
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 
 

Step 1 
 
Please use the 
following link to 
access the external 
training necessary to 
gain VPN access. 
https://www.ees-
learning.net 
 
If you have 
previously created 
an EES account you 
can skip to Step 8. 
Otherwise, you will 
need to click the 
“First Time Users” 
button to begin the 
account creation 
process. 
 

 
  

https://www.ees-learning.net/
https://www.ees-learning.net/
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Step 2 
 
Select VA Other (…) 
and click the Submit 
button. 

 
 

Step 3 
 
Enter your legal first, 
middle, and last 
name and click the 
submit button. 
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Step 4 
 
Select your 
occupation from the 
drop down list. If you 
are an intern, 
resident, or fellow 
select “Assoc/Allied 
Hlth”. If you are not 
on the list or are 
unsure select 
“Other”. Click the 
submit button. 

 
 

Step 5 
 
For facility, select 
“VHA” from the 
dropdown list and 
click submit. 
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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 ; ! @ # $ % ^ & 
 
Example of good 
password: 
J0!nM3L8t3r 
 

 

Step 7 
 
Once you have 
successfully entered 
all your information 
including a good 
username and 
password you will 
see the following 
screen. 
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Step 8 
 
At the Welcome 
screen login using 
the username and 
password you have 
created. 

 
Step 9 
 
From this screen you 
can access the 
“Getting Started” tab 
and find guidance on 
how to maneuver 
within the site. 
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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 
 

 
 

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. 

 

 
 

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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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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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). 

 
 

Step 15 
 
You need to submit the certificate of completion to the appropriate person for credit: 
 

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

 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. 

 

 
 


