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Using MOAT

Managed Online Awareness 
& Trust Tool (MOAT)
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What is MOAT?

MOAT is a web-based service that will help assure 
that all DOA employees and contractors are aware 
of and stay current with DOA’s :

– Administrative policies 
– Human Resource policies
– Information Technology policies
– Emergency, Fire, Security & Building policies

In addition, MOAT will provide some basic training on 
IT security awareness and other topics.
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Getting Started

Each employee will receive:

• A MOAT user ID
• A temporary MOAT password
• The URL (web address) of MOAT
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Logging in

This is the login screen.  
You may also see special 
announcements or notices 
on this screen as well.

MOAT requires “pop-up” 
windows to be enabled in 
your browser. If you see 
any notices from your 
browser that pop-ups have 
been blocked, you will 
need to “always allow” 
pop-ups from MOAT.
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MOAT Orientation

1. On the left side 
of the screen, you 
will see the 
“certification” 
menu.

3. At the bottom of 
the screen you will 
see MOAT’s help 
and navigation 
buttons.

2. In the main area 
of the screen will 
be the highlighted 
topic for review.
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MOAT Orientation

The certification menu is divided into 2 sections: 

1. An IT security awareness curriculum consisting of 4 main 
modules:

•Information Risks

•Internet Security

•E-mail Security

•Human Factor Risks

Each module contains several “lessons”. You must read and 
successfully answer the questions at the end of each lesson.

2. Below the line is the “Department of Accounts Vault”.  The 
Vault contains DOA policies and procedures that you should 
be aware of.  The Vault also contains some additional training 
tools and quizzes.
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Reviewing a module

1. Click on the module and 
lesson at the left that you 
wish to review.  You can 
review items in MOAT in 
any order that you choose.

3. You can “BOOKMARK” 
a page to return directly to 
it at a later time.

2. Click the “NEXT PAGE” 
button at the bottom to 
continue reviewing each 
page of the lesson.  Most 
lessons will take only a few 
minutes to review.

4. Use the “GLOSSARY” 
button to review many 
common technology terms 
and definitions.
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Take the Test

At the end of each lesson, you will be 
presented with a few questions to 
answer. You must answer all of the 
questions correctly before MOAT will 
give you credit for completing the 
lesson.  Simply take the lesson and 
quiz again if you miss any. 
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Completing a lesson

When you’ve answered 
the questions correctly, 
you will see this screen. 

MOAT will keep track of 
which lessons you have 
completed and which 
ones are still remaining.
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Reviewing the DOA VAULT

1. When you click the 
VAULT, you will be 
presented with a list of 
documents.

2. At the right, you will see that 
some documents are “Required” 
and some are “Not Required”. 

4. Once you have completed 
a review of a document, the 
notation at the left changes 
from a circle to a check mark.

5. Experiment with 
the “Group by:” and 
“Sort by:” buttons 
to arrange the 
Vault in a way that 
is most convenient 
for you.

3. You must read and review all of 
the “Required” documents. The 
“Not Required” documents are 
simply there for your information.
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Reviewing a document in the VAULT

1. When you click on a 
specific document to 
review, you will see 
this screen. Click the 
document icon and 
the document will 
open in a new 
window.

2. Close the document 
window when you 
have finished your 
review. Then type 
“agree” in the box and 
click the ACCEPT 
button. 

3. When you type “agree” for 
a document, it represents 
your acknowledgement that 
you have read, understand 
and agree to comply with 
the requirements of the 
document or policy. 
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Getting Certified

1. When you have successfully 
answered all of the lesson quiz 
questions and have check 
marks next to all “required” 
documents in the Vault, MOAT 
will print your Certificate of 
Compliance.

2. Employees must annually 
complete all required 
components of MOAT in order 
to be certified.
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MOAT Tools

Click the “MOAT TOOLS” 
button to review your user 
information, change your 
password, or to go directly to 
a page you previously 
“bookmarked”.
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MOAT Summary
• MOAT will email you if there are new documents or lessons 

added.

• MOAT will email you when your compliance date is near and lets 
you know your status.

• You can use MOAT anywhere and generally any time that you can 
get to the internet.

• You can go through the MOAT process in any order and at your 
own pace and convenience.

• MOAT will provide audit-ready reports that will track your status 
and will be available for you or your supervisor’s review.

• Even after you have “certified”, you can continue to use MOAT as 
a reference tool or to refresh your memory.
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MOAT Summary

• Depending on the department you work in, the 
documents listed in the vault may vary. For 
instance, employees in “Systems Development” 
will have a slightly different list of documents to 
review than “Financial Reporting” employees. 

• Directors, please let me know if there are 
specific documents, training material or other 
content that you would like included for your 
group.
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MOAT Summary

If you have problems or technical issues with 
MOAT, simply send an email to 
support@awareity.com and they will get back to 
you (during regular business hours).

You can also call Jane Kearney, if your questions 
are of a more administrative nature.

Thank you!

mailto:support@awareity.com
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