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USER GUIDE

How to login to the TRAIN Network

1.

2.

3.

NOTE:

Type https://ok.train.org into the address field of your internet browser.
When prompted, enter your Login Name and Password and click the Login button.
The resulting page will be the TRAIN Member Login screen.

If you are a first time user, you will need to register by first clicking the “Create Account”

button, then fill in all required fields for each page and submit your information. Following is a
detailed explanation on Creating Your Account. If you have already registered as a member,
simply enter your Member Login Name and Password then click the “Login” button.

Creating Your Account

1.

2.

Member Login

Go to the TRAIN site. Login Marne:
Click on “Create Account” which I
appears underneath the login on the Password:

left hand side of the screen. |

Fill out all the necessary information * Laogin toyour TRAIM
on the subsequent pages. Required account:

fields are indicated with a red Legi I
asterisk (*). [INOTE: Do not hit your

browser’s “Back” button at any
time during the registration
process. Instead, use the “Back”
and “Next” buttons at the bottom
of the pages.]

P Setup anew TRAIM

Create Account

Answer the two secret questions at the bottom of the page with easy-to-remember, one-
word answers. In the event that you forget your password, these questions will be posed
as a security measure during the password retrieval process. Click “Next” when finished.

On the resulting page, you will be asked to choose the preparedness region in which you
work, as well as the county in which you work. You will also be asked to provide your job
role(s) and work setting(s).

Please select up to 3 professional roles that best match your job description. Some roles
may require you to select a specialization from the adjacent drop down menu. If you
select “Other”, please type your specialization in the space provided. Click “Next” when
finished.

On the resulting page, please select up to 3 settings that best fit your work environment.
Click “Next” when finished.



8. On the resulting page, additional demographic information will be requested. This
information is not required for registration. Click “Continue” to finish registering for

TRAIN. You are now free to enter the site.

Note: Learner profile information can be edited at any time following registration by clicking on My

Account.

What to Do if You Forget Your
Password

1. Go to your TRAIN Login page.

2. Enter your login name in the
appropriate field.

3. Below the “Create Account”
button, at “Forgot Password?”
click the “CLICK HERE” link.

4. On the resulting page, you will be
asked to respond to the two secret
guestions, which you previously
answered when registering for
TRAIN.

5. Your password will be displayed.

It will not be e-mailed to you.

Member Login
Login Mame:

Password:
|

* Login to your TRAIM
account

Login |

b Setupanew TRAIMN
account:

Createsceount |

* Forgot Password? Ente
Login Mame above and

LICK HERE

How to Edit Your Learner Record
1. Log on to the TRAIN site.

2. From the home page, click “ My
Account” from the “My Learning
Record” box located on the right
hand side of the page.

3. Onthe resulting page, change text
and settings as needed (including
your password, if desired) by

clicking on either the “Details,”
“Groups,” or “My Profile” tab.

f My Learning Record

® Iy Learning

B Transcript

P Cedificates

# Course Archive




How to Search for Courses

Search Options

1. Click on the “Course Search” tab, b Browse Al
located in Navigation Tab bar at the
top of the screen. P Browse 'Oklahoma’

2. Onthe (esultirjg page, select the » By Subject
appropriate criteria for your search _
from the menu that appears on the » By Target Audience
left hand side of the page. B By Competency

3. Next, either select your search > By Fnrm.at
variables from the list or enter your » By Credit Type
search query in the field provided. » By Course Provider
You may select multiple variables by » BvDat
holding down the Control key while v fa &
making your selection. Search B By Distance
Options List Menu. By Accreditation

4 Click“S h t hi e By Certificate

. ic earch” to search for your b Keyword Search

desired courses.

Note: “Advanced Search” allow you to » Advanced Search

combine several criteria in one search.

How to Save Search Criteria (Let TRAIN search for you!)

For your convenience, you can also save sets of search criteria for future searches by clicking the
Save Criteria button. Additionally, you can request email notification when a course is added to
TRAIN that matches your saved search criteria.

Home Course Search Discussion Boards Resources Help Core Competencies About This Site ;I
Search Options Course Search

Tip: To sort by any colurnn, click the column heading. Or use default order by Keyword Search Proximity
Tip: Toview course description, click on the Course Title
Tip: Alphabetical page indexing is used when sorted by Title, Provider or Format.

P Browse All

Search returmed 0 courses
» Browse 'Dklahoma’

» By Subject
» By Target Audience

$ = Fee associated with the course  o% = Creditis offered
To save the criteria for this search please click here:
'

No courses have heen found satisfying the search criteria.
To save the criteria for this search please click her! 1.

