Submitting HR Systems Access Requests
(non-HR users)

User access to HR systems such as Capital HR, LMS, SMART HR and WITS is managed by the HR Systems
Support (HRSS) Team within the HR Systems, Analytics and Information Division (HR SAID). Requests for
new/modified/removed access to HR systems are submitted via the online HRSA form on the OHR website:
https://intrahr.od.nih.gov/wits/index.htm

Accessing the HRSA Form

From the HR Requests Page, click on “Initiate New Request” and select Need Access?:

Office of Human Resources |
at the National Institutes of Health

Benefits & Pay | HR Guidance m HR Systems NIH Training Center | Working at NIH | About OHR _

IC Access to WiTS Reporis Human Resources Requests
(Access Required)

IC Access to WiITS Time to |We1 come: Samantha Lubel |
Hire Dashboard .

{Access Required) |

|| Search |

& Return to Main Mem

Access to other HR | HR Request Type || Description || Guide | | Tntoria]|
Systems (nonWiTS)
- Submit a request for assistance for a -

: N 7 2] =
Capital HR Need Help? mumber of HR Systems ©
(Login Required) =
] IP—= B — Submit a request for new, modified or -

HHS Careers - Selection ( Need Access? ) deleted HR Sv LA ©

TETEnE S~— 1 eted access to ystems

e Considering Retirement Submit a request to the Benefits office d
; g . . .

HR CARDS to obtain a Retirement Estimate

LMS - Submit a request to the CSSED for a -

= S triti i i ; 7 L) /

(L ogin Required) Need to initiate a Senior Level Pay Case? Senior-Level Pay case B a
Important Notice About Access Requests

ITAS The HE. Requests Page is only compatible with Internet Explorer (IE) versions 7 or § and

(Login Reguired) Mozilla Firefox versions 3.3 and higher.

Ti — If you experience technical difficulties with this page, please submit an HE. Svystems Support Request.

{Login Required)

NIHITS If this is not possible due to system issues, please contact the HE. Systems Support Team via email at

(Login Required) arsz Latgar

e0PF

Last updated: 12.4.2014


https://intrahr.od.nih.gov/wits/index.htm

Completing the HRSA Form

On the Request Information tab, you will need to complete information about yourself (the “requestor”) and
some general information about the user, the supervisor, the IC approver, and the request:
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Request
Information

HR/Non-HR Employee
Ticket #

Status

Requestor's Name*

Requestor's Phone # (No Dashes)
Request Type*

Employee Type

Supervisor's First Name™:
Supervisor's Email Address™:

IC Approver's First Name™:

(Don's kmow Whe Yeur IC Approver Is)

IC Approver's Email Address™=:
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Does the person who requires access have an Access Disclosure form on file?

Activity Name
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Priority Code®

Requestor's Email (For multiple address, separate with
semi-colon)*
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Date Access/Modification/Deletion to Take Effect
(mm/dd/yyyy)*

Requestor's IC¥

Supervisor's Last Name™:

(NED Lookup)

Supervisor's Telephone Number:
IC Approver's Last Name™:

(NED Lookup)

IC Approver's Telephone Number:

Initiate Request
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C User
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* Required Fields

In the next section, select each system that the user will need access to/modification of/deletion from by
clicking the checkbox next to each. Only Capital HR, LMS, SMART HR and WITS are available systems for

non-HR users.

Select the systems required:® (If user is cthanging organizations, check all systems that s/he will require. If user is not changing organizations, check only the new system that is required,)

(] Capital HR (E4RP)

s

[ SMART HR

[ wirs

Note: With each system you select, an additional tab will appear at the top of the form with fields that need

to be completed which are specific to that system.

In the last section of the tab, use the “Select” button to complete the information for the user for whom you

are requesting access.

User Profile (Use the to search by the user's last name and auto-populate the fields below from NED.)

First Name*
Last Name*
Birth Month
Position Title
Email Address*
Organization*
1c*

Will user require assistive technology (Sec. 508)?

Comments

Samantha
Lubel

|\ntam (hr specialist)

[lubelsi@mail.nin.gov

|Ta\em Management and Workflow Systems Br

[op-oHR

No v

Middle Initial

NIH Badge ID (No Dashes)*

Birth Day

Building/Room # (e.g., EPS/100)>
Phone # (No Dashes)
Organization Initials*

Administrative (SAC) Code: *

If applicable, Please specify whose access to model after

(Must be existing user)

Note: Do NOT enter SSN information in this area or attach any documents containing such information to this request.

After the Request Information tab has been completed, each system tab will also need to be completed.

