Course Completion Report

SharePoint Quick Guide

Course Completion Reports include the total number of course completions
by specific date range, name, and completion date.

5p.eota.energy.gov,

Step #1: Enter
https://sp.eota.energy.
gov into your browser
url bar, then press

< Enter key on your
keyboard

RNING®

NING**

This is a Department of Energy (DOE) computer system. DOE computer systems are provided for the processing of official U.S. Government information only. All data c

within DOE computer systems is owned by the DOE, and may be audited, intercepted, recorded, read, copied, or captured in any manner and disclosed in any manne

autherized personnel. THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of crime found on DOE computer sysi
appropriate authorities.

USE OF THIS SYSTEM BY AMY USER, AUTHCRIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TC THIS AUDITING, INTERCEFTION, RECORDING, READING, COPY
CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY.

General Information

Step #2: Enter correct
username and About Emergency Operations Training

Academy
password

Username: [jennifer. hutchins@nnsa.dc

Password: [ses==s==

€ = C | B htipsy//sp.eota.energy.gov/defaultaspx

Step #3: Click Sign In

C« mmunities of Interest Team Sites~ DNDO Home  First Responder Home  Help

Step #4: Click EOTA
Operations

Weélcome to the SharePoint Site for Emergency Operations Training

For help using SharePoint at any time, sslect the Help tab above for tutorials and quick tips on a varisty of site components and features.
please contact the EOTA SharePoint Coordinator (see Important Contacts).

Important Contacts Log Change WO

EOTA SharePoint Coordinator - Welcome jennifer.hutchins@nnsa.doe.gov
Change Password | Log Out

Directories
Staff Directory

Jennifer Nachor at jennifer.nachor@nnsa.doe.gov

or 505-845-6630 About Team Sites

Site Content Online Learning Support Specialist -

The Team Sites tab is 2 collection of sub-sites n
SharePoint members and are restricted access only.
about team sites, or to inquire about adding a 1
collection, please contact the EOTA SharePoin
Important Contacts).

The SharePoint Sites

Emergency Operations Training Academy (EOTA) Training... ™
Yy

This i a restricted SharePoint site used by EOTA members for course/praject it's what we do.

development and collaboration. .

Domestic Nuclear Detection Office (DNDO)

ERLL LD AL SNl Jsnet Lee at janet.lee@nnsa.doe.gov

Virtual Unive or 505-845-6617

Travel Forms

Travel Authorization
& Expense Report

The Domestic Nuclear Detection Office (DNDQ) is a jointly staffed agency within the
Department of Homeland Security. DNDO is the primary entity in the U.S.
government for implementing domestic nuclear detection efforts for a managed
and coordinated response to radiclogical and nuclear threats, as well as integration
of federal nuclear forensics programs. Additionally, DNDO is charged with
coordinating the development of the global nuclear detection and reporting
sp.eota.energy.gov/sites/eotaops/SitePages/Home.aspx "~ ! -
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Step #5: Click and drag
the scroll bar down to
the end of the EOTA o Commnities of Interest  Team SMes>  DNDO Home | First Respoader Home  Help [0
Group Calendar page

Jennifer "Jenn" Hut 5

Browse Page

EOTA Group Calendar

) (% July, 2014

Saturday

Friday

Monday Tuesday Wednesday Thursday
30 4

Gilbert Out-MO

Sunday

Susan out-MO
Liz Out MO

Administrative

BMSystem

—BMS Review

—CAR/PAR/IO

—External Audit Liz Out MO
—Inactive Gilbert Out-MO
—-Internal Audit 9:00 am Doug Lar
--ISO Certification

--Non-conformance 13 14 15 16 17 18 19
--Obsolete Larry AL

--Post Travel Summ. Mike Out - MO

—Process Devi; 2:30 pm Janet ou]

