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WTP Data Management System (DMS) 
• Navigating through the DMS 

• Entering course and student demographic data 

o Entering Course Data Using the Course Entry Form 

o Entering Course Data Using the Excel Upload 

o Entering Student Demographic Data Using the Form 

o Entering Student Demographic Data Using the Excel Upload 

• Running reports 

o Running Course Offering Reports 

o Running Student Demographic Data Reports 

• Progress Reports 

o Finding and Viewing a Progress Report in the DMS 

o Uploading a Progress Report to the DMS 

• Admin Functions 

o Marking data and progress reports complete 

• Help and Docs 
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Navigating Through the DMS 
The main menu of the DMS is now along the left side of the screen. 

The blue dot 
lets you know 
where you are 
in the system 

will show you the 
functions under each 
menu item 

Clicking on the arrows 
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WETCIS OMS 

Awardee Info 

Curricula Catalog > 

Data Entry V 

Course and Student 

Demographic Data Entry 

(using data entry forms) 

Course Offerings (using 

Excel Upload) 

Student Demographic 

Data (using Excel 

Upload) 

Progress Reports > 

Reports > 

MUSTID > 

Admin Functions > 

Help and Docs > 

 

 

 
 

    
  

  
 

  
 

 
 

 
 

   
 

  

Navigating Through the DMS 
Under Curricula Catalog 

• Course Listing 
• Add New Course 
• Add Data Coordinator 
• List Data Coordinator 

Under Data Entry 
• Course and Student Demographic Data Entry using data entry forms 
• Course Offering (using Excel Upload) 
• Student Demographic Data (using Excel Upload) 

Under Progress Reports 
• Progress Reports and Appendices 
• Upload Progress Report 

Under Reports 
• Course Offerings 
• Student Demographics 

Under Progress Reports 
• View Progress Report 
• Upload Report 

Under MUSTID 
• Welcome 
• Add a New Resource 
• View Resource Listing 
• Search the Portal 

Under Admin Functions (only appears if you have the admin role) 
• Mark Data Complete 

Under Help and Docs (reference and help documents) 
National Institutes of Health 

U.S. Department of Health and Human Services 
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 Entering course and student demographic data 
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Entering Course Data 
Two ways to enter 
course data: 

• Using the Course 
Data Entry form 

• OR 

• Using the Course 
Offering Excel 
Upload 

National Institutes of Health 
U.S. Department of Health and Human Services 
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 Entering Course Data using the Course Entry Form 
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Data Entry Selection Screen 

Use t his screen to se lect the prog ram you w ish to enter data fo r. 
Once a program is selected, then choose a training yea r. 

A ll requ ired f ields have the wo rd (Required) afte r t he label. 

Program(s) {Requ ired) 

L --Select Program -- _________________ _ 

Program(s) (Required) 

-- Select Program --

-- Select Program -­

DOE Course Data 

HWWT Course Data 

IECW T Cou rse D.ata 

H DPT Col rse Data 

IECW T Student Demog r.aphi'c Data 

V 

V 

 Entering Course Data using the Course Entry Form 

Select the 
program you 
are entering 
course data 
for using the 
select box. 
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Data Entry Selection Screen 

Use t his screen to se llect t he prog ram you w iish to enter data fo r. 
Once a prog ram is selected, then choose a training year. 

All required f ields have the wo rd (Required) after the label. 

Prog1ram(s) (Req uired) 

I HWWT Course Data 

Select traiining year for course offering.s (Req uired) 

• August 1, 2019 - Ju ly 31 , 2020 (Actual fo r 2020) 

August 1, 2020 - May 31, 2021 (Actual for 2021 ) 

August 1, 2020 - May 31, 2021 (Proj ected fo r 2021) 

Submit 
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Entering Course Data using the Course Entry Form 

After you 
select the 
program, the 
training year 
choices will 
appear. 

Select the 
training year 
you are 
entering data 
for. 
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Add/Edit Course Offerings 

Course Offerings Data Table 

Number of records: 3 

Record Course Course Course Name Course Course # of Worker Training Training Org Training Org Training Training 
ID Status ID Date Hours Workers States Org Name Addressl Address2 City State 

440340 ACTUAL 101 Basic Superfund 07/01/2020 40 20 AL WTP Test 
Site Worker Awardee 

440339 PENDING 104 Site Supervisor 07/01/2020 so 60 AS,AZ WTP 
Basic Training Org 

2 

440337 ACTUAL 105 Site Supervisor 07/01/2020 40 10 AK WTP Test 
Refresher Awardee 

Zipcode Total Program Training Online Blended Native Supplement Special Remarks delete 
Hours Year Course Learning American Circumstances 

800 HWWT 2020 Y N y 2019 2019 DISASTER test X 
DISASTER SUPPLEMENT disaster 
ACT 9/152020 

3,000 HWWT 2020 Y N N 2019 2019 DISASTER X 
DISASTER SUPPLEMENT 
ACT 

400 HWWT 2020 Y N y 2019 2019 DISASTER X 
DISASTER SUPPLEMENT 
ACT 

 

 
  

Entering Course Data using the Course Entry Form 

The Course Offering Data table at the top of the Course Entry 
form shows the courses already entered for the program and 
training year selected. 

National Institutes of Health 
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Course Offerings Data Entry Form 

Program: HWWT 

Training Year: Aug ust 1, 2019 - July 31 , 2020 

Status: Actual 

All requi red fie lds have the wo rd (Required) aher t he label. 

Course (Requ ired) 

-- Please Select --

Course date (Req uired) 

e g , 11/4/2018 

Number of students (Requ ired) 

e.g., number of students in course/class 

Student st.ate(s)? (Optional) 

Student state(s) is required for "Online course." 

I Select one or more state(s) 

Online course (Yes/No)? (Requ ired) 

No 

iii 

V 

Course hours (Requ ired) 

e g , course length in hours 

Native American (Yes/No)? (Required) 

- - Please Select Yes or No --

Blended Learning (Yes/No)? (Requ ired) 

No 

V 

V 

V 

  

 

 

 

Entering Course Data using the Course Entry Form 

The Course Entry Form is below the Course Offering Data table. 

First 
part of 
the 
course 
data 
entry 
form 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Training organization (Requ ired) 

WTP Training Org 1 

Training address information is required when entering in-person course data. 

Training address 1 (Required) 

2525 Meridian Parkway 

Training address 2 (Opt ional) 

Suite 50 

Training city (Required) 

Du rham 

Training state (Required) 

North Caro lina 

Training ZIP code (Required) 

27713 

Supplemental funding (Requ ired) 

CORONAVIRUS (COVID-19 SARS-CoV-2) 

Special circumstance (Required) 

CORONAVIRUS (COVID-19 SARS-CoV-2) 

Remarks (Opt ional) 

This record is being entered as a demonstrat ion for gran tees! 

Pending record justification (Opt iona l) 

Pending record justification required when number of students is less than 5. 

Number of records (Requ ired) 

i@M 

 

 

 

Entering Course Data using the Course Entry Form 

Second 
part of 
the 
course 
data 
entry 
form 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Course Offerings Data Entry Form 

Program: HWWT 

Training Year: Aug ust 1, 2019 - July 31, 2020 

Status: Actua l 

All required f ields have the word (Required) aher the label. 

Course (Requ ired) 

101 - Basic Superfund Site Worker 

Course date (Req uired) 

04/02/2020 

Number of students (Required) 

16 

Student state(s)? (Opt ional) 

Student state(s) is required for "Online course." 

I Select one or more state(s) 

Online course (Yes/No)? (Required) 

No 

ii 

Course hours (Requ ired) 

40 

Native American (Yes/No)? (Required) 

Yes 

Blended Learning (Yes/No)? (Required) 

No 

 

 

Entering Course Data using the Course Entry Form 
Course 
entry form 
with 
course 
data. 

NOTE: 
some 
fields are 
required 
and some 
are 
optional. 

National Institutes of Health 
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Entering Course Data using the Course Entry Form 

When a new record is added, it will appear at the top of 
the Course Offering Data table. 

Add/Edit Course Offerings 

Course Offerings Data Table 

Number of records: 4 

Record Course Course Course Course Course #of Worker Training Training Training Training 
ID Status ID Name Date Hours Workers States Org Org Org City 

Name Addressl Address2 

4404 14 ACTUAL IOI Basic 04/ 02/2020 40 16 NONE WTP 2525 Suite 50 Durham 
Superfund ENTERED Training Meridian 
Sit e Worker Org 1 Parkway 

440340 ACTUAL IO I Basic 07/01/ 2020 40 20 AL WTP Test 
Superfund Awardee 
Sit e Worker 

440339 PENDING 104 Sit e 07/ 01/ 2020 50 60 AS,AZ WTP 
Supervisor Training 
Basic Org 2 

440337 ACTUAL !OS Sit e 07/01/2020 40 10 AK WTP Test 
Supervisor Awardee 
Refresher 

Training Total Training Online Blended Native Special 
State Zipcode 

Hours 
Program 

Year Course Learning American Supplement Circumstances Remarks delete 

NC 27713 640 HWWT 2020 N N y CORONAVIRUS CORONAVIRUS This record is being X 
(COVID-19 (COVID-19 entered as a 
SARS-CoV-2) SARS-CoV-2) demonstration fo r 

grantees! 

