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	A Learning Management System for Public Health

	EXISITING USER’S GUIDE for Greater Prince William MRC Volunteers

	NOTE:  If you have previously registered as a TRAIN user, enter your Member Login Name and Password.  Then, click the “Login” button. Do not create a new account if you have forgotten your password; simply click on “Forgot Your Password?” for assistance.

	In order to access the Greater Prince William MRC Courses, you will need to be properly grouped. Click on ‘My Account’ and then select the “Groups” tab, and click the ‘Edit’ button next to ‘assigned groups’.  Follow the screenshots below to become a member of the Greater Prince William MRC group.
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2) Click Next to continue

Please select from the dropdown menus below your location, agency and/or job role as appropriate.
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1) Click the button to select "Yes "

2) Click "Next" to continue.
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1) Click on the dropdown menu to select "Peninsula MRC "
2) Click "Next" to continue.

3) Click "Finish & Save" to complete the process.
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	What to Do if You Forget Your Password (DO NOT CREATE ANOTHER ACCOUNT!)


	1. Go to your TRAIN Login page.

2. Enter your login name in the appropriate field.

3. Below the “Register” button, click the “Forgot Your Password?” link.

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

5. Your password will be displayed. It will not be e-mailed to you. 
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	How to Search for Courses

	If you know the TRAIN Course ID, simply enter the number in the “Search By Course ID” field and click “Go.”  
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1. Click on the “Course Search” tab, located in Navigation Tab bar at the top of the screen.

2. On the resulting page, select the appropriate criteria for your search from the menu that appears on the left hand side of the page.

3. Next, either select your search variables from the list or enter your search query in the field provided. You may select multiple variables by holding down the Control key while making your selection. Search Options List Menu

4. Click “Search” to search for your desired courses.
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	How to Register for Courses



	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.
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	3. The resulting pages display additional course details.

4. To register for the course, click the “Register” button located on the “Course Details” tab or the “Registration” tab.

5. Depending on the course, you will be allowed to immediately launch the course. Otherwise, it may be necessary to wait for approval from the course provider or administrator, or there may be payment or a supplemental registration procedure.

	6. To launch the course, if available, click the “Launch” button. For some courses, you will need to select your desired course location. Location information is available as follows:

 a. Either select a location from the “Your Closest Locations” listing or enter a radius of miles that you are willing to travel to attend the course in the fields provided. Click “Get Locations” when finished.

b. Click the “Map” button, if desired, to bring up a map of the course location

7. After selecting your course location (if applicable), click “Register.” You may then return to the “Registration” tab to view all of the courses you are currently registered for and their session times and locations.

8. You may view reviews of your 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.

	

	How to Launch a Course for Which You Have Already Registered

	1. Log on to the TRAIN site.

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

3. On the resulting page, you will see a listing of all the courses for which you are registered for.
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	4. To launch these courses, click on its title.

5. To remove a course from your active list, click on the “M” button then the “Completed” button on the next screen. To withdraw from a class click on the “Withdraw” button. To archive a course, to resume later, click on the “Archive” button.

	How to Add Non-TRAIN Courses to Your Course Record

	1. Log on to the TRAIN site.

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

3. On the resulting page, you will see all of the courses, which you have take listed in the “Transcripts” table.
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	4. 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.

5. On the resulting page, fill out all the necessary information, and click the “Save” button.
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	Where to Find Help



	· Click the “Help” tab in the Navigation Bar at the top of the screen.  A user CBT is located there for your convenience.


	For additional help or information, contact:

Health District TRAIN Super User

Kristin Lam Peraza, Greater Prince William MRC Coordinator
Phone:  703-792-7341
Email:  Kristin.Lam-Peraza@vdh.virginia.gov
 or 
Brad Bradley, TRAIN Administrator

Distance Learning Coordinator

Virginia Department of Health

Emergency Preparedness and Response Programs 

109 Governor St., Upper Basement

Richmond, VA 23219

Phone: 804-864-8233

Fax: 804-864-8239

Email: Robert.Bradley@vdh.virginia.gov
Distance Learning website: http://vdhweb/dl/index.asp
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