Generate & Export

DERCC Access Report

SharePoint Quick Guide

Complete the following steps to generate, export, and manage your DERCC User Access

Status Report.

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

<JEnter key on your
keyboard

Step #2: Enter
Username and
Password

Step #3: Click Sign In

Step #4: Click DERCC
Home
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sp.eota.energy.gov

WARNING* “WARNING **WARNING “*WARNING

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 contained 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 manner, by authorized personnel. THERE
1S NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of crime found on DOE computer systems to appropriate authorities.

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR UNAUTHORIZED, CONSTITUTES COMSENT TO THIS AUDITING, INTERCEPTICN, RECORDING, READING, COPYING, CAFTURING, and
DISCLOSURE OF COMPUTER ACTIVITY.

=EWARNING®*WARNING **WARNING™*WARNING™**

General Information

Username:
About Emergency Operations Training 2 ssword: S 3

Academy

Forgot Password  qister

¥ QuickTip: Click the Forgot Password
IINKTO recover your passwora.

Site Actions ~ i [EETENE

EOTA Operations= EOTA Training Compliance Team Sites= DNDO Home

Jennifer “Jenn"” Hutchins

DERCC Home  First Responder Home

Welcome to the SharePoint Site for E
Academy!

For help using SharePoint at any time, select the Help With SharePoint tab above for training aids on a variety of site components and features
additional questions, please contact the EOTA SharePoint Coordinator (see Important Contacts).

Log In/Change Password

Directories Welcame jennifer.hutchins@nnsa.doe.gov Training...

Staff Directory Change Password | Log Out it's what we do.
Site Content

Important Contacts
SandBox Documents

Virtual University EOTA SharePaoint Coordinator -

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

Travel Authorization [

& Expense Report Online Learning Support Specialist -
Janet Lee at janet.lee@nnsa.doe.gov

or 505-845-6617



https://sp.eota.energy/gov
https://sp.eota.energy/gov
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Site Actions ~ g ISR

Step #5: Under Reports,
click Access Roster

Step #6: From the new
Reports window, Click
Actions

Please Note:
Click the Form icon to
create an Export to
Data Feed file.
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i W
[N A a4 DERCC
MNA-40.2 DERCC ECTA

Document Libraries
Working Documents

Managed Documents

DERCC Access

Request Status Request Access

Approvers

DERCC Access Roster

Ll Type First Name Last Name
5 Gy TEST 456Test 8/20/2014
%] The Hulk 8/20/2014
_ %] Pepe LePew 8/22/2014
D kemmzEm )] Spider Man 8/1/2014
g All Site Content
5] Mickey Mouse 7/14/2014
5 Natasha Romanoff 7/14/2014

DERCC Calendar

+ [+ September, 2014

Access Granted

5/1/2014
9/2/2014
8/27/2014
9/1/2014
7/14/2014
7/14/2014

General User Expires

. ),
< s
Ilike It Tags &
MNotes
Search this site... P ]

Privileged User Expires SIGMA 15 Expire:

9/1/2014 5/1/2014

9/1/2014 9/1/2014
9/2/2014

7/2/2014 7/14/2015

O!h"ﬂ’a nw Enter i@"‘l“'”'!
Click’Find to'search and view
desired information:

First Name Last Name

Mouse-714121233 xml Mickey Mouse
Romanoff-714125951.xml  Matasha Romanoff
Duck-721130710 xml Daffy Duck
Man-721134217 xml Spider Man
Doright-721141118.xml Dudley Daright
Basule-722083412 xml Egon Basule
Wayne-722085127.xml Bruce Wayne
mathis-815103045 xml paul mathis
Test123-819133458 xml 456 Test123
Test-319136351xml 345 Test
456Test-819141316.xml TEST 456Test
LePew-819151513.xml Pepe LePew
I Hulk-819202750.xml The Hulk
TestMow-820165645 xml 1234 TestMow

Find Next  Ed

Form Status

Completed
Completed
150 Approval
Completed
Provisioning

150 Approval
Provisioning
Verfying Training
Request Submitted
Verifying Training
Completed
Completed
Completed
Venfying SIGMA 20

