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State Employee Resource Quick Step Guide

Navigate to the State Employee Resources page at: https://www.in.gov/core/info_employees.html
Here you will find many State of Indiana resources for the new and existing Employee. This guide will
walk you through a few of these resources you will need to know how to access as a State of Indiana
Employee.

The site will ask you to select a preference for the Homepage select; State Employee Home.

RESIDENTS

pargment

SIGN UP FOR EMPLOYEE PARENTAL LEAVE FOR STATE COMPLETE YOUR
PUBLICATIONS EMPLOYEES ENROLLMENT!

Get INSPD e-newsletters Learn bout the latest benefit n

ACCOUNT MANAGEMENT EMPLOYEE BENEFITS & WELLNESS STATE EMPLOYEE SITE SETTINGS:

Save your preference by selecting one of these
can toggle between the state employee homep
standard homepage by clicking the toggle buttg

PeopleSoft HR Benefits (Medical, Vision, Dental, Rx, etc.)

State Employee .
peicHome (Norrnal}

Peoplesoft Financial Invest in Your Health (Wellness Pro

Citrix Remote Access Hoo:

START  State Employee Home

tvate Network (VPN) Retirement Medical Benefits Account Plan
INDIANA STATE AGENCIES:

Virtu

State of Indiana Webmall Anthem EAP

ACCOUNT MANAGEMENT

_ For PeopleSoft HR and Self Service Password
SEEEE N | Management; you will access the links under Account
Peoplesoft Financial Management. *Page 2 of this guide.

Citrix Remote Access

TRAINING & SUPPORT

Virtual Private Network (VPN)

State of Indiana Webmail PeopleSoft Learning Management (ELM)

WebMail for Exchange Online Users INSPD Learning & Development

Self-Service Password Management
Submit an 10T Customer Service Ticket

RightFax

Secure File Transfer
PhoneFactor

To enroll, access courses, and complete online training for the state of Indiana select PeopleSoft
Learning Management (ELM) under the Training & Support section. *Page 3 and 4 of this guide.

You will also find additional training resources for the State employee by clicking the INSPD Learning &
Development link.

If you are experiencing an issue with enrollments or the Learning Management System please submit an
10T Customer Service ticket here. *Page 5 of this guide.

To log into either PeopleSoft HR or ELM you will enter your User ID and Password into the appropriate
field. A user ID is comprised of the first letter of the first name (use a capital letter) plus the last six
digits of the PeopleSoft ID number. Learners may use their network password, also known as their

computer login, as the PeopleSoft password.

For issues with your password, please use Self-Service Password Management; registration instructions

can be found on the next page.
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PeopleSoft HR: Updating Emergency Contact and Personal Contact Information:

1. From the https://www.in.gov/core/info_employees.html page click the PeopleSoft HR link under
Account Management. Then enter your User ID and Password.

2. Update all personal information including preferred email address to ensure you receive
notifications.

3. Preferred email will need to be updated in two locations: Personal Information & My System
Profile

a. Personal Information: Select Main Menu>Self Service>Personal Information>Information
Summary

i. Update preferred email address and make sure the box is checked next to this
address.

b. My System Profile: Select Main Menu>My System Profile
i. Page Titled: General Profile Information.
1. Scroll to the bottom of the page and look for your email box:

2. Under Primary E-mail account, you enter the email address you would like
all notifications to be sent to. You may use your state email if you would
like.

Account Management: SSPM/Self Service Password Management:

From the https://www.in.gov/core/info_employees.html page click the Self Service Password
Management link under Account Management.

1. Complete instructions for using the password management tool are available on the site just below
the “Register for Password Management” button.

2. You may also access SSPM from any web browser on your desktop or mobile device by simply
navigating to https://password.IN.gov. If you need to unlock your account or reset your password,
please use this site.

