Creating a New Account in iLearnOregon
Important Information for State Employees
In order for a state employee to create a new account you must have some specific information.

You must know your first and last name exactly as it appears on your paycheck stub; or you must know your
Employee Identification Number (i.e. OR1234567).

When you are selecting your job title, you may see the same one multiple times but with a different job
classification code. Your paycheck stub identifies what your job classification code is so that you can select
the correct job title.

If your manager does not have an account within iLearnOregon, you must know their first and last name

exactly as it appears on their paycheck stub; or you must know their Employee Identification Number (i.e.
OR1234567).

Create New Account
To create a new account complete the following steps:
1. Inyour web browser type in the following URL https://ilearn.oregon.gov.

2. From the iLearnOregon login page, select "Create New Account”. This will take you to the User
Information page.
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3. From the User Information page you will need * Type @ State Employee
to select one of the following options for type:
-+ Select State Employee if you have a valid

state issued email address (i.e.
jane.doe@state.or.us)

-+ Select State Employee with Non-State
Email if you don’t have a valid state issued
email address or would like to use an
alternative email address.

-+ Select Not a State Employee if you are not
an employee of the state of Oregon.

O State Emplovee using a non-State email
(O Mot a State Employee

4. Enter your full first and last name.

5. If you are a state employee, click on the Find It button next to the Employee ID field. NOTE: If you are not
a state employee this option will not appear on the screen. Once your record is found, the system will
automatically populate your Employee ID and email address. Verify that your email address is correct.

6. If you are not a state employee enter your email address.

7. Enter text for your Login ID. Your login must be at least 6 characters and cannot contain spaces or
characters such as/, @, or &.

% Last Mame

>

First IMatne
Widdle Narme/Tmt

* Employes ID
* Email Address
¥ Choose alogn ID
Language
Eegion

Time Zone | (GMT-08:00) Pacific Time (US and Canada); Tijuana D

8. Once you complete the User Information screen, you will need to select Next to continue to the Job Title
screen. The job titles come from the State's Position and Personnel Data Base (PPDB) and are in
alphabetical order.

User Information Job Title ’
(Mone)
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9. Using the drop down menu, select the appropriate job tite. REMEMBER: If there are several of the same
job titles listed, look for the one with the same job classification # that was on your paycheck stub. If your
job title isn't listed (or you are not a state employee), select the first option "None".

nformation Job Title |

Account Clerk 2 - J9EB1
Accountant 1- C1215
Accountant 1- L9768
Accountant 1 - X1215
Accountant 2 - C1216
Accountant 2 - JI9B564

N - L ACCaunT A C1I .

10. Once you have selected the appropriate job title, you will need to select Next to go to the Organization
screen. Select the drop down menu and you will see 3 categories of organizations: None, Other, and
State of Oregon.

Organization

Please select yaur agency argarizations (agency, divisiar, section, atc). Use the drap dawn
fist and select bution to mave through the orgaxization trees. Tou current selections will
show abaove the drap down in a tree lile display. if @ mistale is made click an a previous
selection in this display to siart from that point again.

Select Manager

Cancel

State of Oregon

11. If you don't work for a governmental entity select None and then select Next. Skip to step 15.

12. If you work for a governmental entity (i.e. city, county, etc.) that is not a state agency, select Other, Non
State Employees and locate the governmental entity that you work for and then select Next. Skip to step
15.

13. If you work for a state agency (i.e. DAS, ODOT, etc.), Select State of Oregon.

14. Locate your agency, highlight it and click on the Select button. Once you click on the select button, you will
need to continue the same process until you have selected your division/section/unit that you work for and
then select Next.

Organization

FPleass select yaur agency argarnizations (agensy, division, sectian, etc). Use the drap down
fist and select button to move through the arganization trees. Tou current selections will
shaow abave the drop down in a tree like display, if @ mistake is mads click on a previous
selection in this display to siart from that point again.

(N one)

®State of Oregor

Accountancy, State Board of

Accountancy, State Board of
‘Administrative vices, Depatment of
Agriculture, Departrnent of

Aviation, Oregon Department of

Blind, Commission far the

Blind, Industries for the

Children and Families Commission, Oregon
Chiropractic Examiners, Board of

Clinical Social Waorkers, Board of
Commission For YYomen .
Community Colleges and Workforce Development, Dept. of - 4

Select Manager




Creating a New Account in iLearnOregon
Important Information for Selecting a Manager
If you are not a state employee you do not need to select a manager.

If you are a state employee you will have the option of entering your manager's information. This will create an
account for your manager. In order to enter your manager's information you will need to know their first and
last name exactly as it appears on their paycheck stub; or you must know their Employee Identification Number
(i.e. OR1234567). Ask your manager for this information before trying to create a new account in
iLearnOregon.

15. Using the drop down menu, see if your manager is listed.
16. If your manager isn't listed, select "Enter Managers Information”. Or you can select None on the drop
down menu and then select finish.

17. Enter your manager's full first and last name.

18. If you are a state employee, click on the Find It button next to the Employee ID field. NOTE: If you are not
a state employee this option will not appear on the screen. Once your manager’s record is found, the
system will automatically populate their Employee ID and email address. Verify that their email address is
correct.

19. Once you have entered your manager's information, select "Save Managers Information ".

20. Select "Finish" and your new account will be created.

Select Manager

Ilanager {(Maone) D

Enter Managers Information s »

To lookup your manager's information, enter their last and first name exactly
as it would appear on their paycheclk stub.

¥ Last Mame

# First Mame
Ifiddle Matne Tt
# Employee ID
¥ Ermnail Address

Save Managers Information

YOU WILL RECEIVE A EMAIL WITH A TEMPORARY PASSWORD TO LOG INTO ILearnOregon.
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