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Non-FDA Learner System Overview

This section provides a brief introduction to yourrole in ORA LearnED.

This system stores & tracks yourtraining. You will log into the portal by navigating to
https://fdaoted.csod.com and clicking on the button “Requestan ORA Training Account.” You will
then needtochoose fromthree options: 1) State, Local, Tribal, Territorial Regulator; 2) Non-ORA FDA
Centers; or3) Government, Non-FDA. After you make your selection, you will be redirected to your
anonymous browsing page in ORA LearnED. From here, you can browse fortraining, view the Events
Calendar, and registerfor an account.

Once you have an account, you can navigate to your Transcript, which includes yourcompleted
training records as well as all the training you are currently taking. You will be assigned training
through this system, which will also appear on your Transcript. You can access and launch mandatory
online training fromyour Transcript within ORA LearnED. You will also see the training classes for
which you are currently registered. You can search fortraining that has been made available to you
through this system. Finally, you will be able to access & launch any pre-work associated with
upcoming training sessions.




ORA LearnED: Glossary

This section provides definitions of common ORA LearnED terminology.

1. Curriculum

A Curriculumis a Learning Object which is made up of an association of other
Learning Objects.

2. Event An Eventis a Learning Object which represents Instructor-Led Training (ILT) or
Virtual Instructor-Led Training (VvILT), given to users with credit tracked in the
system.

3. Learning A Learning Object is an individual unit of training; Online Class, Material, Session,

Object Event, Video, Test, or Curriculum. A Curriculum can contain multiple Learning
Objects (LOs) in a specific orderfor users to take.
4. Material A Material LO is a basic Learning Object type which can be used to represent

acknowledgement & requires users to mark them complete. Materials can support
PDFs, Word Documents, Powerpoint Decks, & URLs to externalssites.

5. Online Course

An Online Course is a SCORM package which surrounds the interactive learning
content. This allows the LMS (ORA LearnED) & the userto engage with the content
in new and more meaningful ways.

6. Session

A Sessionis a scheduled occurrence of an Event.

7. Subject

A Subjectis any topic or item of interest. Users can choose from a pre-determined
list and add Subjects to their Universal Profile Bio About page. These Subjects are
searchable in Learning Search. Subjects added to your Universal Profile Bio About
page also inform suggested training.

8. Statuses

Training onyour Transcript can be in severalstatuses, including “Registered”, “In
Progress”, “Past Due”, and “Completed”. These referto the state of a particular
item of training on your Transcript with regard to your progressin completing it. A
“Registered” status indicates that you have been assigned the training but have yet
to begintaking it. “Past Due” referstothe due date associated with the LO. When
training is in “Completed” status, it is moved automatically from your Active
Transcript to your Completed Transcript, providing a separate record forall of your

completed training.




9. Test

A Test is a Learning Object in the system which captures an assessment of certain
guestions or exercises. Thisis an examination completed online in ORA LearnED
which will then provide a record of completion on your Transcript.

10. Transcript

Every user has a personalized Transcript which enables the userto manage their
training. The Transcript displays the status of each Learning Object (LO) requested
by, assigned to, or required of the user, which allows the userto determine if the
training is pending, approved, denied, or many other potential statuses. Depending
on the training status, users can register, launch, and perform a variety of other
training functions directly from the Transcript.

11. Video Videos are supported as LOs in ORA LearnED, eitheras a URL or an uploadedfile.
12. Universal Every user has a Universal Profile, representing the central userinterface within
Profile the system. You can access all areas of your profile from this page.

13. Welcome Page

The Welcome Page is your landing page when you first access the system. It has
widgets and tools to give you easy access to the different areas of the portal that
you may frequent. You can always return to this page by clicking on the FDA logo in
the top left corner of the screen.




Request an ORA Training Account

This section shows a non-FDA learner how to register for an accountin ORA LearnED.

First, you will needto
land on the correct
browsing site. From
https://fdaoted.csod.com,

[ 9.y Office of Regulatory
Affairs Training System

H State/Local/Tribal/Territorial/Non-FDA Gov - Use your
CI ICk on th e b Utto n email address and password, then select Login.
“

RequeStan ORA Email Address

o . ”
Training Account.
Password
Login
FDA: PIV Card Login
Request an ORA Training Account

Forgot password?

Need help? Click here to email Appsdesk@fda.hhs.gov

Choose the option
that bestrepresents
your affiliation. Request an ORA Training System

account by clicking on one of the
links below that best represents your
affiliation:

State, Local, Tribal, Territorial Regulator-
Click Here

Government, Non-FDA - Click Here:

FDA Non-ORA Centers - Click Here.




and last name
and youremail
address, then

click Next.

1. Beforecreatinga YN ficeof Roguiatory
profile, you can oty o Search o
browse for -
o X Home Browse for Training Support
tralnlng If you Events Calendar
H g System - managed by OTED
WOUId Ilke' Hover g Browse for Training
overthetab Reduest a training account by clicking the settings icon () at the top right and click "Register".
Browse for
Training and Browse the training catalog by navigating to the "Find Training" navigation tab at the top of the screen and
select Events selecting "Browse for Training".
Calendar (toview
Scheduled k. Browse for Training
Sessions) or Adhinietrative
Browse for e
Communications
Training (to view
othertypes of
training).
2. Torequestan Y Offce of Regulatory
accou nt' hove r é":ﬁfé;}tﬂgoﬁy:?; Search &
OVerthe gear icon Home Browse for Training Support tealn I
in the topright peo
corner and select
Register. Request a training account by clicking the settings icon (#) at the top right and click "Register".
Browse the training catalog by navigating to the "Find Training" navigation tab at the top of the screen and
selecting "Browse for Training".
' Browse for Training
e Y
Administrative
* Biologics
| Communications
3. Onthefirst page,
enteryourfirst Iy U.S. FOOD & DRUG

ADMINISTRATION

Instructions: Please fill out the following fields to create a profile
with the FDA ORA Training System. If you receive an error
message that your email is already in use,

email Appsdesk@fda.hhs.gov.

Note: Please choose an Occupational Series Code that is similar
to your Position Title.

Cancel Next




4. Fill outall

required fields on
the second page.
Remember, inthe
UserlID field,
enteryouremail
address.

5.

Once you have
filled out all
fields, choose a

password. Click
Submit.

Back Cancel

Submit




Finally, you will
see this message
confirming that
your request has
been submitted.
Onceyour
account request
is approved, you
will be able to log
in using the same
email address and
password at:
https://fdaoted.c
sod.com.

Checkyour
registered email
account foran
approval email. If
your accountis
denied, you will
also be notified.

p2Y U.S. FOOD & DRUG

ADMINISTRATION

Instructions: Please fill out the following fields to create a profile
with the FDA ORA Training System. If you receive an error
message that your email is already in use,

email Appsdesk@fda.hhs.gov.

Note: Please choose an Occupational Series Code that is similar
to your Position Title.



https://fdaoted.c

Recognize Your Navigation Bar

This section shows a learner how to navigate to different pagesin the system.

7.

The Navigation
Menu runs along
the top of the
page, regardless
of where youare
in the Portal. It
will always be
available.

| 9 )1\ Office of Regulatory

Affairs Training System

Home  leamming  Connect

Transcript

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

m

8.

You can access
your profile by
hoveringover
Home and
clicking on
Universal Profile.

Affai

FDA i)”f.hcc of Rc"gulatory

irs Training System

Home  Leaming  Conmect  Get Help

Welcome

Universal Profile

Transcript

Search FoY

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

m

By clicking on the
“Gear” icon, you
can navigate to
Online Help and
My Account, and
Log Out.

me to the

mA Office of Regulatory
Affairs Training System

Home  leaming  Connect  Get Help

Transcript

— \ o
My Account I
Help

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Tra 129 Out
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA’s
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

m




Weicome to the

FDA Office of Regulatory
Affairs Training System

Managed by ORA/Office of T 3.

Ecucator T

10. UnderHome, you
can returnto the
Welcome Page.

Search o

Home  Leamnins Connect  Get Help

Welcome

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
Universal Profile System.
The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

Yiume)

Transcript m

e to the

mA Office of Regulatory
Affairs Training System

11. Under Learning,
you can access
My Dashboard,
find training using

Home  leaming  Connect  Get Help

My Dashboard
. Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
Learning Search,
Learning Search System.
cre ate Playl IStS, i The Office of Training, Education, and Development is your hub for FDA related educational
aylists
Vlew You r opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
T . t View Your Transcript mission along with those of our sister organizations, collaborative partners, and related key stakeholders.
ranscri p 4 ———— Your professional success is our priority.
browse the

Add External Training

Events Calendar,
and Add External
Training. Transcript Course Catalog

Welcome to the
mA Office of Regulatory
Affairs Training System

12. UnderGetHelp,
you can view a
“Contact Us”
custom page,
which displays
OTED contact
information and
some frequently

asked questions.

Home  Leaming Get Help

Contact Us

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

m

Transcript




13. To easily access
ComplianceWire,
click on that
button on the
Welcome Page.

e to the

A Office of Regulatory

Affairs Training System

Search o

eaming  Connect  Get Help

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's

mission along with those of our sister organizations, collaborative partners, and related key stakeholders.
\( ‘ Your professional success is our priority.

Transcript m




Use Global Search

This section shows a learner how to search for postings and training using Global Search.

1.

The search bar in
the top right
corner of your
screenis called
Global Search.
You will seeiton
every pagein
ORA LearnED.

2.

You can use
Global Search to
find training. Enter
the title or
keywords, then
pressenteror
click on the Search
button. Make sure
to selectthe
Training tab on
the lefthand side.

You can filter your
search to specific
Learning Object
types by selecting
a thumbnail image
on the lefthand
side.

We me 10 the
| 9 )Y Office of Regulatory
Affairs Training System

Home  Leaming

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

Transcript m

Global Search

Global Search

Show AH/
leadership Training

Training Clear
- LA 2
: i .

