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It's a New Day in Public Health 

 

 

 
The Florida Department of Health (DOH), Office of Performance and Quality Improvement (OPQI) 
ensures that employees receive the assistance needed to use the TRAIN Florida learning 
management system (LMS), and manage their trainings effectively.  
 
This guide was created to help Local LMS Administrators understand their assigned Account Manager 
permissions for uploading new learner accounts into TRAIN Florida.  
 
For additional LMS Administrator resources, please visit the TRAIN Florida Administrator Knowledge 
Center.   

 
 

 
NOTE:  Before uploading a new learner, always check to verify an account does not already exist.  
This helps to eliminate duplicate learner accounts. 
 
Step 1: Log in to TRAIN Florida 
 
Step 2: On your TRAIN Florida home page - locate and click on the Administration link (Fig.1). 
 
 
 
 
 
 
Step 3: You will be directed to the Administration page.  In the left navigation bar click on Users then 

Upload Users. (Fig. 2) 
 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
            

Figure 1 

How to Upload a New Learner: 

http://www.floridahealth.gov/provider-and-partner-resources/training/train-florida/trainfloridaknowledgeadmin.html
http://www.floridahealth.gov/provider-and-partner-resources/training/train-florida/trainfloridaknowledgeadmin.html
https://fl.train.org/
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Step 4: The Upload Users page will open. Click on the Browse button to locate your completed 

Learner Registration Template. (Fig. 3) 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
                
 
 
 
 
Step 5: Once you have located the template, click the Next button. (Fig. 4) 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
               
 
 
 
 
 

Figure 2 

Figure 3 

Figure 4 



Administrators - How to Upload a New Learner into TRAIN Florida 

Administrators - How to Upload a New Learner into TRAIN Florida 
Powered by DOH 

 

3 

 

 

It's a New Day in Public Health 

 

 

 
 
Step 6: On the next page, verify all fields are aligned and mapped correctly. Click the Next button. 

(Fig. 5) 
 

NOTE:  If the fields are not aligned, your spreadsheet may be missing information, or have an 
incorrect column title. You may need to make the changes to your spreadsheet, and begin the 
upload again. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                 
 

 
 
 
 
 
Step 7: Check the User status check column; it should display New User in green. (Fig. 6) If all of 

the information is correct, click the Next button. 

 
NOTE:  If the user status check column doesn’t read New User, the status will show in red 
and notify of possible duplicate accounts.  

 
 
 
 
 
 

Figure 5 
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Step 8: After clicking the Next button, you will need to assign the learner to their appropriate grouping 

structure.  
 

Expand each level with the appropriate group, as well as, checking the appropriate box. This is 
determined by the Organization, Department and Bureau/Section columns on the new user 
template. Once the grouping structure is completed, click the Next button. 

 
Fig.7 - shows a sample Florida Department of Health Employee grouped correctly. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      

 
 
 
 
    

Figure 6 

 

Figure7 
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Fig.8 - shows a sample Florida Department of Health Non-FTE employee grouped correctly. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
           
 
 
 
 
Step 9: The next page is where the account will be created. If you are sure all of your information is 

correct, click the Create New and/or Update User Accounts button. (Fig. 9)   
 

NOTE:  A Message from webpage box will pop up - Click Ok. (Fig. 10) 
 
 
 
 
 
 
 
 
 
          
 
 
 
 

 

 

 
 

 

 
 
 
 
 
 
 

Figure 8 

Figure 9 

Figure 10 
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Step 10: After you click Ok in the message box, you will be taken to the Send e-mail to created 

users screen. A system generated e-mail will appear in the e-mail text field.  The Department 
does not use this system verbiage. The LMS Support team has created a template for this 
purpose. 

 
 Delete everything that is after Dear {#UserName#} down to TRAIN Team, leaving the faint 

(152) at the bottom of the e-mail field. (Fig. 11) 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
     

 
    
 
 
Step 11: Follow this link – E-mail Template - Next copy and paste the text into the e-mail field. The 

LMS Support verbiage is shown in Figure 12.  
 
 NOTE:  Do not alter the verbiage, please keep the formatting as you find it.  
 

 
                     
 
 
 
 
 
 
 
 
 
 
 
 

Figure 11 

Figure 12 

  

http://www.floridashealth.com/provider-and-partner-resources/training/train-florida/_documents/EmailTemplate.pdf
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Step 12: A possible Internet explorer box will pop up twice.  Both times you want to click allow 

access. (Fig. 13) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
 
 
 
 
Step 13: A message from webpage box may pop up twice. Click cancel on the first box and ok on the 

second. (Fig.14) (Fig.15) 
 
 

 

 

 

 

 
 
 
 
 
 
    
 
 
 
 
 
 
                                                                              

 
 
 
 
 
 

Figure 13 

 

Figure 15 Figure 14 
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Step 14: Review e-mail, once email has been reviewed - Click Send. (Fig.16) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
               

 
 
 
 
Step 15: TRAIN Florida will display a list of the e-mails sent, and if they were successful. (Fig.17)  

Click the Back button. 
 
 
 
 
 
 
       
       
       
       
       
               
 
 
 
 

Figure 16 

Figure 17 
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Step 16: After clicking back, the Results page will appear.  This confirms the account creations and 

gives one more chance to review the information. (Fig.18)  
 
 NOTE:  Any corrections that need to be made now must be done through the learner’s 

account.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
If you have any questions or need assistance regarding the uploading of a new learner account, 
please contact the DOH LMS Site Administrators via e-mail at DOHLMSSupport@flhealth.gov, 
or by Phone at 850-245-4008. 

Figure 18 

mailto:DOHLMSSupport@flhealth.gov

