middle Name(s)

* inversion of the First and Last Names

* misplacement of full name when not segmented in supporting documentation

» under or over specification of names

Misplacement of Middle Name(s).

Remember, First and Last Names are separated by <<, and multi-part names are separated by

<

Middle Name Should be included with First Name

PASSPORT
PASSEPORT

Index Number Request Form

* Tk
* First name:
Middlie name:

* Lastname:
Maiden Name:

* Date of Birth: 19121975 |
Birthplace: [KUMAST

E-mait

* Gender: Female [¥|

* Mationaity: GH [ Ghansian
Country of Birth: GH )

* Pers. Area {Country): [E500__[F] Spain

* Pers. Subarca(Duly Stafion):  [ES00 9] Valencia

* Parson. Type: STAFF MEMSER =
* Effecive Date: 01112015

WRONG!!

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

\P<GHAOWISA<<[ AMELIE<ANSIL ]<<<<<<<<<<<<<<<< /
123456789GHA751219F1234567890<123456

REPUBLIC OF GHANA \

Type [ Type Code [ Code
P GHA

Passport No / No. du Passeport

123456789

Surname [ Mom

OWISA

Given Names / Prénoms

AMELIE ANSIL

Nationality/ Nationalité

GHANAIAN

Diate of birth / Date de naissance

19/12/1975

Place of birth / Lieu naissance

KUMASI . F .
Date of issue / Date de déliverance Authorityf Autorité

18/11/2016 PASSPORT OFFICE

Date of expiration [ Date d'expiration

17/11/2021 ACCRA

Sex [ Sexe

Place of issue

Please always consult this site to get the most updated information.
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Index Number Request Form
* The

* First name:

Wil name:

* Last name:

Usiden Hame:

* Date of Birth 19.12.1875 |
Bithplace KUMASI

E-mait

* Gender: Female ||

* Hationaity: GH |9 Ghanaian
Country of Birth: GH [

* Pers. Area (Countryk

* Pars. Subarea(Duty Station):
* Person. Type:

* Effeciive Date:

CORRECT!!

E500 || Span

ES00 7] vakenca
[STAFF MEWBER =
01.11.2015

Global Index Requestor and Administrator in Umoja - 1_en

PASSPORT
PASSEPORT

REPUBLIC OF GHANA \

Type | Type
P

Code [ Code
GHA

Passport No / No. du Passeport

123456789

Surname f Nom

owisa

Glven Names / Prénoms
AMELIE ANSIL
Nationality/ Nationalité

GHANAIAN

Date of birth / Date de naissance

19/12/1975

Place of birth / Lieu naissance

KUMASI

Date of issue / Date de déliverance

18/11/2016

Date of expiration [ Date d'expiration

17/11/2021

Sex f Sexe

F
Authority/ Autorité

PASSPORT OFFICE

Place of issue

ACCRA

P<GHAOWISA<<[ AMELIE<ANSIL k<<<<<<<<<<<<<<<
123456789GHA751210F1234567890<123456

Middle Name Should be Entered in Middle Name Field

Index Number Request Form

* Tiie:

* First name;

Middie name

* Last name:

Maiden Name:

* Date of Birth
Birthplace:

E-mai

* Gender:

* Nationakty:
Counry of Birth:

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

* Effecive Dote:

(28110572 [
| KmeDw

[Male  [=]

leo 13| DR congolese
[e0 || Dem Rep. Congo
(eS80 |79 Spain
[Eso0 |79 vslencin
; =

n112ms

WRONG!!

PASSPORT
PASSEPORT
PASAPORTE

DEMOCRATIC REPUBLIC OF THE CONGO

Type { Type Typo Code / Code / Codigo Passport No / No. du Passeport / No de Pasaporte

P cop

Nom / Sumame

KATUMBI

Postnom i Postname

Prenam /Given Name

MOISE

Nationalité / Nationality

CONGOLAISE

Date de naissance / Date of birth

29 NOV 1974

Lieu naissance / Place of birth

KINDU

Date d’emission / Date of issue

14 FEB 2015

Date of expiration / Date d’expiration/ Fecha de caducidad

13 FEB 2013

987654321

Sex [ Sexe [ Sexo
M
Authority/ Autorité [ Autoridad
MINAFFET

POCODKATUMBI<<MOISE<ALAIN<<<<<<<<<<L<L<L<L<L

987654321COD7411293M2004139ZR4000K

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Index Number Request Form

= Tile:

* First name:
Widdle name:

* Last name:
Maiden Name:
* Date of Barth:
Birthplace:
E-mal:

Global Index Requestor and Administrator in Umoja - 1_en

= Gender: [usie =]
= Nationakty: ¢ |55 DR Congolese
Country of Birth [c0[F3] Dem Rep. Congo
= Pers. Area (Country): ES00 [ Spain

* Pers. Subarea{Duty Stationy:  [ES00 | Valencia

= Persan. Type: |
* Effectve Date: 01.11.2015

Requester's Comment

CORRECT!!

PASSPORT
PASSEPORT
PASAPORTE

dib
POCODKATUMBI<<MOISE<ALAIN<<<<<<<<<<<<LL<LL
987654321C0D7411293M20041397ZR4000K

DEMOCRATIC REPUBLIC OF THE CONGO

Type / Type Typo Code [ Code / Codigo Passport Mo / No. du Passeport / No de Pasaporte
P CcoD 987654321

Nom / Surname

KATUMBI

Postnom i Postname

Prenom /Given Name

MOISE

Nationalité / Nationality
CONGOLAISE

Date de naissance / Date of birth

29 NOV 1974 M

Lieu naissance [ Place of birth Authority/ Autorité / Autoridad
KINDU MINAFFET
Date d'emission [ Date of issue

14 FEB 2015

Date of expiration / Date d’expiration/’ Fecha de caducidad

13 FEB 2013

Sex f Sexe / Sexo

First/Last Names are inverted

Index Number Request Form

- The:
* First name:

Widdle name:

* Lost name:

Waxden Name:

* Date of Birth: 07.01.1976 &5
Birthpiace: NOKOMIS

E-mait

“ Gangar Faman <]

* Natonalty: ca_ |9 canadian
Country of Birth: A [(9] canada

* Pers. Area (Country): [ES00 [ Span

* Pers. Subarea(Duty Statlon). |ES00 [ Vakencia

* Person. Type: =
* Effective Date: 01112015

WRONG!!

