Managing HR Content on the NIH Portal: A Guide for
Content Managers
July 23, 2004

The Office of Human Resources (OHR) is committed to using the NIH Portal as the
NIH Intranet and is moving to provide access to Human Resources (HR) systems
and HR content of relevance to NIH employees on the NIH Portal. This content will
be conveyed through the Human Resources Community on the NIH Portal as well
as through the Document Directory. HR content of interest to the general public or
job-seekers will also be available on the NIH Jobs website.

This document explains how content managers can navigate the NIH Portal and
manage their own content.
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Portlets

Portlets are the building blocks that make up each user's My Page and every
Community on the NIH Portal. Portlets, also called Gadgets, provide access to
different HR systems and databases. A Portlet may merely link to databases or
systems, but ideally it should provide access to a piece of the functionality of the
system.

Portlets are developed by software developers versed in HTML and other
programming languages. HR Content Managers aren’t expected to develop
Portlets, but they can assist in recommending HR systems and databases to be
“portalized.”

Current Human Resources portlets include:
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Benefits Quick Links
CareerHere
CareerHere - Admin
Login

Corporate Recruitment
& Information
Management System
(CRIMS)

e-HR

e-HR Professional
Employee Express
Enterprise HR &
Payroll (EHRP)

FEGLI Calculator
HHS Careers
(QuickHire)

HHS Employee Search
Update My Information
Who is My HR
Contact?

WITS Launch Pad

Who Are My HR Contacts?

Find My HR. Contact:

|C;|Firstchnose hera... v| Sub-ory:

NIH Office of Human Resources

Office of the Director
Bob Hosenfeld, Director
P

Strategic
Programs
Division (SPD)

Kevin P. Murphy,
Division Director

Management Advisory
Services Branch,
Susan Howard

Program Evaluation
and Workforce
Planning Branch,
Isaiah Barnwell

Client
Services
Division (CSD)
Phil Lenowitz,
Division Director

Special Projects Team,
Marvin Lee

Staffing (Operations)
Teams (10}

Workforce
Relations
Division (WRD)

Helene Noble,
Division Director

Employee Relations/
Labor Relations Branch,
Charles Palmer

Benefits and Fayroll
Liaison Branch,
Howard Chemoff

[fyou cannot find your HR contact, please e-mail HE Systerns Support.




Document Directory

While Portlets are the building blocks of My Pages and Communities, the Document
Directory, also called the taxonomy, is the bread-and-butter of the NIH Portal. The
Document Directory contains all of the documents, websites, and information that
are not in a database or system. All of this content is logically organized by subject
into a hierarchy of folders and subfolders. Users can browse to the folder or
subfolder that contains the information they
are looking for, or they can search the full- Document search [T
text of documents using the Document Search Options: Advanced | Hetwork | Saved
Search box in the portal header.

The Document Directory contains documents from NIH, OPM, HHS, and other
sources of news and human resources information. All of these documents and
websites are organized by subject in the Document Directory. The human resources
content falls under the Administration branch of the taxonomy.

Document Directory

5 Administration
Contracts Mananement, Financial Management, Grants Management, Human

Fesources (HE, Information Manadgement...

E5 Biomedical Research
Bioethics, Bioimading, Bioinformatics, Biomedical Endineering, Clinical Center...

B2 Enterprise Information Technology

Application Development & Support, Corporate Computer Services, Enterprise
Applications, Enterprise Architecture, Security..

Each folder and subfolder has been assigned security so that the designated
Content Manager for that subject area can approve content for that folder. The
Content Manager can also delete content, change the name, or move content to
another folder.

Folder Editor

Employee Benefits

SECURITY

Specity which Users and Groups can access this Folder and what type o access they have.

Security Settings

UseriGroup Name Access Privilege Action
Add Groups | Add Users
Administrators Group R Wi approval
Everyone s Remove
E Content Managers Remove
£2 1R - Content Managers (POWER USERS) Remove
ﬂﬁ HR - Content Manager - Benefits Remove




Approval Queue

Before documents reach the Document Directory, they must be crawled into the
portal. When documents are crawled into the portal, they are stored in the Approval
Queue. From the Approval Queue new document cards can be reviewed and sorted
into the appropriate folders and sub-folders.

The Approval Queue is under the Administration link located at the top of the Portal
Title bar.

