ILEARNOREGON
CLASSROOM COURSE REGISTRATION

Registering for a Classroom Course

To register for a course complete the following steps:

Home

My Workspace

1. Inyour web browser type in the following URL : My Homepag
https://ilearn.oregon.gov. e
2. On the left-side menu, click on Learning Center. Tests
When the Learning Center menu expands, click on 2
Course Catalog. This will take you to the course
catalog page.

Use this page to quickly =
to you. Use the link abo

Reference Center

Collaboration Center

Mo records found,
More...

Adrninistration

3. Onthe 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.

W

Course Catalog

Search for courses and curriculurns and enrollin them. Cepending on the systerm's configuration, enrollnnent may be
autornatic,

Search

Simple | Advanced

@

To find a course or curriculurn, type all ar part of the title in the Search Text field. Select a Search Type to refine the results and
then click Zearch. Use the Advanced tab to select more oriteria to refine the results,

Search Text

Search Type | Any words D

Records found: 2

Delivery Rating A ki
==L =L tio
Method AEHan
@ (© AnIntroduction to Information Security online Mone Enraoll DE
We handle 7 great deal of sensitive informadion every dap:
customers’ accownt numbers, Tocial Sec...
@ (& Domestic Violence in the Workplace Classroom Mone View Sections Dm

on february 1, 2008 DAS HRSE issued State HE Policy 50.010.04
Workplace Effects of Domestic Lioke. .
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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 E 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.
-+ \iew Schedule: View the calendar for the course section.

Domestic Violence in the Workplace

View inforrmation about the sections for this course,

Yiew Sections

.7

Click the Information icon and/or the plus sign to view more information about sections and events for this course, Use the Action

rmenu to enroll in & section ar perform other tasks, If no information is displayed, then this course has no sections,

Title Domestic Violence in the Workplace
Course Provider DAS - HRED
Course Cost (%) £0.00

Records found: 3

Section

@ Title: Domestic Violence in the YWorkplace (1:00 AM - 4:30pM) Mot Enrolled Open
Code!

NMurnber: 5

Dates: L0/7 /2008 - 10/7/2008

W aitlist Type: mutormatic

Capacity (Max/Mind: 175/1
Enrolled/waitlisted/Pending: 0/0/0

@ Title: Domestic Yiolsnce in the Workplace (8§:30 &AM - 12:00 Mot Enrolled Dpen
P M)

Code:

Mumber: 4

Dates: 10/7/2008 - 10/7/2008

Wi aitlist Type: Automatic

Capacity (Max/Mind: 175/1
EnrolledWaitlisted/Pending: 0/0/0
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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 Enroliment page, select Enroll and you will be enrolled in the classroom course.

Section Enroll

Search for courses and curriculums and enroll in them, Depending on the system's configuration, enrollment may be
autornatic,

Enroll

Review the information below to ensure that you are enrolling for the correct course/itern, Then select the options you want {if
options are displayed) and click Enrall.
Title Dornestic Yiolence in the Workplace
Section Title Domestic Violence in the Workplace {1:00 AM - 4,30 PM)
Section Start Date 10/7/2008
Section End Date 10/7/2008

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.

Scheduled Training
Records found: 1

I. Course Title Enrotment '“"?”t Status Datel Section Dates Section Title
U@

iLearnCregon Enrolled 1042272008 10/29/2008 - iLearnCregon Training cancel Enrollment DH
Training Managernent 10/29/2008 Managernent

iLearnCregon Training Managerment

Dates @ 10/29/2008 - 10/29/2008
Time : §:30 AM - 12:00 PM

Recurrence : COne Day
Location : Oregon State Library, Room 301, State Library Building, (Salem, OR)
Instructors : Angelo Jordan
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Cancelling from a Classroom Course

You can cancel your enrollment in the course at anytime up through the enrolliment cancellation deadline
(found when you click on the info icon next to the course name).

_OREGON.gov

To cancel your enrollment: ilearnOregon st Government's ks

1. Inyour web browser type in the following URL e
https://ilearn.oregon.gov. P My Homepay

2. On the left-side menu, click on My Learning Plan under i T e e T e

My Workspace on the left menu. Eed i

~My Calendar
----- My Shortouts
My Contacts

My Functions
[F--My Account
----- My Darmains
My Career

My Dashboard

My Shortcuts

Mo records found,

Learming Center

Reference Center

Collaboration Center

Mo records found,
Adrninistration More...

3. You will find the trainings you are scheduled for under “Scheduled Training”.
4. Click on Go next to Cancel Enroliment. Confirm your cancellation on the next screen. Both you and
your manager will receive an email confirming your cancellation.

My Learning Plan €@

Wiew all current training activities in which you are participating or are required to complete.

