Accessing e-HARTS

If you are an NIH employee with an NIH Username and Password you can enter a nomination for any open award call. First you must

access the e-HARTS application.

Step 1. Open the internet
Step 2. Type MY.NIH.GOV in the address line

Step 3. Enter your NIH Username and Password

Step 4. Click Log in
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Accessing e-HARTS

You must select the nVision Community.

Step 5. Click the My Communities drop down f My Home Welcome, nVision01 My Account Log Off

Step 6. Select nVision My Communities v .5“ ;
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Accessing e-HARTS

From the nVision Community Page you can launch the nVision Home Page.

Step 7. Click Launch Reports

My Home Welcome, nVision01

T

nVision

Data Warehouse

My Account
My Communities
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Log Off
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hlnside this Community +
nVision Community Home Page | Community Knowledge Directory

Community Leader F
For guestions about this community
contact:

nVision Support
301-496-4357
n¥isionSupport@nih.gov

nVision Launch Pad F

Welcome to the nVision Community P F
nVision is @ modernization and major update to the NIH Data Warehouse (DW). The goal of nVision is to integrate data from
NIH enterprise systems to become a broad-based tool allowing NIH decision-makers easy access to corporate data via the
Web. nVision Reporting Applications are available from 7:00 a.m. — 6:00 p.m. on regular business days. Access for registered
users is available through the NIH Network or remotely with NIH Authentication using Parachute Dial-up or VPN over a
commercial service provider. You must reaister for each business area ta run actual reports. More...

First Time User/System Reguirements/Downloads

This release of nVision is best viewed with Microsoft Windows, Internet Explorer 6.0+, and ActiveX.
Lo*""""Teet Time User: Take a tour of the new nVision portal.

% Web Client

O Launch Reports <

Opens the nVision reporting
interface.

User Reqgistration

On-line user registration form.
Check status with the nvision
Fegistration Information Search
Tool.

Reqistration Search Tool

Search by name or user id for details
about an nVision user's current
registration status.

Helpful Logk-ups
Toaols to search for codes and their
descriptions.

|n\f’isiun Data Access Pali |

7

3 ‘x web Client for DWQuery.
nVision/DW Currency =
-
n¥ision business areas are current with NBS as of COB 11/18/2010.
nVision / MBS Alerts for any data related issues. Also see the Discrepancy Breakdown Repord, which displays L
transactions that have not passed nVision edits.
(Last Updated 11/19/2010 8:15 am) E

nVision Community Announcements

\ |

Table of Contents

Current News

Helpful Information Archived Articles

End-of Year 2010

FTE Usage Statistics Reset for 2011 — Personnel Costs

The nVision Human Resources Personnel Costs annual “freeze” for FTE Usage Reporting has now expired. Reports
now reflect Fiscal Year 2011 information and are current as of the 10/23/2010 pay period for civilians and 10/31/2010 for
Commissioned Officers. The normal nVision update schedule has now resumed for this system

(Last Updated 11/18/2010)

nVision/DW Year-End Schedule

To get up-to-date changes to the nVision/DW Year-End schedule, please click on the following link to display the
schedule for Year End nVision Financial Systems Availability

(Last Updated 10/19/2010)

nVision Training P F
nVision Training Launch Pad

Training environment for use by
students during nVision training
classes.

b nvision Online Tutorials
Interactive training tools provide
instructions on how to use nVision
Reports.

b nVision Job Aids
Specialized refsrance guides for
assistance whan using nVision.

¥ nvision Student Guides
Student Guides used during nVision
training classes.

¥ nvision Training Courses
A complete listing of nVision training
courses availsble to the NIH
Community at ne sdditional charge.

nVision Information F
¥ nvision Frequently Asked Questions

Answers to questions askad most often
about nVision.

¥ nvision Publications/White
Papers/Technical Information

¥ nvision On-line Help

Information on how to use nVision.

nVision Support

7 Having trouble using nVision?

H Contactthe MIH Help Desk at
http://ithelpdesk.nih.qov/Support/ OF
call 301-496-4357 (7:00 AM to 6:00
PM EST WMan-Fri).

P F

To request a new report or changes to
an existing report, submit an nvision
Customer Request Form..

E-mail comments or suggestions
about nvision to
nVisionSupport@nih.gov.

