How to Log in and
Enroll in Courses on the Nevada
Online Professional Development

System (nvelearn.nv.gov)

Select the ‘NEXT’ button below to begin
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Important!

State of Nevada Executive Branch
employees must use their NEATS ID
(not employee number), and NEATS
password to log in.

All other users, including NSHE and
LCB employees and the general
public, must create an ID and
password on the NVAPPS system.
This ID and password is then used to
log into nvelearn.nv.gov.
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User 1D: E 4

Password: —HI;("C'_J

| Remembear my User ID

EXECUTIVE BRANCH EMPLOYEES: To find your NEATS User
ID, log into NEATS (http:/neats.state.nv.us) as you would to
complete a time sheet. If you do not know your User ID,
select the following arrow.

| Login

To reset your password... Click Here
1f you have forgotten your User ID... Click Here
If you need other agsistance with NEATS. ..
Contact the IFS-HR Help Desk @ [ 775) 687-9099
or toll-free at (B66) NVNEATS

ALL OTHER USERS: Your e-learning User ID and password
are created on the state job application system, NVAPPS. If

you have not already created an account, select the arrow
"nka Bk below to learn how to create your account.

Stat= Home

State Employes Discounts
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am, Welcome to NEATS Current User: v
>- Nevada-Employee Action and Timekeeping System Site Help@ Logoli®

§ Time | Employee | Admin | Training | Jobs = Messages

Home Fofe EXECUTIVE BRANCH EMPLOYEES: When you have logged in,
your will find your NEATS User ID in the upper-right corner of

Name: LYON, GARY
Home Address: 100 S. STEWART ST. GALLERY SUITE CARSON CITY, NV 83701-4285 your NEATS home page; it is called the "Current User”. Make

Homa Phone: 7754008534

note of it for logging into the e-learning system.
Personal Tasks
Changa Password r
Updats My Contact Infarmation | e, e e I LR . -J‘_r:-“"“ S |
Lipdate My Passward Hint | 8/7/07 Do not use the ‘BACK' buttan |

| 8/7/07 DELINES

view My Payroll Information

v Furlough Information

2 Infermatio Time and Leave

Wimw My AF Adwvice< Tnformabon

View

View

n.

My Time and Leave Summary:
Current Pay Pd: CENTRAL PPO7 (9/3/12 - 9/16/12)

wigw/Change Personal [nformation

My Evenls Timesheat Stabus: Draft
Date | Start Time End Time Status Event Previous Pay Pd: CENTRAL PPOS (8/20/12 - 9/2/12)
No upcoming Events Timesheet Status: Accept=d

Schedule an Event...

| Leave Category Balance |

| ANKL 151:49
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|Furso (rv 2011)  -s8:00
IFS Home Page |FURLO (Fy 2012) -48:00
HR Data Warshouss FURLD: (FY 2013} -8:00
Financial Cata Warshousa [DAWN) SICK 516:57
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Direct your browser to https:/nvapps.state.nv.us/NEATS/RecruitingViewJobsHome.aep
then select the 'Register’ link
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Register Instructions | Frequently Asked Questions | Page Help 1)

IMPORTANT: Il you are an eng State employee OR 2 wser of the Trawwng system, you do NOT need to register again. Plaase mpn on
with that ID in order to receive proper consderation for departmental / divisanal cpenings

i Nole: if you do not have an email address, we recommend any one of the many free emall apbions [e.p. Yahoo! Mad), Note thet the Stete
of Neveda does not send unsolicited mail, nor does & sell emad Bsts fo outride parties.

Fuplds markad wilh 80 asterisk [ =) are reguired
Hame

First Mame®: Last Name™

Emasl®

Registration ~ Complete the required fields, then
Select a user [D and password below, Passwords must condorm to the followng rules: select the "Register’ button at the

Passwords must be al leest § characters long
Passwords must contain al least one pumeric digit [0-3) bottom of the page.
Passwords must contsin at least one upper case lelter (4-Z)

Passwords must contain at least ane lower case letter (8-2)

Pesswords must contain af least one special cheracter [ @a8% ~8"()/7.

L

User 10" (1f you have aiready registered and forged your 1D, chck here 10 recover o
Padwird™:

Re-enter Fassword

© Copynght 2002-2001. Asns Enterpntes Incorparated. All rights reserved.
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Next, open a new browser window and
direct your browser to the e-learning system
at http:/nvelearn.nv.govy .
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Login
U=ername

aclmin Z
Pazzword

¥ Remember Username
Lagin

Lost password?

