How to Set Up a New User Account in TRAIN Florida

For APD Providers and Staff

Before You Begin:

e Do not create a new account if you’ve already set up an account in TRAIN Florida.
Creating a duplicate account will prevent your previous training records from being linked

and may lock you out of the TRAIN system!

o If you’ve lost your login, password, or email information, contact

apd.Imssupport@apdcares.org to recover your account, request a password reset, or link

your previous account to your current provider and Medicaid Provider ID#.

Steps to Create Your Account:

1. Open the Google Chrome or Microsoft Edge web browser. In the search bar, enter:

www.train.org/florida

2. Click the “Create new account” button on the TRAIN Florida home page. A “Create Account

form will open in a new window.
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Login

Unlock a world of public health training
resources by logging into TRAIN Florida.

Login name

Password Forgot password?
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q Create new account

Want to add courses to TRAIN?
Become a course provider

Florida Department of Health — It's a New Day in Public Health! Together we
work to make Florida the Healthiest State in the Nation!

Welcome To Florida TRAIN

TRAIN Florida is a gateway into the TRAIN Learning Network, the most comprehensive catalog of public health
training opportunities for professionals who serve the citizens of Florida. TRAIN is a free service for learners from
the Public Health Foundation.

If you have an existing TRAIN Florida account - Please enter your Login Name and Password in the text boxes on
the left and click Login.

Florida Department of Health related staff - Please DO NOT create a new TRAIN learner account.
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3. Complete the form with the following

details: TR/.IN Florida

e Create login name: Enter your login Create Account
name as FirstName.LastName (e.g., Create login name *
Olivia.Ringo).

The lagin name must be unique with any characters except spaces and a minimum
If the system indicates that name is offour characters
unavailable, try adding your middle
initial to your first name or “-APD” to
your last name. For example:

Create a password *

Password must:

HYH H (O Contain at least one lower case letter
© OlIVIaM Rlngo (O Contain at least one upper case letter
O Ol|V|aR|ngO'APD (O Contain at least one number
HWH H O Be &t laast 8 characters
o OlIVIa R|ngO'APD1 (0 Be differant from the user's LoginMame, FirstMame, LastMame, and Emai
o Olivia.Ringo-APD2

Confirm password *

e Email: Use a valid, personal email

address that you check regularly. Email
Double-check that your email is
entered CorreCtly - you WI" need It to Flease enter your work email address. If you do not have one, enter your schoal or
confirm your account later. personal email.
First name *

e Time zone: Ensure it matches your

location in Florida. Last name *
e Agree to TRAIN policies: Review the
. Time zone *
TRAIN policies and check the box to S — >
agree Zip code *
Important:
Please enter your work Zip/Fostal Code. If you do not have ane, enter your school or

personal Zip/Postal Code.

Write down your login name, password,
and email address. You'll need this

information to log in to your TRAIN Florida
account and access required APD

training.

1 agree to all TRAIN policies *

4. Click the “Create Account” bar at the bottom of the form to create your account.



5. A“Welcome to TRAIN Florida” message will appear in a new window.

TR/ZIN Florida

Welcome to TRAIN Florida!

Your account was successfully created

Your login name: Olivia.Ringo
Your email address: Olivia.Ringo@mail.com

You can always change your name, email, and other information in your Profile.
Verification instructions

1. You will get an email from TRAIN with a verification link.

2. Click on the verification link to verify your email address.

3. If you don't receive this email after 20 minutes, please check your junk mail
folder or request another verification email.

If you don't want to verify your email address, contact support or log out.

6. Check your email inbox for a message from the Train Florida automated system (from: do-
not-reply@train.org). If you don’t see it in your inbox, check your junk or spam folders.

