Oregon DHS: Office of Licensing and Regulatory Oversight

Adult Foster Home Provider Alert

Policy updates, rule clarifications and announcements

Date: August 15, 2016
Topic: Instructions for Using iLearnOregon

To: APD (Older Adults and Adults with Physical Disabilities)

DHS NetLink courses are now available through iLearnOregon at
https://ilearn.oregon.gov/. The class titles and course numbers are:

e Six Rights of Safe Medication Administration (C02865)
¢ Right Time (C03411)
[ ]
@

Infection Control (C01532)
Fatal Four (C01237)
Obtain an iLearnOregon account by following the Partner Instructions on the

pages that follow. Your DHS Learning Center training records will be
transferred to your new iLearnOregon account in November 2016.
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Partner Instructions for:

= Adult Foster Homes

= Assisted Living and Residential
Care Facilities

" Nursing Facilities
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Website: https://ilearn.oregon.gov/

First-time Login Instructions

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

Ty'p.e of user iLearn leg'i'h” | iLearn What to do next
Password
If you used the
Learning Center Use your Learning | temp1234

before June 24,
2016

Center login

(all lowercase)

Go to Page 4 for next steps

If you created a
Learning Center
account after June
24,2016

You will need to
create a new
account in iLearn.

You will need to
create a new

account in iLearn.

Go to Page 19

| do not have a
Learning Center
account.

You will need to
create a new
account in iLearn.

You will need to
create a new

account in iLearn.

Go to Page 19 to create an
account.

| have used iLearn
before!

Use your iLearn
login ID

Use your
iLearnOregon
password

Go to Page 4

NOTE:

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

Do you have more than one account? Email dhs.training@state.or.us to have them
combined in November 2016.

DHS-OLRO_8/2016
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Update your iLearnOregon Account

Do you have a Learning Center (LC) account? Have you used iLearnOregon (iLearn)
before? Please follow these instructions to update your iLearn account.

Open Your Account Page

Sarah Johnson ¥

1. Follow this link to access iLearn

. . My Aocunt
https://ilearn.oregon.gov and log in.

J 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
T i O W Bl P i),

Password change

3 Follow these steps to change your password.
NOTE: It will ask you to change your password the first time you log in.

4. Click on Edit Password

®
) D H Oregon Department
of Human Services

LEARNING HOME MY UPCOMING LEARNING TRANSCRIPT LEARNING CATALOG ‘

i

| MY ACCOUNT Edit Login ID § Edit Password J Select Primary Domain  Edit Security Questions 2
5. In the new window, enter your : A
. | * Gurrent Password | pmc e
current password. Then enter your | *NewPassword | -

| * confim New Password |

new password. |

o] ' o K
NOTE: Page 3 lists password & ’

information.

6. Click the Save button. E!l .
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Update your iLearnOregon Account

Update Name and Email Address

1.  Onthe User Information box, click the Edit button. Ed't_’
2. In the new screen, update User information
your First and Last name. —
Widdle Name
* LastNome Employce
& * Emall Address [DHSEmpioyes@statecrus  x
NOTE: This is how your wrk Phsne B
name appears on training YR '
Fax
records, sign-in sheets and ony
certificates.
cel v

3. Update your Email Address. "~ —

NOTE:

e Users cannot share an email address (Hotmail or Gmail are free email addresses.)
e Each account will need their own email address.

4.  Click the Save button. |
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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

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

L. On the Preferences box, click the Edit button.

Preferences Edit *

P8 In the new screen, check the box next to Send messages to my email address
(as shown in my profile).

COMMUMICATION .

[/l Send messages to my email address (as shown in my

d profile}

3. Click the Save button. }
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Update your iLearnOregon Account

Make sure you have access to training offered by the Department of Human Services
and Oregon Health Authority. Update your Work Information.

