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Introduction 
 

Hosted personnel are non-paid agents by the university who need access to the UPJV tools or services as part of the 
various missions assigned to them within the institution.  

For these individuals, the creation of a hosted personnel account is managed exclusively through a dedicated platform 
starting from September 1, 2024. 

Please note : 

- Access needs for premises, parking, or Wi-Fi, which do not require the creation of a UPJV identifier, are 
not considered for creating a hosted account. 

- This application does not concern retired teacher-researchers whose status of Emeritus is granted under 
the provisions of Decree No. 84-431 of June 6, 1984 (Article 40-1-1 for MCF; Article 58 for University 
Professors) by decision of the UPJV Board of Directors.  
For these personnel, hosting requests should be made directly to the HR Department through the Teaching 
Personnel service (drh-enseignants@u-picardie.fr). 
On the other hand, people whose Emeritus status is granted by decision of the Management Council of 
the UFR of Medicine must submit their request on this platform. 

 

The "Hosting Management" application is designed to automate the recording and processing of hosting requests and 
the injection of data into the personnel database.  
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1 – First Connection – Creating the File 
 

Please note : If you already have a UPJV identifier, you must log in with your personal email address. Logging in with 
a UPJV identifier will not allow you to submit a hosting request. 

 

You will arrive at this page : 

 

 

Click on the button below :  

 

The page for assessing the need opens. 
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A – Assessing the Need for Hosting 
 

This page allows you to specify your hosting needs and determine if they require the creation of a hosting request. It 
only appears when creating a user account on this application. 

Fill in the field with one or more responses. 

Check the box « Je ne suis ni titulaire, ni contractuel, ni vacataire de l’UPJV et ne perçoit donc aucune rémunération 
de l’établissement. » (I am neither a permanent employee nor a contractor nor a temporary worker of UPJV and 
therefore do not receive any remuneration from the institution), in line with your situation. 

Then click « Envoyer » (Submit). 

 

If the need does not require the creation of an account, a message will prompt you to contact the host structure for 
which you need to intervene (component, research unit, direction, or platform). 

 

 

If the need requires the creation of a "hosted personnel" identifier, you will be allowed to proceed to Step B of 
creating an account on the application. 
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B – Creating the Account 
 

Complete your personal information and click on « Créer mon compte » (Create my account).  

 

 

Once your account is successfully created, you will receive a confirmation email. You must log in to the application 
by entering your username (provided personal email) and password. 

 

Clicking on validate will now bring you to your personal space. 

 

You will find the menu in the left-hand sidebar.  
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C – Completing the Profile 
 

You must complete your personal information by clicking on « Mon profil » (My Profile) and provide a scan of your ID 
and social security card (or a certificate). 
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For people who are not of French nationality without a social security number, check the box « Je n’ai pas de numéro 
de sécurité sociale » (I do not have a social security number), the field will disappear, and the supporting document is 
no longer required. 

 

Then click on « Enregistrer les modifications » (Save changes). 

 

Note : For dropdown lists like « Pays de Nationalité » (Country of Nationality), you can either scroll through the list 
or search with a word or part of a word. 
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D – Creating the Mission 
 

After validating your profile information, you will be redirected to the homepage. 

You must now create your first mission by clicking on « Créer une mission » (Create a mission). 

 

You need to provide your main occupation and the mission you will carry out at UPJV. Once this information is 
provided, click on « Enregistrer » (Save). 

For retired staff from the UPJV or another employer, requested as part of a complementary mission, in the 
« Profession exercée à titre principal (hors UPJV) » (Main occupation (excluding UPJV)) » section you must enter 
« Retraité » (Retired) for the « Intitulé du poste » (Job title), and complete in the other fields the name and address 
of the former employer. 
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Depending on the type of mission chosen, you may be required to provide a supporting document. 

After saving your request, a message will appear indicating « Votre mission a bien été enregistrée » (Your mission has 
been successfully recorded). 

 

The host structure will be informed of your request and must verify and validate it. 

Subsequently, the request is transmitted to HR for recording the file in the personnel database. 

Once the file is registered, the approval moves to « Acceptation du dossier » (File Acceptance), allowing you to 
proceed with the creation of the UPJV account on a dedicated platform as described below. 
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E – Creating the UPJV Account 
 

Upon receipt of the « Validation de votre demande d’hébergement » (Validation of your hosting request) email, you 
must create your UPJV account. 

This step is essential to access the Digital Workspace (ENT) and UPJV digital tools. It is not necessary to repeat it for 
future missions. 

To do this, click on the following link : https://extra.u-picardie.fr/LUp/staffs/  

Select « Je n’ai pas d’adresse mail UPJV, je souhaite en créer une » (I do not have a UPJV email address; I want to 
create one). 

 

Complete the requested information below : 

 

Your registration number can be found on the hosted application on the « Mon profil » (My Profile) page, once HR 
has validated the creation of the file (HR approval « Acceptation du dossier » (File Acceptance)). 

 

 

  



Version of August 28, 2024 - page 11 
 

2 – Viewing or Making a New Mission Request 
 

Once you have created your first mission, you can view it, modify it if necessary (if it has not yet been validated), and 
subsequently create a new mission for a later period. 

 

A – Viewing and Modifying the Mission 
 

To view or modify a mission from the homepage, click on « Consulter mes missions » (View my missions) or in the left 
menu on « Mes missions » (My missions). 

 

 

You can see the list of your hosting requests awaiting validation, in progress, and past ones. 

You will find a summary of approvals, dates, the host structure, and the type of hosting. 

For « en attente de validation » (awaiting validation) hosting requests, in the « Visa structure » (Host structure 
approval) column, it is still possible to modify the information related to the « Profession exercée à titre principal 
(hors UPJV) » (Main occupation (outside UPJV)) and the « Mission exercée au sein de l’UPJV » (Mission carried out at 
UPJV). 

To do so, click on the pencil in the « Missions » column and make the changes. 
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Once the mission has been validated by the host structure, it will no longer be modifiable but only viewable (by 
clicking on the "eye" icon). 

 

You will find the various statuses of your profile, the file on the host structure side, the file on the HR side, as well as 
a summary of your mission with any associated documents. 
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B – Creating a New Mission 
 

To create a new mission, you have three options: click on the « Créer une mission » (Create a mission) tile on the 
homepage, click on « Créer une mission » (Create a mission) in the left sidebar menu… 

 

or click on the + symbol on the « Mes missions » (My missions) page. 

 

 

Proceed as before to create a new mission (see D – Creating the mission). 