: U E E Training results (10)

o MG122R100: MG122L100 Presenters - Contact Information

PDF | OTED DMPLMT Online (0)

Refine search

=Pl MG122L100 Presenters - Contact Information
Connect . B L.
mma  MG3011: Resilient Leadership Training Program Cohort 11
_ Event | OTED DMPLMT 0
Online Help This eight-month virtual leadership development program equips ORA managers andsupervisors with the tools and

perspective to lead with calm, clarity, and conviction in themidst of accelerating change and complexity. Through virtual
instructor led training,webinars, and personal coaching, students will learn about a variety of topics related toResil..




3. Youcan also

search for Global Search
postingsin o Al
communities that launch Connect
you are part of. LR T
Enter a keyword, pecple
then pressenter / Connect results (2)
. Connect Clear
or click on the | am having trouble launching an online course. Can anyone
Search button. E_»l g "R P E' help?
Make sure tO ID‘SCL‘Sji.?’W | Lauren ‘N\tts‘tadt | L.?unchilwg allf!”n‘\ﬂé Course w
. am having trouble launching an online course. Can anyone help?

selectthe Connect Hree
tab on the 5y How to Launch Training from Transcript

. File | Taylor Horrocks | Cornerstone User Guides
|efthand SIde- #Featured #cornerstone #transcript #help

You can filter your
search to specific
types of postings
by selectinga
thumbnail image
on the lefthand
side.




Access Your User Guides

This section shows a learner how to access user guide documents relevant to their role.

1. Onthe

Navigation Bar,
hoverover
Connectand
select Knowledge
Bank.

elcome 1o the

‘ﬂnce of Regulatory

Affairs Training System

Home  leaming  Connect  GetHelf

Kiioetel Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

Transcript

2.

In the Knowledge
Bank, click on
Topics. Then,
click on the topic
called “ ORA
LearnED User
Guides.”

Knowledge Bank

Click on the

subtopic called
“Non-FDA
Learner”.

" Knowledge Bank Topics

Knowledge Bank

Options ¥
Main Topics Search within community

Non-FDA User Guides




To opena user
guide, click on
the name of the
posting. Then,
within the
posting, click on
the name of the
file. 1t will
downloadto your
desktop.

Non-FDA User Guides

Non-FDA User Guides

Manage Topic ¥ | Create Posting ™

Non-FDA Learner

Sort by Latest Reply ¥

Postings Author Replies Views Likes
B . [ ) COURTNEY
Li‘ Non-FDA Learner Guide -9 GEORGE 0 3 0

6/13/2022 8:50 PM

You can access
these userguides
at any time by
navigating back
to the Knowledge
Bank.

Welcome to the
mA Office of Regulatory
ffairs Training System
Svesson and Devlooment (OTED

Home Learning Connect [

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.




Access Your Transcript

This section shows a learner how to navigate to their Transcript.

1. Onthe Welcome
Page, click onthe
Transcript
button.

Welcome 1o the
| 9 1Y Office of Regulatory
Affairs Training System

Home  Lleamming  Connect

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

You can also get
to your
Transcript from
the Navigation
Menu by
hovering over
Learning then
clicking on “View
Your Transcript”.

FDA Office of Regulatory
Affairs Training System

Connect

Home  Leamning

My Dashboard
Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training

Learning Search

System.

— The Office of Training, Education, and Development is your hub for FDA related educational
aylists

opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's

View Your Transcript

mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

Events Calendar

Add External Training

Transcript

This is your
Transcript, which
providesa
summary of all
your training.
Whenyoufirst
access the
Transcript, you
land on the
Active
Transcript. Here,
you can manage
coursesyouare
currently taking.

To view courses
you have takenin

Change Active to C

d to view your C d learning, and change Completed to Active to view your In Progress learning.

o FISCAL YEAR ENDINC
9/30/2022

COST
10.17 HRS 300

\GGREGATE TRAINING COMPLETED

“\

Active ™ By Status ¥ All Types ™

v Active

Completed
Complete N: Communication Skills for Regulators

Archived 022 Status : Registered / Past Due

—




the past, select
Completed
Transcript.

4.

There are several
filtering options
available on your
Transcript.

You can sort your
Transcript by
Status, Due Date,
and Type.

You can also
Search for
Training within
your Transcript.

Change Active to Completed to view your Completed learning, and change Completed to Active to view your In Progress learning.

FISCAL YEAR ENDINC

9/30/2022

10.17 HRS

AGGREGATE TRAINING COMPLETED

Active ¥ By Status ™ All Types ™

Search Results

By Title
By Status
4 oon skills for Regulators
By Date Added red / Past Due

By Training Type

By Due Date

$.00

\




This section shows a learner how to complete training on their Transcript.

From your
Transcript,
Launch the
Learning Object,
eitherfromthe
button or drop-
down.

Change Active to Comp

to view your C learning, and change Completed to Active to view your In Progress learning.

FISCAL YEAR ENDINI S COST

9/30/2022 ¥ s.00

10.17 HRS

AGGREGATE TRAINING COMPLETE

Active ¥ By Date Added ¥ Online Class ¥

Search Results (3)

CC8011W: C icati

|

“ Launch

View Trai

Skills for Regulators

9
Status : Registered / Past Due

Introduction to OTED

Due : No Due Date _Status : Reqistered

[ Request

For some
Learning Objects,
including Videos
and Materials,
you will needto
mark yourself
complete to earn
credit. To do so,
click the Mark
Complete button
afteryou have
finished reading
or watching the
training.

AD103: Accounting Operations

Due : No Due Date  Status: In Progress

Y

Mark Complete ~

Online Courses
will openina
separate window.
If theyhave a
quiz component,
you must pass
the quiz in order
to be marked
complete. In
most cases, you
will have
unlimited
attempts.

D Launch - Google Chrome = (] X

@ corporatedproxy.csod.com/Ims/scorm/clientLMS/ScormFrames.aspx?aicc_sid=AICCEH407vlo_24WId-y1TQHWA®aicc_url=https://corporatedproxy.csod.com/LMS/scorm/aicc.aspx

FDA Reduced Oxygen Packaging - Final Assessment

Final Assessment

Question 1

Submit

Page 1 of 10




4. Sometimesyou
will be required
to provide your
electronic
signature to
complete a
Learning Object.
Whenthis is the
case, your status
will be Pending
Completion
Signature until
you click Sign.On
the Training
Details page, click
Sign again.

Attachment A
Due : No

Jue Date  Status : Pending Completion Signature

E—_—

In order to receive credit, you must complete the entire activity. Your e-signature is equivalent to your written signature and confirms that you have completed the activity referenced above.

Employee Test /

(Employee Test)

5. Whenyou've
finishedthe
Learning Object,
it will
automatically
transferfrom
your Active
Transcript to
your Completed
Transcript.

Change Active to Completed to view your Completed learning, and change Completed to Active to view your In Progress learning.

10.17 HRS

AGGREGATE TRAINING COMPLETE
Completed ¥ By Completion Date ¥

Search Results (20)

MG106: Personnel Practices for
l Completed : 11/16/2021  Status : Comple

Completed : 11/4/2021  Status : Comp!

FDA23D: Sample Collection (0JT)

N

YEAR ENDIN:

9/30/2022

All Types ¥

ew Supervisors
1

$.00

View Training D... \2

View Completio... v




Access Your Certificate of Completion

This section shows a learner how to access and download their Certificate of Completion.
1. From your Change Active to Completed to view your Completed learning, and change Completed to Active to view your In Progress learning.
Transcript, click the
ACtive dropdown 10.17 HRS ;."3(3{,";05\ ' 50:]
and select A 5‘15:5‘:-.H‘m‘. NING COMPLETED
Completed toview
Active ¥ By Date Added ™ All Types ™
your Completed
Transcript. This will v Adive
ShOW |a” y((j)u r /: j'\"lf[‘h‘ Prlac‘ticasl‘ :\pplica":im:ns for IORA Regulatory Field and Administrative Managers (Starts 1/27/2022)
Comp ete chived ue Date atus : Pending Approval
Learning Objects.
2. Toviewthe e MP10T: Basic Food and Drug Law (starts 10/8/2021) View Completio..  ~
completion Page L[] ompleted : 10/8/202 atus : Completed
of a Learning
Object, click View
Completion Page.
3. From the Training Learner Test  Transcript  Training Completion
Completion Page, Training C et
you can access ‘g Leamer Test raining Completion
yourcertiﬁcate You h leted 1111: Test Training Item!
. Oou nave complete : les rainin em:
and rate the B ° 9
tra|n|ng ETranscr\'pt
What's next?
| Actions
Rate This Training — | View My Certificate
o=
N —
4. You can view your Learner Test  Transcript  Training Completion
Certificate for o et
completed training. s Training Completion
Your own hame
. . Bio You have completed 1111: Test Training Item!
and information
W|” d|$p|ay |n the ETranscr\'pt
certificate. , What's next? /
| Actions
. . Rate This Training | View My Certificate
The certificate will . —
—
openin a separate l—
window and can be
downloaded.




Review Your Completed Training

This section shows a learner how to rate and review previously completed training.
1. From your Change Active to Completed to view your Completed learning, and change Completed to Active to view your In Progress learning
Transcript, click
FISCAL YEAR ENDIN OST
the Active 10.17 HRS 9/30/2022 $.00
dropdown and AGGREGATE TRAINING COMPLETE
select Completed
to V|eW you r Active ¥ By Date Added ¥ All Types ¥
Completed v Adive
Transcri pt, ThIS / ;‘Illr “ : Practical Applications for ORA Regulatory Field and Administrative Managers (Starts 1/27/2022)
rchive ie Date  Status : Pending Approval
will show all your —
completed
Learning Objects.

2. Toviewthe gms  MP101: Basic Food and Drug Law (Starts 10/8/2021) View Completio..
Comp|eti0n Page . Completed : 10/8/2021 Status : Completed
of a Learning
Object, click View
Completion Page.

