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First-time Login Instructions

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

Type of user iLearn Login 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
accountin iLearn.

You will need to
create a new

accountin 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

Goto Page 4

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 Page 3 of 22


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

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
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

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

') DH S Oregon Department —
of Human Services

LEARNING HOME MY UPCOMING LEARNING TRANSCRIPT LEARNING CATALOG
| my account Edit Login ID Select Primary Domain ~ Edit Security Questions
5. In the new window, enter your ~
* Current Password
current password. Then enter your * New Password

* Confirm New Password

new password.

NOTE: Page 3 lists password
information.

6. 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.

In the new screen, update User Information
your First and Last name. * Fusthame [DHS
e
This is how your e f——
name appears on training oot ore
records, sign-in sheets and oy

certificates.

llllll

Update your Email Address.

Edit

Ext.

Users cannot share an email address (Hotmail or Gmail are free email addresses.)

Each account will need their own email address.

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. On 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

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. Edit
Work Information
2. In the new screen,
Click on Select
under Organization. Organization(s) yman Services, Department Primary
o
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 Organizations

Perform a search to find organiZglions. Select one or more organizations, and save.
Find Organization: -

human service partne | Any words ﬂ

4, Click Search.

Organization(s) Path

Department of Human Services Partners State 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
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 to find organizations. Select one or more organizalions: and save.

Find Organization:

health authority partn | Any words ﬂ Search

Organization(s) Path

Oregon Health Authority Partners State of Oregon = Oregon Health Authority

6. Click Save. E

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

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
Manager(s)
3 Select
Company
Company Address
Company City Salem
Company U.S. State
Company Postal Code

Company Non-U.S.
State/Province

Company Country UNITED STATES

Job Start [

Job End |

Cancel

8. Click Save. @l
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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 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 under
your name on the upper right of the screen.

My Reports

My Calendar

Logout

3. Click on Edit Security Questions.

v account Ed Login 0 | Edt Pasaword | Seect Prmary Domain ..a\u_

User Information Edut Preferences Edit

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

Vhat is the name of your favorite childhood Iriend?
Who was your childhood hero?
5 [mwhate i bom?

meet your spouse/signiicant otner?
In what city did your parents meet?
4 |in what city does your nearest sibling live?
What s your oIGest cousins first and 1ast name?
In what year was your father bom?
What was your favorite subject in school?
In what city was your first job located?
What was your grandratner's occupation?
Wihat is the name of your hometown?

In what year was your mother bom?
Wihat is your first pef's name? —
ancel |yt sireet did you ive on in third grage? >

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.

Learning Center course description link

Close window

1. Open your course in
the Learning Center.

Redirect to iLearn Testing

H . . Type: Classroom
2' CIICk on the Ilnk In the Available: Now available
course description. Cost:  $0.00

Organization & Employee Development serving both DHS and OHA
503-947-5457

Credits: No Credits

Sponsor:

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

If you need to rggs i . d to do the
- in Oregon.iLear] Click here for Course Redirect in Learn

# City Date Time Status
1 SALEM  07/09/2016-07/09/2016 01:00 PM-05:00 PM  pegister

Redirect to iLearn Testing

2 hutpsi/dictesthrstate Jcourse.
3. The window will now show the iLearn Close window

login page.

iLearn.

4. Please login.

S Recent Announcel
R How To Create A New
5. After logging in, you will go directly to *Password
h iLearnOregon is now integ
t e course. Forgot your password? automatically create your
ooy created. If an email is liste
ogIn

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 ILea rn.« on_GOV
iLearn log in screen.
* Login ID Rec
2. Pleaselogin.
R Forgot your login ID? How
3. After logging in, you will go < ear
directly to the course. Forgot your password? is list
@ 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.

9
) ’ H S Oregon Department
5 of Human Services

LEARNING HOCME MY UPCOMING LEARNING

TRANSCRIPT 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 ~ =¥

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 NetLink
classes and Self-study on-line testing at
www.oregon.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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Narrow the search by using the tools

on the left side of the screen.

