To register a new individual as a Volunteer (Clinical
Rotator)

Click on Register/Activate, then click on the classification drop-down list and select Volunteer

(Clinical Rotator).
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Select the badge and account options. Normally, you’ll select Yes for both. Note that the answer
to the question “How long will the applicant need their badge and account?” defaults to “Six

months or less” and cannot be changed.

gQP\ NED | NIH Enterprise Directory Welcome to NED. This area will be used to display time -sensitive information about NED. NED cor

3 pm EST
Register - NED Record Required?
i Pre-Registration Information

All fields marked with an asterisk (*) are required.

History
saved Tasks
Scheduled Tasks: Classification Information

R 1. What is the applicant's classification? [Volunteer (Clinical Rotatar) =

i
E’ £

Hanags Record | Any health care professional student or traines wha is ori 4 clinical rotation &t the NIH for & months or less (NCIC Check only)

Access Information

Transfer * 2. Will the applicant need an ID Badge? @V Oy
*2a. will the applicant need access to any restricted areas ot the NIH? Oves @no

Manage Services *3. will the applicant need an NIH nefwark account? @ves One

Modify *3a. Will the applicant need an Exchangs Mailbox? BEves Owo

T— *4. How lang will the applicant need their badge and account? s

Update My Racord

Track My Badge Status

View Record/Status | Derived Badge Type: NIH Identification Badge

Track Badge Status

View Badge History

View Account History

Find Parson

Legacy NED.

After entering the position and personal information for the individual, click on the (Optional)
Badge Title drop-down list on the Services Information page and select the appropriate badge

title, e.g., Physician. (N.B. The badge expiration date defaults to six months in the future to



match the “Six months of less” duration of the appointment selected previously. This date can

be shortened, but it cannot be made longer without triggering a background investigation.)
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Indicate the other required services (e.g., Exchange mailbox, NIH Library access), then complete
the registration process as usual, including AO approval (if necessary) and sponsorship.
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To change the classification of an existing NED record to
Volunteer (Clinical Rotator)

Click on Update in the NED menu.

Find the record you want to update.

Click on the Edit button in the Position Organization / Contact Information section. Click on the

classification drop-down list and select Volunteer (Clinical Rotator).



m N ED ‘ N|H Enterprise DirEC{er ;v:rlrc"aEr:Te to NED. This area will be used to display time -sensitive information about NED. NED cor

History
Saved Tasks
Scheduled Tasks

Renewal Tasks

Manage Record

Transfer

Manage Services

My

Update

Legacy NED

Update - Position Organization / Contact Information

Bodine, Thomas (D01-0549-350): Contractor - HNAYS , NIH ID Badge (Expired)

on / Contact Information

all fields marked with an asterisk (*) are required.

Classification Information

*Classification: { Contractor

elect --

Organization Information Fellow
Guest Researcher
ICH | NIH FTE - Commissioned Corps (CC)
*SACOrg, Unit: | NIH FTE - Special Government Employee (SGE)
MIH FTE - including GS, SES, Title 42, etc,
o)

Position Contact Information Valunteer (Clinical Rotator)

*Praject Officer [2]: [gpick

(001-0051-185)

Contractor Project Manager [2]: I

Point-of-Contact (POC) [2]: I,E"JE"S,SP”J Jeffrey (001-0051-165)

"servicing A0 [2]: [obins, Glenda (001-0095-266)

Contract Information

*Contracting Company: [ gpa INTERNATIONAL INC.

Contract Numbar:‘

Make whatever other chahngesh are necessary and click on the Next button to return to the

Update — Overall Summary page. A warning will indicate that the individual’s current badge will

be disabled once the changes are authorized.
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Scroll down on the Update — Overall Summary page and, If necessary, click on the Edit button
for any sections that display a warning concerning missing information. When you’re done
updating the record, click on the Submit Changes button.
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To enter or change the badge title of an existing
Volunteer (Clinical Rotator)

Click on Modify in the NED menu, find the record, click on the (Optional) Badge Title drop-down
list, and select the appropriate badge title, e.g., Physician.
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Click on the Update Services button.