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

PASSPORT
PASSEPORT
PASAPORTE

CANADA

Type / Type Type Code / Code / Cédigo Passport Mo / No. du Passeport / No de Pasaporte
P CAN XXXYYYZZ125

Given Name /Prenom

REICHEL

Nationality / Mationalité

CANADIAN/CANADIENNE

Date of birth /[ Date de naissance

7 JANUARY 1976

Lieu naissance / Place of birth Sex [ Sexe [ Sexo

NOKOMIS F

Date d'emission /Date of issue Authority/ Autorité [ Autoridad

3 SEP 2016 SAINT-LAURENT

Date of expiry / Date d'expiration/ Fecha de caducidad

2 SEP 2021

P<CAN ADAM<<REICHEL f<<<<<<<<<<<<

XXXYYYZZ125<1CAN760107<<<

Please always consult this site to get the most updated information.
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Index Number Request Form PASSPORT
CANADA
: PASAPORTE

- Type / Type Typo Code / Code / Cadigo Passport No / No. du Passeport / No de Pasaporte
= Fral name: SEICH P CAN XXXYYYZZ125
Widdie name: B ] ] pame [Non
=\ = (Abam
Waiden Hame: ﬁn om
* Date of Birth: CICIRCI = | lﬂm
Binthpisce: [KOKOMIS - | Mationality / Nationalité
E-mai: CANADIAN/CANADIENNE
* Gender: [Femaie [w] Date of birth / Date de naissance
* Nationalty: ca || canadan 7 JANUARY 1976
Country of Birth: [CA_ |FJ| canada Lieu naissance / Place of birth Sex / Sexe [ Sexo
* Pers. Area (Country): ESo0 [ Spain NOKOMIS F
* Pers. Subsrea(Duty Stafion). |[ES00 [ Valencia ' Date d’ emission /Date of issue Authority/ Autorité [ Autoridad
* Person. Type: L I 3 SEP 2016 SAINT-LAURENT
= Effactive Date: 01.11.2015 Date of expiry / Date d'expiration/ Fecha de caducidad
l 2 SEP 2021

XXXYYYZZ125<1CAN760107<<<

CORRECT!! \P<CAI\[ ADAM<<REICHEL }<<<<<<<<c<<

Misplacement of Full Name when not Segmented in
Supporting Documentation

In some instances, First and Last Names are not indicated on the supporting documentation. In
these cases, enter * for the First Name, and all provided names in Last Name.

ndex sumber Roquest Form. /%, gl 4315840 REPUBLIC OF SUDAN "\

Type / Type Code / Code Passport No / No. du Passeport
* Tille: | mr P SDN 123456789
* First name; |moHAMED T
Middle name: [ALAMEN YOUSIF OSMAN \
* Last name: [vAsSM _/ e
i : MOHAMED ALAMEIN YOUSIF OSMAN YASSIN
et e L Nationality/ Nationalité
* Date of Birth: 23021947 |03 SUDANESE
Birthplace: [ Date of birth / Date de naissance
i 23/02/1947
L A Place of birth / Lieu naissance Sex / Sexe
Gender: |Male || KHARTOUM M
* Nationality; [s0 |[J] Sudanese w Date of issue / Date de déliverance Autherity/ Autarité
Couniry of Birth: r a) 29/08/2014 MIN. OF FOREIGN
* Pers. Area (Country): :MLBO Iﬂ! Mal Date of expiration [ Date d"expiration AFFAIRS
29/08/2024
* Pers. Subarea(Duty Staion): |MLO2  |[T| Kidal
* Person, Type: -

* Effeciive Daie: .01.11.2M5
P<SDN MOHAMED<ALAMEIN<YOUSIF<OSMAN<YASSIN
WRONG!! 12345678905DN470223M2308291234567890<123456
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ﬂ:::i‘;z‘; i saall 4y ) 5409 REPUBLIC OF su.mm\

Type / Type Code / Code

P SDN

Passport No / No. du Passeport

123456789

* Title:
* First name:;

Middle name:

* Last name;

Maiden Name:

* Date of Baih: [Zo21e47 [
Birthplace:

E-mail

* Gender. (Male [=]

* Nationaity: 5D |7 sudanese
Country of Birth: [ [a]}

* Pers. Area (Country): (Moo [ mai

* Pers. Subarea(Duty Staion). |MLOZ [ Kadal
* Person. Type: [=]
* Effective Date:

CORRECT!!

01.11.2015

Name

MOHAMED ALAMEIN YOUSIF OSMAN YASSIN

Nationality/ Nationalité

SUDANESE

Date of birth / Date de naissance

23/02/1947

Place of birth / Lieu naissance

KHARTOUM

Date of issue / Date de déliverance

29/08/2014
Date of expiration / Date d'expiration

29/08/2024

Sex [ Sexe
M
Authority/ Autorité

MIN. OF FOREIGN
AFFAIRS

1234567890SDN470223M2308291234567890<123456

\kSDI\‘ MOHAMED<ALAMEIN<YOUSI F<OSIVIAN<YASSHV

Supporting Documentation Places First and Last Names in

One Field.

Remember, you should be using the information for names as it is entered in the information
section at the bottom of the page. If separated here by <<, even though placed in one field in
the printed part of the document, you can correctly place the First and Last Names in the

request form.