7. Follow the instructions in the email to verify your email address. See example email below.

xfinity  Email  Address Book  Voice

Ccmpose@@@ﬁ@@%lﬂ@g

Al = Sort = i . ) - )
Action Required: TRAIN Email Verification
O donatrep y@train.org 10:31 AM
Welcome to the TRAIN Learni... 53KB
0 do-not-reply@train.org 10:24 AM ) do-not-reply@train.org
Action Required: TRAIN Email... 55KB To Olivia.Ringo@mail.com
D choolStore Yesterday P
Help Olivia earn a Playstation 341 KB Reply Forward Delete ==
0 Learning 2024 Conference Yesterday
Why Stop at Three? Bring th... 60.2 KB
O Swanson Sunday Please verify your email address by clicking on the link below or copying and pasting it into your browser.
Reorder your wellness essent... 73.3 KB | . . . . . . . c
https:.//www.train.org/d/mail/opt_in/confirm_email/?confirmationCode=5248549D-54BD-41D5-BEA4-
D AAA Discounts Saturday C14F52DFEDAS
Expiring Soon : Your AAA car ... 31.7KB
Red Hills Small Farm Alliance  saturday If_you receive an access denied message after clicking on the link, please copy and paste the link into your
O browser and try again.
£ Soup Season! @ 106.9 KB
0 Talk To DSW Saturday If you have requested email verification more than once, please be sure to use the most recent confirmation
Reminder: New Shoes? We'd ... 415 KB emailflink.
0 World Market Saturday This link is valid for 24 hours.
We're officially in FEASTM...  101.8 KB
Circle K If you still need assistance, please request another verification email or contact support.
rcle Friday
O y
Boost fuel savings 35.1KB TRAIN Team
M The Learning Guild Friday Florida TRAIN

Please note that the verification link in the email will only be valid for 24 hours!
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8. After verifying your email address, you will receive a message stating “Email address is
confirmed” in a new window. Click the bar labeled “Continue.”

TRZIN Florida

Email address is confirmed.

You can now receive emails from TRAIN Florida. To ensure the privacy of our users

and 1o avoid being labeled as SPAM, TRAIN Florida will automatically ask you to re-
verify your account every one year.

9. Your TRAIN Florida home page will open in a new window.

10.You will see a notification on your home page indicating that your account profile is
incomplete.

€ > C % trainorg/florida/home

Notifications
© Your profile is incomplete

A

Important: You must complete your account profile accurately to access APD courses.

Proceed to the next page for instructions on completing your account profile.



How to Complete Your User Account Profile in TRAIN Florida
For APD Providers and Staff

APD Providers and staff must follow the instructions below for completing their user account
profile in order to access APD Provider Training in TRAIN Florida

1. Login to TRAIN Florida.

2. Click your name in the bar at the top right corner of the home screen. A drop-down menu will
appear.

3. Select “Your Profile”.

c 25 train.org/florida/home & T

TR/IN Florida S—g—rE.

HOME COURSE CATALOG YOUR LEARNING CALENDAR RESOURCES DISCUSSIONS HELP Q

Announcements

New CDC Continuing Education Opportunities Available on TRAIN

FA Florida Administrator
Jul1,2024

More than 190 new courses offering continuing education (CE) credits from the Centers for Disease Control and Prevention (CDC) have
been posted on TRAIN since January 2024. Learners can now complete all of the required steps to obtain CE credits in one place.
Explore available opportunities for CE credits from CDC on TRAIN today.

< 10f7 >

4. Your user account profile page will open on the Manage Groups tab, located in the menu on
the left side of the screen.

5. On the Manage Groups tab, click the “Edit Group” button (pencil icon).
e

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Account Join By Group Search *

Contact Nal\onal/FIor?da "
1 APD Providers/Agency - Northwest
Address
&+ Join Another Group

QOrganization

Professional License Number Join By Group Code

Professional Role Group Code m

Work Settings
Demographic Information

CPE information



6. Select “APD Providers” from the Edit Group menu.

< Back
Edit Group

Location Florida

(Click any level to return to it)

Select: Affiliation

Group search

APD Providers h

Florida - General

Florida A&M University

Florida Department of Health

Elorida Department of Health Non-FTE

Florida International University

Florida State University

7. Next, select your group affiliation based on your provider type (agency, solo, or CDC+), and
your region.
For example:

¢ |f you work for an agency in the Northwest Region, select “Agency - Northwest”.

¢ If you are a solo (independent) provider in the Southeast Region, select “Solo —
Southeast.”

e If you are a CDC+ Provider, select “CDC+ Providers”

< Back

Edit Group

Location Florida APD Providers

(Click any level to return to it)

Select: Affiliation

Group search

Agency - Central

Agency - Northeast

Agency - Northwest
Agency - Southeast
Agency_- Southern
Agency - Suncoast
CDC+ Providers
Solo - Central

Solo - Northeast
Solo - Northwest
Solo - Southeast
Solo - Southern

Solo - Suncoast



If you are a new provider, and don’t know your region, refer to the map on APD’s website:
https://www.apd.myflorida.com/region/

8. You will be prompted to confirm your group selections twice by clicking the confirmation
bar.

In the image below, the user’s account was set up to belong to the Agency - Northwest
group. This user will have access to APD trainings as well as any trainings specifically for
providers in the Northwest Region.

-

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Account Join By Group Search *
Contact National/Florida n
1 APD Providers/Agency - Northwest
Address
&+ Join Another Group

Organization

Professional License Number Join By Group Code
Professional Role Group Code Join
Work Settings

Demographic Information

CPE information

FEMA Student ID Number

Professional Organization ID
Number

Important:
Your group settings determine your access to APD trainings. If your group affiliations
are incorrect, you will not be able to access APD courses.

