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NIH Enterprise Directory (NED) Contact Information and
AlertNIH Notification Job Aid

Office of Research Services, Division of Emergency Management
Email: orsdem@nih.gov; Phone: (301) 496-1985

To receive AlertNIH notifications on your personal devices, you must complete a two-step process in NED.
First, update the “Personal Information” page, then opt in on the “AlertNIH Notifications” page. Detailed
instructions are provided below. Please note: Personal Contact Information will not be published to the
Global Address List (GAL) or to the NED Staff Directory. For technical assistance with NED, please contact
the NIH IT Service Desk at (301) 496-HELP or http://itservicedesk.nih.gov.

Warning: After updating your information, if you do not click “Submit” (even after clicking “Continue”),
your information WILL NOT be saved.

1. Go tothe NIH Enterprise Directory (NED) Portal Website at https://nedportal.nih.gov.
2. Click “Update My Record” under the Self Service Menu on the left.

[ID) NED | NIH Enterprise Directory

NED News ik hacs i apund | collapesd]

3. Click “Edit” next to Personal Information.

m NED | NIH Enterprise Directory

NED News [CEck here to expand | collapse]

Self Service - Update My Record

Self Service - Overall Summary

: NIH FTE - including GS, SES, Title 42, etc. - . HHS 1D Badge (1ssued)

Personal Information Ea F

Lagal Namae

Titim

Firgt Narma:
Midile Narme:
Last Narme:
Gangraten:
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4. Verify and/or add Personal Contact Information.
a. Recommended minimum information:
i. Alternate email
ii. Personal Mobile
iii. Home Phone
iv. Emergency Contact information
5. Check (and uncheck if necessary) the “*I Agree” checkbox at the bottom.
6. Click “Continue”, and you will be taken back to the Overall Summary Page.

WARNING: Even after clicking “Continue”, your information has NOT been saved!

7. Scroll down to the Work Information section.
8. Click “Edit”.

m NED | NIH Enterprise Directory

Self Service - Update My Reco

| Work Information Ea

Wéork Information
Embrg-an-Duty (EOD) Date:
NTE Cates

g, Tite:

Emargency Ther Dasignaton
Wierk Contact Infermation
Wk Emaidi

Wtk Phang:

Direct Fhoner

Wk Mobil Phaong:

Work Fax

Werk Bager:

TV

Commgnts:

9. Verify and/or add the following Contact Information:
a. Work Email
b. Work Phone
c. Work Mobile Phone
d. Building Information
10. Click “Continue”, and you will be taken back to the Overall Summary Page.

WARNING: Even after clicking “Continue”, your information has NOT been saved!
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11. Scroll down to the bottom of the screen to the AlertNIH Notifications section.
12. Click “Edit”.

NED | NIH Enterprise Directory

NED News [Click here to expand | collapse]

Self Service - Update My Recc

Clageification Information
Classifizaian:

Summar Stedent!

e

SACE

BadgefAccount Duration Information
Lamgth of Empleymans:
Pasition Contact Information
Suparvigor:

Peant-of-Contaet (POLC]H
Sacvicing AQ:

MNIH Services Information

If changes are required to your NIM services, please contact your Servicing Administratrve Officer (80]). Your Servicing AD is:

Services

Cumrent Badge Type:
Cudrent Badas Expiration Dube:
Badge Tithe

HIH Natwsrk Asdsunt:
Exchange Malbox:

Bilel VPR Remote Accers:
Liat ifi PRpar Dirgtary:
NI Library Services:

Faoed Parking:
CenbractorTanunt Parisng:
Sponsored by DIS:

AlertNIH Hotifications  Edit | e
Chek on the "Edit” button above to add smargency alert informaticn .

13. To opt into AlertNIH notifications, click to highlight your available Personal Contact Information in the left box,
then click the top arrows “>>" to move your information to the box on the right with the green checkmark.
Note: You may move all contact options at once by holding down the control key while clicking each
contact method.
14. Click “Continue”, and you will be taken back to the Overall Summary Page.

WARNING: Even after clicking “Continue”, your information has NOT been saved!
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) NED | NIH Enterprise Directory

NED News [Chck hare to expand / collapsa]
Self Service - Update My Recc

Manage AlertNIH Notifications

Thiz page allows you to manage the contact data where you wish to be natified in the event of an emergency. Move the svailable felds from the left selaction oot to the rght selection box using

Available Work Information: The following work contact information will automatically be used as a contact method in the event of an emergency:

Unavallable Work Information: The following work contact options are nol available because no data has been set. To be contacted with any of the following fields in the event of an emerg:

= Blackberry PIN
= Durect Ph

Unavailable Personal Information: The following pérsonal contact ophons are unavailable because no data has beeruppled. To supply any of these felds as a contact in the event of an e
Personal Pager

€ Do not send AlerthIH notifications " Send AlertHIH notifications
Alternate Email
Hame Phone
Bl  Personal Mobide

Calgerinm of thiy olase yaioe (4 e undgr 5 UL5.0. 301 pnd 302 84 US.C. 3101 wed 3102 Eweeytive Order 9357, The primaey usg of ehip nfaomanion b v provd
Congresn, the OFfce oF Parsonnal ManRpHmant. Federsl Stace aad local baatth oficals, I sofzrcemens officinls. wndl contrpmons working oa Bahn¥ of KIH in the swent

P

Fig TATGENIAS (B TR

15. You have reached the Summary page: Verify all information is accurate.
16. Click “Submit” in either the top-right or bottom-right corner of the summary page.
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Self Service - Update My Record

(carcel f subm |

Issued)

[Noma]

[Nuea]

17. Once you have been returned to the Welcome page, your information has been saved.

[ NED| NIH Enterprise Directory

NED Hews i hare o anpand ! colagea]

18. It is a best practice to click on Update My Record once more to verify your changes were saved.
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