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Getting Started (And Recommended Bookmarks) 
 
NOAA Telecommunications (Telephone) 
http://www.cio.noaa.gov/ito/telecom.html 
 
NOAA Business Cards  
http://www.corporateservices.noaa.gov/~facmd/LMB/LMBp_businesscards.html 
 
Transit Subsidy 
http://www.corporateservices.noaa.gov/~facmd/noaa/LogisticsDiv/logisticspvt.html 
 
Smart Benefits Application (Within Transit Subsidy Link) 
http://www.corporateservices.noaa.gov/~facmd/noaa/LogisticsDiv/Smart%20Benefit%20Applic
ation%20Revised.doc 
 
Web Time & Attendance  
https://docwebta.eas.commerce.gov/webta/ 
 
Remote Access User Agreement Form (from I.T. Website)  
http://nrc.iso.noaa.gov/documents/OCIO_Remote_Access_User_Security_Agreement.doc  
 
Telework Application and Agreement 
http://www.wfm.noaa.gov/pdfs/Telework-Application-forms.pdf 
 
NOAA Webmail 
https://mail.nems.noaa.gov/ 
 
NOAA Oracle Calendar Online 
https://webcalendar.noaa.gov/portal/page?_pageid=36,1&_dad=portal&_schema=PORTAL 
 
 
Department of Commerce Familiarization 
 
U.S. Department of Commerce – About the Department of Commerce  
http://www.commerce.gov/print/about-department-commerce 
 
U.S. Department of Commerce Organizational Chart  
http://www.commerce.gov/sites/default/files/documents/migrated/Department%20Organization
%20Chart.pdf 
 
Commerce Leadership  
http://www.commerce.gov/print/about-commerce/commerce-leadership 
  



Office of the Chief Administrative Officer 
Links for New Employees 

 
 

2 
 

Frequently Asked questions about Commerce  
http://www.commerce.gov/print/about-commerce/faq 
 
DOC EEO policy Statement 
http://www.osec.doc.gov/ocr/policy.html 
 
Commerce Alternative Personnel System 
http://www.wfm.noaa.gov/performancemgmt/demoproject/demoproject.html 
 
Commerce Learning Center at NOAA  
http://www.wfm.noaa.gov/e-learning/index.html 
 
Commerce Purchase Card System (CBC) Help Desk Information 
http://www.corporateservices.noaa.gov/cbs/helpdesk.htm 
 
 
National Oceanic & Atmospheric Administration (NOAA) Familiarization 
 
Welcome to NOAA – Message from Dr. Jane Lubchenco. 
http://www.noaa.gov/about-noaa.html 
 
NOAA Organizational Chart  
http://www.pco.noaa.gov/org/noaaOrganization.pdf 
 
NOAA Leadership  
http://www.noaa.gov/leadership.html 
 
NOAA Fiscal Year 2011 Budget Summary  
http://www.corporateservices.noaa.gov/~nbo/11bluebook_highlights.html 
 
NOAA Line Offices  
http://www.corporateservices.noaa.gov/noaa/lineoffices.html 
 
NOAA Corporate Finance and Administrative Offices  
http://www.corporateservices.noaa.gov/noaa/offices.html 
 
 
Office of the Chief Administrative Officer (OCAO) Familiarization 
 
OCAO Organizational Vision and Values Video 
http://www.corporateservices.noaa.gov/~ocao/org_values.html 
 
OCAO Vision & Values  
http://www.corporateservices.noaa.gov/~ocao/vision-and-values-poster.pdf  
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OCAO Organizational Chart  
http://www.corporateservices.noaa.gov/ocao/011211_ocao_organization_chart.pdf 
 
OCAO New Employee Website  
http://www.corporateservices.noaa.gov/~ocao/new_hire.html 
 
OCAO EEO Policy Statement  
http://www.corporateservices.noaa.gov/~ocao/102610_eeo-policy-statement.pdf 
 
OCAO Telework Policy  
http://www.corporateservices.noaa.gov/~ocao/teleworkpolicy.pdf 
 
