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NOTES: Licensees of AFH ALF/RCF and NFs cannot register and enroll their facility staff
in training. Facility staff must register and enroll themselves.

iLearn records are private training records for non-state employees. Facility staff must
register themselves using their own email address and creating a unique password. It is
the responsibility of the facility staff to provide their employer with training certificates.

First-time Login Instructions

1. Go to the Website:
https://ilearn.oregon.gov/

2. Click Log In and add your login ID and
password on the next page.

ccount
NO ’ES. About iLeamOregon Support  TermsOf Use
.

e If you’'ve never used iLearnOregon, see the next section, How to Create a
New Account.

e If you have aniLearn account but cannot remember your login ID or
password, contact the Service Desk 503-945-5623.
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How to create a new account

1. AccessilLearn here: https://ilearn.oregon.gov

Are you coming to DHS or OHA from another organization that uses
iLearnOregon? You do not need to create a new account. Please
see the section, Update Your iLearnOregon Account, to update your
account and change to your new organization.

Were you previously a state employee with an iLearnOregon
account? You do not need to create a new account. Please see the
section, Update Your iLearnOregon Account, to update your account
to reflect your new organization.

For password resets or help retrieving your Login ID contact the
Service Desk 503-945-5623

For all other assistance, email dhs.training@state.or.us

2. For all others: On the iLearn login page, click Create New Account. It will take
you to this form:

iLearn.Oregon.Gov e
* Type State Employee " I

Stata Employes using a non-State amail
W Mot 3 State Employes

Mone Selected) ~

(Mone Salected) [

3. Fill out the required fields.
e Type: Not a State Employee
e Enter your First Name and Last Name.
e Email: Your e-mail address (cannot be used by another account in the iLearn)

12-3-19 Page 4 of 15


https://ilearn.oregon.gov/
mailto:dhs.training@state.or.us

How to create a new account

e LoginID: Choose a Login ID. It must be a least 6 characters and cannot
contain spaces or characters such as /, @, or &.

e JobTitle: Leave blank _ Health Related Licensing Boards
. . . - Higher Education Coordinating C issi
e Organization: Select Human Services, - odrsing an Cogupunity Sondege Ccegon
Department of or Oregon Health Authority.

Human Services, Department of

- Judicial Fitness and Disability, Commission On
- Justice, Department of
- Labor and Industries, Bureau of

Choose Human Services if you are: - Land Conservation And Development Department
. - Land Use Board of Appeals
O DHS APD prov|ders - Licensed Social Workers, Board of
- Liquor Control Commission, Oregon
(o) Ad u |t Foster Homes - Long-Term Care Ombudsman, Office of
- Lottery, Oregon State
H HVYH - Marine Board, Oregon State
0 ASS|StEd le' ng - Massage Therapis?s_ Board Of
. . T - Medical Board, Oregon
O Residential Care Facilities - Mental Health Regll.:?atoryI Agencies
. - Military Department, State of Oregon
O Nursing Homes - Nursing, Board Of

- Office of State Fire Marshal
- Oregon Advocacy Commissions Office
- Oregon Business Development Department
. - Ceagan.Camaction plaodenc
Choose Oregon Health Authority if you
=oregon oiaie Lioral

Work for: - Oregon State Policg

- Orenon State Treasiiry

O OHA Foster Homes

* Another drop-down menu will oz - Humen Senices, Depericent of
appear for Partners. Select ‘ ”_“
Either Department of Human =-Adoptive or Foster Parents .chler Prowder
Services Partners or Oregon ot

Foster Parents

Health Authority Partners.

e Manager: Leave blank

4. Click the Submit button.

5. Congratulations! You have created a new account. You will receive an email with
a temporary password.

The temporary password in this email is only valid for 24 hours. Please log in
and update your password.
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Update your iLearnOregon Account

Have you changed jobs? Or have a new manager or contact information? Please follow
these instructions to update your iLearn account.

Open Your Account Page S @ -
1. Follow this link to access iLearn https://ilearn.oregon.gov and ’:‘“’””‘-l
Messages
|Og in' Reports
Calendar
2. On your homepage, click the arrow by your initials. In the Requests

dropdown menu, click Account.

Logout

Change Login ID, Password or Security Questions

Fill out at least one Security Question. That way, if you forget your _,,
ode

password, you'll still be able to access your account. “#*
1. Click the Account tab. @  Bruno Johnson 3
mogin Domains and Roles
2. To change your Login ID for the next time you log into your iLearn account,

click Edit Login ID. When you’re finished, click Save.

