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In these slides you will find:
* A link to the main HR websites;

* A quick introduction to how to travel;

 Where to find help.
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Most of the HR website addresses are changed regularly...
— Connect to Magelan to access the other websites
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Accessing the webc<itas

Also known as oHRis:
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* Allows you to report your vacations, check

Most of the HR website address: holidays, report your travels, home office etc.
— Connect to to acces: ¢ You should see the planning of the rest of your
group as well
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Most of the HR website addresses are changed regularly...
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This provides access to Etamine and Notilus,
which are the next part of this talk

ETAMINE :
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There are 2 main steps before leaving:
1) Opening the travel in Etamine, and

2) Completing the demand (booking the tickets / hotel...) in Notilus.

Many steps require the approval of the HR (Albine), the owner of the money,
your supervisor:

* Plan your trip as far in advance as possible

e Submit as complete an application as possible (Albine gets tens of them per
day)
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If you have any doubts:
1) Ask your colleagues (including me)

2) lJCLab intranet contains some information especially here (in
French, but up-to-date quite complete and easy to translate!)

3) Zammad is the simplest way to contact people. Don’t forget to add
10/ at the beginning of your tickets!

4) Ask Albine directly (Building 100 Office 054 on Tuesday and
Thursday, Building 200 Office 127B on Friday)


https://intranet.ijclab.in2p3.fr/
https://intranet.ijclab.in2p3.fr/achats-missions-deplacements-professionnels/
https://zammad.ijclab.in2p3.fr/
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