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Welcome to UF Health Shands! Students are required to access the myTraining online application to complete
required training modules prior to being provisioned an EPIC account. If you were previously employed by UF
Health Shands or the University of Florida or you were a UF student, please disregard this guide and contact
myTraining support directly at myTraining@health.ufl.edu for further information on how to access your account.
Please include your full name, 8-digit UFID#, your best contact phone number and email address. A member of
the myTraining support team will respond to you within 3 business days with further instructions.

If you have never been associated with UF Health Shands or UF previously you will need to create GatorLink
credentials so that you will be able to log into the myTraining application. Please follow the steps listed in this
guide to create your GatorLink credentials.

What You Will Need

e Computer with Internet connection
e Personal email account

How to Create your myTraining Learner Account

Step 1: Navigate to the myTraining website at myTraining.ufhealth.org and click the Create Account button.

[ myTraining Regiszation X\

“ c LC mytraninguthealth.ong E
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Creating a myTraining Learner Account

Step 2: Select UF Health Shands button.

INVTRAINING™
learn » grow rachieve_’

Welcome to the myTraining Quick Registration Portal

myTraining is a shared training management system between the University of Ferida and UF Health Shands. This "one stop”™ portal will enable
learners to complete online trainings that are open to the public or available for purchase.

Quick Regsitration grants you a new or reactivated GatorlLink account to access myTraining for external training partidpants such as volunteers,
visiting physicians, students, or contract employees who are not employed by either UF or UF Health Shands.

If you already have a username and password for UF or UF Health Shands, please visit myTraining to sign in.

Accounts previously created through this portal can be reactivated by clicking here. All other inactive accounts must be recreated by
contacting the UF Help Desk at 352.392.4357.

Create a New Account: To start the process, please select the appropriate category of myTraining access.

SHANDS CONTINUING
EDUCATION

’UNIVERSITY OF FLORIDA ’ | UF HEALTH SHANDS

Need help creating an account?

———
e,.llt}.l UF Help Desk: 352.392.4357 or helpdesks : GG Vel sehia
Ul l l C UF Health Shands / All Others: 352.265.0526 UFl o
UNIVERSITY OF FLORIDA MEALTH FLORIDA

Step 3: Click the Create Account button.

m RAINING!"?
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Quick Reglstratlon — UF Health Shands training

lick the button below to begir
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: Create Account
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Step 4: Select No to the question, “Do you have a GatorlLink account?” Note: [f you previously created a
Gatorlink account using the Quick Registration process, but it is no longer active, you should select Yes, but | cant
log in. You will be prompted to enter you UFID#, GatorLink, or original registration email address to reactivate the
account.

TTT)TRAINING®

Do you have a GatorLink account?

No

Yes

Yes. but | can't log in

Step 5: Enter all required fields in the account creation form (identified as “Required”) and select the Register
button. Be sure to include your UFID# if you already have one.

TXTYTRAININGE

o ——

Register for a GatorLink account

UFHealth
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Step 6: An email verification is sent to the email address entered in the form. If you did not receive it, please
check your junk mail folder.

LEEYTBAKING:

We need to verify your email

Verify Your Emall s

my Training. noreply@uilodu

will b€ abls 10 $2i2Ct your GIIDALNE CIBMAME 3N AsENONT

Step 7: As the verification email instructs, click on the provided hyperlink. If you receive any errors when you
click on the hyperlinked URL, please contact the myTraining support team at mylraining@health.ufl.edu. The
hyperlink will prompt you to create a GatorlLink username and password.

e (Click the Create your GatorLink button.

UFHealth
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IMNYTRAININGT

Email verified

Step 8: Create a GatorLink Username.

e Select the radio button next to the GatorLink Username option that you prefer, then select the Next button.

—— Create GatorLink Usernams —

Step 9: Verify Your New Gatorlink Username.

e Select the radio button next to Voice, Text, or Email and click the Next button to have the Verification Code
sent to your preferred contact method.

U?Health
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r— Contact Method

Pizase note that voice calls are only avaiiable for US and Canagian numbers at this

Wark Phone Enas with 8043

Busiress Emal funtimezwithsumoial fgmall com "'-5
|

foliowing emall aodresses regarding Actvizies affecting

s Emall  funtimeswithsumtotal@email. com

Step 10: Enter Your Verification Code.

e Type in the Verification Code that you received and click the Next button.

