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About TRAIN

Introduction

TRAIN is a national learning management system used by state and local public health departments as well as other public health partners throughout the nation. It is a web-based system which allows public health training departments and public health professionals to manage their training records. 

The TRAIN Texas portal is funded and supported by the Texas Department of State Health Services’ Division of Prevention and Preparedness. TRAIN is available 24/7 through the Internet and it is free for use by public health professionals. 
System Requirements
There is only one minimum system requirement:

· Internet Explorer 6.0 and above

The following are recommended system specifications:

· Internet Explorer 7 

· JavaScript enabled 

· Microsoft Office or compatible applications (Office 2000 or later recommended) 

Users running other browsers could potentially experience problems using TRAIN. Run the Client Environment Tester for additional troubleshooting.

How to Create an Account

Step 1. Go to the TRAIN Site
Go to https://tx.train.org/DesktopShell.aspx
The Member Login screen appears.

Step 2. Select Create Account
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Select the “Create Account” button beneath the Member Login box on the left side of the screen. The TRAIN Policies Sign Off screen appears. 

Do not select your browser’s “Back” button at any time while creating your account. Your information will not be recorded. Instead, use the “Back” and “Next” buttons provided at the bottom of each screen.

NOTE: If the text is too small, select “Large Font Version,” on the left side of the screen below the “Member Login” boxes. 

Step 3. TRAIN Policies Agreement
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You must agree with the TRAIN policies before you can finish creating your account. You can read each one by selecting the hyperlink for each topic. To get to the next screen, check the box adjacent to, “I agree to these TRAIN policies.” 

Select the “Next” button. The Personal Information screen appears.
Step 4. Required Personal Information Screen
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The Personal Information screen includes required and optional fields. The required fields are indicated by a red asterisk (*) and appear on the left side of the screen. 
NOTE: You can edit your personal information at any time after creating your account by selecting the “My Account” link under the “My Learning Record” column. 

In the “Login Name” field, type your full work email address. (TRAIN does not recognize some personal email services.)
In the “First Name” field, type the first name you use at work. 

In the “Last Name” field, type the last name you use at work. 

In the “Title” field, type your title at work. If you are a social worker, but your title is different, add “(social worker)” after your title. 

In the “Telephone” field, type your work phone number.

In the “Email” field, type your work email address.

In the “Organization Name” field, type the first three letters of the name of your primary employer. 
NOTE: Some but not all of the dialysis centers in Texas are in the drop-down list. If your company’s name does not appear in the list, type in “UNK” and choose “unknown” or “Unknown Hospital”, as applicable.

In the “Department/Division” field, type the name of the department where you work; e.g., “Social Services.” 

In the “Address” field, type the address of the primary place where you work. 

From the “State/Territory” drop-down list, select your state. 

From the “City/Township/Town” drop-down list, type in the first three letters of the city where the primary place you work is located, and select the correct one from the drop-down list.

In the Zip Code field, type in the 5- or 9-digit zip code. (e.g., “78756” or “78756-9133”).

The “County” field has a drop-down list populated with names of counties in the state you selected. Select the county where the primary place you work is located.

Secret Question

TRAIN has a procedure set up in case you lose your password. If you forget your password, you will be asked to answer a question as part of the password retrieval process. You must fill in the “Question” and “Answer” fields. 

· There are five items in the “Secret Question” drop-down list. Select one.

· In the “Answer” field, type the one-word answer to the item you selected from the question list. Use an answer that you can remember. 

Email Updates
If you would like to get email updates about TRAIN in the future, check the “I would like to receive notifications about site updates by email” box on the bottom of the right side of the screen. This is optional.

Select the “Next” button to continue. The Location screen appears. 

Step 5. Location Screen
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The drop-down lists for the Location screen are designed for employees of the Texas Health and Human Services agencies. Therefore, please do the following to get to the next screen:

1. In the “Select Region” drop-down list, select “UNKNOWN Region.”

2. In the “Select ODP Discipline” drop-down list, select “Other.”

3. In the “Select Work place” drop-down list, select “Not an HHS enterprise state employee.”

Select the “Next” button to continue. The Medical Reserve Corps (MRC) screen appears. 

Step 6. Medical Reserve Corps Screen
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Check the appropriate box. 
If you are a member of the MRC, fill in the appropriate fields when prompted. (Contact the MRC-TRAIN Administrator if you have any questions about this screen.)
Select the “Next” button to continue. The Professional Role screen appears.

Step 7. Professional Role Screen
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You may select up to three professional roles that best match your job description. To indicate that you are a social worker, you must select “Other” and type “Social Worker” in the space provided. (Please note that some roles may require you to select a specialization from the adjacent drop-down list.) 
Select the “Next” button to continue. The Work Settings screen appears.

Step 8. Work Settings Screen
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Select up to three work settings that best describe your work environment. Some may require you to select a more detailed response from an adjacent drop-down menu. If you work in a dialysis center or a transplant facility, you must check the “Healthcare Services” box and select the appropriate location. 
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To help us tailor future courses to better meet your needs, please check the “Other” box and type “dialysis” or “transplant” in the space provided. You may add “center” or “hospital” as appropriate.

Select the “Next” button to continue. The Demographic Information screen appears.

Step 9. Demographic Information Screen (Optional)

[image: image9]
The additional demographic information requested on this screen is optional. This information is not required for registration. Select the appropriate answers from the drop-down lists.
Select the “Next” button to continue. The New Account screen appears.

Step 10. New Registered Account Screen
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Congratulations! You finished creating your TRAIN account. Your first name as you entered it in the beginning of the registration process should appear after “Hello.” Make sure to remember your login name, password, security question, and security answer. 
Select the “Continue” button to return to your Member Home page.
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Your first name should appear after “Welcome” in the upper right corner of the screen. 
kitty
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