3. Should you experience any issue with the process, or just have questions or concerns please speak
with your supervisor. If they cannot resolve your issue, please have them call the IOT Customer
Service Desk at 317-234-HELP (4357) or 1-800-382-1095.

Self-Service Password Management

® Register for Password

Management (-\
Instructions for the 10T Self-Service Password @ \J

Reset management system can be found here.

Forgot Password Unlock Account Change Password
Not working? Try the non-state
employee reset tool

Still need help? Call the IOT Customer Service
Desk, 317-234-HELP (4357) or (800) 382-1095.
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PeopleSoft ELM: Accessing and completing a web-based training previously
enrolled in: G

Chrome is the preferred web browser for the Learning Mgt System.

To access the online training, it is important to turn off your pop-up blockers. Generally, this is located under
the Tools menu item.

1. From the https://www.in.gov/core/info_employees.html select PeopleSoft Learning Management
(ELM) under the Training & Support section. Enter your User ID and Password

N

Click on The Nav-Bar Icon

There are no classes scheduled

3. Select Navigator

Navigator NavBar: Navigator L -
-] Self Service >
) ) . Recent Places Manager Self Service >
4. Select Self Service>Learning>My Learning
* Enterprise Learning >
5. Locate the class in the My Learning box and select launch. iy Frm
Set Up ELM >
My Learning 1@ 150f61
Title Tyee Stetus = = = Enterprise Components >

SPD Good to Great Training Program Curriculum In-Progress 1010512016
Navigator
E-Orientation Computer-Based Training In-Progress 0411872016 ® Drop

.

6. On the next page, click the Launch link.

Table Of Contents

Title Status Score
Benefits Presentation Not Attempted I | Launch

The training will launch in a new window. If the training does not launch, make sure that your browser’s pop-up blocker
is disabled and try again.

7. Follow the instructions on the screen to complete the training. If you would like to enlarge the
screen you can select F11. Be sure to navigate all the way to the very last slide of the training.

**To self-enroll into training courses or report an error within the Learning
Management System, please follow the steps on the page 4 and 5 of this
guide.
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Self-enrolling into training:

1. From the https://www.in.gov/core/info_employees.html page click select PeopleSoft Learning
Management (ELM) under the Training & Support section. Enter your User ID =g

and Password. /‘\ O\ * = @

2. Click on The Nav-Bar Icon

Basic Search | Advanced Search

Advanced Search (7

3. Select Navigator

4. Select Self Service>Learning>Find Learning From pate 2 Locatien
End Date = Category
Learning Ty Al v Objective
5. You can search for learning by using the search box at the top ’ :F,'e tractor
of the page, narrowing down results by using filters or by Course Code Language
using the advanced search feature R
I Search by keyword )] ||
Search Results ‘ Outlook Training (I0T_00004)
@ Plan for Later
6_ Once you have Iocated the training you Would Iike | Iaarnbbasi:f‘tlwlnlc‘;::uuns such as g;nara‘ﬁ;s;l. I:mawl atiquaﬂéuslg:r-d.{a;dt:‘éiﬂ;ﬁ sf‘i;vl\)]‘D:la\I; : |
to Complete' se'ect enro" Class Code IT::;MWL% Duration  Start Date  Lacation Price \
At the end of the description, view more details about the course by clicking view details ; ,ﬁ' ses with
- cation Price
7. Select Submit Enrollment sy | Submit Enroliment
Web-based training that does not require approval will be available to launch by clicking the Launch link
in the bottom-left corner of the screen or by following the steps in the “Accessing and completing a
web-based training previously enrolled in:” section of this guide.
PeopleSoft will send an email notification to the supervisor of the learner for courses requiring
supervisor authorization. Upon authorization, the learner will receive an email notification of approval
to take the course.
Reporting an issue with accessing and completing a web-based
e e - @ 10T Helpdesk Assistant Ver 3.0.0.64
training or locating a course for self-enrollment: . m—
Computer Nan
[short Descrption IP Addressles|
1. From the https://www.in.gov/core/info_employees.html page click the e
IOT Customer Service ticket link under the Training & Support section. [ e et ol
Fix my contad
2. When you describe your issue, please include as much info as possible )
including full-name; PeopleSoft ID number, class title, and any screen shots, Adress
if applicable. R—
PC Model
Attachment (optional) TEET
Add || Remove
ScreenShot G_eﬁ"::;‘e
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LinkedIn Learning: Logging In

