Office of the Chief Administrative Officer
Links for New Employees

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.qov/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.qov/

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%200rganization

%20Chart.pdf

Commerce Leadership
http://www.commerce.gov/print/about-commerce/commerce-leadership




Office of the Chief Administrative Officer
Links for New Employees

Frequently Asked questions about Commerce
http://www.commerce.gov/print/about-commerce/fag

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/chs/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.qgov/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 (OCAQO) Familiarization

OCAO Organizational Vision and Values Video
http://www.corporateservices.noaa.gov/~ocao/org values.html

OCAO Vision & Values
http://www.corporateservices.noaa.qov/~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/~0cao0/102610 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/nf4101rl.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




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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You are about to access the NOAA Staff Directory (NSD).
This is a Federal computer system and is the property of the United States Government. It is for authorized use only.

NOAA Staff Only

Usemame: |amber beam (Email Login ID - Example: jane.a.doc)
| (Email Password)
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Public Users

Login is not required. NSD will display information such as: Name, Phone Number, Email

vi03.7

A\ Notice to Users
This is a Federal computer system and is the property of the United States Government. It is for authorized use only. Users (authorized or unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses of this system and all files on this system may be intercepted, monitored, recorded, copied, audited, inspected, and disclosed to authorized site, NOAA, and law enforcement parsonnel, as well as
recipient authorized rep ives of other agencies, both d tic and foreign. By using this system, the user consents to such interception. monitoring. recording, copving, auditing, inspection, and disclosure at
the discretion of authorized site or NOAA.

' Trusted shes Foos ~




Step 3: Enter your city. Select SO (staff office) from the Line Office menu and enter CAO in the organization
field. Press Request Search.
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Full Name Email Address Organization Pasition Title

@ Abunassar, Anocha Eliss elizs shunassarfinoas gov SOCAD IT Specialist

O Adelekun, Gwendolvn M wendohm adelelnm @ noas. gov SOICAQATIMO Management and Program Analyst

O Aguilar, Obadiah obadiah aguilanfnoas gov 50/CAQLDPPMB Logistics Management Specialist

O Akwara, Isaac isazc. akwara@noas gov SOCAQFOD

© Allen, Michelle W 13-0836 X 157  michelle allen@noaa. gov SOCAD Secretary

© Aparicio, Miguel M 139808 x 157 mizuel apaniciofnoas. gov SOCAQFPFMD Supervisory Arch

O Argueta, Rita E 13-2220x 181 nita.e arguetanoas gov SOCAQLMB Management Analyst

© Aubrecht, Garey garev.aubrechifinoas. gov SOCAD

© Azhar, Sakina sakina azhan@noas. gov S0/CAQ Contractor

OBLANC, MARLON Kirk marlon. blanc @noas. gov SO/CAOLME Contractor

O Bailey, Wiliam E william. ¢ balevinoas gov SO/CAQFOD Associate

©Ballou, James james balloudnoaa. gov SOCAQLMEB

O Barile, Salvatore sahvatore. barilef noaa. gov SOCAQFODBMEB NORFOLK Facility Operations Specialist

CBasuel, Amanda K amanda ba 1083 g0V S0/CAQ Budget Analyst

© Beeman, John M 13-0849x 137 john.beeman@nosa. gov S0/CAQ General Engineer

CBell, Temi L 13-0850x 195 temilbel@noas gov SO/CAQICRO OCAO EEO and Diversity Program Advisor

O Benjamin, LaToya 301=713-2411 latova benjaminfnoas. gov SOCAQLMB Contractor

C Bloomer-Mast, Susan J 3017132220 177 susan bloomen@noas. gov SO/CAOLME Printing Specialist
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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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Find | People v Query Subtree | NOAA v [ search | [ Advanced ]

To use the user interface, please log in using your NOAA LDAP userid (e.g. Thomas.K.Murphy) and password:
NOAA LDAP UseriD:[ |
NOAA NEMS Password:[ |

You are using the NOAA Enterprise Directory User Interface
This interface can be used to search for, modify, create, and delete entries in NOAA's Enterprise Directory.

You are currently viewing the Standard Search screen, which provides an easy and convenient way to search the directory. Enter a name, partial name, or userid in the Query field and click the Search button to quickly locate directory
entries. Use the "™ wildcard character to perform substring searches.

The toolbar you see at the top of this window is always available when you are using this interface. In addition to Standard Search, you can click the other buttans to perform a variety of tasks. To modify a directory entry, first search for it
using Standard or Advanced search option and then click the Edit button within the entry display.

Advanced Search  Advanced search. The advanced search capability allows you to specify the type of entry you are loaking for, where to search, which aftributes to return, and what type of matching you wish to allow.
New Entry Mew Entry allows you o create new people or group entries in the directory. The ability to create entries in the directory is currently limited to NOAA Mail Admins and Directory Admins only

Admin Guide The Administration Interface Guide provides guidance on using this application to manage NEMS directory entries.
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Step 2: Type in your Username and Password (same as your email login and password). Press Login.
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To use the user interface, please log in using your NOAA LDAP userid (e.g. Thomas.K.Murphy) and password:

NOAA LDAP UseriD:
NOAA NEMS Password:
You are using the NOAA Enterprise Directory User Interface

This interface can be used to search for, madify, create, and delete enfries in NOAA's Enterprise Directory.

You are currently viewing the Standard Search screen, which provides an easy and convenient way to search the directory. Enter a name, partial name, or userid in the Query field

Step 3: Click on your name.

