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DHS Learning Center
Class sign-up — Step by Step Instructions

Step 1:

Open your Internet browser and type in https://dhslearn.hr.state.or.us.
Enter your DHS Learning Center login ID and password, then click the “Log In”
button.

e
Ueparl - =
) il Learning Center

Welcome to the DHS Learning Center
If this is vour first visit, please click here to sign-up to complete a User Profile and gain access.
If you would like to enter the site as a guest, click here.

Partners who have already registered do not need to re-register, please use the log in screen below to log in or
get help.
DHS staff are pre-registered. Please use the log in screen below to log in or get help.

Click here to launch the "Introduction to Learning Center” course.

This password does not match the login in our records. Please try again.

Login ID: |abc‘|23 |
Password: |u"u

Forgot Login? | Forgot P 7
Submit
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Step 2:
To register for MMIS courses, click on the “Courses and Registration” link in the

Index  Help 0P Gloteary Reseanch Salact 3 function g &

Welcome Robert Costa

[ &
Poors | FaviSives | R0Ig | MO, | nSTum, | sehuat,,| Reoisiration | 1op |

My Homepage

Mandatory Training Junap boa 1y

Status Course,Session Information

E-Learning/On-Line Courses Juenp Bar 1400 . ablind
Status Coursa/Session Information start Date
Started Introduction to Oregon Public Health Emergency Response (CO0158) 0&/012006

Step 3:
When you click on “Courses & Registration,” the following page for course
. Click on the icon that reads “Find a Course & Register”.

Course Find a Course

Bookmarks Curriculums & Register

MNotes & Tutorials &
Hobert Costa Agsignments Demonstrations

58 | NSl B Aaigeres | T
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Step 4:

When you click on “Find a Course and Register,” the following page opens up.
In the “Course #” box of this page, type C00748 to find the Combined MMIS Web
Portal Professional/Dental/Institutional sessions, then click the Search button.

COURSES & REGISTRATION Topic: |.ﬂ.|
Find a Course and Register

Keywords: | [Rurwonds

Course #; |c00697
Active & Inactive © Bath ©

To search for courses, comglets the search ontena, then chck Saarch. Lsing the Search button without completing search onbana
will kst all courses. Fram the resulting lst, dick the informabion icon for detals. To start an onkne cowrss, chick the btle. To register
in 3 classroom courss, click the nfarmaban icon, than dick tha Ragistar link naxt to the seegion you wish to ba registarsd in.
Mote: If the session you wish to register is full, you may chek tha 'Waithst bnk to be addad to the waking hist for the courss, Whan
a ppace becomes available, you will ba automatcally ragitared and nonfiad via amail.

I record(s) foumnd. Detaded cowrse information will display here.

@ MMIS Provder Training foe Fee-
for-Service Professional and
Denital
Providers (CO0B97) [Classress]

Step 5:
All courses with the keywords you entered will show up in the bottom left-hand box
of that same page, in alphabetical order.

Scroll down inside this window to find the course you want. The MMIS provider
trainings all begin with “MMIS Provider Training.” Click the blue “I” bullet of the
course you want to read the detailed information for the course.

1 record( s} fownd, Cetaded course mfgrmaticn will dSplay here,

@ v provider Traming for Feg
far-Service Professional and
Denkal
Praviders (COD697) [Classream]

Step 6:

When you click the “I”” bullet for a specific course in the left-hand window, the
bottom right-hand window displays a detailed course description.
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Salacta funchon | &

COUR SES & REGISTF!.#.TIGN Tapie: [a1 £l
Find a Course and Regis

Keywords: [mms [arworss =]

Course &;

Active & [nactive © Both ©

To seanch for courses, complete the gearch cnieng, then dick Search. Using the Search button without completing seanch
criberia will k5t all courses. Fram the resultng list, chck the infarmation icon for detads, To start an online course, chck the title
To rggater m 3 classroom ooursd, chek the mlformaton won, then chok the Bégeber nk ngxt to the seL6ion vou wiih Lo be
regesterad imn

Note: If the session you wish to register is full, vou may dick the Waitlist link te be added to the waiting list for the course.

2 record{s) Tound, UAT - 01 {User Acceptance Tralning)
Tvme: Classraom
@ ECHSMMS Cotument Available: Mow availabla
Retrigval (DRIAGI) [Clawwsmam] Cosl: 50.00

B UAT - 01 (User & ccﬂn—.a"».e
Trasning) (CO0E83) | g

Sponsor: 015 - Busness Process Managemant Tramang $03-378-3355%

Thet courge i réquired for any person who will participata in Uger

Acopptance Tesmng (LWAT) for the ndw MMIS. Thes 4.8 2-day course. The frst

Ay will consmt of an in-depth overvew of the naw MMIS mcluding:

featurzs, login and navigation, search funcoionality, view, add and update

functang, providar, recipient and claime eub-gysbam review and an-dne
::-r-!ll |-.- Codsiat l:|f| !r.” FOCESS0S, DESt Case

Scroll past the detailed course description, and then you can view the “Register”
links that allow you to sign up for available days/locations of the course.

