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The TRAIN Florida LMS Support team has automated the account creation process. The team will
create learner accounts for all new TRAIN Florida users associated with the Department of Health.

Your new TRAIN Florida learner account will be set up before or just after you begin your
employment with the Department.

Please do not create a TRAIN Florida learner account

If you have trouble with your first login attempt or have questions regarding any of the steps in this
document use this link to locate and contact your Local TRAIN Florida Administrator

The following will guide you through the set-up steps for your first login to TRAIN Florida, as well as
how to review your TRAIN Florida account information.

Step 1: Go to the TRAIN Florida log in page — https://fl.train.org

Step 2: Enter your Login Name, in the Login Name field

E Login Mame @ 123456

Passwaord

- T

NOTE: [ Remember
When you log in to TRAIN Florida for the first time,
your Login Name will be either your People First number,
or your first name-dot-last name (ex. John.Smith).

Step 3: Click the blue Login button

Fargot Your Login Name/Password?

OR-

— -
—

You will not need a password for your first log in. CREA= A_—OUNT
You will choose one once you are in the system.

Please update all text fields using Spell Case.
(Example: John Smith / Jones Avenue)

All information required by the TRAIN system will be marked by a red asteriskyour account
cannot be completed without that information.

Step 4: After you have successfully logged in, you will be on the TRAIN Policies and Password
Questions page.

Next, complete the Password Questions section. Choose your secret question from the
drop down menu and provide a ONE WORD answer. Click the Next button.

Password Questions

Please choose your secret question and provide a ONE WORD answer.

Question:*
Your Favarite Place |Z|

An SW’EE*

Home
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Step 5:

Step 6:

You will now choose your password. Enter a personal password in the Password box,
then, enter the same password in Confirm Password box. Click the Next button.

You are required to update your password at first logon.
Password:” Confirm Password:”

[ Mext ][ Cancel ]

NOTE: This will be your password to enter TRAIN Florida, please make note of it.

The next page is the Professional Role information page.

You must choose at least one (1) Professional Role, but you may select up to three (3)
and select a specialization where available. If you select Other please be sure to enter
the specialization.

NOTE: If you are in a supervisory position, you must choose
Administrator/Director/Manager as one of your choices.

Please complete the following infarmation regarding your account.
* < required fields.

Please take a minute to review all roles before making your selection.

Please select up to three (3) Professional Roles that best match your profession, and select Specialization where available.
If the "Other"” option is selected, please enter specialization.

[ __[Professional Role
[ Allied Health Professional Select |Z|

[T] Administrator / Director / Manager
Administrative Support Staff
[] Animal Contral Specialist/ Veterinarian

Click the check box next your chosen role. If the role has a drop down menu, be sure
to select the specialization best suited for your job duties. Click the Next button.

Step 7: The next page is the Work Settings information page. All DOH FTE and Non-FTE

employees must choose only the Official Public Health Agencies work setting.
Check the box next to this work setting, then use the drop down menu and select the
State/Territory classification. Please do not select any other work settings.

Please complete the following information regarding your account.
* required fields.
Please select up to three (3) Work Settings that best fit your work environment. Choose Subcategories where applicable.
Work Settings
[[] Academic/Educational Institution Select IZ|
Official Public Health Agencies Select
[ military Select
Federal
[C] Other Government Agencies (except Military) Local
[T] Healthcare Senices Regional / Area
State { Territory lz‘
[] Indian Health Senice
[7] Tribal Health Sites
[7] Mon-Profit Organization (except Healthcare)
[T Private Industry (except Healthcare)
[T Other (specify)

Click the Next button.
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Step 8: The next page asks for information regarding any professional licensing information you may
have. If you do not currently hold any professional licenses, click the circle [@|next to No,
then click the Next button.

Please complete the following information regarding your account.

* o required fields.

Do you hold a Professional License Number?*
@ Yes
7 No

License Type 1:%| — Select — |Z| - Select —

License Number 1:*
License Type 2:| — Mone — E — Select —
License Number 2:

NOTE: To receive reportable credit for courses that offer CEU’s or other professional
licensing credits, you must enter your licensing information.

If you currently hold one or more professional licenses, click the circle |@|next to Yes

Use the drop down menu in the first License Type 1 field to choose your license type then
choose the proper title in the Select field if appropriate. Next enter the number into the
License Number 1 field.

If you hold another license repeat the previous directions for the next set of fields. When you
have completed entering your information, click the Next button.

Step 9: The account update pages will clear, and the Email Options pop-up window will open
and prompt you regarding receiving e-mails from TRAIN Florida.

We strongly recommend that all DOH FTE and Non-FTE employees choose to receive e-
mails in order to make communication regarding trainings and the TRAIN system easier.

