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[bookmark: _Toc104555387]Creating a User Account
1. Go to the INDOT Training Portal
2. Select Click here to register
3. Fill out Account, Contact, and Employee Information
a. Users are advised not to use their email address as their User ID. User IDs are permanent, so we want to ensure users do not create multiple accounts as their email address changes.
b. User IDs are case sensitive
4. Select Submit
5. User accounts are reviewed before access is given. You will receive an automated email when you are able to access your account.  Example of the email is below:
[image: Graphical user interface, text, application, email

Description automatically generated]
6. [bookmark: _Hlk91678729]Accounts created on the weekend or holidays will not be approved until the next business day. If your account has not been approved in 24 hours, please contact ELearning@indot.in.gov .
[bookmark: _Toc104555388]Course Enrollment
To enroll in one or more of the ERC Certification Courses do the following:
1. Send an email to LPAQuestions@indot.in.gov requesting the course you would like to enroll.
0. Include the User ID chosen when creating your account in the INDOT Training Portal.
0. Include the name of the course(s) you are enrolling.
· ERC Basic Certification
· ERC Recertification
· ERC Bridge Inspection Certification

2. INDOT LPA staff will enroll you for the course(s), and you will receive an automated email verification stating enrollment is complete.  Example of the email is below:
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[bookmark: _Toc104555389]Starting the Certification Course
[bookmark: _Toc833336581]Start the course by logging into INDOT Training Portal. 
1. Upon completion of the course, you will be prompted to print the certificate.  Instructions on how to print are below.
2. Email a copy of your certificate to the District Program Director.

[bookmark: _Toc104555390]How to Print or Save a Certificate of Completion
1. On the My Learning page locate the History tile.
2. Select View All
3. Find the course under your Completed Work list and select the print button, located under the Action column
4. When the certificate opens, select Print or Save at the bottom of the screen and then follow the prompts.

[bookmark: _Toc1939818672][bookmark: _Toc104555391]Home Page Tiles
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Description automatically generated]
[bookmark: _Toc1566904104][bookmark: _Hlk104553587][bookmark: _Toc104555392]My Learning Assignments
Under My Learning Assignments you can find online, or instructor led training that has been self-assigned or assigned to you. Trainings will remain under this tile until it is complete, or you withdraw from the course.
[bookmark: _Toc1074450078][bookmark: _Toc104555393]Find Learning
In the search bar of the Find Learning tile, you can search the training library for online and instructor led training. Once you find the training you are interested in you can start or register for the course.
[bookmark: _Toc1184516614][bookmark: _Toc104555394]My Curricula
The My Curricula tile will contain any curriculum you have requested to take. A curriculum is a single course or group of courses that recur over a designated renewal cycle. 
[bookmark: _Toc464306858][bookmark: _Toc104555395]History
Under the History tile you can find all training, online and instructor led, completed within the INDOT Training Portal. You can also print completion certificates in this area.
[bookmark: _Toc643633475][bookmark: _Toc104555396]Links
News
This link will open any automated system announcements. These announcements are the same for our internal and external users so not all announcements apply to our external users.
Options and Settings
Under Options and Settings, users can update account security information, learning email notifications, locale and time zone, locale format options, contact, and employee information.
Reports
On the Report page users can pull several reports to review their training requests, status, history, hours, and other information. These reports will only return information about the individuals learning.
View Shopping Cart
View Shopping Cart is where users can review paid items placed in their cart and check out. Payment is not processed through the INDOT Training Portal so you will need to follow the direction under Enroll in a Paid Online or Instructor Led course.
[bookmark: _Toc644696301][bookmark: _Toc104555397]How to Access my Training History
1. On the Home page locate the History tile.
2. [bookmark: _Toc1808737066]Select View All
[bookmark: _Toc104555398]How to Change Information on my User Account
1. On the Home page locate the Links tile.
2. Select Options and Settings
3. On the Options and Settings page, you can update your:
a. Security question and answer
b. Email notification preferences
c. Contact information
d. Business Name
4. Once information is updated remember to select Apply Changes to update settings.
[bookmark: _Toc104555399]Questions or Need Help

· Contact ELearning@indot.in.gov for any questions regarding the INDOT Training Portal.  

· [bookmark: _Hlk104555260]Contact  LPAQuestions@indot.in.gov for questions about course content and to enroll in an ERC Certification Course once you have an INDOT Training Portal User ID.

· Contact your District Program Director with questions about course content or enrollment.
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From: donotreply@successfactors.com <donotreply@successfactors.com>
Sent: Wednesday, December 08, 2021 10:01 AM
To: INDOT ELearning <ELearning@indot.IN.gov>

Subject: Welcome to SuccessFactors's Learning Site

cLearning Inbox
Welcome. This note confirms your SuccessFactors's Learning Site registration has been approved.
Comments:

Please remember your user ID (clearning) for future access. If you forget your ID or password, you can you can click the
appropriate link from the login page.

[Vour user ID and password are confidential to your account, so please take precautions to ensure that these are maintained securely
and not shared with anyone.

Your Learning Assignments will be updated within 24 hours based on any auto assignments your Administrator has sefup.
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Learning Assignment Changes Email Notification
donotreply@successfactors.com
To © Hudson, Cassandra L

Indiana State
Personnel Department
The following assignments were added to your Learning Plan:

Type: ELRN,

1D: INDOT_ERCRecert_00001,

Revision Date: 5/25/2022 11:40 AM US/Eastern,
Title: ERC Basic Recertification,

Due Date:

If you are asked to complete an ELRN Training course, Google Chrome s the
preferred web browser and you will need to ensure your pop-up blockers are
disabled.

‘The State of Indizna Learning Portal Login Guide, and ofher helpfl resources, can be found

here: hitps/fwwww in govispdtrainingopportunities
Leaming & Development

Indiana State Personnel Department
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