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TRAIN Florida Training Plans

Training plans are groups of trainings assembled by TRAIN Florida Administrators to shorten the
steps for locating courses, or series of courses, designed for specific learners. The Department of
Health (DOH) has encouraged the use of training plans to empower our workforce to actively
identify, attend, and complete their trainings.

The learner is responsible for managing each course in the training plan and must complete
courses per the time frame defined in the DOH Training Policy-DOHP 300-1, or local level policy,
if applicable.

The TRAIN Florida Administrators and designated support staff shall use the TRAIN Florida Master
Training Plans, or ERIC system reports to monitor employee progress and completion status.

Assigning and Removing Users from a Training Plan

Once a Training Plan has been built, it can be assigned to users. Users that are assigned to a
Training Plan are then able to see the series in their “My Training Plans” link, located in the users’
dashboard, and can take the courses. Users are also able to search for Training Plans via the
Course Search module.

Training Plans can only be assigned to users who fall in the group or subgroups to which the
Training Plan is assigned. If an admin has the Training Plan Manager role assigned at the State
level, but the Training Plan itself is only available at the County level, only users at the County level
or lower can be assigned to the Training Plan.

The creator of a Training Plan will be able to see all users assigned to that training, even if the
assigned user is beyond the administrator’s normal jurisdiction. This is only true for the creator of
each Training Plan.

To assign users to a Training Plan:

Note: Employees may also assign themselves to a Training Plan using the My Training Plans
feature in TRAIN Florida.

Step 1: Log into TRAIN Florida

Step 2: On your TRAIN Florida homepage — locate and click on Administration on the top
navigation bar

Step 3: On the left navigation bar click on Courses then Training Plan

Note: By default, the Training Plan page will display a list of all Training Plans that are
available to you based on your Training Plan Manager role
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Step 4: Find the appropriate Training Plan and click on the Assign to Users icon

Note: The page will display a list of users currently assigned to the Training Plan. If no
users have been assigned, the list will be blank.

Training Plan
Show: O All Training Plans ® My Training Plans Only  [] Active Training Plans Only
Status Name «
3 F (J28Ey Published FDOH Example Training Plan Optional ™
20rowsperpage V| Fiter *ABCDEFGHIJKLMNOPQRSTUVWXY Z[Al

Description Completed/Total Active

Displaying page 1 of 1, items from 1 to 1 of 1

Step 5: Click the Add More Users button, located at the bottom-left of the list, to continue

Training Plan By Users - FDOH Example Training Plan
Back |There are no users assigned to this Training Plan

(oo ore sers ]

Step 6:  Search for users via the search bar or select users from a specific group via the search
functions

Training Plan By Users - FDOH Examp|e Training Plan Training Plan By Users - FDOH Example Training Plan
s - S Back |There are no users assigned to this Training Plan
Back |There are no users assigned to this Training Plan

. .  mm—
Search mode: @ Simple O Advancef] m

Search mode: @> Simple C) Advanced Search users (Type First few letters of Last name arf{or select the group):
Last Name: \:I
Search users (Type First few letters of Last name and/or select the groi Seal A I S BRouRs
Last Name: [Cani x | 4 Madison CHD X
5 .
Search users in sub-groups x::zt:ec,j;[) g::%:sti ;P;ec:zf ;ﬁgnate
& M 4 Martin CHD Search button
# Monroe CHD
#l Nassau CHD
= Office of Chief of Staff
1l Office of Communications
Set Completion Date to the selected users: :I #- Office of Legislative Planning
Add Selected Users

&

Office of Deputy Secretary

- Office of Deputy Secretary for Health/ Deputy

Office of Deputy Secretary for Statewide Servii v
< >

Set Completion Date to the selected users: :’

Add Selected Users

Back

=
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Step 7: Once all desired users have been selected, click Add Selected Users button, located at
the bottom-left of the list. If you choose, you can automatically assign a Completion Date to
all selected users by entering the date in the Set Completion Date to the selected users

text area
[ [Robin_Hamifton Hamilton, Robin RODIM-Hamimonggnmean.gov v
[] |Tracie.Hardin Hardin, Tracie traciehardin@gmail.com 7