Index Number Request Form

PASSPORT
PASSEPORT

24 - ARAB REPUBLIC OF EGYPT \

Type / Type Code / Code
P EGY

Passport No / No. du Passeport

123456789

Surname / Nom

Given Names / Prénoms
LT. COL. MOHAMED RADWAN AYOUB SHERIF
ESSAM HUSSEIN

Mationality/ Nationalité

* Tite: M [+l

* First name: MOHAMED

Wil narse: RADWAN _

* Last name: HUSSEIN

Maiden Name:

* Date of Birth: 15121973 |03
Birlhplace: CAIRO

E-mail: [

* Gender: Male -

* Nationaity [ec O] Egyptian
Country of Birth [ ]

* Pers. Area (Country): [eFo0 (9] Burkina Faso
* Pers. Subarea(Duty Station). |BFO0 [ Ouagadougou
* Person. Type: [ I+
* Effective Dale: 01.11.2015

WRONG!!

EGYPTIAN

Date of birth / Date de naissance

15/12/1973 a

Place of birth [ Lieu naissance f i
' CAIRO Authority Autarité

Date of issue / Date de déliverance MIN. OF FOREIGN

29/08/2014 AFFAIRS

Date of expiration / Date d'expiration

29/08/2024

Q<EGYH USSEIN<<MOHAMED<RADWAN<AYOUB<SH ERIJ

1234567890EGY731215M2308291234567890<123456

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
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Index Number Request Form

* Title: M |-

Middle name: I

* Last name: [HusSEN |
Maiden Name: [ ]
* Date of Birth: [15121973  [F

Birthplace: CAIRO ]
E-mai: [

* Gender: [Male [+]

* Nationality: [Ec |7 Egyptian

Country of Birth: :[@

* Pers. Area (Country): [BFO0 || Burkina Faso
* Pers. Subarea(Duty Station): [BFOD_ |[}] Ouagadougou

01.11.2015

CORRECT!!

* Person. Type:
* Effective Date:

Global Index Requestor and Administrator in Umoja - 1_en

PASSPORT
PASSEPORT

3 REPUBLIC OF EGYPT \

Code / Code

Passport No / No. du Passeport

123456789

Type / Type
P EGY

Surname / Nom

Given Names / Prénoms
LT. COL. MOHAMED RADWAN AYOUB SHERIF
ESSAM HUSSEIN

Nationality/ Nationalite

EGYPTIAN

Date of birth / Date de naissance

15/12/1973 g

Place of birth / Lieu naissance 7 M o
' CAIRO Authority/ Autorité

Date of issue / Date de déliverance MIN. OF FOREIGN

29/08/2014 AFFAIRS

Date of expiration / Date d'expiration

29/08/2024

P<EGYHUSSEIN<<MOHAMED<RADWAN<AYOUB<SHERI<
1234567890EGY731215M2308291234567890<123456

Under or Over Specification of Names

Include all Names

Index Number Request Form

- THie:
* First name:

Middie name:

* Last name;

Maiden Hame

* Date of Birth: (03051952 M)
Birthplace 'DOUALA

E-mait

* Gender. Female |+

* Nationalty: ™ [J cameroonian
Country of Birth: [ i)

* Pers. Area (Couniry): [EH00 _[(F] Westem Sahara
* Pers. Subarea(Duty Staton):  [EHO1 [ “X*ALAaiun

* Person. Type: [MEETRIG PARTICPANT |=|
* Effective Date 01.11.2015

WRONG!!

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.

PASSPORT
PASSEPORT

CAMEROUN

Type f Type Code / Code

P CMR

Surname / Noam

BAYIHA EPSE KOUASSI
Given Names / Prénoms
MIREILLE BRIGITTE
Nationality/ Nationalite
CAMEROON

Date of birth / Date de naissance
03/05/1952

Place of birth / Lieu naissance

DOUALA . F B
Date of issue / Date de déliverance Authority/ Autorité
29/08/2014 MIN. OF FOREIGN
[rate of expiration [ Date d’expiration AFFAIRS

29/08/2024

Passport No / Mo. du Passeport

123456789

Sex f Sexe

P<CM_BAYIHA<EPSE<KOUASS! f<MIREILLE<BRIGITTE<<<
1234567890CMR520503F2308291234567890<123456
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* First name:

Maddie name:

* Last name:

Maiden Name:

* Date of Birth: [03.05.1952  |E

Birthplace: [povALA
E-mail: l—
* Gender. [Femae [+

* Nationaity: [cw T cameroonian
Country of Birth: = |

* Pers. Area (Country): [EH00 [ Western Sahara

* Pers. SubareaiDuty Stafion): [EH01 [ *X*Al-Aziun

* Person. Type: [MEETING PARTIGIPANT | =]

* Effective Date: 01.11.2015

CORRECT!!

Global Index Requestor and Administrator in Umoja - 1_en

PASSPORT
PASSEPORT WER@UN
Type [ Type Code / Code Passport No / No. du Passeport

P CMR 123456789

Surfame / Nom

BAYIHA EPSE KOUASSI

Given Names / Prénoms
MIREILLE BRIGITTE

Nationality/ Nationalité

CAMEROON

Date of birth / Date de naissance

03/05/1952
Place of birth / Lieu naissance Sex/f sexe
DOUALA F

Date of issue / Date de déliverance Autharity/ Autorité
29/08/2014 MIN. OF FOREIGN
Date of expiration / Date d'expiration AFFAIRS

29/08/2024

P<CM_BAYIHA<EPSE<KOUASS| k<MIREILLE<BRIGITTE<<<
12345678950CMR520503F2308291234567890<123456

Do Not translate Names Not in the Coded Section

Index Number Request Form

PASSPORT
PASSEPORT

NAEA]
PIUOLLE

IACKAR GEQEPALIARA

Type [ Type Code / Code Passport No / No. du Passeport
P RUS 123456789

Surname / Nom

YEKOB - CHEKOV

Given Names / Prénoms

| NABE/T AHOPEEBUM - PAVEL I

Nationality/ Nationalite

RUSSIAN

Date of birth / Date de naissance

18/07/1967

Place of birth / Lieu naissance Sex [ Sexe
M

AMOK

* Title: e[~

* First name:
Middie name; [ANDREEVICH

* L agl nome: |CHEKDV

Maiden Name: [

= Dae of Birth: [eor1s67 [
Birhplace: | AMOK.

