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2.1:  Login Name and Password 
 
Enter your assigned Login Name and Password and 
click the LOGIN button. 
 
Note to First-Time Users:  
If this is your first time logging into TRAIN Florida, 
please follow the Login instructions for new learners. 
 

Login instructions are located on the APD 
Training Portal web page: TRAIN Florida 

Resources ï Learner Help & Support menu. 
 
Ç Login instructions for current learners 
Ç Login instructions for new learners 

 
If you have any problems and require technical 
assistance, please contact the TRAIN Florida APD site 
administrator by email: apd.lmssupport@apdcares.org. 
 
 
 
 
2.2:  Forgot Your Password 
 

 If you forgot your Login Name or Password, please 
Do Not Create a TRAIN Florida account. 
 
Click on Forgot Your Login Name/Password? and then 
follow the directions. 
 

You can learn how to retrieve your login and 
password information by following the Login 

instructions for current learners link. 
 
If you have any problems and require technical 
assistance, please contact the TRAIN Florida APD site 
administrator by email: apd.lmssupport@apdcares.org. 
 
Please do not contact the Public Health Foundation 
(PHF) or the Florida Department of Health (DOH) 
regarding TRAIN Florida 
 
 
 
 
 
 

Image 2.2 

Image 2.3 
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2.3:  APD Training Portal 
 
APD has created the APD Training Portal.  To open this page, click on the APD Cares logo.  The web 
page will open in a new window.  
 
 
 
 
 
 
 
 
 
 
 

 
This web page provides the APD training tools, information, resources, and support to locate 

and manage courses, training plans, training transcript, and much more in the TRAIN Florida LMS. 
 
If you have any problems and require technical assistance, please contact the TRAIN Florida APD site 
administrator by email: apd.lmssupport@apdcares.org. 
 
 
 
 
2.4:  TRAIN Florida User Tools 
 
This link takes you to the Florida Department of Health 
TRAIN Florida Learner Knowledge Center. 
 
The Learner Questions and Answers, and Learner 
Tutorials provide links for APD learners to access 
information to help with using the TRAIN Florida website, 
as well as managing their learner accounts.  
 

The APD Training Portal web pages are 
designed for APD Learners.  Please use the APD 

Training Portal to get the APD training tools, 
information, resources, and support to locate and 
manage APD courses, training plans, training transcript 
and much more in the TRAIN Florida, LMS. 
 
If you have any problems and require technical 
assistance, please contact the TRAIN Florida APD site 
administrator by email: apd.lmssupport@apdcares.org. 
 
 
 
 
 

Image 2.4 

Image 2.5 
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This is your personalized TRAIN Florida learner 
home page. 
 
This page will appear when you login to TRAIN 
Florida. 
 
Let us begin with some TRAIN Florida learner 
home page navigation tips: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.1:  Top Navigation Bar 
 
 
 
 
 
 
 
 
 

The top navigation bar appears on almost every page on the TRAIN Florida site, and allows consistent 
access to the primary pages no matter where you are on the site. 
 
You will always see these five menu links: 
 

1. Home 

2. Competency Assessment 

3. Resources 

4. Discussions 

5. Help 

 

Section 3 

The TRAIN Florida Learner Home Page 

Image 3.1 

Image 3.2 
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3.2:  The Home Link 
 
You can click on the Home menu link from any page on the site and it will return you to the home page. 
 
 
 
 
 
 
 
 
3.3:  The Resources Link 
 
 
 
 
 
 
 
You can click on the Resources menu link from any page on the site and it will take you to the 
Resources page.  APD post documents here to enhance communication and provide you with TRAIN 
Florida and APD related training information. 
 

Instructions on How to Manage APD Resources are located on the APD Training Portal web 
page: TRAIN Florida Resources ï Learner Help & Support menu. 

 
 
 
3.4:  The Discussions Link 
 
You can click on the Discussions menu link from any page on the site and it will take you to the 
Discussions page.  If you have a question, you can post it on the APD Discussion Board.  The TRAIN 
Florida APD site administrators monitor and triage all APD Discussion Board threads daily, and we 
encourage all APD learners to submit a Discussion Board thread. 

 
 
 

Instructions on How to Manage the APD Discussion Board are located on the APD Training 
Portal web page: TRAIN Florida Resources ï Learner Help & Support menu.  For help on 

adding an APD Discussion Thread. See How to add an APD Discussion Thread. 
 
 
 
 

Image 3.4 

Image 3.3 

Image 3.5 

http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-add-discussion-thread.pdf
http://apdcares.org/providers/training/docs/apd-add-discussion-thread.pdf
http://apdcares.org/providers/training/docs/apd-discussion-board.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-add-discussion-thread.pdf
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3.5:  The Help Link 
 
The TRAIN Florida APD team is your primary resource for help and support.  If you have problems 
launching a course, your computer may not meet the minimum system requirements.  Click the Help 
menu link located on the navigation menu, located at the top of your home page to view the 
requirements.   

 
 
 
 
 
 

 
 

If you have problems launching a course, please refer to the APD Discussion Board page.  
 

 
 

 

 Please Do Not Create a TRAIN Florida Account. 
 
APD employees and providers, TRAIN Florida Learner accounts are created for you.  You will receive 
your login information and instructions via your email account. 
 
 
 
 
 
On the top right-hand corner of the TRAIN Florida banner is the My Account link.  This link gives you 
access to your account details.  Understanding how your account works will help you with reviewing 
your account information. 
 