3. From the Training Learner Test ' Transcript  Training Completion
Completion Page, o )
you can access ‘ @ lcmermt Training Completion

-
your Certificate o
and rate the . You have completed 1111: Test Training Item!
tra|n|ng | lETranscript
What's next?
| Actions
Rate This Training — | View My Certificate
o=
l —

4. Torate and review Leamer Test  Transcript  Training Completion
the training, click o )
on Rate This ‘ @ et Training Completion

-

Training.
g 5 You have completed 1111: Test Training Item!
| IETranscript
What's next?
| Actions
Rate This Training — View My Certificate

o=
l —




Choose a star
rating, add a title,
and write a
review. All fields
are required.

Then, click Submit
to finalize your
review.

You can edit your
rating at a later
date by returning
to the Training
Completion Page
and clicking on the
dropdown nextto
your rating then
selecting Edit.

MP101: Basic Food and Drug Law

Assign Star Rating

Title

Review

Training Completion

Close

have completed MP101: Basic Food and Drug Law!

Edit My Rating

View My Certificate




Download/Print Your Transcript

This section shows a learner how to print their Transcript to get an output of their training record.

1. Accessyour

Transcript. Click
on the Options
icon.

Select Print
Transcript. You
could also select
Export to PDF.

4} ¥ LeamerTest J Transcript Learner Test

Transcript: Learner Test

Change Active to Completed to view your Completed learning, and change Completed to Active to view your In P Add External Training

Export to PDF

Print Transcript
FISCAL YEAR ENDING COST l ?
9/30/2022 $.00 Run Transcript Report

8.2 HRS

E TRAINING COMPLETED

Filter by Training Status Sort by Filter by Training Type Search by Keyword

Active s Due Date ¥ All Types A

You will now see a
page listing your
Active Training.
Click Print.

3.

To download and
print a more
detailed report,
including training
that you have
completed, return
to your Transcript
and click on the
Optionsicon.

Select Run
Transcript Report.

Active Training: Learner Test

e T e e

MP102: Evidence Development (Starts 9/12/2022) Session None Pending Approval
FD8006W: CUS Unit 1 Online Class None In Progress
CC8011W Curriculum: Communication Skills for Regulators Curriculum None In Progress

[

4} > LeamnerTest » Transcript Learner Test

Transcript: Learner Test

Change Active to Completed to view your Completed learning, and change Completed to Active to view your In P Add External Training
Export to PDF

Print Transcript

l Run Transcript Report

FISCAL YEAR ENDINC COST
9/30/2022 $.00

'8.2HRS

AGGREGATE TRAINING COMPLETED

Filter by Training Status Sort by Filter by Training Type Search by Keyword

Active b Due Date ¥ All Types v




4. You can select

specific Learning
Objecttypes,
subjects, date

criteria, and more.

Fora
comprehensive
report, do not
make any
additional
selections. Click
Run Report.

The report will
immediately
download to your
desktop.

Subject(s)

® Date added to transcript

Training Start Date

D Training Completion Date (Sessions and External training will use End Date)

Select Range clear

Select

v Start Date

End Date

Advanced

J Include Associated Training (Curriculum Training and Pre or Post Work)

O Include Archived Training
[ Include Completed Training Only

O include Training Detail Information

Back

Run Report




View Your Scheduled Sessions

This section shows a learner how to view the Sessions for which they are scheduled in a calendar format.

1.

From the
Navigation Menu,
hoverover
Learning, then
Events Calendar.

Home  Leaming  Connect

My Dashboard
Learning Search
Playlists

View Your Transcript

Events Calendar

Ad External Training

Welcome 1o the
mA Office of Regulatory
Affairs Training System

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA’s
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

21O

L

2.

This is the Events
Calendar page
which showsthe
schedule of all

available Sessions.

You can filter the
Events Calendar
by Session
Instructor or
Location

Events Calendar

4 January, 2022 v
Su Mo TuWe Th Fr Sa
7 28 20 30 3 1
4 5 6 7 8
9 10 11 12 13 14 15
w6 17 18 10 2 2
23 24 25 % 277 B XN
031 2 3 45

2 3

Today: Thursday, January 20, 2022
Filters
Title
Session 1D
Location
all
Session Contact

All e
Session Instructor

All ;/

< January, 2022 »

) My Events

26 27 28 29 30 kX 1

® All Events

2 3 4 5 6 7 8

MG108: Personnel
Practices for New
Supervisors

A EST - Virtuz

9 10 11 12 13 14 15

3.

To view all the
Sessions thatyou
are registeredfor,
select My Events
instead of All
Events.

Home Learning Connect  Get Help
Events Calendar
< January, 2022 » Day  Week m Agenda
1 January, 2022 » ~
Su Mo Tu We Th Fr Sa ® AllEvents O My Events %
26 27 28 29 30 31 1
2 3 4 5 6 7 8 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
9 10 11 12 13 14 15
16 17 18 WE] 2 2 26 27 28 29 30 31 1
2242 36 02w 2 MP102: Evidence MG106: Personnel
30031 1 2 3 4 Development Practices for New
9.00 AM PST - Califomia Supervisors
Today: Thursday, January 20, 2022 900 AM EST - Virtual
MP118: Interviewing
Skills and Personal
Azt Safety Report
).00 AM EST - Virginia
Title
2 3 4 5 6 7 8
Session ID
- MP101: Basic Food Zoom_Testing_LCG_0- MG106: Personnel
Location and Drug Law ®11-30 AM EST Practices for New
Al a 10 AM EST - Virtual Supervisors




4. Differentstatuses
can also be
filtered on the
left-hand side.

You can switch to
a Day, Week, or

] January, 2022
Su Mo Tu We Th Fr
26 27 28 20 30 31
2 03 4 5 6 7
9 10 11 12 13 14
16 17 18 w0 g 2
23 24 25 26 27 28
03 1 2 3 4

Today: Thursday, January 20,

< January, 2022 >

/' Day  Week m Agenda

3

Sa O AllEvents @ My Events 2
1

8 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
15

P 26 27 28 29 30 31 1

29

2022

Filters

Agenda view Opendrd 2 3 4 5 6 7 8
. . & approve :

using the options e Fracies o e
. . xception Red. 900 AM EST - Virtual
in the top right Gregtares

O penie
corner. fe

5. Finally, you can ¢ January, 2022 > Day  Week Agenda

view Session © meaon

S Mo Tu WQ’ Th Fr Sa O AllEvents @ My Events ]

Details by clicking
on the title of any
of the scheduled
Sessions on the

page.

These Sessions
will also be
displayed on your
Active Transcript.

26 27 28 20 30 3
2 3 4 5 6 7
9 10 11 12 13 14
16 17 18 19 g 2
23 24 25 6 27 B8
311 2 3 4

1
8 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

15
2 26 27 28 29 30 31 1

29

5

Today: Thursday, January 20, 2022

Filters

Location

[an

2 3 4 5 6 7 8

MG106: Personnel
Practices for New
Supervisors

900 AM EST - Virtual

&




View Session Details

This section shows a learner how to view the details of Sessions for which they are already registered.
1. OntheWelcome

z)ﬂﬂxc;‘(‘:llkF;;‘guialory
. Affairs Training System
Page, click onthe Managed by ORAOce o Tramng earch b

Transcript button. o

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

Office of Regulatory

Affairs Training System

2. Youcanalso getto

your Transcript ) b
fromthe :
Home Learning Connect Get Help
Navigation Menu
My Dashboard
by h ove ring over Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
. Learning Search System.
Learnlng the n AR The Office of Training, Education, and Development is your hub for FDA related educational
R . aylists

C||Ck|ng on ”V|ew opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's

. ” w Your Transcript mission along with those of our sister organizations, collaborative partners, and related key stakeholders.
Your Transcript”. ¢ ¢ i

Your professional success is our priority.

Course Catalog m
3. Fromyour

gmmrs  MP101: Basic Food and Drug Law (Starts 1/25/2022 9:00 AM)
Transcri pt Se a rch . Due: No Due Date Status : Registered
: .

for a Session that
you are registered
for. Then click on
the title of the
training to view
the Session
Details.

Events Calendar

Add External Training

Transcript




4. The Session
Details page
provides
information like
date and time,
name of the
instructor,
prerequisites,
Commodity Area,
and more.

Session Details

SESSION

MP101

157

[# Tue Jan 25, 2022, 9:00 AM - 12:00 PM EST
Register by Wed, Jan 26, 2022, 9:00 AM EST

Virtual
USA

3 hours
English (US)

General Education

v @& @ Q@

View Training Details v




Search for Training

This section shows a learner how to search for training in the system.

1.

From the
Navigation Menu,
hoveroverthe
Learning tab &
select My
Dashboard.

Weicome to the
Office of Regulatory
Affairs Training System

FDA

Home  leaming  Connect  Get Help

My Dashboard

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training

Learning Search

System.

B The Office of Training, Education, and Development is your hub for FDA related educational
aylists
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA’s

View Your Transcript mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Eveiiti Cateindar Your professional success is our priority.

Add External Training

[ ]

Transcript

From My
Dashboard, you
can view training
recommendations,
see a high-level
overview of your
Transcript, and
browse for
training. Start
searching for
training by typing
into the search bar
at the top of the
page. Whenyou
pressenter, you
will land on
Learning Search.

mA Office of Regulatory
Affairs Training System o

Home  leaming  Connect  Get Help

Hi Learner! What would you like to learn today?

® 6 Completions

Z 8.2 Hours

Continue Learning

Your Subjects Add y ’ \
You don't have any subjects yet. Add a few to get \
better recommendations. - E

3.

You can also use
the Navigation
Bar to access
Learning Search
under Learning.

mA Office of Regulatory
Affairs Training System o

Home Connect

Learning

Get Help

My Dashboard

Hi Learner! What would you like to learn today?

Learning Search

6 Completions

Playlists
8.2 Hours

View Your Transcript

Continue Learning

Events Calendar

Your Add

Add External Training

You don'T have any Subjects yet. Add a few to get
better recommendations.




