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Information Overview

The website for the Learning Management System (LMS) is:  http://lms.dhr.state.ga.us
The LMS End User Guide is located at:

http://ohrmd.dhr.state.ga.us/ohrmd/Training/Computer_Training/Finding%20and%20Launching%20e-Learning%20Courses.pps
Each catalog item will tell you the path you will need to access the specific course.

Here are a few things to know:
Your Learner code is your 8 digit Peoplesoft employee ID number (eg: 00987654)
Password default is   DHRLMS    (all caps).

 

Your screen resolution must be 1024x768
To change your resolution, lower all windows, Right click on the desktop, go to properties, setting, see screen resolution, go to 1024x768 (this is required for LMS), say ok.  Then bring the windows back up and you should see the entire column.

 

To launch an e-Course:
1. Log in to LMS

2. Go to “My Enrollments”

3. Select the “Launch” link

You should then get 2 popup windows and the course should start.

Blocker: If only 1 window opens, you have a popup blocker turned on or toolbar that blocks pop-ups.
1. Open Internet Browser window
2. Go to View | Toolbars
3. Uncheck AOL, MSN, ADOBE, Yahoo, Google, anything not standard
4. Then go to Tools, Popup blocker, Turn off Popup blocker
 

If, after you have followed these steps, you still cannot get the blocker removed, you will need to contact the DHR Helpdesk 1-800-764-1017 for assistance removing the blocker and/or toolbar. 
To view your Transcript of a completed course:
1. Log on LMS
2. Go to the "My Transcripts" section
Look for course you completed and you should see course name and the word “finished”.  
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E-Learning Course List

Auto Liability Program

This class is found in the LMS under DHR Courses | DHR Web Based Training
Auto Liability Program is provided by Office of Facilities and Support Services and DOAS.
Through this course, you will gain confidence in your ability to perform these objectives:

· How to report a claim

· Your duties

· State responsibilities

· Better understanding of the partnership

· Personal vs. State Liability  Coverage

· Which accidents to claim

Basic Documentation
This is open to DFCS employee’s only.  These modules can be found in the LMS under
DHR Courses | DFCS Social Services
There are 4 Modules you are required to take in order to complete this training.
( Overview of Training

( Using Your PC Tablet for Case Mgmt

( Case File Components

( Case Recording Standards

Module 1: Overview of Training

Through this module, you will gain confidence in your ability to perform these objectives:
· Understand the requirements for successful completion of this training
· Identify the guidelines for successful completion of each component of this training
· Access reference materials that will assist in the successful completion of this training
Module 2: Using Your PC Tablet for Case Mgmt

Through this module, you will gain confidence in your ability to perform these objectives:
· Using Your PC Tablet for Case Management
· Demonstrate methods to utilize the tablet as a case management tool
· Demonstrate the appropriate use of software contained on the Tablet PC for case management activities
· Allow for practice implementing time saving strategies using the Tablet PC

Module 3: Case File Components

Through this module, you will gain confidence in your ability to perform these objectives:
· Understand the evolution of technology in case management
· Understand the purpose of Chapter 80 policy
· Identify the components of a case record
· Demonstrate an understanding of the definition of a case narrative
· Demonstrate an understanding of the relationship between CFSR and Chapter 80 policy
· Demonstrate an understanding of the definition of documentation
· Be familiar with the CRSR review guide
· Clearly state the relationship between poor documentation and the risk to the health, safety and well-being of children in care 
· Use the methods provided to ensure that the documentation gathered in the field is recorded in Georgia SHINES
· Distinguish the functions of the case record for given stakeholders
· Demonstrate an understanding of the effects of poor documentation of individuals on the overall state 
· Explain the CFSR process
· Define substantial conformity
· Express the effects on state of Georgia for not meeting substantial conformity standards
Module 3: Case Recording Standards

Through this module, you will gain confidence in your ability to perform these objectives:
· Differentiate between facts and opinions

· Demonstrate an understanding of how to document observations  and interpretations subjectively

· Demonstrate an understanding of how to document decisions that are supported by policy
· Demonstrate an understanding of how to meet CFSR standards in recording facts, observations, interpretations and decisions

· Demonstrate an understanding of how the case record functions as a legal representative
Change Management
This class is found in the LMS under DHR Courses | DHR Web Based Training
This course helps supervisors communicate organizational change initiatives and the effects of the change initiative to their staff.