Update Work Information

1. On the Work Information box, click the Edit button. _Eﬂ"»‘

: Work Information

2 In the new screen,
Click on Select ,
under Organization. Organization(s) yman Services, Department Primary
of
) Select
Job Title(S) Training & Development Spec 2-  Primary
3. In the new screen, search for Human Service or Health Authority.
Search by Human Service e DHS APD providers
e Adult Foster Homes
e Assisted Living
e Residential Care Facilities
e Nursing Homes
Search by Health Authority e OHA Foster Homes
. Select Organlzations
4, Click Search.
Perform a search to find organizations. Select ene or more organizations, and save.
| Find Organization: P : '
|| Inuman service partné [ Any woras [ ]| Search
R e ¥
\ . Organization(s) PFath
? | O Department of Human Services Partners Stale of Oregon > Human Services, Department of
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Update your iLearnOregon Account

5 Select Organization

Click the button next to e DHS APD providers 7
Department of Human e Adult Foster Homes
Services Partners e Assisted Living

e Residential Care Facilities

e Nursing Homes
Click the button next to e OHA Foster Homes
Oregon Health Authority
Partners

[ Select Organizations

Perform a search 1o find organizations. Select one or more organizations, and save.

Find Qrganization:
|health authority pal:tnf | Any words El Search
Qrganization(s) Path
@] Oregon Health Authority Partners State of Oregon > Oregon Health Authority

6. Click Save. @F

7. You will now be back on the Work Information box.

NOTE: You do not need to select fill this section out. If you fill out Company,
Company Address etc., you must update it when you change jobs.

Do not enter your Managers name and email address; this is for State employees
only.
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{ Work Information

Enager(s}
@ select

Company Address |_ -

Company City |Salem

! Company |

company U.S. State | T -

Company Postal Code |1' SR e e |

Gompany Non-U.S. !7 B o
State/Province

‘ Company Country UN_IT-EDSTA‘VI'EVE'L I 77777}7

J ) Job start | - | B

| Job End | . ) &

Cancel

8. Click Save. !
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Set Password Questions

If you forget your iLearn password, you can reset it. iLearn will ask you to answer your
security questions. This will save time if you forget your password. Be sure to answer
the security questions the first time you log in.

1. Loginto iLearn. 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 under
your name on the upper right of the screen.

My Reports
My Calendar

Logout
PSS e

3. Click on Edit Security Questions.

Eeillegm® | fdi Passperd  Sedect Primary Bomaia £ Sesunty Questisgs

Las Preferences

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

Edit Securlty Questions

| 4]
* Wanal i3 the name of your lavorite 7
2 W0 was your cividnaod naro®

\
‘
s cey s o B ;
|
|
i
\
\

T Diwhat ety da yeu st your spouse/sgncant otner?
b1 'nhal €ty gl boud parens meet?

4 mwnat ity does your nea‘est sbang we?

VAN (5 Your B! Eoutas Asl and (381 RameT

m shat year was your izt borm?

\Whal w23 your triore subieet 1 sehosi?

1 what ey was you st o ocarea?

\Wnat was your grandlaer's cecupaton?

VI IS the niame of your homekaan?

. inwhat year was your ot boum? ~ |8
1V 3 oo Fast gty DA
""" 1 what streed o you fve o In third grade?

5. When you're finished, click Save.
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How to find a course
There are three ways to get to an iLearn course!
1. Click the link in the Learning Center Course Description.

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

Close window

1. Open your course in
the Learning Center.

i Redirect to iLearn Testing

4 i ‘ Type: Classroom
2. CI'Ck on the Imk n the Available: Now available

course description. gl Cost:  $0.00
Organization & Employes Davelopment serving both DHS and CHA
503-947-5457

Credits: No Credits

Sponsor:

This course will demonstrate what Course Administrator's should do in order
to netify users that they'll need to navigate over to iLearn To find a class.

If you nead to ragy t 2 d to do the
‘ i in Oregon.iLearf§ Click here for Course Redirect in Learn

#oy. | DA T Time  [Status |
1 SALEM 07/09/2016-07/09/2016 01:00 PM-05:00 PM Register

Redireckt to iLearn Testing

3. The window will now show the iLearn
login page.

iLearn.€
4. Please login.

