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Enrollment Process for SLMS External Learner
with an existing Training ID# (NY#)

These procedures are for students who have been issued a NY ID# but have not accessed the SLMS
system in the past. If you experience any problems with these procedures, please contact the Division
of Code Enforcement and Administration Training Unit at (518)- 474-4073.

This process is for students that have taken fire department or building code enforcement courses in the
past and have been issued a NY#. If you have not taken any fire department or building code
enforcement courses in the past, please call the Division of Code Enforcement and Administration
(DCEA), Training Unit, at 518-474-4073. Students that don’t have a NY # should not follow these
instructions to create an account.

The following instructions will guide you through the process of creating a New York State Government
Account and enrolling in the New York State Statewide Learning Management System (SLMS).

State Agency Personnel Only: You may already have a New York Government Account for training that
you created within your agency. You must follow these procedures to create a separate external
account for building code enforcement training. You will have two separate accounts within SLMS.

If you have any questions about SLMS or need help logging in, please contact the Division of Code
Enforcement and Administration Training Unit at (518) - 474-4073.
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1. Select the Self-registration link to request an account via NY State NY.GOV ID. The address is
http://nyslearn.ny.gov .

= Welcome to SLMS - Windows Internet Explorer

e

OO » [2)ws i mao TNEEEE T
File Edit View Favorites Tools Help

% Contribute  [E Editin Contribute PosttoEIog x %Convert - @Select X P

fj Favorites {.:‘3 € | 2009 New York Code Devel... Air King 9166 20 3-5peed 1-... @ Clipart - Download Royalty-... & | Free Hotmai
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(€& Welcome to 5LMS - 8 S| geh v Page- Safety~ Teos~+ (@~

te Agencies Search NY.GOV

Statewide Learning Management System

Welcome to the Statewide Learning Management
System (SLMS)
SLMS offers NYS employees and others easy access to

training opportunities to enroll and take training and to
view and track their training history. Learn Mare

NYS Employees

Lsernames Log in using your NY.GOV ID (OFT Directory Services or
| | NY¥SLearn) user name and password.

Passwaord If you do not have a NY.GOV 1D, or if you have
| | forgotten your NY.GOV user name or password, please

contact your agency for assistance in setting up your

account and resetting your NY.GOV ID and password.
Forgot My Ulzername / Forgot My

Passward Non-State Employees

Terms of Use L0 Qi LGS riEr uamm

If you do not have a NY.GOV ID account Register Here >
/

If you To TEOTETY PSSO, piease contact
SLMS Help Desk at SLMSHelpDesk@goer.ny.gov or {518)

473-8087.
< >
Done € Internet fh v ®i00% -
-
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http://nyslearn.ny.gov/

2. Enter learner information and enter your DCEA Training NY ID # including the NY followed by
7 digits (i.e. NY###t###t ) for your Preferred User id. Please be sure to use a capital “NY”.

New York 4 State

i= State Agencies Search all of NY.gov

WELCOME TONY.GOV ID

¥ About NYSDS
¥ FAQS

¥ Terms of Service

¥ Contact Us

¥ Help

NY.GOV ID SELF REGISTRATION

User Information Personal Privacy Protection Law Notice

First Mame *

Enter your existing NY

Last Mame * T L.

Training ID # here.
Emalli S — S
Confirm Email * B e e

Login Information

Preferred User Id * NYSasdaas Check

Do not click on this. j

Captcha *

Type the two words:
geoper plants,

Create Account

Step 1 of 3

3. Click the “Create Account” button to create new “External” account.
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FYI ONLY

Please Note: If you receive an error message that indicates “User id not available” , please contact the
Division of Code Enforcement and Administration Training Unit at (518) - 474-4073.
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_ NY.qov ID SELF REGISTRATION
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FYI ONLY (message may not appear)

If you have entered your NY Training ID# correctly and get a message, similar to below, that indicates
“You might already have a NY.gov id”, just click continue to create the new external account.