Through this course, you will gain confidence in your ability to perform these objectives:

· Understand the eight steps of leading change
· Identify how to communicate the change process with staff
· Understand how to motivate staff in order to support the change campaign
CPS Introduction to Intake
This course is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines |Web based Training |Child Protective Services-WBT
This introductory module instructs CPS Intake case managers on the basic SHINES pages needed to complete the CPS process in SHINES.
Through this course, you will gain confidence in your ability to perform these objectives:

· Introduction to Shines is a prerequisite to taking CPS-Intake course 
CPS Introduction to Investigations 
This course is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines |Web based Training |Child Protective Services-WBT
This introductory module instructs CPS Investigation case managers on the basic SHINES pages needed to complete the CPS process in SHINES.  Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to Shines is a prerequisite to taking CPS-INV course
CPS Introduction to Ongoing

This course is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines |Web based Training |Child Protective Services-WBT
This introductory module instructs CPS Ongoing case managers on the basic SHINES pages needed to complete the CPS process in SHINES.  Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to Shines is a prerequisite to taking CPS-ONG course

Customer Service *
* This is a DHR mandated course for ALL employees. It can be found in the LMS under DHR Courses | DHR Web Based Training
The Customer Service E-Training will be tool for employees to gain knowledge on how to better their customer service skills. Moreover employees who take the training will have information to take back to their offices and apply them to their everyday work life.
Through this course, you will gain confidence in your ability to perform these objectives:
· Identify ways to interact with customers respectfully and courteously
·  Identify methods for responding to customer inquiries in a timely manner
·  Identify ways to be helpful when assisting customers
·  List ways to communicate attentively when interacting with customers
·  Select the appropriate course of action to take when a service cannot be performed
Driver Do's and Don'ts

This class is found in the LMS under DHR Courses| DHR Web Based Training on page 2
After watching the Do’s and Don’ts Video a State driver will be able to:
· Identify factors leading to inattention or distracted driving
· Demonstrate strategies for dealing with distractions
· Recognize components of defensive driving in driver safety
· Drivers will be able to correctly check a van / bus before taking off
· Understand the correct distance to follow another vehicle and be able to determine that distance
· Identify locations not to take a state bus/van
Driver Improvement Program

This class is found in the LMS under DHR Courses| DHR Web Based Training 
Through this course, you will gain confidence in your ability to perform these objectives:
· Improve driving habits and become a safer and more knowledgeable driver
· Refresh driving skills
· Learn techniques for collision prevention
· Develop good driving and visual habits
· Learn to communicate with other drivers
· Learn to adjust speed
· Learn to keep the correct margin of safety
· Learn to handle driving emergencies
Employee Relations Best Practices
This class is found in the LMS under DHR Courses| DHR Web Based Training 
Best Practices in Employee Relations introduces the basic principles for making sound employee relations decisions. It delineates guidelines to use in taking corrective and disciplinary actions. The audience is supervisors and managers who have the authority to make employment decisions.
Through this course, you will gain confidence in your ability to perform these objectives:
· Make supervisors aware of the best practices in employee relations
· Help prevent ineffective decision-making
· Insure that employees are treated fairly and consistently
· Facilitate effective management
· Encourage supervisors to use a structured approach
Employee Selection

This course is currently inactive due to policy change
This course was designed as a resource to aid managers in their ability to conduct an effective selection process, identify candidates with the specific knowledge skills and abilities to perform the job effectively, and to use behavioral based criteria to select the most suitable candidate.
Through this course, you will gain confidence in your ability to perform these objectives:
· Fill a vacant position within 30 days 
· Plan a logical, structured interview based on a thorough knowledge of the job
· Properly screen applicants to select those most suitable for a face to face interview and
· Use behavioral interviewing strategies to assess a candidate's ability to perform the job
Excel, Lookup Function Description

This class is found in the LMS under DHR Courses | Computer Web based Training
This e-Learning module teaches you how to use Microsoft Excel Lookup functions including the HLOOPUP, VLOOPUP, and LOOKUP.  These functions are used with large table data for looking up specific data.
Facing the Challenges of Dementia

This is open to DAS employee’s only.
This class is found in the LMS under DAS Courses
· Provide APS caseworkers with information about Alzheimer's Disease and other dementia's
· Help APS caseworkers recognize signs and symptoms that might suggest that dementia is present
· Offer strategies that can improve care for persons with dementia, reduce the possibility of abuse, and prolong the possibility of caring for persons with dementia in the home,
· Provide APS caseworkers with information about available supportive services through the Alzheimer's service network

Through this course, you will gain confidence in your ability to perform these objectives:
· Offers strategies that can improve care for persons with Dementia.  
· Reduce the possible of abuse, and prolong the possibility and care for persons with dementia in the home.