Latest news

14:32 AM Dee 26
SYETEM ADMNE TRATOR
MEED & TRAIMING ROOh OF WMEETIMNG
SPACE?

14:28 AM Dee 26
SYETEM ADMNE TRATOR
CRLIME TRAMIMG WORKSHOPS
AW AILABLE MChM

Older topics ...
Main menu
LOG-IN INSTRUCTIONS
LOG OUT
COURSE CATALOG
SEARCH BY COURSE NAME
SEND FEEDBACK

REQUEST A NEW COURSE

Site nevrs

Open Learning Resources

Professional Developmernt
Bezouce

State of Nevada Online Professional Development Center

WELCOME

E NOTICE
EXECUTIVE BRANCH EMPLOYEES: When the e-learning

home page is displayed, log in using your NEATS User o0 el Bo sl b 6
ID and NEATS password.

ALL OTHER USERS: User the User ID and password you ng emiranment provides courses in a varist

created on state job application system, NWVAPPS mputer or portable device with Internet ac

(http:anapps.state.nv.us). u have logged in, select the Course Catalog If

4

While most courses are "open enrollment” (no password required) some require the permission of the zponzoring agency, Instructions f
are provided in the course summary to the Aght of the course name in the course catalog,

| Courze Catalog

W Log Out of System

HOW TO LOG IN AND ENROLL IN A COURSE
State of Nevada Executive Branch Employees

Do not attempt to Jogq in using your NEATS employee number. Use the 'Current User' |0 which can be found in the upper-right corner of your ME
views). If you previously had an accourt on the MW APPS application, please do not uze the uzer ID and password for your MY A4PPS account. Detailed iny
inthe 'Additionsl Help' section on this page.

All Other Users

All non Executive Branch emplovess and outside users must have an account an the State of Nevada NYAPPS application to log into this system. If you
State of Mevada Executive Branch, and do not already have an NWAPPS account, reviesy and follovy the instructions immedistely below this paragragph

T
-} Log-in & Course Enrollment Instructions

ﬁ Howy to Create an MYAPPS &Account
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‘ol are logged in as System Administrator (Logouth

Blocks editing on |

Main menu = 8]
LOG-IN INSTRUCTIONS
LOG oUT

COURSE CATALOG

SEARCH BY COURSE
NAME

SEND FEEDBACK

REQUEST A NEW
COURSE

B site news

MNavigation =11
Home
Wy hame
b My=LEARN Home Page
F My profile
¥ My courses

Settings =

* Front page settings
# Tum ediing en
=) Eait semngs
Users

W Filtars

.-.J.f Backup
Restone
Curestion bank

* My profile seftings

* Sile administration

Usemame™

Chodsa an authenfication mathod @

Suspended account (F

MNew password™ @
Force password changa @
Flrst name®
Sumame*

Email address”
Email display

Email format

Email digest type
Farum aulo-subscribs
Forum fracking

‘When editing text
Addd and Javascorpt
Screen reader (3)
Cityftown ™

Select a country™
Timezone

Praferrad language

Description (3

Maniial accounts -

The password must have atleast 8 characters, at least 1 digih{s). atleast 1 lower case |efter(s), at least 1 upper case letter(s), at
least 1 non-alphanumenc charactens)

] Unmask

The first time you log into the e-learning system
you will be directed to a personal profile page.
Complete all fields with a red asterick (*) next
to their name. You will not be able to change
your username or password since these are
provided by the NEATS/NVAPPS system.

allow only other course meambers i
Pretty HTML format -
Mo digest (single email per forum

Yes when | post, subscribe me to

Mo: donT keep track of posts | have

\

LUise HTML edstor (SOME brows ers offree
ho: use basicweb features -

Mo -

United States -
uTe-v
English {en) -

Fant family Forl size Parsaraph LR 1
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User piciure T

Current piciure  Mone

Interests

Listofinterests (F)  Entertags separsted by commas

Optional
Web page
ICCQ number
Skype ID
AN D
Yahoo ID

MSMID

1D number
Institution

Scroll to the bottom of the profile page
when you have entered all mandatory
information and select the "Update
Profile" button.

Diepartment
Phong
IMabile phong

Address

[Update pronie

There are required figlds in this form marked *

A Service of the Department of Administration, Enterprise IT Services Division

Srate of Nevada Online Privacy Policy

[Swetem Admniztrator] You are ogged in 3 GARY LyOM (Logout)
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ISystem Administrator] You are logged in as GARY LYON [Logouth

| Customise iis page |

Main menu = 8] GARY LYON
LOG-IN INSTRUCTIONS
LOG OUT

After you save your personal profile,
select the "Course Catalog" link to
view available courses.

