
Step #1: Enter 
https://sp.eota.energy.
gov into your browser 
URL bar, then press         
       Enter key on your 
keyboard 
 
 
 
 
 
 
Step #2: Enter 
Username and 
Password 
Step #3: Click Sign In 
 
 
 

Step #4: Click Other 
Sites, and select DERCC 
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Generate & Export  
DERCC Access Report 

SharePoint Quick Guide 

Complete the following steps to generate, export, and manage your DERCC User Access 
Report. 
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    Quick Tip: Click the Forgot Password 

link to recover your password. 
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      Please Note: 

If you receive an 
“Access Denied” 
message, please 
contact SharePoint 
Help (see page 3) 

TestDOE@nnsa.doe.gov 

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


 
 

 
 
 
 
 
 
 

Step #5: Under Reports, 
click Access Report 
 
 
 
 
 
 
 

Step #6: From the new 
Reports window, Click 
Export to PDF 
 
 

Step #7a: Click Open to 
view and print the 
DERCC Access Roster 
.pdf  
Step #7b: Click Save 
and navigate to where 
you want this .pdf to be 
saved in your computer 
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Generate & Export  
DERCC Access Report 

SharePoint Quick Guide 

    Quick Tip: Enter keyword, click Find to 

search and view desired information. 
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For SharePoint help:  Jennifer Nachor  
 (505) 845-6630 
 jennifer.nachor@nnsa.doe.gov 

For EOTA LMS assistance: Janet Lee  
   (505) 845-6617  
   na-40_2trainingacademy@nnsa.doe.gov 

7a 7b 
      Please Note: 

Step 7 may vary 
depending on your 
Browser & established 
Security Settings. 


