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The Three Steps to Complete the Sexual Harassment Prevention and Policy Training:

Step 1. Register your attendance for the course in the DU Training Tracker as outlined below

Step 2. Visit the Blackboard Sexual Harassment Prevention and Policy Training community.

Step 3. Follow all Blackboard instructions and complete the Blackboard Sexual Harassment Prevention
and Policy Training quiz for certification. FYI: The DU Training Tracker and Blackboard are two different systems.

Step 1. To access the DU Training Tracker system, open a browser (Internet Explorer, Firefox) and visit
the Dugueshe University Internet Home Page: http://iwww.dug.edu

A. Click the DORI link near the bottom of the DU Home

Page, or, visit http://www.dori.dug.edu.
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Enter your existing MultiPass account information and

click Login.

(If you do not have or know your MultiPass information,

call the CTS Help Desk at 412-396-4357.)

Use your MultifFass username/password to gain access.

Mare Info »
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Click the Working tab in the top row in DORI.

Click the DU Training Tracker link in the middle

column.
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(NOTE: >>>First time DU Training Tracker users: You must add your supervisor information. For help
and detailed instructions, view: http://www.hr.duqg.edu/forms/formsdone/trainingguide.pdf)

B. To search for Training:

by OU Training Profile -

Ms. Joyce Valent

1. (A new browser window will display the DU ol e eneduled Tran —————
- W URCOMmING oChedule raining =
Training Tracker system.) My Self Guided Training = AT
hly Completed Training =
2. Click Search All Training. R — - -
3. From the drop down list, select a Training Welcome to th
Provider.
a. The Sexual Harassment Prevention
Training is offered by Human Resources.
4. If you do not know who is offering the training, or

you want to view all available training, click
“Search training offered by all providers”.
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5. In the next window, at the “l would like to...” drop
down box; choose View all available self
quided training.

a. Self guided training is the same as online
training.

T . T RPNETR

All Providers

ct a training prowvider...

6. Scroll down the list to the Sexual Harassment
Prevention and Policy Training Online
Options session.

a. Click the more > button

*Mote - Monitored means someone checks to see ifyou completed the

training and gives you creditwhen you have completed it.

Rlackbnard Instructor Certification
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Sexual Harassment Prevention
and Policy Training
Online Options: Sexual

Harassment Prevention Training
Sexyaf Harassment Prevention
Provider: Human Resources
Awvailable Indefinitehy

Please read all the instructions completely!
You can print the page for reference.

7. Scroll to the bottom and click Get Started to
register in Training Tracker.

SomfBisckboardnow, ~ 0T ey
Followe all instructions in Blackboard to complete the course, guiz and ‘
Surey.
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Contact Email dutraininoi@dug.edu

(412) 396-6575

Contact Phone

C. The course will now be part of your DU
Training Tracker record. A confirmation box will
appear near the top of the screen.

1. Alink to this guide, (Blackboard Sexual
Harassment Prevention Online Training
Guide), is given.

2. Proceed to Step 2 to complete the
Blackboard training course, quiz and
evaluation survey.

Thank you for registering for the onling section of Sexual
Harassment Presvention Training.

viou should now camplete the Blackboard onling course.
Instructions are found 2t Blackboard Sexual
Harassment Prevention Online Training Guide or
contact dutraining@dug.edu, K6575, if you have any
fuestions.
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D. To access the course instructions page again

at a later time:

1. In DU Training Tracker,
a. Click My DU Training in the left side
menu bar.
b. Click My Self Guided Training.

My OU Training Profile -

Ms. Joyce Valent

ining =

( by Self Guided Training = g
g
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2. In “My In Progress Self Guided Training” box,
click <More Info.

3. If you no longer want to complete this training,
click Cancel to remove this training from your
record.

tDQ #
|Cour5e Info IStatus I |
Course Title: Initialized i

ancel
Sexual Harassment Prevention and Seif Guided Oolion -

e — I
intialized
Ai28/049

Policy Training

Self Guided Option:

Online Options: Sexual Harassment
Prevention Training

| = hare Info '
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Close the DU Training Tracker browser window and proceed to Blackboard as explained in Step 2.

Step 2. Blackboard Instructions:

(Please complete the registration process in the DU Training Tracker as described above, before proceeding to

Blackboard.)

A. Log into DORI, as explained in Step 1 on Page 1.

B. In DORI, click the “Bb” Blackboard link in the upper
right corner of DORI, to open Blackboard

! m
.,; Blackaoard

T

1. Click the Courses & Communities TAB on the
Blackboard home page

SO oY S

2. Inthe My Communities column, on the right side of
the screen:

3. Locate “Sexual Harassment Prevention Training”

If the “Sexual Harassment Prevention Training” is
NOT listed in your communities, skip to Step C on
page 3, otherwise proceed below.

4. |If the training is listed, click the Sexual Harassment
Prevention Training link to go to the Blackboard
course home page.

5. Proceed to Step 3 to complete the training.
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My Communities

Organizations in which you are participating:
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C. If the Sexual Harassment Prevention Training is R

NOT listed, you will have to manually enroll:
Eﬁ*Take Survey

1. Inthe Organization Catalog column (below the My (3 Academic Advising
L. . . __,.m- PP SR ——— -
Communities list), locate and click "Duquesne ———— D ooy .. <
Training" ﬁ Dizpartment / Shiool Sunnon - j

& Duguesng Trainin Click Here

L

Omrmiitee s
Er

T T T T T e e e
ORG-HR-
2. Look for Sexual Harassment Prevention Training SEXUAL- Sexual Harassment Prevention Training
in the list, and click the Enroll button on the far right HARASS-200810
. i n_ _fr-n-ﬁ-llﬂ P _\_r‘\._l_
side. N St
g [Eel =2 Click Here |
3. Verify your information on the screen and click B
Submit ’( Cancel ) Subim ,lJ

4. A receipt message showing Successful Enroliment will display on the screen.

5. Click OK to go to the Sexual Harassment Prevention Training course Blackboard home page.

Step 3. Follow all directions in Blackboard to complete the course and the required quiz.

e Please be sure to email dutraining@dug.edu when you complete the Blackboard quiz so your records can be
updated, or if you have any workshop questions.

e For any DU Training Tracker or Blackboard system issues, call the CTS Help Desk at x4357
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