E-mai:

* Gender: (Mae  []

* Nationalty: [RU__[F| Russian
Couniry of Birth: ﬁ‘

* Pers. Area (Couniry): (5500 [T South Sudan
= pers Duty Staion):  [S501__ () Torit

* Person. Type: [consuLTANT =
* Effective Dale: 01112015

WRONG!!

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.

' Date of issue / Date de déliverance Authority/ Autorité
29/08/2014 MIN. OF FOREIGN
Date of expiration / Date d'expiration AFFAIRS
29/08/2024

P<RUSCHEKQOV<<| PAVEL K<<<<<<ggg<<<<<<<LLLLLLL
1234567890RUS670718M2308291234567890<123456
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Index Number Request Form

* Tilla

* First name;
Middle name:

* Last name:
Maiden Name:

* Date of Birth:
Birthplace:
E-mait:

* Gender:

* Hationality:
Country of Birth:
* Pers. Area (Country):

* Pers. Subarea{Duty Siation):

* Person. Type:
* Effective Date:

| CHEKOV

[18.07.1067 [

AMOK

Make | ~|
RU {7 Russian

[m]
5500 (9] South Sudan
SS01 |3 Tort
[CONSULTANT BE
01.11.2015

CORRECT!!

PASSPORT
PASSEPORT

POCCUCKAR ®EAEPALIUA

Type / Type Code / Code Passport No / No. du Passeport

P RUS 123456789

Surname / Mom

YEKOB - CHEKOV

Given Names / Prénoms

NABEN AHOPEEBWUM - PAVEL

ationality/ Nationalite

RUSSIAN

Date of birth / Date de naissance

18/07/1967

Place of birth / Lieu naissance Sex/Sexe
AMOK M

Date of issue / Date de déliverance Authority/ Autorité

29/08/2014 MIN. OF FOREIGN
Date of expiration / Date d’expiration AFFAIRS
29/08/2024

P<RUSCHEKQOV<<| PAVEL K<<<<<<<<<<<<<<<<<<<<<<<
1234567890RUS670718M2308291234567890<123456
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United Nations - DOS

Global Index Requestor and Administrator in Umoja - 1_en

Special Characters

Special characters (only — and ‘ are valid)

Remember to enter the names exactly as presented in the coded section. This will show the
proper transcription for special characters.

Enter anmes only as presented in coded section

Index Number Request Form

* Titie: ws_ ||

* First name: Sonja

Middle name: [

Waiden Name:

= Dale of Bith [iieioss [
Birthplacs: Bergen

E-mait

* Gender [Femate [=]

* Nationality: no || morwegian
Couniry of Birth- w Norway

* Pers. Area (Country) [ES00__ [ Spain

* Pers. Subarea(Duty Station)  [ES00 [T Valencia

* Person. Type: —E
* Effective Date: n.120Ms

WRONG!!

Index Number Request Form

! NORWAY NORVEGE \

Type / Type Code / Code Passport No / No. du Passeport

PT NOR 002012358

Surname / Nom
ROE-BARD

Given Names / Prénoms
SONJA

Nationality/ Nationalité

NORWEGIAN

Date of birth / Date de naissance

11 OCT 89
Place of birth / Lieu naissance Sex [ Sexe
BERGEN, NOR 7

Authority/ Autorité

Date of issue / Date de déliverance

30 MAY 16 MIN. OF FOREIGN
Date of expiration / Date d'expiration AFFAIRS

30 MAY 21

* Tiie: [ms =

* First name: [Sonia_

Middle name: |

* Last name
Maiden Nama: [

* Date of Birth: [11101%es B
Birthplace: |Bergen

E-mail [

* Gender: @

* Natianalty: Mo 19| nerwegiam
Country of Birth: N0 TF3] Norway

* Pers. Area (Country): [esoo |7 spain

* Pers. Subarea(Duty Station): [ES00 [ Valencia

* Person. Type: [ [=]
* Effective Date: 01.11.2015

CORRECT!

\PT<NO[ ROEE<BAARD ]:SONJA<<<<<<<<<<<<<<<<<<<</
002012358<NOR8910118F2308291234567890<123456

PASSPORT
PASSEPORT

NORWAY NORVEGE \

Type / Type Code J Code Passport Na [ No. du Passeport

PT NOR 002012358

Surname [ Nom
ROE-BARD

Given Names [ Prénoms
SONJA

Nationality/ Nationalité
NORWEGIAN

Date of birth / Date de naissance

11 0CT 89
Place of birth [ Lieu naissance Sex/ Sexe
BERGEN, NOR 3

Autharity/ Autorité

Date of issue / Date de déliverance

30 MAY 16 MIN. OF FOREIGN
Date of expiration / Date d'expiration AFFAIRS

30 MAY 21

\PT<NO[ ROEE<BAARD }SONJA<<<<<<<<<<<<<<<<<<<</
002012358<N0OR8910118F2308291234567890<123456

Make sure you have not included a space as a first character

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
Please always consult this site to get the most updated information.
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for a name.

Index Number Request Form

* Tide W |

* Frst e Abssi)

Middie name

Maiden Hare

* Date of Dirin AT041975
Baribgploce Rorm

Bl

“ Gender Femuie |w

“ Nationaity m [7 Raian
Couriry of Birth M [N kay
“ Perc Area (Coundry) CO00 [ Colorria

* Pers. Subarea(Cuty Station):  [CO00 ()] Bogota
= Persan. Type UN OLUNTEER -
= Dectve Date 01.11.2015

WRONG!!