New York 4' State i= State Agencies Bl Search all of NY.gov

WELCOME TO NY.gov ID

NY.gov ID SELF REGISTRATION

Links
# About NYSDS i You might already have a NY.gov Id !
*Fags [H ) ) L
5 i ‘We have the following account(s) in our system which match your last name & email combination.
Terms of Service (& Please examine the list below. If you think the accountis) belong to you, click on the "Email me
¥ Contact Us =1 the Userld(s)" button and a new NY_gov Id will not be created.
# Help (&
Type of Account = Number of Account(s)
Personal 3
If you still require a new account, click the "Continue” button
Email me the Userld(s) Continue
If you need further assistance: Click here for
. “ . ”
Click on “Continue
|
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4. The next screen will ask the learner to verify information .

New York 4' State i= State Agencies

WELCOME TONY.GOV ID

Links NY.GOV ID SELF REGISTRATION

¥ About NYSDS

Before you continue, please check the information below_ If any information needs

» FAOS to be corrected, please click on the "Back™ button below and make the necessary
corrections
* Terms of Service
» Contact Us First Name Cary
¥ Help Last Name R
Email U 2dos.ny.gov
User Id Ny SR
Continue
A

Step 2 of 3

If vou need further assistance: Click here for

Click on “Continue” I

=]
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5. Confirmation of the request appears

New York 4'_ State i= State Agencies

Search all of NY.gov

WELCOME TONY.GOV ID

¥ About NYSDS
*FAQs

¥ Terms of Service
¥ Contact Us

#* Help
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NY.GOV ID SELF REGISTRATION

An activation email has been sent to - 2 r@dos.ny.gov

=

Please check your email and click on the link inside. Once you have clicked on that link, you will
be prompted to set your passward, and select 3 security questions & answers.

If you do not click on the link within 48 hours, you will be required to come back to this website

and re-register your account. Please check your junk mail filters /folders in case the activation
email gets blocked.

Finish

Step 3 of 3

If you need further assistance:

Click on “Finish” j




6. Sample e-mail with link to complete activation process. Click on the link “click here” or copy and paste

the URL, as indicated in the e-mail.

{= https://mail.ny.gov/?ae-Itemfta-Opentt=IPM.Noteftid-RgAAAAB%% 2fti6n2F 9jQI%2f0zK2a0GF BBwDh3%2b4FNZk - Windows Internet E...
QReply QReplytDAII QForward ¥ - Mv % = | @ )( ‘-E v A W

Welcome to NY.GOV Id, Gary Traver

Ny Govld@cio.ny.gov [Ny.Govid@cio.ny.gov]
Sent: Tuesday, June 05, 2012 12:42 PM
To:  Traver, Gary (DOS)

WELCOME TONY.GOV ID

Dear [N,

Thank vou for registering a NY GOV Id.

Your user ID is

Please click here to activate your account. Please do not close out of the browser while completing the account activation.
Ifthe above link does not work please copy and paste the below URL into your browser.
hitps://ws04.nyenet state.ny us/Activate/activate. xhtml?rid=ed36c46e-9051-4420-9c65-d2facbec43 2fa

Thank You
New York State

ally protected. It is intended cnly for the

se this e-mail or its attachments. Flea

ved this e-mail in emor or from
immediately b

y e-mail and delete
the e-mail from your system.

IDone Unknown Zone (Mixed) # 100%
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7. Learner has to enter three (3) Secret questions and answers to use for future password resets.

New York 4 State i= State Agencies

WELCOME TONY.GOV ID

¥ About NYSDS You are now ready to activate your NY GOV Id.

*FAGS

B e aff S During this process, you w_lll need to

_ # Set 3 valid secret questions and answers.
¥ Contact Us * Set a new password.
¥ Help
Shared Secret Questions

w
Question | Select One A4
1
* Answer * Canfirm Answer
w
Question | Select One v
* Answer * Confirm Answer
o
Question | Select One v
* Answer ¥ Confirm Answer
Continue

Click on “Continue”
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New York 4 State i= State Agencies

WELCOME TONY.GOV ID

# About NYSDS

¥ FAQS You have successfully saved your secret gquestions and answers. Please click the below
¥ Terms of Service Continue button to set your new password.

