How to access ISA/PA training through EES

Instructions for creating an account and selecting the Information Security Awareness and
Privacy Awareness training in the Employee Education System On-line Learning Website

IMPORTANT: You must use Internet Explorer in order for all functions of this website to operate

correctly
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How to access ISA/PA training through EES

Step 2

Select VA Other (...)
and click the Submit
button.
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Employee Education System

On-line Learning Website

First Time User Information

What type of user are you?
VA Employee (Paid by the VA)

OIS

DOD

Residents, Interns, etc.)
HS

Federal Other
MNon-Federal Other
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To create an account, please answer the following questions.

VA Other (Contractors, Violunteers, Residents, Intemns, etc.)

DOD Other (Civilian Staff, Contractors, Velunteers,
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Step 3

Enter your legal first,
middle, and last
name and click the
submit button.
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Employee Education System

On-line Learning Website

First Time User Information
To create an account, please answer the following
questions.

Please provide the following:

First Name: |Cunis
Middle Name:|P
Last Name: IBerg

|

[ [ [ | |émtemnet ,100%

T 4




How to access ISA/PA training through EES
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Select your
Employee Education System

occupation from the On-line Learning Website
drop down list. If you

are an intern,

resident, or fellow Select Your Occupation:
select “Assoc/Allied _
Hith”. If you are not

on the list or are
unsure select
“Other”. Click the
submit button.

Assoc/Allied Hith
Dentist
Multidisiciplinary
Murse / Nurse Practitioner
Other

Physician
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For facility, select

“ ” Employee Education System
VHA from.the On-line Learning Website
dropdown list and

click submit.

Select Your Fadility:

e
4] | »

|7|_|_|_|_|_|_|— Internet [0 -




How to access ISA/PA training through EES

Step 6

Create a username:
Your username must
be at least 8
characters long. If
you already have a
VA network account
you can use the
same account name
to make it easier to
remember.

Create a password:
Your password must
be at least 8
characters long and
and must contain at
least three of the
following four types
of characters:

1) lower case letters
2) UPPER CASE
LETTERS

3) numbers

4) special characters
like;!@#9% % " &

Example of good
password:
JO!nM3L8t3r
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Employee Education System

On-line Learning Website

First Time User Information
Please provide the following information:
Create your Username l—

(at least 8 characters). CPBerg932
Create your Password li
(at least 8 characters). seessseeee

Type your password again I—
to verify what you typed. poesssseee

(Optional) If you've already created an account recently, but are
finding it necessary to now create another, please give us a brief
explanation as to why: (250 characters remaining)
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Step 7

Once you have
successfully entered
all your information
including a good
username and
password you will
see the following
screen.

st Time Users - Windows Internet Explorer
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Employee Education System

On-line Learning Website

Congratulations!
You are ready to begin online learning!

Close this window with the button below, and log in using
the USER NAME and PASSWORD that you just created!

Close Window |
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Step 8

I First Time Users
At the Welcome
screen login using [ Forgot Password?

the username and
password you have User Name: Employee Education System
created. SEHcrE On-line Learning Website

Feedback

Welcome
The Employee Education System (EES) is the Veterans Health Administrations education and

training arganization. We specialize in quality products and senvices for continuous learning and
performance improvement.

This site supports IE 5.5 and greater. Netscape and all other browsers are not supported. If you have
trouble with this site contact Help Desk at 1-866-496-0463 between the hours of 8:00 AM and10 PM
EST or email eeswbthelp@va. gov.