AA Enterprise Directory User Interface - Windows Internet Explorer
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‘You are currently logged in ad Amber Beam) Click here to logout.

Advanced

You are using the NOAA ¥

gLprise Directory User Interface

This interface can be used fo search for, modify, create, and delete entries in NOAA's Enterprise Directary.

You are currently viewing the Standard Search screen, which provides an easy and convenient way to search the directory. Enter a name, partial name, or userid in the Query field and click the Search button to quickly locate directory
entries. Use the '™ wildcard character ta perform substring searches.

The toolbar you see at the top of this window s always available when you are using this interface. In addition to Standard Search, you can click the ather buttons to perform a variety of tasks. To modify a directory entry, first search for it
using Standard or Advanced search option and then click the Edit button within the entry display.

Advanced Search

Advanced search. The advanced search capability allows you to specify the type of entry you are looking for, where to search, which attributes to return, and what type of matching you wish to allow.
New Entry New Enfry allows you to create new people or group entries in the directory. The ability to create entries in the directory is currently limited to NOAA Mail Admins and Directory Admins only.
Admin Guide The Administration Interface Guide provides guidance on using this application to manage NEMS directory entries.



Step 4: Click Edit Person.

/= Ul Display Entry - Windows Internet Explorer

File Edit View Favorfes Tools Help
7_McAtee IR

You are currently logged in as Amber Beam. Click here to logout.
WBeam,ou=PeopIe,o=noaa‘gov
( EditPerson A [ Show vCard ] [ Change Password

Raw Display
J[ Groups ][ Underlings J

Contact Information
First Name Amber

Initials

Last Name Beam

Name Amber Beam
UserlD Amber.Beam
Title

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

= Ul Edit Entry - Windows Internet Explorer
File Edit WYiew Favorites Tools Help
7_Mchfec i

Building SSMC4

Room Number 12155

Routing-Eode SQOU4210

e‘ﬂ Mail Information

E-Mail Amber.Beam@noaa.gov

Alternate E-Mail Address Amber Beam{@vmailé nems. noas. cov
Mail Host

vmail6.nems.noaa.gov

/1 Mail Delivery Option mailbox forward autoreply
Inet User Status Option

active
Mail User Status Option active
Mail Message Store store3
Mail Quota

Step 6: Next check the boxes for Mailbox and Autoreply then click Ok.

£ Ul Edit Entry - Windows Internet Explorer
File Edit “iew Favorites Tools Help
%_McAfee. j|I

Zip Code 20910

Building SSMC4

Room Number 12155

Routing Code SOU4210

.14 Mail Information

E-Mail Amber.Beam@noaa.cov

Alternate E-Mail Address

Mail Host /

Amber.Beam(@vmailé.nems.noaa.gov

A6 RS, BOdT. 20

Mail Delivery QOption ok candel Fmailbox Oforward []program
Inet User Status Option active

Mail User Status Option active

Mail Message Store storel

Mail Quota
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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.

Mail Routing Address
Mail Program Delivery
Allowed Mail Service Access
Mail Access Domain \A
<@ ok cancel BN ~
I will be out of the office December 23-27th I will
respond to your message whea I recurn.
Mail AutoReply Text edil delele
Wacation Star: Date edit delete Thu Dec 23 00:00:00 2010 UTC UTC
Wacation End Dale edit delete Mon Dec 27 00:00:00 2010 UTC UTC
Mrirmnmr e RAAL A Almain AT A AV Tal A Aevndanm

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

e r\l.lLILIII!:J Eg US LN B~ 3]
Mail Program Delivery
Allowed Mail Service Access
Mail Access Domain
Mail AutoReply Mode ok cancel |FEENG v
I will be out of the office December 23-27th I will
respond to your message whea I recurn.
ail AutoReply Te \Aedil delete
Wacation Star: Date edit delete Thu Dec 23 00:00:00 2010 UTC UTC
Wacation End Dale edit delete Mon Dec 27 00:00:00 2010 UTC UTC
Mrirmnmr e RAAL A Almain AT A AV Tal A Aevndanm

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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Mail Program Delivery
Allowed Mail Service Access
Mail Access Domain

Mail AutoReply Made edit Reply
I will be out of the office December 23-27th. I will
respond to your message when I return.

Mail AutoRepl —detet
/wm%:ti’-:: delete Thu Dec 23 00:00:00 2010%
tion End Date ok cancel|December v[27 [ v[2010 v
Primary Mail Admim i s

Secondary Mail Admin

Webmail Admin vmail6.nems . noaa.gov
(4 Additional Information

Description edit

Personal URL edit

Mailing Address edit
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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.

Mail Program Delivery

Allowed Mail Service Access

Mail Access Domain

Mail AutoReply Mode edit Reply

I will be out of the office December 23-27th. I will
respond to your message when I return.

Mail AutoReply Text edit delete

Vacation Start Date edit delete Thu Dec 23 00:00:00 2010 UTC UTC
Vacation End Date edit delete Mon Dec 27 00:00:00 2010 UTC UTC
Primary Mail Admin OFA Mail Admins

Secondary Mail Admin

Webmail Admin vmailé.nems.noaa. gov

edit
Description edit

Personal URL edit

Mailing Address edit

FedEx Address edit

Multiline Description edit

[ Save Changes B Delete Person
This entrv was last modified by amber beam on Thu Dec 23 04:24:38 2010 UTC.

| Error on page.
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