— Verification Code

Disase erter the verfication code you recerved edher through text

SMS) or voice cal

Step 11: Read the Acceptable Use Policy.

e Scroll to the bottom of the page and click the Accept & Continue button.

ACCEPT & CONTINUE

Step 12: Create Your GatorLink Password.

e Follow the password creation guidelines and select the Next button.

UFHealth
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—— Create Password

Your Gatorlink pas

change it Contact 1

helpdesk@ufl ed

g UF Computing Help Desk at 352-3

ssistance Your GatorLink password must mest

following reguirements

1 it cannot be the same value asyour GatorLink username

2 It must NOT

tn & word that (5 found Inan E -language dicticnary

3. It must be

d of a password. vou may use an 18-

to 48-character “p phra:

1T S0, fewsar restrictons apply)

4 If itis less than 18 characters long. it must contain at least one character from
thres of the following four slements
1 Numbers

2 Lowercas

3 Uppercase

4 Punctuation or special characters

New Password

‘ Passwaord is required

Contirm New Password

Step 13: Log into myTraining with Your New GatorLink Username and Password.

Select the box labeled CLICK HERE TO COMPLETE YOUR ENROLLMENT.

’—c?—.dh:ﬁ Link Created

Congratulations!

Your new G Link

g

“K HERE TO
! IMPLETE YOUR
| EMREOLLMENT
|
]
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Step 14: Confirm that your new UF GatorLink username and password work. Enter them in the following screen

and select the Log in button:

IJF NFWS CALENDAR OFFICES & SERVICEE DIRSCTORY GIVING UF WEALTH UFIFAR Weicoma to UF

'f‘fff‘]";‘:"‘;;‘“"’:‘“ml o CHANGE PASSWORD FORGOT PASSWORD CREATE ACCOUNT TROUBLE SIGNING ON?

Step 15: Registration is completed and you have been successfully enrolled in Quick Registration. You should
receive two emails within 15 minutes. Please wait until you have received BOTH emails before proceeding.

e The confirmation email informs you that your GatorLink account has been created. Please note that the
GatorLink username and password created during this process are required to log into the myTraining system,
so it is important to remember your new Gatorlink username and password!

Your Gatorlink Account has been created.

University of Florida Account Management <ES-NoReply|AME@

GatorLink Account
UNIVERSITY uj setup
FLORIDA

Fun Times
Congratulations! You have just created vour UF GatorLink account

If you did not intitiate this, please contact the UF Computing Help Desk at
(352) 392-HELP (4357) or helpdesk@ufl edu immediately

e Attempting to log into myTraining prior to receiving this email may result in a login error message. It is
recommended that you wait until the “myTraining Enrollment Successful” email is received before
attempting to access the myTraining system. Clicking on the hyperlink in the email will direct users to log into
myTraining.

UFHealth
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myTraining Enroliment Successful | wes L)

my Training-noreply@utledu

02 PM (13 meetes ago -

IMPORTANT: Users only need to go through this self-service account creation process ONCE.

Step 16: Log into myTraining with your new GatorLink username and password. Go to mytraining.ufhealth.org
and select the University of Florida option.

' [ myTraining Ragistraticn 3 4

) mptaining uibeaith ong

IN VIRAINING®

learn » grow » achieve

SIGN IN

If yo ady have an account, si
username and password.

l_ e A
| UNIVERSITY OF FLORIDA |. UF HEALTH SHANDS | CREATE ACCOUNT
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Step 17: Select the Log in button after entering the previously created GatorLink username and password.

MEWE CALEMDAD OFFICES & EEEVICEE  DIBSCTONY  GIVINE  UF MEALFH U iSRS Wulcome to UF

l‘::“:‘l":‘;““:‘l i CHANGE PASSWORD FORGOT PASSWORD CRAEATE ACCOUNT TROUBLE SISNING ON?

Step 18: You are successfully logged into the myTraining application when you can see the myTraining
Dashboard. The course to take can be accessed by clicking on the following hyperlink MyLink What New Users

Should Know.

# | N VrRAININGT

Introducing new
features on the
IT1 VTRAINING

Dashboard...

For additional assistance with this process, please call the UF Health Technical Support Center at
352-265-0526 or email the myTraining support team directly at mytraining@health.ufl.edu.
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