How to Find you SOV Earned Hours Used to Determine Closure 

1. Type in SOV in address line on Blue Page
2. Right column - click on SOV
3. Click on 4* at the top which will take you to your Area (hover over button and it will list which is which)
4. Bottom of page - chose Scope – District Name
5. Chose MPOO area
6. Select your office
7. Select View Range - Ad Hoc Reports
8. Available Begin Date -  - highlight the beginning date you want to look at (you will probably want to start with Week 1 FY 2011)
9. Available End Date   - - highlight the last available date at the top
10. Submit Query
11. Click on your unit name.
12. Note the number of customer service days that you are pulling the data for (you will need this number later).  This is in the upper left of your screen.
13. There is a little floating icon on the white part of the screen on the right.  It looks like a computer. Click on that.
14. Then click on complement.
15. On the right hand side under earned complement your total daily earned hours are on the line beside the empty gray box under total daily earned hours.
16. Write down that number
17. Click on floating icon again.
18. Go to workload
19. Scroll to the very last line on that page
20. Go to Total PM admin column (on left)
21. Take the figure under Analysis PRD (in red) and divide by the number of delivery days that you pulled (from step 12)
22. Subtract that number from the total daily earned hours (from step 16)
23. This will give you your total hours earned in SOV.  It is usually rounded to one decimal place
