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Logging in and out of the DBHDD University Learning Portal (the LMS) and Changing/Resetting Passwords

Introduction This job aid provides steps for logging in and out of DBHDD University Learning Portal (the LMS) and
changing or resetting passwords.

Steps for

Step | Action Visual

Logging in and
out of the 1 | Accessing the Learning Portal
DB_HDD_ Click on the LMS link at your local hospital
University .

. website
Learning Portal
& Change/Reset OR
Password

Type the following link into your browser:
mylearning.dbhddduniversity.com

OR B W INCREASE
' " PRODUCTIVITY
Type in the url:

www.dbhdduniversity.com in web
browser, and

Click on “My Learning Portal” on the
Quick Links section of the landing page.

OR

DBHDD Universit:

Click on the “DBHDD Staff” link at the top
of the screen, and then click on the “My
Learning Portal” link on the left.

2 Logging In

Click in the “Login ID” text field and type in (\
your login ID. 1& DBHDD University Learning Portal % —8~
Note: For DBHDD staff, your login ID is This s theLogin Page textfor the Core domain
your 8-digit employee ID

For Agency staff, your login will be the last| | - et Amnosncament
5 digits of your social security number

Click in the “Password” text field and type
your password. Your temporary password
will be the same as your Login ID

Contact Adminitrator

Click the “Log In” button.

Result
You will be prompted to change your
password the first time you log in.
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Changing or Resetting Password Your Password

Step

Action

Visual

Change/Reset Your Password

Type in your employee ID into the first
field

a new password in the second field, then
retype your new password in the last
field

Click “Save” in the lower right hand
corner

Note: If you forget your password in the
future, click the “Contact Administrator”
link at the bottom of the login page.

Follow the steps to obtain a new
password.

f DBHDD University Learning Portal (

DBHDD

Recent Announcements

DBHOD &

M

Logging Out

Click the “Logout” link at the top right
hand corner of the screen.

Result
You have successfully logged out of the
Learning Portal.

DEHDD




Tha Office of Laaming & Organizational Developmant

DBHDI

UNIVERSI'THY

DBHDD

Enrolling in an E-Learning Course

Introduction This job aid will identify the steps you need to take to enroll in an e-learning course.
Steps to er.1roII M| Step | Action Visual
an e-learning
course 1 Note: You can enroll in assigned e-learning or
. . Tranrghene MyUpomiglanyy Trrsrr  Tinig Gty
professional development e-learning courses or you
can search the catalog and enroll in e-learning — =
courses. e  (raeie 1
[t
e [ enbklania
Assigned e-learning courses will appear on your e B
learning page under My Upcoming Training. = R
[l vt e oy Mo S,
Skip this step if you have an assigned elearning . s -
course go to step 2 e (e
| sl S

Select a Course from the Training Catalog

Use the search feature on the right side of your
learning page to search for an elearning course.

Note: After completing a search and locating your
course, click on the name of the course.

Result
The details page appears.
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Enrolling in an E-Learning Course, cont’d

Click the “Open item” button to begin your course
Note: You can always return to the course later to
finish it.

Language
English (United States)

( Open item ’
Are you returning to complete an online course?
If yes, follow the steps above, and then Click on the
“Resume” button. Description:
Do you wish to retake a previously completed e- Language

learning course, click on “Open Current Attempt”
If not, proceed to the next step

English {United States)

Thisitem was marked as complete on 6/24/2013.

You completed thisitem on §/24/2013. View Deta

Open New Attempt | View Certificate

| Open Current Attemp.

Do you want to retake a previously completed e-
learning course and record new completion dates,
scores, etc...?

If yes, click on “Open New Attempt” to complete the
course again.

Note: If a test accompanies this course a new score
will be recorded.

If not, proceed to the other task or log out of the
learning portal.

Note: All New Attempts will be listed on your
Transcript

Language
English (United States)

Thisftem was marked as complete on 6/24/2013.

You completed this item on 6/24/2013. View Detsil

Open Current Attempt | Open New Attempt | View Certificate
N
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Completing a Read-and-Sign

Introduction This job aid provides steps for completing an online document (Read & Sign).
Steps for how to | gtap | Action Visual
complete an
online document 1 Note: An online Document in the LMS is THe Tie St Ent Coten Conglted
(Read & Sign) similar to a Read-and Sign. A Read- and- | | uu.usmaicin O e

Sign will normally be assigned to you. e

Click on the assigned Read-and-Sign link
in the My Upcoming Training section of
your learning page.

Welcome tothe LVS! 0 Notewoled

2 View the attached documents

Click “Open Item” link to view the
documents or policy that you are to lanzuage
. English (United States)
review. S
Open ltem
S —
3 Click on the link to view the documents. | cos T ———— .
about blank
Result
A separate Internet Explorer window Your Benefits and You
opens. Health Insurance .
Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor

incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud
exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure
dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nufla pariatur.
Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt moliit
anim i est laborum.

v Exercitation Ullamco
¥ Voluptate Velit
¥ Magna Aliqua

Ut enim o minin veriam, uis ncstnd exerciation ukamco lbors i uta ex sa

mmodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse
Gllum dolore o fugiatnulla paratur, Excepteur snt 0cca6cal cupiatat non proldent,
sunt in culpa qui officia deserunt mollit anim id est laborum.