4. Learning Search

allows you to look
up Learning
Objects. Use the
title or key words

Filters

Learning Search

Q  management

Reset 75 Results [E Event Calendar
to search. You can SURATION -
use the filters on e . :
the lefthand side
MODALITY v . J y
to narrow your = - ‘
search. SUBJECT d Online Clas
AD101: Facilities LB8008W: Waste IM8015W: Firm IM8011W: Compliance
RATING ¥ Management Management Management Serv Management Serv
PROVIDER v S
Lo Mark C let L oo eoe
SHOW ONLY MOBILE ENABLED =S
5. Selectan Online .
. Filters Reset 75 Results Event Calendar
Class, Material,
Video. or DURATION v
’
Curriculumthat e g
you would like to MODALITY v =
=
take. SUBJECT v Material Online Class Online Class Online Class
AD101: Facilities LB8008W: Waste IM8015W: Firm IM8011W: Compliance
Clle on the RATING M Management Management Management Serv Management Serv
In Progress
Options button. PROVIDER ¥
Lad Mark Complete L L oo
You can SHOW ONLY MOBILE ENABLED
. . "’ ’ I > < - / Launch
immediately 5 B AN L
La h h Save for Later
unch the L
Add to Playlist
training, save it for :
later, oraddittoa
new Playlist.
If you save a
Learning Object
for later, you can
find it again on My
Dashboard.
6. For Events,you

will not see the
optionto Launch.
Instead, click
Requestto add
the Event to your
Transcript.

Event

MP100: New Hire
Fundamentals Clas

Completed

Select Session/

Event

MP118: Interviewing

Skills and Personal

3 hours

Request
Save for Later

Add to Playlist

Event

Test Event 10.27 -

prereqs
Approved

Select Session

Sample for Prerequisites

47 hours, 30 minutes




7. Note:If you click

Requeston a
specific Session,
you will be
automatically
placed onthe
Pending Approval
list. This does not
complete your
nomination or
imply that you
have been
selectedforthe
Session. You must
follow your local
proceduresto
registerfor the
Session.

Upcoming Sessions

Date (Ascending) N
JAN MP118
21 FriJan 21, 2022, 9:00 AM - 5:00 PM EST

JAN

28

Register by , 2022, 9:00 AM EST
1901 Research Blvd, Rockville MD, Internal

, Jar

English (US)

MP118

Fri, Jan 28, 2022, 3:00 AM - 5:00 PM EST
Register by Fri, Jan 28, 2022, 9:00 AM EST
1901 Research Blvd, Rockville MD, Internal

English (US)

10 Sessions

View Details

I

Request
Save for Later

Add to Playlist

EVENT

MP118: Interviewing Skills and Personal
Safety Report

Training is approved for registration.

Select a Session v




Add External Training

This section shows a learner how to submit a request to add External Training to their Transcript.
Thisis how learners can request credit for prerequisites that they have already completed.

1.

From the
Navigation Bar,
hoverover
Learning and
select Add
External Training.

2.

This form gives
you the
opportunity to
add training to
your record that
1) you have
already taken, and
2) is externalto
ORA LearnED.
Fill out all
required fields.

If you are
requestinga
prerequisite
override, make
sure to selectthat
option.

Click Submitwhen
theform s
complete.

=

me 1o the
Office of Regulatory
Affairs Training System

Home  leaming  Connect  Get Help
My Dashboard
Learning Search
Playlists
View Your Transcript
Events Calendar
Add External Training

Equivalent OTED Course ID
| ER324

Is this a prerequisite for another OTED course? *

® yes
no

If yes, which OTED course?

N

| ER325

Proof of Completion *

sample_certificate (1).jpg

4 253098 {x]

Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training
System.

The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professlonal success is our priority.

EREE

Select a file

Cancel




Aftersubmitting
the form, you will
land on your

Active Transcript.

Find the title of
the training you
just submitted
and click Mark
Complete.

Tip: It helps to
filter by date
added.

Active ™ By Date Added ¥ All Types ™

Search Results (47)

ER324: Epi-Ready for Response Teams
Due : No Due Date  Status : Registered
L

Mark Complete v

4.

The training will
now be in a
Pending
Completion
Approval status.
You will be
notified by email
whetheryour
requestwas
approved or
denied.

ER324: Epi-Ready for Response Teams

Due : No Due Date  Status : Pending Completion Approval
Fl

View Training D... -




Create and Follow Playlists

This section shows a learner how to create their own Playlist and follow other Playlists.

1. From the mA ;)‘Muc;’oll F‘zvc;‘gula(ory
. . Affairs Training System
Navigation Bar, : r &
hoverover

Home  leaming  Connect  Get Help

Learning and
select Playlists.

My Dashboard
Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training

Learning Search

System.
o The Office of Training, Education, and Development is your hub for FDA related educational
laylists

opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's

View Your Transcript mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

Your professional success is our priority.

NERAEE

April's Playlists p——

Events Calendar

Add External Training

2. Click on Create @ Aprits Playiss
New to start
creating a Playlist.

Created Followed

3. Enteranamefor
the Playlist and

click Create. Create New Playlist

Playlist Name* /

Cancel \m




4. Inthe Playlist Playlist
builder, click Edit My PIayllst
toadd a
description.
PRIVATE ITEMS LAST UPDATED FOLLOWERS
0 January 21, 2022 0
Description Edit
Playlist E =
5. Toadd Learning
Objects from the Playlist u =
catalog toyour
Playlist, start
typing a title or =t Add From Catalog
keywordinto the
. Q
search bar. This P
search bar uses MP219R200: MP219-12
predictive search, Video adminutes
which means that The purpose of this course (consisting of several recorded segments)is to familiarize investigators/analysts with the intricacies of ...
corresponding MP219R200: MP219-09
results will appear Video 10 mindtes » ‘ S S
type The purpose of this course (consisting of several recorded segments)is to familiarize investigators/analysts with the intricacies of ...
as you .
MP219R200: MP219-07
F|nd the Learning Video 12 minutes
The purpose of this course (consisting of several recorded segments)is to familiarize investigators/analysts with the intricacies of ...
Obiect , purp: 9 g 9 Y
jectyou re
looking forand
click on its title.
6. Adda commentif

you would like to
explainwhyyou
foundthis
Learning Object
valuable. Then,
click Add to
Playlist.

<=t Add From Catalog

‘\!1 MP127R100: MP127RW
= VJ Video 2 hours, 4 minutes

This training course will help teach personnel how to become effective witnesses

Comment /

Cancel

. @ Add to Playlist




7. Onceyou have
addedthe
Learning Objects
youwant to
include in your
Playlist, you can
click on the small
arrows to move
training up and
downin the list.
Or you can click
on the x icon to
remove a Learning
Objectfrom the
Playlist.

N

V

ls ‘,‘.*-‘

Video
MP219R200: MP219-06
Security Considerations

30 minutes

VN v X 000

f

8. Ifyouwantothers
to be able to view
your Playlist, click
on the Private
button. If the
buttonis grayed
out withan x,
your Playlistis
public.

D > April's Playlists

Playlist

My Playlist

PRIVATE ITEMS LAST UPDATED FOLLOWERS
3 Today 0

9. Theoptionsiconin
the top right
corner allows you
to share, delete,
and copy your
Playlist.

@ > April's Playlists

Playlist

My Playlist

PRIVATE ITEMS LAST UPDATED FOLLOWERS

3 Today 0

Video
MP219R200: MP219-04 Health
Considerations

1 hour, 4 minutes

V'S v

Follow ﬂ

Follow

Share
Delete

Copy




10. To browse for
other Playlists,
use the
Navigation Bar to
hoverover
Learning and
select Learning
Search.

11. Find the “Type”
filter on the
lefthand side and
select Playlist.

12. Whenyoufind a
Playlistthat you
are interestedin,
click on the title.
Then, select
Follow.

You can returnto
Playlists that you
follow by
navigating to
Learning >
Playlists and
selectingthe
“Followed” tab.

Welcome to the
mA Office of Regulatory
Affairs Training System

Filters Reset
DURATION v
TYPE A

Curriculum (61)
Event (203)
Material (169)

Online Class (333)

Playlist (4)gffyue®

Test (1)

Video (36)
Filters Reset
DURATION W
TYPE A

Curriculum (14)
Event (25)

External Content (1)
Material (157)
Online Class (314)
Playlist (7)

Test (11)

Video (38)

D > Rebecca's Playlists

Playlist

Food Safety

ITEMS
5 December 21, 2021

LAST UPDATED

807 Results

FD304W100: FD304
Module 9 - Cratel

567 Results

Test Event AE

FOLLOWERS
0

DV210W100: MP3_Dry
Heat Sterilizatior

Tearhing Search

[E] Event Calendar

DV210W100: MP4_Moist
Heat Sterilization

FD8006W: CUS Unit 1

os0 Launch L]

(] Event Calendar

/| u‘ll-\“.kl

MP219R200: MP219-12

Sample Collections (0JT)

Follow n




Take a Test

This section shows a learner how to launch and submit a test.

Transcript, click
Launch Test.

me 1o the
1. In mOSt Cases, mA Office of Regulatory
. Affairs Training System
Tests will be 2 o #
d Irect |y ass Ig ne d Home Learning Connect Get Help
to your Transcript. r
My Dashboard
Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Trainin
Hoverover c i i 3
. Learning Search System.
Learnlng on the o The Office of Training, Education, and Development is your hub for FDA related educational
laylists
Navigation Bar opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
d I t V. View.Your Transcript mission along with those of our sister organizations, collaborative partners, and related key stakeholders.
andselec lew — Your professional success is our priority.
Your Transcript.
Add External Training
2. Fromyour PS Test

Due: No Due Date  Status ; Registered

3.

The first page will
provide
instructions and a
warning to avoid
using browser
buttonsto
navigate the test.
You will needto
use the buttonsat
the bottom of
each page. Click
Continue once
you have read the
instructions.

Welcome 1o the
mA Office of Regulatory

Affairs Training System

Affairs Trainir o

Home Learning Connect Get Help

Examination Instructions

Take the test and pass it!