Note: If you are modifying an existing user’s access, indicate what is changing on the appropriate tab AND
note the change in the comments section. If you are removing a user’s access, indicate that it is a deletion
and list the effective date in the comments section.
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Capital HR

Request Capital
Information HR

Core Roles v
PAR Requester - Admin Recruit Requester - Admin
PAR Approver - Admin . . Recruit Approver - Admin
gg?iovxsn?;ﬂantwagsl‘ijs (Hold CRTL key and click all PAR 15t Authorizer - Admin Esgrgiégvt\fhn;tkﬂagglgn\es (Hold CRTL key and click all Recruit 15t Autharizer - Admin
PAR 2nd Authorizer - Admin

Recruit2nd Authorizer - Admin

Admin Codes to which user will require access
(Separate with comma)

Note: If you are modifying Capital HR roles, you must select all roles that will apply.

For Capital HR, identify the roles that the user will need as well as the Admin Codes they will need access

to. If this is a modification, list all the codes and roles that the user needs access to (not just what will be
changing).

Note: Definitions of the ‘Par Workflow Roles’ can be found on the Capital HR section of the HR Systems
page of the OHR website: http://hr.od.nih.gov/hrsystems/staffing/caphr/help.htm

WITS

Request WiTS
Information

Network Login l:l

Note: To request access, please make the appropriate selections from each list. Select ‘Not Applicable’ if none of the options on the list apply for the user. If you are modifying the user's profile, you must select all roles that apply.
Visit https: /fintrahr.od.nih.gov/hrsystems/staffing/wits/documents/IC WITS Roles and Permissions.pdf for more information about profiles and permissions.

IC Data Access* Web Viewer Access™® Web Request Access*
(Select the IC Data that the user will need to access.) (Select the online access that the user will need.) (Select the web Request access that the user will need.)

~

Time to Hire Dashboard Viewer HR Request Initiator (Senior Level Pay)
Web Report Viewer NJA
N/A

For WITS, enter the user’s network login (the user name used to login in the morning; for example,

“smithj”), select the IC Data Access, Web Viewer Access, and/or Web Request Access that the user will
need.

LMS

Request LMS
Information

Content Administrator
Leaming Administrator
Local Leaming Administrator
People Administrator

LMS Roles Required

Note: If you are modifying LMS roles, you must select all roles that will apply.

Visit http://hr.od.nih.gov/hrsystems/benefits/Ims/documents/FINAL-LMS Admin Role Matrix.pdf to view the definitions and functions of all LMS roles.

For LMS, identify the role (s) that the user will need based on the Administrative Training completed. If
this is a modification, list all the roles that the user needs access to (not just what will be changing). Note:
LMS administrator role(s) can only be granted if the corresponding training has been completed.
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To view the definitions and functions of all LMS roles, click the link provided on the tab.

SMART HR

Reqguest SMART HR

Information
Core Roles™ Executive Officer
IC Liaison
Action Planning (Exit Survey) 7 Justification™
SMART HR Modules™ Exit Survey Repors (Please describe your reason(s) for
(Hold CRTL key and click all options that apply) NH Awargs Ac?wlty Dashboard v ;eetﬁeﬁzgr)wg access to the module(s) you have
PMAP Data Call

Admin codes to which the user will require access
(Separate with comma)
Applicable to Awards Dashboard Only

Mote: Global User has access to all ICs
Are you an EEO Specialist?
Applicable to Survey Results Only

Note: If you are modifying SMART HR access, you must select all applicable roles/modules, all others will be removed. More information about SMART HR access, modules, and core roles can be found at
https:/fintrahr.od.nih.gov/smarthr/accessinfo.aspx.

For SMART HR, you will need to select the core role of the user, the modules the user will need access to
and the admin codes/IC they should be able to view. A brief justification for the access must also be
provided. You will also need to indicate whether the user is an EEO Specialist.

To view the definitions and functions of all SMART HR access, functions and roles, click the link provided
on the tab.

Attaching Documents to Your Request

You can attach any necessary documents to your request by using “Add Attachment” icon at the bottom of
the page:

Add Attachment
After clicking the attachment icon, click the “Browse” button and select the file you would like to attach:

Add Attachment

File Name Attachments Delete?

| | Please click the Browse button to add attachment Browse... [

(Note: If you do not see 3 'Browse' button next to your attachment enabled, the file is already attached, and can be removed by clicking the 'Delete’ checkbox at the end of the row. You can attach up to 5 files. * msg, *.doc, * pdf,
*.txt, *.xls farmats are the scceptable file formats. )
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Saving / Submitting Your HRSA Request

At any time during this process, you may click the Save Request button to save the information for

submission at a later date.

' Submit Request |

After you save, you will receive a pop-up notice confirming that the form has been saved and stating the

WITS transaction number.

number.

HR Systems Access Request Saved

Your HR. Systems Access Request has been saved, and assigned # 9434 as the ticket

You may retrieve this ticket from the "View My Drafis" section of this page for further
completion and/or final submission.

The HR Systems Support team is available to assist you from 8:00am to 4:30pm (EST)
Monday through Friday. The office is closed on all Federal Holidays.

