For PA Prepared Users: Getting
Started with TRAIN PA

TRAIN PA is the learning management system that has replaced PA Prepared. There are a few important
things you need to know:

o All active PA Prepared accounts have been moved to TRAIN PA.

e Your PA Prepared learning records can now be located in TRAIN PA.

e You will need to update your account information in TRAIN PA to ensure you will have access
to needed training and information.

What If | Already Have a TRAIN Account?

If you previously set up a TRAIN account through TRAIN National or CDC TRAIN, you will have two
TRAIN accounts for the next few months—one account you created in TRAIN and another account that
was created for you when your PA Prepared account was moved to TRAIN.

You can log in to TRAIN PA using either account; however, your original TRAIN account will not have
your PA Prepared course completions associated listed on your training transcript.

We are working to merge accounts, and we will continue to communicate with you as this process moves
forward.

Optional and Required Fields

In all instructions described in this guide, you will find some fields where you must enter information.
These fields are marked with a red asterisk. In the example below the First Name, Last Name, and
Email fields are all required and must have information entered into them, and so are marked with a red
asterisk. The Middle Name field is optional and is not marked with a red asterisk.

First Name:*| 165t | Middle Name:! |

Last Name:* st | Email; *1eSt@pa.gov |

Getting Your TRAIN PA Password

While your TRAIN PA account will use the same username (also called login name) as your PA Prepared
account, your password has been changed for security purposes. Before logging in to TRAIN PA, you
will need to first get your password using the steps below.

1. Open a web browser (like Internet Explorer, Firefox, or Chrome).

2. Go to https://pa.train.org. You will now be at the TRAIN PA homepage.

3. Click on the Forgot Your Login Name/Password? link located inside the blue box in the upper
left-hand corner of the TRAIN PA screen. You will now be taken to the Forgot your Password?
screen (see the graphic at the top of the next page).
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AlM: Become a Course Provider

4. Enter the email address associated with your PA Prepared account into the Email field on the
Forgot your Password? screen. For Commonwealth of Pennsylvania employees who have had a
PA Prepared account for a number of years, you may need to enter your email address using the
name@state.pa.us format, rather than the newer name@pa.gov format. Either format will be
delivered to your state email account.

Forgot your Password?

Please enter the email address associated with your account and click Submit.
We'll email you a link to a page where you can easily create a new password.

If you do not have an email address associated with your account, please contact technical assistance to reset your password.

=|Email

‘ Submit H Cancel |

Note: The email address associated with your PA Prepared account would be the same email address
where you have been receiving regular update emails about the transition to TRAIN PA. This is also the
same email address where you receive emails from PA Prepared Administrators, like Beth Beam, Jay
Taylor, or Graham Hess.

5. Click the Submit button. You will now be taken to the Please check your e-mail screen.

Please check your e-mail

If the e-mail address you entered is associated with a user account in our records, you will receive an e-mail from us with instructions for resetting your password.
If you don't receive this e-mail after 15 minutes, please check your junk mail folder or visit our Help pages fo contact Support Team for further assistance.
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6. Check your email. As long as you entered the email address associated with your PA Prepared
account, you will receive an email that ends in @train.org. The subject will be Password
Assistance. The example below is from a Gmail account. Your email program may look

different.
&2 Primary 22 Social ¥ Promotions +
do-not-reply@train.org Password Assistance - Dear Sir or Madam, We received 1:12 pm

Note: If you do not receive an email after 15 minutes, you should check your junk mail folder. Directions
for checking your junk mail folder for common email programs is provided below. Also, please contact
your organization’s IT or computer support staff for more information about checking your junk mail
folder.

Gmail: Search Spam & Trash

Yahoo!: How to Review Your Yahoo! Mail “Spam” Folder
Hotmail: How to check your Hotmail junk mail folder
Outlook: Overview of the Junk Email Filter

iCloud (Apple): Manage junk mail

7. Open the email from the address ending in @train.org with the subject Password Assistance.
An example of this email is provided below.

Dear Sir or Madam,
We recerved a request to reset the password associated with this e-mail address.

If vou made this request, please click the link below and it will take vou to a web page where vou can
create a new password.
Please note that the link will expire 24 hours after this email was sent.

Here is vour None site login information:

Username: tipollock

Created Date: 10/25/2004

Expiration date: (none)

Change Password Link:

https://pa.tram org/d/user secunty/password/assistance/578da34601584dcf731243872acal2fdf87330%
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8. Click the link located at the bottom of the email. This link will open the Password Assistance
screen.

9. Enter and reenter a new password for your TRAIN PA account (see an example of this screen at
the top of the next page). Make sure that it’s something you can remember—yYou will use this
password to log in to TRAIN PAl
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Password Assistance
Please enter new password

Mew password:™® Reenter new password:™

Do not write down, share or distribute your password.

| Mext || Cancel |

10. Click the Next button. You will now be logged in to TRAIN PA. Please retain your TRAIN PA
username/login name and password for your records.

