
Welcome to the Office of Research Facilities Development and Operations website and user help. 

From the ORF Development and Operation website, a number of functions are available to the General User to view 
scheduled utility shutdown events, and to sign-up to or unsubscribe from e-mail notifications for shutdown events. These 
functions are available from the ORF website. No user ID or password is required. 

General User: 

For instructions to each of these functions, click the following links to see a how-to for each function. 

View a scheduled utility shutdown 
Sign-up (subscribe) to e-mail notifications 
Unsubscribe to e-mail notifications 

https://utilityshutdown.ors.od.nih.gov/utilityshutdown/scripts/index.asp


 
 

VIEW A SCHEDULED UTILITY SHUTDOWN 
You can view a list of all scheduled and approved utility shutdown events. 
 

 From the Property Management page of the ORF website, click the Scheduled Utility Shutdowns link. 
 

 
 



 
All scheduled utility shutdowns are displayed in a table. 
 
TIP: The Areas Affected, and Begin and End Date/Time columns can be sorted in ascending or descending order by 
clicking those headings. 
 

 To display event details, click the active links under the Areas Affected column (building or room numbers). 
 

 



 
Event details are displayed. 
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SIGN-UP (SUBSCRIBE) TO UTILITY SHUTDOWN E-MAIL NOTIFICATIONS 
You can subscribe to an e-mail list that will send automated notifications to your Outlook e-mail inbox when utility 
shutdown events are scheduled for one or more buildings. You must have a valid NIH e-mail account to subscribe to this 
service. 
 

 From the Property Management page of the ORF website, click the E-mail List Sign-up link. 
 



 
 In the Location field, select the location from the dropdown menu. The list of buildings will become available in the 

Building field. 
 

 In the Building List field, use the scroll bar to find and select one or more buildings for which you wish to receive 
notifications. To select more than one option, hold down the CTRL key (PCs) or the CMD key (MACs) and click 
each option to select it. 

 
 In the First Name field, enter your first name. 

 
 In the Last Name field, enter your last name. 

 
 In the E-mail field, enter a valid NIH e-mail address. 

 
 Click Subscribe. 

 
You will receive an e-mail from NIHLISTSERV with instructions on how to complete your subscription. 
 

 



 
A confirmation e-mail message will be sent to your NIH e-mail Inbox. You must respond to that message in order to be 
added to the listserv. 
 

 Follow the instructions you receive with the e-mail message. 
 

 



 
 Once you receive an automated message from the listserv, you must click the link to confirm your subscription. 

 

 



 
 Click your browser’s Back button to return to the Utility Shutdown site. 

 

 



 
A confirmation e-mail message of your subscription will be sent to your Inbox. 
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UNSUBSCRIBE TO UTILITY SHUTDOWN E-MAIL NOTIFICATIONS 
You can unsubscribe to e-mail listservs that send automated notifications to your Inbox when utility shutdown events are 
scheduled for one or more buildings. You must know the e-mail address you subscribed with to unsubscribe to this 
service. 
 
 

 From the Property Management page of the ORF website, click the E-mail List Unsubscribe link. 
 

 



 
 In the Location field, select the location from the dropdown menu. The list of buildings will become available in the 

Building field. 
 

 In the Building List field, use the scroll bar to find and select one or more buildings for which you wish to 
unsubscribe to notifications. To select more than one option, hold down the CTRL key (PCs) or the CMD key 
(MACs) and click each option to select it. 

 
***In the E-mail field, enter the valid NIH e-mail address you subscribed with. 
 

 Click Unsubscribe. 
 

 



 
An automated e-mail message will be sent to your NIH e-mail Inbox. You must respond to that message in order to be 
unsubscribed from the listserv. 
 

 Follow the instructions you receive with the e-mail message. 
 

 



 
 Click the link provided in the e-mail message to unsubscribe. 

 

 



 Click your browser’s Back button to return to the Utility Shutdown site. 
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