# Contact Us

¥ Help Continue

Click on “Continue”
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8. Learner is asked to set a password.

New York 4 State i= State Agencies Search all of NY.gov

WELCOME TONY.GOV ID

Links
* About NYSDS
Password Change Request
3 FAQs
¥ Terms of Service
* Contact Us NYQoorEos . please change your current password before continuing.
¥ Help
® |IIIIIIIIIII |
New Password
Minimum & characters with at least 3 letters and 1 number.
Confirm New Password |'""""" |
SetPassword Clear this form ]
Click on “Set Password” I
|

Copyright @ 2011 - New York State Chief Information Officer /Office for Technology
Build: 8/24/2011 4:29 PM
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9. Confirmation that your password has been set.

New York 4’ State i= State Agencies Search all of NY.gov

Links
¥ About NYSDS
*FAQs
¥ Terms of Service

¥ Contact Us

¥ Help
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WELCOME TONY.GOV ID

Password Change Information

Click on “Continue” I

Copyright & 2011 - New York State Chief Information Officer / Office for Technology
Build: 8/24/2011 4:29 PM



10. Continue the enrollment process

Search all of NY.gov

WELCOME TO NY.gov ID

NY.gov ID ACTIVATION

#FAQE
#Tarms of Service You have successfully activated your NY.gov Id!
¥ Contact Us
> Flease click on one of the buttons below
Help
Continue to Enrollment  This is where you sign up for various NYS applications.
Go to MyNy A portal to wvi MNY5 applications you have access to.
Click on “Continue to Enrollment” I
L |
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11. Select the - link, to enroll in the Statewide Learing Management System - SLMS

New York 4’ State i= State Agencies Search all of NY.gov

WELCOME TONY.GOV ID

APPLICATION ENROLIMENT

¥ Home(My NY.GOV ID)

¥ Update M Elccuunt§ You can self-enroll in the following apps:
Upaste My Sccount

=

* Password Change

© 2lien b EEE = # NYS COER Statewide Learning Management System <SLMS Enroll Learn More
ou

P FADS =
? Terms of Service =

? Contact Us =1

=

L] Help
? Log out of NY.GOV

Click on “Enroll”

Copyright ® 2012 - New York State Office for Technology
Build Date and Time: 3/15/2012 11:01 AM 1B wversion 2.5
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12. Learner is sent to the GOER SLMS site to enter profile information.

B

{= Employee-facing registry content - Windows Internet Explorer
v G |[B]|4][x

ny.gov

File Edit View Favorites Tools Help
3% Contribute B Editin Contribute  [£5] Post to Blog ¥ @Corvert - [lisect |x [P %
& | Free Hotmail 5 gbdi LEED Credentialing Pro... € | ICC eEditor

2

{“f Favorites ‘1’?5 & | 2009 New York Code Devel... Air King 9166 20 3-Speed 1-... @ Clipart - Download Royalty-...
& - B | g@ -~ Page ~ GSafety » Tools ~ @v

| @ Employee-facing registry content

4§jzﬂmde Leaming Management System

Favorites | Main Menu
- : -

Personalize Content | Layout

Add to Favorites | Sign out

Home

2=

Self Service Externals

=) Betsonal information Home Click on “Personal Information Home”
Review perzanal information such as name, address,

job information.

& mnternet “a v H100%

|Dor1e
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FYI ONLY (This message may not appear)

Note* If you receive the following popup (Do you want to view only the webpage content that was
delivered securely?), click No to proceed.

Security Warning R |
A Do you want to view only the webpage content that was delivered
AF securely?

This webpage contains content that will not be delivered using a secure HTTPS
connection, which could compromise the security of the entire webpage.

) [
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13. The SLMS profile screen allows the learner to enter information such as job title(s), job family and

address/email information. This information can be updated by the learner at any time. This information

is not stored in NY.GOV ID site.