3. To change your password, click on Edit Password. 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.
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Update your iLearnOregon Account

4, If you forget your iLearn password in the future, you can reset it yourself by

creating Security Questions. Be sure to set up e,

Security Questions the first time you login.

o Click Edit Security Questions.

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

e When you're finished, click Save.

Update Profile Information
1. Click the Profile tab.

2. Click the Ed"t User User Information ‘ Work Information
Narc: Sophie Johnson vgarszatons Other, on State Employees (Primary)

Information button to — e
change your email, phone . -

number or address. When s , o
you're finished, click the — e ——
[Eht User Information

Save button. prepeem

Qualifications

i Daher

e Users cannot share an email S

address. Each account will
need a unique email address.

3. Add information about your education, areas of expertise or experience by
clicking the Edit Qualifications button. When you’re finished, click the Save
button.

Update your Work Information to make sure you have access to training ,,
09
offered by the Department of Human Services and Oregon Health Authority. “**

4. Change your organization, manager or job information by clicking Edit Work
Information.
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Update your iLearnOregon Account

To change your organization:

° On the new screen, click Select

Organization.

° Next, type human services or health
authority in the search field and select
All words in the dropdown menu. Click

the Search button.

° A list of organizations
will appear, as shown
here. Select the circle by
Department of Human
Services Partners or
Oregon Health Authority
Partners and click the Save
button.

Work Information
Organizations

Other, Non State Employees

Primary

Select Organizations

Find Organization

Search Type

human services All words

Search

Select Organizations »

Services (HHS) Human Services Partners > Federal

@ Departmentof Human Services
Partners

State of Oregon > Human Services, Department of

7 Department of Human Services
Staff

State of Oregon > Human Services, Department of

0O Employee Services State of Oregon > Housing and Community Services, Oregon > Housing

Stabilization Division > Administrative Services

2 Health and Human Services State of Oregon > Justice, Department of » General Counsel Division

HR Administration - 0200 State of Oregon > Transportation, Department of > Central Services

Division > Human Resources

2 HRCorporate Services - 0259 State of Oregon > Transportation, Department of > Central Services

Division > Human Resources

19 Items « ¢ Page 1 of2 > »

==

Search for Human Services

-DHS APD providers
-Adult Foster Homes
-Assisted Living
-Residential Care Facilities
-Nursing Homes

Search for Health Authority

OHA Foster Homes
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Update your iLearnOregon Account

e C(lick Select Manager. Managers selcthanagr

e Search for the manager’s name. A list will appear. Select the circle by the name
and click Save.

Change your manager to make sure they can access ,,
. . . obe
information about your transcript and course enrollments. ‘¢

Turn on Messages
iLearn sends you training messages. For example:

e When you’ve signed up for a training

e Training is cancelled

e An instructor 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. Click Account, *

then the Languages Privacy
Preferences tab. Fegn: gl (Ut et e D
Time Zone: (GMT-08:00) Pacific Time {US and Canadal; Tijuana
Make my professional infarmation public
. . Display o
2. Clickthe Edit B
Preferences S ::;::::gcswmyamulaﬂdlnshs shown in [ e | w
b Utton . :\:rcﬂ-u:r-_‘e:\‘ 110 2 :::;:::‘mmmy s D e -
“ lerences
Send messages to both
3. In the new

screen, change the setting next to Send messages to my email address (as
shown in my profile) to Yes.
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How to find a course

There are two ways to get to an iLearn course.

1. Your instructor may provide you a link.
2. Search the iLearn Learning Catalog.

Direct link

If you receive a course announcement with a direct link to the course, click on the link.

. . . . . ;‘4"‘0
1. A new window will open with the iLearn log in screen. Learn &ggRon.Gov
2. Please login. R
3. After logging in, you’ll go directly to the course.

Search the Learning Catalog

When you don’t have a direct link, you’ll need to search the Learning Catalog. You can
do this from the Search Catalog field (1) at the top of the page, or (2) on the side of your
homepage.

