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Modifying an existing account in

TR:N

Provider’s Quick Guide

Introduction:

Why modify?

If you currently have an account on TRAINVirginia, there are several
modifications that you need to make in order to ensure that your
EMS Continuing Education Credits are accurately reflected on your
Office of EMS CE Report.

This guide will provide you with step-by-step directions on how to
modify your existing account to bring it into compliance with EMS
requirements.

Learning Objectives:

Learn how to:

v log onto the TRAINVirginia website
v locate “My Account’ section
v" modify or change your existing account

Browser Operating Systems
Requirements Supported
WINDOWS WINDOWS
= Internet Explorer 5.5 + = Windows Vista
= Netscape 7.1 + = W indows XP
= Windows 2000
MACINTOSH MACINTOSH
= Mozilla FireFox 1.3 + = OS X 10.2 or greater




( Step1 ) Locating the TRAINVirginia web page

1. Open your web browser and type the following URL into the address bar:
a. https://va.train.org
2. Press Enter to load the TRAINVirginia home page. See below.
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Virginia Department of Health

TRAINVirginia

Home

Member Login
Login Name:

Password:

Forgot Your Password?

Create Account

Become A Course Provider

* To add your courses to
the TRAIN system,

[ Becomeaprovider |

E, https:/fva.train.orgf

Course Search |

a
=

e https:/{va.train.org/

Help Core Competencies _ About This Site

Announcements

f/ VIRGINIA
DEPARTMENT
OF HEALTH

Protecting You and Your Environment

Welcome to TRAIN, the premier learning resource for professionals who protect the
Health Foundation, www.train.org is part of the newly expanded TrainingFinder Real-{

Through this site, you can:

Quickly find and register for many courses listed on Train.org and participating T
Track your learning with personal online transcripts,

Access valuable materials, course reviews, and discussions to improve your led
Stay informed of the Iatest public health trainings for your area or expertise.

Step 2

Login to your existing TRAINVirginia account

1. Once the TRAINVirginia home page loads, login to your existing account.

Virginia Department of Health

TRAINVirginia

DY -

Become a provider

Ifthis is your first visit, click "Create Account” on the left menu to register for TRAIN and start learning today!

Large Font Version

mwﬁm)\

Home Page for the Virginia Department of Health

© PHF 2003-2007 - Confidentiality Statement

Course Search | ogin Name:
lember Login m [
Login Name: I OEMS
[oEms )
|oEm | _'_* Password:
p G000 BERES
Welcome = Is who protect the public's health. A free service of the Public Health
e trait Login time Affiliate Integrated Network (TRAIN).
(LGessiont ] mount Forgot Your Passwolll?
Become A Course Provider = Qu and par g TRAIN affiliate sites,
» To add your courses to = Track your learning with personal online transcripts,
the TRAIN system, = Access valuable materials, course reviews, and discussions to improve your leamning experience, and
» Stay informed of the Iatest public health trainings for your area or expertise.

If you already have an account, please enter your Login Name and Password in the text-boxes provided on the left menu and click "Login™.

Home Page for the Publ
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Step 3 Open your existing profile

1. Click on the “My Account” button located on the right hand side under “My Learning
Record”.

firginia Department of Health Welcome Office of Emergency Medical Services! |

'RAINVirginia

Monday, October 15, 2007
Home | Course Search Discussion Boards Resources | Help Core Competencies | About This Site | Administration

Announcements f/ VIRGINIA
ublic Health Foundation WELCOME LEEAR pEN.
bsite OF I_lEAlTH

Protecting You and Your Environment
irginia Department of WELCOME ABOARD T R A IN VIRGINIA! i
Ith Website
-Mail the TRAIN Virginia The TRAIN-VA learning management system has left the station. The destination is to improve
hinistrator 2 public health workforce competencies and to provide access to Virginia and national public health My Learning Record
educational sources.
EMA Emergency
1agement Institute (EMI) » My Learning
L TRAIN-VA allows you to:
upsjndent Study Courses » iy Training Plan
grgglg:'\aqgsgigg‘:geﬂ = Search for on-site or distance learning courses » Transcript
EM) Courses » Certificates

= Register online for

- msnese PP My Account

rge Font Version

-
And the best part is that yOU only have to register TLerthe Journey begin. 4
Search By Course ID
New Passengers
1D: |
If you are new to TRAIN-VA, take a look around. Near the top of the page, check out the Courss ID:

“"Resources” and “Course Search” tracks. You will be surprised by the view, On your right is "My
Learning Record” and "Up Coming Events”. On your left are links to special "Spotlights”.. what 2 trip.

