How to Complete IT Security Awareness Training on GoLearn.gov

· Go to the GoLearn web site: www.golearn.gov
· Enter your User Name and Password in the blocks at the top of the  www.golearn.gov Home Page, then Click the [Go] button

Note:  To determine your User Name and Password, please refer to the instructions about How to Activate Your Account with GoLearn.gov in the document attached.

· From the Menu at top of screen, select “My Catalog”

· Type “IT Security Awareness” in the Search box and click the [Go] button.

· Click on the “– IT Security Awareness (Beginner)” Link

· Click the [Register] button.

· The survey form below appears, requesting selection of the Type of Training appears.  Select  the option marked “Legislatively Mandated or Agency Required Training” and then click on “continue” 
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Type of Training 
Please make a selection (one only) from the following choices to indicate the category that best identifies the content or subject matter of the training that you are taking. Once you have read through the list and made your choice, please click on the circle in front of the choice and then click Continue. 
Type 
Definition 
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Executive 
Executive level education or training in the concepts, principles, and theories of such subject matters as public policy formulation and implementation, management principles and practices, quantitative approaches to management, or management planning organizing and controlling. 
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Management 
Mid management level education or training in the concepts, principles, and theories of such subject matters as public policy formulation and implementation, management principles and practices, quantitative approaches to management, or management planning organizing and controlling. 
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Supervisory 
Education or training in supervisory principles and techniques in such subjects as personnel policies and practices (including equal employment opportunity, merit promotion, and labor relations); human behavior and motivation, communication processes in supervision, work planning, scheduling, and review; and performance evaluation. 
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Legal 
Education or training in the concepts, principles, theories, or techniques of law. 
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Medical 
Education or training in the concepts, principles, theories, or techniques of medicine. 
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Scientific 
Education or training in the concepts, principles, theories, or techniques of disciplines such as the physical, biological, natural, social sciences; education; economics; mathematics; statistics; or foreign affairs. 
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Engineering 
Education or training in the concepts, principles, theories, or techniques of disciplines such as architecture and engineering. 
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Administration and Analysis 
Education or training in the concepts, principles, theories of such fields as public and business administration; personnel; training; equal employment opportunity; logistics; finance; systems analysis; policy, program or management analysis; or planning. 
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Information Technology 
Education and training in the concepts and application of data and the processing thereof; i.e., the automatic acquisition, storage, manipulation (including transformation), management, system analysis, movement, control, display, switching, interchange, transmission or reception of data, computer security and the development and use of the hardware, software, firmware, and procedures associated with this processing. 
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Acquisition 
Education or training in the concepts, principles, theories or techniques related to the 1102 occupation. 
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Specialty 
Training of a specialized nature in the methods and techniques of such fields as investigation, security, police science, supply, procurement, transportation, air traffic control, or languages. 
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Clerical 
Training in clerical skills such as typing, shorthand, computer operating, letter writing, telephone techniques, or word processing. 
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Trade or Craft 
Training in the knowledge, skills, and abilities needed in such fields as electronic equipment installation, maintenance, or repair; tool and diemaking; welding, and carpentry. 
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Adult Basic Education 
Education or training to provide basic completeness in such subjects as remedial reading, grammar, arithmetic, lip reading or Braille. 
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Legislatively-Mandated or Agency-Required Training 
Training that is required by law or by your agency; e.g., Government Ethics, Computer Security, and Safety and Health. 
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The Survey form below appears, requesting the Purpose of the Training appears.  Select the option marked “New Technology”, then click on Submit.
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Purpose of Training 
Please make a selection (one only) from the following choices to indicate the primary purpose or reason for which you are taking this training. Once you have read through the list and made your choice, please click on the circle in front of the choice and then click Submit. 
  
Purpose 
Definition 
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Program/Mission Change 
Training to provide the knowledge, skills, and abilities needed as a result of change in agency mission, policies, or procedures; e.g. training provided tax examiners to acquaint them with new policies and procedures affecting allowable tax exemptions. 
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New work assignment 
Training to acquire the knowledge, skills, and abilities needed as a result of assignment to new duties and responsibilities when such training is not part of a planned, career development program: e.g., training provided a placement officer who has been newly assigned position classification duties. 
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Improve present performance 
Training to provide the knowledge, skills, and abilities needed to improve or maintain proficiency in present job; e.g., training in telephone techniques for clerks or secretaries. 
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Future staffing needs 
Training to provide the knowledge, skills, and abilities needed to meet future staffing needs through a planned, career development program in an occupational specialty, executive/managerial development program, a management internship, cooperative education program, training agreement; or programs to upgrade skills and abilities; e.g., technical training for laboratory assistants. 
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Trade or craft apprenticeship 
Training to acquire knowledge, skills, and abilities needed in such fields as electronic equipment installation, maintenance, or repair; tool and diemaking; welding, and carpentry. 
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Orientation 
Training to provide introduction to the policies, purposes, missions, and functions of the employing agency, and training for new Federal Government employees. 
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New technology 
Training to provide the knowledge, skills, and abilities required to keep abreast of developments in the employee’s occupational field; or in related fields; e.g., the application of new technology; advances in the state of the art; training programs in the use, maintenance, or repair of new and advanced electronic equipment. 
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Adult basic education 
Training to acquire basic or entry-level skills in subjects such as reading, grammar, arithmetic, lip reading, or Braille. 
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· Your registration for the course should be confirmed by a message on the screen stating “Registration Successful”     

· Click the “My Courses” menu item from the menu towards the top of the page.  The Courses page displays.

· You will have a choice of “IT Security Awareness-Beginner”

· Click the “-IT Security Awareness (Beginner)  [ Not Attempted] “ link

· If you receive a message “You are already registered for this course” or you partially completed the course, select “My Courses” and then Click on IT Security Awareness (Beginner) [Incomplete] 

Click [Yes] to the following Dialog Boxes (see below):
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Click [Yes] or [No] for your screen resolution preference:
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When you have entered the course the following screen displays:
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It is highly recommended that you take the course tutorial by clicking the “Start Tutorial- ‘Using This Course’” button.

In order to complete the course a score of 70% is required on the final test.  The final test may be accessed through the “Access My Knowledge” button.

Course Help URLs:

http://courses.golearn.gov/netg/en_US_99067/CourseHelp/index.htm
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