Warning:

Please do not use your Browser buttons to navigate in the Test.

Please use the navigation buttons at the bottom of each page.

Your test answers will not be recorded if you navigate using the Browser buttons.

o

Cancel Continue




4, Answerthe

guestionsin each
section, using the
Nextbutton at the
bottom of each
page to move
forward.

[ Save /| Return Later ] [ Summary Next » ]

5. Ifyouare unsure
of the correct Question 1 of 2.
answerto a True or false: Sunday is the first day of the week.
guestion, click on True False
the “Mark for ©
follow UD" button Mark for follow up
to flag the
guestion for
review.

6. Whenyou reach Question 2 of 2.
the final section of | s e sky biue?
the test, click Yes No
Summary. ® C

[ Mark for follow up
You can also click
Save/Return Later [ Save ! Return Later ] [ Summary ]
if necessary. In
most cases, you
will have
unlimited time.
7. Toreturntoa Test Review

section, click on
the Go to Section
option. Whenyou
are readyto
complete the test,
click Submit Final
Answers.

Any questions that you marked for follow up are noted with a flag. You may go to a section by clicking on the link in the Options column

FOLLOW UP SECTION ANSWERED OPTIONS
How to Lof i Go to Section
Question 1 of 4 Answered
How to Set Up Test 30f3 Go to Section
" Question 2 af 4 Answered

Question 3 af 4 Answered
Question 4 of 4 Answered

Submit Final Answers.




. You can nowview
your reSUItS' TO Questions on Test: 3
rEViEW details Questions Correct: 3
4 Questions Incorrect: 0
such as which Percent Correct: 100%
. Passing Score: 80%
questions were Pass/Fail: p..md,
incorrect, click s e s
Review. Wher
you have finished Section 1: 100% (3 Out Of 3)
. . th Overall Score: 100% (3 Qut Of 3)
reviewingine
results, click
Done.




Navigate the Cornerstone Q&A Community

This section shows a learner how to create postings and interact with othersin Communities.

Community, soit
will display under
My Communities.
In the future, you
may become a
member of
additional
Communities.
Click on the title
to enterthe
Community.

1. From the Office of Regulatory
. . Affairs Training System

Navigation Bar, : o d

hoverover R

Connectand Knowedge B
Welcome to the Food and Drug Administration’s (FDA) Office of Regulatory Affairs Training

selectAll :

ystem.

Commu nities, The Office of Training, Education, and Development is your hub for FDA related educational
opportunities. Our goal is to provide our regulatory partners with high quality learning to support FDA's
mission along with those of our sister organizations, collaborative partners, and related key stakeholders.

"""""""""" Your professional success is our priority.
Transcript m
2. Youwill Communis
automatically be a ...
All Communities
member of the
Cornerstone Q&A

My Communities

Cornerstone Q&A Community /

This community provides answers to frequently asked questions that users may ask regarding subject areas in the
Cornerstone Learning Management System.

adadd




3. Onthe main page Cornerstone Q&A Community Options ™
of the Community,
youwill seea
discussion feed.
He re,youcan CIiCk 0 This community provides answers to frequently

. asked questions that users may ask regarding
on the Like button subject areas in the Cornerstone Learning
to like other

Management System
’ .
members 9848 MEMBERS  View all

Main Topics Members ‘ Search within community

‘ Create a discussion posting (e.g. "Title Text" Body text...) ‘ @ 00

. AMANDA SMITH has created the discussion: How to add external training? [ ] [ ] [ ] [ ] [ ] [ ] [ ]
pOStIngS' You can a How to add external training? ;| e e ,a A, a &
also use the 6/23/2022 11:24 AM Py ® PY P ® Py P
“« ; & & A e e e e

Share your Like
"h o © o & o o o
comment OX to Share your comment.. ‘ -aaa aasaasaaas
reply to another
[
memberof the
. . AMANDA SMITH has created the discussion: Testing
Community. R | Testing
. 6/23/2022 11:17 AM
create your own He
discussion posting
using the bar at
the top.

4. Tofind E)?stlng.s Cornerstone Q&A Community Options ~
on specifictopics, —
click on the Topics
button N fobic Members |Searchwithm community

o This community provides answers to frequently
asked questions that users may ask regarding

5. Click on the title of
a topic to view
subtopics.

Cornerstone Q&A Community

Options ¥
Main Topics Members Search within community

Administrative Learning

Technical Assistance




6.

In the subtopics,
you’ll be able to
locate specific
postings. Click on
the title of a
subtopic.

Learni ng Manage Topic ¥ Create Posting ¥

Search within topic |

Adding External Training Certificates

- -

Launching an Online Course

- -

Searching the Catalog

Self-Registration

-

From here, you
can view others’
postings and
create your own.
To do so, click
Create Posting,
then choose the
type of posting
you’d like to
create.

Enter a Title and
Body, then attach
links or files if
necessary. You
can also add tags
relatedto the
contentof your
posting. To
submit, click
Done.

SearChing the Catalog Manage Topic ¥ Create Posting ™

Create Discussion

Create File

Search within topic

Create Q&A

Sort by Latest Reply ¥ Filter By Tag ¥

Create Suggestion

Views

Replies

Tags
Add a tag

Add Existing Tags

Cancel




Frequently Asked Questions

This section provides responses to common user questions.

1. Ifl can no longerattenda Sessionthat | am You should withdraw from the Session. To do so, go to your Active

registered for, whatshould | do? Transcript and find the Session that you cannot attend. Instead of
saying “Launch,” the blue button should say “Withdraw.” Click on
that button. You will be prompted to select a reason for withdrawal
and entera comment, then you can submit. You will nolonger be
registered forthe Session.
Note: Withdrawing from a Sessionin ORA LearnED does notremove
the meetinginvitation from your Outlook calendar. If you would like
to remove it, you must do so within Outlook.

2. How can | upload a profile photo? On anypage in ORA LearnED, you will see a small gearicon in the
top right corner. Hover over thaticon and select My Account. This
will bring youto the Preferences page of My Account. Find the
existing profile photo and click on the dropdown arrow in the top
right corner. Select “Change.” From here, you can upload and save a
new profile photo. Keepin mind that everyone willbe able to see
this photoin ORA LearnED.

3. ORA LearnED says | haven’tcompleted the Page 34 of this userguide describesthe process for submitting
prerequisites fora Session, but| did take the External Training. Use this tool to submit proof of completion, and if
required coursesin the past. What do| do? this is approved, you will be marked complete forthe prerequisites.

4. Where can | find Certificates of Completion? Navigate to your Completed Transcript. Find the Learning Object
and click on the button to View Training Completion Page. This page
will display a link to launch your Certificate.

5. lam taking a Curriculum, and | do nothave the | Itis most likely that the Curriculum enforces sequencing, meaning
optionto launch several of the Learning that you must complete individual courses or entire sections of the
Objects. What s the problem? Curriculum before movingon. If the Learning Objects have a status

of “Pending Prior Training,” this is definitely the case. Start at the
beginning of the Curriculum and make sure that you have
completed everythingin order.

6. How dol find a list of the required prerequisites | Prerequisites willbe displayed from the Training Details page of a
fora Learning Object? Learning Object. Thisis the page that appears whenyou click on the

title of a Learning Object from Learning Search. For Sessions, they
also display on the Session Details page, which you can access by
clicking on the title of a Session from the Events Calendar.

7. What if my account requestis denied?

8. How dolresetmy password?

9. Whenl try to register, the system says an
account already exists with that email address.

What do | do?
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	Non-FDA Learner System Overview 

	This section provides a brief introduction to your role in ORA LearnED. 
	This section provides a brief introduction to your role in ORA LearnED. 

	This system stores & tracks your training. You will log into the portal by navigating to https://fdaoted.csod.com and clicking on the button “Request an ORA Training Account.” You will then need to choose from three options: 1) State, Local, Tribal, Territorial Regulator; 2) Non -ORA FDA Centers; or 3) Government, Non-FDA. After you make your selection, you will be redirected to your anonymous browsing page in ORA LearnED. From here, you can browse for training, view the Events Calendar, and register for an
	This system stores & tracks your training. You will log into the portal by navigating to https://fdaoted.csod.com and clicking on the button “Request an ORA Training Account.” You will then need to choose from three options: 1) State, Local, Tribal, Territorial Regulator; 2) Non -ORA FDA Centers; or 3) Government, Non-FDA. After you make your selection, you will be redirected to your anonymous browsing page in ORA LearnED. From here, you can browse for training, view the Events Calendar, and register for an


	ORA LearnED: Glossary 
	ORA LearnED: Glossary 
	ORA LearnED: Glossary 

	This section provides definitions of common ORA LearnED terminology. 
	This section provides definitions of common ORA LearnED terminology. 

	1. Curriculum 
	1. Curriculum 
	A Curriculum is a Learning Object which is made up of an association of other Learning Objects. 

	2. Event 
	2. Event 
	An Event is a Learning Object which represents Instructor-Led Training (ILT) or Virtual Instructor-Led Training (vILT), given to users with credit tracked in the system. 

	3. Learning Object 
	3. Learning Object 
	A Learning Object is an individual unit of training; Online Class, Material, Session, Event, Video, Test, or Curriculum. A Curriculum can contain multiple Learning Objects (LOs) in a specific order for users to take. 

	4. Material 
	4. Material 
	A Material LO is a basic Learning Object type which can be used to represent acknowledgement & requires users to mark them complete. Materials can support PDFs, Word Documents, Powerpoint Decks, & URLs to external sites. 

	5. Online Course 
	5. Online Course 
	An Online Course is a SCORM package which surrounds the interactive learning content. This allows the LMS (ORA LearnED) & the user to engage with the content in new and more meaningful ways. 

	6. Session 
	6. Session 
	A Session is a scheduled occurrence of an Event. 

	7. Subject 
	7. Subject 
	A Subject is any topic or item of interest. Users can choose from a pre -determined list and add Subjects to their Universal Profile Bio About page. These Subjects are searchable in Learning Search. Subjects added to your Universal Profile Bio About page also inform suggested training. 