I ).(D HS St e

Home Current Training Transcript Catalog

Current Training Search Catalog
ergonamic [ a |

1. Enter the course name, part of the name, or a
keyword in the search field and click the Search icon. E}
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How to find a course

2. Under Search Results, click any item to access the course.

4 results for ergonomic in Catalog = om =

o- Categories

Safety, Health, and Wellness (3
New

Show available content only & < Page 1 ofl > »

ployee (1

QODOT - Humantech, Industrial Ergonomics

«  Content Type
SAD10088 Fee: 0 PURPOSE: The main objective of Humantech training is for you to acquine new ideas for resobving some of the more.

Classroom [3] unigue office and lab ergonoméc challenges. This information covers ergonomécs for industrial and office processes and presents
Online (1)
~ Course Provider 0DOT - Practical Workplace Ergonomics
ODOT - Oregon Department of
Transportation (2 SAD01912 PURPOSE To be primarily to DMV Field Office emplayees during weekly Wed. AM meetings. Designed to provide
awareness level training on ergo 5 with a focus on risk factors fac yy field employecs. LEARNING QUTCOMES

DAS - '}
SAIF Corporation (1

. Raing DAS - Risk - Ergonomically Adjusting Your Workspace

work in an off e
56 your workspace can make 3 big differe

: ncludes your computer and the things
nice in how you feel at the end of the day. The

ODOT - Back Safety Awareness

SAD01035 Fee: 50 PURPOSE This class s designed for all ODOT employees. Participants leam about back health, safe lifting, and
erponomic safety. Human Resources in partnership with the Office of Employee Safety developed a Back Safety Awarencss training

(1) Narrow the search by selecting Categories, Content Type or Course
Provider.

(2) If any courses are not currently available, check this box (Show
available content only) to remove them from your search results.

(3) The search will show a list of all the content in iLearn. Content will
be identified as classroom or online courses, documents,
curriculums and more.

Classes offered by the Department of Human Services all
begin with DHS. Classes offered by Oregon Health Authority begin with
OHA. Classes offered by both organizations begin with DHSOHA.
Trainings by other agencies will begin with their acronym (e.g. DAS,
OED, BOLI).
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How to enroll in a course
Online course (eLearning)

1. To enroll in an online course, click on the title of the course. Note that Online
appears under the course title.

- DAS - Risk - Ergonomically Adjusting Your Workspace

Online  In Safety, Health, and Wellness, New Employee

The majority of state employees perform their work in an office environment. Your workspace includes your computer and the
things you use around it. How you set up and use your workspace can make a big difference in how you feel at the end of the day

English (United States)

2. A new screen will appear. This screen provides you s e -
details about the course. Click Open Item to open

. DAS - Risk - Ergonomically Adjustin
the online course. g y Adjusting

Your Workspace

Online

. . - en Item
If you do not want to enroll in the course, click
escription

Search results to return to the previous screen.

The majority of state employees perform their work in an office environment, Yq
computer and the things you use around it. How you set up and use your worksj
in how you feel at the end of the day. The purpose of this training is to walk you

3 . Th e CO u rse W| | I 0 pe n | n a neW W| ndOW. properly adjusting your workspace, We?ll cover how to adjust your chair and wd

If you had to stop while taking the course earlier

iLearn will bookmark your course. That DHSOHA - HR - 24/7 Mandatory Reporter Traici  [EEETH BESEER | roume |-
ng - C05401 NOV
means you can start where you left off by 30

clicking Resume next to the course title.

After you complete an online course, you will have three options. Here are
your choices the next time you open it.

(1) Review Previous Completion — Access
your completed course. It may update
your score. It will not change your
complete status. Review Previous Completion

(2) Start New Attempt — This adds a second
line for the course on your transcript. You
must complete the course again so it will show as complete.

(3) View Certificate — View and print your certificate associated with the course.

Online

@ You completed this item on 10/12/2016. View Details

Start New Attempt View Certificate
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How to enroll in a course

Classroom/virtual course

The course information screen will come up with the course description. It also lists all
available sections.

To see all the details about a section, DHS - OEMS - Ask Diversity: An

(1) click on the Plus “+” sign. Introduction to P.A.U.S.E. - C03119
Clsssesom
Description
This box (2) provides you information IR E S S ROA L B L TRREA DA Ky M KON oY o

begin applying diversity thinking to everyday decision-making, By the end of the course, participants should
be able tec 1) Understand how diversity, inclusion, cultural competency, social justice, and equity are core to

abOUt eaCh Section, including the the work of DHS; 2) Recognize how biases and assumptions getinthe ... More
days, times and instructors.