Fair Labor Standards Act Compliance Training for Managers
This class is found in the LMS under DHR Courses| DHR Web Based Training on page 2
This course was designed to advise supervisors on the appropriate method for monitoring NON-Exempt employees in compliance with the requirements set forth in the Fair Labor Standards Act. 
Through this course, you will gain confidence in your ability to perform these objectives:
· Identify FLSA compliance requirements.
· Explain the various selections of the procedures for properly completing employee timesheets
· Appropriately compensate employees for any overtime.
· Understand the various types of compensation available in accordance with FLSA
Foster Care Adoptions Case Mgr
This course is open to DFCS employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training |  Placement WBT
This introductory module instructs foster care case managers on the basic SHINES pages required to complete the foster care/adoption process in SHINES. 
Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to SHINES & Initial Foster Care Activities are prerequisites to taking the PLC-FCmgmt course.
Georgia Child Fatality Review Online Tutorial
This class is found in the LMS under DHR Courses| DHR Web Based Training on page 2
These modules are designed to offer a brief training to those Child Fatality Review members in the counties who may not have had the opportunity to attend a training class with a Program Manager when they start their service, as a beginning course, and as a refresher course for those veteran members.  It is not intended to replace the trainings that the office provides, but to give them a starting point so they can contribute to their committee work. 

Through this course, you will gain confidence in your ability to perform these objectives:
To introduce you to the CFR objectives, member agencies and protocols
To educate you on the cause and manner of death, and how to report death to CFR
To identify the steps for writing a successful recommendation
GroupWise Basics, An Introduction
This class is found in the LMS under DHR Courses| Computer Web Based Training
GroupWise is the email system used by Georgia's Department of Human Resources with which you can communicate electronically with coworkers and contacts outside of your department. 
Through this course, you will gain confidence in your ability to perform these objectives:
Open and Close the GroupWise program
Become familiar with the GroupWise environment
Understand the GroupWise folders
Empty the Trash folder
Change your GroupWise password
GroupWise Basics, Creating and Managing Folders

This class is found in the LMS under DHR Courses| Computer Web Based Training
Through this course, you will gain confidence in your ability to perform these objectives:
Manage the Folder List pane
Sort the items in a folder
Add columns to a folder
Use categories to manage messages 
Create and delete folders
GroupWise Basics, Notify
This class is found in the LMS under DHR Courses| Computer Web Based Training
Through this course, you will gain confidence in your ability to perform these objectives:

Understand GroupWise Notify
Opening the GroupWise Notify program
Reading and clear notifications
GroupWise Basics, Receiving and Sending Messages

This class is found in the LMS under DHR Courses| Computer Web Based Training
Through this course, you will gain confidence in your ability to perform these objectives:

· Understand the GroupWise mailbox
· Open a message in a new window
· Read through next and previous messages
· View a message using the Quick Viewer
· Reply to a received message
· Forward a message
· Create a new message to send
· View a copy of sent messages
GroupWise Basics, Using GroupWise Address Books

This class is found in the LMS under DHR Courses| Computer Web Based Training
Through this course, you will gain confidence in your ability to perform these objectives:

· Open and view the address books
· Identify all the DHR GroupWise Address Books
· Look up a name in an address book
· Copy, add and delete names in an address book
· Edit contact information in an address book
· Create and save a group
GroupWise Basics, Working with EMail Attachments
This class is found in the LMS under DHR Courses| Computer Web Based Training

Through this course, you will gain confidence in your ability to perform these objectives:

· View and opening file attachments
· Save  attachments
· Attach files to a message
GroupWise Rules
This class is found in the LMS under DHR Courses| Computer Web Based Training

Through this course, you will gain confidence in your ability to perform these objectives:

· Define a Rule
· Activate a Rule
· Create and edit a Rule
· Delete a Rule
GroupWise Web Access

This class is found in the LMS under DHR Courses| Computer Web Based Training
GroupWise is the email system used by Georgia's Department of Human Resources with which you can communicate electronically with coworkers and contacts outside of your department.  This course covers the skills needed to access your GroupWise account via the Internet.
HIPAA Video #1 "Confidentially Speaking"

This class is found in the LMS under OHRMD Courses | Web Based Training
Part 1 of a two-part series, this video cites real-world examples and examines common pitfalls that can compromise confidentiality.
At the conclusion of this video, you should be able to understand common security risk associated with: Computers, Copiers, Fax machines, Answering machines, Telephones, Recycled materials, and Casual conversations.
HIPAA "Privacy" Overview Presentation #1

This class is found in the LMS under OHRMD Courses | Web Based Training
Part 1 of a three-part series.
Through this course, you will gain confidence in your ability to perform these objectives:
Minimum Necessary Disclosure, Standard
Administrative Requirements and Obligations, and Rights of Individuals.