Index Number Request Form

* Tike (" -

* Frst nare. Alesn

Ml name:

Mt Nairie:

* Diate of Birth [LECREL A s
Rrthglace Rorm

Forit

* Gendier Feale |w

* Hationaity .- (9] naian
Cowrery of Beth m O nay
* Pers. Area (Country ) coo0 3] Coberia

* Pers Subnrea{Tuty Staion):  [GO00 3] Bogetn
* Persan Type LNV CLLINTERR -

* Ftfinc tive Ciate 01 112016

CORRECT!!

svon REPUBBLICA ITALIANA \

Type [ Type Code / Code
P ITA

Surname / Nom

GUASTELLA

Given Names / Prénoms

ALESSIA

Nationality/ Nationalité

ITALIANA

Date of birth / Date de naissance
17 APR/APR 1975
Place of birth / Lieu naissance

ROMA (RM)

01 SET/SEP 2016

01 SET/SEP 2026

Date of issue / Date de déliverance

Date of expiration / Date d'expiration

Passport Mo / No. du Passeport

YB02315874

Sex [ Sexe

F
Authority/ Autorité
MINISTRO AFFARI
ESTERI E
COOPERAZIONE
INTERNAZIONALE

P<ITAGUASTELLA<<ALESSIA<<<<<<<L<L<LLLLLLLLLLLL
YB023158741TA750417F2308291234567890<<<<<<<00

PASSPORT

PASSEPORT REPUBBLICA ITALIANA

Type f Type Code / Code
P ITA

Surname / Nom

GUASTELLA
Given Names / Prénoms

ALESSIA

Nationality/ Nationalité

ITALIANA

Date of birth / Date de naissance

. 17 APR/APR 1975
Place of birth / Lieu naissance
ROMA (RM)

Date of issue / Date de déliverance

01 SET/SEP 2016

01 SET/SEP 2026

Date of expiration / Date d'expiration

Passport No / No. du Passeport

YB02315874

Sex [ Sexe
F
Authority/ Autorité
MINISTRO AFFARI
ESTERI E
COOPERAZIONE
INTERNAZIONALE

P<ITAGUASTELLA<<ALESSIA<<<<<<<<<L<L<LLLLLLL<LLL
YB02315874ITA750417F2308291234567890<<<<<<<00
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Name Spelling

Be very careful to spell the names exactly as shown on the supporting documentation.

Index Number Request Form

* Tie w =

* Frst name: Marcela

Middle name:

* Last name COMTRA SO

Waiden Marre:

* Dite: of Birthy 04011883 [
Birthplace: Braia

Evmat

* Gender Male -

* Matianaliy RO 9] Rormnian
Country of Birth: RO | Romania

* Pers. Area (Country) Hioe 9] Hati

* Pers: Subarea{Tuty Station)  [HT00  [] Port-ais Frince
* Forson. Type NOVIDUAL CONTRACT =
* Effectve Cate: 01.11.2015

WRONG!!

Index Number Request Form

* Toe W=
* First name arc el

Midsis name:

* Last name: DUMITRA S0

Masden Name:

* Cate of Buth, 4011083 [
Erthplace: Erala

Emut

* Gander Male  |w

* Nationally RO ¥ Rommnan
Country of Rirthy RO [} Rommnia
* Pers. Area (Counry) =

* Pors. Subarca{Cuty Sabon).  [HI00 5| Fort-au-Pince
* Person. Type. WOVIDUAL GONTRAGT] =]
* Ellecive Dabe 01.11 2015

CORRECT!!

PASSPORT
PASSEPORT ROMANIA
Type [ Type Code [ Code Passport No / No. du Passeport

PS ROU 01523192487

[name S Nom

DUMITRASCU

Given Names / Prénoms

MARCELO

Mationality/ Nationalité
ROMANA

Date of birth / Date de naissance

04 IAN/JAN 83

Place of birth / Lieu naissance Sex / Sexe

BRAILA M
' Date of issue [ Date de déliverance Authority/ Autorité

12 APR/APR 18 M.A.E.

Date of expiration [ Date d"expiration

12 APR/APR 23

\PSROL{ DUMITRASCU<<MARCELO k<<<<<<<<<<<<<<<
01523192487R0OU8301047M230829123456789013<92

ﬂ:::zsg:a ROMANIA \

Type f Type Code / Code Passport No // No. du Passeport

PS ROU 01523192487

pe L Hom

DUMITRASCU

gn Mames [ Prénoms

Nationality/ Nationalité

ROMANA

Date of birth / Date de naissance

04 IAN/JAN 83 :
Place of birth / Lieu naissance Sex [ Sexe
BRAILA M

' Date of issue / Date de déliverance Authority/ Autorité
12 APR/APR 18 M.A.E.
Diate of expiration [ Date d'expiration
12 APR/APR 23

\PSROL{ DUMITRASCU<<MARCELO ]<<<<<<<<<<<<<<<</
01523192487ROU8301047M230829123456789013<92
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Date of Birth Format

Be sure to enter dates as Day Month Year. You may need to check to see what date format the

supporting documentation uses.

Index Number Request Form

* Tt N |
* Frst name: George Manneh Oppang
Widdle name:

* Last name: WEAH

Maigen Name

* Date of Birth: EE!
Birthplace: onrova

E-mail

* Gender: Male  |[=

* Nationality: LR ) Liberian
Ceundry of Birth LR 7 Liberia

* Pers. Area (Country): Eso0  |(F) Spain

* Pers. Subares(Duty Station): |ES00 |7 Valencia
* Person, Type STAFF MEMBER -
* Effective Date: 01.11.2015

WRONG!!

Index Number Request Form

* Tile [T

* Firat name: George Manneh Oppong
Migdle name:

* Last name: WEAH

Maiden Name:

* Date of Birth
Brthplace: Monrovia

E-mai

* Gender. Male -

* Nationaity: LR [J Liberian
Country of Birth: LR [J Liberia

* Pers. Area (Country): ES00 (7 Span

* Pers. Subaren(Duty Station): |ESO0  |(9] Valencia

* Person. Type: STAFF MEMBER -
* Effective Date: 01.11.2M15

CORRECT!!

