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Login Name: Welcome to TRAIN, the premier learning resource for professionals who protect the
public’s health. A free service of the Public Health Foundation, WwWrain.org is part of
the newly expanded TrainingFinder Realtime Affilate Integrated Network (TRAIN).
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A Learning Management System for Professionals who protect the Public’s Health

USER GUIDE

How to Create Your Own Learner Record

1. Go to the OhioTRAIN site.  http://oh.train.org 

2. Click on “Create Account” which appears underneath the login on the left hand side of the screen. 
3. Fill out all the necessary information on the subsequent pages. Required fields are indicated with a red asterisk (*). Do not hit your browser’s “Back” button at any time during the registration process.
4. Answer the question at the bottom of the page with easy-to-remember, one-word answers. In the event that you forget your password, these questions will be posed as a security measure during the password retrieval process. Click “Next” when finished.

5. On the resulting page, you will be asked to provide your location, job role and additional professional information. You will be asked to choose the preparedness region in which you work, as well as the county in which you work. At this time, the database cannot allow the selection of multiple regions and counties; therefore, we ask that you select the region and county and organization where you work.
6. Please select up to 3 professional roles that best match your job description. Some roles may require you to select a specialization from the adjacent drop down menu. If you select “Other,” please type your specialization in the space provided. Click “Next” when finished.

7. On the resulting page, please select the 3 settings that best fit your work environment. Click “Next” when finished.

8. On the resulting page, additional demographic information will be requested. This information is not required for registration. Click “Continue” to finish registering for TRAIN. You are now free to enter the site.

How to Search for Courses
1. Click on the “Course Search” tab, located in Navigation Tab bar at the top of the screen.

2. On the resulting page, select the appropriate criteria for your search from the menu that appears on the left hand side of the page.

3. Next, either select your search variables from the list or enter your search query in the field provided. You may select multiple variables by holding down the Control key while making your selection. Search Options List Menu

4. Click “Search” to search for your desired courses.

5. Note: “Advanced Search” allow you to combine several criteria in one search. For your convenience, you can also save sets of criteria for future searches by clicking the Save Search Criteria button. Additionally, you can request email notification when a course is added to TRAIN that matches you saved search criteria.

How to Register for Courses
NOTE: It is important to remember that TRAIN is a Learning Management System and NOT a Course Provider. Most registration and course questions will need to be directed to the course provider contact listed in the Contacts tab of the course description.
1. Locate your desired course either using the method outlined in “How to Search for Courses” or by clicking on “Browse” to browse through the list of course selections.

2. Select the course you wish to register by clicking on the title of the course.

3. The resulting pages display additional course details.

4. To register for the course, click the “Registration” tab.

5. Click the “Get Locations” button to view all sessions.

6. Click the “Register” button next to the session of your choice.

Note:  If the course is self-launching, you will be able to immediately access the course. 

7. You will receive a registration verification email from  OhioTRAIN. You can also verify registration by clicking on My Learning. The course should be listed as “In Progress.”

8. You may view reviews of the course by clicking the “Review” tab, or view the contact information for your course by clicking the “Contacts” button at any time before, during, or after the registration process.
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Ohio Public Health Communication System (OPHCS) Alert Level Training

Course Details | [ Contacts | [ Registration | | Reviews
Course ID: 1005824
Format:

On-Site - Classroom course or warkshop (Live Event)

Clincal /Non-Cii Nan Clinical
Course Number:

Cost (USS): 000

Credit Type(s): none
Scheduled Date:

Multiple Dates ~ Get more dates and times.
Course Descriptio

“This training facuses on general orientation to OPHCS for an alertlevel user, including the structure of
the nertal hime nane 11se of the s hased firertnn nrner creatinn nf canfartinrfile infarmatinn And

[ | &[5 @ wmens

NIE





How to Mark a Course Completed, Archive, or Withdraw from a Course
To change the status of a course, click on the “M” (manage) icon. 
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= Click on course title to access a course
= If you want to set a course as completed, archived,
withdraw frorn a course or change credit type

™

please click on
= If you want to add scheduled session to your

personal calendar please click on

18-700 National Incident Management System (NIMS),
An Infroduction - (In Progress)

™
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· In the course management page, you can click on the “Completed” button to mark the course completed, sending it to your Transcript. 

· To archive a course to resume later, click on the “Archive” button. 

· To withdraw from a class, click on the “Withdraw” button. 
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Course Registration Management

You have registered for a course:
18-700 National Incident Management System (NIMS), An Introguction

Registration Status:  In Progress
Chosen Credit Type:  none

Ifyouwauld like to change credit type
please select

and liek (o5

Select-

To markihis course as "Completed” please click
To mark his course as "Archived” please click

“To withdraw yourself fom this course please click

HF 2003-2006 - Confidentialiy Statement
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How to Edit Your Learner Record

1. From the home page, click “My Account” from the “My Learning Record” box located on the right hand side of the page.

2. On the resulting page, change text and settings as needed (including your password, if desired) by clicking on either the “Details” or “My Profile” tab.
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How to Add Non-TRAIN Courses to Your Course Record

1. On the home page, click “Transcripts” from the “My Learner Record” box located on the right hand side of the page.

2. On the resulting page, you will see all of the courses, which you have take listed in the “Transcripts” table. 

3. To add non-TRAIN courses and courses you have already taken (in the past year) to your transcripts, click on the “Add” button located to the right of the “Non-TRAIN Courses” header.

4. On the resulting page, fill out all the necessary information, and click the “Save” button.
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What to Do if You Forget Your Password

1. Try to answer your question.

2. Contact either of the below named contacts.

3. Do NOT create another account.  One of the contacts will get back with you to either re-set or assist you in the login process.

OhioTRAIN Contacts

Susan Brumm, OhioTRAIN Administrator    
Dorene Burkhart, OhioTRAIN Assistant                                           

Ohio Department of Health                                    Ohio Department of Health
Bureau of Public Health Preparedness                  Bureau of Public Health Preparedness

246 N. High Street                                                  246 N. High Street 

Columbus, OH 43215                                             Columbus, OH 43215

Phone: 614-995-4845                                             Phone: 614-728-7061                                         

Email: susan.brumm@odh.ohio.gov                      Email: Dorene.williams@odh.ohio.gov