Next Approver

i-0# fleota|stoudenmirep@hotmail.com
1:0# fleotalstoudenmirep@hotmail.com
i:0# fleotalpstoudenmire@itpnm_com
i:0# fleotalpstoudenmire@itpnm.com
i:0# fleotalstoudenmirep@hotmail.com
i:0# fleota|pstoudenmire@itpnm.com
i:0% fleotalstoudenmirep@hotmail.com
1:0# fleotalpstoudenmire@itpnm.com
i:0# fleotalpstoudenmire@itpnm_com
i:0# fleotalpstoudenmire@itpnm.com
i:0# fleotalpstoudenmire@itpnm.com
i:0# fleota|pstoudenmire@itpnm.com
i:0% fleotalpstoudenmire@itpnm.com

1:0# fleotalpstoudenmire@itpnm.com
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Option A:
. |]EOT.-\ Operations > Operations Reporting = Reports
SeleCt the Open Wlth A s~ @@ K 41 oft b Pl 4 Find Next &3
Report Builder link if %/ fopen with Report Builder DERCC User Account Status
Export 4 XML file with report data
yOU have d Current C5V (comma delimited) Form Status Next Approver
. . PDF
version of Exercise -
. Mouse-714121233 xml Mickey i:0# fleotalstoudenmirep@hotmail.com
Builder. . . .
Romanoff-714125951.xml  Natashi TIFF fil 8 ompleted i:0# fleotalstoudenmirep@hotmail.com
Duck-721130710.xml Daffy Word 50 Approval i:0# fleotalpstoudenmire@itpnm.com
0ption B. Man-721134217 xml Spider Man Completed i:0# fleotalpstoudenmire@itpnm.com
Daoright-721141118 xxml Dudley Daright Pravisioning i:0# fleotalstoudenmirep@hotmail.com
Se eCt one Of the Basule-722083412 xml Egon Basule I1SO Appraval i:0# flectalpstoudenmire@itpnm.com
0 Wayne-722085127 xml Bruce Wayne Provisionin i:0# fleota|stoudenmirep@hotmail.com
seven Export choices v v vsioning__|! e
mathis-815103045 xml paul mathis Verifying Training i-0# fleotalpstoudenmire@itpnm.com
to create a DERCC Test123-819133458.xml 456 Test123 Request Submitted  i:0# fleotalpstoudenmire@itpnm.com
Test-819135351.xml 345 Test Verifying Trainin i:0# fleotalpstoudenmire@itpnm.com
User Account Status fying Training  10% fleotalp re@ito
456Test-819141316.xml - TEST 456Test Completed i:0# fleotalpstoudenmire@itpnm.com
f||e. LePew-819151513 xml Pepe LePew Completed i:0# fleotalpstoudenmire@itpnm.com
Hulk-819202750 xml The Hulk Completed i:0# fleotalpstoudenmire@itpnm.com
. H TestMow-820165645 xml 1234 TestMow Verifying SIGMA 20 i:0# fleota|pstoudenmire@itpnm.com
Step #7: Click Excel to ving fleotalp @
{ Hutchins-903132646 xml  Jennifer Hutchins Verifying Training i:0# fleotalpstoudenmire@itpnm.com
generate a DERCC User
Account Status
. EOTA Operations > Operations Reporting > Reports @
MICrOSOft Excel actions - @ 04 4t Jorr b Pl < [1ennifer Find Next [
Spreadsheet DERCC User Account Status
_ ~
Mouse-714121233 xml Mickey Mouse Completed i-0# fleota|stoudenmirep@hotmail.com
Romanoff-714125951.xml  Natasha Romanaoff Completed i:0# fleota|stoudenmirep@hotmail.com
Duck-721130710.xml Daffy Duck I1SO Approval i:0# fleota|pstoudenmire @itpnm.com
Man-721134217 xml Spider Man Completed i-0# fleotalpstoudenmire@itpnm.com
Doright-721141118 xml Dudley Daright Provisioning i:0# fleotalstoudenmirep@hotmail .com
Basule-722083412.xml Egon Basule I1SO Approval i-0# fleota|pstoudenmire@itpnm.com
Wayne-722085127 xml Bruce Wayne Provisioning i:0# fleota|stoudenmirep@hotmail.com
mathis-815103045 xml paul mathis Verifying Training i:0# fleota|pstoudenmire @itpnm.com
Test123-819133458 xml 456 Test123 Request Submitted  i:0# fleotalpstoudenmire@itpnm.com
Test-619135351.xml 345 Test Verfying Training 1:0# fleota|pstoudenmire@itpnm.com
o H 456Test-619141316. xml TEST 456Test Completed i-0# fleotalpstoudenmire@itpnm.com
Step #8: Double-click ° _ P re@ip
LePew-819151513.xml Pepe LePew Completed i:0# fleota|pstoudenmire @itpnm.com
on the DERCC User Hulk-819202750 xml The Hulke Completed i-0# fleotalpstoudenmire@itpnm com
TestMow-820165645 xml 1234 TestNow Verifying SIGMA 20 i:0# fleota|pstoudenmire@itpnm.com
Account Status.xls to : : : R o
Hutchins-903132646.xml  Jennifer Hutchins Verifying Training i-0# fleota|pstoudenmire@itpnm.com
open the spreadsheet X
In MlcrOSOft EXCEI .g\_] DERCC User Account ....xls ¥ Showall downloads... %
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Step #9: Locate and
view the newly created
DERCC User Account
Status spreadsheet