	8. Statuses 
	8. Statuses 
	Training on your Transcript can be in severalstatuses, including “Registered”, “In Progress”, “Past Due”, and “Completed”. These refer to the state of a particular item of training on your Transcript with regard to your progress in completing it. A “Registered” status indicates that you have been assigned the training but have yet to begin taking it. “Past Due” refers to the due date associated with the LO. When training is in “Completed” status, it is moved automatically from your Active Transcript to your

	9. Test 
	9. Test 
	A Test is a Learning Object in the system which captures an assessment of certain questions or exercises. This is an examination completed online in ORA LearnED which will then provide a record of completion on your Transcript. 

	10. Transcript 
	10. Transcript 
	Every user has a personalized Transcript which enables the user to manage their training. The Transcript displays the status of each Learning Object (LO) requested by, assigned to, or required of the user, which allows the user to determine if the training is pending, approved, denied, or many other potential statuses. Depending on the training status, users can register, launch, and perform a variety of other training functions directly from the Transcript. 

	11. Video 
	11. Video 
	Videos are supported as LOs in ORA LearnED, either as a URL or an uploaded file. 

	12. Universal Profile 
	12. Universal Profile 
	Every user has a Universal Profile, representing the centraluser interface within the system. You can access all areas of your profile from this page. 

	13. Welcome Page 
	13. Welcome Page 
	The Welcome Page is your landing page when you first access the system. It has widgets and tools to give you easy access to the different areas of the portal that you may frequent. You can always return to this page by clicking on the FDA logo in the top left corner of the screen. 


	Request an ORA Training Account 
	Request an ORA Training Account 
	Request an ORA Training Account 

	This section shows a non-FDA learner how to register for an account in ORA LearnED . 
	This section shows a non-FDA learner how to register for an account in ORA LearnED . 

	First, you will need to land on the correct browsing site. From https://fdaoted.csod.com, click on the button “Request an ORA Training Account.” 
	First, you will need to land on the correct browsing site. From https://fdaoted.csod.com, click on the button “Request an ORA Training Account.” 
	TD
	Figure


	Choose the option that best represents your affiliation. 
	Choose the option that best represents your affiliation. 
	TD
	Figure


	1. Before creating a profile, you can browse for training if you would like. Hover over the tab Browse for Training and select Events Calendar (to view scheduled Sessions) or Browse for Training (to view other types of training). 
	1. Before creating a profile, you can browse for training if you would like. Hover over the tab Browse for Training and select Events Calendar (to view scheduled Sessions) or Browse for Training (to view other types of training). 
	TD
	Figure


	2. To request an account, hover over the gear icon in the top right corner and select Register. 
	2. To request an account, hover over the gear icon in the top right corner and select Register. 
	TD
	Figure


	3. On the first page, enter your first and last name and your email address, then click Next. 
	3. On the first page, enter your first and last name and your email address, then click Next. 
	TD
	Figure


	4. Fill out all required fields on the second page. Remember, in the User ID field, enter your email address. 
	4. Fill out all required fields on the second page. Remember, in the User ID field, enter your email address. 
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	5. Once you have filled out all fields, choose a password. Click Submit. 
	5. Once you have filled out all fields, choose a password. Click Submit. 
	TD
	Figure
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	Figure
	6. Finally, you will see this message confirming that your request has been submitted. Once your account request is approved, you will be able to log in using the same email address and password at: 
	. 
	https://fdaoted.c sod.com

	Check your registered email account for an approval email. If your account is denied, you will also be notified. 

	Recognize Your Navigation Bar 
	Recognize Your Navigation Bar 
	Recognize Your Navigation Bar 

	This section shows a learner how to navigate to different pages in the system. 
	This section shows a learner how to navigate to different pages in the system. 

	7. The Navigation Menu runs along the top of the page, regardless of where you are in the Portal. It will always be available. 
	7. The Navigation Menu runs along the top of the page, regardless of where you are in the Portal. It will always be available. 
	TD
	Figure


	8. You can access your profile by hovering over Home and clicking on Universal Profile. 
	8. You can access your profile by hovering over Home and clicking on Universal Profile. 
	TD
	Figure


	9. By clicking on the “Gear” icon, you can navigate to Online Help and My Account, and Log Out. 
	9. By clicking on the “Gear” icon, you can navigate to Online Help and My Account, and Log Out. 
	TD
	Figure


	10. Under Home, you can return to the Welcome Page. 
	10. Under Home, you can return to the Welcome Page. 
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	11. Under Learning, you can access My Dashboard, find training using Learning Search, create Playlists, View Your Transcript, browse the Events Calendar, and Add External Training. 
	11. Under Learning, you can access My Dashboard, find training using Learning Search, create Playlists, View Your Transcript, browse the Events Calendar, and Add External Training. 
	TD
	Figure


	12. Under Get Help, you can view a “Contact Us” custom page, which displays OTED contact information and some frequently asked questions. 
	12. Under Get Help, you can view a “Contact Us” custom page, which displays OTED contact information and some frequently asked questions. 
	TD
	Figure


	13. To easily access ComplianceWire, click on that button on the Welcome Page. 
	13. To easily access ComplianceWire, click on that button on the Welcome Page. 
	TH
	Figure


	Use Global Search 
	Use Global Search 

	This section shows a learner how to search for postings and training using Global Search. 
	This section shows a learner how to search for postings and training using Global Search. 

	1. The search bar in the top right corner of your screen is called Global Search. You will see it on every page in ORA LearnED. 
	1. The search bar in the top right corner of your screen is called Global Search. You will see it on every page in ORA LearnED. 
	TD
	Figure


	2. You can use Global Search to find training. Enter the title or keywords, then press enter or click on the Search button. Make sure to select the Training tab on the lefthand side. You can filter your search to specific Learning Object types by selecting a thumbnail image on the lefthand side. 
	2. You can use Global Search to find training. Enter the title or keywords, then press enter or click on the Search button. Make sure to select the Training tab on the lefthand side. You can filter your search to specific Learning Object types by selecting a thumbnail image on the lefthand side. 
	TD
	Figure



	Figure
	3. You can also search for postings in Communities that you are part of. Enter a keyword, then press enter or click on the Search button. Make sure to select the Connect tab on the lefthand side. 
	You can filter your search to specific types of postings by selecting a thumbnail image on the lefthand side. 
	Access Your User Guides 
	Access Your User Guides 
	Access Your User Guides 

	This section shows a learner how to access user guide documents relevant to their role. 
	This section shows a learner how to access user guide documents relevant to their role. 

	1. On the Navigation Bar, hover over Connect and select Knowledge Bank. 
	1. On the Navigation Bar, hover over Connect and select Knowledge Bank. 
	TD
	Figure


	2. In the Knowledge Bank, click on Topics. Then, click on the topic called “ ORA LearnED User Guides.” 
	2. In the Knowledge Bank, click on Topics. Then, click on the topic called “ ORA LearnED User Guides.” 
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	Figure


	3. Click on the subtopic called “Non-FDA Learner”. 
	3. Click on the subtopic called “Non-FDA Learner”. 
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	Figure


	4. To open a user guide, click on the name of the posting. Then, within the posting, click on the name of the file. It will download to your desktop. 
	4. To open a user guide, click on the name of the posting. Then, within the posting, click on the name of the file. It will download to your desktop. 
	TD
	Figure


	5. You can access these user guides at any time by navigating back to the Knowledge Bank. 
	5. You can access these user guides at any time by navigating back to the Knowledge Bank. 
	TD
	Figure


	Access Your Transcript 
	Access Your Transcript 

	This section shows a learner how to navigate to their Transcript. 
	This section shows a learner how to navigate to their Transcript. 

	1. On the Welcome Page, click on the Transcript button. 
	1. On the Welcome Page, click on the Transcript button. 
	TD
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	2. You can also get to your Transcript from the Navigation Menu by hovering over Learning then clicking on “View Your Transcript”. 
	2. You can also get to your Transcript from the Navigation Menu by hovering over Learning then clicking on “View Your Transcript”. 
	TD
	Figure


	3. This is your Transcript, which provides a summary of all your training. When you first access the Transcript, you land on the Active Transcript. Here, you can manage courses you are currently taking. To view courses you have taken in 
	3. This is your Transcript, which provides a summary of all your training. When you first access the Transcript, you land on the Active Transcript. Here, you can manage courses you are currently taking. To view courses you have taken in 
	TD
	Figure


	the past, select Completed Transcript. 
	the past, select Completed Transcript. 

	4. There are several filtering options available on your Transcript. You can sort your Transcript by Status, Due Date, and Type. You can also Search for Training within your Transcript. 
	4. There are several filtering options available on your Transcript. You can sort your Transcript by Status, Due Date, and Type. You can also Search for Training within your Transcript. 
	TD
	Figure


	Complete Your Training 
	Complete Your Training 

	This section shows a learner how to complete training on their Transcript. 
	This section shows a learner how to complete training on their Transcript. 

	1. From your Transcript, Launch the Learning Object, either from the button or drop-down. 
	1. From your Transcript, Launch the Learning Object, either from the button or drop-down. 
	TD
	Figure


	2. For some Learning Objects, including Videos and Materials, you will need to mark yourself complete to earn credit. To do so, click the Mark Complete button after you have finished reading or watching the training. 
	2. For some Learning Objects, including Videos and Materials, you will need to mark yourself complete to earn credit. To do so, click the Mark Complete button after you have finished reading or watching the training. 
	TD
	Figure


	3. Online Courses will open in a separate window. If they have a quiz component, you must pass the quiz in order to be marked complete. In most cases, you will have unlimited attempts. 
	3. Online Courses will open in a separate window. If they have a quiz component, you must pass the quiz in order to be marked complete. In most cases, you will have unlimited attempts. 
	TD
	Figure


	4. Sometimes you will be required to provide your electronic signature to complete a Learning Object. When this is the case, your status will be Pending Completion Signature until you click Sign. On the Training Details page, click Sign again. 
	4. Sometimes you will be required to provide your electronic signature to complete a Learning Object. When this is the case, your status will be Pending Completion Signature until you click Sign. On the Training Details page, click Sign again. 
	TD
	Figure


	5. When you’ve finished the Learning Object, it will automatically transfer from your Active Transcript to your Completed Transcript. 
	5. When you’ve finished the Learning Object, it will automatically transfer from your Active Transcript to your Completed Transcript. 
	TD
	Figure


	Access Your Certificate of Completion 
	Access Your Certificate of Completion 

	This section shows a learner how to access and download their Certificate of Completion. 
	This section shows a learner how to access and download their Certificate of Completion. 