When you are ready to send your information to the HR Systems Support Team, you may submit your

request by clicking the Submit Request button.
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Save Request |< Submit Request |>

After the request has been submitted, you will receive a pop-up notice confirming that your request was
sent and stating the WITS transaction number. You should reference this number when contacting HR
Systems Support.

HR Systems Access Request Submitted

Thank you for submitting an HR. Systems Access Request. Your request has been
assigned # 9430. as the ticket number. Please reference this ticket number with any

mquires.
Please note: you may confirm your submission and track the status of your request from

the "View Submitted Requests" section of this page.

The HR Systems Support Team is available to assist you from 8:00a to 4:30p (EST),
Monday thorugh Friday. The office is closed on all Federal holidays.

oy

Reviewing Your Submissions and Drafts

You may return to the page to view your draft forms as well as requests that you have submitted by clicking
either “View My Drafts” or “View Submitted Requests.”

Helpful Links Human Resources Requests
Welcome: Terrye Verge / /
IC Access to WiTS Time — - - -
Initiate New Request WView My Drafts | View Submitted Requests |

to Hire Dash 1
(Access Required)

View My Drafts

By clicking on View My Drafts, you will be able to view a list of requests that you have initiated but
have not yet submitted.
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View My Drafts
(HR Systems Access Requests)

Select HR Request: j Export My Drafts to: B
Ticket Issue Issue Category System Emplovee Last Status  Contacts Guide Delete
# Type =) Updated in HR
Temrye
Verge
. = Feb 14
e » Modify User (On 2 ; -
Modify 9430 HRSA Profile/Permissions Eehalf of df}“ DRAFT *ﬁ = X
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Verge)
Terrye
New Syst X[;rlge Feb 16
Modify 9434 IRSA 0 YEEM ( 2011  DRAFT =+ -
_— Access Behalf of —
1:20PM
Temrve
Verge)
Page 1 of 1

You may click on Modify to open the draft, update it and either save it again or submit it. You can

also export this list to Excel or Word by clicking the Excel or Word icons. You can also delete your
drafts here.

View Submitted Requests

By clicking on View Submitted Requests, you will be able to view a list of requests that you have

submitted.
View Submitted Requests
(HR Systems Access Requests)
Select HR Request: j |Se|e+:t Status j Export My Submitted Requests to: o] 2]

Ticket Issue Issue System Emplovee Last Status in Helpdesk View Contacts

# Tvpe Category (s) Updated HR Category More
Temrye
MNew "S:lge Feb 16 MNew
0435 HESA System  WiLS8 ( 2011 PEMNDING System % -bﬁ
N EBehalf of N
Access 1:28PM Access
Terrye
Verge)

You can export this list to Excel or Word by clicking the Excel or Word icons. After you have submitted a
request, you will not be able to edit it.

Next Steps — After Your Request Has Been Submitted

You will be contacted via email throughout the process if more information is needed and/or the Access
Disclosure Form needs your signature. Note: If you do not have an Access Disclosure Form on file with
HRSS, you will have 10 days to submit it.
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Subject: System Access Tentatively Granted - Terrye Verge

HR systems access has been tentatively granted to Terrye Verge for the following systems: WiTS. If an Access Disclosure form was not submitted with your request or in the past. you can
download it from the HRSS Community on the NIH Portal at: http:/hr.od.nih. gov/hrintranet/newaccounts.htm. Please complete and submit the completed form(s) to HR Systems Support
(HRSS). at EPS. Suite 100.

Contractors
If you are a contractor, vou must also download and complete the Contractor Access Agreement at: : https:/intrahr od nih gov/hrsystems/newaccounts.htm.

If the above forms are not received after 10 days, your tentative access will be de-activated. To re-activate vour user access, a new request must be submitted.

Your supervisor and/or IC Executive Officer may also be contacted to authorize the access, if needed, if
their authorization was not submitted with the initial request.

subject: Approval Requested - HR Systems Access for Terrye Verge
The HE. Systems Support Team has received a request for new or modified HR system access for Terrve Verge in the OD for the following system(s):
WiTS
Role(s) requested:

‘WiTS Roles: HE. Request Initiator (IC staff only), Web Eeport Viewer (IC staff onlv)

To approve this request, please reply to this email stating that vou authorize us to grant this access. You may also send an email directly to HE SvstemsSupport @ od nih gov.
Please note: Only the Executive Officer (EO) or an EO-designated approver may authorize this access.

If vou have received this email in error, please notify HRE. Systems Support by replving to this email.
Thank vou.

You will also receive an email confirmation when the access you requested has been granted.

Subject: Final System Access Granted - Terrye Verge

All required access documentation has been received by HR Systems Support, therefore final access has been granted to Terrve Verge for the following system(s): WiTS.
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