Enjoy Upcoming Events

A Word About Logins and Passwords :
» Culturally Appropriate Public

Choose a "Login Name” and "Password” that is simple to remember and be sure to write it down Health Training
somewhere you can find it. You can change your password in the "My Account” section whenever 10/19/2007
you wish,
» Culturally Appropriate Public
If you cannot remember your password, please DO NOT register again. It wil create problems in Health Training
your transcripts, Just click on "Forgot Password” and follow the instructions, TRAIN-VA will get you 10/23/2007

back on track.
» Dental Varnishing: Bright

Step 4 Beginning the modification process

1. Click on the "Groups" tab located under my account.

Virginia Department of Health Welcome Office of Emergency Medical Ser

TRAINVirginia

Monday, O«

Course Search

Discussion Boards Core Competencies

My Account
Details Groups _E ‘[ MyProfile
* required fields.

Login Name: OEMS

First Name:* | Office of Emergency Medical Middle Name:
Last Name:* Virginia Department of Heall Email: . PR
Password:™ sessssesse Confirm Password:™ |ssessssess
Title: * Organization name: * |office of Emergency Medical Senices |
Department / Division: * Department of Health ' Bureau Section: |
Address 1: * | 109 Governor Street Address 2:
City i Township  Town:* [ [l
Country:* | United States v State Temitory:* | Virginia I
County: * |Richmend ¥  Zipcode!Postal code:™ 23219
Telephone (daytime):* Extension:
Telephone (evening): Mobile: |
i.e. 123-456-7890
Fax: Pager:

Please choose your secret question and provide a ONE WORD answer.
You will be asked this question if you forget your password.

Question:™ ¥

*
Answer:

Revised 12-28-2007 Page 3 of 9



( Step 5 ) Modifiying your TRAINVirginia profile

1. Click on the Edit button located below the "Groups" tab.

Virginia Department of Heaith

TRAINVirginia

-5
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Welcome Office of Emergency M

Cou_'se Search Discussion Boards Resources
My Account
Details Groups Wy Profile
Assigned Groups:* [[Edibk
International h

1~ Alabama

Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware

1 District of Columbia

Florida
Georgia
Hawaii
Idaho

- linois
}- Indiana

lowa
Kansas
Kentucky

1~ Louisiana

Maine

2. Make sure that "Virginia" is selected in the drop down menu and then click on the Next

button

Virginia Department of Health

TRAINVirginia

Course Search

| Discussion Boards |

Edit User Group Assignment

Select Location:
Virginia v

e

® PHF 2003-2007 - Confidentiality Statement
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side.
a.

3. Select "Virginia Certified EMS Provider” under the drop down menu located on the left

IMPORTANT: Update the information in any of the other drop down menus if
needed.

Virginia Department of Health

TRAINVirginia AN

Course Search  Discussion Boards |

Resources

Edit User Group Assignment

State: Virginia

Tip: Advanced mode aliows selecting more then one group out of a category.

Assignment mode: (@ Simple O Advanced

Please select from the dropdown menus below your location, agency andior job role as appropriate.

r\.l'|rginia Certified EMS Provider Age(":y ﬂ
Select Job Role -
Not a Virginia Certified EMS Provider Richmond

£| Department of Health ﬂ
[Virginia Certified EMS Provider -
Richmond City _VJ

v| JHeatth District v

© PHF 2003-2007 - Confidentiality Statement

3. After making your selections in drop down menus, click the Next button.

Virginia Department of Health

TRAINVirginia

Course Search

Discussion Boards |

Resources Core Competencies
Edit User Group Assignment

State: Virginia

Tip: Advanced mode allows selecting more then one group out of a category.
Assignment mode: () Simple O Advanced
Please select from the dropdown menus below your location, agency and/or job role as appropriate.

Virginia Certified EMS Provider

v| [Health District [v]

Richmond 7!