Meetings

Melissa off
1 more item

10 11
Micole Out- MO

Larry AL

20 21 22 23 24 25 26

EOTA Libraries
Mike Out - MO Pete Qut

Document Drop-off

Pictures

Videos 27 28 23 30 31 1 2

N Pete Out

EOTA Lists
Travel Expense
Renori

I |

/Home.aspx e

otaops/Sit

m
I}

<« C ) https//sp.eota.energy.gov/site

site Adions ~ @t B EEN
Document Drop-off
Pictures

Videos 7 30

- Pete CQut
EOTA Lists

Travel Expense &k Add
Reports Toolbox

Code of Conduct

Governance

15 Maintenance Log

EOTA Reports
Project Status Upcoming Events

Report

Strategic Plan Event Starts Ends All Day Event

Pete Out
LMS Reports ete bu
Course Evaluation Melissa off
Course Summary @ Acd new event

Demographics

Test Item Analysis
Customer
Progression

Course Testing Rates|

Fremen Aesnctianc

Step #6: Click Course o -
Completions, under My Workdiows

Site Content

LMS Re po rts Important Links

Virtual University
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Course Completion Report

Step #7: Enter From
and To Date Parameters

Step #8: Select EOTA, or
other desired
department

G
J'.L.ll..‘ CK 'Ia
[ 1dy cI1CSCL IT] i
UOJ - [l € J"""
]| |, " 1Legory.

SharePoint Quick Guide

C' B httpsy/sp.ecta.energy.gov/sit

EOTA Operations > Operations Reporting > Reports

Actions - & I

4 of0 b bl ¢

L:] Spedify Parameter Values

Report parameter values
area and click the Apply button.

s/reporting/_layouts/

Microsoft SQL Server Reportin,

ust be specified before the report can be displayed. Choose parameter values in the parameters

Parameters

6/7/2014 12:00:00 AM

7/7/2014 12:00-00 AM

Step #9: Select
applicable Category

< dl ] !.J-j ‘nNe
Jdl UOUW P UL
L "v. | | < J." ’ —
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]
Apply
C | & htps; 'sp.eota.energy.gov/sites/eotaops/reporting/_layouts/R Server/RSViewerPage.aspx?rv:RelativeReportUrl= , =
EQTA Operations > Operations Reporting > Reports @
P N4 oo b Ml @ Next
Microsoft SQL Server Reporting Services Parameters
From Date
= Specify Parameter Values |6/7/2014 12:00:00 AM
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters To Date
area and click the Apply button. |7/7-‘2[Il-'l 12-00-00 AM
Department
[eota *




Course Completion Report

SharePoint Quick Guide

C 8 https://sp.eota.energy.gov/sites/eotaops/reporting/_layouts/ReportServer/RSViewerPage.aspx?rv:RelativeReportUri={¢ =

EOTA Operations > Operations Reporting > Reports @
Actions- @& I o of0 b M @ Find Next
Microsoft SQL Server Reporting Services Parameters
From Date
j Specify Parameter Values 6712014 12:00:00 AM
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters To Date
area and click the Apply button. |7’7.J'2014 12-00-00 AM
Department
[eoTa "
Categories
[EOTA Web-Based Training i

Step #10: Select desired
course

Step #11: Click Apply

| C | 8 hitps:/sp.eota.energy.gov/sites/eotaops/rep: rver/RSViewerPage.aspx?rv:RelativeReportUr| =/sites/eotacps/reporting/reports/coursecom; 70| =

EOTA Operations > Operations Reporting > Reports

@
actions . @ 4 4 —of1 b P& Find
H - = - arameters
Step #12: View results Course Completions IR S
DRC101DW General User Elizabeth Sousa elizabeth.sousa@nnsa.doe.gov 07/04/2014
DRC101DW General User Isaac Sanderville isaac. sandenville @nnsa. doe.gov 1o Date
DRC101DW General User Janet Lee janet.lee@nnsa.doe.gov ,W
Total Students
epartment
[Eota ™
Categories

[EOTA Web Based Training [
£
J ‘!'ll'l’ ' F Courses

, PRC0IDW GeneraUser (¥
OuUITldy EXPOTL LS
data Into otner tlie

'ormarts.

Apoly

Need more?
to the Print and Save SharePoint Quick Guide for

step-by-step instructions on exporting and saving your
reports.
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