Employee (VA Department of
Education Privacy Statement | Accessibility | Disclaimer | Contact EES Veterans Affairs
5 Date of last Update: May 19, 2008
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and find guidance on | e
vailabie Courass Welcome to the EES Online Learning System. This page will provide you with useful information before you begin using the system.
how to maneuver "
e . Wy User Profile Navigation Menu
W|th|n the S|te . Wiy Course Status Clicking ane of the six buttons on the left menu will be the manner in which you move through the main sections of the site. Below is a brief overview of each item on the menu.
ald 1. Getting Started - You are on this page. This page orients you ta the site
2. Available Courses - A listing of online educational items. This is the page you will use to register for 3 course, How do | register for a course?
3. My Courses - Displays programs for which you are currently registered
4. My User Profile - Displays your business profile as it was received from the Depantment's Austin Finance System through the PAID system
5. My Course Status - Displays report items.
B Exit - Logs you off the system
Tabs
The Available Courses, My Courses, and My Course Status pages give 3 ways to view the items. Choose an option by clicking one of the tabs Iocated on the top right hand side
of the page. The tab you have selected will be orange
Explore Tab CTTETIRESTTR  Clicking this tab will display a list of categorized folders. Click on them to open them and view their contents
List Tab CTI ST ETTITR  Clicking this tab wil display all tems in a list format
Search Tab CTDETIIR TR Clicking this tab wil allow you to search the database for specfic items,
Help
Click the help link located on the top right side of ach page ta view more specific help contents
(7 ) Help Link Image
Registering for a course
‘When tegistering for a course, click the Available Courses button on the navigation menu and select the manner in which you would like to view the courses by clicking one of the 3 tabs,
Once you have found the course you want
1. The course wil be listed with a Register link to the right of the tile
2. Click the Register link
3. After successfully registering, you will be asked if you would like to retum to My Courses to begin the course.
4. Select iew Wv Courses to beain the course or View Available Courses to redister for another course I
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Step 10

For FY11, the
Privacy and
Information Security
Awareness training
have been combined
into a single module.
In order to access
this course click on
the “Available
Courses” tab and
under Advanced
Search type in the
following:

Keyword = Security

Modality = Web-
based

Content Area =
Information
Technology

Click the Search
button
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Step 10

Your search should
return several
courses.

To register for the
“VA Privacy and
Information Security
Awareness and
Rules of Behavior
FY11” course click
the “Sign Me Up” link
to the right of the
course.
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Step11

You should now
see the course in
your “My Courses”
list

You can now begin
the desired course
by clicking on the

corresponding link.
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Step 12

It is important to
print your certificate
of completion when
you reach the end
of the course.

When you reach
the last page click

the “Certificate” link.
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End :

End of Course

Page 91 of 91

Congratulations

Thank you for completing the Privacy and Information Security Awareness Course and electronically signing
the VA National Rules of Behavior.

Click the Certificate link on this page to complete the course and be able to print your certificate.

If you have access to Personal Health Information, you must also complete VHA Privacy Policy Training.

Certificate
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Step 13

You will next be
brought to this
page. You will need
to click the
“Employee
Education System
(EES)” link in the
middle of the page
to display the
certificate of
completion.
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Educationga® (2)
System .
Congratulations!
You have completed all requirements necessary to receive continuing
education credits.
Select the certificate appropriate for your profession.
Click herl\
If you require assistance printing,saving or sending your certificate, please click the
help icon above.
EXT COURSE il RETURN TO COURSE
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Step 14

You can print the
certificate and/or
save it as a digital
file using one of the
following methods.

1. Click
<Alt>+<Print
Screen> and
then paste it
into a Word
document or
email message.

2. Click
File>Save As..
and save it as
Webpage,
complete
(*.htm,*html).
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Certificate of Completion
This is to certify that
Curtis P Berg
has completed a course entitled
VA Privacy and Information Security Awareness and Rules of Behavior FY11

The Emplovee Education System has presented this
Continuing Education Activity for 1 contact hour(s)

The Employes Bducation System maintains responsibility for the program.

This training was completed on Oct 20, 2010

Sy llMlotr)

Joy W. Hunter
Dean, VA Learning University =
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Step 15

You need to submit the certificate of completion to the appropriate person for credit:

o |If you are a VA staff member (resident, student, volunteer) you should submit your certificate to
your direct supervisor

e |If you are a contractor you should submit the certificate to the VA contracting officer, Contracting
Officers Technical Representative (COTR) or other designated VA POC

For expediency, you can also send a copy to the Portland Information Security Officer by fax at 360-759-
1929 or by email to por.iso@va.gov. This will help ensure the quickest response in getting your network

accounts activated.