¥ Commodo Consequat
¥ Nulla Pariatur

Aliaamfe

Life Insurance
Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor
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Completing a Read-and-Sign, Cont’d

Close the documents and click the Mark
Complete button on the screen.

[ Enghsh (United States)

This item needs tc be marked complete manually. Mark this i

You first accessed this item on 6/24/2013.

View Details

Open item || Mark Complete

Description:

Test document for Read/Sign General Course

Click the Mark Complete button again to
confirm your selection, and then Close
the window.

Mark Complete ®
ou g with this action, you are cerifying that you have or paricipated in this

O

Do you wish to retake a previously
completed Read-and-Sign?

If yes,, click on “Open Current Attempt
If not, proceed to the next step

27

Language

English (United States)

This item was marked as complete on 6/24/2013.

You completed this item on 6/24/2013.  View Details

( Open Current Attempt | Open New Attempt | View Certificate
———

Do you want to retake a previously
completed Read-and Sign and record
new completion date?

If yes, click on “Open New Attempt” to
complete the course again.

Note: All New Attempts will be listed on
your Transcript

Language

English (United States)

This item was marked as complete on 6/24/2013.

You completed this item on 6/24/2013.  View Details

e —
Open Current Attempt ( Open New Attemp!. | View Certificate
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Viewing Your Transcript

This job aid provides the steps for viewing your Transcript.

Step

Action

Visual

1

Your Transcript is your official record of all
your training tracked directly through the
Learning Portal.

Access the Transcript Page

Note: There is more than one way to access
your Transcript.

Click on the “All My Training ” link in the
lower left hand section of the Training Home
page

OR

Click the “Transcript” link located on the
Training Home page.

DBHDD University Learning Portal
b0

MyUpconig Trabing Tt | Onlogvest Pae T oy Cobboraen $pacs

Wy Conplend Tranrg 1)
P et i

View the Transcript Menu

“All My Training” contains a list of all
activities in which you are enrolled, in the
process of completing or have completed.

“Curriculum” contains a list of all Curriculums
in which you have enrolled, started and
completed, to make up a full history.

“External Learning” contains a list of training
activities that you have requested to add to
your Transcript from an external source.

“Required Training” contains a list of all
activities that have been assigned to you as
Required Training.

“Certifications” contain a list of all completed
certifications you have earned within the
Learning Portal.

¥
| | DBHDD University Leaming Portal

[BHDD

Tty Wty

Dyt Tyl (ot

= HiMyTranrg | § i | ey et

1 heged g F ettt e

I e bmegee (ot

= Al Wy g [ il sl 3% 3 G g
i e G e G (bl G Ok i

e g OBy SO el 000 SN MDA A Tevteticty

HitinaTeg (muin Sl i W L)
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Viewing Your Transcript, Cont’d

Steps for Step | Action Visual
Viewing your — — -
Transcrgi yt 3 Note: Additional training history can be
. P found in the “More Information” DBHDD University Learning Portal
(continued)

section, which covers Required Training | | s e
Exemptions and Expired or Incomplete = u :
Al My Training 3. @ Corasoms & ousitarn

Content. You may view this information, || == leees \
save as a PDF and print it. i e
' - oo S

Printing Your Transcript

Click the “Filter” button.

Click the “Status” drop down menu.

E DBHDD University Learning Portal
Select the “Completed” status option.

Trainkg Home My Upcorming Training Oevelopment #an  Training Catakog  Collaboration Spaces.
Click the “All My Training” button. (& A e T
B ' ' ) Py
. . W Al My Trairing [2) T AW Trsing £ B Tpe—
Click the “Print” button. . e @: e mf@ @
Note: A separate window opens.
- - OO = e z
Click the “Print” link 5 - e =
| ] gabhstage-ki.mksi-Ims.net/Transcript /AllMyTrainingPrint.aspx E
AllMy Training
Result
Close Window
cmme@u‘
Recondsfound: 2
You will have successfully printed your iy
. Te Tipe Suts Sere SurtDute Completion Dete  CreditType | Creditours
Transcrlpt' Kroncs- Log On nd O Demo SOORMiz | Compleed 000 6220 |6j2g203  N/A NA
PlotGroup Testing Comeahi | Stted 6/24)20 NA NA
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Requesting Approval to Enroll in Assigned Classroom Course and Cancelling Enrollment in a Classroom
Course

Introduction  This job aid will guide you through enrolling in an assigned classroom course and canceling an
enrollment in a classroom course

Steps for Step | Action Visual
enrolling in and
cancelling 1 Note: You will be able to request My Upcoriing Traiiing (2}
enrollment approval to enroll in classroom = Type = =
request s for a training. Follow the steps below to © Medical Emergency | Classroom L
: . — ue
classroom enroll in a classroom course. This e
course feature will be available after JU’V © Pilot Group Testing | Curriculum b it Started
31,2013 -
’ All My Upcoming Training @ Required Training C“oO\'erdue (‘\& Due Soon
Click on the classroom course in the
My Upcoming Training section
2 Locate a section (class) in which AssgnmentType TraningPriod Due ate
you wish to be enrolled User 7/4/201311:59:59PM

Scheduled course sections: 1| Date l]

0v Openfor enrolment

30 seats et

7/15/2013-7/15/2013
MERS -7/15/2013

3 Request Access
Assignment Type Training Period Due Date

Click the “Request Access” button. | | " TG

Scheduled course sections: 1 Date l]

Result T/t5/2013-7/s5/2013 09 ogentorenoliyt
“« ” _ MERS -7/15/2013
An “Access Approval” pop-up box P v

appears.

