
ATTENTION --   ALL EMPLOYEE MESSAGE  --- ATTENTION

All (enter AGENCY NAME) employees have access to the Office of Personnel Management’s Gov Online Learning Center, also known as GoLearn.gov.  This website, which is a product of the President’s Government- wide e-Training Initiative, currently offers free online courses that can be accessed by any Federal employee.  Instructions on how to access the GoLearn website and activate your registration are included below.


BACKGROUND

The GoLearn website was established as the Government’s consolidated source for online courseware and simplifies and unifies government-wide procurement of online courseware.  This consolidation will enable the Government to leverage investments through bulk purchasing of licenses and eliminate costly, unnecessary procurement duplication.

The GoLearn site currently offers 37 free courses from Skillsoft, NetG, and Karta.  The Free Catalog contains courses in the following areas:  Microsoft Office 2000, IT Security, Communication, Customer Service, e-Learning, Human Resources, Leadership, Management, Personal Development, Professional Development, Project Management, and Legislatively Mandated and Agency Required Topics.

In addition to the Free Catalog, several extensive libraries of e-Training courseware from industry leaders are available for agencies to purchase at reduced prices.  GoLearn will continue to add vendors in the future, so the library offerings will grow.  USDA has directed that agency purchases of additional libraries will be consolidated and submitted at the National level.  (Insert Agency Name) will determine employee interest and need, and a payment policy for these additional libraries.  Employees will receive more information on purchasing licenses when that option is available. 

ACTIVATION OF YOUR GOLEARN ACCOUNT

The OPM GoLearn office has preloaded (insert Agency Name) registrations using the “usda.gov” e-mail address as the User Name.  Last month, USDA sent a message to most USDA employees which contained their “usda.gov” e-mail address.  Two weeks later, GoLearn sent emails containing registration instructions to (insert Your Agency Name) employees that required the use of the “usda.gov” email address.  Many employees deleted these emails from GoLearn, fearing they contained viruses.  Therefore, we have included step by step instructions below to help you determine your USDA email address and activate your GoLearn account.  

If you have not logged into the GoLearn site, we are requesting that you do so as soon as possible.  (Insert AGENCY NAME) employees will be required to complete an IT Security course on the GoLearn site in the near future.  An “all employee” letter from IRM that explains that training requirement will be forthcoming.  Please print and follow the instructions included below to activate your GoLearn registration.

ACTIVATING YOUR GOLEARN REGISTRATION

STEP 1:  Find your USDA.GOV e-mail address.

A.  Click on the following link:  http://ds.usda.gov
B.  Click on the name of your agency from the list that appears on the USDA Directory Server screen

C. Leave “Last Name (surname)” in the first drop down box 

D. Type your last name in the second box.

E. Click on SEARCH.

F. A list of employees in your agency with the last name that you submitted will pop-up.  Scroll down the list and click on your name.

G. A personal data sheet containing your usda.gov and your agency e-mail addresses will appear.

Note:  If your name does not appear, you do not have a USDA email address and were not pre-registered in GoLearn.gov.  You must register yourself, as follows:

1 - Go to www.golearn.gov 

2 - Click the block marked “New User” at the top of the GoLearn Home Page

3 -  Select “Registration Form”

4 -  Complete the registration form and then click on “Submit”

H. Print the page or write down your “usda.gov” e-mail address.  You will need this address to activate your GoLearn account.

I. Close the Internet window by clicking on the X in the upper right corner and proceed with STEP 2 of this letter.

STEP 2:  Access the Gov Online Learning Center.

Click on www.golearn.gov        

The Gov Online Learning Center homepage will appear.

STEP 3:  Activate Your Account with GoLearn

A. In the upper right hand corner of the GoLearn  homepage, below the User Name Block, click on “Forgot your password?  Click here”.

B. The screen below will appear.  Type in your USDA email in the block for User  Name and then click on the box marked “Send Password”
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Ifyou have forgotten your Password, please enter your email address below. Ifyou have successiully
completed the registration process, your Password will be sent from golearm@geoleaming.com to the email
address you provided. Ifyou do not receive this email within 36 hours, it means your registration information
was not submitted properly. Please complete the Recistration Form

Request User Password:

User Narme:

Back

Send Password
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C. GoLearn will resend a registration email to your mailbox.  The email will contain a link to complete your registration.   You should receive the email within 36 hours during normal internet/intranet operations.  

D. If you do not receive an email from GoLearn, you will need to register yourself as follows:

1 - Go to www.golearn.gov 

2 - Click the block marked “New User” at the top of the GoLearn Home Page

3 -  Select “Registration Form”

4 -  Complete the registration form and then click on “Submit”

If you still have problems completing the registration process, please email golearn@geolearning.com.  

STEP 4:  Complete your registration using your GoLearn registration email.

A. Open your email box.

B. Click on the email from golearn@geolearning.com, 
C. If you did not activate your account before, you will see the following message:
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From: golearn@geolearning.com Sent: Fri 7/11/2003 10:06 AM

To undscosedrecpients

c

Subject:_Golearn registration

Welcome to the Gov Online Learning Center!

‘To complete your registration process, please click on this Link within the next 7 calendar days
Your User Name is your email address. You will be asked to create a password (8-18
characters) and type it into a login box. By clcking Update, you wil be taken to the Gov Orline
Learning Center. Click on the Catalog to select the training courses that you need.

1Fyou cannot access the above lsk, copy this link info your browser:
hitps ffwwrw golearn. govitraining/UserF ormsfwelcome. cfin

and then copy this code info the resuling form:
53DA63AF-3C73-400B-9627B722B1DOSFES

Please Remember: you must act within the next 7 calendar days or this link will expire and you
must re-register at hitp:/farww.golearm gov.





D. Read this email carefully.  It contains a link to click on, and alternate instructions if the link does not work.

E. Click on “this Link” which is underlined in blue in the first sentence of the message.  Your preloaded data sheet will appear.

F. Enter a password that you can remember.

G. Confirm the password by reentering it.

H. Click on Update at the bottom of the form, you will be automatically taken to the www.golearn.gov Home Page, where you can select Training Courses you need.

If you activated your account in the past, you will receive a different email which contains your Username and password:   
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From:  goeam@gedlesrming com Senk: Wed 86[2003 10,50 A
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Subect: _Password forthe Gov Onine Learing Center

#71771This email vas autowavically generatedt®srrr

Your username and passvord are as follov:

Usernane: JohnDoe@UISDA.GOV
Password: USDAUSDA





Enter your User Name and Password at the top of the GoLearn Home Page at www.golearn.gov and then select “GO”.  The following Notice may appear, click [Yes]
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You are now able to register for courses in the Free Catalogue, which includes the IT Security Awareness Training.  For detailed instructions about How to Complete the IT Security Awareness Training, please refer to the instructions in the email about Completing IT Security Awareness Training on GoLearn.gov or contact your agency Cyber Security Office at (enter phone number). 