PASSPORT
PASSEPORT

LIBERIA

Type / Type Code [ Code
P LBR

Surname / Nom

WEAH

Given Names / Prénoms
GEORGE MANNEH OPPONG
Nationality/ Nationalité

LIBERIAN

Date of birth / Date de naissance
10/01/1966
ace of birth / Lieu naissance

MONROVIA

Date of issue .n’ Date de déliverance

08)'29)'2014

Uate of expiration [ Date d’expiration

08)' 29/2024

"

Passport No / No. du Passeport

123456789

Sex [ Sexe
M
Autharity/ Autorité
MIN. OF FOREIGN
AFFAIRS

\P<LBRWEAH<<G EORGE<MANNEH<OP PONG<<<<<<<<<J

1234567890LB[ 661001 M2308291234567890<123456

PASSPORT
PASSEPORT

LIBERIA

Type / Type Code / Code
P LBR

Surname / Nom

WEAH

Given Names / Prénoms

GEORGE MANNEH OPPONG
Mationality/ Nationalité

LIBERIAN

Date of birth / Date de naissance
10/01/1966

ace of birth [ Lieu naissance
MONROVIA

Date of issue .n’ Date de déliverance

08)' 29/2014

stEo gxpiration atedex:uraton
03)"29)"2024

\

Passport No / No. du Passeport

123456789

Sex [ Sexe
M
Authority/ Autorité
MIN. OF FOREIGN
AFFAIRS

\P<LBRWEAH<<G EORGE<MAN NEH<OPPONG<<<<<<<<<y
1234567890LB[ 661001 M2308291234567890<123456
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United Nations - DOS Global Index Requestor and Administrator in Umoja - 1_en

Birthplace

Birthplace contains country

The Place of Birth and Country of Birth must be entered separately in the request form,
regardless of how presented on the supporting documentation.

/ ssseor UNITED STATES OF AMERICA

Index Number Request Form ERAPEIRTE
Type [ Type Typo Code / Code / Codigo Passport No / No. du Passeport / No de Pasaporte
. P USA 123456789

* Thie: ur = Surname / Nom / Apellidas

* First name Wichas! Jelfrey ] JORDAN

Widdle name: Given Names / Prénoms / Nombres

* Last name: JORDAN MICHAEL JEFFREY

Maiden Name: ionality/ Nationalité / Nacionali

* Date of Birtn: 17.021963 |19 UNITED STATES OF AMERICA

Birlhpiace Date of birth / Date de naissance / Fecha de nacimienta

E-mait 17 Feb 1963

= Gender Mo =] Place of birth / Lieu naissance / Lugar de nacimienta Sex [ Sexe / Sexo

* Nationaley: s I ofmeusa NEW YORK, U.S.A. oM

Country of Birth: @b w Date of ssue [ Date de gelverance / Fecha de expedicidn "‘U‘hD"l\‘{"‘UtU"'T?Mutﬂﬂdad
Pars. An tc' iry) 5 s 29 Aug 2014 United States

* Pers. Area (Couni el pain e o y

* Pers. Subarea(Duty Staten): [ES00_|TJ) Valencia ;agte of exp;ann;nf Date d'expiration/ Fecha de caducidad Department of State

= Person. Type: ConsuTANT [+ Aug 2024

» Effactive Dabec m Er:;:e;:ésélﬂ;;ticns Spéciales/ Anotaciones U SA
T \P< USAJORDAN<<MICHAEL<JEFFR EY<<<<<<<<<<<<<<<</
WRONG!! i

1234567890USA6302172M2308291234567890<12345

— / veoon  UNITED STATES OF AMERICA

PASAPORTE
Type [ Type Typo Code / Code [ Cadigo Passport No / No. du Passeport / No de Pasaporte
ex Numbe P USA 123456789
* Tite: w151 Surname / Nom / Apellidas
* First name: |Michael Jetirey JORDAN
Middle name: [ Given Names / Prénoms / Nombres
* Last name [JoRDAN ] MICHAEL JEFFREY
Maiden Name: ionali ionalité / Naci
* Date of Birth: UNITED STATES OF AMERICA
Birthplace: Date of birth / Date de naissance / Fecha de nacimiento
. 17 Feb 1963
* Gk [lae [+ Place of birth / Lieu naissance / Lugar de nacimienta sex SEN": [ sexa
e = ormensa NEW YORK, U.S.A. oM
- ‘T:nn ﬁ. o ' Date of 1ssue ; Date de geliverance / Fecha de expedicion AuthDrlt\r{Autcrlte.I'Autundad
Sy yli USA 29 Aug 2014 United States
Porm: e fosan S0 [ﬂ. Siela Date of expiration / Date d'expiration/ Fecha de caducidad Departme nt of State
* Pers. Subarea(Duty Station): [ES00 |9 Valencia 29 Aug 2024
* Person. Type: |CDNSULT'“NT ' Endorsements Mentions Spéciales/ Anotaciones
* Effective Date: 01.11.2015 SEE PAGE 51

CORRECT! ! \P<USAJORDAN<<MICHAEL<JEFFREY<<<<<<<<<<<<<<<< J

1234567890USA6302172M2308291234567890<12345

Country of birth replicated from Nationality, which may be
wrong

Be sure to use the Country of Birth shown on the supporting documentation. Do not assume

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
O : : Page 74 of 81
Please always consult this site to get the most updated information.



the Nationality and Place of Birth are the same.