Hello FPor

MY PAGES :
MIH PORTAL PAGE
¥Document Directory [+ !\\E 1 1’{ P(— ) I'Tal

Once you click on Administration, you're taken to the Portal Administration Menu.
The Approval Queue is accessed by clicking on Approve Documents.

Administration Menu Administration

Approve Documents Approve Documents
Approve Issues Approve documents submitted by Users or Crawlers.
Authentic:.a.tion Sources Authentication Sources
Communities Import Users and Groups with Authentication Sources.
Crawlers Crawlers
Data Sources Automatically impart content with Crawlers
Docurnents

Documents

; ;

4‘@—[’_'“”””9“ Tvpes Access the directory of documents in the portal.
Filters

Filters
Sort content with Filters.

Gadoet Servers

HEEEZHEEAHEEEBEEEHBEE

Gadoets
Gadgets
Groups
Invitations Register Gadgets sothey can be viewed by Users.
S Invitations
Properties Invite new users to the poral.
Fublications Properties
Users Standardize descriptive information with Properties.

Users
Register Users and assign security privileges.




The Approval Queue looks like this:
Approve Documents

Here are documents 1te 3 ofthe 3 documents awaiting your approval.

To approve or reject all content on this page, click Approve All or Reject All To approve or reject a document in &lfits Folders, click the box next
to the document name. To approve or reject a document in one Folder, click the box next to Folder name. To add the document to another
Folder, click Add to a New Folder. To clear the approveireject seftings on this page, click Clear All

Toview a document, click its icon. To change the name of a document, enter a new name in the text box,

When you are finished with the documents on this page, click Apply Changes. Rejected documents will be permanently deleted from the portal.

Eeject All | Approve All | Clear All | Apply Changes
[ [# |National Labor Pelations Board (I added by Labor Relations - OHRM Site

I_ [ Docurment Directary  Administration | Horman Resources (HR) - HR Waste Bucket - Boards, Committees & Councils - HR
[38.Add To A Mew Folder

Description: The MLRE is an independent Federal agency created in 1935 to enforce the Mational Labor Relations Act. We conduct secret-ballot
elections to determine whether emplovees want union representation and we investigate and rermedy unfair labor practices by . Edit
Froperies

I™ [ [NIH/Ethics - Ethics Coordinators £ added by NIHEthics - Ethics at NIH
[ [ Document Directary : Administration : Human Resources (HR) - HR Waste Bucket : Boards, Cammitieas & Councils - HR
[38.4dd To A Mew Folder

Description: Provides information of ethics coordinators and other ethics staff atthe MIH (hon-NIH ethics staff, located in the
Bethesda/Rockville, MD, area unless otherwise noted) Edit Progetties..

r ﬂ International Public Management,
r [~ Document Directory - Administration : Human Resources (HR) - HR Waste Bucket : Boards, Committees & Councils - HR
[ Add To A New Folder

Cie=cription: Home Page for the IPMA, & non-profit membership organization for agencies and individuals in the public sector human resources
field, and others interested in the As=ociation's ohjectives. Edii Properties. .

Reject All | Approve All | Clear All | Apply Chandes

When assessing documents for approval, there are 3 very important factors to
consider: the document title, the document description, and the destination folder.

1. Does it have an appropriate title?

To Rename the Document simply click inside the title box and retype the title.
N\

Reie&\%ll | Approve Al | Clear All | Apply Changes

[ 9] FH Pain Consortium - Homepage added by NIHTraining - www.training.nih.gov

Select Apply changes to finalize the change.

2. Does it have an appropriate description?

To edit a document card’s description, locate and click on “ Edit Properties”.
r [ MIH{Ethics - Ethics Coordinatars € added by NIHEthics - Ethics at NIH

|_ [ Document Directory : Administration ; Human Resources (HR) | HR Waste Bucket : Boards, Committees & Countils - HR
8 Add To A Mew Folder

Description: Provides information of ethics coardinators and other ethics staff at the MNIH {non-MIH ethics staff, located in the
Bethesda/Rockville, MD, area unless otherwise noted) Edit Froperties... ‘

S —

The Document card edit screen allows you to add and edit the cards metadata.




Each card should have an appropriate description and title so that it can be easily
identified.

Having appropriate and detailed descriptions and keywords makes the document
more searchable from the Document Search function.