Search

® Search within results
) Start a new search

Narrow Your Search

Job Required (1)
Management Development (S)
N ee (7)

Content Type

Ol anncuncement (2)
[ classroom (65)
[ curricuium (26)
] Document (4)

[ oniine (53)

Search Results

1685 tems

g DAS - Accounts Receivable
Overview of accounts feceivable process, including determining Allowance for DObLul ACCOUNts ar
Classroom

g DAS.Azumano Travel Online Booking Tool
Travel Coordinators and other State, Local Government and University System personnel wil leam
Classroom

g DAS - BillTracker Adminisirators & Bill Managers
This course provides BillTracker Administrators how to create users, change user permissions, set
Classrt

g DAS - BillTracker Webinar *Administrators Only”

This webinar IS set up for Kevin the
Classroom

&ncor 10 oblain QUESLIoNs you May ave anead of bills drop an

g DAS - BillTracker Webinar *End Users Only*

This webinar is scheduled to answer any questions you might have after the bills have dropped and
Classroom

g DAS - CHRO - Aligning Projects & Strategy: Introduction to Portfolios & Programs

Cost: $435 Audience: Managers, execulives, program managers and project managers whe want a
Classroom

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

1 Items

Classroom Calendar View Print

Page 1 of 1

L1 DHSOHA - OED - Mandatory Reporting C05401
W. ry reperter. This course will help you recognize a.

Online

2. A new 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.

DHS-OLRO_8/2016
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Search Results

L onine DHSOHA - OED - Mandatory Reporting C05401

Format: 2

Course Provider:
DHS - Shared Services

Description:

Course Number: As an employee of DHS|OHA, you are a 24/7 mandatory reporter. This course will help you recognize and report abuse to children, seniors over age 65 and people
in nursing facilities. NOTE: This is an interactive course. If you need assistive technogy, contact DHS Training for an alternate version of the course.

Duration (Hours):
1

Credit(s):

() Item Details

3. A new window will open.

. . DHSOHA - OED - Mandatory Reporting C05401
4. To begin the course, click on the T ’@0
Iink in the new' I .1 Click here to start I P

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

How to enroll in a course

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

1. — Access your completed course. It may
update your score. It will not change your complete status.

2. — This adds a second line for the course on your
transcript. You must complete the course for it show as complete.

3. — View and print your certificate associated with the
course.
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Classroom/virtual course

How to enroll in a 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,

(1) click on the Information icon @+,

This box (2) provides you information
about the section you are interested
in attending. It includes the times,
instructors, and additional
information such as pre-enroliment
comments.

This box (3) shows if the class is in
person or virtual. In-person classes
show the location. Virtual classes
have a link and login information.

Search Results

Hgs Classroom OED - L/D - OED At-A-Glance

Course Provider:

Oregon Employment Department L
g ply P Description:

Course Number:

This one day class is designed provide agency employees a broad overview of the rich history
http://go.usa.gow/EYzZ

Oregon Employment Department, the program and support areas of the department, and
Duration (Hours): employee support the agency's mission. The day will include visits to sections throughout
7 well as to the Salem Field Office. You will meet the Director as well as other members

Scheduled course sections: 2| Dat
Credit(s): ate_[]

8/18/2014 - 8/19/2014
D ttem Deta OED At-A-Glance
A~ In-Person
1 event(s) in OED - Employment Auditorium, OED - Employment
Department (Salem, OR) location(s)
Instructor(s): Grant Axtell, Erin Holbrook

EVENT SCHEDULE
& In-Person
8/19/2014 - 8/19/2014 No Recurrence

8:00 AM - 5:00 PM

Location: Er;’j‘l’ﬂ”:‘ starDate
OED - Employment Auditorium, OED - Employment Department orzizats .
(Salem, OR) Enroliment Deadline:
81312014
i Map/Directions
Enroliment Cancellation
Instructor(s): Deadline
Grant Axtell, Erin Holbrook 8152014
Maximum Capacity
25
2/26/2015 - 2/26/2015 0“;
OED At-A-Glance Open for enroliment

& In-Person
1 event(s) in OED - Employment Auditorium, OED - Employment
Department (Salem, OR) location(s)

Instructor(s): Grant Axtell, Erin Holbrook

24 seats left

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

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.

@' OED - New Employee Curriculum
Curriculum that all employees new to OED need to
Curriculum

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 curricuium OED - New Employee Curriculum
Curriculum Code: m
hitp://go.usa. gov/50C
) ltem Details
Description:

Curriculum that all employees new to OED need to complete within the first 30 days of employment with the agency.

Required
Below are required activities for this curriculum that must be completed in the order that is specified
Order Title Type Status Equivalent Content Completed

No records found

Below are required activities for this curriculum. They can be completed in any order.

