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Human Reource

1.8 Passport Details
1.8.1 Amending passport details:

1. Use the search facility to locate the person whose passport details you wish to
maintain or, if already working with the correct record, use the navigation trail

to return to the people menu.
1. Select Passports menu from the action pane.

|2l Passports
= Passport details
A Mew - Passport details

2. Select T Pazsport detais
The passport details screen will be displayed

Mame: Miss Libby Bush

Passport details: Miss Libby Bush g1 security number: NHI045664 Pers ref: 30000018
Passport nurnber |F'125545E|
Passport issue date |25fEIT-"I2EIEIl |:|
Passport expiry date |25fEIT-"I2EIll ]
Issuing contry |Ur‘|ited Kingdaorm ;I
Save Delete

3. Amend passport number, issue date, expiry date and issuing country as
necessary

4. Clickthe . ™ button.
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1.8.2 Adding Passport details

Use the search facility to locate the person whose passport details you wish to
maintain or, if already working with the correct record, use the navigation trail
to return to the people menu.
Select Passports menu from the action pane.
|[=0 Passports

= Passport details

A Mew - Passport details

Select T Mew - Passport details
The blank Passport details form will be displayed

Hame: Mr Charlie Brown

Passport details: iew Pers ref: 30000031

Fassport number |

Fassportissue date |

|
Pazsport expiry date | ]

lssUing country |

Save

Key in Passport number, issue date, expiry date and issuing country

Click the = ™ putton.
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