My Learning Plan
Same titles are links that allaw you to access iterns in your learning plan, Use the Action menu to perform other tasks,

Required Training
ou have no outstanding training assignments,

Scheduled Training

Records found: 1

I. Course Title Enrollment = Section Dates Section Title
Status Date

@ Domestic Wialence in the Enrolled g/13/2008 9/21/2008 - Marning cancel Enrallment H’
workplace 9/22/2008 Session

Online Courses

Records found: 1

@ © Anlntroduction to Information Security 8/13/2008 View Details DE

Curriculums
Records found: 0
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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.

OREGON.gov

To complete a course survey, follow these steps:

ilearnOregon sate Government's ks

1. Inyour web browser type in the following URL wRTTE—
https://ilearn.oregon.qov. T My Homepag
2. On the left-side menu, click on My Transcript. oy Use this page to quickly -

to you, Use the link abe
My Access Requests

My Calendar
My Shortouts
My Contacts
LMy Functions
My Account

My Darmaing
My Career

My Dashboard

Learning Center

Reference Center

Collaboration Center

Mo records found,
Adrninistration More...

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.

Transcript Certifications |Training Assignrments |

Frint Wersion

View the user's/yvour record of courses, tests and other items. Users: Access items using the links or select an option from the
Action menu and click Go,

Name Brandy Meng Manage Personal Learning Events DE
Current Date 10/22/2008

Records found: 2

Required Start Date C te I.- Ao

Training =
Domestic Violence in the 10/21/2008 10/21/2008 Completed iew Details /IS

Wwarkplace (& -
place ()

iLearnOregon Qwick Start 97162008  9/30/2008 Completed
Tutorial 1.2

4. Click on the title of the survey to launch it.

Take Survey

Click a title from the Title column to access a survey. &ll surveys for the course must be completed,

Records found: 1

@ |Basic Level 1 Classroom Course Evaluation | Mot Started
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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.

Survey |

Answer all of the guestions below and click Submit to submit vour answers, If unable to complete all of the survey at one time, click Complete
Later to save your answers and return later.

Course Evaluation
Please complete the following questions related to this course,

1. I clearly understood the course objectives.

2. The course met all of its stated objectives.

3. The course was lagically organized.

4, The course content is covered to an appropriate degree of breadth.

5. The way this course was delivered {such as classroom, computer, video) was an effective way for me to learn the subject matter,
&. The course design was flexible enough for me to move around at my own pace.

7. The course was easy to navigate through,

&. What would enhance this learning experience?

2, I would recommend this course to others,

10. dverall, I was satisfied with this course.

11. What comrments or suggestions do you have regarding this course?
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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.

Basic Level 1 Online Course Evaluation

IThe survey was submitted, I

Surveys are related to content or used ta gain apinions of users an a topic.

Survey

the Survey search results page.

Course Evaluation
Please complete the following questions related to this course.

1. I clearly understood the course objectives,
T

@ Stroanaly Aaree
Agree
Meither Agree or Disagree
Disagree
Strongly Disagres

2, The course met all of its stated objectives,
T

@ Stroanaly Aaree
Agree
Meither Agree or Disagree
Disagree
Strongly Disagres

Tour completed survey is displaved below, Checkmarks {if any) indicate the multiple-choice answers you submitted, Click Finish to go back to

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.

Take Survey

Click a title from the Title colurnn to access a survey, all surveys for the course must be cormpleted.

Records found: 1

@ Basic Level 1 Online Course Evaluation |Comp|etei
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Viewing and Printing a Completion Certificate

To view a certificate of completion, follow these steps:

1. Inyour web browser type in the following URL
https://ilearn.oregon.gov.
2. On the left-side menu, click on My Transcript.

My Workspace

My Homepage
foMy Learning Plan
My Transcript

My Access Requests

feMy Calendar

----- My Shortouts

My Contacts

feMy Functions

[#H--My Account

----- My Darmains

.My Career

~My Dashboard

Home
My Homepag

Use this page to quickly =
to you, Use the link abo

Learning Center

Reference Center

Collaboration Center

Adrinistration

Mo records found,
More...

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.

Transcript Certifications |Training Assignments |

Print Wersion

WView the user's/your record of courses, tests and other items. Users: Access items using the links or select an option fram the

Action menu and click o,

Name
Current Date

Brandy Meng
10/22/2008

Records found: 2
Reqguired
Training

Domestic Violence in the Classroom

Workplace (6)

iLearnOreqon Quick Start SCORM
Tutorial 1.2

Manage Personal Learning Events Dm

Start Date Complete

1042172008 10/21/2008 Completed

9/16/2008  9/30/2008

Completed

Action

View Details [ S
Yiew Details
Take Surve ]

Certificate

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).

= [ ] - = - = = = - ] - ] - o
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