SOS University User’s Guide

Welcome to the SOS University!  This document is designed to help you navigate the SOS University.

Logging In
To log into the SOS University, go to http://univ.sosintl.com in your web browser.  Your username is your email address, and you have been sent an email with a temporary password.  

[bookmark: _GoBack]Dashboard
When you login you will be directed to the Dashboard page which is designed to give you at-a-glance information making it quick and easy for you to find your training information.  This page allows easy access to your training, reporting pages, and your progress information.
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In order to receive CE hours, you must add your NERC number, issue date, and expiration date.  










Launching Training
To launch training, click the "Launch My Training" button (top left hand side menu), and select the training you desire from the left hand side once your courses have loaded.  
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The view will show green check marks next to completed lessons and passed quizzes, or red “X”s next to failed quizzes:
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Once you have completed a course, it will show under the "Completed Section" of launched training.  This section can be found at the bottom left corner of the “Launch My Training” page. 
[image: ]

Completed training also shows under the "Recently Completed Training" section of the dashboard page.  

Reporting
Most information can now be found on the Dashboard, but more in-depth reporting is located under the "Reports" tab on the blue bar at the top of the page.  

There are three different reports to choose from:
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Credential Maintenance Report

The “Credential Maintenance Report” is a report showing total CE hours.  The report is broken down by credential year based on your NERC Certification issue date.  On the far right hand side, total hours are listed compared with the hours necessary to maintain certification.  This report is exportable to Word, Excel, or PDF formats using the dropdown box.  Use this dropdown to select a format for export.



[image: ]







Completed Training Report

The “Completed Training Report” shows all finished training.  This report is also where you will find completion dates, CE hours issued, and certificates of completion.  Clicking the icon in the “Certificate Number” column will open your certificate of completion. 

Below is the default view of the report:
[image: ]

This report is also customizable.  To customize columns, right click on any of the column headers.  Use the list under “Columns” to add/remove columns from the report.  

[image: ]

Once the report is customized to your liking, click the “Set current columns as default” button.  
[image: ]
You can also reset the columns to the default by selecting the “Reset columns” button.











You may also review test scores, and times spent on training lessons by clicking the white arrow beside your name (on the left).  

[image: ]
In this expanded view, clicking on any test score will allow you to review the test.  

The “Expand All” button in the top left corner will expand all items in this list at once.  

[image: ]

You may also change the date filters to view training completed in previous years.  

This report is exportable to Excel by clicking the “Export” button in the top right.  
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Training Status Report

Just like the “Completed Training Report,” the “Training Status Report” has date filters and an “Expand All” button, is exportable to Excel, and has customizable columns. 

The “Training Status Report” shows ALL registered training whether or not is has been completed.  This report will also show recently expired training.  Using the date filters will sort the training by expiration date.  If you are interested in only seeing active registrations, use the date filters to select today’s date in the first box.  

This report will show expiration date and CE hours offered for each course.  It will also show how much time has been spent on the course and whether or not it has been completed.  



You can use the “Status Filter” to filter by “Not Started,” “In Progress,” or “Completed” training.
[image: ] 

Clicking on the test or quiz score in the expanded view of this report will allow you to review your test as well.
[image: ]




Additional Help
As always, the SOS customer service staff is available to help you with any questions or concerns not answered in this document.  Customer service can be reached by e-mail at support@sosintl.com or by phone at 704-752-3534.  
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