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CATS-I Cheat Sheets 


Commercial Activities Tracking Inventory (CATS-I) System

Overview and Function Summary

A Web interface and reporting portal is now provided to allow the Coordinator to monitor and manage their inventory.
The following functions are provided by the portal:

· Inventory Management link:  Menu Driven Web Application that enables both review and editing of an Institute’s Personnel Inventory.

· Report Library:  Pre-defined on-demand reports that allow the coordinator to display and print the inventory.

· Ad-Hoc Reporting: capability for development of customized reports and metrics.

Accessing CATS-I
The nVision CATS-I system participates in the NIH Login initiative known as the NIH Portal which is an NIH wide initiative to enable you to access numerous applications with a single sign on.  
Use the following Link to access the CATS-I System:

http://my.nih.gov    
Click the Commercial Activities Inventory Tracking System link to enter the CATS-I application.   
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INVENTORY MANAGMENT
Once you enter the CATS-I Inventory Management Application you will be provided with eight choices as follows:

A-76 Personnel Inventory - By Employee Name: 
(Review Inventory of Personnel By Employee Name)

This option allows you to manage your current inventory and is the primary menu option used by the A76 coordinator.  Once you select this option, a panel will appear that shows your institute (or organization) and which year you wish to review.  The current year is automatically presented.

To Review your current Inventory:

1. Select  “A76 Personnel Inventory – By Employee Name” from the main menu

2. Browse the List of current employees and their associated function codes
3. You can Export your inventory screen with all its details to either Excel or PDF file format.  These buttons show on the top right side of your inventory. 
Changing User Privileges:
The Lead Coordinator has the ability to determine registered staff access levels.  A Coordinator must be registered as the Lead Coordinator in order to grant or deny privileges. Executive Officers and System Administrators have Lead Coordinator rights inherent in their role.

1. Click the User Privileges link in the upper-right corner of the page

2. Place a check in Suspend Update or Suspend Access box.

3. Access may be suspended for one or both choices.

4. Click Update Privileges to confirm the changes. 

5. Lead Coordinators may not regulate the access rights of other coordinators, executive officers, and global access personnel.

6. Lead coordinators may reduce the access of staff under their domain but may not add extra privileges. (example: A person registered for read-only access will NOT be promoted to update access using this screen.

Changing a person’s function codes:

1. Click on that person’s last name on the inventory list (see above)

2. Scroll down towards the bottom of the screen and click update codes 

3. Use the scroll down selection to select a new function code

· You may assign up to three function codes to an individual

· When multiple codes are assigned, the percentage for all codes entered must be 100% and no individual code can be assigned a percentage of less than 10%. You should enter the three codes in order of importance.

· The “help” link next to each of the function code selections will display a detailed function code display to assist you.

4. Press the Update Codes button at the bottom of the screen.

5. A confirmation screen will appear with the message:”You are about to change the Function Code information for this individual. Please verify the information below. If this is correct, click the CONFIRM button to proceed and make these changes final. If this is incorrect, Click EDIT or CANCEL”

6. Press the “Confirm Update” button to proceed with the change.  You can press the edit button if you need to adjust your change, or the Cancel button to abort making the change.
Changing a person’s HR position related information:

You can change the HR information for a person; however in most cases this is not necessary.  The Human Resources Automatic Refresh process should handle these changes for you.  This function is provided to allow you to make end-of-year adjustments before the final certification where the HR refresh is not timely due to the batch cycle.  Use this function with discretion since it will turn off automatic HR refreshes in the future for this individual (for the rest of the reporting year).
       Proceed as follows to change a Person’s HR Information:

1. Press the Update Position Button

2. A warning pop-up box will appear.  Press “OK” to continue.

3. Make adjustments as necessary, Press the “Update”  button

4. A confirmation Panel will appear with message:”You are about to change Employee's Position information. Please verify the information below and click update to make these changes final.” 

5. Press the “confirm HR position changes” button to apply the updates, or alternately the “edit” button if you wish to make further adjustments.  Press cancel if you wish to abort the change.

Note: On the inventory list screen, all positions that have been manually updated for HR position related information will be colored yellow to indicate that manual updates have occurred.