Document Directory > NIHEthics - Ethics Coordinators and Other Ethics Staff

Edit Document Information CTEIETTETS EIETINETIED

Title ‘NIH#Ethlcs - Ethics Coordinators and Other Ethics Staff ‘

_ ‘F’m\ndes information of ethics coordinatars and other ethics staff at the NIH (non-NIH ethics staﬁ‘

Card Created 4152002 1:22:53 PM

Card LastModified TI2B/2004 11:49:35 PW

Awthor Originator ‘Oﬂice of Human Resources (OHF) ‘ I
Card Content Language en

_ ‘Nationa\ Institute of Health, Ethics Coordinators, Other Ethics Staff, Ethics Program ‘ A
Obtained From ‘Oﬂice of Human Resources (OHR) Wehbsite ‘ A
Open Document URL http:fethics.od.nih.gowicoord hirm
Originating Organization ‘Oﬂice of Human Resources (OHR), Mational Institutes of Health (NIH) ‘ <
Plumtree Document Type 1D 348
URL ‘hﬂp:,a‘,a‘ethics.od.nih govfcoord htm ‘ Fad

Add Mew Propetty

View This Document: IIH/Ethics - Ethics Coordinators and Other Ethics Staff

More Documents Like This: Daocurnent Directory : Administration : Human Resources (HR) : Emplovee Relations : Ethics & Waorkplace Standards : MIH Ethics Program
Popularity Count: 2

Number of Times Accessed: 25

Last Accessed Through the Portal:  7/6/2004 3:21:18 PM

Document Type: @ MIH HR YWeh Site

Document Directory > NIHEthics - Ethics Coordinators and Other Ethics Staff
Edit Document nformation (TN (EIERIETTED

If the Keywords field is not Tite [N Etics -Etics Coordnalors and Other Etics St |
listed in the edit properties escrption [Frovides inormaton of sics coudinetos st ot et talfathe NH fnar-NHgtcs s
screen, click on Add New Card Created 4117200 1 2253 PH
Pro per ty Youm ay have to Card Lasthodied TI2612004 1:4935 Pl \
. . . Awthor Originator |0mce of Human Resources (OHR) ‘ A
click this several times to e T——
get the approp riate field. Heyworls [Nation nstute of Health, Etics Coorginators, Other b Staf, Evcs Progrom \ X
Unwanted fields can be Obtained From [ofice f Humen Fesouces (OHR Websie | X
deleted by C“Ckl ng On the (Open Document URL hitp:ethics.od nih. gowcoord.him
red “X” next to them. Oriiating Organzation [fice of Humen Resoutces (OHF), Natonal nsttes of Health (NI} X
Plumtree Document Type ID 8
AL [tfethics o i govicaort i | S

/ e

When you are finished editing the documents properties click on Apply all changes.

3. Is it being sorted into the appropriate folder?

Back in the Approval Queue,



Check the folder icon under the document title to ensure that the folder path is
appropriate to the document content.

To change the document’s destination folder click on Add to a New Folder.

38 Add To A Mew Folder

The Selecting a Folder Window appears.
Click first on Administration then on Human Resources to see the first level of HR
folders.

O S Document Directory /
(O S Administration 4

¢ S Human Resources (HR)
O A commissioned Corps
O O computer Databases, Sofware, Systermns & Tools -
(O CAEmployee Awards
¢ CAEmplovee Benefits
(O EAEmployee Performance Management
¢ CAEmplovee Relations
(O EAEmployee Services
¢ CAEmployment & Stafiing
O [ Forms & Applications - HR
¢ EAHR waste Bucket
O @Jobs
O EANews & Events - HR
) [ office of Human Resources (OHRY at the MIH
O @Ppay
(O (O Folicies & Standard Operating Procedures (SOPS) -
¢ E3Position Classification
O CARelated Web SitesiPages - HR
3 Training & Professional Development
O [(Awwaork Schedules, | eave & Holidays
¢ E3warkforce Planning

(O EAMIH Manual Chapters

O (3 Poral Infarmation Center




Navigate to the correct sub-folder and click in the circle next to it.

