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Each employee at the National Institutes of Health (NIH) can created up to six My Pages.  Most 
employees might only choose to use one My Page, but others may like the versatility that an 
additional page provides.  Portlets (formerly “gadgets”) can be arranged on each page by topic 
or job role and instead of scrolling through one long page full of gadgets. 
 
For example: Users can just switch to a page that has all travel information.  This functionality 
may be of particular interest to an employee who “wears two hats,” or has two or more very 
different job functions that require access to different information or systems.  Those can be 
organized on to two or more pages. 
 
The process for adding new “My Pages” has six steps: 
 

1. Log into the Portal 
2. Create a new page 
3. Name your new page 
4. Add Portlets to your page 
5. Select Page Layout for your page 
6. Finish 

 

Step 1: Log into the NIH portal (http://my.nih.gov). Username and password are the same 
your computer login. 
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Step 2: To add a new page, click on My Pages, then Create New Page.  A new window will 
pop up. 
 

                           
 

Step 3: Name your new page 
In the screen that opens up type a name for your page in the box. 
 
 

 

Type the name of your new page here 
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Step 4: Add Portlets to your My Page  
 
Select the Add Portlets button:                            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A new window will open: 
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There are two ways to view and choose portlets for your new page.   
••  You can search for portlets using the search box at the top of the page or,  
••  You can browse through the file folders for portlets related to a certain category. 

 
You can preview a portlet by selecting its name.  A pop-up window will appear showing a 
preview of the portlet.  
 
Once you have identified the portlets you want on your new page click the check box next to its 
name. 

 
 

You can return to a previous menu by clicking 
the Original Search For * link. 
 
Once you click on Original Search For * or 
on Finish the portlets whose checkboxes you 
have selected will appear in the grey area at 
the bottom of the window. 
 
Select Finish to close the window and return 
to the Create New Page window. 
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Step 5: Select a page layout and arrange your portlets 
 
Once you have selected some portlets they will appear in the Create New Page window. 
 
The grey rectangles represent the number of columns that will appear on your my Page.  You 
can choose from 1, 2, and 3 column layouts. 

 
 
To select a page layout click the Select Page Layout icon:  

  
 
A new window will open.  Click on the button over the page layout you prefer and select Finish. 
 
If you have chosen a layout with a narrow and a wide column then your portlets will arrange with 
all of the narrow portlets along the narrow column on the left side.   
 
Wide portlets can only be displayed in the wide column. 
Narrow portlets can be displayed in either the narrow or the wide column. 
 
To arrange portlets: 

1. Click on one and drag it to the desired location. 
2. Narrow gadgets will not fill the wide gadget column but it can be moved their 
3. To reorder the columns click and drag the portlets into the desired locations 
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Step 6: Finish 
 
Once you have selected and arranged the portlets to your satisfaction click the Finish button in 
the uppermost right corner to complete your new My Page. 
 
You now have an additional My Page listed under your My Pages tab. 
 
You can create up to six (6) My Pages.  
 
To navigate to your new page select the My Pages tab and click on your page name. 
 
Once you are one the page you can edit it by selecting Edit Page under the My Pages tab. 
 
Also available are the options to Add Portlets and Delete this page. 
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