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Getting Stated with EnergyU Administration

Welcome to EnergyU, the energy industry’s most comprehensive eLearning portal. Your company level
contains the courses and certification programs for the course libraries you have subscribed to. The
following steps will help you get started.

Access Administration Portal

In a browser access visit MEAenergy.org and click Sign In to access the login for EnergyU.
Login using the login and password sent to you in your Welcome to EnergyU email.

Click the Administration button.

Click the Launch Admin button.
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Administrator Support
Browser support for the EnergyU Admin Portal is as follows:

* Microsoft Internet Explorer is supperted

* Mozilla Firefox requires installation of an Extended Support Release
+ (Google Chrome is NOT suppaorted

+ Microsoft Edge is NOT supportad

ILM Administrator

Open Your Hierarchy

® Home page

MEA (MEAL

5. Click the purple arrow next to Hierarchy.
6. The Hierarchy panel will expand and you will
see your Company Name listed in the Hierarchy.

Announcements

Manage Announcements

Add a New User to EnergyU
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1. Select Users from the Categories Bar.
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| w Users

2. Select Add a New User from the Other
Options list on the right side of the screen.
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In the Login Name field, enter the username you are assigning to the user.

NOTE: This name must be unique to the system (not just unique to your company).

In the Password field, enter the password the user must provide to access the system. Enter the
password again in the Confirm Password field.

Enter the user's First Name, Last Name, the user's Email address.

NOTE: A valid email address is required for using the Forgot Password feature, and for receiving
notifications.

DO NOT make changes to the Interface Language & Regional Locale Preference fields.

MEA recommends the Employee ID field not start with a zero, as opening reports in Excel may drop
the leading zero. This field must match the Employee ID in ISN if your company requires transfers to
ISNetworld.

NOTE: MEA does not authorize the use of Social Security numbers for user/employee identification
purposes. MEA will not be held responsible if any portion of a Social Security number is entered in
EnergyU.

Your Company ID can be found in parenthesis behind your Company Name in the Hierarchy.
Company ID must be entered in both locations.

DO NOT enter anything in the Evaluator ID field. When applicable, MEA Technical Support will enter
this information.

Click Insert.
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Enroll a User in a Certification Program(s)

Select Users from the Categories Bar.

Select the desired user from the listed users.

Click the Certificates menu options tab.

Select Enroll/Remove Certificates from the menu options list.

Refer to the Certification List (https://www.energyuniversity.org/pdfs/EnergyUCertificateList.xIs) to
find the appropriate certification programs in relation to the courses the user needs to complete.
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EnergyU Certification List rev. 22017
MEA TNG MEA KNT
Re-Eval % Re-Eval | MEA PEF Re-Eval

Evaluation Description - 192 Courses cmi:iato Interval c«u:icau interval|Certificate#  |int
|192-2011 Prevenson of Accdental igniion MEA1474 38 MEA1185 | 36 [MEA1107 38
192-2014 Service Lines Not In Use and Service Dsconsnuance MEA1476 80 MEA1186 60 |MEA1108 60
192-2301 Uprate Seel Pipeine 1 Pressure Producing Hoop Stress >= 30% SMYS | MEA14T7 3% MEA1187 36 |MEA1109 36
182-2302. Upraing Pipeine 0 Pressure Producing Hoop Stress < 30% SMYS MEA1478 | 36 | MEA1188 | 36  [MEA1110 36
192-2401 Weiding MEA1479 12 MEA1189 12 |MEA1111 6
192-2402 Visual Inspecion of Welds MEA1480 | 48 | MEA1190 | 48 [MmEA1112 43
100 2402 AL doctuictun Tossan ol olde, MEALADY A AMOALIOL A0 MOASLLD AD

6. From the left panel, select the certificates you would like to enroll the user in, then click the Enroll
button. The certificates the user is enrolled in will then display in the right panel. You can search for
specific certificates or select all.