	1. From your Transcript, click the Active dropdown and select Completed to view your Completed Transcript. This will show all your completed Learning Objects. 
	1. From your Transcript, click the Active dropdown and select Completed to view your Completed Transcript. This will show all your completed Learning Objects. 
	TD
	Figure


	2. To view the Completion Page of a Learning Object, click View Completion Page. 
	2. To view the Completion Page of a Learning Object, click View Completion Page. 
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	Figure


	3. From the Training Completion Page, you can access your Certificate and rate the training. 
	3. From the Training Completion Page, you can access your Certificate and rate the training. 
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	4. You can view your Certificate for completed training. Your own name and information will display in the certificate. The certificate will open in a separate window and can be downloaded. 
	4. You can view your Certificate for completed training. Your own name and information will display in the certificate. The certificate will open in a separate window and can be downloaded. 
	TD
	Figure


	Review Your Completed Training 
	Review Your Completed Training 

	This section shows a learner how to rate and review previously completed training. 
	This section shows a learner how to rate and review previously completed training. 

	1. From your Transcript, click the Active dropdown and select Completed to view your Completed Transcript. This will show all your completed Learning Objects. 
	1. From your Transcript, click the Active dropdown and select Completed to view your Completed Transcript. This will show all your completed Learning Objects. 
	TD
	Figure


	2. To view the Completion Page of a Learning Object, click View Completion Page. 
	2. To view the Completion Page of a Learning Object, click View Completion Page. 
	TD
	Figure


	3. From the Training Completion Page, you can access your Certificate and rate the training. 
	3. From the Training Completion Page, you can access your Certificate and rate the training. 
	TD
	Figure


	4. To rate and review the training, click on Rate This Training. 
	4. To rate and review the training, click on Rate This Training. 
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	Figure


	5. Choose a star rating, add a title, and write a review. All fields are required. Then, click Submit to finalize your review. 
	5. Choose a star rating, add a title, and write a review. All fields are required. Then, click Submit to finalize your review. 
	TD
	Figure


	6. You can edit your rating at a later date by returning to the Training Completion Page and clicking on the dropdown next to your rating then selecting Edit. 
	6. You can edit your rating at a later date by returning to the Training Completion Page and clicking on the dropdown next to your rating then selecting Edit. 
	TD
	Figure


	Download/Print Your Transcript 
	Download/Print Your Transcript 

	This section shows a learner how to print their Transcript to get an output of their training record. 
	This section shows a learner how to print their Transcript to get an output of their training record. 

	1. Access your Transcript. Click on the Options icon. Select Print Transcript. You could also select Export to PDF. 
	1. Access your Transcript. Click on the Options icon. Select Print Transcript. You could also select Export to PDF. 
	TD
	Figure


	2. You will now see a page listing your Active Training. Click Print. 
	2. You will now see a page listing your Active Training. Click Print. 
	TD
	Figure


	3. To download and print a more detailed report, including training that you have completed, return to your Transcript and click on the Options icon. Select Run Transcript Report. 
	3. To download and print a more detailed report, including training that you have completed, return to your Transcript and click on the Options icon. Select Run Transcript Report. 
	TD
	Figure



	Figure
	4. You can select specific Learning Object types, subjects, date criteria, and more. For a comprehensive report, do not make any additional selections. Click Run Report. 
	The report will 
	immediately download to your desktop. 
	View Your Scheduled Sessions 
	View Your Scheduled Sessions 
	View Your Scheduled Sessions 

	This section shows a learner how to view the Sessions for which they are scheduled in a calendar format. 
	This section shows a learner how to view the Sessions for which they are scheduled in a calendar format. 

	1. From the Navigation Menu, hover over Learning, then Events Calendar. 
	1. From the Navigation Menu, hover over Learning, then Events Calendar. 
	TD
	Figure


	2. This is the Events Calendar page which shows the schedule of all available Sessions. You can filter the Events Calendar by Session Instructor or Location 
	2. This is the Events Calendar page which shows the schedule of all available Sessions. You can filter the Events Calendar by Session Instructor or Location 
	TD
	Figure


	3. To view all the Sessions that you are registered for, select My Events instead of All Events. 
	3. To view all the Sessions that you are registered for, select My Events instead of All Events. 
	TD
	Figure


	4. Different statuses can also be filtered on the left-hand side. You can switch to a Day, Week, or Agenda view using the options in the top right corner. 
	4. Different statuses can also be filtered on the left-hand side. You can switch to a Day, Week, or Agenda view using the options in the top right corner. 
	TD
	Figure


	5. Finally, you can view Session Details by clicking on the title of any of the scheduled Sessions on the page. These Sessions will also be displayed on your Active Transcript. 
	5. Finally, you can view Session Details by clicking on the title of any of the scheduled Sessions on the page. These Sessions will also be displayed on your Active Transcript. 
	TD
	Figure


	View Session Details 
	View Session Details 

	This section shows a learner how to view the details of Sessions for which they are already registered. 
	This section shows a learner how to view the details of Sessions for which they are already registered. 

	1. On the Welcome Page, click on the Transcript button. 
	1. On the Welcome Page, click on the Transcript button. 
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	Figure


	2. You can also get to your Transcript from the Navigation Menu by hovering over Learning then clicking on “View Your Transcript”. 
	2. You can also get to your Transcript from the Navigation Menu by hovering over Learning then clicking on “View Your Transcript”. 
	TD
	Figure


	3. From your Transcript, search for a Session that you are registered for. Then click on the title of the training to view the Session Details. 
	3. From your Transcript, search for a Session that you are registered for. Then click on the title of the training to view the Session Details. 
	TD
	Figure


	4. The Session Details page provides information like date and time, name of the instructor, prerequisites, Commodity Area, and more. 
	4. The Session Details page provides information like date and time, name of the instructor, prerequisites, Commodity Area, and more. 
	TH
	Figure


	Search for Training 
	Search for Training 

	This section shows a learner how to search for training in the system. 
	This section shows a learner how to search for training in the system. 

	1. From the Navigation Menu, hover over the Learning tab & select My Dashboard. 
	1. From the Navigation Menu, hover over the Learning tab & select My Dashboard. 
	TD
	Figure


	2. From My Dashboard, you can view training recommendations, see a high-level overview of your Transcript, and browse for training. Start searching for training by typing into the search bar at the top of the page. When you press enter, you will land on Learning Search. 
	2. From My Dashboard, you can view training recommendations, see a high-level overview of your Transcript, and browse for training. Start searching for training by typing into the search bar at the top of the page. When you press enter, you will land on Learning Search. 
	TD
	Figure


	3. You can also use the Navigation Bar to access Learning Search under Learning. 
	3. You can also use the Navigation Bar to access Learning Search under Learning. 
	TD
	Figure


	4. Learning Search allows you to look up Learning Objects. Use the title or key words to search. You can use the filters on the lefthand side to narrow your search. 
	4. Learning Search allows you to look up Learning Objects. Use the title or key words to search. You can use the filters on the lefthand side to narrow your search. 
	TD
	Figure


	5. Select an Online Class, Material, Video, or Curriculum that you would like to take. Click on the Options button. You can immediately Launch the training, save it for later, or add it to a new Playlist. If you save a Learning Object for later, you can find it again on My Dashboard. 
	5. Select an Online Class, Material, Video, or Curriculum that you would like to take. Click on the Options button. You can immediately Launch the training, save it for later, or add it to a new Playlist. If you save a Learning Object for later, you can find it again on My Dashboard. 
	TD
	Figure


	6. For Events, you will not see the option to Launch. Instead, click Request to add the Event to your Transcript. 
	6. For Events, you will not see the option to Launch. Instead, click Request to add the Event to your Transcript. 
	TD
	Figure



	Figure
	7. Note: If you click Request on a specific Session, you will be automatically placed on the Pending Approval list. This does not complete your nomination or imply that you have been selected for the Session. You must follow your local procedures to register for the Session. 
	Add External Training 
	Add External Training 
	Add External Training 

	This section shows a learner how to submit a request to add External Training to their Transcript. This is how learners can request credit for prerequisites that they have already completed. 
	This section shows a learner how to submit a request to add External Training to their Transcript. This is how learners can request credit for prerequisites that they have already completed. 

	1. From the Navigation Bar, hover over Learning and select Add External Training. 
	1. From the Navigation Bar, hover over Learning and select Add External Training. 
	TD
	Figure


	2. This form gives you the opportunity to add training to your record that 1) you have already taken, and 2) is externalto ORA LearnED. Fill out all required fields. If you are requesting a prerequisite override, make sure to select that option. Click Submit when the form is complete. 
	2. This form gives you the opportunity to add training to your record that 1) you have already taken, and 2) is externalto ORA LearnED. Fill out all required fields. If you are requesting a prerequisite override, make sure to select that option. Click Submit when the form is complete. 
	TD
	Figure


	3. After submitting the form, you will land on your Active Transcript. Find the title of the training you just submitted and click Mark Complete. Tip: It helps to filter by date added. 
	3. After submitting the form, you will land on your Active Transcript. Find the title of the training you just submitted and click Mark Complete. Tip: It helps to filter by date added. 
	TD
	Figure


	4. The training will now be in a Pending Completion Approval status. You will be notified by email whether your request was approved or denied. 
	4. The training will now be in a Pending Completion Approval status. You will be notified by email whether your request was approved or denied. 
	TD
	Figure


	Create and Follow Playlists 
	Create and Follow Playlists 

	This section shows a learner how to create their own Playlist and follow other Playlists. 
	This section shows a learner how to create their own Playlist and follow other Playlists. 