800 HWWT 2020 Y N y 2019 2019 DISASTER test disaster X 
DISASTER ACT SUPPLEMENT 9/152020 

3,000 HWWT 2020 Y N N 2019 2019 DISASTER X 
DISASTER ACT SUPPLEMENT 

400 HWWT 2020 Y N y 2019 2019 DISASTER X 
DISASTER ACT SUPPLEMENT 

" 
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Entering Course Data using the Course Entry Form 
Data entry field reminders: 
• Course date: required for Actual data and optional for projected 

data. 
• Student states: Recommended for all courses but required for 

online courses. 
• Online course and Blended Learning: If one is Yes, the other one 

must be No. 
• Training Organization address, city, state, and zip code: required 

for Actual data and optional for projected data. 
• Supplemental Funding: If you select a supplemental funding 

source, you MUST select a special circumstance other than None. 
• Remarks: This section is for grantee use only and is not used by 

WTP staff. 
• Pending record justification: use this section to let WTP staff the 

justification for courses that will be set to pending (all lead and 
asbestos courses, in-person courses with less than 4 or more than 
25 students). 
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Entering Course Data using the Excel Upload 
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Entering Course Data using the Excel Upload 

On the left 
navigation menu, 
click on the arrow 
to expand the 
Data Entry 
section, then 
select Course 
Offerings (using 
Excel Upload) 
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All required fie lds have the word (Required) aft er the label. 

Up load your file us ing the FORM be low: 

This form a llows you to use specifically-formattl!d E,c:cel templates to valida te and/or upload sets of Course Offerings data. Each template is customized for a specific program and training year. 

To check thl! format and contl!nt of your Excel f ile prior to upload, f ill out the form, browse to seled the fill! to check, and click on the "Validatl! XLS file only" Button. The data in your Excel file will be checked 

and any errors will be highlighted. The data wi ll NOT be saved to t he database, so you will still need to upload your data. 

To upload your Exce l fi le to the OMS, fi ll out the form, browse to select the file to check, and select the "Upload XLS fi le and save data~ Button. The data in the form will be checked and if any errors are found 

your EXC EL fi le will be displayed with the errors highlighted. If no errors are found, the course data in your EXCEL fi le will be saved to the database. 

NOTE: You must use the EXCEL template that corresponds to the program and training year for which you a re entering data . 

Online course (Yes/No)? (Required) 

No 

Program (Req uired) 

-- Please Select Program --

Training year (Required) 

-- P ease Select Tra in ng · ear --

Select Excel file to upload (Required) 

I Choose File ] No file chosen 

Validate XLS file only 
Use this Button to upload your Excel file to hove the system test thot it is valid. NO data wiU be saved. Thi$ feature i$ optional, and it aUows you to test your Excel file to ensure that it is valid before you hove entered 
tons of data. 

EM§§+li 

Upload XLS file aJtd save data 

Excel template files : 

{ 

Note: You must use the EXCEL template the corresponds to the prog ram and tra1mng year for which you are entering data 

• DO Etemplate 

ECWT template 

HDPT template 

HWWT template 
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Entering Course Data using the Excel Upload 
The Upload File Form will be displayed with the EXCEL 
templates at the bottom. 

You MUST use the 
provided templates to 
upload data. 

Spreadsheet templates to record 
and upload data (one per 
program) 
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Entering Course Data using the Excel Upload 
1. Open the spreadsheet for the program you wish to record 

and enter data for. Each spreadsheet will contain 2 tabs. 
– The first tab, Data Entry, is where you enter your data. 

– The second tab, Lookup Values, contains database code 
lookup values. 

Data 
Entry  tab 

Lookup Values tab National Institutes of Health 
U.S. Department of Health and Human Services 
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Entering Course Data using the Excel Upload 
Enter your course data into the spreadsheet by: 

• Typing your data directly into each cell 
• Cutting and pasting your data from another 

spreadsheet 
• Copying existing rows in the spreadsheet 

Please note: You will need to enter database codes for the 
following fields: 

– Course ID (numeric) – Supplemental Funding (text) 

– Student States (text) – Special Circumstances (text) 

– WETP org id (numeric) – Doesite num (numeric) 

– Course State (text) 

These database codes can be found under the Lookup 
Values tab of the spreadsheet template. 
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A B 

~ T 

AK 
Al 

Am.Samoa 

AR 

AZ 

CA 

Canada 

co 
CT 

DC 

DE 

DNA 

Fl 

GA 

Guam 

HI 

IA 

ID 

IL 

IN 

KS 
... . 

National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

C I D E F 

Course Name Ql courselDIT : t fl•HII~ 

Airborne Transmission Standard 1213 Arizona State University 

Anthrax Remediat ion 119 UC Berkeley LOHP 

Anthrax/Microbial Train-the-Trainer 118 UCLA LOSH 

Awareness of Rad iation Haz. for Em erg. Resp. 311 University of Californ ia Davis Ext ension 

Basic Superfund Site Worker 101 UNIVERSITY OF CALIFORNIA LOS ANGELES 

Blood Borne Pathogen Awareness Course 1202 uw 
Blood Borne Pathogen Train-the-Trainer 1201 WRUC 

CAMEO 312 INTERNATIONAL ASSOCIATION FIRE FIGHTERS 

Commun ity-l evel Infectious Disease Awareness 1207 Hunter College - School of Health Sciences 

I 
T 

Em erg. Medica l Basic/ Advanced 308 New York Committee fo r Occupational Sa fety & H, 

Emerg. Resp. Awareness 304 NJ State Police 

Em erg. Resp. Basic Oper. 302 NY Carpenters l abor Technical College 

Em erg. Resp. HazMat Spec. 307 NYC Environmental Justice Alliance 

Emerg. Resp. Incident Command 306 Rutgers 

Emerg. Resp. Refresher 301 UNIV OF MED/DENT NJ-R W JOHNSON MED SCH 

Emerg. Resp. Train-the-Trainer 305 Universidad Metropolit anta 

Em erg. Resp. fo r Specific Hazards 309 University of Buffa lo 

Em erg. Resp./HazMat Tech. 303 World Cares Cent er 

Evacuation Train-the-Trainer 314 INTERNATIONAL UNION OPERA TING ENGINEERS 

Exposure Monitoring 933 OIL/CHEM &ATOMIC WORKERS INT'L AFL-CIO 

HazMat Training for Infectious Diseases 114 UNITED STEELWORKERS OF AMERICA 
.. ' - .. ... ,...,.. _ .. . ........... . .. _ ..,,.. .. .... 

G 

1!..t1~ •• ,,. 

38 

96 

97 

110 

2 

241 

428 

17 

59 

81 

78 

79 

80 

668 

4 

109 

111 

669 

15 

9 

25 
-·· 

H 

Su lemental Fundin 2018 a 
CARRYOVER 

NONE 

S ecial Circumstances 2018 a 
HURRICANE HARVEY 

HURRICANE IRMA 

HURRICANE MATTHEW 

NONE 

WILDFIRES 

Su lemental Fundin 2019 a 
CARRYOVER 

NONE 

S ecial Circumstances 2019 a 
HURRICANE HARVEY 

HURRICANE IRMA 

HURRICANE MATTHEW 

NONE 

WILDFIRES 

 
 

   
   

  

Entering Course Data using the Excel Upload 
Customize the tables under the Lookup Values 
tab to remove any information that does not 
pertain to your organization: other grantees’ 
training providers, courses you do not offer, etc. 

National Institutes of Health 
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An example of a record in the spreadsheet is shown below: 

Course date e nte red 

in the form of 

mm/dd/yyyy 

Course ID of 102 for 

Site Worker 

Refre she rfrom the 

Course ID look-up 

Training organization id 

from the Training Org look­

up 

abbreviations e nte red as a 

comma separated list 

Supplemental Funding option 

from the Supplemental 
Funding look-up 

Special Circumstance 

option from the Special 

Circumstances look-up 

 Entering Course Data using the Excel Upload 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Course IDa Course Datea Number Of Studentsa Course Hours a Student Statels)a WETP org ida Course Address 1a Course Address ia Course citya Course Statea Course ZipCode a Supplemental Funding a Blended learning IY/N) 

101 9/12/2020 32 40 NC,DC,MN 288 101 Main street Apt12 Liberty NY 11121 NONE 

102 8/13/2020 5 8 288 102 Main street Apt 13 Liberty NY 11121 NONE 

103 8/13/2020 20 40 288 103 Main street Apt14 Liberty NY 11121 NONE 

201 9/15/2020 32 14 288 104 Main street Apt 15 Liberty NY 11121 NONE N 

205 9/1/2020 16 20 288 105 Main street Apt16 Liberty NY 11121 NONE y 

NONE Two instructors 

CORONAVIRUS ICOVID-19 SARS-CoV-2) 

NONE 

NONE Two instructors 

CORONAVIRUS ICOVID-19 SARS-CoV-2) 

 

   

Entering Course Data using the Excel Upload 

An example of a spreadsheet containing multiple rows of 
course data is shown below: 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Entering Course Data using the Excel Upload 
Helpful hints: 
You can use spreadsheet as a running form for collecting 
and uploading course data into the DMS for an entire 
training year by filling the Entered column with a ‘Y’ when 
a course has been uploaded. Any course records that 
have a ‘Y’ in the Entered column will not be uploaded. 

You can also enter additional columns or rearrange the 
columns as long as you do not delete or change the 
names of any of the columns in the original spreadsheet. 
Any additional columns that you add will be for your use 
only and will not be uploaded and stored in the DMS. 



Entering Course Data using the Excel Upload 

On the Upload File Form fill out 
the non-populated fields and 
select the file to upload. 
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M :I :flEHW::.: i·rdA·Ai41fia?riMI' th iM .. :f !"E 
Alrtql,h')Dtl»l'IMfltWOl'O{PU<r,Mta) t"lttl!)tl. 

