POTS Lead Role-Mapping Request Guide

Background and Information

All role-mapping requests for users other than requesters or preparers should come through a division
POTS lead or a designee. Requests to create or modify profiles for requesters or preparers may be
submitted by any AO with the appropriate division POTS lead CCed. If you are a POTS lead and have
delegated request authority to another individual please send an email to that effect to the NCI POTS
Support team. All POTS role-mapping requests should follow the format below.

Request for Role-Mapping New Users
1. Check POTS to verify that the user is not already role-mapped.

2. Send an email to ncipotssupport@mail.nih.gov with role-map new user in the subject line. The
request for each new user should be in the following format:

Item Example Response

Division oD

NIH Username rogersgl

Name Greg Rogers

SAC Code HNC1ABC

FTE/Non-FTE FTE

POTS Role(s) Requester, Lab Approver

CAN(s) 1111111, 2222222, 3333333

Notes Lab Approver on CAN 2222222 only.

Request for Role-Mapping New CANs
1. Check POTS to verify that the CAN is not already role-mapped.

2. Send an email to ncipotssupport@mail.nih.gov with role-map new CAN in the subject line. The
request for each new user should be in the following format:

Item Example Response
CAN Number 1234567

CAN Owner Matt Roberts
Primary PA John Smith
Primary FA George Adams
Custodial Code 12345

SAC Code HNC7XYZ

Division CCR

Users and Roles See Role Mapping a New User