% Login ID
|__f_‘_’f" T, R v B Recent Announcel

e
PRty RO How To Create A New
* Password

5. After logging in, you will go directly to
the course.

| - ) ‘ iLearnOregon is now integ
Forgot your password? automatically create your ¢

W created. If an emall is fiste
system emails with your lo]
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Direct link

Course announcements will have a direct link to the course. In this case, click on the link.
If the Course Description in the Learning Center has a link, click it and follow these
instructions:

1. A new window will open with the lLeal‘n. - e on.GOV .

iLearn log in screen. ‘ : |

* i |
. ngm ID , Rec

2. Please login. |
Forgot your login ID? HGWj
. . . * Password ‘
3. After logging in, you will go : ) ol
directly to the course. Forgot you password? is st
your ||
|

Search the Learning Catalog

When you do not have a direct link, you will need to search the Learning Catalog. You
can do this (1) from the Learning Catalog menu or (2) from the search box on your
homepage.

\0
) ’ | | Oregon Department
A of Human Services

LEARNING HOME MY UFCOMING LEARNING ANSCE LEARNING CATALOG
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How to find a course

1. From Learning Home (also known as your
homepage).

. SEARCH LEARNING CATALOG
2. Search the course catalog using the

search box on the right. | || Any words ¥ &y |

3. Enter the course name or course number® and (&
change the search to All Words. Click the green |
Search icon.

*Using the course number is the best way to search
for a course. Find the course number for the NetlLink
classes and Self-study on-line testing at
www.oreqon.qov/DHS/SENIORS-
DISABILITIES/PROVIDERS-PARTNERS/Pages/afh-
training.aspx. Under “Select Format” on this website
select either DHS [ OHA Self-Study or iLearn, the
course number is in the Title of the course.

e Using All Words makes it easier to find what you need.
e Use the keyword provided.

4. The search will bring up a list of all content in iLearn. This will include courses,
documents, curriculums and more.

5. Click any item to find out more information.
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Search Search Resulls

= % 185 Ioms
& Saarch winin wesuils
rSmarew search
iy Das.
Cuerden of Beouts fectuatle (rcess, iDtieln) dtsrniing Alosarnce for Dout il ALcou's an

Hamow Your Search e Classoom
Categories iy OAS - Azumana Travel Online Booking Taol
. Travel Soardnaturs 20d olner $tate. Locat Qovernment and Linversty System pertonres wiliean |

H KN—— Tyre Clasweam

arrow the search by using the tools s
' P o ) iy OAS . BilTracker Admmisators & Bil Msnagers

on the left side of the screen. S e e T ————

#y DAS. Billiracker Webinas *Administrators Only"
This abnar k5 501 L0 Tor Kevn e uendor Yo T2 N oL vomes you may s 27800 of b7 dap 3
] Classoom

Techn
Wrkiorce Dvalorment (23)

Contant Typa iy DAS - BHTraCker Webinar “End Usecs Oaly”
This webinaris &theciied o sntiwer a7y quasbons yiu might Adve d%er the bits ke droppad and
Dlanraurcement 2) Iy Chsstom

Demseoom 8y

Olouidhm29) hy DAS-CHAO - Aligning Projects & Strategy: Introduchion to Porticiias & Frograms
o3t 235 A0arce Mandgers, eeUlves, Pogram Mandass X Pt Tatagers who wanl ag
Dlatmiin Cost 5435 " towant
Tire: Classreom
Olonmno 53) !

NOTE: 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).

How to enroll in a course

Online course (eLearning)
1. To enroll in an online course, click on the title of the course.

Search Results Cinasroom Calendar View | & Print }
| titems
Page1of1
I | L1 DHSOHA - OED - Mandatory Reporting C05401 I
1 ry reporter. This course will help you recegnize a..
Type: Online

2. Anew screen will appear. This screen provides you details about the course. Click
on Open Item to open the online course.

If you do not want to enroll in the course, click Search results. You will go to the
previous screen.
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Search Results

L oniine DHSOHA - OED - Mandatory Reporting C05401

Format: O

Course Provider:
DHS - Shaied Servites Description:
Course Number: As an empioyes of DHSIOHA, you are 3 247 mandatory reposter. This course Wit help you recogrize and repon abuse to Chicren, SEMDFS CasT a0 65 and people
in nursing faciities. NOTE: This Is an interactive course. Ifyou need assistive technogy, contact DHS Training for an ahiamate version of the courss.

Duration (Hours):

1

Credit{s):

O e Detais

3. A new window will open.

a 5 DHSOHA - OED - Mandatory Reporting C05401 V N ; ‘
4. To begin the course, click onthe " " /@@j
link in the new. WU | e |

e To maximize the viewing space, click @ in the right corner.
e To exit, clickthe .