Continued on next page
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Requesting Approval to Enroll in Assigned Classroom Course...Cont’d

4 Explain EEEEEEE__——h—.Lw.wwLLLLs—_——————_——————_—_—_.—~.
Explain

Enter the reason for your training
request in the “Reason for
Request” text field.

ponse System-Instructor Lec

ription Medical Emergency Response System-instructor Led-nitial

Reason for Request | Job Requi vewend J

Click the “Request Access” button
\

in the lower right hand corner.

Result

You will have successfully
submitted your request. Notice
the notification of your request -
submission.

You will be enrolled in the course
after your manager approves the
request.

5 Cancel the Request

In the event that you change your
mind, you can Click the “Cancel

Request” button.

Result i
An “Access Approval” pop-up box - i
appears.

Enter the reason for canceling
your training request in the
“Reason for Cancellation” text —_

field. Notice the notification of L)
your request cancellation.

oy Response System-instrucior Led-Initia

12
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Requesting Approval to Enroll in a Classroom or E-learning Course from the Training Catalog

Introduction This job aid provides steps for requesting access (approval) to enroll in a course from the training

Steps to request
access
(approval) to
enrollina
course from the
training catalog
and canceling an
enrollment

catalog and cancelling a

request.

Step

Action

Visual

Important: Some courses will require
manager approval before you can enroll.

Select a Course from the Training Catalog

Click the course link from the “Training
Catalog” or “Search Results” section of
your learning page.

[sown g wyrsn saisiran

kP | o s | Gl | s | Lot

| DBHDD University Learning Portal

sining Home My Upeoming Training. Transerlpt  Training Catalog

‘Search Results

o

P —

Pageiof

) Good Cammusication sk ‘p——

Narrow Yo Search o

Categares L Securky Essantiah: sing Gosd Pesswords and Managing Them

ther 1} o

comemType
onine 2

Pape1sf

Request Access
Click the “Request Access” button.

Result
An “Access Approva

IM

pop-up box appears.

Training Home My Upcoming Training  Transcript  Training Catalog

Seachhesahs

0 o Gogg Communication Skills
format: § D

Goure Proider: Desarption:
Meridan

Eguivalencies 1]
© Takg fom3 o5

amthe s

ot b "

Explain

Enter the reason for your training request
in the “Reason for Request” text field.

Click the “Request Access” button in the
lower right hand corner.

Result
You will have successfully submitted your
request. Notice the notification of your

vAcmszi

Title Good Commarication Skill

Type Oniine

Erter areason forrequesting acess to this conent, and cick Request Acces to sbmit yourrequest.

Descrigtion L

Reason for Request | Centficatons expirg

professional and persoral life

———

request submission.

—)

V/ Porees
e s e

Cancel the Request

In the event that you change your mind,
you can Click the “Cancel Request” button,
and then enter the reason for your
cancellation.

Result
Notification of your request cancellation
will display.

[y —

Title Good Commurication Skils

Type Oniine.

Enter areason forrequesting access tothis content, and click Request Acces to submit you request.

Description

Reason for Request | Certfcation s expirin.

—_— l‘“‘"
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Requesting External Learning Credits

Introduction This job aid provides steps for submitting requests for external learning credits.

Steps to submit Step
requests for

external 1 Find an External Training Credit Course ||...
learning credit -

G s = )

Action Visual

Click the “External Training” button
from the Transcript page. — R

‘st e e
[T — [ —

o i i Gk St

Click the “Submit Request” button.

Training Home My Upcoming Training Training Catalog
Click the “Search” button to display all - |
External Learning courses within the e g |4 Eterlane [r—
Learning Portal. (DTN N —

& Ertemal L
Note: If the course you wish to submit M‘“iww‘)‘—

. . . Trpe Stahs Date Ootaned Bpiation Date leton By Reason for cion

for external learning credits is not imd
available, contact your training
department.

2 Select a Course -

External Learning Search

Click on the name of the course from the| .-..c
display list.

sty B

Result
The course information appears.

3 Submit the Request

Click the “Submit Request” button.

Result
A “Submit External Learning Request”
pop-up box appears.”

| submit External Learning Req

Enter the “Reason for Action” text field
and the “Date Obtained” field.

= 1
Click the “Submit Request” button. i —
Accounting 101
Result
You have successfully submitted your —
request for external learning credit. e ———
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Please add your notes to this page
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