HIPAA Video #2 "Keeping It Confidential"

This class is found in the LMS under OHRMD Courses | Web Based Training
Part 2 of a two-part series, this video deals with the special confidential issues resulting from the use of technology and unintentional misuse that can put everyday information at risk. 

At the conclusion of viewing this video, you should be able to understand common security risks associated with the use of: cell phones, handheld and laptop computers, pagers, networks, e-mail, and portable media.
HIPAA "Security" Overview Presentation #2
This class is found in the LMS under OHRMD Courses | Web Based Training
Part 2 of a three-part series.
Upon completion of this module, you will understand the Origin of the HIPAA Security Rules, Administrative Requirements and Obligations, Physical Safeguards, Technical Security Services, Technical Security Mechanisms, and Electronic Signature Standards.
HIPAA "EDI" Overview Presentation #3

This class is found in the LMS under OHRMD Courses | Web Based Training
Part 2 of a three-part series.
Upon completion of this module, you will understand the Standard Transaction Format, Standard Code Sets, and Standard Code Identifiers.

How to Use SHINES-WBT

This class is found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Introduction to SHINES-WBT
This module provides instruction on how to utilize SHINES web based training by instructing users on how to navigate the modules, launch simulations, and successfully complete an assessment. 
Human Trafficking

This is open only to DFCS employees.  It can be found in the LMS under DFCS Courses
This online course is mandated for all state, regional, and county office staff except for program support staff.  Human Trafficking is a growing problem both nationally and in Georgia.  Because DFCS employees come into contact with wide variety of people, they can play an extremely important role since they may be one of the first people to observe that someone needs help.  This course provides important information on this topic, and will assist DFCS staff in identifying and assisting people who may be possible victims.

Initial Foster Care Activities

This is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Placement WBT
This introductory module instructs users on the basic pages needed to complete initial foster care task that take place within the first 15 days of the foster care process.

Through this course, you will gain confidence in your ability to perform these objectives:

· Introduction to SHINES is a prerequisite to taking PLC-Initial course.
Integrated Incident Management for Public Health - E-Learning

This is open to Public Health employee’s only.  It can be found in the LMS under Public Health
This E-Learning course will train public health employees on the importance of an effective integrated incident management system (Incident Command System) and help them understand the concept and application of unified command on an emergency scene that requires response from public health professionals and other emergency response agencies and/or jurisdictions.
Through this course, you will gain confidence in your ability to perform these objectives:

· Explain the advantages of using an organized resource management system when responding to complex public health emergency incidents as identified in the National Incident Management System. 
· Identify the responsibilities of the Incident Commander, Command Staff, and General Staff as described in the National Incident Management System. 
· Identify how command should be established in an emergency including setting up a command post and delegating ICS functions. 
· Identify when and how an ICS expands into groups, division and branches. 
· Understand incident response from different public health perspectives.
Introduction to Eligibility
This is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Eligibility for Medicaid-WBT
This module, designed for the Medicaid Eligibility Specialist and Supervisor, provides general instruction on how to complete the Initial Medicaid Eligibility Process and the VI-E Eligibility Process in SHINES.
Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to SHINES is a prerequisite to taking the ELG-WBT/Intro course.
Introduction to F/A Homes
This is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | F/A Homes Resources-WBT
This module provides instruction on how to record and maintain DFCS foster care resources and placements in SHINES. 

Through this course, you will gain confidence in your ability to perform these objectives:
· Introduction to SHINES is a prerequisite to taking the F/A Homes-WBT/Intro course.
Introduction to Financial Management

This is open to DFCS Shines employee’s only.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Financial-WBT
This introductory module instructs DFCS financial staff on the basic SHINES pages needed to document and maintain contracts and payments in SHINES.

Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to SHINES is a prerequisite to taking FIN-WBT/Intro course.
Introduction to Public Health in Georgia (E-Learning course)
This class is found in the LMS under Public Health
This ONLINE training is a comprehensive look at the history, goals, functions, and future directions of public health in Georgia.  After completing this training participants will understand the overall role of Public Health and how different disciplines support the mission of public health in Georgia.
Target Audience for this course:  All public health workers who are new to the public health field, new to the state of Georgia, who have no formal training in public health or anyone who is interested in learning more about the public health field and public health in Georgia.

