
Course Completion Report 
SharePoint Quick Guide 

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

Step #2: Enter correct 
username and 
password  
 

Step #3: Click Sign In  
 
 
 

Step #4: Click EOTA 
Operations 
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Course Completion Reports include the total number of course completions 
by specific date range, name, and completion date. 
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Step #5: Click and drag 
the scroll bar down to 
the end of the EOTA 
Group Calendar page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #6: Click Course 
Completions, under 
LMS Reports 
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Step #7: Enter From 
and To Date Parameters 
 
 

Step #8: Select EOTA, or 
other desired 
department 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step #9: Select 
applicable Category 
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    Quick Tip: 

You may select more 
than one Department 
and/or Category. 

    Quick Tip: 

Click and drag the 
scroll bar down/up to 
view more categories. 
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    Quick Tip: 

You may export this 
data into other file 
formats.  

 
 
 
 
 
 
 
 
Step #10: Select desired 
course 
 
 
 
 
 
Step #11: Click Apply 
 
 
 
 
 

Step #12: View results 
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 Need more?    
Refer to the Print and Save SharePoint Quick Guide for 
step-by-step instructions on exporting and saving your 
reports. 
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