State Of West Virginia
Public Learning Center

Instructions for completing online training

First Time Users

Setting Up Your Profile

. Go to: www.onlinelearning.wv.gov/student
. Click: Create New User button.
. In the Select Organization dialog box — open the drop down arrow and

choose ‘Bureau of Senior Services’. You are not required to enter an
“access code”. When finished, select the Continue button.

. Fill out the Profile, creating your ID and Password. Click Create New User
button at the bottom of the dialog box.
. Accept the terms of using this website.
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Enrolling in a Course
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Enroll Catalog ID ~ Title Description
Q Mental Health Issues in the
[ Enroll 1"} BOSS02 Aged & Disabled Waiver Program -  Course presenting information covered in the April 28, 2011 LiveMeeting presentation
et Web Based
CH# Enront "] BOSS04 Q ADW Legal Issues - Web Based This Meeting was conducted March, 2012 and clarifies some ofthe legal issues related to the ADW.

3 Staff Toolkit Training - Web This course discusses common staffissues ed by and toresolve the
[CH Enron BOSS06 Based 9 problems. Asample of interview questions are included for hiring of new staff The course includes best
practice suggestions from other provider agencies.
BOSS08 %b":‘azzj’” What, ForWhom = y.1215 & replay of e online meating covering Ombudstan
BOSS10 J ADWManual Changes Training addresses the 2015 ADW Policy Manual changes.

O] ConfiictFree Case Management Training addresses the Age and Disabled requirements, examples and description of Conflict Free Case
Training Management,

. Go to: www.onlinelearning.wv.gov/student

. Once you are signed in to the Public Learning Center, click on the ‘Course
Catalog’ tab to view available courses.
. View the Course Catalog offerings to find your course. Click the ‘Enroll’ button

= to enroll in the class.
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Launching a course
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. The enrolled class will be moved to the ‘My Courses’ tab. Click on this tab at
the top of the screen.

. Find the course you want to take. Click the ‘Launch Course’ button T o
begin the course.



Course Tracking
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$;?:;:;Fm Case Management 100% =, Completed 2015-12-10 BOSS12 0
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» The status of your courses will be reflected on the ‘My Course’ tab.

Note: If you need to view a course that you have previously viewed, go to the ‘My
Course’ tab and you will be able to launch it again.