The five (5) modules within this training are:

1) What & who is Public Health?
2) History of Public Health & The top 10 Public Health Accomplishments
3) Organization & Structure of Public Health in Georgia

4) Georgia Public Health Issues
5) Public Health Leadership & Ethics

Introduction to Public Health in Georgia (Self Paced course)
This class is found in the LMS under Public Health
This SELF-PACED training is a comprehensive look at the history, goals, functions, and future directions of public health in Georgia.  

Target Audience for this course:  All public health workers who are new to the public health field, new to the state of Georgia, who have no formal training in public health or anyone who is interested in learning more about the public health field and public health in Georgia.

The five (5) modules within this training are:

6) What & Who is Public Health?
7) History of Public Health & The top 10 Public Health Accomplishments
8) Organization & Structure of Public Health in Georgia

9) Georgia Public Health Issues
10) Public Health Leadership & Ethics.
Introduction to the Incident Command System
This class is found in the LMS under Public Health
ICS 100, Introduction to the Incident Command System for Federal Disaster Workers, introduces the Incident Command System (ICS) and provides the foundation for higher level ICS training.
This course describes the history, features and principles, and organizational structure of the Incident Command System. It also explains the relationship between ICS and the National Incident Management System (NIMS). 

It’s About Time

This class is found in the LMS under DHR Courses | DHR Web based Training
This course provides guidelines to supervisory staff in the management of time and attendance.  It addresses issues related to employee absences; the use of annual leave, sick leave, FLSA, and unauthorized leave without pay; and the use of corrective and disciplinary actions in these areas.  It clarifies policy in these areas and gives some practical advice on handling attendance issues.

Through this course, you will gain confidence in your ability to perform these objectives:
Supervisors will understand their authority and accountability as it relates to attendance issues as well as what the rights of employees are in these areas.
Supervisors will be aware of various strategies to use in managing attendance issues and the policies which apply in these areas.
Supervisors will know how to contact OHRMD for assistance and access policies on the OHRMD web-site
IV-E Court Order Course

This is open to DFCS employee’s only (currently unavailable.)
The IV-E Court Order Screen Cast will be a useful tool for employees to gain basic knowledge of court order requirements for Title IV-E.  Employees who take the training will also become familiar with some of the model court orders that should be utilized in Georgia.
Through this course, you will gain confidence in your ability to perform these objectives:
Identify language requirements for Title IV-E
Identify "child specifics" that support the language requirements.
Identify time frames for the Title IV-E requirements.

Become familiar with some of the model court orders.
Recognize the importance of reviewing the details of court orders
Leave Keeper Training

This class is found in the LMS under OHRMD Courses | Web based Training on page 2
This course was designed to familiarize those assigned to manage and oversee leave keeping with the tracking and record keeping process as outlined in Policy 1003. 

Through this course, you will gain confidence in your ability to perform these objectives:
Strengthen your skills as the leave keeper
Improve accuracy while reducing time spent on leave keeping.
Explain the importance of leave keeping
Learning Management System (LMS)
This class is found in the LMS under DHR Courses | DHR Web based Training
Interactive tutorial designed to familiarize LMS administrators with the basics of LMS. 

Through this course, you will gain confidence in your ability to perform these objectives:
Understand what LMS is and does
Know the common components of LMS
Know how employee data gets loaded into the LMS
Describe Segmentation
Know the required screen setting
Know how to navigate the Web Administrator
Identify Trouble Resolution
Know how to reset Learners passwords

LEPSI_Customer_Service_Education

This class is found in the LMS under DHR Courses | DHR Web based Training
Designed to educate those with direct customer contact on the policy and general procedures for service delivery to the Limited English Proficient (LEP) and Sensory Impaired (SI) customers. In doing this we are working to ensure all customers receive meaningful access to the programs, services and activities conducted or supported by the Department.  Through this course, you will gain confidence in your ability to perform these objectives:
Identify the legal authority governing LEP/SI customer service guidelines 
Know the roles and responsibilities of staff members in assisting LEP/SI customers 
Assess customer language needs and identify appropriate resources 
Meth Basics and Worker Safety
This is open to DAS employee’s only.  It can be found in the LMS under DAS
The purpose of this training is to identify the risks to a vulnerable adult living in a meth lab or whose caregiver uses methamphetamine.  Through this course, you will gain confidence in your ability to perform these objectives:

