ILearnOregon

How to access your account

If you’ve used iLearn before

1. Go to the regularilearn site: https://ilearn.oregon.gov/
2. Use the same Login ID and Password you normally use.

If you’re a new employee

1. Accessilearn at https://ilearn.oregon.gov/
2. Use the table below to get started in iLearnOregon (iLearn).

Type of user iLearn Login iLearn Password

New employee at
DHS|OHA

OR# OR# (ORis capitalized)

3. 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. It does not
require numbers, symbols or a capital letter. NOTE: Your password is case
sensitive.

rrrrrrrrrrrrrrr

In the Current Password field, enter your
temporary password.

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

Click the Save button. \
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Your Learning Home Page

Lea rning Home — Your main screen. This appear after you log into your account.

Learning

NDHS

Current Training Find More Training Domains

Started No Due Date
NOV
Started No Due Date Resum

28

(1) Home: This screen shows a summary your upcoming courses and transcript,
which you can see in detail by selecting the buttons labelled (2) and (3). You
can also search the Learning Catalog (5) from this page, or do a detailed search
by selecting (4).

(2) Current Training: Shows the upcoming classes you are registered to attend
and online courses you’ve started.

(3) Transcript: Shows the status of all courses and curriculums you’ve started,
enrolled in and taken, as well as a list of your certifications. You can also print
your transcripts, or save them as a PDF, from the Transcript screen.

(4) Catalog: Allows you to search for a course or browse by category.

(5) Search Catalog: A quick search feature for finding courses, curriculums and
other content from your Learning Home page.

(6) Custom Tools: Allows you to save your transcript, certifications, billing reports
and more in multiple formats. See the section,

(7) Help: The question mark button leads to more information on how to use
iLearn.

(8) Account Information: The dropdown arrow that’s right of your initials leads to
your account page. See the section,
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Update your iLearn Account

Follow these instructions to update your iLearn account.

Open Your Account Page: In the upper right portion of the screen, (1)
choose the dropdown arrow to the right of your initials, then

Account
(2) choose Account.
Messages 1

Reports

Calendar
Account - From the Account screen, you can manage many of your IR
account settings and information. Logout

Bruno Johnson 3 °
%ogm

Domains and Roles
ent Doman Hisman Services, Department of
‘P Roles: 0 View Role

(1) Edit: Use this link to change your initials to an image.

(2) Account tab: Displays the information in the image above.

(3) Edit Login ID: Change your Login ID for the next time you log into your iLearn
account. When you’re finished, click Save.

(4) Edit Password: Change your password for the next time you log into your
iLearn account. (See next page for more.)

(5) Edit Security Questions: Allows you to reset your password without Service
Desk support. (See next page for more.)

(6) Courses: Links to your transcript.

(7) Domains and Roles: Shows your primary domain (organization) and all the
roles and permissions you’ve been assigned (if any).

Fill out at least one Security Question. That way, if you forget your
password, you’ll still be able to access your account.

A0/
sse
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Update your iLearn Account

Follow these steps to change your s
password in the future.

Begin on your Account page (see previous
page).

e C(lick the link shown in (4), Edit
Password.

e Enter your current password, then a new one. The password must be a minimum
of six characters, but does not require numbers, symbols or a capital letter.
Your password is case sensitive.

e When you're finished, click Save.

If you forget your iLearn password in the future, you can reset it yourself
by creating Security Questions.

Zdit Security Questions

Security Question 1

Begin on your Account page (see previous page). o
e Click the link shown in (5), Edit Security b
Questions. o
e For each of the drop downs, choose one iy i3
Question to answer. Type the answer to -
each question in the matching answer S——
box.

e Answer at least one question.
e When you're finished, click Save.
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Update your iLearn Account

Profile — How to change your information.

Most of this information cannot be permanently changed in iLearn. See below
for more information.

User Information ‘ Work Information 4

Name: Bruno Johnson Organizations: HR DHS Training & Development (Primary)

Email Address: Job Titles: No job title (Primary)

Home Phone Job End
Mobile Phond

Address Company

Compa

Qualifications
Education Lovel: Other
Education Description

2y Address: UNITED STATES

(1) Profile tab: Displays the information in the image above.

(2) User Information: Name and contact information. This information cannot
be permanently changed in iLearn. Contact the Service Desk at
dhs.servicedesk@state.or.us and ask for Workday support. To change your
name or email, submit a DHS|OHA Personnel Action Request Form (MSC
0109).

(3) Work Information: Organizational information. This information cannot be
permanently changed in iLearn. To change your manager or job title,
contact the Service Desk at dhs.servicedesk@state.or.us and ask for
Workday support.

(4) Qualifications: Professional and educational background information. This
can be changed in iLearn by clicking the Edit Qualifications button. When
you're finished, click Save.
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Preferences - For accessibility, languages and display.

Languages

Region: English (United States)

Time Zone: (GMT-08:00) Pacific Time (US and Canada); Tijuana

Display
Accessibility: Disabled
Theme: DMS Skin

# of Records (per page

0 Edit Preferences

Update your iLearn Account

Preferences

Accessibility
[ Enabled

Languages

Display
Skin

DHS Skin

Cancel

“Time Zone

(GMT-08:00) Pacific Time (US and Canada);

¥ of Records (per page)

Tijua ~

(1) Preferences tab: Displays the information in the image above.

(2) Edit Preferences: Enable accessibility and change the number of records

per page.

When you're finished making changes, click Save.
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