How to Create an Account in DHR’s Online
Learning Management System

*For any assistance in creating your DHR Moodle account, please contact cybertraining@dhr.idaho.gov

1. Visit moodle.dhr.idaho.gov

2. Click on the “Create new account” button on the main login page.

Login Is this your first time here?

For full access to this site, you first need to create an account.

Username Create new account

“~~

Cookies must be enabled In your browser

3. Fillin the requested information. Please use your state email address as your username and create a password
that you will be able to remember. Once all fields are completed, click on the “Create my new account” button
at the bottom of the page.

Collapse all

Choose your username and password

Username™®  amail address

The password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at least 1 upper case letter(s), at least 1 non-

alphanumeric character(s) suchasas*, -, or #

Password®
More details

Email address™
Email (again)™®*
First name™®
Surname*
Last Mame

City/town

Country Select a country v
‘ Other fields

Agency® v

Create my new account Cancel



mailto:cybertraining@dhr.idaho.gov
https://moodle.dhr.idaho.gov/login/index.php

4. A verification email will be sent to your email address. You will need to click on the link in that email to be able
to access your newly created account. If the email does not appear in your inbox, double check your junk folder.
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From: Admin User {via IdahoDHR) Sent: Wed 5/9/2018 4:38 PM
To: DHR Cybersecurity Training
Cc
Subject: Idaho Division of Human Resources: account confirmation
Hi New User, %

A new account has been requested at 'Tdaho Division of Human Resources'
using vour email address.

To confirm vour new account, please go to this web address:

https:/moodle.dhr.idaho.gov/login/confirm. php7data=STHoC2tjiwkeBW{6/cvbertraining%e40dhr?2Eidaho%2Egov

In most mail programs, this should appear as a blue link
which vou can just click on. If that doesn't work,

then cut and paste the address into the address

line at the top of vour web browser window.

If vou need help, please contact the site administrator,

Admin User
cybertraining@dhr.idaho.gov

o See more about: Admin User (via IdahoDHR). ~

5. After clicking on the verification link, you will be directed back into Moodle and may continue with your course

registration.

Idaho Division of
Human Resource:
Executive Office of the Governor

Dashboard Your registration has been confirmed

Navigat
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Your registration has been confirmed Dashboard

_ Site home

Site pages

Courses




6. From your dashboard, click on the “Site home” page to view all of the currently available courses.

Idaho Division of
Human Resources

Executive Office of the Governor

Dashboard

Customise this page

n Course overview

=) E Navigation = E Private files
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Mo files available

b Site pages Manage private files

b Courses

E Online users o]

7. Click on “Supervisory Academy” .

| TERTIED PO
MANAGER®|

y Supervisory Academy o

8. At the bottom of the page, click on “Enroll me”
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Enrollment options -
Dashboard
@ "& Supervisory Academy G = Site home
“‘ @ ) Site pages

= « Courses
R e " sa
,@ @-'.;s: G

E Administration =

¥ Course administration

A Enroll me in this course
Self enrollment (Participant)

Mo enrollment key required.

—

9. You are now enrolled in the course.



10. From the course main page, select the date that you would like to register for.

Boise Classes

Below are the Supervisory Academy courses available for registration. All Boise classes are held at the Borah Court room. A
week before the first class date, an email will be sent with more instructions.

If you have any questions, please contact Jana Huffaker at jana.huffaker@dhr.idaho.gov.

2 suly 9th, 16th, 30th
R‘August 13th, 20th, and 27th
R‘September 10th, 17th, and 24th

P october 16th, 23rd, and 30th

11. Click on Sign in to register for those dates.

July 9th, 16th, 30th

Registration-Date: Tuesday, July 9, 2019, 11:59 PM (35 days 13 hours)
Registration-Period until: Tuesday, July 2, 2019, 11:59 PM (28 days 13 hours)
Room: Borah Courtroom

Maximum number of students: 24

**If the dates you selected are full, you can add your name to the que and be notified of any openings that
might be made available later. This does not guarantee a spot in the class for you.**

12. A message will display notifying you of your registration. Please be sure to add these dates to your Outlook
calendar right after you enroll.

You are signed in for date: "July 9th, 16th, 30th" , Tuesday, July 9, 2019, 11:59 PM

13. If you need to cancel or change your registration, visit the dates you registered for and use the Sign out button
to unenroll.

14. To return back to the main page of the Supervisory Academy online classroom, click on the SA in the
breadcrumb at the top of the page.

Idaha Division of
Human Resources
Executive Office of the Governor

- ! @

Dashboard My courses SA » Course Registration




15. The main page houses many important resources you will need to review prior to class. This includes (1) daily
agendas, (2) prep-work to be completed before your first day and (3) details about training locations.

1 ’ﬂ Course Agendas

Please note that classes run from 8:30-5:00 with an hour break for lunch from 12:00-1:00.

2B Homework

3= Training Locations




