———
[ \\F
S
R
Ed

h

""\ iLearnOregon
.

Website: https://ilearn.oregon.gov/

First-time Login Instructions

Use the table below to get started in iLearnOregon (iLearn).

before!

login ID

(all lowercase)

Type of user iLearn Login iLearn What to do next
Password
You were hired temp1234
before July 1, 2016 OR# (all lowercase) Go to Page 2
You were hired OR#
after July 2, 2016 OR# (OR is capitalized) Go to Page 2
I’'ve used iLearn Use your iLearn templ234 Go to Page 2

NOTES:

Learning Center training records will move to iLearn in November 2016.

These instructions are for DHS| OHA staff only. Partners have different instructions

located in the FAQs.
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https://ilearn.oregon.gov/
http://www.oregon.gov/DHS/BUSINESS-SERVICES/Pages/DHSOHA-iLearn.aspx

First-time Password Change

You’ll be asked to change your password the first time you log in. The password must be
a minimum of six characters, but does not require numbers, symbols or a capital letter.

1. In the Current Password field, © comentasewena R
enter your temporary password. * New Passuors

* Confirm New Password

2. Enter your new password in the
New Password and Confirm New
Password fields.

3. Click the Save button.
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Update your iLearnOregon Account

Is this your first time using iLearnOregon (iLearn)? Have you used iLearn before? Please
follow these instructions to update your iLearn account.

Open Your Account Page

Sarah Johnson ¥

1. Follow this link to access iLearn
https://ilearn.oregon.gov and log in. m
My Reports

2. On your homepage, click on My Account. It’s under My Calendar
your name on the upper right of the screen. Logout
|

Password change
After your initial login, follow these steps if you need to change your password in the
future. Remember that the password must be a minimum of six characters, but does not

require numbers, symbols or a capital letter.

1. Click on Edit Password.

L)
) D H S Oregon Department ' e
of Human Services

LEARNING HOME MY UPCOMING LEARNING TRANSCRIPT LEARMING
| mvaccount Edit Login ID Select Primary Domain = Edit Security Questions
2. In the new window, enter your oo ~
current password. Then enter your * Now Password

* Confirm New Password

new password.

Cancel EV
3. Click the Save button. E|
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Update your iLearnOregon Account

Update Name and Email Address

1.  On the User Information box, click the Edit button. Edit

2. In the new screen, update User Information
your First and Last name. * Fusthame [DHS
-
NOTE: Thisis how your ey —
name appears on training oot ore
records, sign-in sheets and o

certificates.

3. Update your Email Address.

NOTE:

e Users cannot share an email address.
e Each account will need its own email address.

4.  Click the Save button. E|
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Update your iLearnOregon Account

Turn on Messages
iLearn sends you training messages.

Examples:

e When you’ve signed up for a training

e Training is cancelled

e Aninstructor needs to email you

e The training location changed

e You were on a waitlist and are now registered

This only works if you have email messages turned on. You also need an email
address in your profile.

1. In the Preferences box, click the Edit button.

Preferences Edit h

2. In the new screen, check the box next to Send messages to my email address
(as shown in my profile).

/] Send messages to my email address {as shown in my

l profile)

3. Click the Save button.
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Update your iLearnOregon Account

Update your manager

Your manager can receive notices when you register for training. They can also review
your transcript. First, however, you must select them as your manager.

Remember to update your manager whenever your manager changes.

1. In the Work Information box, click the Edit button. Edit
2. In the new screen, Click on Select | work information
Manager(:
under Manager.
Company
Company Address
Company City S3lem
Select Managers X
3 . In the new Screen, Perform a search to find managers. Select one or more managers, and save. ~
type your manager’s . .
name into the el s |
Manager(s) Job Title
SearCh bOX and (O] Manager, Sarah No job title
click Search. ﬂ

4. Click the button next
to your manager’s

name.
5.  Click Save. Cancel N
6. You will now be back on the Work Information box.

e You can choose to select a Job Title.
e You can choose to add your Work Address.

7. Click Save.
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Update your iLearnOregon Account

Set Password Questions

If you forget your iLearn password, you can reset it yourself by setting up security
questions. You need to set up a minimum of one question.

Be sure to answer the security questions the first time you log in.

1. Loginto ilLearn. If you forgot your username or password, contact the Service
Desk at 503-945-5623.

Sarah Johnson ¥

2. Onyour homepage, click on My Account. It’s located

under your name on the upper right of the screen.
My Reports

My Calendar

Logout

3. Click on Edit Security Questions.

EditLoginiD | EditPassword | Select Primary Domain ..5\0_

User Information [ Preferences Edit

MY ACCOUNT

ed  No

4. For each of the drop downs, choose one Question to answer. Type the answer to
each question in the matching answer box.

Edit Security Questions

What s the name of your favorite childhood friend?
Who w:
wha

In What city Gl YOU Mt your SpoUse/signAlcant otner?
In what city did your parents meet?
In what city does your nearest sibling live?
What is your oigest cousin's first and Last name?
In What year was your fatner bom?
Whal was your favoriie subject in school?
t job located?
what NS OCCUpation?
n?

~wnat iy pe = v
Cancal | wnat sireet did you e on in third grade? .

5. When you're finished, click Save.
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