¥ Privacy Notice
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Accessing e-HARTS

From the nVision Homepage you can navigate to the e-HARTS Application.

lick th bli Id B & SreHome DP‘ + | Title ~
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Entering an e-HARTS Nomination

As a user you can see the e-HARTS Portal Page for NIH From this page you can view Announcements and News, see Shuttle Maps and
Schedules, view details for upcoming ceremonies and view photos published by the system administrator.

nVision Portal | e-HARTS Home Friday, November 19, 2010

[ Award Nominations ]

e-HARTS Portal - NIH
Portal Select:

Announcements and News Photo Gallery

This is the Training Portel for the NIH
Directors and DHHS Hono v Awards System. This
system is administered by the OHR/SAID Group.
Info tion this portal is to be used
exclusively for ¢ ning purpc3es. Contact the
EIMB Trazining and Change Management Team if you
need assistance, special t© ning materials, or
need to schedule a class or web-based training
for e-HARTS.

The PFhoto Gallery contains photos from prior
ceremonies held at NIH. This training portal for
NIH/OHR exhibits several PowerPoint S5lides which
show photographs taken at prior events. The
2010 NIH rector's Awards were presented by Dr.
Francis Ceollins at Natcher Auditeorium. This
gala event was attended by owver 800 NIH staff,
executive managers, family members, and the
community at large. Owver four hundred
individuals receiwved recognition for their
superior service to the country and the public.
These & ds included scientific discovery,
administ ive efficiencies, and cother notable
achievements.

F A

VIEW MORE PICTURES from the 2008 OD Ceremony

Ceremony Photo - Francis Collins presents at the 2009 OD
Honorary Awards Ceremony

Shuttle Maps and Schedules Directions to Campus
Ceremonies and Award Calls

Nomination Nomination
Ceremony Date Location Award Deadline Guidelines
Vickie's Award Ceremony 12-31-2010 10:004M Matcher Auditorium (Building 45) NIH Director's Award 1-15-2010 View
UAT Outstanding Award Coordinator Award 1-17-2011
2011 Director's Award Ceremony 10-15-2011 10:004M Matcher Auditorium (Building 45) MIH Director's Award 1-15-2010 View
2011 DHHS Awards 11-1-2011 12:00PM Matcher Auditorium (Building 45) EEOQ of the Year Award 1-15-2011 View
Harvey Bullock Award 2-25-2011 View

DHHS Training Demonstration Award 2-25-2011 View




Entering an e-HARTS Nomination

As an unregistered user who wishes to enter an award nomination you must click the Award Nominations button.

Stepl. Click Award Nominations

nVision Portal | e-HARTS Home Friday, November 19, 2010

[ Award Nominations ] < 1

S e-HARTS Portal - NIH

Portal Select: | NIH |+

Announcements and News Photo Gallery

The PFhoto Gallery contains photos from prior
ceremcnies held at HIH. This t© ning portal for
NIH/OHR exhibits several PowerPoint S5lides which

This is the Training Portel for the NIH
rectors and Hon v Awerds System. This
system is administered by OHR/SAID Group.

Int ation on this portal is to be used show photographs taken at prior events. The
exclusively for training purpocses. Contact the 2010 NIH rector's Awards were presented by Dr.
EIMB Training and Change M gement Team if you Francis Ceollins at Natcher Auditeorium. This

need assistance, special t©
need to schedule a class or web-based t©
for e-HARTS.

gala event was attended by owver 800 NIH staff,
executive ma i members, and the
community at 1 r four hundred
individuals receiwved recognition for their
superior service to the country and the public.
These awards included scientific discovery,
administrative efficiencies, and cother notable
achievements.

VIEW MORE PICTURES from the 2008 OD Ceremony

Ceremony Photo - Francis Collins presents at the 2009 OD
Honorary Awards Ceremony

Shuttle Maps and Schedules Directions to Campus
Ceremonies and Award Calls

Nomination Nomination
Ceremony Date Location Award Deadline Guidelines
Vickie's Award Ceremony 12-31-2010 10:004M Matcher Auditorium (Building 45) NIH Director's Award 1-15-2010 View
UAT Outstanding Award Coordinator Award 1-17-2011
2011 Director's Award Ceremony 10-15-2011 10:004M Matcher Auditorium (Building 45) MIH Director's Award 1-15-2010 View
2011 DHHS Awards 11-1-2011 12:00PM Matcher Auditorium (Building 45) EEOQ of the Year Award 1-15-2011

Harvey Bullock Award 2-25-2011
DHHS Training Demonstration Award 2-25-2011




Entering an e-HARTS Nomination

Step2. Click New Nomination

nVision Portal | e-HARTS Home Tuesday, November 23, 2010

Award Nomination

Screens used to submif =ward Nominations

Nomination History
Screens used to view and control Award Nominations
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Entering an e-HARTS Nomination

Step 4. Enter your NIH ID Number (Badge Number)

Step 5. Click Continue

Please enter your NIH ID Number.
You can find it on your NIH ID Badge (below), or you can Click Here to search the NED Directory.