How to enroll in a course

NOTE: 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.

2. Start New Attempt — This adds a second line for the course on your
transcript. You must complete the course for it 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.

Search Results

iﬂ Classroom OED - L/D - OED At-A-Glance
To see all the details about a section, | tomeprues
regon Employment Depaniment Description:
(1) click on the Information icon O, |oome i i o schisia e b e e b

empigyes suppon the 2gency's mission. Tne day Wil iInciuds visits 1o seclions throughoul

Duration {Hours}):
- welt 25 lo the Satewn Field Office. You wil meet the Director as well as other members

| Scheduied course sections: 2| Date [7]

Credit{s):
Bi18/2014 - 8/12/2014
. . : . © tem OED ALA-Glance
This box (2) provides you information & E e N
. . Depanment (Salem, OR) lecation(s)
about the section you are interested sy Grant el En okroc
- - - " EVENT SCHEDULE
in attending. It includes the times, M e
y ‘ g e m-Fefscn

instructors, a nd additional ‘ R Recuirence
. W Localion- Enraliment SN Daty:
information such as pre-enrollment ‘ i e Ly il e IO

{71 Map/Directions S .
comments. ||| metones Examan vk

Grant Axtell, Erin Holbrook angzo1y

Maskatum Capasiy
25
212612016 - 212012015 {132
OED At-A-Glance Open for enaliment
. . . . | d In-Person

This box (3) shows if the class is in e nOFD- e

Department (Salem, OR] locallon(s)
Instructar(s); Grant Axtell, Erin Hoibrook

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

To enroll in the section, (4) click the Enroll button.

If the section is full, if there is a wait list available your name will be added to the
wait list. If someone cancels their registration, people on the wait list are
automatically moved (registered) for the class. You will receive an email if you are
added from the wait list.
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How to enroll in a course

Curriculum |
A curriculum is a group of classes and activities (online and classroom) that must be
completed to get credit on your transcript. See the description by clicking on the Title.

i@ OED - New Employee Curriculum

Curriculum that all employees new to OED need toi
Type: Curriculum 1

1. From the curriculum information screen, you will see the description. There is a
list of courses . They all must be completed to receive credit for the curriculum.

2. To enroll click Enroll.

Search Results

1@ curdeulum OED - New Employee Curriculum

Currieulum Code:
hilp #fg0.us 2 gowaDe
i llem Details
Description:
Curmicuum that all empivyees new 1 OED Need 1o compiele within the irst 30 days of employment with the 2gency

Required

Below are required activities for this currculum that must be compisted i 1he 6r08r 1nal Is specified
|
Crdar Title Type Stalus Equivalent Content Complated |
,ﬁlemrus found. |
I
Below are tequired activiles for Inis curriculum They can be campleted [n any order
Tle Type status . Equivalent Content Completed
DA% - CHRO - Fanuly and Medical Leave o Hol Envolled
DAS - Information Secunty - An Infreduction to B} i
Informalion Securily a Hol Envoiled
DAS - infotmation Securty - Dealing with
Dotuments o o o Hot Enraten

3. To start taking the courses in the curriculum, click Access. (This is now where the
enroll button was.)

NOTE: Once you access the curriculum, you cannot cancel your enrollment.
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How to enroll in a course

Accessing your curriculum in the future

You have two options:

1. From your
homepage, click on
the Title under My

Upcoming Learning.

2. Click View Details
next to My
Curriculums.

RECENT AHNOUNCEMENTS

OED Testing

altentan Al State Employees!  Through
covenng a vansty of skl sevaiopment

I am using Firefox and the bulons are net showing up when tying to create this announcement <

Skill Development Rasources Sponsored by the Oregon State Library.

Aa1izand ‘

o/19/2012

n State Utrary. 3l state smplayess have access o thausanas of free resoumes

My Upcoming Learning {4)
Tide
OED - L/D - OFD AL-A-Glante (22)

OED - LID - Agency Histary v2

OFD - BAES - Gredibie Emploger Profies.
Recors

OED - Hew Employee Curriculun

ANy Upeoniing Tralning

Type

ai1g
Classropom

500
SCORM12
Genzral Course

Cunfeulum
O Required Tralning

Oate. Status
Jou BN s
seneg
Started
Stared

You can now access each component of the curriculum.