APD uses TRAIN Florida data in agency training reports, and it is important that the data is correct.  
Please do not make any changes to your account information.  If you see an error, please contact the 
APD TRAIN Florida site administrators by email at apd.lmssupport@apdcares.org. 
 

Exceptions: 
1. You can change your choice to opt-in or opt-out of receiving emails from TRAIN Florida.  APD 

sends important information regarding the system and recommends that all learners receive 
TRAIN Florida emails. 
 

2. You can reset your TRAIN Florida password at your discretion. 
 

Instructions about  How to Manage My Account are located on the APD Training Portal web 
page: TRAIN Florida Resources ï Learner Help & Support menu, and TRAIN Florida APD 

Resources.  For help, see How to Manage APD Resources. 
 

Section 4 

My Learner Account  

Image 3.6 

Image 4.1 

http://apdcares.org/providers/training/docs/apd-add-discussion-thread.pdf
http://apdcares.org/providers/training/docs/apd-manage-myaccount.pdf
mailto:apd.lmssupport@apdcares.org
http://apdcares.org/providers/training/docs/apd-manage-myaccount.pdf
http://apdcares.org/providers/training/docs/apd-manage-myaccount.pdf
http://apdcares.org/providers/training/docs/apd-manage-myaccount.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
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Announcements and Upcoming Events are located 
on the left side of the home page. 
 

APD uses the TRAIN Florida Announcements to 
help communicate and provide support to APD 
learners.  TRAIN and APD administrators frequently 
post important training and course information.  
 

The Upcoming Events feature displays all training 
events to include classroom and webinar trainings, 
scheduled by APD and other organizations in TRAIN for 
the next two months. 
 

We encourage you to view the TRAIN Florida Announcements and Upcoming Events as often as 
you can. 
 

Instructions on How to Manage APD Announcements and Upcoming Events are located on 
the APD Training Portal web page: TRAIN Florida Resources ï Learner Help & Support 

menu, and TRAIN Florida APD Resources.  For help, see How to Manage APD Resources. 
 
 

 

This is your personalized TRAIN Florida training Dashboard. 
 
Your dashboard is located on the 
upper right side of the homepage. The 
dashboard is your primary tool for 
course management in TRAIN Florida.   
You will always see these six menu 
tiles: 

1. My Actions Items 
2. My Learning 
3. My Certificates 
4. My Training Plans 
5. My Survey 
6. My Links 

Click the plus sign  or any place on the tile to view the details.  Click the minus sign  to hide them. 

 
 
 

Section 5 

APD Announcements and Events 

Section 6 

My Learner Dashboard 

Image 5.1 

Image 6.1 

http://apdcares.org/providers/training/docs/apd-manage-announce-events.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
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6.1:  My Action Items 
 
Your Dashboard gives you direct access to your Action Items, including any pending approval items.  
This is where you find any pending course evaluations or assessments (tests). 

 

 
Instructions on How to Manage My Actions Items are located on the APD Training Portal 
web page: TRAIN Florida Resources ï Learner Help & Support menu: How to Manage My 

Dashboard. 
 
 
 
6.2:  My Learning 
 
The My Learning tile contains a list of 
current, recently completed, and 
archived courses.  This is where you 
will be able to access your TRAIN 
Transcript. 

Instructions on How to Manage 
My Learning are located on the 

APD Training Portal web page: TRAIN 
Florida Resources ï Learner Help & 
Support menu: How to Manage My 
Dashboard. 
 
 
 
 
6.3:  My Certificates 
 
The My Certificates tile shows a list of 
your currently earned certificates, and 
you can click the View All Certificates 
link to view and print all certificates you 
have obtained in the TRAIN Florida 
system.   

 
Instructions on How to Manage 
My Certificates are located on 

the APD Training Portal web page: 
TRAIN Florida Resources ï Learner Help 
& Support menu: How to Manage My 
Dashboard. 
 

 

Image 6.2 

Image 6.3 

Image 6.4 

http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
http://apdcares.org/providers/training/docs/apd-resources.pdf
http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
http://apdcares.org/providers/training/docs/apd-manage-dashboard.pdf
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6.4:  My Training Plans 
 
The My Training Plans tile list any training 
plans that you are currently enrolled in. 

Training Plans are a group of required or 
recommended courses.  For example, the 
Provider Basic, Service-Specific, and In-
Service training courses will be listed in a 
training plan.   

 

The TRAIN Florida APD site administrators assign learners to a Training Plan.   
Click the View All My Training Plans link to view all assigned plans, or click the Find More Training 
Plans link to find other plans you can enroll in. 
 

Instructions on How to Manage My Training Plans are located on the APD Training Portal 
web page: TRAIN Florida Resources ï Learner Help & Support menu: How to Manage My 

Training Plans. 
 
 
6.5:  My Surveys 
 
Like the Training Plans, the TRAIN Florida APD 
Administrator assigns learners to a survey.  Click the View 
All My Surveys link to view all assigned surveys. 

 
 
 
 

Instructions on How to Manage My Surveys are located on the APD Training Portal web 
page: TRAIN Florida Resources ï Learner Help & Support menu: How to Manage My 

Dashboard. 
 
 
6.6:  My Links 
 
The My Links panel has two parts.  Under Links are 
quick links to TRAIN Florida information and resources.  
Click Add My Link to add a web link. 
 

Instructions on How to Manage My Links are 
located on the APD Training Portal web page: 

TRAIN Florida Resources ï Learner Help & Support 
menu: How to Manage My Dashboard. 
 
 
 
 

Image 6.5 

Image 6.6 

Image 6.7 
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