Agency Z

| Department of Health

=

Richmond City | v]
| =

® PHF 2003-2007 - Confidentiality Statement
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4. Check the “Are you a member of the Medical Reserve Corps (MRC)” box ONLY if it
applies to you. Then click the Next button.

Virginia Department of Health

TRAINVirginia

Home Course Search _ Discussion Boards _ Resources _ Help Core Competend

Edit User Group Assignment

State: Virginia

Are you a member of the Medical Reserve Corps (MRC)?
OYes
O No l

i3

© PHF 2003-2007 - Confidentiality Statement

5. Under “Edit User Group Assignment” click on the Finish & Save button.

DY

Virginia Department of Health

TRAINVirginia

Home | Course Search Discussion Boards | Resources _ Help

| Core Competencies
Edit User Group Assignment

You have now selected group assignment for your account.

To save your changes please click "Finish & Save”.

To change your selection click "Back™

If you do not want to save these changes please click "Cancel”.

[Cancel] [ Finish & Save ! [Bacic]

© PHF 2003-2007 - Confidentiality Statement
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6. On the “Assigned Groups” page scroll down to the bottom and click on the Save and

Back button.

Prince William
Rappahannock
Rappahannock/Rapidan
Richmond

[+~ Richmond City
Roanoke
Southside
Thomas Jefferson
Three Rivers

VDH Central Office
Virginia Beach
West Piedmont

o--&--E-E

L R S R R R

[+ Western Tidewater
- Not a Virginia Certified EMS Provider
- Virginia Certified EMS Provider
Washington
West Virginia
Wisconsin
Wyoming

&--E--E--H

)

[ save and Back ¢l Cancel |

&

© PHF 2003-2007 - Confidentiality Statement

7. Again, click on the My Account button located on the right hand side under “My Learning

Record”.

Weilcome Office of Emergency Medical Services! |

Monday, October 15, 200i|

hgement Institute (EMI)

endent Study Courses TRAIN-VA allows you to:

%g?c?ﬁg:’:;:,::ﬂ = Search for on-site or distance learning courses
M) Courses
= Register online for '
rge Font Version = Keep arecord of t My ACCO u nt

.
And the best part is that yoU only have to reqister et the joumey eqm.‘.%
New Passengers

If you are new to TRAIN-VA, take 3 look around. Near the top of the page, check out the
"Resources” and "Course Search” tracks. You wil be surprised by the view. On your right is "My
Learning Record” and "Up Coming Events”. On your left are links to special "Spotlights™ _what a trip.
Enjoy

A Word About Logins and Passwords

Choose a "Login Mame” and "Password” that is simple to remember and be sure to write it down
somewhere you can find it. You can change your password in the "My Account” section whenever
you wish.

If you cannot remember your password, please DO NOT register again. It wil create problems in
your transcripts, Just click on "Forgot Password” and follow the instructions, TRAIN-VA wil get you
back on track.

About This Site

Home Course Search Discussion Boards Resources Help Core Competencies
Announcements
blic Health Foundation WELCOME
pite
ginia Department of WELCOME ABOARD T R A IN VIRGINIA!
kh Website
ail the TRAIN Virginia The TRAIN-VA learning management system has left the station. The destination s to improve
|nistrator public health workforce competencies and to provide access to Virgini and national public health
educational sources.
WA Emergency

f-b M, o
y Account
—

Administration|

v/ VIRGINIA
DEPARTMENT
OF HEALTH

Protecting You and Your Envirooment

My Leaming Record

» My Leamning

» My Training Plan
» Transcript

> Cerificates

| Search By Course ID

Course ID: |

[UpcomingEvents |

» Culturally Appropriate Public
Health Training
10192007

p Culturally Appropriate Public
Health Training
10/23/2007

p» Dental Vamishing: Bright

Revised 12-28-2007
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8. Click on the “My Profile” tab located under my account.

Virginia Department of Health Welcome Office of Emergency Medical Serv

TRAINVirginia

Course Search | Discussion Boards Resources
My Account

Details Groups || MyProfile w
* = required fields.