Lawming Managemeant Systam
Favorkes  Main Wenu » Sef Serdice » Personal Infi 3 f Haome

Personal Information Home
Ranview phuf personal informaton

Addross. Summary
Address

i Address Primary
Home 41 STATE 5T ALBANY, WY 12231

Job Tioe Grgarscation Rame Actmpiractive Prirmany |
|
D05 -CODES
© CcooEs INSTRUCTOR 1 |
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Home Agd fz Favortes Sign out
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PLEASE NOTE: The following options are required for Job Details:

Job Title — If you are a Code Enforcement Official , Select “Code Enforcement” otherwise select “Other”

Organization — If specific organization is not found select “Other”

Job Family - If specific Job Family is not found select “Other”
Supervisor — Do not use - Supervisor field must remain blank

Sféfm Leaming Management System

Faverites | Hain Menu Sef Senvice »  Persoral Information o Personal Information Home:

AddiUpdate Job Information
Salect the Organization that most closely applies to your job tithe.

I your Organization cannot be found, choose "OTHER™.
If you are not currently employed, chosse “"NOT APPLICABLE". _
Effectroe Date: 01082013 Effective Sequence 1
Leamor Status: ALtrvg Instructor Code:

Organization: DOS - CODES INSTRUCTOR @ *Job Titke: Geovernment Oficial
Job Inicatar: Primary Supervison

*Job Type: Faid ¥

= Jiob Family: State Govermnment Q

Save Job Information and Return o Summary

Go To: Fersonal Ir

2 p

Home

&40 (o Faveries

Sgn out
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14. You can now Sign out.

| Click on “Sign out”, when finished

Leaming Managament System
Farvgpkes  Man Menw » 5ef Serdice » Personal Information 3 Personal Information Home

Home Agd f Favortes Sgn out

& view Window [ Customitce Fage ,E,hﬂ‘l:- g

Personal Information Home
Raniaw phuf personal informaton

Address
Type Address Peimary
Ham 41 STATE ST ALBANY, HY 12231

Job Tise Grparscation Rame At tractive F— !
005 - CODES
€ CODES P Y |
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15. To sign back into SLMS go to https://ws04.nyenet.state.ny.us .

= Welcome to NY.gov ID - Windows Internet Explorer

@ ey - rm https state.ny.us Vl g ‘ @ || X
Fle Edit View Favortes Tooks Help
% Contrbute [ Editin Contribute  [£F] Post to Blog x @Convert ~ [seect x [P

Sl Favorites | 55 ] 2009 New York Code Devel... Air King 9166 20 3-Speed 1-... (@ Clipart - Download Royalty-... & Free Hotmail 55 gbd LEED Credentisling Pro... £ | ICC eEditor () New York State Division of ...

Kl welcome to NY.gov ID N B =) @ v Page - Safety - Toos~ @@~

Search all of NY.gov

Daniel C. Chan, Ph.D.

Andrew M. Cuomo
Governor

NY.gov ID

GOVERNOR
NY_gov ID provides state and local government users, business partners and private citizens with a login ANDREW M. CUOMO
account with which they can access NY.gov websites, applications and services. The same usemame

and password can be used wherever you see NY gov ID 2013 STATE-+STATE
Py 2 F S the &

JANUARY 9TH 1:30PM

4' NY.govID WHAT'S NEW

January 9, 2013

Governor Cuomo Announces
Appointment of Richard Ka...
January 9, 2013

Governor Cuomo Outlines Bold
Agenda for 2013: Buil

Forgot your Usemname or Fassword ? January 8, 2013

Governor Cuomo Announces
WY gow ID - Terms of Service GLOBALFOUNDRIES te Build ...

