SOPs for NCI Orientation Registration

(Register no later than COB Friday before Orientation)

Modified Procedure Note: Administrative Officer/Administrative Technician (AO/AT) registers new non-FTEs and new FTEs https://orientation.nci.nih.gov/  

STEP 1: NED Entry
New to NIH

AO/AT enters all categories of individuals (FTE’s and non-FTE’s) in NED.  https://ned.nih.gov/.  Activation of the NED # enables new employees to complete the NIH Online Orientation on EOD Tuesday (Wednesday if there is a holiday on Monday) at the NCI Orientation.  Keep the NED ID handy as it is critical for step 2.  NED entry and activation must be completed by COB the Friday before the NCI Orientation.
Please note the “NED effective date,” located on the last page of data entry before submitting for approval, is critical.  Should be the Friday before the employees EOD date (for non-FTEs 3 days prior to start date), not the date they are entered into NED, which is the default.  Make sure to change to the appropriate date as described above.  

Reassignments/Conversions Within NIH

Should not attend the NCI Orientation and are not required to complete the NIH Online Orientation.  Exceptions would be “breaks in service” where the NIH NED number was deactivated when an individual left NIH and then reactivated after August 2003 to return.
If employees were in NED prior to September 2003 they will not be required to complete the NIH Online Orientation but can use the “browse” feature to view the information.
Special Processing Notes to Enter FTEs in NED
No later than COB Thursday before EOD the Human Resource Specialist (HRS)/Human Resource Assistant (HRA) must contact Administrative Officer (AO) with new FTE employees:

· Name

· SSN

· DOB

· EOD date

STEP 2: NCI Orientation Registration
AO/AT registers non-FTEs and FTEs for NCI Orientation https://orientation.nci.nih.gov/ using the same login as they use to get into their computers.  
NED (NIH Enterprise Directory) - FACTS

NED is a database containing “White Pages” or locator information for all NIH workers including NIH FTEs, contractors, fellows, guests, summer, tenants and volunteers. AOs/ATs will be responsible for adding or “registering” new workers in NED and for making changes to existing entries.  They have a user name and password to enter the system, which is their same login as ITAS.  Anyone can use NED to look up an employee without a login at http://ned.nih.gov/
Mandatory fields when entering an employee into NED include:

· Personal Information

· Classification

· Social Security Number

· Date of Birth

· Name

· Title

· Gender

· Citizenship

· Work Information

· IC

· SAC/HNC

· Phone

· Building

· Room

· Mail Stop Code

NCI ORIENTATION REGISTRATION – FACTS

The NCI orientation registration site is used to maintain data on all NCI EODs, to catalog individuals who should obtain a “general welcome and orientation” to the NCI and who need to complete the NIH Online Orientation.  Once registered for the NCI Orientation the individuals, including all non-FTEs, should be instructed to attend the session, held every EOD Tuesday (Wednesday if there is a holiday on Monday).  Sessions begin at 9AM in Bldg. 6116, 4th floor conference room Suite 400 and close between 12 and 1PM.  Individuals will be given a general NCI welcome and overview and will be asked to complete the required NIH Online Orientation.  There is no “appointment in processing” at this session.  If the individual is unable to attend the NIH Processing Orientation, then an in processing appointment should be scheduled and completed through an NCI HR Representative.  Reassignments within the NCI or NIH are not required to complete this orientation.  
Mandatory fields when registering employees for NCI orientation include:

· EOD Date

· Orientation Date 

· ARC Area Contact Info (administrative representative): last name, first name, phone, email, building, room, and ARC 

· Program Area Contact Info (clerical support representative):  last name, first name, phone, email, building, room. 
· Employee Information: last name, first name, NED ID, phone number, building, room, organization, title, appointment type/hiring type, position category, intramural professional designation (intramural only) 

NIH ONLINE ORIENTATION – FACTS

The NIH Online Orientation was instituted in September of 2003 as part of the requirements of employment at the NIH.  All new individuals that require an NIH ID card and have EOD’d after September 1, 2003 must complete the NIH Online Orientation with in 3 weeks of their initial EOD.  FTEs and non-FTEs are asked to complete the NIH Online during their NCI Orientation session.  The names of individuals who do not complete this requirement will be forwarded to the Executive Officer of each IC for follow-up.  The NIH Manual Issuance associated with this requirement can be found at http://www1.od.nih.gov/oma/manualchapters/person/2300-935/ .

ACCESS FROM THE DESKTOP
Access the NIH Online Orientation at http://orientation.nih.gov/ and enter your NED ID (can be found on NIH ID badge) enter all zeros and no dashes.  If individual was entered into NED prior to September 2003 the NED ID will not work for individual log ins.  Can access by clicking on “Browse”.  