 
NOAA Civil Rights Office 
 
NOAA Civil Rights Office  
http://www.corporateservices.noaa.gov/civilr/sitemap.htm 
 
 
Other NOAA Links 
 
Workforce Management Office Welcome Aboard for New Employees 
http://www.wfm.noaa.gov/new_employee/index.html 
 
NOAA Workforce Management Office  
http://www.wfm.noaa.gov/about_us.html 
 
NOAA Staff Directory 
 https://nsd.rdc.noaa.gov/nsd/moreinfo 
 
NOAA Information Technology (and I.T. Helpdesk) 
http://nrc.iso.noaa.gov/help_desk.html 
 
Safety Incident Reporting  
http://www.seco.noaa.gov/Safety/Incident_Reporting.htm 
 
NOAA Safety Awareness Course 
http://www.seco.noaa.gov/Safety/Training_Resources.html 
 
NOAA Travel Cards 
http://www.corporateservices.noaa.gov/~finance/JPMC.html 
 
NOAA Identification Cards (Common Access Card and NOAA Badge) 
http://www.wfm.noaa.gov/badge_info.html  
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NOAA Common Access Card 
http://www.corporateservices.noaa.gov/~facmd/noaa/HSPD12/H-PVT_homepage.htm 
 
NOAA Facilities Change Request 
http://www.corporateservices.noaa.gov/~noaaforms/eforms/nf4101r1.pdf 
 
Building Management (NOAA’s Silver Spring Offices) 
http://www.corporateservices.noaa.gov/~facmd/noaa/BMB-NCR/BMB-NCR.html 
 
NOAA Homeland Security Program Office  
http://www.homelandsecurity.noaa.gov/ 
 
 
Other Links 
 
GovLoop’s New Hire Guide 
http://www.govloop.com/page/new-hire-handbook 
 
Silver Spring Metro Center Services  
http://www.corporateservices.noaa.gov/~facmd/noaa/EO_Homepage.html 
 
New to Silver Spring Website  
http://www.wfm.noaa.gov/new_to_NOAA_SilverSpring.html 
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How to Create an OCAO Location‐Specific 
Phone List 

Follow the steps below to create a phone list for your CAO location. 
 

Step 1: Access the NOAA Directory (https://nsd.rdc.noaa.gov/nsd/moreinfo). 
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Step 2: Enter your username and password (same as email login and password) in the space under NOAA 

Staff Only. Press Enter NSD Internal Version. 
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Step 3: Enter your city. Select SO (staff office) from the Line Office menu and enter CAO in the organization 

field.  Press Request Search.   

 

Final Product: Phone List of All CAO Staff in Silver Spring. 
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How to Setup an Out of Office Message 
Follow the steps below to setup your out of office automated response. 
 

Step 1: Access the NOAA Enterprise Directory User Interface (https://ui.nems.noaa.gov/). 
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Step 2: Type in your Username and Password (same as your email login and password). Press Login. 

 

 

Step 3: Click on your name. 
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Step 4: Click Edit Person. 

 

 

Step 5: Under the heading Mail Information (fourth section in the list), find Mail Delivery Option, then 
click Edit. 

 

 

Step 6: Next check the boxes for Mailbox and Autoreply then click Ok. 
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Step 7: Under the Mail Information heading, find Mail AutoReply Mode  click Edit. Then select Reply 
from the drop-down menu. Now click Ok.  

 

 

Step 8: Under the Mail Information heading, find Mail AutoReply Text, click Edit. Then type your out of 
office message and click Ok.   

 

Step 9: You can also set the vacation start and end dates to automatically start and stop the out of 
office response.  Under the Vacation Start Date, click Edit. Drop-down menus appear, select the 
appropriate month, date, and year.  Click Ok. Repeat same steps for Vacation End Date. 
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Step 10: Click Save Changes. A pop-window will appear outlining the changes you’ve made. You can 
close the window and the browser. You have successfully set your out of office message. 

 