‘page & phil Mickelson c < [T
DEMO - Enargyl Company (DEMQO)
Genanl Options Courses Curncula Cartificates > Rc'i
View Achieved Certificstes Reset Certification Programs
Grant Certificates < Enroll/Remove Certificates >
Users > Cerntficates > EnroiVRemove Cerfficales ‘
Available certification programs Assigned certification programs
Centicate Name Eip—— Certicate Name - Stasian -
., ]
Select All  Invert Selection Select All  Invert Selection
Certification Name Code Certification Name 1
1 _| | MEALLOL MEA 192 - PEF192-1501.01 Odorization - Mc * MEA112
_| MEA1102 MEA 192 - PEF 192-1501.02 Odorization - M MEA1122
MEA1103 MEA 192 - PEF192-1802.01 Vault Maintenan MEA113
[
||< /1 2 3 4 5/|)» >I| Page size ’50"

pg. 3 of 5



https://www.energyuniversity.org/pdfs/EnergyUCertificateList.xls

7. Enrolling a user in a certificate program will assign the corresponding course to the user. For
example, enrolling the user in MEA1474 will give the user the 192-2011 training course (see

Certificate List graphic above).
8. To verify the user has the required courses, from the user's tab select the Courses menu options

tab, then select View Courses.

Credits by User Report

The Credits by User Report is the most widely used report in the system. It gives you quick, up-to-date
information.

Select Users from the Categories Bar.
Select the desired User.
Select Reports.

Select Credits - By User.
Everything the user has attempted will show on the report. You will see the name of the course,

their score, whether the course is passed or not, and the date scored.
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% Home page [ USER ] 3 Phit Mickeison < - [
CAMO - Brergv Compary | DEMD Sceen ey MY
senaral Optoms survet Catneda it oatn Sepams °
Credits — By User: Mickelson Phil
(Click the course link to see all of the recorded scores for the course)
b Unchveck to 300 o courves
o oW
Credits -« By User Mckelson P
Course Name Score Passod Credins Larmed Dete Crodit
1920201 o-TNG Gas Detaction and Alwm System . , - 2
520201 o-THG Gas Detection and Alwm Syste s Ne Coutse Coadits 000
THG Isclaton of a Gas Comgressor Untt 5 Ne Course Crades 0.0 Vivaoe
NT Isctation of Compresser Unts 45% Ne Course Cracits WK
295 @ TNG Comgres ser Staten Inapecton and Testng 5% Ne Course Cracias 0.00 VI3

6. If you wish to see everything assigned to the user, uncheck the Uncheck to see all courses box.

Credits -- By User: Mickelson Phil
(Click the course link to see all of the recorded scores for the course)

L_lunchedk to see all courses.

i i 1 of1 P =i -r.{.v ¢

Credits - By User: Mickelson Phil

Course Name Score Passed Credits Earned
192 AQC e-TNG Abnormal Operating Conditions No score data available
132 ADC KNT Abnormal Operating Conditions Ho score data avalable
192-0101 &-TNG Charactenstics and Hazards of Matural Gas Ho score data available
192-0101 KMT Charactenstics and Hazards of Matural Gas Mo score data available
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7. If the course shows “No Score Data Available” the user has either never taken the course, or the
course has been reset.

8. Click on the name of the course to open the transcript history window to see if there are past scores
that have been reset.

| ©& b /91 dev.certpointstaging.com/Portal/Mylnformation/MyTr o B~
| Transcript

| Course Name: 192 AOC KNT Abnormal Operating Conditions

| User Name: Phil Mickelson

| Passing | i Assessment Type of
| [Atte orel coore Date Scored Name A nt

Monday, January 27, Post
2014 7:00:00 AM  jAssessment

55% |80 iYes Post-Assessment

Note: The Course Score assessment type s calculated based on the scores from
multiple modules. Chck the view score breakdown fink to see the scores from these
modules.

Custom Set-up Options Available

MEA Technical Support staff can work with you on various options for implementing automatic
course/certificate enrollment for your users. In addition, you may elect to turn on notifications for your
company; users would receive email notification prior to certificate expiration. Please contact MEA Technical
Support to discuss implementation of these and other custom features.

OQ Connect Program Assessment Review

Approximately 90 days following your initial start-up with EnergyU, MEA Technical Support will be in contact
with you to review your OQ process to ensure compliance with the program.

Visit the Support Web Page

Visit to learn more.
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