Recognize forms of meth and relate paraphernalia
Recognize symptoms of a person on meth, a chronic user, and signs of a clandestine meth lab
Take safety measures when interacting with a meth user and in a meth lab situation
National Incident Management System (NIMS): An Introduction
This class is found in the LMS under Public Health
Homeland Security Presidential Directive-5 (issued on 12/28/03) directed the Secretary of Homeland Security to develop and administer a National Incident Management System (NIMS) to provide a consistent nationwide template to enable all government, private-sector, and nongovernmental organizations to work together during domestic incidents. (www.fema.gov/nims)
This course introduces NIMS and takes approximately 3 hours to complete. It explains the purpose, principles, key components and benefits of NIMS. The course also contains "Planning Activities" giving you an opportunity to complete some planning tasks during this course. 
Through this course, you will gain confidence in your ability to perform these objectives:
Describe the key concepts and principles underlying NIMS

Identify the benefits of using ICS as the national incident management model
Describe when it is appropriate to institute an Area Command
Describe when it is appropriate to institute a Multiagency Coordination System
Describe the benefits of using a Joint Information System (JIS) for public information
Identify the ways in which NIMS affects preparedness
Describe how NIMS affects how resources are managed
Describe the advantages of common communication and information management systems
Explain how NIMS influences technology and technology systems
Describe the purpose of the NIMS Integration Center
NIMS IS 700 WB

This class is found in the LMS under Public Health
This FEMA online course is designed to give an introduction to the principles, common terminology and position-specific responsibilities when responding to an event using the Incident Management System.  The course specifically discusses major ICS functions and associated responsibilities, ICS organizational units, span of control, incident fatalities and the function of each, what an Incident Action Plan is and how it is used, and the common responsibilities associated with incident assignments from the Federal disaster response workforce perspective.
Preventing Workplace Violence
This course is pending policy change and is inactive at this time.
Through this course, you will gain confidence in your ability to perform these objectives:
Security Awareness *
* This is a DHR mandated course for ALL employees.   It can be found in the LMS under Courses | DHR Web Based Training
DHR cannot protect the integrity, confidentiality and availability of information in today's highly networked systems environment without ensuring that each person involved understands their roles and responsibilities and is adequately trained to perform them.

DHR requires training for: new employees within 60 days of hire; whenever there is a significant change in the agency's IT security environment or procedures; when an employee enters a new position which deals with sensitive information; and periodically as refresher training based on the sensitivity of the information the employee handles.  The DHR Information Security Policy re-emphasizes these mandatory training requirements.  In addition, it requires that prior to being granted access to IT applications and systems, all individuals must receive specialized training focusing on their IT security responsibilities and established system rules.

Through this course, you will gain confidence in your ability to perform these objectives:
· Networks and the Internet
· Information security basics
· Information security policies
· Threats, vulnerabilities, and countermeasures
· Attacks and countermeasures
· Providing security for our assets
Sexual Harassment *
* This is a DHR mandated course for ALL employees.  It can be found in the LMS under OHRMD Courses | Web Based Training
Sexual harassment is a form of employment discrimination and will not be tolerated at any level within the Department of Human Resources (DHR).  The course is intended to ensure that each DHR employee is made aware of and fully complies with the DHR policy on sexual harassment. 

Through this course, you will gain confidence in your ability to perform these objectives:
· Define Sexual Harassment 

· Identify the types of Sexual Harassment 

· Identify examples of Sexual Harassment and Inappropriate Work Behavior 

· Understand why you must report sexual harassment 

· View DHR personnel policy #102 - Sexual Harassment 

· Understand how to report sexual harassment 

· View DHR personnel policy #1504 - Unlawful Discrimination Complaint Procedure 

· Understand the consequences of sexual harassment 

· Understand how to avoid sexual harassment and, 

· Where to find additional information about sexual harassment.

SHINES Computer Skills Assessment

This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines
The SHINES Computer Skills Assessment was developed for DFCS staff who will be using the SHINES Application. All staff are required to take the assessment. The assessment is 30 minutes in length. It is composed of multiple choice, true/false, and self assessment questions. A score of 80% signifies a basic understanding of key computer skills.
Through this course, you will gain confidence in your ability to perform these objectives:

· Identify the concepts and skills that need improvement
· Gain an understanding of comfort level with key computer concepts and skills
· Prepare DFCS staff for SHINES Application
SHINES County Leadership Test
This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This module will provide state office management with a comprehensive look at the SHINES applications.  The individuals taking this course will be exposed to SHINES from the beginning of the intake through adoption. Users will also gain exposure to SHINES financial pages, Medicaid and VI-E eligibility, and the administrative functions that manage the overall SHINES process. 