Login Name: OEMS

Please choose your secret question and provide a ONE WORD answer.
You will be asked this question if you forget your password.

o Ta]
Question: ]

*
Answer:

Organization name: * |Office of Emergency Medical Senices i

First Name:™ | Office of Emergency Medical Middle Name:
Last Name:”™ |Virginia Department of Heall Email* i
Password:” [#sesssssss Confirm Password:” |ssssssssss
Title: *
Department / Division: * | Department of Health Bureau Section: |
Address 1: © | 109 Governor Street Address 2:
City 1 Township / Town:™ v )
Country:* | United States _VJ State | Territory:™ | Virginia
County: * |Richmond s 7ip code / Postal code:™ 23219
Telephone lda‘,rlimel:’r Extension:
Telephone (evening): Mobile:
i.e. 123-456-7890
Fax: Pager:

9. Where it says “Please choose a category of additional user attributes”, select “Virginia

EMS Attributes” in the drop down menu.

attention to your keying in this section.

The following screens MUST be completed correctly in order for
your CE to be posted to your records. Please pay special

Weicome Office of Emergency Medical

Course Search Discussion Boards

My Account

Details Groups My Profile

| Professional Role vl
Professional Role

Piease take a minute to review all roles before makindyc ¥Vork Settings
Demographic Information
Virginia Attributes

Please choose a category of additional user attributes

Please select up to three (3) Professional Roles that bjs
If the "Other" option is selected, please enter specialiga

- Professional Role
[ Allied Health Professional | ~Select--
[T] Administrator / Director / Manager
[[] Administrative Support Staff
[] Animal Control Specialist / Veterinarian
[] Biostatistician
[[] Childcare Provider

t Specialization where available.

Revised 12-28-2007
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10. Under "Virginia EMS Attributes" fill in both fields marked with a red asterisk. Be sure that

you fill in your certification number and training program level information correctly or you
will not receive CEU credit for courses that you take.

a Department of Health

AINVirginia

Welcome Office of Emergency Medical Serv

Monday, Oct|

Course Search

Discussion Boards | Resources

My Account

Details 1! Groups My Profile

Please choose a category of additional user attributes: | Virginia EMS Attributes z|

CE credit is available from the Virginia Office of EMS for the "Virginia Certified EMS Provider” group only.

Remember, it is your responsibility as a Virginia EMS provider to assure that your Virginia certification number is entered
correctly in order to receive CE credit.

This program will ONLY ACCEPT your certification number, NOT your social security number. (Correct Example: E123456789)

The Office of EMS is not responsible for incorrect information which occurs during your TRAINVirginia registration process and
can not research missing CE credits due to failure from inaccurately setting up your TRAINVirginia account. Please assure that
your certification number and level are correctly entered prior to leaving this page.

Virginia EMS Attributes Value

Certification Number * B123456789
Training Program Level * 8- Emergency Medical Technician v ]
L |—-Select— 8
|__saeandBack | [ Cancel A- First Responder
[B-Emergency Me |

E - Paramedic

- el |F - EMT Instructor
©FHF 200380/ 41 s Coordinator

|H - Instructor Candidate

| - Intermediate

|J - EMT Enhanced

|M - Emergency Operations Instructor

h |P - EMS Physician J

11. Once you have correctly filled in the required fields, click on the Save and Back button.

Congratulations, you have finished updating your existing account and may now move on
to register for courses.

inia Department of Health

tAINVirginia

Welcome Office of Emergency Medical Serv)

Monday, Oci
| Discussion Boards | Resources | Help | Core Competencies | About This Site

Course Search

My Account

Details || Groups ||  MyProfile

Please choose a category of additional user attributes: | Virginia EMS Aftributes ‘3
CE credit is available from the Virginia Office of EMS for the "Virginia Certified EMS Provider" group only.

Remember, it is your responsibility as a Virginia EMS provider to assure that your Virginia certification number is entered
correctly in order to receive CE credit.

This program will ONLY ACCEPT your certification number, NOT your social security number. (Correct Example: E123456789)

The Office of EMS is not responsible for incorrect information which occurs during your TRAINVirginia registration process and
can not research missing CE credits due to failure from inaccurately setting up your TRAINVirginia account. Please assure that
your certification number and level are correctly entered prior to leaving this page.

Virginia EMS Attributes
Certification Number * B123456789
Training Proaram Level * B - Emergency Medical Technician 1[

[ Save and Back 1 Cancel ]

&
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