—

» By Competency

» By Format

» By Credit Type

» By Course Provider

» By Date |
& [ [ 5 [ mtermet 4
Home Course Search Discussion Boards Resources Help Core Competencies About This Site ;I
Search Optans
» Browse All Saved Search Criteria

» Browse 'Dklahoma’

» By Subject
» By Target Audience
» By Competency

» By Farmat

b By Credit Type
» By Course Provider

& [ |8 | meernet

I—

Please enter name for the new search criteria |
Motify me about courses satisfying this search nriteri@

IR




To be naotified by email, check “Notify me
about courses satisfying this search
criteria.” If you prefer not to receive email B Browse Al
from TRAIN, leave this box unchecked. You
will then need to access the saved search
criteria sets by clicking on “Course
Search”, then “Saved Search Criteria”.

Search Options

* Browse 'Oklahoma

By Subject

By Target Audience
By Competency

By Format

By Credit Type

By Course Provider
By Date

By Distance

By Accreditation

By Cerificate
kevword Search

¥ ¥y ¥y ¥y Y Y yYyy

» Advanced Search

Be_Saved Search Criterig

How to Register for Courses

NOTE: It is important to remember that TRAIN is a Learning Management System and NOT a
Course Provider. Most registration and course questions will need to be directed to the course
provider contact listed in the Contacts tab of the course description.

1. Locate your desired course either using the method outlined in “How to Search for
Courses” or by clicking on “Browse” to browse through the list of course selections.

2. Select the course you wish to register by clicking on the title of the course.

Home Course Search Discussion Boards Resources Help Core Competencies About This Site d
Search Options

Tip: To sortby any column, elick the column heading. Or use default order by Number Of Reviews
Tip: To view course description, click on the Course Title
Tip: Alphahbetical page indexing is used when sorted by Title, Provider or Format.

» Browse All
P Browse 'Oklahoma’

Search retumned 739 courses,
Too many? Try our Advanced Search

§ =Fee associated with the course o = Creditis offered

To save the criteria for this search please click here:
Page 150 12345678910711121214151617181920 ..

Orientation 1o Public Health Mew York-Mew Jersey Public Health Training  WWeb-hased Training - Self
Center study 11 reviews

» By Subject

» By Target Audience
» By Competency

» By Format

P By Credit Type

P By Course Provider
» By Date

» By Distance Matianal Incigent Management System
P By Accreditation *% | (NIMS), &n Introduction 1S-700

P By Cerificate

> Keyword Search

Federal Emergency Management Agency
(FEMA&) / Emergency Management Institute
CEMI)

Marth Caraling Center for Fublic Health
Preparedness

Web-hased Training - Sell-  Frérirde
study 10 reviews

%  Animal Bites and Rahies Computer-based Training

7 reviews

» Advanced Search Crisis and Emargency Risk Wieb-based Training - Selt-  Fridriedr

MDCH Office of Public Health Preparedness

Communication Online Waorkshop, study 5 reviews
> B B G s o% Ep-TUTOR Applied Epidemiology DvD vediclcl
4 reviews
CDC Bioterrorism Update: Smallpox GOC, PHPPO, NI, PHTN/PHF Wehstream/Archived 0 FEIEwe
Preparedness Webrast

&

[ [ 5 | nterrer

Al




3. The resulting pages display additional course details, course provider contact

information, registration information, and course reviews.

4. You may view reviews of the course by clicking the “Review” tab, or view the contact
information for your course by clicking the “Contacts” button at any time before, during,
or after the registration process.

5. To register for the course, click the “Registration” tab. Note: there are 3 different
categories of courses in TRAIN, each with its own registration process as described on

the next page.

Live Event

(e.g., Conference,
Workshop, etc.)

If this is an onsite event
with multiple
locations/sessions, click
the “Get Locations” button
to view all sessions.

Click the “Register” button
next to the session of your
choice. You may need to
follow the course
provider’s additional
registration instructions.

TRAIN Course Categories

Physical Carrier

(e.g., CD-ROM, VHS,
DVD, etc.)

Some courses may consist
of training materials that
need to be ordered and/or
purchased from the course
provider. Click on the
Register button to add the
course to your my
Learning section, then
follow the course
provider’s additional
registration and ordering
instructions.

Online

(e.g., Web-based self-
study, “on demand” or
archived webcast, etc.)

If the course is self-
launching, you will be able
to immediately access the
course. Otherwise, there
may be payment or a
supplemental registration
To launch the course, click
the “Launch” button (if
available) or follow the
course provider’s
additional registration
Instructions.

