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Florida Department of Health staff please Do Not add old DOH LMS trainings into
TRAIN Florida using the TRAIN Florida Non-TRAIN Courses tool.

Contact DOHLMSSupport@flhealth.gov if you are in need of a transcript for pre-TRAIN Florida, DOH
LMS courses.

If you have completed a training course outside of TRAIN Florida and the course is not listed in the
TRAIN Florida system, you can add the course and, if available, the certificate of completion to your
TRAIN Florida Transcript. This is a way to help you keep your professional trainings in one easy to
access location.

Non-TRAIN courses must be reviewed by a TRAIN Florida Administrator before they can be marked
as Verified on your TRAIN Florida Transcript, to help ensure a proper record of your training.

This document will guide you on how to add a Non-TRAIN course to your TRAIN Florida Transcript,
[EdITThe course informaton if necessary, and [gdd a certificaie 1o ihe course] if appropriate.

Step 1: Goto TRAIN Florida and log in

Step 2: Locate your personal Dashboard - Click on the My Learning tile to open the menu.

Click on the TRAIN Transcript button.

Learner's Dashboard
[+] My Action Items Click to Expand
[=] My Learning ‘—
Course Name “ Status Format
FDOH Code of Ethics In Progress Blended Leamning
Series
FDOH Mandatory Refresher Training Completed Web-based
FY14-15 Training - Self-
study
FDOH Sexual Harassment Awareness In Progress Blended Leamning
Series
FDOH Team Leader Orientation Post-Assessment Web-based
Pending Training - Self-
study
FDOH Test Course - Instructional Completed Web-based
Training - Self-
shudy
| TRAIMN Transcript ” Current Courses | wﬂ-cq.uses

Step 3: You will be directed to your Transcript screen.

Locate the Non-TRAIN Courses section, at the bottom of your transcript.

Locate and click on the Add button.
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Tip: To sort the transcript by column, click the title-text of that column.
Export

Click on course title to view course details

Course Reviews Registered Completed Format Pre- Final Credit  Verified Withdrawn
Assessment Score
Score
Web-based 120.00
FDOH HM/AIDS 101 In the News 6/18/2013  &M18/2013  Training - Self- NiA points NIA v @
study Passed
A General Overview of Public Health \Web-based 95.00

Accreditation 6192013 61972013  Training - Self- NiA points R]

0 0 0PV FTD TP 0000000V 0000000000000

Web-based 10£.00 Contact
FDOH Workplace Safety 13-14 10/28/2013  10/29/2013  Training - Self- N/A points — L @
study Passed
20rows perpage ‘| Filter *ABCDEFGHIJKLMNOPQRSTUVWXYZW
y Displaying page 1 of 1, items from 1 to 16 of 16

R . Remove course from Transeript
/ - Edit Score (You may not edit ajlre for a course that has been verified, a course that you have withdrawn fram. or a course for which the status is updated automatically)

Non-TRAIN Courses | Ada |

Course Started Completed Format Score Credit Verified
20 rows per page “| Filter *ABCDEFGHIJKLMNOPQRSTUVWXYZH

Displaying page 1 of 1, items from 0 to 0 of Of

Back |

Step 4: The Non-TRAIN Course Details screen will open.

This screen is a form designed for you to enter the information, grade, and credit type you
have for your Non-TRAIN course.

The information entered will be accessible to the TRAIN Florida Administrators when they
review the course for verification.

Please provide all requested course detail information as well as the required information
when completing this form, this will ensure a quick verification.

All information required by the TRAIN system will be marked by a red asterisk , the system
will not let you continue if you leave one of the required fields blank.

Please fill in all text fields using Spell Case (Example: John Smith / Jones Avenue) and use
full words whenever possible — limit the use of abbreviations or acronyms.

The Course Format field and Credit Type field provide drop down menus — be sure to select
your entries from these lists.