Upload you r file using the FORM below: 

TN1bm--.you101a~~~10'41ttar10:ortC)tllCIMC1oO:ca.nto::tmgsma.f«l'!~lio.a.mmob ~19fCOCprogrnrou.-.r,g .,.,, 
lbc:Ndlhllm'IXrlClccrcindjQ.1'Ealmtprt,,ID~ O.CNb!'n.,bro.!MIOIOCthmtlDCf'ltC:t.rldCllc:tCl'IN"Vllt:Sa-XLS rn{'l!t.Cm.. Thtcta l'l 'fOJIEcotl 

.. btCt'lfCtifOr.GrtjtiRn .. Ot~ TNGZI .. NOTOtUIIOIDNGZXIAf.iOy«Jwa nNOID~)Ql'Ci3 

'ib~'p.MEK:rtl IONOMS. ClJ:Naxm,Dl'Oll5flORltd:N IDCfltea,ftlM)K{N"UplOaOXLS nl~~a.iz:n.ThfcatlNtlrm .. Otc:ntcaGNC 

..,, emnmbJ"IO)Q,l'EXCEl.llf WW OtdlipCl'_,«19\Nff'ltn~ noemn1t1tlU'l0_h:00tneOZl h ,O..-EXCS.llt d DtY.eo1DfltGl3tllit 

lfOTE. ~ffL.IW:~NfXCB.~NlCOffl'590'lOIIDl'ltprog!ftnntlt'lgiyurtll"'1llet\you&rtl!.Uff'l9CSD. 

<>nlntcout .. (YN/Ho)? 

No 

n,1""'9,-

2017 

Sbtu. 

- Pluse Select SUitus-

l'IETP est (999) 

Program 

HIWIT 

SeltctExCllflttoupklad 

I a.,..,._ I Nofieselecud. 

VtllGltt XLS I'll on1J 

B 

B 

B 

B 

B 

IJK 1"'i:.se~10t.c,.~y0:rb.:: -eJO/la.,r:!",(sySkJS~!""..a!Jl ls l'a!li:I.NOO-:. d ~M'o'N. 1'1.'s~• !:l"I: ~ &"ldl J: a!.lowS ,O:.IO~,,o:i,EJ,~ ~IO~!"la! .. U r a.<Ji, 
e,,e,~ yo,;,r4 .~ e-ue:eo~.sot0t:.. 

18 ·651+¥¥ 

UplDed Xl5 file: and~ daia 

Excel template files: 

lf<llt 'IOl.lm..Mwtn fXCfl ~r'lt~IDnprogrnniiranng jltatl:lt WNC:ft'fOJ Mten:tmg CID 

. ~ -~ . ~ -~ -~ 

  

 

National Institutes of Health 
U.S. Department of Health and Human Services 

Online Course (Yes/No)? 

Status (Actual  or  Projected) 

Select file for  upload 
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S·e ed Excell file to u pl:oml {ReqUWdj 

I Brow se ... I Hwwr _Program-'sp,readsheet_for _w ebinar.xls:x 

Upload XLS file and save data 

 
   

 

   
   

   

Entering Course Data using the Excel Upload 
1.On the Excel Upload form, browse to select the file you 

want to upload. 

2.Click on the Upload XLS file and save data button at the  
bottom of the form. 

3.The system will validate your data before it is stored in 
the DMS. 

National Institutes of Health 
U.S. Department of Health and Human Services 
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103 

201 

205 

Please correct the following 6 errors: 

Jlmifica!ion is requ·red when the num~r of students is less than 5 or greater than 25 for row 4. 
Course n mber 101, Bas•c Superfund s· e worker, must be a m·nimum of 40 hours for row 1. 
Please enter only va rd CoLJrse Sta e abbrev·ation from the ~Loe up va l es~ worksheet (row 2) 
Please prov·de a Tra ining Cty in row 2 
Please prov·de a Tra i ing Address 1 in row 2 
Please prov·de a ZIP Cede in ra,,u 2 

9/14/19 20 288 
103 Main 

street 

7/ 31 / 20 32 4 288 
104 Main 

street 

11125/ 19 16 20 288 
105 Main 

street 

Apt. 14 Liberty NY 11121 

Apt 15 Liberty NY 11121 

Apt 16 Liberty NY 11121 

NONE y N NONE 
th is is a 

test 

NONE N N NONE 
th is is a 

test 

CORONAVIRUS (COVID-19 th is. is a 
NONE y N 

SARS-CoV-2) test 

  
  

  
  

 Entering Course Data using the Excel Upload 
Any errors found during validation will be displayed two ways: 

1. In an error message at the top of the form AND 
2. By highlighting the cell(s) in the displayed form to show 

the issues that need to be corrected. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Main Menu Curricula catalog Pi-ogress Reports ii•' 7 . 
Your Excel file has been su1ccessfully imported into the DMS. 

For your reference, your Excel file was: HWWT _ De m o_ Upload_ Spreadsheet.xlsx 

T h e fo ll owin g reco rd s we re im po rte d in th e d at ab ase . 

Course Course C ourse #of 
ID Status ID Date Hours W ork ers 

3 4 9352 ACTUAL 1 02 07- 11 -2017 24 1 3 

Go b ack to th e upl oad fo rm 

WTP 
Or,g 

ID 

93 

Report Menu 

Add r,e s.s Address Stude nt 
1 2 City Sta te Z IP Sta te-(s) 

1 00 Main D urh am NC 2771 3 NC,TN,SC 
Stre et 

 
   

  
 

   
 

Entering Course Data using the Excel Upload 
4. If errors were found during validation, correct the errors on 

your original Excel template and upload your template 
again. 

5. When no more errors are found, the successful upload 
message will be displayed 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

 
   

      

   

    
     

  
 

National Institutes of Health 
U.S. Department of Health and Human Services 

Entering Course Data using the Excel Upload 
• Each program spreadsheet can be used as a running 

spreadsheet for an entire training year, as demonstrated below. 

1. Upload a set of records to the DMS. 

2. After successful upload, go back to the spreadsheet and enter 
a ‘Y’ in the Entered column for each record that was uploaded. 

3. Any course record that has a ‘Y’ in the Entered column WILL 
NOT be uploaded to the DMS. 

y 

y 

y 

y 

y 

109 2/5/2016 31 6 SC,NC 

309 7/4/2016 6 8 GA 

211 2/17/2017 1 1 MN 

212 8/15/2016 11 8.7 FL 

314 7/15/2016 10 40 LA 

322 2/5/2017 1 45 SC,NC 

323 6/1/2016 2 8 ND 

325 6/1/2016 3 6 SC,NC 

101 12/1/2016 12 2 NC,DC,MA 

93 456 Your st Ra leigh NC 20036 

93 111 Main St Washington DC 20036 

93 1234 Their St Columbia SC 27278-6742 

93 123 Any St 9 Charleston SC 20036-1234 

93 111 Main St Macon GA 20036 

93 456 Your st 4 Baltimore MD 12345 

93 123 Any St 4 Panana City FL 27713 

93 123 Any Street Suite 50 Durham NC 27713 

93 123 Any St 9 Durham SC 27713 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

National Institutes of Health 
U.S. Department of Health and Human Services 

Entering Student Demographic Data 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

Co rse a 

XC LJ 

s 

ud 1 
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National Institutes of Health 
U.S. Department of Health and Human Services 

Entering Student Demographic Data 
Two ways to enter student 
demographic data: 

• Using the Student 
Demographic Data 
Entry form 

• OR 

• Using the Student 
Demographic Data 
Excel Upload 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

 

National Institutes of Health 
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Entering Student Demographic Data Using the Form 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

Data Entry Selection Screen 

Use this screen to se lect t he prog ram you w ish to enter data fo r. 
Once a program is selected, then choose a t raining yea r. 

A ll required f ields have the wo rd (Req uired) aher t he label. 

Program (s) (Requ ired) 

- - Select Program -- V 

...... 

 

 
 

 

 

Entering Student Demographic Data Using the Form 

Select ECWT 
Student 
Demographic 
Data using 
the select 
box. 

National Institutes of Health 
U.S. Department of Health and Human Services 

I ECWT Student Demographic Da a 

-- Select Program -­
DOE Course Da a 
H\NWT Course Data 

ECWT Course Data 

HDPT Co 1; e Da,ta 

V 

ECWT Student Demographic Data I 

- ., . ' ·~· . - -~ . ,. 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

11111\..\. National lnstihrte of Environmental Health Sciences Iii&&"/" YOW" Enttunnmerl!. Ya ,..., J-te.q/tfl. 

Data Entry Selection Screen 

Use t lhis su een to selec t the program you wi sh to enter data fo r. 
Once a program is selec ted, then choose a t ra ini119 yea r. 

Al l required fields have the word (Requi red) after the label. 

Pr,ogram(s) (Required) 

I ECWT Student Demographic Data 

Select ECWT t raining year for stud em demographi'c data (Required) 

• Augu st 1, 2019 - July 31 , 2020 (Actua I for 2020) 

August 1, 2020 - May 31, 2021 (Actual fo r 2021) 

 Entering Student Demographic Data Using the Form 

Select the 
training year 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Student Demographic Data Table 

N umber of records: 1 

Record ID Consort Consort Training Student Age Race Gender Education 
Currently Superfund 

Name Year # Employed? Site? 

15410 999 w r P Test Awardee 2020 213 12 Black M HS DIPLOMA N N 

Site Type of Other Work JJrior Supplement Finished Delete 
Name Worl< type Employment JJrogram? 

None UN CARRYOVER y X 

 

   
    

  

Entering Student Demographic Data Using the Form 

The Student Demographic Data table at the top of the 
Student Demographic Data form shows the students 
already entered for the training year selected. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

St udent Demograph ic Data Form 

Program: ECWT 

Training Year: August 1 , 201 9 - Ju ly 3 1, 2020 

A ll r equ ir,ed fie lds hav e t h e wo rd (Req u ired) after the label. 

