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DHS Learning Center 
Partner User Registration – Step by Step Instructions 

Step 1: 
Go to https://dhslearn.hr.state.or.us. 
Click the first link that reads, “If this is your first visit, please click here to sign-up to 
complete a User Profile and gain access.” 
 
At the resulting page (below), identify yourself as a DHS partner and begin the sign up 
process. 
 

 
 

1a. Click “I am a DHS partner signing up for the first time.” 
1b. Click “Submit” button. 

https://dhslearn.hr.state.or.us/
https://dhslearn.hr.state.or.us/kc/login/register_gateway.asp
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Step 2: 
Create a login ID and password for your Partner User profile. 
 

 
 
 

 
 
 
 
 

2a. For “Login ID”: Enter an ID that contains at least 4 letters 
and/or numbers. 

2b. For “Password”: Enter a password at least 8 characters long 
that contains both letters and numbers.  

2c. For “Confirm Password”: Enter the password you just 
entered in the “Password” field. 

2d. Click “Submit” button. 
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Step 3: 
Select the appropriate organization for your Partner User profile. 
 

 

 
 

3a. In “Root Organization” drop-down box, 
select “Other organizations,” then click 
“Expand” button 

3b. In the first “Sub Organization” drop-down 
box, select the most appropriate description 
from the list, then click “Expand” button 

3c. In the second “Sub Organization” drop-
down box , select the most appropriate 
description from the list, then click “Select” 
button
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Step 4: 
Enter your name and contact information for your Partner User profile. Only fields 
marked with an asterisk (*) are required. 

 
 
 
 
 
 
 
 
 
 
 
 

4a. Enter  your first name, last name and 
email address. 

4b. Mark the check box to get emails that 
notify you of DHS Learning Center 
content changes. (Not all Learning 
Center content is for providers.)

4c. Enter your Title, Street Address, City, 
State, County, ZIP code, Country (type 
“U” to get to U.S.), and Phone Number 
(include area code). 

4d. If you want your manager to get a copy 
of your training confirmation, also enter 
your manager’s email address. 

4e. Indicate whether you need 
special accommodations 
(e.g., ADA) to attend a 
training. 

4f. Enter your DMAP 6-digit 
provider number. 

4g. If you don’t want other 
Learning Center users to 
be able to look up and view 
your profile, uncheck the 
last two boxes. 

4h. Click “Submit” when done. 
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Step 5: 
You have successfully completed your Partner User profile!  
Click “Done” to go to your Learning Center home page. 
 

If, instead of this page, you get an error message saying a similar profile has 
already been entered: Click the “Log In” button at the top of the screen to 
return to the DHS Learning Center home page; then repeat Steps 1 through 5. 
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Step 6: 
Make sure to bookmark https://dhslearn.hr.state.or.us for future visits.  
• You may want to take the “Introduction to Learning Center” course at this link: 

https://dhslearn.hr.state.or.us/kc/ilc/course_launch_scorm_review.asp 
• You can edit your profile information, login ID and password at any time by going 

to the “User Profile” tab on your Learning Center home page. 
 
 

https://dhslearn.hr.state.or.us/
https://dhslearn.hr.state.or.us/kc/ilc/course_launch_scorm_review.asp