Past S chast . m Date
1 Salem  12/11/2007-12/12/2007 ﬂ.:- 00 AM-05:00PM  megster

2 record(s) found.
Salem/Keizer - EDS Bulding - MMIS Trainevg
e EDMS/MMIS Dofumsnit Radm Moo
Retrngval (OR3G91) m]

G LAT - 01 (User Acceptance . . . . \
Traming} (CO0A83) [classresm] 2 Salen 12/13/2007-1214/2007 08:00 AM-0%5:00 PM Bl

SalemyKeizer - EDS Bulding - MMIS Tramen]
Room Mpre

3 Salem  01/29/2008-01/30/2008 Q8:00 AM-05:00 PM  Ragicter

If this bottom right-hand window is too small for you to read, you can right-click on
the “I” bullet next to the course you want to view. At the resulting menu, click on
“Open Link in New Window.” This will allow this course information window to
show up as a full page on your computer screen.
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In the course description window, select the day/location of the course you want to

attend by clicking on the “Register” link.

UAT - 01 (User Acceptance Training)
Type: Classroom
Available: MNow available
Cost: £0.00

Sponsor: QIS - Business Process Management Training 503-378-3355

This course is required for any person who will participate in User Acceptance Testing (UAT) for the new MMIS. This is a 2-day course. The
first day will consist of an in-depth overview of the new MMIS including: features, login and navigation, search functionality, view, add and
update functions, provider, recipient and claims sub-system review and on-line resources. The second day consists of testing processes,
test case structure, test result documentation requirements, available resources and practice labs for execution of test cases. The course is
being offered four times. Your leader will inform you of which session you are to enroll.

# City Date
1 salem 12/11/2007-12/12/2007

Salem/Keizer - EDS Building - MMIS Training Room

Time
08:00 AM-05:00 PM

Status

Reaister

Salem 12/13/2007-12/14/2007

Salem/Keizer - EDS Building - MMIS Training Room

08:00 AM-05:00 PM

Reaister

Salem 01/29/2008-01/30/2008

Salem/Keizer - EDS Building - MMIS Training Room

08:00 AM-05:00 PM

Reaister

Salem 02/19/2008-02/20/2008

Salem/Keizer - EDS Building - MMIS Training Room

Upon registration, please visit the Notes & Assignments page to access additional information for this course.

More...

08:00 AM-05:00 PM

Reaister

When you click on the “Register” link for a specific session of the course, the
following box will pop up asking if this is the course for which the end user wants to

register. Ifitis, click on “OK”.
x|

:/- Are you sure you wish to register in the session below?
-

Course: IUAT - 01 (User Acceptance Training)

Session: 1
Cancel |
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Step 8:
Once you confirm by registration for a specific session of a course by clicking
“OK,” the following things let you know that you are now registered for the session
you selected:
* All remaining sessions for that course will show a “Cancel” link. The system
does not allow you to register for more than one session of a course at a time.
* You will receive a system-generated email that confirms your registration for
the session.
* When you return to your DHS Learning Center home page, you will see the
course listed there, complete with date, time, and location.

}" DHS

= Moz dia Help D0 Slossan Rusparc
A Learning Cenler g i -

Welcome Robert Costa

LG Trahwiig (52 [T Paal !-':!:l.l-.il-l:‘l_._’:-

Poers | pyusrmes | Recomdl Frofds | Bookmens | Seenlies Lo

My Homepage

Mandatory Training
Stalus CourseSession Information

Classroom Courses
Stalug Course {Session Infarmation Start Date Start Thne

Registered WAT - 01 [ User Acceplance Training) (COD402) Toe, Dec 11, 2007 0O8:00 AM
il

ast UAT =01 (User Acceptance Tasting) LitmErutter

Sabamiaaize - 1050 Iaining Aogs TilL
E-Learning/On-Line Courses Jumn toy

Shatus Courss fSacsion Information Start Dale
Started Introduction ta Oregon Public Health Emergency Response (D001 50 08,/01 /3006

If you need to cancel a course later:

* Just go to https://dhslearn.hr.state.or.us and log in with your User ID and
password. The DHS Learning Center will automatically take you to your home
page, which displays the classes you are currently registered for.

At the home page, click on the “Cancel” link for the class you want to cancel.
This link is in the “Status” column for the class.

A pop-up box will ask if you still want to cancel the course. Click “OK,” and
the system will automatically remove you from the roster for that course.
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