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NOTE: This guide provides information for Developmental Disabilities (DD) Partners
who access training through the DHS Office of Developmental Disabilities Services, as
well as AAA Agencies accessing training through DHS Aging & People with Disabilities
(APD). This includes staff at Brokerages, Community Developmental Disability Programs
(CDDP), Service Providers and AAA Agencies.

First-time Login Instructions

1. Goto the Website:
https://ilearn.oregon.gov/

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

2. If you've never used iLearnOregon or
the DHS| OHA Learning Center, see
the next section, How to Create a oot e
New Account.

3. If you have aniLearn account but cannot remember your login ID or password,
contact the Service Desk 503-945-5623.

4. If you had an account in the DHS|OHA Learning Center prior to June 24, 2016,
follow these steps.
e Use your Learning Center login ID and this password: temp1234
e Follow the steps in the section, Update Your iLearnOregon Account.
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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:

iLea rn.&géon.Gov i

Show Hel,
* Type O State Employee

O State Employee using a non-State email
) ¢ s Erporee
* First Name:

* Last Name:

Middle Name/Init
* Email

* Choose a login 1D:

Job Title (Nene Selected) ]

Organization (None Selected) [~

Manager =

=
Type: Not a State Employee
First Name: Your first name
Last Name: Your last name
Email: Your e-mail address (cannot be used by another account in the iLearn)
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How to create a new account

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

Job Title: Leave blank

=Human Services, Department of

‘ Department of Human Services Partner

Organization: Select Human Services, :  F-Adoptive or Foster Parents / Foster Provider
Department of. Another drop-down menu |
will appear for Partners. Select Department

. : 1+ iFoster Parents
of Human Services Partners.

----- Relative Careniver

i-Adult Foster Providers

Manager: Leave blank

3. Click the Submit button.

4. 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 o @ @)-

1.

Account-‘

Messages

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

Reports

Calendar

On your homepage, click the arrow by your initials. In the Requests
dropdown menu, click Account.

Logout

Change Login ID, Password or Security Questions

1.

Fill out at least one Security Question. That way, if you forget your _,,
ode
password, you'll still be able to access your account. “#

Click the Account tab. Bruno Johnson 3

o °
g

Domains and Roles

uman Services, Department of

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.

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 s
Security Questions the first time you login. =

e 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 Edit Usel" User Information ‘ Work Information
Harme: Sophie Johnson Organizat Other, Non State Employees (Primary)

Information button to PP e p—
change your email, phone ‘ o

number or address. When . )
you're finished, click the "
Save bUtton' Qualifications

Other

e Users cannot share an email

address. Each account will
need a unigue 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 ,,

offered by the Department of Human Services and Oregon Health Authority. w

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: ErT—

L4 On the new screen, click Select Organizations Select Oganization
Organization' Other, Non State Employees
° Next, type human services in the Select Organizarions
search field and select All words in the —
. Find Organization Search Type
dropdown menu. Click the Search humansevces Mwords
button. seoch
Select Organizations -
Services (HHS) Human Services Partners > Federal

@ Department of Human Services State of Oregon > Human Services, Department of

. . . Partners
° A list of organizations _ _ _
©) Departmentof Human Services State of Oregon > Human Services, Department of
1 Staff
will appear, as shown
p p ! (O Employee Services State of Oregon > Housing and Community Services, Oregon > Housing
h e re . Se I ect t h e C i rc I e by Stabilization Division > Administrative Services
O Health and Human Services State of Oregon > Justice, Department of > General Counsel Division
De pa rt m e nt Of H u ma n HR Administration - 0200 State of Oregon > Transportation, Department of > Central Services
Services Partners and click St
O HRCorporate Services - 0259 State of Oregon > Transportation, Department of > Central Services
Division > Human Resources
the Save button.
19 Items « ¢ Page 1 of2 > »

Coneel

To change your manager:

Managers Select Manager

e C(lick Select Manager.

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
information about your transcript and course enrollments.

9,
o0
l.\
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Update your iLearnOregon Account

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

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. Click Account, then the Preferences tab.
Languages Privacy
Reglon: English (United States) Make my contact information public
Time Zone: (GMT-08:00) Pacific Time (US and Canada); Tijuana
Display

Communication
Accessibility: Enabled
Send messages to my email address (as shown in u
Theme: DHS Skin my profile)
No

# of Records (per page): 10

Send messages to my messages area (within the
system)

Edit Preferences 2
Send messages to both

2. Click the Edit Preferences button.

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.