Removing a Person/ Position from the Current Inventory:

You can remove a person from the current inventory; however in most cases this is not necessary.  The Human Resources Automatic Refresh process should handle these removals for you.  This function is provided to allow you to make end-of-year adjustments before the final certification where the HR refresh is not timely due to the batch cycle.  You can also use this function to “abolish” a position or remove a person from your inventory who was previously added in error.

To remove a person from the current inventory:

1. Select the person from the inventory list by clicking on their underlined last name

2. Press the “Update Position”  button  (a warning box will appear, click “Ok”)

3. Press the “set position to inactive” button

4. A warning message will appear.  To proceed, press the “confirm update” button.

Notes: Do not use this function unless you do not wish to have this position count in your inventory totals.  If a person has left NIH and you wish to indicate this and hold the position vacant, use the “Set Position to Vacant” function instead!

If you remove a person from the inventory who has not actually left, that person will be automatically added back on the next Human Resources Automatic Refresh.

Creating a Vacancy on the Current Inventory when a person leaves:

You can indicate when a person leaves and automatically create a vacancy in their place with the “Set Position Vacant” function; however in most cases this is not necessary.  The Human Resources Automatic Refresh process will automatically create a vacancy when it detects a person has left.  This function is provided to allow you to make end-of-year adjustments. When this function is used, all job-related attributes are preserved along with the position number in the database for the new vacancy record.

To set a position to inactive:

1. Select the person from the inventory list by clicking on their underlined last name

2. Press the “Update Position”  button  (a warning box will appear, click “Ok”)

3. Press the “create vacancy for this position” button

4. A confirmation panel will appear.  To proceed, press the “confirm update” button.

Removing Vacancies:

The HR Automatic refresh process does NOT remove vacancies when new persons are hired.  In order to remove vacancies when making adjustments:

1. On the Personnel Inventory Listing, press the “Vacant Positions” link to scroll down and see all vacancies.

2. Select the Vacancy you wish to remove.

3. Click the “remove this vacancy from inventory” if you wish to remove it completely

4. Click the “Fill this position” if you wish to replace this vacancy with a person and enter their information manually.
Updating Vacancies:

The HR Automatic refresh process does NOT update vacancies when changes must be made to the position information.  In order to update vacancies:

1. On the Personnel Inventory Listing, press the “Vacant Positions” link to scroll down and see all vacancies.

2. Select the Vacancy you wish to update.

3. Click the “Update this Vacancy” if you wish to make changes to it without adding an employee name.

4. Click the “Fill this position” if you wish to replace this vacancy with a person and enter their information manually.

Adding a New Employee:

The HR Automatic refresh process will automatically add new employees.  If you wish to add one manually or need to during the annual “freeze” period:

1. On the Inventory Listing Screen, press the “Add New Employee” link

2. You will be required to enter all required information for the employee.

3. You will need to know the employee’s SSN and Employee ID.  If you do not enter the correct SSN, future HR updates will not take place for this person.

4. Press the “adds employee” button when you are finished.

Adding a New Vacancy:

This function is provided to allow the A76 Coordinator to enter a vacancy where a position is newly created.  This is not the same as setting a position to vacant when a person leaves.  This function should be used when new positions are created but have not yet been filled.  To add these new vacancy positions:

1. On the Inventory Listing Screen, press the “Add a New Vacancy”  link (upper right hand side)

2. You must enter the basic position information for this new vacancy including at least one function code.

3. Press the “add vacancy” button to add the vacancy and confirm.
Historical Personnel Inventory 
(Review History for Active and Previous Personnel)
This option allows you to review historical information for all personnel ever recorded on the CATS-I. The navigation of this menu option is almost identical to the previous menu selection but includes personnel terminated or inactive and not present in the current inventory.  Positions set to inactive now have a reactive link attached to them.  If a position was inactivated in your inventory by mistake you can now come to the history screen and reactivate that position.  
Note:  Since the CATS-I provides the ability for both batch Human Resources and Online data entry, the effective dates shown will always be the ACTUAL date that the changes are applied to the CATS-I Personnel inventory.  This will preserve the chronological order of events all of modifications for an employee or position. Since the HR refresh executes in bi-weekly cycles and is suspended during the “freeze” period, the dates shown will differ from the actual date an employee is added or leaves. A Human Resources History report is provided to provide exact pay-period related information.  