NOTE: Some courses/events require registration steps outside of TRAIN. Please follow the
course provider’s instructions regarding their registration process. If you have questions about
external registration, please contact the course provider directly using the contact information
provided under the “Contacts” tab.

You will receive a registration verification email from TRAIN. You can also verify registration by
clicking on My Learning. The course should be listed as “In Progress.”

How to Launch a Course for
Which You Have Already

Registered

you are registered. To launch a

course, click on its title.

_|'r My Learning Record

1. Log on to the TRAIN site.

2. From the home page, click “ My
Learning” from the “My Learner
Record” box located on the right
hand side of the page.

3. Onthe resulting page, you will see a
listing of all the courses for which

P Transcript
P Cedificates
P Course Archive
® iy Account




How to Mark a Course Completed, Archive, or Withdraw from a Course

1.

2.

Log on to the TRAIN site.

From the home page, click “My Learning” from the “My Learner Record” box located
on the right hand side of the page.

On the resulting page, you will see a listing of all the courses for which you are

registered. To change the status of a course, click on the @ (manage) icon.

In the course management page, you can click on the “Completed” button to mark the
course completed, sending it to your Transcript. [NOTE: Many of the web-based self-
study courses have been programmed to “electronically” verify when the learner has
completed the course.]

Also on the course management page you will be able to enter a score, if applicable. To
archive a course to resume later, click on the “Archive” button. To withdraw from a
course, click on the “Withdraw” button.

How to Add Non-TRAIN Courses to Your Course Record

Log on to the TRAIN site.

On the home page, click “ Transcripts” from the “My Learner Record” box located on
the right hand side of the page.

On the resulting page, you will see all of the courses, which you have take listed in the
“Transcripts” table.

Click on the “Review” button to post review of the course.

To remove a course from your transcripts click the “R” button.

To add non-TRAIN courses and courses you have already taken (in the past year) to
your transcripts, click on the “Add” button located to the right of the “Non-TRAIN

Courses” header.

On the resulting page, fill out all the necessary information, and click the “ Save” button.

HNon-TRAIN Course Details a

* = rnquired ks,

T |
stan daee™ By
Compluion dafes” 0

CourseURL: |

CoursnFormat:  [“Zpi0

course Provoes Name™ [
Cowrse Grade Points: [
Commye Grade Pecentage: [ g,
Crodn Type® | -Sniest
Amount;
Contact Hame:™ |

ComactProsa: [

Comact Ema |

Addtional info: |

Ve [




How to Post a Review

NOTE: If you want your review to be posted anonymously, simply uncheck the “Show name”

box.

Log on to the TRAIN site.

Locate your desired course using the steps outlined in “How to Search for Courses”
above. If you would like to review a course that you are currently enrolled in or have
completed, you may do so from the “My Learning” page located in the “My Learning

Record” box on the right side of the TRAIN Home page.

Click on the title of the course you would like to review, to display the course details. On

the resulting page, click on the “Reviews” tab and then the “Add” button.

Fill out the rating, comments, and title fields of the form.

1. How do vou rate the overall quality of this course, congidering its content, organization, instructional methods, and use of
technology®

INutRated 4

2. How do you rate the accuracy of the course description, including any competencies listed?

INDt Rated 'I

3. Please enter a 5-7 word title for your review that surmmarizes your thoughts on this course

4, Type your review below using 120 words or less, Text will wrap automatically.

=

[
Show my name on the review:

Back | Find other courses like this |

&l

|ﬂj Done ’_ ]_ré_ # Internet 4




How to Use the Resources Section

1. Log on to the OK-TRAIN site.

2. Click the “Resources” tab in the Navigation Bar at the top of the screen.
3. On the resulting page, you have several options:

e To locate a resource, choose from the categories listed in the menu on the left hand side
of the page or use the “Keyword Search” function.

To read a resource document, click on the title of the document you wish to view.

Resources Categories:

