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OVERVIEW
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solution for building and delivering education over the intranet to state

employees. This system allows jsedectedstate entityadministratorsto assign

courses to individualslepartments or to the entirestate entitywith just a few

clicks of the mouseAn administrator is a person fromstate entitywho is

responsible for the risk management and workers congagion training for their

entity. The training managemesystem will provide employees a list of courses

that are required adJNS RS G SN A Y SR 0 éadminkt@&tbres véellias 0 S S
allow the user to select courses of their own. The trainee will be notified of the
assigned course and course completdate through automatic @nail. Byusing

a standard web browser each user can deploy online start of selected training

courses. Training courses are in a variety of downloadable document types

(PowerPoint, PDF, Video, Wareitc).

As trainees begin and owmplete assigned courses, their progress is automatically
tracked in a training records databas€his will allow the administrator to create
and download training detail reports. The database will keep a three year history
of completed courses.

The RistManagement Division will create and maintain the trainomggrams and
will notify state entityadministrators when new training opportunities have been
created.



User Instructions

1. To access the online training system, go to thelRManagement Division web
site athttp://www.nd.gov/risk/ .
2. Click on Online Training.

a: . Y v i et ]

B G Yew Spoam Jack teb o
Cougle G- Y@@ B+ O Brnosay Foea e

WS e eak regreertDuw. 3 PG MaogeewtL. X @ rewy
NorthDakota S aeResmess /M ;

FAQ 3 Fonms 3 Bolietns : Manuai : Certficate of fmanc

» Home
» Acodent Reven
» Background Checks
» COG
= Dscounts
» LingaSon/Destruction Hoid
Process
» Loss Contrel Serwoes, C The Rsk Masagement Dvison was stabished o 1995 10 mmglament 3 program to sddress the SI318's Sxposwes 1o ton abicy
s Ocine T derns and bwssts doe to the loss of soversgy mmmuntty.
» Pudicatons
> Rk Quick Tos Subseguantly, n an effion to save presmum doflars through 3 deductbie program, and 10 estabish 3 Cross agency
retum-to-wodk program for the state of Nocth Dakste, the 2001 Legshture drected the estabishment of 2 snde
P:::n:kbooxwu wORErS COMpensation state accoent. The admmsstration of that program was assgoed to the Risk Mansgement
i Drvision of the Office of Management and Sudget.
e e— To leam more about s, cick o the buttons 1o the left. The Masual lnk wil provide 3c0ess 10 the Risk
podses Ly Maragerment Manual that contans instnctions on the sk mansgement process from drafting of contracts to
1600 Eact Cartary Avs nspecaon checkdsts
Soltw 4
Somarcc, WD SENT-0042

Plesse contact us f you have any guestions about Our Services Of oul web ste

[Mote Several fyrms 30d doauments 00 TS Site 3@ offered » Adobe AOobat o format and you wil nasd Acobat Reader 10

sccess thern. ¥ yoe do 0ot curreatly have the e Reader you can downioad $ie biest verson by dicong e the Aocbot con 3t the

tttoen of svery page]

4 A



http://www.nd.gov/risk/

. Click onLoginwith my NDGO\Aaccount If you do not have an nd.gov account
you can access the system bying your North Dakota Login ID.

University system employees will have to register for a North Dakota Login ID
since they do not have nd.gov accounts before they can access the training
management system. They will only have to register once.
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4. Login using the same Login I1Bnd password that is used to access the state
network. An example has been provided.
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Rish Manogement Division

Training Monagement System

Login

You are entermg sk Mapagament Divison Ogfine Training Management System

Note: Please DO NOT use your browyfr's back and lorward options to navigate this apphcation. Use the buttons provided in the apphcation.
Enter your Logn ID and password
Lopn ID: |

Password

|

Copymght 2007, A Enter your Login ID and password

Login ID: |dewaliser

Password: esesssssess

Login




5. The trainee will be notified of the assigned course(s) and course completion date
through automatic email. Thetrainee can also Login and view any assigned
courses. Training courses are in a variety of downloadable document types
(Powerpoint, PDF, Video, Word etc.)

6. To open the course click ohake Course

7. The trainee can also select caes of their own byclicking on|AdditionaI Course:

“en-

The 'Have A Seat: Putting Ergonomics To Work' course has been assigned to you.
To take this course follow the link below.

http://www.nd.gov/risk/online-training.html Email J
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Risk Management Division

Training Management Sys
My Courses | Admin

My Course‘s/
Assigned

Course Name Date Assigned Required Completion Date Last Trained Actjon/

=

Transitional Work 05/14/2008 05/15/2008 Take Course
Completed
Courses will remain on the Completed list for 3 years.
Course Name Date Assigned Date Completed Training Due Date

Suicide Prevention Training 09/20/2006 09/20/2006

Principles of Office Ergonomics 05/09/2007 05/17/2007 06/01/2007
Defensive Driving Small Vehicles 12/05/2007 12/14/2007 01/03/2008
Bloodborne Pathogens 04/14/2008 04/16/2008 04/30/2008
Stretching Out at Work 04/14/2008 04/16/2008 04/30/2008
Have A Seat: Putting Ergonomics To Work 04/14/2008 04/16/2008 04/30/2008

Additional Courses G
Some courses are in Windows Media format and require the Media Player in order to open them. It can be be downloaded
directly from the Microsoft.com web site, —_—
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http://www.nd.gov/risk/online-training.html

8. Oncethe take courseaction button has been clicked the course will open.fdf
some reason theourse does noappear, the Popup blocker may need to be
deactivated. This is done by clicking on the course name.
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9. If the trainee is viewing a powerpointhe presentation should be viewed in Slide
Show format. Click ortlide Show The powerpoint willopen in a full screen
version. Click with mouse anywhere on the presentation to advance to the next

screen.
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