Function Codes Maintenance 
(Review established Activity Function Codes)
This option is primarily used by the System Administrator to add and manage Activity Function Codes.  Coordinators and other non-administrative users can use this option to review all function codes. Function codes are specific to a particular year, and may change in their nature from year-to-year.  The default display shows all function codes for the current year.  You may change the year setting at the top left hand side of the screen to review function codes for a previous year. The Systems Administrator has the ability to grant override capabilities of reason codes to A-76 Coordinators by function code.
Email Alert Designations 
(Administer Automatic Email Alerts for Coordinators)

This option is primarily used by the System Administrator to add and manage Automatic Email Subscriptions.  Coordinators and other non-administrative users can use this option to review who receives notification emails for their institute or organization.  Ideally, coordinators should be set up by the administrator to receive all automatic messages for their institute; however, this subscription is optional.
Series Automatic Assignment Designation 
(Review Automatic Activity Function Code Assignment Designations)

This option is primarily used by the System Administrator to add and manage automatic assignment of function codes by job series.  These designations are used by the Automatic HR Refresh Process to assign default function codes to newly hired individuals.  Coordinators and other non-administrative users can use this option if they wish to review these settings.

Executive Officer Certification 
(Certification Status of Inventory by Institute)

This option is used by the Executive Officer to provide certification for an Institute or multiple Institutes for a given year when the inventory is completed.  Once certification has been made, no further updates are permitted for that Institute’s Personnel Inventory for the year certified. The Executive Officer can also revoke their certification and subsequently re-certify the inventory for their institute if further adjustments or updates are required.  Administrators, Coordinators and other non-administrative users can use this option if they wish to know if certification is complete for any Institute.  
Human Resources Automatic Updates and OMB Alerts/Management
(Review HRDB updates by pay period)
This link allows Coordinators to view personnel inventory activity during any pay period. In this section the user has been provided with sort and group by options.  The user can view additions, deletions or changes that occurred in any prior Update period.  There is a submit button that allows you to refresh the screen once you have made the appropriate drop down choices.

Administrative Control and Broadcast Feature
(Broadcast message from Administrator)

When a user logs into the Inventory Management Screen of CATS-I a broadcast message will be shown. The Administrator is responsible for any messages that appear in this section.  This message allows them to relay any important information about the Inventory or the system.  Once you have digested the information you may proceed by using the “Click Here” button.
REPORT LIBRARY
To access the pre-defined reports, click the REPORT LIBRARY link on the CATS-I Web portal page.  Presently, six pre-defined reports are provided to enable you to manage and list your inventory.

[image: image4.png]£ @

windows house notice.

2 = 9 @ 4
sy Rene e
Desitop.

- -
inv 2 nision - Micr

Edt

ided by NI

ft Internet Explorer prof

Fil Vew Favories Took  Help

Qo - © EEe O search St Favortes €2)

aidress | €] hitps: jnvisionreports i govinvisionjenjavaibie.csp

mwum o Werehouse

CATS-I (Commercial Acti

CATS-I (Commercial Activities Tracking System - Inventory)

® inventory Management

Report Library (CATS-T)

@ od-Hoe Reporting

W&@

ing System -

|

i

QWs3270
PSS

L

Crystal
Report= 11(2).

2]
2w Lgs
CAR

iew last five reparts

=

Liming Yang

2 @ memet
Migration C.

pe=)
v

3|

x|
=

= E) searct avorites.

s 5] (8] 0 s S e

address | ] hitps:/jmy nih.gov/portaljserver.ptZspace=CommunityPageRicathed=rusBparentname=MyPagefparentid=18in_hi_userid=13034958control=SetCommunitysCommunit v | [ Go Lk >
> o) Everyuhere 2 s e ~

Bunside this Community + | $3Related Communities ~

Community Home Page |

=

For questions about this community
contact

nvision Support
301.504.6248

Vision Reports

Opens the nvizion reparting
intarface,

On-line user ragistration form.
Chack status with the nvizion
Registration Information Search
Tl

Search by name or usar id for detalls
about an nvisian user's cunent
registration status,

Taols to zearch for cades and their
descriptions.

nVision

Thenex: eneroton Data Wrehouse 98

ision is a modermization and major update o he NIH Data Warehouse (D). The
‘goal of nVision is to integrate data from NIH enterprise systems to become a broad-
lbased tool allowing NIH decision-makers easy access to corporate data via the
e,

This release of nvision is best viewed with Microsoft Windous, Internat
Explorer 5.5+, and ActiveX at 1024768 screan rasolution,

Ansuers to quastions asked most
Sbout nviian,

Informatian an hay ta uze nvision,

Having trouble using nvision?
E-mail the NIH Help Desk at

orcal
496-4357 (7:00 AM to 6:00 PM ES
Mon-Fr).

