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Job Aid: Login to LearningLink

Purpose

The purpose of this job aid is to guide users through the step-by-step process of logging in to the
LearningLink system, retrieving your forgotten password and/or user ID, and using the Help system.

Task A

Login to LearningLink
5 Steps

Task B v

Retrieve Forgotten Password and/or User }

ID — 4 Steps
N\
Task C v
Using the Help System
4 Steps
N\

Task A.  Login to LearningLink

@ | Enter the web address e : EGE| yoo
Llb — i
(URL) of the user 0 1]
application into your -
browser Address field and D>

press the Enter key.

@ Enter your user ID in the
User ID textbox.

Enter your password in
the Password textbox.

® select Sign In.

From the Learsinglink Helpdesh_....
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You are taken to the User
Home page. A new
welcome screen with
News appears if it is the
first time logging in.

Select the Do not show
this page every time |
sign in checkbox to
configure the news page
to display only if there is
new content.

Select Continue to close
the news page.

Welcome to the new version of LearningLink!

Use Easy Links
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Task B.

Retrieve Forgotten Password and/or User ID

Retrieve Forgotten Password

Enter the web address
(URL) of the user
application into your
browser Address field and
press the Enter key.

Select the Forgot
Password? link.
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Enter your user name in
the User Name textbox.

Select Submit.
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Password Reminder
Enter your User ID then click Submit to have your Password sent to your email account.

User Dz DOMI LI_SI

’—e_l Sunmill o
Note: If you are unable to receive email from LearningLink, contact your
supervisor or LearningLink administrator to reset your password.
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Retrieve Forgotten User ID

Enter the web address
(URL) of the user
application into your
browser Address field and
press the Enter key.

Select the Forgot ID?
link.
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textbox.
Select Submit.

ID Reminder

Enter your Email address then click "'Submit te retrieve your ID

Email Address: 4y || 5. DORRIBDOL.GOV 3‘ submit

Note: If you are unable to receive email from LearningLink, contact your

supervisor or LearningLink administrator to reset your password.

Your user ID is
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automatically entered
into the User ID textbox.

Welcome

System Requirements | Rules of Behavior | Accessibility | Privacy Statement | LearningLink

skillsdt

LearningLink contains aver
2,500+ self-paced skillsoft
online courses, which covers

a wide variety of subject
matter in order to meet the
various training needs of
DOL employees.

Helpdesk

Welcome to LearningLink! LearningLink is DOL’s e-
Training solution which provides employees access to a
one-stop portal of training programs and services.
LearningLink supports business and management
processes by providing agencies, staff, and customers
with single-site access for the management, delivery,
and development of learning and knowledge. To provide
a better overall user experience, DOL has recently
upgraded the LearningLink system to be more
streamlined, user-friendly, and searchable. Please let us
know what you think!

User 1D: [pomiLLy|

Forgot Password? Forgot ID?
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Task C. Using the Help System

General Help

0 Select the Help link to §@ Check System | Sign Out
access general help.

General help contains
helpful information on
every area of
LearningLink. There are
three areas of general

help: User Help

@ Contents: Select the
topic pertaining to your Contentz Index Search
questlon. Contents

9 Index: Keyword search
using pre-existing
keywords.

@  Search: Open search.

=

Getting Started
Home

My Employees
Organization
Catalog

Index

Copyright Notice

[ 3 [ = I & R

Context-Sensitive Help

@ | select the Help button to | [ check system | Sien Out
access context-sensitive
help.
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& Help

useful to find the purpose
of a specific field on the =| ([ |lEonienis| |Eeineles

current screen.
Initiatives e

You can use initiatives to communicate organization goals (such as increase
sales, cut costs) so that employees of that organization can align their
actions to fulfill the organization's initiative. How they align their goals can
be formal (using plans and goals) or informal (actively doing what they can
to increase sales). As an initiative organization owner, you can start by
creating or modifying an initiative.

k How do I align my organization with the initiatives of a parent
arganization?
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