How to Manage Non-TRAIN Courses H f‘id&

HEALTH




Fioviag How to Manage Non-TRAIN Courses
HEALTH >

B i » It's a New Day in Public Health

Non-TRAIN Course Details —Seec—
‘Wieb-basad Trainng - Sed-shud,

& 'Webcast (on demand)
= required fields. Wiebstrazmiarc hived Wabcast
q Audiocanference
Maeting
| Cin-Site - Classnoom coursa or workshop
On-Site - Conference
Satelite Broadcast
Tabletop Exarcisa or Dl

Startdate:* | 3/18/2015 Tablekop Exerc
‘Wieb-Dased Training - Facilitabed

% 'Wabcast (e avant)
Completion date: | 3/18/2015 / B

Compuler-based Traning

Course URL:  [nitps:/nontraintesturl.com " | oo

(Crther

Title:*  |Mon-TRAIN Test Course

. P Teat-based (print and electronic based)
Course Format:  |\Web-based Training - Self-study v |I/ \idedton
Blended Learming Senes
Conference
i - Seminar (Training)
Course Provider |TRAIN Florida Support Team ‘Workshop
& Table Top
Game
Dvill

Course Grade Points:  |1p E::?i:ff;:

Name:

iI

Course Grade % ADA- Amencan Dental Assaciabion
Percentage: ADA CERP ~
ADACERP: Continuing Education Credil Hours
Adv, POS
| CEUICE W ANCC: Conftact Hours Cantiruing Nursing Education
ADTA: Comact Hours'CELs
APA: Confinuing Educabion Credil
ASHA: CEUE
ASWE: Continuing Education Clock Hours
CA BBS-The Calforma Board of Sehawnoral Sckences

Credit T],rpe:*

I

&
Amount:
COR: Coriiruing Professicnal Educalion Unils

Contact Name:*  [John Smith | esc - oo
Certificale of Aendance

Contact Phone: 850-245-4002 l-on
CHES
. Childare Providers
Contact Email: [ John.SmitnTest@fhealth.gov | fe=
. CME
Additional Info: [ This is a test entry for the Non-TRAIN course. | |G Conact euen

Cortact Hours of ANCC

Verified: COFE: Corfnuing Oplomednic Educaion (COE)

) CPHCE

Developmental Daabiities

Digtitiars CPE

E-CERP W

Cancel Emengency Medcal Technican

When you have finished entering your course information, click the Save button to submit the
form for review, and add the course to your TRAIN Florida Transcript.

NOTE: The course will now be listed on your transcript in the Non-TRAIN Courses section, but
it will not be marked as Verified until a TRAIN Florida Administrator has reviewed the

details.

Non-TRAIN Courses

Click on course title to view course record

Course Started Completed Format Score Credit Verified
Web-based 100.00
Non-TRAIN Test Course Upload External Certificate 82015 31872015 Training - Self- points CEUICE: 2 O
study 100.00%

20 rows per page v|FiIter *ABCDEFGHIJKLMNOPQRSTUVWXYZ

Displaying page 1 of 1, items from 1to 1 of 1
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Step 5: Notify your TRAIN Florida Administrator

To ensure the quick verification of your Non-TRAIN course you must notify your TRAIN
Florida Local Administrator and let them know you have a course ready for review.

DOH staff - Click this link TRAIN Florida Local Administrators and locate the Administrator
for you area. The .pdf document will open in a new window.

NOTE: The list above is a list of Florida Department of Health TRAIN Florida
Administrators. Your organization may have a different contact list.

Once you have located your Local Administrator on the list, click on their e-mail address
to open an e-mail addressed to the Administrator.

Use the Subject Line: Non-TRAIN Course Details form for review - {your full name} and
send the e-mail. You may choose to include information in the body of the e-mail, but it is not
necessary.

Editing your Non-TRAIN Course details

Once your Non-TRAIN course is entered into your transcript you have the ability to update or edit the
course information if needed. For example, edits can be done if requested by a TRAIN Florida
Administrator, or updates can be made to a Verified course if more information becomes available.