SHINES CPS Family Preservation Test

This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This course provides instruction on the child protective services pages in SHINES as they  relate to the CPS process.  Users will learn proper procedure for the completion of these pages and how these pages interact with other DFCS program areas.

SHINES CPS Intake Test
This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This course provides instruction on the child protective services pages in SHINES as they  relate to the CPS process.  Users will learn proper procedure for the completion of these pages and how these pages interact with other DFCS program areas.

SHINES CPS Investigations Test

This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This class is found in the LMS under 
This course provides instruction on the child protective services pages in SHINES as they relate to the CPS process.  Users will learn proper procedure for the completion of these pages and how these pages interact with other DFCS program areas.

SHINES Eligibility Test
This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This module instructs MES case mangers and supervisors on the process of documenting and approving a child for Medicaid and VI-E services using the Ga SHINES application.

SHINES F/A Homes Test
This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This module instructs users on how to create and maintain DFCS resources within the SHINES system.
SHINES Financial Management Test

This is open only to DFCS Shines employees.  It can be found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments
This module provides instruction on SHINES financial component. Users taking this course will identify the various financial processes in SHINES and how to use them to support DFCS Social Service Case Management staff.

SHINES General Functions
This course is open only to DFCS Shines employees.  It can be found in the LMS under 
DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Introduction to SHINES-WBT
This module focuses on the basic knowledge needed to complete specific SHINES task.

The user should have completed the How to Use Georgia SHINES and the SHINES Navigation modules as a prerequisite before completing the SHINES General Function module.  
SHINES Navigation

This course is open only to DFCS Shines employees.  It can be found in the LMS under 
DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Introduction to SHINES-WBT
This module was designed to instruct users on the skills needed to successfully navigate in the Georgia SHINES application.

The user should have completed How to Use Georgia SHINES as a prerequisite to the SHINES Navigation module.
SHINES Placement Foster Care Test

This course is open only to DFCS Shines employees.  This class is found in the LMS under 
DHR Courses | Georgia Shines | Georgia Shines Instructor Led Training | ILT Post Test Assessments 
This module will help Foster Care and Adoption Case Managers identify pages within SHINES that are uniquely related to Foster Care and Adoptions. They will learn the proper procedure for completing these pages and how these pages interact with other DFCS program areas.

Standards of Conduct *
* This is a DHR mandated course for ALL employees.  It can be found in the LMS under OHRMD Courses | Web Based Training 
This presentation was designed to provide new employees with general information pertaining to the do’s and don’ts of DHR employment as contained in policy 1201  of the Standards of Conduct and Ethics in government.
Through this course, you will gain confidence in your ability to perform this objective:
· By the end of this course you will have knowledge and familiarity with some of the different sections of the DHR Standards of Conduct and Ethics in Government policy
Stepping Stones to Recovery
This class is found in the LMS under DHR Courses |DHR Web based Training on page 2       

The Stepping Stones to Recovery is a training curriculum for case managers assisting adults who are homeless with their Social Security Disability and Supplemental Security Income Applications.  The trainings are a component of the DHR SOAR Project which serves to identify and implement ways to expedite the SSI/SSDI process and increase approval rates for home less applicants who are eligible.

The training provides an in-depth, step-by-step explanation of the SSI/SSDI application and disability determination process, as well as strategies for working with homeless persons with serious mental illness and co-occurring disorders.  The training includes exercises and worksheets and other practical application tools.  The goal of the DHR SOAR Project is to increase approval rates for homeless applicants with mental illness to 60-90% with decisions processed in less than 90 days.
Through this course, you will gain confidence in your ability to perform these objectives:
· Course participants will learn the similarities and differences of the disability programs of the Socail Security Administration (SSA), new strategies for engaging with applicants and the SSA application process including non-medical and medical information. 
· Participants will learn the role of the Disability Adjudication Service (DAS), the SSA eligibility criteria for disability and the sequential evaluation that DAS uses to reach a disability determination.
· Participants will learn about how substance use can affect an application and what medical information is important for applicants with mental illness.  The will learn new ways to collect medical evidence and strategies for interviewing and assessing for disability purposes.
· Course participants will learn about the importance of functional information and how to write an effective functional description as well as how to create a medical summary report to be included with every application.
· Participants will learn about supplemental Medicaid programs (QMB, SLMB, and QI-1) and SSI/SSDI work incentives.
Stress Management
This class is found in the LMS under DHR Courses | DHR Web based Training

This is an online course designed to help identify stressors in your life, to understand how these stressors affect you, and to learn a variety of coping strategies.