. . . . . t“%‘
1. A new window will open with the iLearn log in screen. Learn &gRon.Gov
2. Pleaselogin.
3. After logging in, you’ll go directly to the course. f—

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 Siima e

Home Current Training Transeript

Current Training

1. Enter the course name, part of the name, or a
keyword in the search field and click the Search icon. E3}
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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 =

Categories Show available content only € < Page 1 o1 2

Ith, and Wellness

00007 - Humantech, Industrial Ergonomics

Content Type
SAD10088 Fee: 0 PURPOSE: The main objective of Humantech training is for you to acquire new ideas for resolving some of the more

Classroom unique office and lab ergonomic challenges. This information covers ergonomics for industrial and office processes and presents
Online (1

Course Provider ODOT - Practical Workplace Ergonomics

0DOT - Oregon Department of
Transportation (2 AM meetings. Designed to provide
oyecs, LEARNING OUTCOMES

DAS-RISK (1
SAIF Corporation (1

Rating DAS - Risk - Ergonomically Adjusting Your Workspace

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. The

ODOT - Back Safety Awareness

SAD01035 Fee: $0 PURPOSE This class is desigr
ergonomic safety. Human Resources in partne

for all ODOT employees. Participants leam about back healt
with the Office of Employee Safety developed a Back Safety Awa

(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 enrollin 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, Y¢
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 r.se W| | I Ope n | n a neW W| nd OW. 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 Traini | Siaad| Wooueo#e | mesume | -
ng - C05401 NOV
means you can start where you left off by oniine 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. Start New Attempt View Certificate

Online

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

(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.
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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

Classroom

Description

Th |S bOX (2) p rOVI d es yo u | nfo rm at|0 n The Introduction to PALLS.E. course is designed to introduce leamers to the basic fundamentals necessary to

begin applying diversity thinking to everyday decision-making, By the end of the course, participants should
. . N be able te: 1) Understand how diversity, inclusion, cultural competency, social justice, and equity are core to
a bO Ut ea Ch SeCt 10 n, n Cl u d | ng t h e the waork of DHS; 2) Recognize how biases and assumptions getin the ... More
days, times and instructors.
Scheduled course sections: 4 Sol e

B PAUS.E-Portland East 2/13/2018 - 2/13/2018
8:30 AM - 4:30 PM

Under the section title, you’ll see if NP SO
the class is in-person or virtual. In-
. 0 J F.AUS.E-Portland Alberta 4/11/2018 - 4/11/2018
person classes show the location. o 30 AM-430PM
. . . R - Alberts DHE - Portland Open for enroll ment
Virtual classes have a link and login et st ot
information. S —

Open for enrcll ment
20 seans e

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.

7-1-18 Page 13 of 15



under

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

will be labelled Curriculum under the title.

DHS - 55P TRNG - Fundamentals Curriculum - ELIGIBILITY

Curriculum

***ELIGIBILITY*** This curriculum will include all of the requirements to SSP Fundamentals tr

DHS - SSP TRNG - Fundamentals
Curriculum - ELIGIBILITY

Curriculum

Description

***ELIGIBILITY*** This curriculum will include all of the requirements to SSP Fundamentals training for all
'Eligibility’ positicns. These are the positions that will require 'Eligibility’ classes. If you arein an *Support’
paosition, do not enroll in this curriculum, instead enroll in - DHS - SSP TRNG - 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
Hot Started

DHS - SSP TRNG - Engagement for Eligibility Curriculum Curriculum

Curriculum Blocks

Ordered
%

The training activities bolow are required for complotion of the curmiculum and must be completed in listod

orcer

Titho Crocits  Status
DHS - S5P TRNG - Fundamentals Pre Asscsument (2017)  None L
Star
Unordered
6.06%
33 of the 33 training 3euities 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 0 Other Not
Credits Enrolled
Optional
11549
The optional training activitics below may be completed in any order.
Equivalent
Content
Title Credits Status Completed

DHSOMA - HR - DHS Core Values Training - OR3668 4 Other Credits  Completed

7-1-18

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
enrollment.
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How to cancel course registration

You may cancel your registration at any time up until the enroliment 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 -~

I
Woodburn 2(7/2018-
*
2/8/2018 Cancel Enroliment
In-Person I
10:30 AM - 3:00 "
DHS OHA - Woodburmn Trng Rm 2nd Fl - DHS - Woodburn | DHS OHA PM
Weoodbum Trng Rm 2nd Fl - DHS burn

Instructors: Rene Torres,Kate Os ren,Michelina Engel, Rene
Torres,Kate Ostergren,Michelina Engel
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