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Understanding the Entrance on Duty Report and Dashboard 
 

The Entrance on Duty Report and Dashboard were designed to help OHR staff with the onboarding of 
new employees and the processing of new appointment actions for existing employees.  This report 
and dashboard contain six views:  EOD Overview, Status—By Branch, Status – By IC, Status – Overall, 

Timeline, and Action Details.      
 
The report and dashboard are used by CSD, WSDD, WRD, and other OHR staff involved in the New 

Employee Orientation sessions and the processing of appointment actions.  Dashboard access is 
reserved for OHR management.   
 

 All data contained on these reports is from the WiTS Appointment and Job Code/Position 
Number Request forms.    
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The Report Parameter Page  
 
The Entrance on Duty Report is available from the Benefits, CSD, OD-OHR, WSDD, and WRD 

Processors Report Lists within the WiTS Report Parameter Page.   
 

 
 

 

The Dashboard Parameter Page  
The EOD Dashboard can be generated by selecting the ‘EOD Dashboard’ workarea page in the 

upper right hand corner of your WiTS page.  Select your desired parameters and click ‘Get 
Dashboard.’   
 

Those who require a 508-compliant version of the report can click on the options below the 
‘Get Dashboard’ button.  
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Parameter Options: 

 Generate Report By:  Select the date option you wish to view the report/dashboard by 

o Orientation Date 
 Selecting this option will only return individuals scheduled to attend the 

New Employee Orientation in your date range.  When using this option 
to prepare for an upcoming orientation session, ensure to select a date 
range that is a few days before and after the session you wish to review.  

o EOD Date 
 Selecting this option will return anyone with an EOD Date in your date 

range.  This includes individuals currently employed at NIH who are 
entering a new appointment.  Note: The Entrance on Duty Date (EOD 
Date) is the date on which an appointee completes the necessary 
paperwork and is sworn in as an employee.  This is typically, but not 
always, New Employee Orientation (NEO) Monday.  For example, 
Research Fellows (VP) can begin employment and be sworn in prior to 
NEO.  In those cases, the day they start is their Entrance on Duty Date. 

o Proposed Effective Date 
 Selecting this option will return anyone with a proposed effective date in 

your date range.  This includes individuals currently employed at NIH 
who are entering a new appointment. 

 
 Start and End Dates:  Enter a date range to filter the report/dashboard.   

 IC:  Indicate if you wish to filter actions by a specific Institute or Center (IC) or if you wish 

to view actions for all ICs.  

 Branch: Indicate if you wish to filter actions by a specific Branch or if you wish to view 

actions for all Branches.  

 Include GRU Data?: Indicate whether you would like to include Global Recruitment Unit 

(GRU) data. 
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Recommendations on How to Use the Reports 
Here are recommendations on how OHR Divisions can use the information contained in these 
reports.   

 

Client Services Division Staff 
 
No later than 12pm ET the Friday before the next New Employee Orientation (NEO) 

 Generate the report by the Orientation date, selecting a date range that is a few days 

before and after the scheduled NEO date (This is to account for staff who accidently 
select the incorrect Orientation Date on the Appointment form) . 
 

 Ensure that all Appointment actions (new hires scheduled to attend NEO) have a 
status of Green, “Sent to FA – Pending Processing” OR Blue, “Action – Processed 
in WiTS.”  

 For actions that have not been sent to the Final Authorizer or that have 

not been processed in WiTS:  

 Use the drill down reports (‘Status –Overall’, ‘Timeline’, and 
‘Action Details’) to gather more information about the 
outstanding actions.  Use the information on these reports to help 

route these actions to the Final Authorizer.  
  

 For actions that are missing from the report: 

 Rerun the report using a wider date range to locate the action.  If 
the action is still not found, contact the responsible HR Specialist 
to ensure the action is created or updated, and then routed to the 
Final Authorizer.   

 
 

  



 

 
 
Understanding the Entrance on Duty Dashboard and Report                                         HRSAID/WiTS Team 12/24/2015 

5 

Final Authorizer Group  
 
No later than 12pm ET the Friday before the next upcoming New Employee Orientation (NEO) 

 Generate the report by the Orientation date, selecting a date range that is a few days 
before and after the scheduled NEO date (This is to account for staff who accidently 
select the incorrect Orientation Date on the Appointment form) . 
 

Click on the Timeline hyperlink from the EOD Overview Report:  
 

 Navigate to the Final Authorizer EOD Summary for Time Period chart (page 5) for 
a count of all the Appointment actions that are assigned to you.    

 For detailed information on the actions, navigate further through the 
report (starting on page 7).  You can also use the ‘Status –Overall’ or 
‘Action Details’ report for more information.   

 

 

No later than 12pm ET the Friday after the previous New Employee Orientation (NEO) 

 Generate the report by the Orientation date, selecting a date range that is a few days 
before and after the last NEO date (This is to account for staff who accidently select the 

incorrect Orientation Date on the Appointment form). 
 

 Ensure all Appointment actions have a status of Blue, “Action – Processed in 

WiTS.”  
 For actions that have not been processed in WiTS:  

 Use the drill down reports (‘Status –Overall’, ‘Timeline’, and 
‘Action Details’) to gather more information about the 

outstanding actions.  Use the information on these reports to 
complete the action.  
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Entrance on Duty (EOD) Overview 
The Entrance on Duty Overview report is a view of the status distribution for the appointment 
actions contained within your selected parameters.  It also serves as a launch pad for the five-

drilldown reports.  All drilldown reports will open in a new window.   
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EOD Status—By Branch   
The EOD Status—By Branch report is a Branch view of the status distribution for the 
appointment actions contained within your selected parameters.  There is also a matrix, which 

displays the same information in a tabular format.   
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EOD Status—By IC  
The EOD Status—By IC report is an IC view of the status distribution for the appointment 
actions contained within your selected parameters.  There is also a matrix, which displays the 

same information in a tabular format.   
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EOD Status—Overall  
The EOD Status—Overall report contains two sections:  a status summary table grouped by 
Branch and IC, and a detailed tabular report below it.  
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EOD Status – Overall Detailed Information  
This section displays key transactional, organizational, and other information regarding each 

appointment action contained within your selected parameters 
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EOD Timeline  
The EOD Timeline report contains seven sections:  

 An EOD summary table grouped by each HR Specialist, HR Assistant, and Final 
Authorizer,  

 An EOD summary metric table grouped by each HR Specialist,  HR Assistant, and 
Final Authorizer, and,  

 A detailed timeline report  

HR Specialist Summary and Metrics  
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HR Assistant Summary and Metrics 
 

 

 
 
 
 

 
 
 

 
 

 



 

 
 
Understanding the Entrance on Duty Dashboard and Report                                         HRSAID/WiTS Team 12/24/2015 

13 

Final Authorizer Summary and Metrics 
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EOD Timeline Detailed Information  
This section displays important transactional, organizational, date information, and metric 

calculations regarding each appointment action contained within your selected parameters. 
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EOD—Action Details  
This report was designed for those users who wish to perform additional analysis and data 
manipulation in Excel.  This report contains the majority of fields on the Appointment form.  

Because the report contains almost every field on the Appointment form, it is not suitable for 
printing.    
 

Exporting and Printing 
The report can be printed and/or exported to Excel, PDF or Word by clicking on the icon 
on the toolbar:  
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