Check Expense

Report Status

SharePoint Quick Guide

sp.eota.energy.gov,

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

< Enter key on your
keyboard

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

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 ANY USER, AUTHORIZED OR UNAUTHCORIZED, CONSTITUTES CONSENT TC THIS AUDITING, INTERCEFTION, RECORDING, READING, COPY
CAPTURING, and DISCLOSURE OF COMPUTER ACTIVITY.
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Step #2: Enter current
Username and

Password About Emergency Operations Training
Academy

General Information

Username: [jennifer. hutchins@nnsa.dc

Password: [ses==s="

Step #3: Click Sign In

&« C' & htips://sp.eotaenergy.gov/defaultaspx

b
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Jennifer "Jenn” Hutchins -
site Actions + i [RETTET

EOTA Operations=  Communities of Interest  Team Sites <

DNDOQ Home  First Responder Home

Help  EOTA Training Compliance

Welcome to the SharePoint Site for Emergency Operations Training Acadel

For help using ShareFoint at any time, select the Help tab above for tutorials and quick tips on a variety of site components and features. For additional 1
please contact the EOTA SharePoint Coordinator (see Important Contacts).
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Step #4: Click Travel important Contacts Log In/Change Password
EQTA SharePoint Coordinator - Welcome jennifer.hutchins@nnsa.doe.gov

Authorization & Directories Jennifer Nachor at jennifer.nachor@nnsa.doe.gov Changs Passwerd | Leg Out

Staff Directory

or 505-845-6630

Expense Report u n de r Site Content Online learning Support Specialist -
’ SandBox Documents - The Team Sites tab is a collection of sub-sites managed by th
Janet Lee at janet.lee@nnsa.dos.gov SharePoint members and are restrictsd access only. Far mors infe
Virtual University about team sites, or to inquire about adding a team site to
TraVEI Forl ns or 505-645-6617 collection, please contact the EOTA SharePoint Coordinatt
Travel Forms Important Contacts).

Travel Authorization [] The SharePoint Sites

& Expense Report

Abo

‘eam Sites

nergency Operations Training Academy (EOTA) Training__,

HY
i is a restricted SharePaint site used by EOTA members for course/project it’s what we do.
Bevelopment and collaberatin.

Domestic Nuclear Detection Office (DNDO)

The Domestic Muclear Detection Office (DNDO) is a jointly staffed agency within the
Department of Hemeland 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
architecture, with partners from federal, state, local, and international governments
Page 1 and the private sector.

Radiological Assistance Program (First Responders)



https://sp.eota.energy.gov/
https://sp.eota.energy.gov/

Step #5: The My Travel
Dashboard will appear
displaying the status of
each submitted report

?5_, Closed Status:
X

pense Report has
been submitted to
the Government for
payment.
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J Quick Tip:ilf necessary,click on
the desired expense report to open,
edit, save,;and or print the report.

LMy Travel

;J Finalize Status:
ravel Approval Form
is waiting for you to
complete travel and
enter your ACTUAL
expenses.

= Form Status : Finalize (S)

Mk Kelener Expencesy 6 ip--

Mick Kelleher Expenses;

é_[ FMT Approval
atus: Travel

Approval is waiting
for Government
approval.

=) Form Status : FMT Approval (2) I

_____________

Mick Kelleher Expensesy221518 7

Mick Kelleher Expenses722181 50t IND Sirebainmant
N 2USL0 cf
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3 e ewng T g
tus: Travel J
Approval is on hold
pending Government
approval.
[ Form status : Manager Approval (2)]
pmamr Mick Kelleher Expences?22181854 9 Northern Border Initiative (NBI) Full Scale Exercise (FSE)
pproval Status: Mick Kelleher Expenses722204339 ‘./ Operation Safe Haven
Travel Approval is
waiting for EOTA
Program Manager
approval.

Questions?
@ For questions or assistance please email Jennifer

Nachor at jennifer.nachor@nnsa.doe.gov or call
Page 3 (505)-845-6630