| (™ R @ |z v DERCC User Account Status (2) [Compatibility Mode] - Microsoft Excel == % |
Home Insert Page Layout Formulas Data Review View & e = g £
2N & Arial 1z - @ General - ?ﬁ Conditional Formatting ~ j’ﬂlnsert - P fv [ﬁ
f‘hﬂ EERd m I U~ A A == @q $ - % .@Formataﬂab\e' j“'{‘Delete - J' S?o:rt& —
- < DA = o | Wl 5 cei stytes - [ Format + | 27 Fifter~ Select -
Clipboard = Font F} Alignment Fl Number Fl Styles Cells Editing
Al - = | DERCC User Account Status 9

Please Note:
You can edit, save,
and print this
spreadsheet to
accommodate your
reporting needs.

Mouse-714121233 .xml

B

DERCC User Account Status

First Name Form Status

Mickey Mouse Completed

Next Approver

i:0# fleotalstoudenmirep@hotmail.com

3
4
5 'Romanoff-714125951 xml  MNatasha Romanoff Completed i-0# fleotalstoudenmirep@hotmail com
6 |Duck-721130710.xml Daffy Duck IS0 Approval i:0# fleotalpstoudenmire@itpnm.com
7 |Man-721134217_xml Spider Man Completed 1:0# fleotalpstoudenmire@itpnm.com L
8 Doright-721141118.xml Dudley Doright Provisioning i-0¢ fleotalstoudenmirep@hotmail.com N
9 |Basule-722083412.xml Egon Basule IS0 Approval i:0# fleotalpstoudenmire@itpnm.com
10 'Wayne-722085127 xml Bruce Wayne Provisioning i-0# fleotalstoudenmirep@hotmail com
11 \mathis-§15103045 xml paul mathis Verifying Training i:0# fleotalpstoudenmire@itpnm.com
12 |Test123-819133458 xml 456 Test123 Request Submitted  i:0# fleotalpstoudenmire@itpnm.com
13 Test-819135351.xml 345 Test Verifying Training i-0¢ fleota|pstoudenmire@itpnm.com
14 456Test-819141316.xml TEST 456Test Completed i:0# fleotalpstoudenmire@itpnm.com
15 LePew-819151513.xml Pepe LePew Completed i:0# fleotalpstoudenmire @itpnm.com
16 | Hulk-819202750.xml The Hulk Completed i-0# fleotalpstoudenmire@itpnm.com i
17 | TestNow-820165645 xml 234 TestMow Verifying SIGMA 20 i:0# fleotalpstoudenmire@itpnm.com
Hutchins-903132646.xml  Jennifer Hutchins Verifying Training i:0# fleotalpstoudenmire@itpnm.com
18
R
M 4 » ¥ | DERCC User Account Status.rdl %1 T4 [ |
Ready | |[EE @ 100% (=) y! (+)
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For EOTA LMS assistance: Janet Lee

> (505) 845-6617

» na-40_2trainingacademy@nnsa.doe.gov

For SharePoint help: Jennifer Nachor
> (505) 845-6630
» jennifer.nachor@nnsa.doe.gov