Mo »

AL __El

i

G Ovacdue (O, DueSonn [ Recurrng Assianmen

‘;@ My Curriculums

BROWSECATEGORIES
Empioyen Development (7) {
End-User Computer (767)
Management Developmend {565)
Hew Employee (777)

Hon-State (158)

Sately, Health, and Weliness (1038)
Workdoree Devaiopment (12817)

]
]
1
i
i

NOTE: When there is a classroom course, you must enroll in g section to complete the
curriculum! Some curriculums require you complete courses in a specific order. Others
let you choose the order you want to complete them.

DHS-OLRO_8/2016
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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).

NOTE: Once you access a curriculum, you cannot cancel your enrollment.

‘ ‘ ‘ e O T

1. Under My Upcoming ; e e oo Sttus =
Learning on your homepage, | =7t S

[ : DAS - Leading an OregonConnect Session Curriculim Started ) ) :

click on the title of the course | osow-cm-vmmoyreon goonyy, s g

you want to cancel your - il sinso |

enrO”ment | DAS - CHRO - Family and Medical Lsave SCoRM 12 Startea EE3 \

All Ky Upcoming Leaming ) Requred Training (R Ovardue Q) DueSoan  Ed Resurring Assgnmant |

2. Click on Cancel enrollment on the section information screen

Leaming Home

Mas Classroom DHS - OED - Learning iLearn

| Course Provider:

| DHS - Shared Services
| Description:

| .
| Course Number: This course is designed to assist in Course Administrator's in administrating our new Leaming Management System iLearn Oregon.

| Scheduled course sections: 1| Date [V])
| = e S

Duration (Hours):

|
| 40 | 7111/2016 - 7/111/2016 ) & ¥|
| | Section 3-DHS - OED - Learning iLearn e
| Credit(s): [| & InPerson )
| T 0 | | Cancel Enrofiment
| Tralning Hatrs 4 | 1 event(s) in Red Lion Salem, Red Lion Salem (Salem, OR) location(s)
|

| i@ item Details

Instructor(s): DHS Training22 ‘
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How to create a hew account

1. Accessilearn 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
follow the instructions on page 4 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 follow

the instructions on page 4 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. This will take
you to the User Information page.

% Welcome fo Test iLearn - Sup|

. L on G iLearn Help Resources Create Accolnt
iLearn. I LoV Emad DAS ‘
r‘ (
* Login 1D i
o Recent Announcements i
¢
Peres reur s Sax How To Create A New Account For State Employess !

* Password
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How to create a new account

3. The form will appear:

Type:

First Name:

Last Name:

Email:

Login ID:

Job Title:

DHS-OLRO_8/2016

iLearn.gﬁoh.Gov -

* Type: O State Employee

O State Employee using a non-State email

- ® Not a State Emplayee
B . == —
First Name: [ ‘

* Last Name: fﬁi = ‘
Middle Nameflnit - ———— B

|
* Email: -
i Choose a login ID: " - -
phab Tilhe: \ (None SeEc;ed_) a3 -
[egupizsion: [ (None Selected)
Manager: | —

Not a State Employee
Your first name

Your last name

Your e-mail address (you cannot use an email address that you share

with someone else in iLearn)

Choose a Login ID... it must be a least six (6) characters and cannot

contain spaces or characters such as /, @, or &.

Leave blank

Page 21 of 22
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How to create a new account

Organization: Select Human Services, Department of or Oregon Health Authority

Search by Human Service e DHS APD providers
e Adult Foster Homes

e Assisted Living
e Residential Care Facilities
e Nursing Homes

Search by Health Authority e OHA Foster Homes

Another drop-down menu will appear for Partners. Select your partner organization;
choose Department of Human Services Partners or Oregon Health Authority Partners.

Click the button next to e DHS APD providers
Department of Human e Adult Foster Homes
Services Partners e Assisted Living

e Residential Care Facilities
e Nursing Homes

Click the button next to e OHA Foster Homes
Oregon Health Authority
Partners

Manager: Leave blank

4. Click the green Submit button

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

NOTE: The temporary password in this email is only valid for 24 hours. Please log in
and update your password.
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