et

Standard Work Instructions
My Learning by Infor
Accessing My Learning for Non-Employed Staff (NES)
Microsoft Edge and Google Chrome are the Preferred Browsers for My Learning

About this process: If you are a non-employed staff who requires access to document in the electronic medical record,
Epic, you must complete mandatory training through My Learning by Infor.

This includes contractors, agency, and students who will actively contribute to a patient’s medical record, for example
contracted nurses, respiratory therapists, or healthcare team members; nursing students or advanced practice provider
students; traveling nurses; or rotating residents and interns.

All other non-employed staff who do not document in the patient’s medical record may disregard these instructions and
go to www.akronchildrens.org/safety.

Step Notes
1. Access My Learning here https://akronchildrens.certpointsystems.com/portal/login.aspx?showlogi
npage=1
2. Login to the system Contact mylearning@akronchildrens.org for assistance.

a. Login =D Number only (i.e. 123456)

b. Password = Chmcal2345 See page 3 of this SWI for troubleshooting and Forgot Password self-

service.

3. Complete Safety and Regulatory Compliance for Non-
Employee Staff (NES):

Course Statistics 2 My Certificates 7
Sort: Name (A-Z) ¥

1) Click on Safety and Regulatory Compliance
for Non-Employee Staff (NES) under My
Certificates on the Learner Dashboard.

Safety and Regulatory Compliance for Non-Emy
' Status: (Hetsiaied [»]
Started: 81212024 o
1%

Total certificates: 1

78%

@ Not Started (57) 1%

In Progress (48) 9%
@ Passed (392) %
@ Failed (10) 2%

PLEASE NOTE: There are 5 courses to complete within the Certificate Program:

. Regulatory Compliance and Cybersecurity
. Environment of Care and Safety

. Workplace Behavior and Safety

. Quality, Safety, and Infection Control

. Emergency Preparedness
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Certificates | Safety and Raguistory Compiiance for Non-Employea Staff (NES)

& Certificate Details

Filters: | (None) - ‘
1
0% Program Structure
Status: Certiicate Completion Deadiine. Recertification _ a Sately and Regulatory Compliance for Non-Eml....
ot siated Never No e
Started Certificate Maintenanc: L g Enonmento Gare ana ey
81212024 Ne Hot o
Completed 0 of 5 Certificate Expiration o 7] EEmiE
Certification never expires 2o Competed
Quality, Safety, and Infection Control
Description Objective  Notes  History (4) © B ieicorsns
Reguiatory Compliance and Cybersecurity
© B Ciecaie
Basic safety training for non-emplayee staff members, including agency, contractors, students and others who will work at or for Akron Children's.
. B Workplace Behavior and Safety
ot Cargited
Requirements
Environment of Care and Safety 0 Emergency Preparedness Q a Qualiy, Safety, and Infection Control 0
Jodokedok ) Fokokokok (2) Jododokok @)
Status: | Not Compleied Status: | Net Complated Status:  Net Completed
Mandatory: Yes Launch Button Mandatory: Yes Mandatory: Yes
Credits: 1 (] Credits: 1 [>] Credits: 1 (]
Regulatory Compliance and Cybersecurity Workplace Behavior and Safety ) o
R (] R e Complete all of the Requirements by clicking the Launch Button.
Jodokedok ) Fokokokok (2)
Stas: (S Status: (T *IMPORTANT* Each Requirement (course) may take a few
Mandatory: Yes Mandatory: Yes minutes to update once the course is complete.
Credits: 1 (] Credits: 1 (]

Please be patient while the system updates.

4. Complete additional training per your work assignment:
a.  Clinical Nursing Instructors
i. Clinical Nursing Instructor curriculum
b. Undergraduate Clinical Nursing Students
i. Clinical Nursing Student curriculum
c. Advanced Practice Provider Students
i. EPIC ORD Med APN PA Student Training
d. Medical Assistant Externs

i. Epic AMB MA Student E-Learning

If your role is not listed here, please contact your department manager or mylearning@akronchildrens.org.

Please Note: Your login and password for My Learning by Infor is not connected to your Active Directory account
created with your three initials and employee number.

Frequently Asked Questions Troubleshooting
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» | do not remember my password, | Option 1: email mylearning@akronchildrens.org and request assistance
or my password is not working. Option 2: utilize self-service password recovery

1. Click “Forgot Password?”
2. Enter Login Name and Email
a. Login Name = Employee Number, i.e. 123456
b. Email = Email ACH has on file, i.e. @akronchildrens.org email or the email
you provided as a student

NOTE: If you do not know the email on file, please contact mylearning@akronchildrens.org to
have your password reset.

Check inbox for email from mylearning@akronchildrens.org.

Copy temporary password from email

Select “Click here to return to login page”

Login using your Login (EE#) and temporary password
Follow prompts to change your password

You will be logged into My Learning by Infor

© N U AW

Infor Learning:
Accelerate your
success

Login Name is always  Email is the one on file at ACH (either
Employee Number @akronchildrens.org email or school
email provided by the Learner)
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Detete Respona

Password Request

@ mylearning @akronchildrens.org
L -

Delete cars)

=== Tihis enmvail is from an external source.

Pas:

File Message Help Acrobat (=]
Eeee [l =1 | 52 =1 =2
52 runk - Delete Archive Reply Rephy Forwsed

I me

= -
[

what you want to do
=0 b Avaabile
=1 Sureey Send

=

Beeds Addressed

Thank you for your request, [ Vo hove generated 3 new temporary password for you. Here are your Logsn Name and temporany password detosls: Login:
O the fogsn screen, enter your Login Mame, and Copy and Paste the password from this email. Your passwoerd has teen changed for security reasons.
After you login with your ternporany credentials, you will be prompted to enter a mew password. Please record your new password for future access.
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Pasle Temporary Password Here
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