	1. From the Navigation Bar, hover over Learning and select Playlists. 
	1. From the Navigation Bar, hover over Learning and select Playlists. 
	TD
	Figure


	2. Click on Create New to start creating a Playlist. 
	2. Click on Create New to start creating a Playlist. 
	TD
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	3. Enter a name for the Playlist and click Create. 
	3. Enter a name for the Playlist and click Create. 
	TD
	Figure


	4. In the Playlist builder, click Edit to add a description. 
	4. In the Playlist builder, click Edit to add a description. 
	TD
	Figure


	5. To add Learning Objects from the catalog to your Playlist, start typing a title or keyword into the search bar. This search bar uses predictive search, which means that corresponding results will appear as you type. Find the Learning Object you’re looking for and click on its title. 
	5. To add Learning Objects from the catalog to your Playlist, start typing a title or keyword into the search bar. This search bar uses predictive search, which means that corresponding results will appear as you type. Find the Learning Object you’re looking for and click on its title. 
	TD
	Figure


	6. Add a comment if you would like to explain why you found this Learning Object valuable. Then, click Add to Playlist. 
	6. Add a comment if you would like to explain why you found this Learning Object valuable. Then, click Add to Playlist. 
	TD
	Figure


	7. Once you have added the Learning Objects you want to include in your Playlist, you can click on the small arrows to move training up and down in the list. Or you can click on the x icon to remove a Learning Object from the Playlist. 
	7. Once you have added the Learning Objects you want to include in your Playlist, you can click on the small arrows to move training up and down in the list. Or you can click on the x icon to remove a Learning Object from the Playlist. 
	TD
	Figure


	8. If you want others to be able to view your Playlist, click on the Private button. If the button is grayed out with an x, your Playlist is public. 
	8. If you want others to be able to view your Playlist, click on the Private button. If the button is grayed out with an x, your Playlist is public. 
	TD
	Figure


	9. The options icon in the top right corner allows you to share, delete, and copy your Playlist. 
	9. The options icon in the top right corner allows you to share, delete, and copy your Playlist. 
	TD
	Figure


	10. To browse for other Playlists, use the Navigation Bar to hover over Learning and select Learning Search. 
	10. To browse for other Playlists, use the Navigation Bar to hover over Learning and select Learning Search. 
	TH
	Figure


	11. Find the “Type” filter on the lefthand side and select Playlist. 
	11. Find the “Type” filter on the lefthand side and select Playlist. 
	TD
	Figure


	12. When you find a Playlist that you are interested in, click on the title. Then, select Follow. You can return to Playlists that you follow by navigating to Learning > Playlists and selecting the “Followed”tab. 
	12. When you find a Playlist that you are interested in, click on the title. Then, select Follow. You can return to Playlists that you follow by navigating to Learning > Playlists and selecting the “Followed”tab. 
	TD
	Figure
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	Take a Test 

	TR
	This section shows a learner how to launch and submit a test. 

	1. In most cases, Tests will be directly assigned to your Transcript. Hover over Learning on the Navigation Bar and select View Your Transcript. 
	1. In most cases, Tests will be directly assigned to your Transcript. Hover over Learning on the Navigation Bar and select View Your Transcript. 
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	2. From your Transcript, click Launch Test. 
	2. From your Transcript, click Launch Test. 
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	3. The first page will provide instructions and a warning to avoid using browser buttons to navigate the test. You will need to use the buttons at the bottom of each page. Click Continue once you have read the instructions. 
	3. The first page will provide instructions and a warning to avoid using browser buttons to navigate the test. You will need to use the buttons at the bottom of each page. Click Continue once you have read the instructions. 
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	4. Answer the questions in each section, using the Next button at the bottom of each page to move forward. 
	4. Answer the questions in each section, using the Next button at the bottom of each page to move forward. 
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	5. If you are unsure of the correct answer to a question, click on the “Mark for follow up” button to flag the question for review. 
	5. If you are unsure of the correct answer to a question, click on the “Mark for follow up” button to flag the question for review. 
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	6. When you reach the final section of the test, click Summary. You can also click Save/Return Later if necessary. In most cases, you will have unlimited time. 
	6. When you reach the final section of the test, click Summary. You can also click Save/Return Later if necessary. In most cases, you will have unlimited time. 
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	7. To return to a section, click on the Go to Section option. When you are ready to complete the test, click Submit Final Answers. 
	7. To return to a section, click on the Go to Section option. When you are ready to complete the test, click Submit Final Answers. 
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	8. You can now view your results. To review details, such as which questions were incorrect, click Review. When you have finished reviewing the results, click Done. 
	8. You can now view your results. To review details, such as which questions were incorrect, click Review. When you have finished reviewing the results, click Done. 
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	Navigate the Cornerstone Q&A Community 
	Navigate the Cornerstone Q&A Community 

	This section shows a learner how to create postings and interact with others in Communities. 
	This section shows a learner how to create postings and interact with others in Communities. 

	1. From the Navigation Bar, hover over Connect and select All Communities. 
	1. From the Navigation Bar, hover over Connect and select All Communities. 
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	2. You will automatically be a member of the Cornerstone Q&A Community, so it will display under My Communities. In the future, you may become a member of additional Communities. Click on the title to enter the Community. 
	2. You will automatically be a member of the Cornerstone Q&A Community, so it will display under My Communities. In the future, you may become a member of additional Communities. Click on the title to enter the Community. 
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	3. On the main page of the Community, you will see a discussion feed. Here, you can click on the Like button to like other members’ postings. You can also use the “Share your comment” box to reply to another member of the Community. Finally, you can create your own discussion posting using the bar at the top. 
	3. On the main page of the Community, you will see a discussion feed. Here, you can click on the Like button to like other members’ postings. You can also use the “Share your comment” box to reply to another member of the Community. Finally, you can create your own discussion posting using the bar at the top. 
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	4. To find postings on specific topics, click on the Topics button. 
	4. To find postings on specific topics, click on the Topics button. 
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	5. Click on the title of a topic to view subtopics. 
	5. Click on the title of a topic to view subtopics. 
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	6. In the subtopics, you’ll be able to locate specific postings. Click on the title of a subtopic. 
	6. In the subtopics, you’ll be able to locate specific postings. Click on the title of a subtopic. 
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	7. From here, you can view others’ postings and create your own. To do so, click Create Posting, then choose the type of posting you’d like to create. 
	7. From here, you can view others’ postings and create your own. To do so, click Create Posting, then choose the type of posting you’d like to create. 
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	8. Enter a Title and Body, then attach links or files if necessary. You can also add tags related to the content of your posting. To submit, click Done. 
	8. Enter a Title and Body, then attach links or files if necessary. You can also add tags related to the content of your posting. To submit, click Done. 
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	Frequently Asked Questions 
	Frequently Asked Questions 
	Frequently Asked Questions 

	This section provides responses to common user questions. 
	This section provides responses to common user questions. 

	1. If I can no longer attend a Session that I am registered for, what should I do? 
	1. If I can no longer attend a Session that I am registered for, what should I do? 
	You should withdraw from the Session. To do so, go to your Active Transcript and find the Session that you cannot attend. Instead of saying “Launch,” the blue button should say “Withdraw.” Click on that button. You will be prompted to select a reason for withdrawal and enter a comment, then you can submit. You will no longer be registered for the Session. Note: Withdrawing from a Session in ORA LearnED does not remove the meeting invitation from your Outlook calendar. If you would like to remove it, you mus

	2. How can I upload a profile photo? 
	2. How can I upload a profile photo? 
	On any page in ORA LearnED, you will see a small gear icon in the top right corner. Hover over that icon and select My Account. This will bring you to the Preferences page of My Account. Find the existing profile photo and click on the dropdown arrow in the top right corner. Select “Change.” From here, you can upload and save a new profile photo. Keep in mind that everyone will be able to see this photo in ORA LearnED. 

	3. ORA LearnED says I haven’t completed the prerequisites for a Session, but I did take the required courses in the past. What do I do? 
	3. ORA LearnED says I haven’t completed the prerequisites for a Session, but I did take the required courses in the past. What do I do? 
	Page 34 of this user guide describes the process for submitting ExternalTraining. Use this tool to submit proof of completion, and if this is approved, you will be marked complete for the prerequisites. 

	4. Where can I find Certificates of Completion? 
	4. Where can I find Certificates of Completion? 
	Navigate to your Completed Transcript. Find the Learning Object and click on the button to View Training Completion Page. This page will display a link to launch your Certificate. 

	5. I am taking a Curriculum, and I do not have the option to launch several of the Learning Objects. What is the problem? 
	5. I am taking a Curriculum, and I do not have the option to launch several of the Learning Objects. What is the problem? 
	It is most likely that the Curriculum enforces sequencing, meaning that you must complete individual courses or entire sections of the Curriculum before moving on. If the Learning Objects have a status of “Pending Prior Training,” this is definitely the case. Start at the beginning of the Curriculum and make sure that you have completed everything in order. 

	6. How do I find a list of the required prerequisites for a Learning Object? 
	6. How do I find a list of the required prerequisites for a Learning Object? 
	Prerequisites will be displayed from the Training Details page of a Learning Object. This is the page that appears when you click on the title of a Learning Object from Learning Search. For Sessions, they also display on the Session Details page, which you can access by clicking on the title of a Session from the Events Calendar. 

	7. What if my account request is denied? 
	7. What if my account request is denied? 

	8. How do I reset my password? 
	8. How do I reset my password? 

	9. When I try to register, the system says an account already exists with that email address. What do I do? 
	9. When I try to register, the system says an account already exists with that email address. What do I do? 


	   