The following steps will guide you on how to edit your Non-TRAIN Course Details.

Step 1: Follow|Steps 1 & 2, Page 1]of this document.

Step 2: You will be directed to your Transcript screen.
Locate the Non-TRAIN Courses section, at the bottom of your transcript.

Non-TRAIN Courses
Click on course fitle to view course record
Course Started Completed Format Score Credit Verified
Web-based 100.00
Non-TRAIN Test Course 4 Upload External Certificate 31812015 3182015 Training - Self- points CEUICE: 2
study 100.00%

0rowsperpage V| Fiter *ABCDEFGHIJKLMNOPQRSTUVWXY Z[Al

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

Back

Click on the title of the course you would like to edit or update.

Step 3: The Non-TRAIN Course Details screen will open, and show you the completed form for the
course, see Fiep 4. Page J of this document. You may edit or update any field on this screen.

As you make your changes, make sure not to delete the information from any required fields.

All information required by the TRAIN system will be marked by a red asterisk.
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Step 4: After you have finished your update - Click the Save button at the bottom of the
screen.

Step 5:  If your Non-TRAIN course has already been Verified, you do not need to notify your Local
Administrator of the changes.

If your changes were made before notifying, or at the request of, your TRAIN Florida
Administrator - you must notify your TRAIN Florida Local Administrator via e-mail to let them
know your course is ready for review.

Add a Certificate to your Non-TRAIN Course

If you have a certificate of completion for any a Non-TRAIN course on your transcript, you can add it at
any time, even after the course has been Verified.

The following steps below will guide you on how to add a certificate to a Non-TRAIN course.

NOTE: Be sure to save an electronic copy of your certificate in an easy to locate folder in your
computer before you try to add it to the course.

Step 1: Follow Steps 1 & 2, Page 1 of this document.

Step 2: You will be directed to your Transcript screen.
Locate the Non-TRAIN Courses section, at the bottom of your transcript.

Make note of the exact title of your course — you will need this for the upload process.

Click on course title to view course record

Course Started Completed Format Score Credit Verified
Web-bazed 100.00
Non-TRAIN Test Course —H Upload External Certificate 311812015 31812015 Training - Self- paints CEUICE:2
study 100.00%

20 rows perpage V| Fifter *ABCDEFGHIJKLMNOPQRSTUVWXYZ

Displaying page 1 of 1, items from 1 to 10f 1

Back

Click on the Upload External Certificate button.

Step 4: The Upload Certificate screen will open over the transcript page.

Upload Certificate = % = O0 @

Title: * [Non-TRAIN Test Coursd [1 | |

Please select certificate file:

: ‘ 384
C:\Users\pooreab\Documents\TRAINY, Browse...
Tip: The following list of file extensions are allowed to upload: (.gif, joeg..jpg..bmp..pdf,..ong) Il:ll:ate cert. ﬁle

in computer
L]
Upload : IE'
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To upload the course certificate to your transcript:

Enter the exact title of your course into the Title field — This is a required field

Click the Browse button and locate your certificate on your computer

Click on the certificate file, and follow the browse window directions

When the certificate file is loaded, the file name will be shown in the Please select
certificate file: field next to the Browse button

5. To add your certificate — Click the Upload button — the window will refresh and show
you the uploaded file — Click the Close button

e

Step 5: A pop up window will open and confirm the upload.

You have uploaded an external certificate. To print this certificate, please
return to the TRAIN Home page and click the "Certificates” link in "My
Learning Record” or click the "Take me there now" button below to
access the certificates page immediately.

[ Take me there now [ No Thanks, I'll print my certificate later [

You may choose to access the certificate right away by clicking the Take me there now
button, or print it later from your My Certificates tool.

Use this help document to locate your certificates — Where are My Training Certificates?

If you have questions or need assistance regarding the management of your Non-TRAIN Courses in
TRAIN Florida, please contact your Local TRAIN Florida Administrator.
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