Index Number Request Form

* Title

* First name:
Middie name:

* Last name:
Maiden Kame:
* Dale of Birth

E-mai:

* Gendar:

* Nationalty:

Cauntry of Birth

* Para. Area (Country):

* Pars. Subaraa{Duty Station )
* Person. Type:

* Effective Date:

ur |-

Arnold Alos

SCHWARZENEGGER

30.07.1247 [in]

Birthplace: AUSTRIA

Wale =

us 7| of the USA
[} usa

5= 3] spain

ES00 [T Valencia

CONSULTANT -

01.11.2015

WRONG!!

Index Number Request Form

* Tiie:

* First name:

Widdle name:

* Lost name:

Waiden Name:

* Dabe of Birth
Birthplacs:

E-mait

* Gender:

= Mationalty
Cauntry of Birth

= Pers. Ares (Country)
= Pers. Subarea(Duty Station )
= Persan, Type

* Effective Date:

[T

Ampid Alois

SCHWARZENEGGER

ETGACTTAN =

Male |=
Us__ [ of the USA

[) Awusiria
ESor |(Jl Spain
ESO0 |7 Valencia
CONSULTANT =l
01.11.2015

CORRECT!!

PASSPORT
PASSEPORT
PASAPORTE

USA

UNITED STATES OF AMIEIRH(CA\

Type [ Type Typo Code / Code / Cadigo

P USA

Surname / Nom [ Apellidos
SCHWARZENEGGER

Given Names / Prénoms / Nombires

ARNOLD ALOIS

Mationality/ Nationalité / Nacionalidad

UNITED STATES OF AMERICA

Date of birth / Date de naissance / Fecha de nacimiento
30 Jul 1947

Place of birth [ Lieu naissance / Lugar de nacimiento
AUSTRIA

Date of issue [ Date de déliverance / Fecha de expedicion

29 Aug 2014

Date of expiration / Date d'expiration/ Fecha de caducidad

29 Aug 2024

Endorsements/ Mentions Spéciales/ Anotaciones

SEE PAGE 51

Passport No / No. du Passeport / No de Pasaporte

123456789

Sex [ Sexe [ Sexo
M
Authority/ Autoriteé / Autoridad
United States
Department of State

USA

P<USASCHWARZENEGGER<<ARNOLD<ALOIS<<<<<<<<<<
12345678950USA4707230M2308291234567890<123456

PASSPORT
PASSEPORT
PASAPORTE

USA

UNITED STATES OF AMERICA

Type { Type Typo Code / Code / Cadigo

P USA

Surname § Mom [ Apellidos
SCHWARZENEGGER

Given Names / Prénoms / Nombres

ARNOLD ALOIS

Nationality/ Nationalité / Nacionalidad

UNITED STATES OF AMERICA

Date of birth / Date de naissance / Fecha de nacimiento

30 Jul 1947

Place of birth / Lieu naissance / Lugar de nacimiento

Date U! issue [ Date de déliverance / Fecha de expedicion
29 Aug 2014

Date of expiration / Date d’expiration/ Fecha de caducidad

29 Aug 2024

Endorsementsy Mentions Spéciales/ Anotaciones

SEE PAGE 51

Passport No / No. du Passeport // No de Pasaporte

123456789

Sex [ Sexe f Sexo

M

Authority/ Autorité / Autoridad
United States
Department of State

USA

P<USASCHWARZENEGGER<<ARNOLD<ALOIS<<<<<<<<<<
1234567890USA4707230M2308291234567890<123456
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United Nations - DOS

Country Code

Global Index Requestor and Administrator in Umoja - 1_en

Some Country Codes look very similar. Be sure you have selected the correct code.

Index Number Request Form

* Tike:

* First name:
Middle name:

* Last name:
Maiden Name:
“ Date of Birth:
Bithplace:
E-mait

= Gender

* Nationaity:
Couniry of Birth:

* Pers. Area (Country)

Mr >

Serge Jonas
IBAKA NGOBLA

18001888 |

Brazzavile

1
co 7| DR Congolese
C0 7| Dem Rep.Congg
ES00

pan

* Pers. Subarea(Duty Station). [ES00 || Valenca

= Person. Type:
* Effective Date:

CONSULTANT [=

01.11.2015

WRONG!!

Index Number Request Form

= Tite:

* First name:
Middie name:
* Last name:
Maiden Name:
* Date of Birth:
Birthplace
E-mail

* Gender:

* Nationaity:
Country of Birth:

* Pers. Area (Country)

* Pers. Subarea(Duty Station):

* Person. Type:
* Effective Date:

Wr_ |=

Serge Jonas
EBAKA NGOBLA

18091988 |9

Brazzavile

[Make__L=
CG  |[J] Congolese

o] [{3] Rep.ofConge

ES00 |9 Vlencia
CONSULTANT -|
01.11.2015

CORRECT!!

/ PASSEPORT

REPUBLIQUE DU CONGO

Type (1)

Nom [(4)

Code pays (2)

coG

IBAKA NGOBILA

Prénoms (5)
SERGE JONAS

Natinn

e 6]

Dale OF narssd
18 Sep 1989

Lieu d'émission

BRAZZAVILLE

w o G
29 Aug 2014
Date d'expiration (12}
29 Aug 2024

No. Passeport [3)
123456789

~

Sexe (9)
M

Profession (10)

Joueur de basket-ball

\ AKA<NGOBILA<<SERGE<JONAS<<<<<<<<<<<<y
1234567890C0G8909182M2308291234567890<123456

/ PASSEPORT

REPUBLIQUE DU CONGO \

Type (1)
P

Nom (4)

Code pays (2)

coG

IBAKA NGOBILA

Prénoms (5)

Naticy

) ae =
18 Sep 1989
ien naj & (7)

lipan,

Daled

29 Aug 2014

Date d'expiration (12)

Lieu d'émission

BRAZZAVILLE

SERGE JONAS
ce 0]

BRAZZAVIL

l 29 Aug 2024

sernenl (i1)

Mo. Passeport (3)

123456789

Sexe (9)
™M
Profession (10}

Joueur de basket-ball

QAKA<NGOBILA<<SERG E<JONAS<<<<<<<<<<<<y
6

1234567890C0OG8909182M2308291234567890<12345

Examples: CD/CG, NE/NG, CH/SZ, TG/TO, SD/SS, TL/TP
CD — Democratic Republic of Congo
CG — Republic of Congo (Congo-Brazzaville)

NE — Niger
NG — Nigeria

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.
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CH — Swizerland (Helvetic Confederation, Coenfederatio Helvetica in latin)
SZ — Eswatini (formerly Swaziland)

TG - Togo
TO — Tonga

SD — Republic of Sudan
SS — Republic of South Sudan

TL — Timor-Leste
TP — East Timor (country no longer exists)



United Nations - DOS Global Index Requestor and Administrator in Umoja - 1_en

Gender

Be sure you have entered the Gender correctly as shown on the supporting documentation.

