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Slide 1 - Title Slide

TRAIN Florida Password
A TRAIN Florida

TRIN omasLonring Management Symem
How To Retrieve Forgotten
" Learner Tutorial

Welcome to the TRAIN Florida Learner Tutorial -
How To Retrieve Forgotten TRAIN Florida Password.

We are going to review how to have your forgotten
password sent to you, so you can log in to the Florida
Department of Health’s (DOH) learning management
system (LMS) TRAIN Florida.

Slide 2 — Forgotten Password - TRAIN Florida Log In Page

If you are a current user trying to log in to TRAIN
Florida, and have forgotten your TRAIN Florida
password, go to the TRAIN Florida log in page, and
click on the Forgot Your Login Name/Password?
link, located below the blue Login button.

NOTE: If you are a new user and this is your first
time logging into TRAIN Florida, enter only your
Login Name in the Login Name field, and click the
blue Login button.

Your login name will be the same as your user name
for the previous DOH LMS, Trak-It. Either your
People First number, or your first name, underscore,
last name. You will be prompted to choose a
personal password once you are in the system.

For further details on how to log in to TRAIN Florida
for the first time, please review the TRAIN Florida
Learner Tutorial “How to Log in to TRAIN Florida”
located on the TRAIN Knowledge and Resource
Center - Learners page.
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Slide 3 — Password Recovery Wizard Screen

After you have clicked the Forgot Your Login
Name/Password? link you will be taken to the Password
recovery wizard screen.

Enter your TRAIN Florida learner account e-mail address
into the Email field.

NOTE: This address should be the one you entered into
your TRAIN Florida learner account when you first logged
into TRAIN Florida.

e Next, click the Send Password and Login Name button.

HEALTH

Slide 4 — Password Recovery Wizard Screen |l

R rennieensh M i After you have clicked the Send Password and Login
Name button, the screen will refresh.

? It will let you know that your password has been sent to
the e-mail address you entered.

The e-mail should arrive to your chosen e-mail account
within several minutes after you have clicked the Send
Password and Login Name button.

"‘;f; Click on the OK button.
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Slide 5 — TRAIN Florida Log In Page

After you click the OK button, you will be taken back to
the TRAIN Florida log in page. We recommend leaving
this page open.

e At this time you must go to your chosen e-mail account,
to receive the e-mail sent to your TRAIN Florida learner
account e-mail address.

Slide 6 — Learner’s E-mail Account
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Open your e-mail account, and review your Inbox.

There should be an e-mail from phf_admin@train.org,
with the subject line Here is Your TRAIN Password.

NOTE: If you do not see this e-mail in your main Inbox,
please check your Junk E-mail box.

Once you have located the e-mail, click on it to open the

e-mail.
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Slide 7 — TRAIN Password E-mail
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From: s ssew@irar srgfrans ool ssee pgl Serk: Fri BIWI013 11127 AN
To: DO Warkdaroe Devepsmest
e

Subgect: Harw i Vour TRAN Panswars
setactmacts:

Dear Learner T

Here i your login mficrmation
Legan Hame

12%ade

The e-mail will contain a confirmation of your Login
e Name, which should be your People First number,
or your first name, underscore, last name.
If the password Geld above 15 black. then your account has ne password. Pleaze use only yous logn name to access TRAIN

¥ ou will then be prompted to create a password

This amail is @ password rotneval smad 1t is the cnly emal that will gvermide your email opt infout ettings.

It will also include your TRAIN Florida password.
W you have Opted Out 10 recesing TRAIN emads no Aather communcations will be sent through TRAIN svcluding your registeation.

CONRMaion senails oF CoURN PIOMAAT COMMURRS S20NS
 you would like to Dpt back IN to recaive TRAIN emals plesse chick the knk and SEcss your BCoount seitng, wiww 11 org

Thank you for wistng our websitel

Slide 8 — TRAIN Florida Log In Page Il

Once you have this information, go back to the TRAIN
Florida log in page.

Enter your Login Name and Password into the
appropriate fields, and click the blue Login button to
access your TRAIN Florida learner account.
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Slide 9 — End Slide - Contact Information

Have Questions? Contact Us!

DOH LMS Administrators
Or

DOH LMS Support - OPQI
Email - DOHLMS@doh state flus
FPhone - 850-245-4008

Thank You!

| ‘TR:‘#N i mwuw' i

If you have any questions or concerns regarding the
password retrieval process for TRAIN Florida,
please contact your DOH LMS Local Administrator
or DOH LMS Support Team in the Office of
Performance and Quality Improvement (OPQlI)

via email at DOHLMS@doh.state.fl.us
or
by phone at 850-245-4008.

Thank you for taking the time to learn more about
the TRAIN Florida system.

END
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