COURSE CATALOG <=

SEARCH BY COURSE
NAME

SEND FEEDBACK

REQUEST A NEW
COURSE

davs T hours)
ours 3 mins)

B site news

Navigation =
Home
= My home
b MyeLEARN Home Page
* My profile
« View profile
¥ Forum posts
* Hiogs
= Messages
= My prvate files
= Reposilories
by courses
P Gourses

Settings =

| ¥ My profile setings
= Edit profile
» Secunty keys
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State of Nevada
Online Professional Development Center
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Main menu =11 Course categories

LOG-IN INSTRUCTIONS L* STATE OF NEVADA
** pefensive Driving
L0600 E Getensve Diving (Retreshen @
COURSE CATALOG %* Mandatory Training for All Employees
EF nevada information Secunity Awarensss O o

SEARCH BY COURSE
NAME 4

An "open door' icon to the left of a course name
means the course is "open enrollment’, meaning

SEND FEEDBACK
REQUEST A NEW

NG you can enroll and complete it at your convenience
B sitenews - no enroliment key (password) is required.
Navigation =
H %* General De TR
ome
My home E5 Continuous Improvement @

F Orientation to State Ern::l.:-\'manlo

s ILEinmE L aom E* Time Management @

My profile

L3

L] -
©* Communication

P My courses
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%*Managing Information
% Thinking and Problem-Solving

Courses

Settings
P My profile setings

2*Personal Attitude and Behavior

%" Responsibility

A Guide to Survival -1l %* Adaptability
City of Houston's Active %" Self-Improvement
Shooter PSA

¥ Workplace Satety

RUN. HIDE. FIGH %® Working with Others

% Participating in Projects or Tasks
%* Microsoft Office
%*Public Service Leadership

t’ Financial Systems and Proceduras
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A "Key" icon to the left of a course name
means an enroliment key (password) is
required to enroll in the course. The
course summary will provide instructions
for how to request the enroliment key)
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Click on the blue ‘information’ icon to view the
course summary and find out who to contact @
for an enroliment key or other course-related
questions.
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Another way to view course summaries
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Navigation =10
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Home "
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Navigation =1
Home
My home
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My profile
My courses
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STATE OF MEVADA | Mandatory Training for Supemnisors

Aleohol and Drug Testing Procedures

When you select a course
category, all courses in that
category will be listed in
alphabetical order with the
summaries in the right
column.

Course categories;

Credit Hours: 1.0
Course Overview

Alcohal and Drug Testing Procedures explains the laws, regulations, processes and
procedures for carrying out testing of State of Nevada employees suspected of being
under the influence of drugs or alcohol while at the workplace. This course fulfills part
of the requirements for mandatory supervisor and manager training as stated in MAC
284,498 Training of supervisory and managerial employees,

Learning Objectives
Upon completion of the course, the student will be able to:

Explain the purpose of the State of Nevada alcohol and Drug Testing policy:
Identify the current State of Nevada drug-testing vendor and explain the
procedures for working with the vendor;

Describe the State of Nevada process for pre-employment drug testing:

Explain how to determine ?¥?reasonable suspicion??? for testing:

Describe situations that automatically qualify as reasonable suspicion and provide
justification for the supervisor to require testing;

Identify the forms to be completed by a supervisor in the event it is necessary to
request an employee be tested;

Describe the steps to be followed by a supervisor for testing of an employee for
being under the influence of drugs or alcohol,

Describe guidelines for conducting a preliminary interview with an employee under
suspicion of being under the influence of drugs or alcohol;

Explain the procedures to follow in having an employee tested;

Explain the purpose and services affered by the Employee Assistance Program
(EAP;

Explain the four types of referrals that can be made to the EAP, and how they are
to be carried out;

Explain three circumstances that mandate a 77?Required Official Referral??? to the
EAP;

Explain the roles and responsibilities of the EAP, supervisor and employee when a
MRequired Official Referral??? is made,

How To Enroll

This course is open to all State of Hevada employess, and mandatory for all supervisors
of dassified employees in accordance with MAC 284,498, To enroll in this course:

Obtain permission from your supervisor to complete this course.

Log in using your HEATS User ID (not employee number) and HEATS password.
Select the Course Catalog and then the course name.