Student ID (O p t io nal) 

e.g., A unique Student ID (integer) for a given training year 

Student Age (Re q u ir ed) 

e g. Age between 1 and 99 

Gender (Req u i re d ) 

-- Please Se lect --

Cu rrentl y Employed? (Req u ired) 

-- Please Se lect - -

Employed at Superfund Site? ( Re q u ir ed) 

-- Please Se lect - -

Type of Work (Req u ired) 

- - Please Se lect - -

Supplemental Funding (Req u ir e d ) 

-- Please Se lect - -

Additiona l Stu dent I n for mation (O p t iona l) 

Completed Program? ( Re q u ir ed) 

-- Please Se lect --

Race ( Requ ired) 

-- Please Se lect --

L.evel of Ed ucation ( Requ ir ed) 

-- Please Se lect --

Prior Emp loyment Status (Req u i re d ) 

- - Please Se lect --

Name of Si te Where Empfoyed (Opt iona l) 

e g., Site name where student is employed 

Additiona l type of work information (Req u ired i f "'O t h e r " for Typ e of W o r k) 

e.g., Additional description of type of work. required if Other 

Please enter up to 200 characters of additional information that describes the work the individual is doing including ernployer, w age rate, skill set, etc. 

►¼WM 

 
    

 

Entering Student Demographic Data Using the Form 
The Student Demographic Data Entry Form is below the Student 
Demographic Data table. 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Your Environment. Your Health. 

Student Demographic Data Form 

Program: ECWT 

Training Year: August 1. 2019 - Ju ly 3 1, 2020 

All requ ired fields have the word (Required) after the label. 

Student ID (Optional) 

20201 

Student Age (Required) 

32 

Gender (Requi red) 

Female 

Currently Employed? (Requ ired) 

Yes 

Employed at Superfund Site? (Required) 

Yes 

Type of Work (Required) 

Laborer 

Supplemental Funding (Requ ired) 

NONE 

Additional Student Information (Optiona l) 

V 

Completed Program? (Requ ired) 

Yes 

Race (Required) 

Hispanic 

Level of Education (Required ) 

HS DIPLOMA 

Prior Employment Status (Requi red) 

Unemployed 

Name of Site Where Employed (Opt ional) 

Grand Junction 

Additional type of work information (Required if · o ther" for Type of Work) 

e g Additional description of type of work, required if Other 

Please enter up to 200 characters of oddit;onol ;nformot;on that describes the work the individual is do;ng includ;ng employer, wage rate, skill set etc. 

iflii 

V 

 

 
 

 
 

Entering Student Demographic Data Using the Form 

Student 
Demographic 
Data form 
with student 
data. 

NOTE: some 
fields are 
required and 
some are 
optional. 

National Institutes of Health 
U.S. Department of Health and Human Services 
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National Institutes of Health 
U.S. Department of Health and Human Services 

Entering Student Demographic Data Using the Form 
Student Demographic Data form reminders: 

• Student ID: optional – this field allows grantees to 
associate records with the number they have assigned to 
each student. 

• Employed at Superfund Site: If Yes, then the Name of 
the Superfund Site must be entered in the Name of Site 
where Employed field. 

• Type of Work: If “Other”, the type of work must be entered 
into the Additional type of work information field. 

• Additional Student Information: optional - If known, 
please include wage, employer, skill sets, etc. 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Add/Edit Student Demographic Data 

..

 
       

 

Entering Student Demographic Data Using the Form 
When a new student record is added, it will appear at the 
top of the Student Demographic Data table. 

National Institutes of Health 
U.S. Department of Health and Human Services 

Student Demographic Data Table 

Number of records: 2 

Record ID Consort 
Consort Training Student 

Age Race Gender Education 
Currently Superfund  Name Year # Employed? Site? 

15497 999 l'ITP Test Awardee 2020 202.01 32 Hispanic F HSO!PtOMA Y y 

1.5410 999 l'ITP Test Awardee 2020 213 12 Black M HS O!PtoMA N N 

Site Type of other Work Prior 
Supplement 

Finished 
Delete 

Name Work type Employment Program? 

Grand Junction Laborer lJ,j NONE y X 
None lJ,j CARRYOVER y X 
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Entering Student Demographic Data Using the 
Excel Upload 
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Entering Student Demographic Data Using the Excel Upload 

On the left 
navigation menu, 
click on the arrow 
to expand the 
Data Entry 
section, then 
select Student 
Demographic Data 
(using Excel 
Upload) 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Student Demographic Data Excel Upload 

All required fields have the word (Required) after the label. 

Student Demographic Data Excel upload form: 

This form allows you to use specifically-formatted Excel templates to validate and/or upload sets of Student Demographic Data. Each template is customized for a specific program and training 

year. 

To check the format and content of your Excel file prior to upload, fi ll out the form, browse to select the fi le to check, and dick on the "Val idate XLS fi le only" Button. The data in your Excel file wi ll 

be checked and any errors wi ll be highlighted, The data will NOT be saved to the database, so you wil l still need to upload your data. 

To upload your Excel file to the DMS, fi ll out the form, browse to select the file to check, and select the "Upload XLS file and save data· Button. The data in the form will be checked and if any errors 

are found your EXCEL file will be displayed with the errors highlighted. If no errors are found, the course data in your EXCEL file will be saved to the database. 

Training year (Required) 

August 1, 2020 - May 31, 2021 (Actual for 2021) 

Select Excel file to upload (Required) 

I Choose File I No file chosen 

Validate XLS fi le only 
Use this Button to upload your Excel file to have the system test that it is valid. NO data will be saved. This feature is optional and it allows you to test your Excel file to ensure that it is valid before you 
have entered tons of data. 

Validate XIS file only 

Upload XIS file and save data 

Excel template file: 

Note: You must use this EXCEL template for entering your Student Demographic Data. 

Blank template 

Example template with sample data 

 

 

 

Entering Student Demographic Data Using the Excel Upload 

The Upload File 
Form will be 
displayed with 
the EXCEL 
template at the 
bottom. 

You MUST use 
the 
provided 
template to 
upload data. 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Entering Student Demographic Data Using the Excel Upload 
Each spreadsheet will contain 2 tabs: 

• The first tab, Student Demographics, is where you enter your data. 
• The second tab, Lookup Values, contains database code lookup values. 

~ ~ Student_Data_Template (1) .xlsx • Excel Table Tools Albert,. Lynn (NIH/ NIEHS) [CJ EEi - 0 X 

File Home In sert Page Layout Formulas Data Review View Help Acrobat Design p Tell me what you want to do l0 Share Pcomments 

UJ ~. 
Paste 

~ 

Ca li b ri 

8 I !,.! 

• 11 . A' A' = = = ~ · ~i w rapText Text ~ EW ~ ~ ~ E§3 
<J.,. ~ . .. = -+= ~M .nl $ ·% ' 

+-,0 00 Conditiona l Format as Cell Insert Delete Format 
00 ➔O Formatting ... Table ... Styles• 

Cl ipboard r. Font r. Alignment r. Number r. Styles Ce ll s Editing 

Ml Program Completed (Y/N) 

Student Demographics 

+ 100% 

Student 
Demographic tab Lookup values tab National Institutes of Health 

U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

CORONAVIRUS (COVID-19 SARS-CoV-~ 

I Student Demographics 

Education a 
GED 
HS DIPLOMA 
NO GED ------~ 

+ 

+ 

Prior Em lo ment Statl.a 
Unemployed 
Underemployed 

Lookup values 

t 

t 

t 

t 

t 

t 

t 

t 

Race a 
American Indian 
Asian 
Blade 
Hispanic 
Other 
Pacif ic Islander 

Gender a 
M 
F 

◄ 

• 
Asbest os Abatement 
Assembly 
Carpentry 
Ch ild Care 
Cleaner 
Cler k 
Con struction 
Driller 
Energy 
Environm ental 
Fisherman 
Food Service 
Glazier 
Green construction 
Green jobs 
Haz Wast e 
Janit orial 
Laborer 
Lead Abat ement 
Maintenance 

 
  

Entering Student Demographic Data Using the Excel Upload 
Lookup tables for Student Demographic Data entry 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Entered] ... I Student Number I ... IAae I ... IRac:e I ... I Gender (M/F) I ... I Education I ... IPrior EmDlovment status 
V 1 27 Hispanic F HS DIPLOMA Unemployed 

I 21 33 I Hispanic F IHS DIPLOMA I Unemployed 

V 999901 19 Hispanic M GED Unemployed 

I 999902 35 Hispanic M IHS DIPLOMA Underemployed 

999903 26 Black M HS DIPLOMA Underemployed 

I 999904 23 Oth er M IHs DIPLOMA Unemployed 

999905 19 Hispanic M HS DIPLOMA Unemployed 

I 9999061 221 Black F IHs DIPLOMA I Underemployed 

V 999907 21 Hispanic M GED Unemployed 

vj ! 9999081 261 Hispan ic M IGED I Unemployed 

999909 21 Black M GED Underem ployed 

I 9999101 23 1 Black F IGED I Underemployed 

999911 27 Hispanic F HS DIPLOMA Underemployed 

I 999912 31 Oth er M IHs DIPLOMA Underemployed 

999913 19 Black M GED Unemployed 

I 999914 28 Hispanic F IGED Unemployed 

999915 26 Hispanic M GED Unemployed 

I 9999161 181 Hispanic ' M IHs DIPLOMA I Unemployed 

999917 25 Oth er F HS DIPLOMA Underemployed 

I Student Demographics J Lookup values I 

I ... I Currently Employed (YIN) I ... I EmDloved at superfund Site (Y/N) I ... 
V N 

Iv IN 

V N 

Iv N 

V N 

Iv N 

V N 

Iv IN 

N N 

Iv N 

V N 

Iv N 

V N 

Iv N 

V N 

IN N 

V N 

Iv IN 

V N 

I ◄ I I [8 

 

   
     

Entering Student Demographic Data Using the Excel Upload 

An example of a spreadsheet containing multiple rows of 
student data is shown below (not all columns are shown). 

National Institutes of Health 
U.S. Department of Health and Human Services 
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Your Environment. Your Health. 

= 

~

~

 

 
 

   

National Institutes of Health 
U.S. Department of Health and Human Services 

Entering Student Demographic Data Using the Excel Upload 

Select Training 
Year 

Select File to 
Upload 

Click Upload 
XLS file and 
save data 
The system will validate your data before it is stored in the DMS. 