You can add additional group affiliations if needed. (For example, if you provide services in
more than one region or offer additional CDC+ services). To do this, repeat steps 3-6.

9. Click the “Contact” tab in the menu on the left. Add your phone numbers.


https://www.apd.myflorida.com/region/

-

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups Contact (Fields marked below are required)

Account © Phone numbers *

Contact & Mobile 8505551234 n

Add
ress + Add another phone number

QOrganization
Professional License Number

Professional Role

10.Click the “Address” tab in the menu on the left. Enter your address in the provided fields and
ensure that the time zone is correct for your location in Florida.

-

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups Address (Fields marked below are required)
Account Country * Street address *
Contact United States ~ 1234 Main Street

Address State / Territory * Street address cont.

Florida v
Organization
City * Time zone *
Professional License Number
Tallahassee (GMT-05:00) Eastern Time (US & (

Professional Role

Zip / Postal Code *
Work Settings 32303
Demographic Information
CPE information

FEMA Student ID Number

Professional Organization ID
Number

11.Click the “Organization” tab in the menu on the left. Enter the following information in the
provided fields:

e Organization name: APD Providers

o Department / Division: Your Provider Type (Agency or Solo) - Region (where you
provide services)

(Include a space, hyphen, and space between your Provider type and Region.)
Examples:

o Agency - Northwest

o Solo — Southern



e Bureau / Section: Provider ID - 9-digit ID number

(Include “Provider ID” followed by a space, hyphen, space and your 9-digit Medicaid
Provider ID number)

Example: Provider ID - 123456789

If you don’t know your Provider ID or don’t have one yet, leave this field blank. Complete
it once you receive your Provider ID from your agency management or Medicaid (if you
are the enrolling provider).

e Title: Name of Your Agency

The example below shows the Organization tab completed for a TRAIN Florida user who is
an employee of Happy Helpers Inc., an agency in the Northwest Region.

Cancel -

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups Organization (Fields marked below are required)

Account Organization name * Department / Division * ) g

Contact APD Providers Agency - Northwest E nter' PrOVIder
type (Agency or

Address Bureau / Section

Solo) - Your
Region.

Provider ID - 123456789

Organization
Professional License Number Enter: APD
Professional Role Prov'ders

Title *

Happy Helpers Inc.

Work Settings

Demographic Information

Enter: Provider ID

CPE information - Your 9 digit
FEMA Student ID Number Enter: Title of medicai_d ID
Professional Organization ID your number In the

Number

Bureau Section
Field

Organization/
Agency Here.

Important:
The Organization tab must be completed accurately to ensure your user account and
training record are associated with your current organization.

12.Click the “Professional Role” tab in the menu on the left. Scroll down the alphabetical list of
professional roles and check the box labeled “Human Services Personnel”.



A
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Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups Professional Role
Account Please take a minute to review all roles before making your selection.
Contact Please select up to three (3) Professional Roles that best match your profession, and select Specialization where available.

If the "Other" option is selected, please enter specialization.
Address
Primary
Organization
[J Allied Health Professional

Professional License Number —Select- ¥

Professional Role

() Administrator / Director / Manager

Work Settings
[ Administrative Support Staff

Demographic Information
() Animal Control Specialist / Veterinarian
CPF infarmation

13.Click the “Work Settings” tab in the menu on the left. In the list provided, check the box
labeled “Official Public Health Agencies.”

14.Select “State / Territory” from the drop-down menu under “Official Public Health Agencies”.

-

Your Profile

Your profile contains all your system settings and attributes. Please note that some fields are required, until you complete all required settings some site functionality may be
limited. For your convenience each section in the profile will indicate if it is incomplete.

Manage Groups Work Settings
Account Please select up to three (3) Work Settings that best fit your work envirenment. Choose Subcategories where applicable.
Contact Primary
Address [ Academic / Educational Institution
. —Select— ~
Organization
Professional License Number [ Official Public Health Agencies ®
State / Territory ~

Professional Role

Work Settings _JUS Military/Uniformed Services

—Select— v
Demographic Information

CPE information [ Other Government Agencies (except Military)
FEMA Student ID Number [ Healthcare Services

—Select— v
Professional Organization ID

Number [lIndian Health Service

15. Click the “Save” button at the top right corner of the screen. You will be redirected to your
home page, where a pop-up message will confirm, “Your changes have been saved.”

Congratulations! Your user account profile is now complete.
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