Through this course, you will gain confidence in your ability to perform this objective:
· Define stress, recognize symptoms of stress, identify your own personal level of stress

· Understand the typical responses to stress

· Apply stress reduction strategies to alleviate personal stress
Supervision 101
This is an online course designed to present a basic overview of the skills and competencies needed for successful supervision.

Through this course, you will gain confidence in your ability to perform this objective:
· This course will provide information about: Transitioning from a worker to a supervisor and some of the pitfalls on may encounter.  The communication and interpersonal skills required for basic supervision.  Delegating work to staff, and coaching staff for better performance.
Supervisory Tools Case Supervision-CPS
This class is found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Supervisory Tools-WBT 

This introductory module instructs supervisors and managers on the basic SHINES pages they need to support social services staff using the application.  Through this course, you will gain confidence in your ability to perform this objective:
· Introduction to SHINES and CPS WBT are prerequisites to taking SPR-CPS/WBT course.
Supervisory Tools Case Supervision-PLC
This class is found in the LMS under DHR Courses | Georgia Shines | Georgia Shines Web Based Training | Supervisory Tools-WBT 

This introductory module instructs supervisors and managers on the basic SHINES pages they need to support social services staff using the application.  Through this course, you will gain confidence in your ability to perform these objectives:
· Introduction to SHINES and the Placement WBT's are the prerequisites to taking SPR-PLC/WBT course. 
Surviving Change
This class is found in the LMS under DHR Courses | DHR Web Based Training
This course is designed to explain the behavioral, physical, and psychological reaction to change.

The e-course will also provide some tools to better handle change in the workplace.  This course covers the behavioral, physical, and emotional reactions to change.  
· Understand the reasons why we resist change
· Know the process of adjusting to change
· Discover ways to build resilience
Team GA Market Place Navigation
This class is found in the LMS under DHR Courses| DHR Web based Training on page 2

This course provides basic information for Team GA Market Place system navigation.

Through this course, you will gain confidence in your ability to perform these objectives:
· Sign in to the PeopleSoft system
· Navigate the Main Menu
· Set up Favorites
· Use a Work list
· Turn Off Pop-Up Blocker
· Access a New Window
Team GA Market Place Overview

This class is found in the LMS under DHR Courses| DHR Web based Training on page 2

This course is designed for anyone who accesses the Peoplesoft system internally.  Team Georgia Market Place Navigation training and eProcurement training are prerequisites for this course.

This course addresses all of the Team Georgia Market Place modules being implemented as follows:
· eProcurement

· Purchasing 

· Strategic Sourcing

· Supplier Contracts Mgmt

· eSupplier Connection
Telephone Etiquette
This class is found in the LMS under OHRMD Courses | Web based Training
Through this course, you will gain confidence in your ability to perform these objectives:
Teleworking E-Course *
* This a DHR required course for ALL employees who Telework.  It can be found in the LMS under OHRMD Courses | Web based Training
As Manager's and Employee's teaching each the Teleworking Process
Through this course, you will gain confidence in your ability to perform these objectives:
Verbal Communications  

This class is found in the LMS under DHR Courses | DHR Web based Training

This course is designed to help improve verbal communication skills.

Through this course, you will gain confidence in your ability to perform these objectives:

· Examine effective and ineffective verbal communications
· Identify five basic elements of the effective verbal communication process

· Apply effective verbal communication skills

Visa Purchasing

This class is found in the LMS under DHR Courses | DHR Web based Training
This course was designed to educate all Visa Purchasing card (p-card) holders and approvers on the appropriate use of visa purchasing cards.

Through this course, you will gain confidence in your ability to perform these objectives:
· Apply their knowledge and resources to appropriately use their DHR Visa Purchasing Card
· Gain basic purchasing skills and knowledge of how to apply them in using the DHR Visa Purchasing Card

· Understand the roles and responsibilities of cardholders and approving officials in the p-card program

Order of precedence for P-Card purchases

· Documentation and reconciliation of p-card transactions
Workforce Diversity *
* This is a DHR mandated course for ALL employees.  It can be found in the LMS under OHRMD Courses | Web based Training
Through this course, you will gain confidence in your ability to perform these objectives:
· Define and learn the DHR Philosophy, and values regarding diversity.
· Explore the impact of culture in the workplace.
· Learn the benefits for diversity to you and your job.
· Identify and explore effective methods of managing diversity.[image: image4.png]
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