Only agencies supported by Indiana State Personnel Department are eligible for LinkedIn
Learning. Please consult with your Human Resources if you are not sure of your eligibility.

To activate your LinkedIn Learning Account, enter this link into your browser:
https://www.linkedin.com/checkpoint/enterprise/login/2188380?application=learning&applnst
anceld=26162714

Welcome!

If you are currently logged into your Microsoft 365 account m +
(Single Sign-0On), you will be taken directly to this screen:

You now have access to LinkedIn Learning. Connect

your LinkedIn account and

You're going to miss out on smart course
recommendations based on what others in

. . your field enjoy and find useful
If you are not currently logged into your Microsoft 365 Are you e you dbeft went o connect your Urkedin

account?

account (single sign-on,) you will be redirected to I0T’s
onnect my Linl n account

Slgn | n . [ Do not connect my account \ -

I Close l

Follow these steps to log in:

What's in it for me if I connect my Linkedin account?

e |f your account automatically populates, select and
continue.

Pick an account

IoT -

Sign in

email@agency.in.gov
e |f your account does not

- Use another account automatically populate and requires
input of your email address, please

username@agency.in.gov

Can't access your account?

enter your State issued email address and select Next.

Enter your network password. It’s the same password used to log into Back Next
your computer.

You will automatically be redirected to the LinkedIn Learning log in page.
If you are a remote user who is not signed on to the State network, you will be prompted for Multi-Factor

Authentication (Phone Factor). (For users who have not set up their Phone Factor account and would like
more information, please visit https://www.in.qov/iot/2770.htm to begin).
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Choose Your Option Below to Either Connect with a LinkedIn Account
or Connect without a LinkedIn Account:

e If you have a LinkedIn account and wish to connect it to your Learning profile:

.
i e | - 1. Select Connect my LinkedIn account
| Close | 2. Enter your email address and password

associated with your account or, if you would
like to create an account, select Join Now and
follow the steps to create your new account.
Welcome to LinkedIn Learning! Sign in using the same email address and (*Note: ThIS does not have to be your State
issued email address. This information is

What's in it for me if I connect my Linkedin account?

password that you use on LinkedIn.com

Linked [T based on your personal LinkedIn account)

3. Select Sign in with LinkedIn. This will redirect

oot pesmr” you to the LinkedIn Learning homepage.
4. Your account has now been setup via Single
2 Sign in with your organization accoupg Sign—on. Whenever you |Og intO yOUf
Microsoft Go365 account, you will

Bl bl automatically be logged into your LinkedIn
Learning account when you visit the site!

e If you do not have a LinkedIn account or do not want to connect the one you have with your
Learning account:
1. Select Close. A pop-up will appear with two

You're going to miss out on smart course options. Select do not connect my account.
',v';';:"':::::I:,"v",‘.:-,:;‘::i: ok This will redirect you to the LinkedIn

:«cr:c):‘o’:?su'e you don't want to connect your Linkedin Lea n I ng platform )

2. Follow the steps on this webpage.

{ Do not connect my account “ -
3. Your LinkedIn Learning account has now
Cl . . .
[ = | been setup via Single Sign on. Whenever you
What's in it for me if I connect my Linkedin account? are Iogged Into your Llnkedln Learnlng
account when you visit the site!

If you have questions regarding LinkedIn Learning, please contact INSPD Learning &
Development for more information at SPDTraining@spd.in.qgov
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