Page1/2 Previous First ABCDEFGHIJKLMNOPQRSTUVWXYZLast Next

Set Completion Date to the selected users: I:]

| Add Selected Users |

Step 8: Once the all users have been assigned, click the Back button, located at the bottom-left of
the screen, to return to the Training Plan home page. The assigned users will now have
access to all courses within their My Training Plans link in the Dashboard on the home

page
Removing Users from a Training Plan:

Note: Only LMS Administrators can remove learners from Administrator assigned training plans.
Learners may remove themselves from learner assigned training plans.

Step 1: Log in to TRAIN Florida

Step 2: On your TRAIN Florida homepage — locate and click on Administration on the top
navigation bar

Step 3: On the left navigation bar click on Courses then Training Plan

Note: By default, the Training Plan page will display a list of all Training Plans that are
available to you based on your Training Plan Manager role

Step 4: Find the appropriate Training Plan and click on the Assign to Users icon
Note: The page will display a list of users currently assigned to the Training Plan

Step 5: Place a check next to the user(s) name in the Assigned Users table and click Remove
Selected Users
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Tip: Status indicates only required courses.
Tip: Check box in the table title to select all rows.

Assigned Users:

Login Name User Name
¥ |22 8321&)42}& 1023216 Eidse, Faith Faith.Eidse@flhealth.gov
M Qg 8321;:2}& 104769 Fowier. Barbara Barbara.Fowler@flhealth.gov
n Q'g 8821(;)’:2}& 108970 Finch, Angela Angela. Finch@flhealth.gov
0 |=8 8;}13:2:& 128580 Hall, Deborah Deborah.Hall@flhealth.gov
20 row Page 1/2 Previous First ABCDEFGHIJKLMNOPQRSTUVWXYZL

Q Remove Selected Users )
'\

| Add More Users ]

Step 6: Once the all users have been removed, click the Back button, located at the bottom-left of
the screen, to return to the Training Plan home page

Viewing User(s) Progress
Administrators are able to monitor user progress through each Training Plan.
To access each user’s plan:
Step 1: Loginto TRAIN Florida

Step 2: On your TRAIN Florida homepage — locate and click on Administration on the top
navigation bar

Step 3: On the left navigation bar click on Courses then Training Plan

Note: By default, the Training Plan page will display a list of all Training Plans that are
available to you based on your Training Plan Manager role

Step 4: Find the appropriate Training Plan and click on the Assign to Users icon 0. This will take
you to the Training Plan by Users page

Note: The page will display a list of users currently assigned to the Training Plan
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Step 5: Click on the Relationship icon T8 or Login Name for any user. This will take you to the
Training Plan by User page. All user details regarding the plan are available on this page

a. The Plan is broken down by Sections

b. Each course is displayed by Name within the appropriate section and designated
as Required or Optional

c. For each course you can also view the format, the completion status, and the
actual completion date

Training Plans by User

User Name: Faith Eidse

2= Added Manually h = Added By Administrator
Tip: To sort by any column, click the column heading. Or use default order
Assigned Training Plans:

(] Show All
ge Pla D pDieto e ed O Dieto
O e e O
O D O d O O
-‘b FDOH Bloodborne Pathogens Blended Learning Series |- Not Started
(optional)
-‘b FDOH Central Office New Employee | On-Site - Classroom - Completed 3/28/2014 | 3/28/2014
Orientation (optional) course or workshop

Note: Training plans with the T icon means that the user was added to the plan by an

administrator. Training plans with the 2 icon means that the user added themselves to the plan
through the Course Search module.

Step 6: When you are done, click the Back button, located at the bottom-left of the list, to return to
the Training Plans by Users page

If you have any questions or need assistance regarding Managing Learners in a Training Plan,
please contact the DOH LMS Site Administrators via e-mail at DOHLMSSupport@flhealth.gov or
by phone at 850-245-4008.
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