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Submit Monthly Status Report (MSR) Feedback
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This QG illustrates how to locate, Check Out and Check In an MSR Feedback

Step #1: From the EMI
SIG Operations page,
click on the Monthly
Reports folder

_/ Quick Tip...

You'll need to use IE
and have Microsoft
Office installed.

Step #2: Click on the
appropriate MSR
Feedback folder to
open and edit the MSF
Feedback spreadsheet

Step #3: Click on the
drop-down arrow next to
the appropriate title and
select Check Out

J Take Note...

If you've successfully
checked out the Excel
Spreadsheet, the
icon will change.

Step #4: Select Edit in
Microsoft Excel to open
the spreadsheet
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spreadsheet in order to submit your monthly accomplishments, deliverables,
planned activities and issues/resolutions.
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Monthly EMI SIG
1 Milestone Schedule /Status Report

Support to NA-41 for the Sustainment of the
2 Emergency Management Issues Special Interest Group
Step #5: Enter your ; Task Order DE-DT0011426
info rmation in all p Reporting Period: November 1-30, 2016

Bernic Rl
COOP: GTM Telecon held 11/10. Survey monkey
distributed to SC members re. annual meeting.
Instructions provided to SC members for
establishing a SP account.

EPI: Captured the written dialog off the social
media site from INL exercise. Will post to EPI SP
site. Survey monkey distributed to SC members
re. annual meeting. Instructions provided to SC
members for establishing a SP account.

ERA: GTM Telecon held 11/9. Survey monkey
distributed to SC members re. annual meeting.
Instructions provided to SC members for
establishing a SP account.

FFR: Ongoing communication with committee lead]|
and HQ advisor to establish initial meeting date.
Survey monkey distributed to SC members re.
ing_Instructions provided to SC

applicable cells

Step #6: Once you've
finished, click File

5 This month's majoi
accomplishments

Sheetl

Step #7: Click Check Info
In, to check in the edited e S
spreadsheet Checked Out Workbook

Na one else can edit this workbook or view your

Check It changes unti chked in

£ Discard Check Out

Share.

f Ta ke Note. o e > Protect Workbook

Control what types of changes people can make to this
Close: Protect workbook.
Workbaok -

The spreadsheet will
automatically save
when you click check
in, and the icon status
will refresh when you
click on the title.

Account

Inspect Workbook

Before publishing this file, be aware that it contains

Options
Check for
Issues -

with disabilities find difficult

Check In

lersion Comments

EMISIG OPS

Step #8: If prompted,
enter version comments
in text field

Step #9: Click OK

[] Keep the document checked out after checking in this ve
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Need Help?

Contact Scott Stoudenmire by phone (505)845-4936
or by email scott.stoudenmire@nnsa.doe.gov
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