[1] To receive e-mails from TRAIN Florida click the Yes button.
[2] Then click the Ok button to confirm your e-mail address.

Email Options Email Options

Hello Test Learner2, )
Please confirm your email address and make

You are currently not enrolled to receive emails .
any necessary changes:
from TRAIM. v oy g
Waould you like to receive emails fram TRAIN? DOHLMSSupport@finealth.gov

Yesi] (N0 ] [ _yfok](caneel] [
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The pop-up window will refresh. Please read the instructions carefully and follow the
directions to confirm your e-mail account with TRAIN Florida.

To close the pop-up window, click the Ok button.

Email Options

To receive emails from TRAIN, you must confirm
your email account. An email has been sentto
you from the TRAIM system. Please open this
email and click or copy and paste the link in that
message.

If you do not receive the confirmation email,
maost likely it has been labeled as spam. Please
check your spam folders. It may also be the
case that your network has listed this email as
spam. Ifthe note is notin your spam folder, it
might be necessary to contact your netwark
administrator and ask them to white list TRAIN

emails.

You have completed the steps for your first log in to your TRAIN Florida learner account.

You will be directed to your TRAIN Florida learner home page.

NOTE: You may encounter this Security Warning  [security Waring =
window upon logging in or while navigating
. . =35 Do you want to view only the pag that was
in TRAIN Florida. % securcly?
Always select Yes to close this window. ot i k] compmoms oo sty o o ety ||

Now that you are in the TRAIN Florida system, we highly recommend that you review your account
details information and TRAIN Florida group assignment before you proceed to ensure that your
basic information was entered correctly when your account was uploaded.

The following section will show you where to review this information.

Verify your Learner Account Information and Group Assignment

Step 1: To access your account information — From you TRAIN Florida home page - Locate and

click on the My Account link in the upper right corner of the TRAIN Florida banner

Welcome Learner! | My Account | Logoff

Florida Department of Health's HF

Official Learning Management System

[y,

Search by Keyword or Course D ‘ ,:d\ran;.ed
Searcn

TRAIN Florida First Time Login Instructions

HEALTH



Farias TRAIN Florida First Time Login Instructions

HEALTH Nl » It's a New Day in Public Health

Step 2: You will be directed to the My Account — Details page. This page lists all of your account
information. Review the information entered on this page to be sure it is correct.

At e )
Details % Groups ' My Profile

* ~ required fields.
Login Name:Test Learner2

First Name:™ Test Middle Name:
Last Name:* Learner2 Email:* DOHLMSSupport@fhealth.¢
Reset Password
Title: * Government Analyst | Organization name: *|Florida Department ofHe
Department / Division: * Office of Chief of Staff Bureau/ Section: Office of Performance and Q
Address 1: ¥ 2585 Merchants Row Address 2:
Tallah =
City | Township | Town:* 2 0=25¢ L
p Florida
Country:¥ United States [=] State | Territory:™ [~]
County: * Leon A} Zip code | Postal code:™ 32399
Telephone {.:Iay‘time}:"= 850-245-4008 Extension:
Telephone (evening): Mobile:
i.e. 123-456-7890
Fax: Pager:

Step 3: Next review your Group Assignments - From your Details page — Click on the Groups tab.

"] —

[ Details | Groups |\ My Profile

Step 4:  On the Groups page, your current group assignment will be listed under the State Portal
section — Selected Groups. The list shown is based on the organizational path assigned
upon your account creation.

————— ™ —\_47\_
Details Groups ' My Profile

Group Selection: As a member of TRAIN, you have the opportunity to participate on one or more of the TRAIN portals
listed below. TRAIM portals are connected and will not require you to have a separate accounts or logins. Remeamber that
you will only need one TRAIN account for any portals you select.

To participate on one or more portals, follow the instructions below.

1. Choose the "Select Groups™ button next to the desired portal, "State Portal”, "MRC Portal” (Medical Reserve
Corps), "CDC Portal” (Centers for Disease Control and Prevention) or "HRSA Portal”.
2. Selectyour groups within each portal.

The portals and groups you select will determine what TRAIM content (including courses) you can access.

Select the state orterritory in which you work, study, or reside - or select "International”.

|State Portall [ Select Groups l [ Remaove Groups ]

Selected Groups
Hational/Florida/Florida Department of Health/Office of Chief of StaffiOffice of Performance and Quality Improvement
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If Your Current TRAIN Florida Account Information and/or Group Assignment is Not Correct

DO NOT make changes to your information

Contact your Local TRAIN Florida Administrator to have the changes made
This is to ensure that the information in your account meets Department and TRAIN standards.

If your Local Administrator is unavailable the DOH LMS Support Team can be contacted via email
at DOHLMSSupport@flhealth.gov

NOTE: Responses to most DOH LMS Support e-mail requests will be provided within 24 hours
of submission.
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