Confirm you want to enroll in the course
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Eﬁ Overview of the Hiring Process

Steps to Hiring Success
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Selecting the "Home" link in the
breadcrumb links at the top of the Credit Hours: 1.0
page will always take you back to the Course Overview
home page Of the e-leal’l‘lil‘lg System. Alcohol and Drug Testing Procedures explains the laws, regulations, processes and
procedures for carrying out testing of State of Nevada employees suspected of being
under the influence of drugs or alcohol while at the workplace. This course fulfills part
of the requirements for mandatory supervisor and manager training as stated in HAC
REQUEST A NEW Z8B4.498 Training of supervisory and managerial employses.
COURSE Learning Objectives
B site news Upon completion of the course, the student will be able to:
. Explain the purpose of the State of Nevada Alcohol and Drug Testing policy;
Navigation =1 Identify the current State of Hevada drug-testing vendor and explain the
Home procedures for working with the vendor;
Describe the State of Hevada process for pre-employment drug testing;
= My home Explain how to determine Flreasonable suspicion??? for testing;
b MyeLEARMN Home Page Describe situations that automatically qualify as reasonable suspicion and provide
¥ My profile justification for the supervisor bo require testing;
S Identify the forms to be completed by a supervisor in the event it is necessary to
v request an employee be tested;
T Courses Describe the steps to be followed by a supervisor for testing of an employes for
* STATE OF NEVADA being under the influence of drugs or alcohol.

Describe guidelines for conducting a preliminary interview with an employee under
o suspicion of being under the influence of drugs or alcohol;
¥ Mandatory Training for Explain the procedures to follow in having an employee tested;

} Defensive Driving

All Empioyees Explain the purpose and services offered by the Employee Assistance Program
+ Mandatory Training (EAP;
for Supervisors Explain the four types of referrals that can be made to the EAP, and how they are
F ARD to be carried out;
b EVEP Explain three circumstances that mandate a 11TRequired Official Referralli? o the
EAP;
b He Explain the roles and responsibilities of the EAP, supervisor and employee when a
F EED MRequired Official Referrall?? is made.
» PDP How To Enroll
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Lozt password? Welcome to the State of Mevada Online Professional Development Center. This online learning emvironment provides courses in a waret

Mevada public service emplovees and the general public - 24x7, 365 davs a vear, from anv computer or portable device with Internet ac

Latest news If this is wour first time wisiting thiz site, fully read the instructions provided below, After vou have logged in, select the Course Catalog ||

to find the course wou are interested in.
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SYSTEM ADMINILS FRATOR While most courses are "open enrollment” [no password required) some require the permission of the sponsoring agency, Instructions f
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LOG OUT To log out select the "Log Out” link in the Use the 'Currert User' [0 which can be found in the upper-right corner of your ME
. pleasze do not use the user ID and password for your MY APPS account. Detailed irg
COURSE CATALOG Main Menu block...

SEARCH BY COURSE NAME

SEND FEEDBACK

REQUEST A NEW COURSE All non Executive Branch employess and outside users must have an account on the State of Nevada NVAPPS application to log into this system. If you
State of Mevads Executive Branch, and do not already have an NWAPPS account, review and follovy the instructions immedistely below this paragraph
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2| Professional Development ﬁ Hiovwy to Create an MNYAPPS Account
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State of Nevada Online Professional Development Center

WELCOME

SYSTEM MAINTENANCE NOTICE

The e-learning system will underge maintenance and be unavailable on
2/20/2014, from 5:00 pm to 7:00 pm.

Welcome to the State of Mevada Online Professional Development Center. This online learning emvironment provides courses in a waret
Mevada public service emplovees and the general public - 24x7, 365 davs a vear, from anv computer or portable device with Internet ac

If this is wour first time wisiting thiz site, fully read the instructions provided below, After vou have logged in, select the Course Catalog ||
to find the course wou are interested in.

While most courses are "open enrollment” (no password required) some require the permission of the zponzoring agency, Instructions f
are provided in the course summary to the Aght of the course name in the course catalog,

| Courze Catalog

W Log Out of System

HOW TO LOG IN AND ENROLL IN A COURSE
State of Nevada Executive Branch Employees

Do not attempt to Jogq in using your NEATS employee number. Use the 'Current User' |0 which can be found in the upper-right corner of your ME
views). If you previously had an accourt on the MW APPS application, please do not uze the uzer ID and password for your MY A4PPS account. Detailed iny
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If you have problems logging
in refer to the Help block on

the home page.
r= must have an account on the State of Mevada NYAPPS application to log into this system. If you
y have an MY APPS account, reviewy and follovy the instructions immedistely below this paragragph

’h Log-in & Course Enrollment Instructions

ﬁ Howy to Create an MYAPPS &Account




If you have questions...

» Please contact:
* HR Help Desk at (775)687-9099;

* The e-learning system administrator at
(775)687-9063, or by email at
elearn@admin.nv.gov.
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