Using the National Exercise Scheduling Worksheet
Jim Lewis, a state exercise administrative agent, is looking to reduce the number of labor hours that he spends inputting exercise scheduling information for all agencies in his state into the DHS NEXS system. He recognizes the value of using the NEXS system and the need to adhere to the HSEEP data standard, as this will ensure that all of the information gathered from all entities in the state will be accurate, accessible and useful. However, because his state does not have its own proprietary system for HSEEP data collection and submission, he considers the use of the NED provided National Exercise Scheduling Worksheet his best option for addressing this issue. 

Jim checks the HSEEP web site for the latest version of the National Exercise Scheduling Worksheet. Jim opens the MS Excel-based template and makes some recommended edits to it to customize it for use in his state, including adding some information for his state in the various drop-down lists, such as potential participating agencies.  

After completing some changes, Jim then distributes the worksheet to the appropriate representatives of all relevant agencies via an email attachment.  Alternatively, Jim may also post the worksheet to his state’s website or document portal if he prefers (reminder – Jim will need to keep this up to date by monitoring the HSEEP website or receiving notifications from DHS that the worksheet has changed).  In the email, Jim asks all of the recipients to provide any new or updated exercise information to NEXS within the next two weeks. He reminds them, as always, to replace the old worksheet that he had given them previously with the new worksheet, and to keep it in their electronic files for future reference. He also provides them with updated comprehensive instructions using some sample instructions that he downloaded from the HSEEP web site.
When the users receive the worksheet, they save it to their hard drive and then open it to enter exercise information. A brief set of instructions located at the very top of the worksheet helps guide the user in its use. This includes explanations about what information is and is not required in NEXS based on both the exercise timeframe and whether the exercise is being submitted to NEXS to be saved or for approval. Also, required fields are denoted visually to assist in this process. Users enter one exercise per worksheet. If the worksheet has additional state-specific data in it (non-NEXS data that does not get input into NEXS), Jim may request the user also send a copy of the worksheet to his email. 

Once a user finishes entering information into a worksheet, they then follow the embedded link in the worksheet located next to the words “Upload Worksheet.”  This link automatically directs them first to the HSEEP login page, where the user enters their HSEEP username and password, and then to a website containing a tool for uploading the worksheet into the HSEEP Toolkit.  Following the instructions on this page, the user uploads their exercise worksheet and, if successful, receives a confirmation notice that the worksheet has been accepted. If the worksheet is not accepted, the user will receive a message suggesting some possible reasons for the unsuccessful upload. If these suggestions still do not remedy the problem, the user can contact the HSEEP Help Desk for further assistance. 
By the end of the two week period, Jim is pleased to have seen the data in NEXS for his state become populated into the system.  As different exercise dates approach, users in the state then use the NEXS system to directly add details to the specific exercise, thereby completing all NEXS reporting requirements as information becomes available.
