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U.S. Department of Energy National Training Center

Course Material Availability Portal
User Guide

The Department of Energy (DOE) National Training Center (NTC) Course Material Availability
portal is used to provide NTC-certified instructors, instructional designers, and others with a
need-to-know access to NTC course materials. Access to these materials will allow the user to
present NTC courses for credit, participate in the revision of NTC courses, or use the training
materials to enhance or create authorized training. Folders within the portal include course
training materials (for instance, lesson plans, tests, and PowerPoint slides) for an NTC-certified
instructor to conduct an instructor-led training course. Electronic learning (eLearning) courses
are not included on the portal.

This document contains instructions for the following activities:

LOG [N PrOCESS ... ettt ettt e e e e e e et e e e e e e e e et e e e n e e e et e e rrrna s

AccesSiNg the CoUrse Catalog ...........cuvviiiiiiiiiiiiiiiiiiii e 4
REQUESTING ACCESS ...evitiuiiiie e e e et e e e e e e e e e e et e et e e s e e e e et ee sttt e s seeaaeeeaaattasaeeaeeeasssrannnnss 6
ACCESSING COUISE MALEIIAIS ... ..ccuviiiiii e e e e e e e e e et e e e e e e e e earraa s 7
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U.S. Department of Energy National Training Center

Log In Process

1. Go to https://sites.ntc.doe.gov/SitePages/Home.aspx.

!}H",Lﬁ"“"”'lj lk _n?rgy
\ raining Center

Home Students Partners Internal Courses

Search s site... o @
Libraries
R .
Shared Documents Welcome to the NTC Sites Portal
Lists
This is the future site of the NTC. In the upcaming manths, this sits will grow to encompass existing NTC information as
Announcements well as expanded information,
Discussions
Announcements
Tearn Discussion
I ow Tite Modified

There are no items to show in this view of the "Announcements” list,

[2h all site Content

Shared Documents

I~ Type Mame Modified Modified By

2. Click “Sign In”.

3. Log on to your site’s portal page on the NTC portal.

pc%aw”wu' Center {ﬁ?

Q Sign In

User Name: ]

Password: l

Sign In |

Click here to recover your user name or password
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U.S. Department of Energy National Training Center

Accessing the Course Catalog

1. Click “Courses” in the portal menu bar to the right of the “Home” button.

,")a’;;j~lfiltl=ﬂl"
NAtl |

Site Actions ~ §8 Browse Page

NTC Sites » Hor\A

Home Students Partners

Libraries

Shared Documents Welcome to the NTC Sites Portal

2. Click on “Course Catalog” under the “Lists” sub menu on the left.

Site Actions ~

Browse
Courses » Home
Home
Lists
- ; |
Access Requests Welcome to the courses site!
A t
nneunesments Information about NTC courses can be found here.
Calendar 3
To find a course see the Course Catalog on the left menu.
Course Catalog :
To request access to additional course materials create a new access request
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3. Locate the course you wish to download, and click on the Link hyperlink in the last column.

Baarch this sita... P 0
Course Description Version# Site Certifiable Status ofes Link
MIT-111, Basic Instructor Training 1.0 Tes Active
PFT-215, Basic Security Police Officer Training 4.0 res Active
MIT-120, Job Analysis 1.0 Mo Active
MIT-1120L, Distance Learning for Instructors 1.0 Mo Active
Mo Active Link

SAF-784, Review and Approval of Nuclear Safety Basis Docurments
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Requesting Access

1. If you need course material for a listed course and receive an error message because you
do not have access, click on “Request access”.

e Error: Access Denied

ﬁ Current User

%¥ou are currently signed in as: beckyr

Sign in as a different user
Request access

+ 50 back fo site

2. Enter an explanation justifying your need for the course material, and click “Send Request”.

0 Request Access

You are currently signed in as: 0#.F | wcfmembershipprovider |beckyr

Type wour request, and then dlick Send Request,

Send Request |

4+ 30 back to site
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Accessing Course Materials
1. Click “Course Materials” from the “Libraries” sub menu.

SiteAdtions - 3 B BEECEE Fage

MIT-111 » Home

Course Information

Harne
Libraries
MIT-111 Basic Instructor Training
Shared Docurments Delivery Method: Instructor Led Course
Length in Hours: 40
This beginner-level course provides attendees with the basic tools necessary to conduct
Lists Description: training session, NOTE: Attendees are expected to spend an average of two hours of thei
each evening, preparing for class,
Calendar Audience: DOE, DOE-contractor;, and other government personnel who are responsible for conductin
Upon successful completion of the course, students will:
1} Incorporate adult learning technigues into classroom presentations.
Discussions 2} Demonstrate the instructor's role in effective classroom communication, including effe
X X questions.
Tearn Discussion Goals & 37 Know the various teaching methods for enhancing learning.
OE?&?:;tives- 4} Understand the rglationships among instructional objectives, content presentation, stu
' and student evaluation,
Y, Recydle Bin 3] Eﬁ‘e_ctively produce and use training aids to reinforce Iessorgs: ) )
= &) Deliver a lessan over two days, using a lessan plan and training aids provided by the
j-_'l ol Site Content 7)1 Through presentation of an instructional lessan, apply teaching methods, use training
administer a test,
Prerequisites: Mone

2. Folders containing available course material are listed. Click on the specific folder you want
to download (for example, Handouts).

%u“y;._mllml' of | nergy

raining Center

Library Tools

Site Actions ~ §& Browse Documents Library

@ MIT-111 » Course Materialz » All Documents

Home

Libraries [T Type  Mam

Course Materials

adrnin Katerials
e Final Pregentation Materials
|
Lists
Instructor CD
Calendar

Instructor Guide

Discussions Mon-FDF Files

Teamn Discussion PowerPoints

Student Guide
i:— Recyde Bin MIT111_Full Package

20 all site Content

L N W L W W N NN

READ ME FIRST MIT111

gk Add docurment
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3. Click on the specific document you want to download (for example, HO 2-2 Favorite
Instructor Presentation Performance Checklist).

1 tiof Energy
‘Training Center

Library Tools
Site Actions ~ §f EEIEIER Documents Library

MIT-111 » Course Materials » Handouts » All Documents ~

Home

Libraries [T Type MName

Course Materials Ea AinRee

Shared Documents

4 | HO 2-2 Favorite Instructor Presentation Performance Checklist
: R HO 4-2 Impromptu Presentation Performance Checklist
Lists
| HO Final Presentation Performance Checklist
Calendar

4 Add docurnent
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