AT

aften

=

301
g

E-mail comments or suggestions

about nvision to

AT

2 @ memet




[image: image2.png]2 nVision - Microsoft Internet Explorer provided by NIH

Flo Edt View Favortes Took Help

Q- O B G Pt ferons @3- 5 w - LB

actires= | €] it fcebibderd.rih. govinvisionenfavaable.csp
Welcome KELLY HAILEGIORGHIS

Vision

The nexgeneraton Data Warchouse

I Search

view last five report:
nVision Home >

Data Currency Report

CATS-I (Commercial A

es Tracking System — Inventory)

® inventory Management

Report Library

@ od-Hoe Reporting

@ Internet

T



Description of Report Library:
All of the pre-defined reports that list SAC Code as a parameter display both the SAC parent and child codes. All of the pre-defined reports have an “Copier/FAX Friendly” optional feature which may be selected at execution time to produce black and white reports as opposed to color.
Audit Tracking by Coordinator Report: This report provides extensive auditing details regarding system update activity.  Total changes by coordinator are displayed along with drill-down detailed information presented for any selected time period.  This report should be used by persons wishing to audit update activity by coordinator to determine who is making changes and when these changes were made.  Use the A76-08 report to audit changes made to a specific employee.
Report Selection Filter Criteria: Coordinator's IC, Coordinator's Last Name, Coordinator's First Name, Earliest Date and Latest Date.

Audit Tracking by Employee Name Report: This report provides extensive auditing details regarding changes to personnel information.  Information is presented for any selected annual time period, employee, institute, or organization. This report should be used by persons wishing to audit update activity against an employee or group of employees to determine who effected these changes and when these changes were made.  Use the A76-07 report to audit changes made by a coordinator regardless of the employee updated.
Report Selection Criteria: Employee IC, Org Code, Inventory Year, Employee Last Name, Employee First Name.
Co-Chair (Active Personnel Inventory):  This report lists all ACTIVE employees present in your current inventory for the specific function category.  The list contains only ACTIVE personnel information for all functional categories.
Report Selection Criteria:  IC, SAC Code, Functional Category and View Choice.

Complete List of Employees Report:  This report lists all active employees present in your current personnel inventory or optionally for a previous point in time for the specified IC, SAC Code and Inventory Year.  

Report Selection Criteria:  IC, SAC Code (pick list has been provided), Inventory Year (only select the Year to obtain a previous year's inventory: Otherwise leave blank), Date (only enter a date to obtain the personnel inventory for any previous date: Otherwise leave blank), Functional Areas (pick list has been provided.
Employee History: This report provides historical information for a specified employee (by name).  This report lists the “effective from” and “to date”, employee position and other demographical information.

Report Selection Criteria:  Employee IC, SAC Code, Inventory Year, Employee Last Name, Employee Fist Name.
NIH Classification Function: This report provides personnel totals classified by Activity Function Code for the specified IC and Function Category.  This report lists the FTE Count Total, Function Category, Function Code Description, Service Included in Function, etc. The FTE Count is a calculated attribute using the following formula:  (FTE Allocation * Activity Function Percentage). 

Report Selection Criteria:  IC, SAC Code, Function Year, Function Category.

NIH Fair Inventory Report:  This report provides the entire inventory for the specified functional areas. This report emulates previous spreadsheets traditionally used in this process for the OMB Report.
Report Selection Criteria: State, City, Year, and Status Code.
Personnel Exception Report:  This report lists the employee position data obtained from the Human Resources vs. the CATS-I Inventory system by IC for a given civilian pay period end date.  The report provides a side-by-side comparison for those personnel records that have been modified by a coordinator using the CATS-I online web entry system providing a display of any discrepancies between the two systems.  

Report Selection IC, SAC Code, and Pay Period End Date
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