Sign In

4 Connect to Gov. Cuomo on facebook

WWW.ZOVEINOr y.gov

Click on “Sign In”
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https://ws04.nyenet.state.ny.us/

16. To sign-In to SLMS enter your Username (NY##) and your new Password.

State Agencies & Search all

Please login after reading the Acceptable Use Policy below

4’ NY.gov ID 1. Enter your NY#

Username:

2. Enter your password

Password:

Sign In

Forgot your Username or Password ?
NY.gov ID - Terms of Service

Agency Assistance & Contact Information

ACCEPTABLE USE POLICY FOR USERS OF NY.gov

This application uses the New “ork State [hersinafter State) Central Directory Service of the NYeNet for authentication and authorization. In addition to any
ocbligations arising under scoeptable use policies or terms of service implemented by NYeMeat Participating Organizations, logging into this application indicates
your agreement to abide by the following:

oW

]

=]

“ou shall use this spplication only for purposes directly related to the conduct of official business with the State or its agencies and the application shall
not be used for nonpublic purposes including, but not limited to, the pursuit of personal adtivities, the mass distribution of unsclicited messages
{"spamming™), and the promaotion of commercial ventures or religious or political causes;

“fou are responsible for acguiring and ssfegusrding your own user ID and password used to acosss this spplicstion;

*ou shall be responsible for any adtivity attributable to the use of your account whether by you or any other person;

“ou shall not engage in adtivities that may cause interference with or disruption to any network, information service, equipment or user thereof;

“ou shall comply with all applicable confidentiality and security requirements as s=t forth in any applicable scosptable use policies or terms of service
implementad through this application directly or by NYeMet Participating Crganizations, and shall not seek information on other users or attempt to
obtain acoess to, copy, or modify other users’ files without express permission;

“ou shall not viclate the rights of any person or entity protected by copyright, trade secret, patent, or other similar laws or regulations;

“ou shall not use this application for any fraudulent or illegal purpose, including, but not limited to, the transmissicn of cbsoene or harassing materials;
and

“ou must report any abuse or misuse of this application to 1TS and you shall cooperate fully in any investigation inte any such abuse or misuse.

“You understand and agres that the State reserves the right to revise, amend, or modify this Acosptable Use Policy or other policies and sgreements at
any time in any manner. Motice of any revisions, amendments, or modifications will be posted on this and/or other State sites.

Copyright ® 2012 - New York State Office of Information Technology Services {ITS)
Build Date and Time: 7232012118 PM 1A wersion 2.5.001

Page | 21 of 23



17. Once signed in select “SLMS”

ew York 4'_ S J i= State Agencies & Search all of NY.gov

WELCOME TO NY.gov ID

Welcome John to the My NY User Management site at NY.gov

*Updste My sccount ! = Your NY.gov 1D is NYDO004458
iw@ You previously logged in at Fri Dec 21 14:01:16 EST 2012

% App Enrollment

© ilrar TSRS = You have access to the following applications

* FADs H
GOER SLMS
# Terms of Service =

* Contact Us =

=

* Help
¥ L og out of NY.qov

Click on “SLMS”

Copyright @ 2012 - New York State Office of Information Technology Services {ITS)
Build Date and Time: 7/22/2012 1.16 FM 8B wersion 2.5.001
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18. You are now at the SLMS home page where you can view your training history and print certificates.

4:‘ tewide Leaming Mar System

Home Add to Favorites | Sign out
Favarites = Main Menu
- -
Personalize Content | Layout HE|E

My Learning =) |Quick Tips for Learners =
I My Learning Tips for Learners

Wiewr & summary of your learning activities, cerification
= status, and objectives. Enrollin ar drop & class
Enrallin and launch online learning
Find a class by browsing or searching the catalog
Create learning plans
Ptint a cornpletion certific ate
Reguest [earning
Request supplemental learming
Update your email address
“Wiew vour learning history

EEE anLearning
Yiew your enrollment record, progress status, and schedule
using selected fiter options.

wol| Certification Status
— Wiew the status of completed cerifications.

Search Catalog
Search the learning catalog by title description or other selection
criteria

© Browse Catalog
Brovwwse the learning catalog using subject-based categories
and subcategories

“z,  Supplemental Learning
equest credit for learning completed outside the lesrning
catalog.

Self Service Externals [ =]
E" Personal Information Home

Review personal information such as name, address, job
information
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