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Registering for a Classroom Course 
 
To register for a course complete the following steps: 
 
1. In your web browser type in the following URL 

https://ilearn.oregon.gov. 
2. On the left-side menu, click on Learning Center.  

When the Learning Center menu expands, click on 
Course Catalog.  This will take you to the course 
catalog page. 

 
 
 
 
 
 
 
3. On the course catalog page, type in text in the search field or leave it blank and then select Search.  

The search results will display.  NOTE:  you can search for a course by doing a simple or advanced 
search.  A simple search allows you to type in any text or you can leave the field blank.  If you want to 
do a more refine search, then select the Advanced search function.   

4. Under the Action menu, select View Sections and then select Go.  
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The View Sections page lists all of the upcoming sections of the course.   This page also provides detailed 
information (i.e. location, instructor, course description, etc.) about each section when you click on the 
information icon      or the plus sign     next to the section title. 
 
Under the Action menu you can perform the following actions: 

 Enroll/Cancel Enrollment:  Enroll or cancel your enrollment in a course section. 
 Waitlist/Cancel Waitlist:  Add yourself to, or remove yourself from, the waitlist. 
 Request Access/Cancel Access:  Submit a request to obtain access to enroll in a course section or 

cancel your request.  
 View Schedule:  View the calendar for the course section.  
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5. Once you know what classroom course you want to enroll in, select Enroll on the Action menu and 

then select Go.  The Enrollment page will display.      
6. From the Enrollment page, select Enroll and you will be enrolled in the classroom course.   
 
 
 
 
 
 
 
 
 
 
 
 
 
You will receive a confirmation email notifying you and your manager that you enrolled in the course and 
the course will automatically appear on your learning plan. 
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Cancelling from a Classroom Course 
 
You can cancel your enrollment in the course at anytime up through the enrollment cancellation deadline 
(found when you click on the info icon next to the course name). 
 
To cancel your enrollment: 
1. In your web browser type in the following URL 

https://ilearn.oregon.gov. 
2. On the left-side menu, click on My Learning Plan under 

My Workspace on the left menu.  
 
 
 
 
 
 
 
 
 
 
3. You will find the trainings you are scheduled for under “Scheduled Training”. 
4. Click on Go next to Cancel Enrollment. Confirm your cancellation on the next screen. Both you and 

your manager will receive an email confirming your cancellation. 
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Completing a Course Survey 
 
Once you complete a course, the instructor must give you a progress status of Completed and then you will 
be able to access the course survey (if one is available) and your certificate of completion from your 
transcript.   
 
To complete a course survey, follow these steps: 
1. In your web browser type in the following URL 

https://ilearn.oregon.gov. 
2. On the left-side menu, click on My Transcript.   
 
 
 
 
 
 
 
 
 
 
 
3. From you Transcript page find the course you want to complete the survey for and select Take Survey 

on the Action menu and then select Go.  The Take Survey page will display.   
 
 
 
 
 
 
 
 
 
 
 
 
4. Click on the title of the survey to launch it. 
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5. A new window will be displayed with the survey, enter your answers for each question.   
6. You may only complete a survey once, and all the questions must be answered before the survey can 

be submitted.  You can either complete the survey or click on the Complete Later button if you want to 
complete the survey at a later time. 
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7. Once you click on the submit button, the window will refreshing stating that the survey was submitted 

and allowing you to look at how you responded to each question.  Click on the Finish button.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. You will be taken back to the Take Survey page, but under “Status” it will show “Completed.  Click 

Return to go back to the Transcript page.   
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Viewing and Printing a Completion Certificate 
 
To view a certificate of completion, follow these steps: 
 
1. In your web browser type in the following URL 

https://ilearn.oregon.gov. 
2. On the left-side menu, click on My Transcript.   
 
 
 
 
 
 
 
 
 
 
 
 
 
3. From you Transcript page find the course you want to view your certificate for and select Certificate on 

the Action menu and then select Go.   
 
 
 
 
 
 
 
 
 
 
 
 
Your certificate will display in a separate pop-up window.  From there you will be able to print a hardcopy.  
NOTE:  The manner in which a certificate is printed is controlled by your browser's print feature. You will 
need to change the page orientation from Portrait to Landscape and/or change the page margins using the 
Page Setup window (usually accessible from the File menu of your browser). 
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