~ National Institute of En\llrom,ontal H<>alth Sciences 
liMlfJ' )bu,rfnv.ronmenr. 't'cxx-Hea/tti. 

Student Demographic Data Excel Upload 

All required fields have the word (Required) after the label. 

Student Demographic Data Excel upload form : 

This fom, allows you to use specifically-formatted Excel templates to valida te and/or upload sets of Student Demographic Data. Eac h template is customized for a specifi c program and training year. 

To check the fom1a t and content of your Excel fi le prior to upload, fi ll out the form, browse to select the file to check, and click on the "Validate XLS fi le only" Button. The data in your Excel fi le will be checked and 

any errors will be highlighted. The data will NOT be saved to the database, so you will still need to upload your data. 

To upload your Excel fi le to the DMS, fi ll out the form, browse to select the file to check, and select the "Upload XLS fi le and save data" Button. The da ta in the form will be checked and if any errors are fou nd your 

EXCEL file will be displayed with the errors highlighted. If no errors are fou nd, the course data in your EXCEL fi le will be saved to the data base. 

Training year (Recuired) 

August 1, 2020 - May 31, 2021 (Actual for 2021) 

Select Excel file to upload (Required) 

 I Choose File I No fi le chosen 

 . Val idate XLS file only 
Use this Button to upload your Excel file to have the system test that it is valid. NO data will be saved. This feature is optional, and it allows you to test your Excel file to ensure that it is valid before you have entered 
tons of data. 

Validate Xl5 file only 

Upload XL5 file and save data 

V 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Please correct the following 1 errors: 

33 Hispanic F unemployed y N 
DIPLOMA 

999902 35 Hispanic 
HS 

Underemployed M y N 
DIPLOMA 

Black 
HS 

Underemployed 999903 26 M y N 
DIPLOMA 

Other 
HS 

Unemployed 999904 23 M y N 
DIPLOMA 

NONE 

Carpentry y NONE 

Carpentry y NONE 

Carpentry y NONE 

 
  

  
 

   

Entering Student Demographic Data Using the Excel Upload 
Any errors found during validation will be displayed two ways: 

1. In an error message at the top of the form AND 
2. By highlighting the cell(s) in the displayed form to 

show the issues that need to be corrected. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Go back to the upload form 

Your Excel fi le has been successfully imported into the DMS. 

For your reference, your Excel file was: Student_Data_Template_with_data_for_ppt.xlsx 

The following records were imported in the database. 

Go back to the upload form 

Training Year: 2020 

Program: ECWT 

Total number of records: 4 

Student Prior Employment 
ID ID Age Race Gender Education Status 

15498 2 33 Hispanic HS DIPLOMA Unemployed 

15499 999902 35 Hispanic M HS DIPLOMA Underemployed 

15500 999903 26 Black M HS DIPLOMA Underemployed 

15501 999904 23 Other M HS DIPLOMA Unemployed 

Go back to the upload form 

Currently 
Employed? 

y 

y 

y 

y 

Superfund 
Site 

N 

N 

N 

N 

Site 
Name 

Current Type of Addit ional type of work Program Add itional 
Work information Completed Supplement Student Info 

other Education N NONE 

Carpentry y NONE 

Carpentry y NONE 

Carpentry y NONE 

 
     

  

   

Entering Student Demographic Data Using the Excel Upload 
If errors were found during validation, correct the errors on your original Excel 
template and upload your template again. 

When no more errors are found, the successful upload message will be displayed 

National Institutes of Health 
U.S. Department of Health and Human Services 
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National Institutes of Health 
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Running Reports 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

'eports 

Course Offerings 

V 

S udent Demographics 

  

 
 

 
 

 
 

National Institutes of Health 
U.S. Department of Health and Human Services 

Running Reports 

The DMS offers two types 
of reports: 

Course Offerings Reports 
(all grantees) 

and 

Student Demographics 
Reports (for grantees who 
participate in the ECWT 
program) 
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Running Course Offering Reports 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Course Offerings Report 

NotH Wilen ~ir~ thi.!; fom,, y,:iushould sel.cc1 ·Prngr;im" aid ·Trairiirg 'te;u• tu:fore il!ly ether 1.el~tiDlls. This queryscree11 will dyn,1mically cha~e ;nyc,,.J m.ake selec~ions. ~or e:nmple, -f)'OY ~lect i! ·P,.ogr;im," the ·1r.2-.,ing \'e;ir" drop-dCMTI h t will upi::.::i~ to indJate the trairmg ~ears where there ts caur:sedat:t.. When yo11 

ch;mge "Training ye;ir the · supplemem1! fl.mding ;rid ·SpeCl.lll r::irDJrru;bnce fielia •A;n ch;ange as .,,.-c11_ 

Progr.im (Req..ii~) 

PSe;ue s~ect ON[ progr;im 

Training Orgi111~tion rOp1ion;al, 

Select ane i;s rncn! lrll.lrB"g orgamz.:ilii:zis 

St.:itus \Optional} 

Se~ 0121 or mCJn! q:ilions 

Cour5e H.o,vn tOptio~ 

ol •~ lu.rs. ll:w ccrn~s b •:in:e~ ~k/15. 

Coune DMe • From (Optioo-'Q_ 

Record Entered 1>:ate - ~rom 10p1ion.al! 

~d 

Rl:lcord Modified D:i t e - From (Option:il) 

I 

Blended Lc:i,ning? IOp.1iaNU 

Plc:io;eSelect 

Online coune (VC$/No)? (OptJ(ln:all 

PJe.:i~eSelect Yes or No 

• 

• 

• 

We~ N.11tivc Amcrians.. Al.nb N:itir,rc~ or.11 trib:iJ ~niz:ition th.c prim,n)' :iudien«? jOptiCill:ilj _____________ _ 

Ple:io;eSelectYesarNo 

Supplemenbl Funding (Op1tcmal: 

I Select alll! or mi:;n! supplement:11 lundinig opticris 

Trai ning St:itc (Opba<'!al:) 

ISC!lectaneorfflOl'!!lr:ii~st;:i\!!5 

ltl!part output form:it (0ption.'1T) 

I Select one m ~ lrllillln!J ~;us br a gi'o'en program 

Seim one Ill' rTIQl'!! ca.Jr=s 

Col65e tnrt;mce IO{s) (Option.ill 

Cr ;i,s11igl I.JI Ou J_. tlXl,200or~1Ql)200 

Cour5e D-llte • To_ (Option.d) 

"' 

R«ord Entered 1>:atre • lo (<>F,1.Alnar: 

""' 

ltet:ord Modified O.rte - To (OptiOfl.Jd] 

Number of Studcnti fOP,KINI) 

g. 111nbnr ~ Ill, ~- I.JSIZ Clll'TVNBIDapar.iila rnJl:ipleY.lllum 

Special Circ1.1mst.111ccs iOptian.11'1 

I Select one or nMJI'!! s~I cin:11rns1:ince-a~ns 

I Select one or fTl0I'!! slude11l sf.:11.!!s 

• 

• 

• 

 
   

Running Course Offering Reports 
Create your report by selecting specific report criteria on the Course Offerings Report form 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Notes: When using th·s form. you shou ld select "Program" and "Tra·ning Year· before any otllef selections. Th·s query screen will dynam'ca iy change as you make selecrons. For examp e, if you select a · program,· the l ra·ning Year· drop 

down list will update to indicate the tra·n:ng years where there ·s course data. 'When you change !raining year·. the "Supplemental funding· and ·spec·a1 c·rcumstance· fie'ds will change as weJI. 

Program (Required) 

HWWT 

Training Organization (Optional) 

I Select one or more training organizations 

Status {Optional) 

I Select one or more options 

Course Hours (Opt"onal) 

e .g. number of course hOU'S. Use corrwnas to separate mu.lq>le vaues 

Course Date • From {Optiona ) 

lmliddlyyyy 

Reco rd Entered Date · From (Optional) 

lmliddlyyyy 

Record Modified Date · From {Opt ional) 

lmliddlyyyy 

Blended Learning? {Optional) 

.. Please Select --

Online course {Yes/No)? {Optional) 

•• Please Select Yes or No •• 

Were Native Americans. Alaska Natives, or a t ribal organization the primary audience? (Opt ionaij 

-- Please Select Yes er No --

Supplemental Funding (Optional) 

Select one or more supplemental funding options 

Training State (Optiona ) 

I Select one or more training slates 

Report output format (Opf onal} 

e HTML 

Exce Spreadsheet ... 

ii 

ii 

ii 

Training year(s) (Required) 

Course (Optional) 

I Select one or more courses 

Course Instance ID(s) (Optional) 

Enter a single value • 100 or m.11tiple : 100,200 or range • 100-200 

Course Date • To (Opt iona ) 

rm-Jddlyyyy 

Record Entered Date · To (Opt iona ) 

rm-Jddlyyyy 

Record Modified Date · To {Optional) 

rm-Jddlyyyy 

Number of Students (Optiona') 

e.g number of students in courseJclass Use commas to separate multiple values 

Special Circumstances (Opt"onal) 

I Select one or more special circumstance options 

Student State (Optional) 

I Select one or more student slates 

ii 

ii 

ii 

 

  

 
 

 

 

 
 

Running Course Offering Reports 
Course Offering 
Report form with 
criteria entered. 

NOTE: The only 
required fields 
are: 

• Program 
(select one) 

• Training 
year(s) (can 
select more 
than one) 

• Report output 
format (HTML 
or Excel) National Institutes of Health 

U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Number of records: 4 

Pr09rlrn 
Tr11ining R~ord Count (Ourtt 

CourstNemt 
Yur ID SUtus ID 

(Ourst (Ou!U .. , r ... , Tl"linirtgOrg TrainingOrg TrainingOrg 
Doto Hours Woril.ttt Hours ..... Addrus1 Addttss2 

Training Training 
Zlpeode 

Wont.er 
City Stcite , ..... 