Logging in to TRAIN PA
After you set your new TRAIN PA password, you may log in to TRAIN PA at any time.

1. Open a web browser (like Internet Explorer, Firefox, or Chrome).

2. Go to https://pa.train.org. You will now be at the TRAIN PA homepage.

3. Loginto TRAIN PA by entering your Login Name and Password and clicking the LOGIN
button. (See graphic below.) You will now be taken to the TRAIN PA homepage.

Login Name pausemams

FPassword essssss

LOGIN

I:l Remember My Login Name and Password

Forgot Your Login Mame/Password?

-OR-

CREATE ACCOUNT

L1M: Become a Course Provider

4. Congratulations! You are logged in to TRAIN PA. The TRAIN PA homepage is shown at the top
of the next page.

TR:N

Getting Started with TRAIN PA, version 1.2 4


https://pa.train.org/

w Course Search Calendar C y i ions Library Help ’ Search by Keyword or Course ID"O\l ‘ —Ié\g;:xcr:‘ced

Announcements Tim's Dashboard

4Back LEW N (+] My Action Items Click to Expand

Upcoming Events for the next 2 months My Leaming

[¥] Upcoming Events Click to Expand
o My Certificates

My Training Plans
Take a look at the TRAIN e-book My Surveys

My Links

Updated 9/23/2016 1:41 PM ET
Add Announcement Training Plan Tools

Manage Your Training Plans

‘ Progress Summary Graphs l

‘ Detailed Progress Report |

l Master Training Plan Report ’

pennsylvania = == pennsylvania

DEPARTMENT OF HEALTH EMERGENCY MANAGEMENT AGENCY

Funding notice

This site was supported by the Grant or Cooperative Agreement Number, NUSOTP0D0545, funded by the Centers for Disease Control and Prevention. Its contents are solely the
responsibility of the authors and do not necessarily represent the official views of the Centers for Disease Control and Prevention or the Department of Health and Human Services

Updating Your TRAIN PA Account

Once you’ve set your password and logged in to TRAIN PA, it’s essential that you update your
account information. Without accurate account information, you may not be able to access important
training and information.

1. Open a web browser (like Internet Explorer, Firefox, or Chrome).

2. Go to https://pa.train.org. You will now be at the TRAIN PA homepage.

3. Loginto TRAIN PA by entering your Login Name and Password and clicking the LOGIN
button.

4. Click the My Account link in the upper right-hand corner of the TRAIN PA screen (located
above the PHF logo). You will now be taken to the My Account page, and the Details tab will be
active.

5. Update fields in the Details tab as needed (see image at the top of the next page).
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* _ required fields.
Login Name:patest?

First Name:*test | Middle Name'l
Last Name:* &5t | Email;*|test@pa gov
Reset Password
Title: *. | Organization name: * I~
Department / Division: *|12 | Bureau/ Section:|
Address 1: *|.0 | Address 2
>
City / Township / Town;:* ==/ @pagov 7
- Pennsylvania e
Country:* United States v State / Territt:rg.r:’k| / |
County: ¥ test@pagov | Zip code | Postal code: ™| 12345
Telephone (daytime):*| 0001234567 | Extension: |
Telephone [evening]:| | Mobile:|
e 123—455—?89{]\';3_-
Fax:| | Pager:|

Please choose your secret question and provide a ONE WORD answer.

Question:*l Your Favorite Place v|

An swer:*l PA |

W] 1 would like to receive emails from TRAIN.
&1 1 would like to receive notifications about the site updates by email.
W] 1 would like to receive annual notifications to keep my account up to date.

6. Click the Groups tab. You will now be taken to the Group Selection page.

7. Click the Select Groups button for the State Portal. A pop-up window will appear displaying

Pennsylvania-specific groups.

Note: Your currently selected Pennsylvania-specific groups will be displayed below the Select
Groups button. If the group selections are accurate, you do not need to modify your groups. Skip

to step 13.

State Portal Select Groups | | Remove Groups

Selected Groups:
Mational/Pennsylvania

Select the state or territory in which you work, study, or reside - or select "International™.

8. Select the Advanced radio button in the Select Groups dialog box. This will allow you to select

multiple groups at the same time.

Select Groups

| Pennsylvania w

Assignment mode: ) Simple ® Advanced
Please select your location, agency and/or job role as appropriate.
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9. Click the check boxes to select or deselect groups as appropriate. Many groups have subgroups,
which you can see by clicking the + button located to the left of the group name to expand this

group.