<} Selecting a Fnldl* - Microsoft Internet Explorer EHE|E|
L

) ‘B Docurment Directory
O ‘S Administration
¢ A Human Resources (HRY

O [ commissioned Corps

¢ [ Computer Databases, Software, Systermns & Tools -

O S Emploves Awards

© (O Commissioned Corps Awards

(12 Governmental Hanar Awards
(3 Incentive Awards

¢ A MNH & HHE Awards Forms

TR R Ssaearde Paliciac
< b

[HELR | [ FimIsH | [ cancEL |

Select Finish.

The new folder path will show up under the document name.

If you accidentally add the wrong folder you can deselect later.
To approve the document:

Click on once on the box next to the document name to mark it for approval.

[7 [ NIH/Ethics - Ethics Coordinators € added by NIHEthics - Ethics at NIH
|7 [ Document Directory : Administration : Human Resources (HR) - HR VWaste Bucket : Boards, Committees & Councils - HR
[35.Add To A Mew Folder

Cescription: Provides information of ethics coordinators and other ethics staff at the MIH (hon-MIH ethics staff, located in the
BethesdalRockyille, MO, area unless otherwise noted) Edit Properties...

Click twice to mark it for rejection.

[ [3) | NIH/Ethics - Ethics Coordinators 2 agded by NIHEthics - Ethics at NIH
F [ Dacument Directory : Administration : Human Resources (HR) - HR Waste Bucket : Boards, Committees & Councils - HR
(38 Add To & Mew Folder

Description: Provides information of ethics coordinatars and other ethics staff at the MIH {non-MIH ethics staff, located in the
BethesdaiRockyille, MD, area unless otherwise noted) Edit Properties...

Alternatively you can click either click Reject All or Approve All.

Feject All | Approve Al | Slear Al | Apply Chandges




To send the document to some, but not all of the folders listed under its name follow
these steps:

1. Click once next to the document name to place checks in all of the
boxes

v [ |NIH Fain Consortium - Homepage| added by NIHTraining - www training.nih.gov

F [ bocurnent Directory : Administration : Human Resources (HR) - Training & Professional Development : Scientific & Technical Skills
F [ bocurnent Directory : Administration : Human Resources (HR) - Johs - Job Openings at MIH
|7 [ Docurment Directary : Administration : Homan Resources (HR) : Jobs : Science Training & Fellowships

F [ bocurnent Directory . Administration : Human Resources (HR) - Johs : Student Employment

2. Click again in the boxes next to the folders where you DO NOT want the
document. This will place an “X” in those boxes.

== |N|H Pain Consortium - HDmeagE| added by NIHTraining - www.training.nih.gov

|7 CIDocurment Directory - Administration : Human Resources (HR) - Training & Professional Development @ Scientific & Technical Skills

F D Docurment Directory : Administration : Human Resources (HR) ;. Jobs  Job Cpenings at MIH
F [ Docurnent Directory : Administration : Human Resources (HR) - Johs © Science Training & Fellowships

F [ Docurnent Directory : Administration : Human Resources (HR) - Johs © Student Employment

Once you have edited everything, ensured that the document is headed to the

correct folder, and marked the files for approval; click on Apply Changes to finalize
the approval.

Editing Content Outside the Approval Queue

After you have approved content for the portal, you can still edit and manage that
content from the Document Directory.

DOCUMENT DIRECTORY

W’m rDocument Directory -'I' N”"'{ Portal

Inside the Document Directory switch to Edit Mode.

Browse Mode

The list of documents alters to include boxes next to the titles and |2 Editrode

a Document Info link. The Document Info link serves the same T et ocy ments
purpose as the Edit Properties link in the Approval Queue. tele

Bename Mode

Document Directory > Administration > Human Resources {HR) > Forms & Applications - HR > Other Forms
Documents 1-30 of 44

|'Add to My Page
Selections ~ [ Actions ~

Showe Documents| |thr0ugh| | Hext >

O @ GSA-TA22: Appropriation/Congressional Limitation Schedule

Fund code, action code, initial, increase, decrease, redistribution, budget activity, project number, title, amount {decrease). [Docurment
Infa]

O HHS-170: Employee Suggestion Form (pd

Employee Suggestion Form INSTRUCTIONS TO SUGGESTER U. 5. DEPARTMENT OF HEALTH AMD HUMAN SERVICES SUGGESTION

MUMBER DATERECENED Readinformationhelowheforepreparingthisform. Describeyourideaonthisform, filling in all numbered items.
Uzeadditionalshest.. [Docurnent Infa]

N
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