HY,Wf 2020 +<H!4 AC1\W. tO! ~Superrul'ld Sle IH/02/2020 .. " 640 WTP Tr-c1irwigOrgt 2525Mefil!i.:l'IP<lrbwdy "'"'° ""'""" NC 27713: ~ONE 

""""' i:NTIRED 

HOWT 2020 ..,,., ACTUAL 10113.t\lt.s.il,Cfr"nd~ 07,'0i/2020 .. " 800 WTP Te~tA1u1~ AL 

'"""" HY,Wf 2020 "'"' ?END!IIG 104SittSllper~B.hil'.. 07/01/2020 ,. 60 3,000 WTP T1<1irwigOrg2 .,,,_ 
ttVIWT 2020 ..,m ACTUAL 105 Sit~ Su~rvi- Rt:!r~ r 07,'01/2020 .. 1D 400 WTP r~~u_..drdt:.! AK 

Totals: 170 106 ◄,IMO 

Course Offerings Report 

All requ·red fields have the word (Required) after r e label. 

Onliltl!: Bl!Aded Nlltitt 
Count Learning American 

• 

Notes: When using th·s form, you should seled "Program" and "Tr,f ning Year· before any o er selections. n,-s query screen will dynam·ca 'y change as you make seled"ons. For e~amp e, ii you select a "Program,· the "Tra·n·ng Yea( drop 

down ist will update to indicate the tra'n"ng years wrere there ·s course data. When you change "Training yea( , the "Supplemental funding· and ·spec"a Clrcumstance· fie ds wrn change as we I. 

Program (Required) 

HWvVT 

Training Organization (Optional) 

I Select one or mOfe trainilg Ofganizations 

Status {Optional) 

I Select one or mOfe options 

Course Hours (Opfonal) 

e.g runber of course hotn. Use corrm.1s to separate mulq)le values 

Training year(s) (Required) 

I 2020 •I 

Course (Optional) 

I Select one or more courses 

Course Instance IO(s) (Optional) 

Enter a ~ogle value 100 or""~~• 100.200 or range 100-200 

Supplemtnt Speda,ICirtundUinCtS ........ 
CORDNAvr.:uis (COVl0-19 SARS-CoV- COIUJMVI.:1.US (COVI0-19 SARS-CoV- Th~~isbeiflgenterl!d~a~lidlionkr 
2) 2) 9T dli [t!l!S1 

20190:~ERAL 2019D:~ERSUPPLfMENT (i;::,l.~tr9{152020 

2019D!SASTERACT 2019D!SASTERSUPPl.fMENT 

20190:sAS""ERAL 20190:sAS""ER.SUP?LfMENl 

 
 

Running Course Offering Reports 
HTML report output showing the courses matching the report criteria 
displayed above the Course Offerings Report form. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

ecords printed 09/18/2020 at 03:41 f M) 
_....._ ____ 1, -------------------------------------------
Record ID Course Status Course ID Course Name 

440414 ACTUAL 
440340 ACTUAL 
440339 PENDING 
440337 ACTUAL 
Totals: 

101 Basic Superfund Site Worker 
101 Basic Superfund Site Worker 
104 Site Superlisor Basic 
105 Site Su erlisor Refresher 

Course Date Course Hours # of Workers Total Hours Training Org Name Training Org Address1 Training Org Address2 Training Cify Training State 
04/02/2020 40 16 640 WTP Training Org 1 2525 Meridian Parkway Suite 50 Durham NC 
07/01/2020 40 20 800 WTPTest Awardee 
07/01/2020 50 60 3000 WTP Training Org 2 
07/01/2020 40 10 400 WTPTest Awardee 

170 106 4840 

 Running Course Offering Reports 

Excel report output showing the courses matching the report criteria. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

 

National Institutes of Health 
U.S. Department of Health and Human Services 

Running Student Demographic Data Reports 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Student Demograph ics Report 

Use th is screen to select the training year(s), progra m and type of data for the Student Demographic Data report. 

A l l requ;red f ields have the word (Requ ired) after the label. 

Notes: When using th·s form, you snou ld select " Program" and "Tra·ning Year· before any other selections. 

Program (Required) 

•• Please select ONE program --

Student 10 (Optiona l) 

e g 999908 or 91,999909.999910 

Student Age (Opt iona l) 

e g 25 or 20.25,40 

Gender (Optional) 

•• Please Select - • 

Currently Employed? (Opt iona ) 

•• Please Select - -

Supertund/Bronwfields Site? (Optionat) 

-- Please Select - -

Record Entered Date - From (Op iona l) 

rron/dd/yyyy 

Reco rd Modified Date - From (Optiona l) 

rron/dd/yyyy 

Type of Work (Optional) 

I Select one or more options 

Report output fonnat (Optional} 

• HTML 

Exce. Spread.st-eet 

ii 

ii 

Training year (Requ ired) 

Select one or more training ~ears ror a given program 

Completed Program? (Optfonal) 

•• P ease Select •• 

Race (Optio nal) 

I Select one or more opl ions 

Level of Education (O pt io nal) 

I Select one or more opl ions 

Prior Employment statU5 (Opt io na ) 

-- P ease Select --

Name of site where employed (Optional) 

e.g. Sile name where student is efl"1)1oyed 

Record Entered Date - To (Opt io na ) 

mm/dd/yyyy 

Record Modified Date - To (Optional) 

nvnldd/yyyy 

Supplemental Funding (Opt iona l) 

I Select one or more opl ions 

ii 

ii 

 
    

 

Running Student Demographic Data Reports 
Create your report by selecting specific report criteria on the Student 
Demographic Data Report form 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Student Demogra ph ics Report 

Use th is K reen t o select t he train ing year(s), program and type of dat a fo r the Student Demographic Da a report. 

All requ:red fields have the word (Required) after the label. 

Notes: When using th·s form, you sr ou ld select MProgram" and lra·nin-g YearM before any ottter selections. 

Program equired) 

ECWf 

Student ID (Optional) 

e g 999908 Of 91 ,999909.999910 

Student Age (Optional) 

e g 2S or 20.2S,40 

Gender (Optio naQ 

-- Please Select --

Currently Employed? (Optio na·) 

-- Please Select --

Superfund/Bronwfields Site? (Optio n:al) 

•• Please Select •• 

Reco rd Entered Date - from (Op ional) 

rrm/cld/yyyy 

Record Modified Date • From (Opt ional) 

rrm/cld/yyyy 

Type of Work (Opt ional) 

I Select one or more options 

Report output fonnat (Opfonal) 

Exce Spreadsheet 

ii 

ii 

Training year equired) 

Completed Program? {Optional) 

-- Pease Select --

Race (Op ior,al) 

I Select one or more oplions 

Level of Education (Op ional) 

I Select one or more oplions 

Prior EmploYJTlent Status (Opt icna') 

-- Ptease Select --

Name of site where employed (Opt ional) 

e g Sile name wllere student is employed 

Record Entered Date - To (Opt ionar) 

mmlddlyyyy 

Record Modif ied Date · To (Optional) 

mmlddlyyyy 

Supplement al Funding (Opt io aij 

I Select one or more oplions 

ii 

ii 

 

 
 

   

 
 

 

 

 
 
 

 

  
 

Running Student Demographic Data Reports 

Student 
Demographic 
Report form with 
criteria entered. 

NOTE: The only 
required fields 
are: 

• Program 
(select one) 

• Training 
year(s) (can 
select more 
than one) 

• Report output 
format (HTML 
or Excel) 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Number of records: 6 

A.etord ID Con~rt Consort Training Stude.nt •;• R...a.ce Gf::nder Education 
Currently Superfund Site ··- Yel!llr • Employed? Site;? ··-1550 1 .,. WTP Te:, l Awa1dee 2020 9"9904 2] Ckl>e, M iriS OtPlOHA Y • 

15500 .,. WTP Te!iol AWdldt:t:: 2020 9999(]3 26 !31.sti. M riS o:PL.OMA Y ., 
15499 .,. WTP Test Awardee 2020 9999(]2 JS Hh,peili< M HS DrPlOMA Y • 
1549B .,. WTP Tt::.l Aw,udt:t:: 2020 2 JJ Hi:.pdl•k ~ riS O:P..oMA Y . , 
15497 .,. wrP TE!!iot Aw<11dee 2020 20201 32 Hi!io pr,211l i< f t!S DrPI..OHA Y y G r <1 1'llll.Jr'tl'.li(Hl 

l 5410 .,. WTP Tt::.l Awcnlet: 2020 21] 12 Bldti. M t1S O:PL.OMA •~ ., 

Student Demographics Report 

Use th is screen to select he training year(s), program and type of dat a fo r the Student Demographic Da a report. 

All requ' red f ields have the word (Required) after t he label. 

Notes: When using th·s form, you strnu ld select "Program" and l ra·nfng Year· be ·ore any oh-e r selections. 

Program eq ui red) 

ECWT 

Student ID (Optional) 

e g 999908 or 91,999909.999910 

Student Age (Optional) 

e.g. 25 or 20.25,40 

Gender (Opl'onaQ 

-- Please Select -· 

Type or 
Work 

C,11 pe11t:1y 

G:!qJt:intry 

ca,pe.-v:ry 

0 th"' 

Laborer 

'k111~ 

V 

V 

Other Work Prior 
Supplement 

Fini:shed 
typ@ Employme:nt Program? 