If Female, select Ms for Title Male, select Mr for Title

Index Number Request Form

fecx PASSPORT
= EB PASSEPORT UNITED STATES OF AMERICA
* First name: Cameron Miche e PASAPORTE
Middie name: Type [ Type Typo Code / Code / Codigo Passport Mo/ No. du Passeport [ No de
Pasaporte
* Last name: Diaz

e U s A P UsA 123456789
= = Surname / Nom / Apellidos

* Date of Birth: 130.06.1872 |}

Birthplace: Caffornia D;Az

Given Names f Prénoms / Nombres

E-mait
g — CAMERON MICHELLE
L “— - Nationality/ Nationalité / Nacionalidad

T WS __ICH ofthe LSA UNITED STATES OF AMERICA
Country of Bith s Il usa Date of birth / Date de naissance / Fecha de nacimiento
; Pers. Area (Country) . Ei"U_lEl Spein 30 Aug 1972 Sex / Sexe / Sexo

Pers. Subarea(Duty Station): |E500  [7] Valencia ) Place of birth / Lieu naissance / Lugar de nacimiento 3
: Person. Type: (MEETHNG PARTICIANT [ CALIFORNIA, U.S.A. Autharity/ Autorité / Autoridad

Effectie Date: 01.112015 Date of issue [ Date de déliverance [ Fecha de expedicidn United States

29 Aug 2014

Date of expiration [ Date d'expiration/ Fecha de caducidad Department of State

29 Aug 2024
WRON G ! ! ;u;l;;e;:‘letséh:;tmns Spéciales/ Anotaciones USA
P<USADIAZ<<CAMERON<MICHELLE<<<<<<<<<<<<<L<<
12345678950USA6302172F2308291234567890<123456

Index Number Request Form

X Nuit PASSPORT

= PASSEPORT UNITED STATES OF AMERICA

* First name: |Cameron Michele | PASAPORTE

Middie name: [ | Type / Type Typa Code [ Code [ Codigo Passpart No / No. du Passeport / No de

* Last name: ez ] Pasaporte

Maiden Name: | P USA 123456789

* Date of Birth [300e1972 |03 Surname / Mam / Apellidos

Brthplace [Caifornia ] U SA DIAZ

E-mai [ Given Names / Prénoms / Nombres

* Gender CAMERON MICHELLE

* Nalonalty: lus Jﬂl of the USA Nationality/ Nationalité / Nacionalidad

Country of Birt: 5 vsa UNITED STATES OF AMERICA

e Date of birth / Date de naissance f Fecha de nacimiento

* Pers. Area {Country): |ESO0 .Q Spain 30 Aug 19?2 Rr—

: :::I::pr:amuly il :’Ei%lzg;m"m - Place of birth / Lieu naissance [ Lugar de nacimiento

s ; i o] . CALIFORNIA' U.S.A. Autharityy Autorité [ Autoridad

Gt SIS Date of issue / Date de déliverance / Fecha de expedicidn United States
29 Aug 2014
Date of EEpiratiun [ Date d'expiration/ Fecha de caducidad Department Of State
29 Aug 2024
Co R RECT l l Endorsements/ Mentions Spéciales/ Anotaciones U SA
e SEE PAGE 51

P<USADIAZ<<CAMERON<MICHELLE<<<<<<<<<<<<<<<<<
1234567890USA630217(F2308291234567890<123456

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 78 of 81
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7. Contact Information

Entity Contacts

Global Index Database Update

ECA

ESCAP

ICTFY

ISA (International Sea Bed
Authority)

UNDP

UNHCR

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 80 of 81


mailto:hrhelpdesk@un.org
mailto:mulugeta.uneca@un.org
mailto:laike.uneca@un.org
mailto:tolossam@un.org
mailto:yabowork@uneca.org
mailto:escap-index-number@un.org
mailto:escap-index-number@un.org
mailto:chamnanua@un.org
mailto:chanjaraspong@un.org
mailto:tirin@un.org
mailto:pittmanr@un.org
mailto:mlefebvre@isa.org.jm
mailto:zmaltar@isa.org.jm
mailto:pfu.enquiry@undp.org
mailto:nor.faridah.busu@undp.org
mailto:man.yit.yap@undp.org
mailto:ajay.lakhanpal@undp.org
mailto:hqpe00@unhcr.org
mailto:blaszczyk@unhcr.org
mailto:bondadg@unhcr.org
mailto:ramamoor@unhcr.org
mailto:yeturu@unhcr.org

UNICEF

UNIDO

UNON

UNOV

WFP (World Food Programme)
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mailto:mjkakumoto@unicef.org
mailto:glovas@unicef.org
mailto:jnagy@unicef.org
mailto:d.praschinger@unido.org
mailto:selina.ashikube@un.org
mailto:john.mwangi@un.org
mailto:lucy.njoroge@un.org
mailto:james.omwenga@un.org
mailto:andrea.suchel@un.org
mailto:ornella.balducci@wfp.org
https://www.un.org/en/about-us/copyright
https://www.un.org/en/about-us/fraud-alert
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