Title Type status Equivalent Content Completed
DAS - CHRO - Family and Medical Leave ] Not Enrolled
DAS - Information Security - An Introduction to -
Information Security - Nt Enrolled
DAS - Information Security - Dealing with o
Documents o Not Enrolied

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

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

Accessing your curriculum in the future

You have two options:

1. Fromyour
homepage, click on
the Title under My

Upcoming Learning.

2. Click View Details
next to My
Curriculums.

RECENT ANNOUNCEMENTS. View Details

é@ My Curriculums
Completed: 0

OED Testing 4i21/2014 S

I am using Firefox and the buttons are not showing up when trying to create this announcement (

Skill Development Resources Sponsored by the Oregon State Library. 9/19/2012

Attention All State Employees!  Through, n State Library, all state employees have access to thousands of free resources
covering a variety of skill development
More_ s» | | BROWSE GATEGORIES
Employee Development (7)
ly Upcoming Learning (4) All = End-User Computer (767)

Title Type Date Status Action Management Development (585)
8/19)014 8:00 Al - New Employee (777
OED - LD - OED At-A-Glance (22) Classroom ey Enrolled ployee (777)
. Non-State (158)
QED - LUD - Agency History v2 SCORM 1.2 Started @ Safety, Health, and Weliness (1039)
OED - B&ES - Credible Employer Profiles: Workforce Development (12617)
General Course Started
iMachSkills Employer Records Management @
OED - New Employee Curriculum Curriculum Started
All My Upcoming Training © Required Trainindll (g Overdue Qi Due Soon %) Recurring Assignment

You can now access each component of the curriculum.

NOTE: When there is a classroom course, you must enroll in a 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).

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

My Upcoming Learning (5)

1. Under My Upcoming Tite

Learning on your homepage,

DHS - OED - Learning iLearn (3)

DAS - Leading an CregonConnect Session

click on the title of the course | oo om sy repores

DHSOHA - OED - Uploading Captivate 5 -

you want to cancel your

enrollment.

DAS - CHRO - Family and Medical Leave

All My Upcoming Learning

Type Date

TH1/2016 1.00 PM -

Classroom
5:00 PM
Curriculum

SCORM 1.2

General Course

SCORM 1.2

€ Required Trainin g @;aueraua

2. Click on Cancel enroliment on the section information screen

Learning Home

.

[
Mgy Classroom
Course Provider:
DHS - Shared Services

Course Number:

Duration (Hours):
4.0

Credit(s):
Training Hours 4.0
= Item Details

DHS-OLRO_8/2016

DHS - OED - Learning iLearn

Description:

All [v]
Status Action
Enrolled
Started
Started ‘Resume
Started hiiﬁ' ume |
Started =3

(i, Due Soon fé Recurring Assignmant

This course is designed to assist in Course Administrator's in administrating our new Learning Management System iLeamn.Oregon.

Scheduled course sections: 1 Date [V]

71172016 - 711172016
Section 3 - DHS - OED - Learning iLearn
fr- In-Person

1 event(g) in Red Lion Salem, Red Lion Salem (Salem, OR) location(s)

Instructor(s). DHS Training22
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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

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 to Test iLearn - Sup )
iLearn Help Resources Create Account
Emall DAS Support

g #‘%‘&
iLearn.égue,gon.Gov

* Login ID
= Recent Announcements

For T Mo ©? .
it How To Create A New Account For State Employees
* Password
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How to create a new account

3. The form will appear:

iLea rn.sj;_eéo n.Gov ama

Show Help

* Type: ) State Employee
) State Employee using a non-State email
‘ ®) Not a State Employee
* First Name:
* Last Name:
Middle Name/Init:
* Email:
* Choose a login 1D:
pob Title: (None Selected) ﬂ
Organization: (None Selected) [v]
Manager: ﬂ
&=
Type: Not a State Employee
First Name: Your first name
Last Name: Your last name
Email: Your e-mail address (you cannot use an email address that you share
with someone else in iLearn)
Login ID: Choose a Login ID... it must be a least six (6) characters and cannot

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

Job Title: Leave blank
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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

OHA Foster Homes

Search by Health Authority

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
Department of Human
Services Partners

Click the button next to
Oregon Health Authority
Partners

Manager: Leave blank

4. Click the green Submit button

DHS APD providers

Adult Foster Homes
Assisted Living
Residential Care Facilities
Nursing Homes

OHA Foster Homes

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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