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1.0 Introduction 

1.1 Background and Scope 
The IT Architecture Office (ITAO) has developed NIH IT Catalog to provide the NIH Community 
with access to information about IT systems, services, and other IT assets.  At a high level, the 
goal of NIH IT Catalog is to provide this access to anyone with an NIH Login in an effort to 
promote reuse, to facilitate the adoption of shared services, to streamline IT processes and to 
increase transparency. 
 
This User’s Manual provides guidance on how to use the NIH IT Catalog. If you have issues or 
ideas about how to improve the systems, please contact us at 
enterprisearchitecture@mail.nih.gov.  
 

2.0 Baseline Instructions 

2.1 IT Catalog Access  

1. Open a web browser and type in the web address for the IT Catalog: 
http://itcatalog.nih.gov/ee  

2. On the NIH Login screen, sign in with your PIV card or username and password: 

 

Figure 1: NIH Login Screen 

3. The IT Catalog home page appears. 
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2.2 Basic Navigation  

1. The home page provides direct access to the most commonly used areas of the IT 
Catalog. 

 

Figure 2: NIH EA Repository Home Screen 

2. Click the “Home” link in the upper left corner or the home icon at the top of the page to 
return to the home page at any time.  

 

Figure 3: Return Home by clicking “Home” link or home icon 

3. It is also possible to navigate using the folder listing in the left panel. Expand “NIH IT 
Catalog (Home)” by clicking the “+” sign next to the folder. Expand the NIH folder in the 
same way. 
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Figure 4: NIH EA Repository Home Screen (folders expanded) 

4. Pages within the catalog fall into three main categories: 

1. Folders are used for organizing data. Each folder may contain filters and/or other 
folders. 

2. Filters are used to display information in a tabular grid format. The information in 
the reports can be narrowed further using subfilters. 

3. Forms are used to add, edit or view the details of an individual record, depending 
on your role in the system. 

5. Be aware that forms generally open in a new window. Depending on your browser 
settings, new windows may appear as a new tab within the existing window. In either 
case, be sure to close the new window or tab when you are finished viewing, editing or 
updating the form. These form windows lack the left-hand navigation area, so it can be 
confusing if they are left open and used to navigate to other areas of the catalog. 

2.3 Working with Filters 

1. Filters are identified with a grid icon ( ). To view the contents of a filter, click on the link 
name of the filter.  
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Figure 5: Example of viewing a filter: Information Systems 

2. When there are many records to display, the information will be listed in a series of 
pages. Use the page navigation links at the upper right corner to move between pages. 

3. Click on any column heading to sort alphabetically by the data in that column. Click the 
heading again to reverse sort. 

4. Subfilters are useful for finding specific records, or to narrow the set of results that is 
displayed. To use subfilters, click the subfilter icon  (which looks like a funnel: ) at the 
top of the listing, just below the listing’s title. (Alternatively, select “Subfilter” from the 
“Tools” menu). 

5. Click in one of the entry boxes above the display columns, type in the search term, and 
press the Enter key. 

6. To clear the filters and display all records, click on the subfilter icon again. 

7. The information displayed in the filter can be exported to an Excel spreadsheet.  Click on 
the Excel icon at the top of the listing: . (Alternatively, select “Export” from the “File” 
menu, and then select “to Excel”). Note that all records are exported, and any subfilters 
that may currently be applied are ignored on export. 

8. Click the Save button in the popup dialog and provide a file name (default is “filter”) 

9. To export the data to a PDF, select “Export” from the “File” menu, then select “to PDF”. 

10. At least one of the filter columns will contain hyperlinks. This is typically the name of the 
record listed in each row. Click on any of these links to edit the corresponding record. 
The link will open a new form page. 
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2.1.4 Working with Forms 

1. Forms are generally opened by clicking a row in a filter view, or by clicking a link on a 
page (for example, to create a new item).  

2. Forms display attributes and relationships that are associated with a single record in 
the IT Catalog.  

3. Attributes are numeric or textual data that describe the record or provide additional 
information about it. The attributes are listed at the top of the form.  

 

Figure 6: Attributes are listed at the top of the form 
(in this example, Information System details) 

4. Relationships are associations between different types of entities. For example, an 
Information System may be associated with an Investment, and it may also be associated 
with multiple desktop configurations that it supports. Each type of relationship appears in 
its own table below the attributes. 
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Figure 7: Relationships are listed in the lower portion of the form 
(in this example, Information System details) 

5. To edit an existing relationship, click on the link that describes the relationship (for 
example, “BTRIS supports Adobe Acrobat 9”). The details of the relationship appear in a 
new form window. Make any changes, click the Save button, and then close the form 
window. 

6. To add a relationship, click the “new” icon which looks like a document ( ). Fill in all 
required fields, click the Save button, and then close the form window. 

7. Subfilters can be applied to relationship listings, just as with filters. 

2.3 Issues and Recommendations 
None 
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APPENDIX A: User’s Manual Approval 
The undersigned acknowledge that they have reviewed the NIH IT Catalog User’s Manual and 
agree with the information presented within this document. Changes to this User’s Manual will 
be coordinated with, and approved by, the undersigned, or their designated representatives. 
 

Signature: //signed// Date: 7/30/2012 

Print Name: Steve Thornton   

    

Title: IT Specialist   

Role: Federal Project Manager   
 
 


