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VERIFYING YOUR USER PROFILE 
 
All NIH staff should verify their User Profile information in the LMS. This 
information may be used for communication, mandatory training, and 
competency-related initiatives. It is important to correct any inaccuracies. 

 
1. Log into the LMS.  

 
NOTE: For instructions about logging on, refer to the Log-On Instructions 
(TS02-L) QRG. 
 

2. From the LMS Home Page, click the link for your name at the top of the Home 
Page to view your profile information. 
 

Figure 1 – Name link 
  

Name link 

https://hr.nih.gov/sites/default/files/public/documents/hr-systems/lms/pdf/ts02-l-employee-log.pdf
https://hr.nih.gov/sites/default/files/public/documents/hr-systems/lms/pdf/ts02-l-employee-log.pdf
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3. From the My Profile screen, you can verify the Organization and Manager. 
 

Figure 2 – My Profile details page 
 

4. Verify your Email address in the Official Contact Information section. 
 
To correct inaccuracies, please take the corrective actions as defined below: 
Information 
to verify 

Source of information and corrective action steps to 
complete 

Organization  
(SAC Code) 

Your SAC code comes from the NIH Enterprise Directory 
(NED) or Capital HR systems. If it is incorrect, verify it is 
the same in NED. If there are issues, contact your 
Administrative Officer (AO) as defined in NED.  

Manager Your manager information comes from NED. If it is 
incorrect, contact your AO to have it updated in NED. 

Email Your email address comes from the NIH Enterprise 
Directory (NED). If it is incorrect, please update it in NED. 

 
 

If you experience trouble with this process, please refer to the LMS Support 
Page for help or assistance. 

Manager 
name 
 

Official 
Contact 
Information 
 

Organization 
(SAC Code) 
 

https://hr.nih.gov/hr-systems/lms
https://hr.nih.gov/hr-systems/lms
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