E BioterrarismiEmergency
Readiness Resources

B Competencies

Bioterrerism/Emergency Readiness Resources
Re: Mame
Blast Injury Wiebsite

Add Resource

0272012006
Distance Learning Links YWe are a group pfac_anemm, University-based emergency ph_yalmams W\Ih_apema\ interest in hlast related \s_agea
g ) Because physicians in the USA have only limited experience in the evaluation and treatment of blast related injures, we
Evaluation of Training have formulated this wehb project to bring together, in one location important resource information far the use of
Programs emergency physicians, nurses, and other practitioners as well as pre-hospital care personnel
B General TRAIN Updates Mass Vaccination Clinic Guide {.pdf) 01/17/2006
E Human Performance Guide for planning & Mass Vaccination Clinic
Improverment Handbook for Journalists: Influenza Pandemic 014102006
B Marketing Training World Health Organization. Handbook for Joumalists: Influenza Pandemic
Programs
B Mational Incident Updated December 2005
m:ﬂgg)emem System Fy 2008 MNIMS Training Requirements {.pdf) 1172102005
Cetober 2005 document fram FEMA on required training based on roles and responsibilities
El Needs Assessment CRS Report for Congress 1102112005
B Other/ Miscellaneous Pandemic Influenza: Domestic Preparedness Efforts
Bl Partnerships - Workforce Awain Flu Conference Announcement (.doc) 10/ 212005
Development Ayain Flu Conference Announcement
3 Program Development Avian Flu Conference Agenda (.doc) 1001212005
TRAIN References Awian Flu Conference Agenda
B TRAIN videaclips 2005 UCHC Mini Med School Lecture Series ( pdf) 10/02/2005
Bl Wiorkforce Development - RI00[EMIBIGENUIE
General QDF Discipline Definitions (.doc) 0B/08/2005
Preparedness partners discipline definitions as defined by the Office of Comestic Preparedness.
Search Documents Riverside County Bioterrorism Preparedness & Response 0BMBIZ005

by Keyword

All Categaries hd

© Document Name
" Description
* Both

Riverside County Bioterrarism Preparedness and Response is an educational resource for all-hazards preparedness

MNumerous links are available for various preparedness issues, including schools, special needs, mental health, first
responders, and public utilities
12345

4. To add a resource, click on the “Add Resource” button.

e On the resulting page, fill in the necessary information in the fields provided.

e Click the “HTML Mode” box to format the description with HTML.

e To upload a document, select the “Upload File” button, then type the path location of
your document or click “Browse” your computer.

e To create a link to a web site, select the “URL to Browse” button, and type in the
address of the web site in the text field.

e Click the “Save” button to submit the resource for approval by the state or national

TRAIN administrator.




How to Use the Discussion Boards
1. Log on to the TRAIN site.
2. Click the “Discussion Boards” tab in the Navigation Bar at the top of the screen.

3. Onthe resulting page, you have several options:

DS CusSion Bue s TRAIN Feedback and Recommendations New Thread
P Shareable course
content Thig discussion board was developed to solict feedback and recommendations from TRAIN users about how well the systern is working far
P TRAIN Feedback and you and how it could be improved.
Recommendations Show threads: | from all dates -
> .
Requests for Training Thread Poster State Date
Search Di ion Boards
by Keyword 1 New Discussions Jefirey Stall Colorado 0200220051336
2 hack to basic windows 2000 e Connecticut 00112005 7:55
 Discussion Tille eschenes
&4 Tracking Records of hon-TRAIN listed Trainings Walter Clark Wisconsin 060220051221
 Message Body
& B Test Jane Doe Massachusetts 07/07/200512:14
* Bath 4 BDS Feedhack Dariel Casey  Connecticut 10/ 412005 12:59
Al Discussion Boards jv need flu vaccines, see attachment 1 Sameena Zahoor Michigan 12162005 12:08
Search 54 Test 1a Dorothy Spencer  ¥irginia 01/06/2006 11:48

e Choose a topic from the menu on the left hand side of the screen.
e Expand a discussion by clicking on the “ " next to the discussion thread.
e Click on the title to view a message.

e Click the “Reply” button to reply to a message.

back to basic windows 2000

Author: rosemarie deschenes { Connecticuf)
Date: 3/11/2005

ijusttookthis course yesterday and i am so happy i did. while i have been warking on computers for some
time now, i lacked a real working knowledge ahoutwhat could be done inwindows. iwish i had taken a
caurse like this vears ago. itwould have saved me alot of frustrations. iwould recommend this course to
anyone [ooking to improve their understanding of working inwindows, i have signed up for microsoft word-
level one and can'twait. thankyou foryourtime,

[ Reply ] [ Back to Threads ]

e Click on the “New Thread” button to create a new thread, fill in the necessary
information and click on the “Submit” button.




Where to Find Help

o Go to the Knowledge Management Interactive, Inc. website at:
http://courses.train.org/train%5Fenduser%5Femodule/
and tour TRAIN through the “Learning How To Use TRAIN" page.

For additional help or information on OK-TRAIN, please contact:
Dwain M. Starks, OK-TRAIN Administrator

Oklahoma State Department of Health

Office of Training, Education, and Development

1000 Northeast 10"

Oklahoma City. OK 73117

Phone: 405-271-9444 Ext 56156

Fax: 405-271-3539

Email: dwains@health.ok.gov

o
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