New Badge Old Badge
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NIH ID Number:

Remember... You must be a Federal Employee to enter a nomination. If you don’t have your badge available you can search the NED

Directory to find your NIH ID Number.



Entering an e-HARTS Nomination

Step 6. Select a Ceremony

Step 7. Select a Category (some awards don’t require a category
Step 8. Select a Nomination Type (Group/Individual)

Step 9. Enter Nominee Last Name/First Name and IC

Step 10. Click Search

Step 11. Select the name of the employee you wish to nominate

Status: ** Open Nomination **

Entered By: JOHN MOLTZ (MOLTZ1O_NIH) on behalf of MATHAMIEL WILVERT [ )

Created:

Updated: R N R .

Ceremony: 2011 Director's Award Ceremony v [ €= 6 ) Nomination Type: | |ngiyidual v | €= )

Award: NIH Director's Award P Entered YTD: 8 e

Category: Administrative vq_:. 7 Nominees: 0

Host Organization: N(H =7

Sponsor IC: CIT ST .

Submitting SAC: kY 9 i

Nominee (Awardee) [ \

Last Name: | Capman First Name: |Cheerie 1c: |CIT b 10

Note: Separated employees are showninred T

Select MName NED ID Title ICc
D ¢ 11 M= CHEERIE L CAPMAN 0010108782 IT SPECIALIST (DATAMGT/APPS CIT

Remember... When searching for a nominee you don’t have to know the exact spelling of their name or IC. Enter as much information as you
know about the nominee and a list of likely choices will appear.



Entering an e-HARTS Nomination

Step 12. Enter Nominator information

Step 13. Click Search

Step 14. Select the name of the employee you wish to nominate
Step 15. Select a Relationship

Step 16. Select Same as Nominator for the primary contact

12
Nominator (Reccmme{.di. usy) X | :
Last Name: |Wilvert First Name: |Nathaniel Ic: | CIT w 13_.-':
Select ... MName NED ID Title IC
[Je=— 14 } Mr NATHANIEL R WILVERT 0010119012 IT SPECIALIST (DATAMGT) CIT
Nominator (Recommending)
Last Name: First Name: Ic: |CIT o
Name: Mr NATHANIEL R WILWERT MNED ID: 0010119012 IC: CIT
Position Title: IT SPECIALIST (D:i'\T-'i'\MG:[.‘I ---- . Location: BETHESDA, MD SAC Code: HNUB2
Relationship: | Supervisor v 4_ 15 Telephone: +1 301 496 9840 E-mail: wilvertr@mail.nih.gov
Primary Contact [¥|same as Nmnil\ator{—f_ 16
Last Name: First Name: Ic: | CIT v
Name: Mr NATHANIEL R WILVERT MNED ID: 0010119012 IC: CIT
Position Title: IT SPECIALIST (DATAMGT) Location:  BETHESDA, MD SAC Code: HNUBZ

Remember... If your primary contact is someone different from the nominator you can search for that persons information and add them as
the contact person for this nomination.



Entering an e-HARTS Nomination

Step 17. Enter a Citation
Step 18. Enter a Justification

Step 19. Click Save Nomination

Citation 4— 17 ¢

In reccc_miticn.cf Cas

21 Max 255 Chars
Justification 18
0 Max 4000 Chars

Award History

0 Max 5000 Chars




Entering an e-HARTS Nomination

Your nomination is now saved and you can clear the form to enter more nominations or simple exit the system.

Saved New Nomination 776

Clear Save Homination ] [ Submit Nomination

Print: Nomination

Mote: Enter criteria and click Search to Add Momines, Nominator, or Contact. Save after all changes. Unregistered users, Submit when completa.

Status: #* Open Nomination **

Entered By: 1OHM MOLTZ (MOLTZIO_NIH) on behalf of NATHANIEL WILVERT ( )

Created:

Updated:

Ceremony: 2011 Director's Award Ceremony Nomination Type: | |ngividual
Award: NIH Director's Award Entered YTD: 10
Category: Administrative - Nominees: 0

Host Organization: MNIH
Sponsor IC: CIT
Submitting SAC:

Nominee (&wardee)

Last Name: First Name: 1c: [CIT W

Nominator (Recommending)

Last Name: First Name: 1c: [CIT W

Name: Mr NATHAMNIEL R WILWERT NED ID: 0010119012 IC: CIT
Position Title: IT SPECIALIST (DATAMGT) Location: BETHESDA, MD SAC Code: HNUZ2
Relationship: w Telephone: +1 301 496 9340 E-mail: wilvertr@mail.nih.gov
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