Scheduled course sections: 4 S0 e~
[ +] P.AUS.E-Portland East 2132018 - 2/13/2018 m
R B:30 AM - 4:30PM
Under the section title, you'll see if e

the class is in-person or virtual. In-
person classes show the location.
Virtual classes have a link and login
information.

L +] 4/11/2018 - 4/11/2018

B:30 AM - 4:30PM

Oipesn for enroll ment
L0 seats left

B PAUS.E-Portland East 6/12/2018 - 6/12/2018

8:30/AM - 4:30 PM Enroll

Open for enrcliment

DHSOHA 20 seans left

To enroll in the section, (3) click the
Enroll button.

If a section is full, you can be put on a (4) waitlist. If someone cancels their
registration, people on the wait list are added to the class automatically. You will
receive an email if you are added from the wait list.
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1.

How to enroll in a curriculum

A curriculum is a group of classes (online and classroom) and activities. They all need to
be completed to get credit on your transcript. To find a curriculum, see the instructions

In the search results, find the curriculum. It

DHS - 55P TRNG - Fundamentals Curriculum - ELIGIBILITY

Curriculum

will be labelled Curriculum under the title.

DHS - SSP TRNG - Fundamentals
Curriculum - ELIGIBILITY

Curriculum

Description

***ELIGIBILITY*** This curriculum will include all of the requirements to SSP Fundamentals training for all
'Eligibility” positions. These are the positions that will require 'Eligibility’ classes. If you are in an "Support’
position, do not enroll in this curriculum, instead enroll in - DHS - SSP TRMNG - Fundamentals Curriculum -
SUPPORT

Other Available Training a

The item above is a prerequisite for the items listed below. After you complete this item, the prerequisite
condition for the items listed below will be fulfilled.
Title Type Status

DHS - S5P TRNG - Engagement for Eligibility Cumiculum Curriculum Mot Started

Curriculum Blocks
Ordered
The tr ¥ activitics bolow are required for gl he curticulum and must be complotod in Btod
Sl
quivalen
k " Campicto
15 . S5P TRNG . T b at
tarte
Unordered
33 of the 33 training Fewvities below are required for completion of the curriculum and may be completed in
any order.
Equivalent Content
Title Credits Status Completed
DHS - 55P TRNG - SSP Fundamentals 00ther Nat
Credits Enrolled
Optional
The optional training activitics below may be completed in any order.
Equivalent
Content
Title Credits Status Completed

DHSOHA - HR - DHS Core Values Training - OR3I668 4 Other Credits  Completed

12-3-19

***ELIGIBILITY*** This curriculum will include all of the requirements to SSP Fundamentals tr
These are the positions that will require ‘Eligibility’ classes. If you are in an "Support’ position,

English (United States

Click on the title.

2. On the curriculum information
screen, you’ll see the description and a
list of courses. They all must be
completed to receive credit for the
curriculum.

3. To enroll, click Enroll.

4. Other related courses and
curriculums are listed under Other
Available Training.

5. Under the Curriculum Blocks section,
you’ll find Ordered content, which must
be taken in chronological order.

6. You'll also find Unordered content,

which can be taken in any order.

7. Finally, the Optional content can be
taken only if you need it.

Once you enroll in and access
the curriculum, you cannot cancel your
enroliment.
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How to cancel course registration

You may cancel your registration at any time up until the enrollment cancellation
deadline (found under the course information).

Once you access a curriculum, you cannot cancel your enroliment.

1. Under Current Training on your homepage, click on the title of the course you
want to cancel. If the course doesn’t appear on the list, click Find More Training.

Current Training Find More Training
Title Started/Begins Due/Ends Action
-DHSOHA - HR - Conflict Navigation: Bridging Pe Begins Ends View =
r: ives - C05214 (24 FEB FEB
Classroom Section 7 8
10:30 AM 3:00 PM

2. Click on Cancel Enrollment on the course section information screen.

Scheduled course sections: 1 Sortby Date

N
Woodburn 2/7/2018-
G 2/8/2018 Cancel Enrollment*
N : |
o 10:30 AM -3:00 K

n Trng Rm 2nd Fl - DHS - Woodburn | DHS OHA PM
m Trng Rm 2nd Fl- DHS

1

Instructors: Rene Torres,Kate Os

aren
Torres,Kate Ostergren,Michelina Engel

helina Engel, Rene
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