"" •mm: y 

utmE:t •~otf.!: y 

utmER \IONE y 

E~Ut.<1\iur "" '40N~ • 
UN \IONE y 

"" CARJlYOYE:t y 

Training year ( equ iired) 

Comp I eted Program? (Optional) 

-- P ease Select --

Race (Opt iona l) 

I Select one or more oplions 

Level of Education (Optional) 

I Select one or more oplions 

V 

 
 

Running Student Demographic Data Reports 
HTML report output showing the students matching the report criteria. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

(6 records printed 09/18/2020 at 03:51 PM) 

Consort Consort Name ID Training Year Student# Age Race Gender Education Currentty<brl>Employed? Su~rfund Site? 
999 WfP Test Awardee 15501 2020 999904 23 Other M HS DIPLOMA Y N 
999 WfP Test Awardee 15500 2020 999903 26 Black M HS DIPLOMA Y N 
999 WfP Test Awardee 15499 2020 999902 35 Hispanic M HS DIPLOMA Y N 
999 WfP Test Awardee 15498 2020 2 33 Hispanic F HS DIPLOMA Y N 
999 WfP Test Awardee 15497 2020 20201 32 Hispanic F HS DIPLOMA Y y 

999 WfP Test Awardee 15410 2020 213 12 Black M HS DIPLOMA N N 

Site Name Ty~ of Work Other Work ty~ Prior Employment Supplement 
Carpentry UN NONE 
Carpentry UNDER NONE 
Carpentry UNDER NONE 
Other Educat ion UN NONE 

Grand Junction Laborer UN NONE 
None UN CARRYOVER 

 Running Student Demographic Data Reports 

Excel report output showing the students matching the report 
criteria. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

National Institutes of Health 
U.S. Department of Health and Human Services 

Progress Reports 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

~ 
~ 

Pro g res.s eports. v 

Prog ress Rieports and 
Appendices 

Upload Progress. Report 

   
  

 
 

Progress Reports 

Search for progress reports and 
appendices previously uploaded 
Upload the current training year 
progress reports and appendices 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

  

National Institutes of Health 
U.S. Department of Health and Human Services 

Finding and Viewing a Progress Report in the DMS 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

View Progress Reports 

Use this form to select the training year(s) and program for the progress reports and/or appendices you wish to see. 

Training Year{s) (Required) 

I Select one or more training year(s) 

Program (Required) 

-- lease select ON program --

-
V 

  

       
  

Finding and Viewing a Progress Report in the DMS 

Select the training year(s) and program for the progress reports
and/or appendices you wish to see and click the Search button. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

View Progress Reports 

Use th is form to select the training year(s) and program for the progress reports and/or appendices you wish to see. 

Training Year(s) (Required) 

-- Select Year(s) --

2020 

2019 

2018 

2017 

2016 

2015 

2014 

2013 

View Progress Reports 

Use th is form to select the t raining year(s) and program for the progress reports and/or appendices you wish to see. 

Training Year(s) (Required) 

I 2020 x I 

Program (Required) 

-- Please select ONE program --

-- Please select ONE prog ram --

BMWT (Brownfields Minorit y Worker Train ing) 

DOE (Doe Nuclear Worker Training) 

ECWT (Environmental Career Worker Training) 

HDPT (Hazmat Disaster Preparedness Training) 

IDRT (Infect ious Disease Response Training) 

I 

V 

  

 
 

 
 

Finding and Viewing a Progress Report in the DMS 

Select 
one or 
more 
training 
year(s) 

Select 
ONE 
program 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

View Progress Reports 

Use th is form to select the training year(s) and program for the progress reports and/or append ices you wish to see. 

Training Yea r(s) (Requ ired) 

12020 xJ 

Program (Required) 

WWT (Hazardous Waste Worker Training) 

FHIUI 
Progress Report Listing 

# Consort ID Consort Nam" File Ham.. ·1 · 'od Date Entered 
F, e Size Report Peri Report TyJ>e Year Program Entered By 

999 WTP Test Awardee v,tp_lest_final_proi;res, ._, eport_20::!0 .docx 21 KB Final RPRT 2020 HWWT 09/ IS/2020 03:14 PM !ALBERT 

2 21 KB Initia l RPRT 2020 HWWT 06/0S/2020 U :07 PM ALBERTI 

V 

... 

  

     
  

 

 

 

Finding and Viewing a Progress Report in the DMS 

A list of Progress Reports and Appendices for the selected program and 
training year will be displayed. 
Click on the linked File Name to download and view. 

Matching 
progress 
reports 

Progress Report Link National Institutes of Health 
U.S. Department of Health and Human Services 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

  

National Institutes of Health 
U.S. Department of Health and Human Services 

Uploading a Progress Report to the DMS 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Uploading a Progress Report to the DMS 
Progress reports must use the supplied progress report template found at 
the bottom of the Progress Report Upload Form. 

11191\..'\. Natlonal Institute of Envlrorvnental Health Sciences lilillfJ' Yow-En11l'f011m911t.'rtxxH&alth. 

Progress Report and Appendices Upload Instructions 

1, Se lect the program you wish to upload a progress report or appe ndices for. The progress report template li nk for the selected program will appear. 

2. II uploading a prog ress report, fi ll out the te mplate and save the fi le to your desktop. 

3. Se lect t he type o f fi le to upload . You may upload one prog ress report, one text ap pendix a nd one spreadsheet append ix for each prog ram you participate in. 
4. Press Browse to select the File to Up load. 
5. Click the submit b utton to upload the fil e to the database. (Note: The 'Submit' button will appea r once you have completed the FORM and selected the fil e to upload.) 

When uploading a Progress Report, please make sure that you leave a ll the section head ers EXACTLY as they appear in the template fi le. 
Altering the section head ings by changing the head ing names, adding/ removing spaces or removing the section numbers will result in your progress report fai ling to upload . 

Program (Req uired) 

-- Please Select --

Train ing Year (Requ ired) 

-- Pease Select Train·ng \·ear --

Click 'Submit' to save your Report/Appendix Fili 

V 

Progress Report Type (Req uired) 

-- ~lease Select -- V 

V 

Progress Report template files :} 
• DOE Prog ress Report Templ ate 
• HWWT Prog ress Report Template 

• ECWT Prog ress Report Te mplate 
DPT Progress Re port Te mplate 

  
   

 

 Progress report templates 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Program (Required) 

HWWT 2020 FIN AL 

Training Year (Req uired) 

Program (Required) Progress Report Type (Required) 

I ·· Please Se lect -- v] -- Please Select --
1'==========================~ 

· · Please Select •• 
DOE 2020 FINAL 

ECWT 2020 FINAL 

HDPT 2020 FINAL 

HWWT 2020 FINAL 

Cl ick 'Submit' to save your Report/Appendix 1¥11 

l V 

Progress Report Type (Req u ired ) 

- - Please Se lect --

- - Pl ease Select --

Au gu st 1, 2019 - Ju ly 31, 2020 CFINAL for 2020) 
Progress Report 

Sprea dsheet App et1d ix 

Text Appendix 

No file ci-,osen 

Click 'Submit' to save your Report/Appendix if M 

V 

V 

V 

  

 

 

 

Uploading a Progress Report to the DMS 

Select the 
program 
for the 
progress 
report 

Select the training year Select the report type 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

V 

V 

  

   
  

 

 
 

Uploading a Progress Report to the DMS 

Program (Requi red) 

HWWT 2020 FINAL 

Tra ining Year [Required) 

Au gust 1, 2019 - July 31, 2020 CFINAL for 2020) 

I Choose File I No fi le chosen 

WTP_ Test_Final_Prog ress_Report_2020.docx 

Click 'Su ' to save your Report/Appendix iriM 

V 

Progress Report Type (Requ ired ) 

Progress Report 

The status bar 
Select the progress shows your file 
report to upload and being uploaded 
click Submit. and validated. 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

T a k you. Yo r progress report was success · lly loaded, veti ied, a d saved. 

Go back to the Progress Reports Achr1i istratio page, or pload a ot er o ess Report. 

Progress Report L ~sting 

# Cionsorf:]D Awa!ldee ID File Name File Size Report Periiod ReponTvpe 

9991 WTP·Tesf: Awardee 12378 •t. ip _ test _fi IJ1rog e-ss_ e:port_20!2<0 .. ex .21 KIB Fi nal RPRT 

2 999 WTP Test. Awar e 1.2 51 tnw _!),ogress _report_ tern ate ( ),doo; .21 K!B I . ial RPR 

Year ~rogram 
Date Entel'led 
Entel'led By 

.202Qi 1-fffiff 019,( 2020 03: PM LALBERT 

.2 20 l-fllWIT OS,{DB/202 12: 7 PM ALBERTI 

  

     

Uploading a Progress Report to the DMS 

If your progress report or appendix upload is successful 

National Institutes of Health 
U.S. Department of Health and Human Services 



National Institutes of Health 
 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

The fi lle that you have upload is NOT a va lid Progires.s Report. 

Please correct or select another file. 

Program (Required) 

HWWT 2020 FINAL 

Training Year (Required) 

August 1, 2019 - Ju ly 31, 2020 UFINAL for 2020) 

[ Choose File ] No fi le chosen 

Your Prog,ress Report conta ined the following, errors: ◄ 

• Section Heading: D. Plans WAS NIOT FOUNID! 

Click 'Submit' to save your Report/Appendix 1511 

V 

Progress Report Type (Required} 

Progress Report 

  
      

  
 

Uploading a Progress Report to the DMS 
If your progress report or appendix upload is not successful 

A list of the problems found 
will be displayed. 

U.S. Department of Health and Human Services 



 

~ \. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

 

Uploading  a Progress Report  to the DMS 
The most  common  reasons  for  a progress  report  upload  error 

7. Progress Report Summary 

• A. Specific Aims Changing or deleting a heading 
[ 

Summarize· t he spec ific aims/goalls of the project here. Indicate if the aims/goals have changed . 

