ILEARNOREGON
HOW TO CREATE A NEW ACCOUNT FOR NON-STATE EMPLOYEES

This job aid walks you through the steps for creating an account in iLearnOregon for non-state ODOT
partners. This will allow you to access ODOT training events as well as other trainings offered by other
state agencies.

1. Inyour web browser type in the following URL https://ilearn.oregon.gov.
2. From the iLearnOregon login page, select Create New Account near upper right of the screen.

Accour Email DAS Support
{b iLearn Help Resources

iLearn Oreg

For assistance with log in, click Email DAS
Support or iLearn Help Resources

Supported Browsers: dIE V.6, 7, 8 and 9@ Firefox V.3 through 9

1@ > Recent Announcements | @ LoginiD

| Forgot Login ID7

iLearnOregon Has Upgraded!
Click the title to view a short tutorial outlining the changes in the new system. W Password

|
How To Create A Mew Account For State Employees | |
If you are a new state employee, please review this brief job-aid, then select Forgot Password?
Create New Account at the top of the screen.

Log In

How To Create A New Account For Non-State Employees |
If you are new to iLearnOregon, please review this brief job-aid, then select
Create New Account at the top of the screen.

Statewide Course Catalos

By logging in, you agree to the following Terms of Use.

3. A pop-up window will display directing you to enter all required fields (those marked with an *) and that
a confirmation email will be sent to you. Your Login ID should be at least six characters long, and must
not contain any spaces. Click OK to continue to the User Information screen.

Please enter all required fields (those marked with an ™ ) to seff-register. A
comfimation email will be sent to you.

Depending on the organization (optional) vou select, vour registration may also
need to be approved.

State of Oregon emplayees:

Please enter your name and employee ID as they appear on your pay stub. Item
D on the sample shows you where the employee ID field is found.

Show Sample Pay Stub
Email addresses should be entered using your public email address and not your
agencies internal email address. For example: yourname(@state.or.us instead of
yourname (@ odf state or us.

Login ID should be at least six characters long, and must not contain any spaces.

If you need assistance please contact your supervisor or iLearnOregon

Administrator .
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4. From the User Registration screen select Not a State Employee.

Fix screen shot

Show Help
¥ Type: *) State Employee
_) State Employee using a non-State email
@ Not a State Employee
¥ First Name: John
¥ Last Name: Contractor
Middle Name/Init
¥ Email jeontractor@msn.com
¥ Choose a login ID: jcontractor
fob Title: (Mone Selected) [=]
Organization: Other, Non State Employees Iz‘
Special Service Districts -~

-Transit Districts

i---Other; Non Government

=-State of Oregon Public Partners

[ ransportation, Department of

i E-Youth Authority,Oregon

| Contractors - OYA

| iFoster Care Providers - OYA .

L-WorkSource Oregon Partners -
Manager: (None Selected) Iz‘

[Submit]

5. Complete the following information to create an account.

« Enter your full first and last name.

« Enter your email address where you would like training notification emails to be sent.

« Enter text for your login ID. Your login must be at least 6 characters and cannot contain spaces or
special characters such as/, @, or &.

o For Job Title, leave it as (None Selected). The job titles in the drop down list come from the
State's database and only apply to state employees.

« For Organization, select Other, Non State Employees - State of Oregon Public Partners —
Transportation, Department of from the drop down list. (State of Oregon Public Partners
appears near the bottom of the list.)

o For Manager, leave it as (None Selected).

6. Click Submit.

= A confirmation email will be sent the the email address provided. Please follow the
| instructions in the email to confirm your account registration.

The confirmation email will only be active for 1 day.

You will receive an email with instructions on how to confirm your account.
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