In the example below, a user wishes to modify her groups. During account creation, she was only
able to select one group each for her County (Philadelphia—this user lives in this county),
Organization (Philadelphia Department of Public Health employees—this user works for this
organization), and Functional Role (PA State Fire Academy > PA Fire Service Users—this
person is a volunteer firefighter who takes courses at the Fire Academy).

+.. [] PA Emergency Management
g [] PA Home Health Care

- [] PA Laboratories

e [] PA School Personnel (Act 43)
.. [] PA State Fire Academy (PSFA)
- ] PA Fire Service Users

il [] PA State Police employees

e P e

+-[] Pennsylvania Emergency Management Agency employeses

- [] Perry
i ] Philadelphia

e A

+ -

i ] Philadelphia Departmeant of Public Health employees
+ ] Pike

-+ [] Potter

-] Schuylkill

-] Snyder

A el b e

i

+-[] Somerset

This example continues on the next page.
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This user recently taken on emergency management duties for her municipality, so she needs to add the
appropriate group to her TRAIN PA account. She expands the PA Emergency Management group by
clicking the + button and selects the CERT for municipalities check box to add this group.

—,r [] PA Emergency Management
'!'_r [] Central Area Office

+- ¥ CERT for municipalities

'!'_r [] Comprehensive Emergency Management Planner {CEM Planner)
*;_r [] County and Municipal Emergency Management

*;_r [] County Training Programs

*;_r [] Eastern Area Cffice

'!'_r|:| Safe Schools

+_r [] Western Area Office

#t[J PA Home Health Care

tr [] PA Laboratories

tr [] PA School Personnel {Act 48)

:r [] PA State Fire Academy (PSFA)

.| PA Fire Service Users

tr [] PA State Police employess

tr [] Pennsylvania Emergency Management Agency employess
tr ] Pemy

tr Fhiladelphia

tr Philadelphia Department of Public Health employees

10. Scroll to the bottom of the Select Groups dialog box. You will now see the Submit button.

tr|:| Washington

tr|:| Wayne

tr|:| Westmoreland

1'_r [ Wilkes-Barre Department of Health employees
+,r|:| Wyoming

+,r|:| York

+_r [ York City Bureau of Health employees

| Submit || Cancel |

11. Click the Submit button. You will now be returned to the Groups tab.
12. Repeat steps 7 through 11 for the MRC Portal, CDC Portal, and VHA Portal if you need to add or
modify groups related to these sites.
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13. Click the My Profile tab. You will now be taken to the My Profile section of the My Account
screen, and you will see the Professional Role category of My Profile attributes.

14. Click the check boxes to select or deselect professional roles as appropriate.

15. Click the drop-down menu to select other category of attributes. Some of these attributes are
required, and you will not be able to save the changes to your accounts unless you update
them, so check all categories—Professional Role, Work Settings, Demographic Information,
Help Make Train Better!, and FEMA Student ID Number (and Pennsylvania EMS attributes for
EMS users). Required fields are marked with a red asterisk. Fields without a red asterisk can be

left blank.
Please choose a category of additional user attributes; |FProfessional Role
Work Settings )
Please take a minute to review | Demographic Information selection.
Help Make TRAIN Betterl
Please select up to three (3) Professional Roles that ifF=MA Student ID Number nd select Specialization where
al

Note: EMS users will also be able to modify their certification information in the Pennsylvania EMS
attributes drop-down menu within My Profile. Please ensure that this information is accurate. If this
information is not accurate and you do not correct it, your continuing education will not be recorded in
the EMS Reqgistry database.

|. Details \:'-.__ Groups W My Profile

Please choose a category of additional user attributes: |Fennsylvania EMS attributes

Pennsylvania EMS attributes Value

Date of Birth of the practitioner * | 11171977 [ (Fermat: MDD YY)
EMS Certification LevelType * [EMT v

PA EMS certification number * [123456 |

Primary county the individual receiving training resides in s

| Edit Primary Attributes |

16. Repeat steps 14 and 15 for each category of attributes you wish to update.
17. Scroll to the bottom of the page. You will now see the Save and Back button.
18. Click the Save and Back button. You will now be returned to the TRAIN PA homepage.

Note: If you receive a prompt to select a primary functional user group, please select the group
that most closely relates to how you will use TRAIN PA. Don’t worry—you will still be a member
of all other groups displayed, and you will still be able to access training associated with all of
these groups.

19. Congratulations! You have updated your TRAIN PA account! For more information on using
TRAIN PA, please refer to the TRAIN User Handbook.

Accessing Certificates on PA Prepared

While your training records, including your training completion transcript, were brought over to TRAIN
PA along with your account, any certificates you earned in PA Prepared would need to be
downloaded or printed from PA Prepared. You will still be able to access PA Prepared through the
end of November 2016 to download or print your certificates using your PA Prepared username and
password.
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