] 

B. Studies and Results 

I. Summary of Progress: 

[ 

goals,. objectives,. and overa ll activi t ies of your program for the current bu

year. In a suco anner, descr ibe your overa ll progress and tra in ing. As possib lle, ple-ase

describe or qu antify ccupationall sectors trai ned. Do not include fund ing amounts i'n t

sect io n.I Not putting the text between the 
] two brackets [   ] 

dget 

 

his 

E. Publications Using less than 5 characters
[ N/A ] between the brackets 

 
National Institutes of Health 

U.S. Department of Health and Human Services 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

 

 
  

   
   

National Institutes of Health 
U.S. Department of Health and Human Services 

Admin Functions 

Note: These functions are only available to users who have been 
designated as Admins by their grantee organization. 

Admins are responsible for the review and QC of data and progress 
reports as well as marking data and progress reports complete. 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

National Institutes of Health 
U.S. Department of Health and Human Services 

Marking Data and Progress Reports Complete 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

Adm i11 f un ctio 11s V 
Mark Data Complete 

Tho, dnla bdawshaw,, all of the p<ogr.ams. If • died:b:,..,. i• checked, tho!n it.at tr...ing y~s data is marhd •• complet10. Ckbig tho, ch«kbcu ,.;II toggle the completion st;atu• inwnl!diatcfy. 'l'ou w,1 woe thm i;omc d,l!dba1e• will be d~bled if that .ant• entry pc,iod has not •tilr'lcd 

Marl:: Data Com plete 

Currait Tr,1ining 'ko1r for the DOC P"'9',1m is: 2021 

Oucriptior, 

DOC Course Offering Data (Projected b 20211 

DO[ C01me ~ Dain (Proj«tecl b 2022) fDililblc,dJ 

DOC Prog,.,.• Rc!pon (ln ir..l fa 2021 ) fOi,..,bled l 

DO[ Pr ogre• Rc!pc,<1 (Fir.al for 2020) 

Curnfltlr.aining'l'urforthe(CWfProgr:am i,:;2021 

Oucription 11,.,;.,.ogPoriod II M.lrt Dau Completil'? 

[CWT Co,mc Offi,nng Data \l,clial fa< 2020) II Augu:il1, ;?019 JulyJ1 . 2020 

ECWT Ca.me Offi,nng Dai, (Ptnj«tecl fer 20.U ; 11 Augmt1,l020·M3)'ll 2021 

ECWT c,,u,..,, Offi,nng Dau (PtnjectKI for 20221 II Ju...,1,2D21 t.4'1Yl1.llll2 II (Oisablecl] 

[CWT Progreu Rc:pon (Initial tor 202 H ll .... gu:,t1.2020-febru•f)l28.2021 

[CWT Pr~ Rcpor1 -:final b 2020) II Augmtl,2019 Julyl1 . 2020 

ECWT Studem ~rnograpt,ia 03!;1 (Actual fer 2010) II Augmt 1, 201t J,.lyJ1 . 2020 

Curncnt Jr;oining 'f'Nr for ma MDPT Progr,im is, 20,U 

De,scriptio,, 1r:MnliingPffiod 

_.,ugus112019 Julyll.202'0 

HDf'TCa,.,,..,Qfh:,-,90ata :PraJc,c.tedfar 2021 _.,ugus11 2:021) Mll)'J1.2021 

MDf'TCa,.,,..,Otfc,,-,90ata :Prap,,,:1«:1far 20l2: ...,,,.,,21121u.yJ12022 [Dis;obk!d] 

C,m1'nt Tr.aining 'f'Nrfor1tia MWWJ Progr.am is: 2021 

Di=:riptior, 

H\liWT(cu...,Offc,-,90au !A,e1111Ifar 2020) 

1-fWWT ea..,..., Offcr.ng Oata :PrOJ«t«:1 fa1 2022) [Disablff] 

H\liWT Pn:igN!u Pq,011 !Initial for 20H f ktg,.l~I 1, l020 ~,wry 28, 20.21 [Disablff] 

l-fW'WTPn:i9reuPq,0r11Jin;ilfar 2020: ktg,.I~, 1, 2019 · July ]1. 2020 

 
 

 

 

 
 

Marking Data and Progress Reports Complete 

To mark data or 
progress reports 
complete, click 
on the radio 
button under 
Mark Data 
Complete? 
column that 
corresponds to 
the data/progress 
report to mark 
complete 

National Institutes of Health 
U.S. Department of Health and Human Services 



 

- National Institute of Environmental Health Sciences 
Your Environment. Your Health. 

 
 

 

 

Marking Data and Progress Reports Complete 

Part of the Mark Data Complete Form showing the items that 
need to be marked complete for ECWT. 

y

Current Training Year for the ECWT Program is: 2021 

Training Period 

ECWT Course Offering Data (Actua I for 2020) August 1, 2019 - July 31, 2020 

ECWT Course Offering Data (Projected fo r 2021 ) Jurie 1, 2021 - May 31, 2021 

I ECWT Course Offering Data (Projected fe r 2022) Jurie 1, 2021 - May 31, 2022 

I ECWT Progress Report (Init ial for 2021 ) A gust 1, 2020 - February 28, 2021 

I ECWT Progress Report (Flnal for 2020) A gust 1, 2019 - July 31, 2020 

ECWT Student Demograph ics Data (Actua I for 2020) August 1, 2019 - July 31, 2020 

Mark Data Complete? 

0 

0 

[Disabled] 

Click on the radio button to 
mark the item complete 
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Disabled means  this item  
is not part of the current  
data/progress report entr
period 



 

11111\.\. National Institute of Environmental Health Sciences 
~ / Your Environment. Your Health. 

 
  

  
   

  
  

National Institutes of Health 
U.S. Department of Health and Human Services 

Marking Data and Progress Reports Complete 

• Data and Progress Reports must be marked complete 
at the end of each data and progress report entry 
period. 

• Marking data/progress reports complete notifies WTP 
staff that data/progress report entry is final. 

• Once data/progress reports are marked complete they 
can no longer be modified or deleted without 
contacting WTP staff. 
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Help and Docs 
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Help and Docs 

FAQs: DMS and Virtual 

Training Related to the 

Covid-19 Response 

Data Entry and Progress 

Report Schedule 

DMS Updates and New 

Login Method Webinar 

Slides - June 12, 2019 

Curricula Catalog 

Instructions 

Progress Report Training 

Webinar Slides - Feb. 

2017 

Progress Report Training 

Video - Feb. 2017 

508 Resources and 

Checklists 

Training Courses 

Current Worker Training 

Consortia 

DOE Sites 

 
 

 

   

Help and Docs 

A list of reference and help 
documents are listed under Help 
and Docs on the left navigation 
menu. 

A new DMS user guide and today’s 
slides will be added soon! 

National Institutes of Health 
U.S. Department of Health and Human Services 
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So when do you have to do this? 
Data Entry and Progress Reporting Schedule* for the WTP 2021 Training Year 

I+ 

HWWT HDPT ECWT DOE 

Budget Period Start 
Dat e 

August 1, 2020 August 1, 2020 August 1, 2020 September 1, 2020 

Budget Period End 
Dat e 

May 31, 2021 May 31, 2021 May 31, 202 1 July 31, 2021 

lnterimWTP August 1, 2020 - August 1, 2020 - August 1, 2020 - September 1, 2020 -
Progress Report February 28, 2021 February 28, 2021 February 28, 2021 April 30, 2021 

(due in t he OMS by (due in t he OMS by (due in the OMS by (due in the OMS by 
Apri l 1, 202 1) Apri l 1, 2021) Apri l 1, 2021) June 1, 2021) 

Int erim DMS training August 1, 2020 - August 1, 2020 - August 1, 2020 - September 1, 2020 -
data entry (current February 28, 2021 February 28, 2021 February 28, 2021 April 30, 2021 

training year) (due in t he OMS by (due in t he OMS by (due in t he OMS by (due in t he OMS by 
Apri l 1, 202 1) Apri l 1, 2021) Apri l 1, 2021~ June 1, 2021) 

Next year's June 1, 2021- May June 1, 2021- May June 1, 2021- May August 1, 2021-
projected training 31, 2022 31, 2022 31, 2022 July 31, 2022 

data entry (due in t he OMS by (due in t he OMS by (due in the OMS by (due in t he OMS by 
Apri l 1, 202 1) Apri l 1, 2021) Apri l 1, 2021) June 1, 2021) 

Student Data Entry August 1, 2020 -
(ECWTonly) 

N/A N/A 
May 31, 2021 

(due in t he OMS by 
N/A 

August 1, 2021) 
Final WTP Progress August 1, 2020 - August 1, 2020 - August 1, 2020 - September 1, 2020 -

Report May 31, 2021 May 31, 2021 May 31, 202 1 July 31, 2021 
(due in t he OMS by (due in the OMS by (due in the OMS by (due in the OMS by 

August 1, 2021) August 1, 2021) August 1, 2021) October 1, 2021) 

Final DM S training August 1, 2020 - August 1, 2020 - August 1, 2020 - September 1, 2020 -
data ent ry May 31, 2021 May 31, 2021 May 31, 202 1 July 31, 2021 

(due in t he OMS by (due in t he OMS by (due in t he OMS by (due in t he OMS by 
August 1, 2021) August 1, 2021) August 1, 2021) October 1, 2021) 

Li 

his schedule 
oes not 
clude 
rojected data 
ntry for the 
020 training 
ear which is 
ue in the DMS 
y October 1, 
020 for all 
rograms 

* Please refer to your NIH Commons account for all your NIH reporting requirement deadlines, such as for the RPPR and FFR. 
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If you have questions or problems – who ya gonna call? 

The DMS Busters! 

Lynn Albert Emmanuel Semawu Lesley Skalla 
919-794-4709 919-794-4306 919-213-4903 
albert2@niehs.nih.gov emmanuel.semawu@nih.gov lesley.skalla@nih.gov 
DMS user support DMS and MUSTID MUSTID user support 

developer 
National Institutes of Health 

U.S. Department of Health and Human Services 

mailto:albert2@niehs.nih.gov
mailto:emmanuel.semawu@nih.gov
mailto:lesley.skalla@nih.gov
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