Registration Instructions for Self-paced
Online Notary Basics Training

CREATE AN EXTENDED ENTERPRISE LEARNER ACCOUNT

Step 1. Visit the Extended Enterprise Learner

Resource Page. The Extended Enterprise Learner (EEL) Resources
page (https://www.oregon.gov/das/HR/Pages/WDL-EEL-
Resources.aspx) will provide information about training available to
learners that are not employees or contingent workers for the state of
Oregon. These learners have business with the state or are required to
take state provided training.
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»HR HOME Welcome to the Extended Enterprise Learner (EEL) Resource page!

HR SERVICES FOR CLIENT AGENCIES

LABORRELATIONS Starting at 6pm on Thursday, June 8th we are updating the EEL Account Creation process. We anticipate this work taking

RECRUITMENT approximately 3 hours, as soon as our work is complete this page will be updated to allow for EEL accounts to be created again.
STATE JOBS

WORKDAY OREGON
While you wait, review this document to become familiar with the account creation process. You and also take a look at the

O KON L DEVELDRMENT, information provided about training provided by different agencies and locate the training program that is appropriate for you.

Think you may already have a Workday Learning account with the state of Oregon, reach out to the I¢ L for the agency
that provides your training for assistance with signing into an existing account. Please do not create duplicate accounts, we are not
able to merge accounts causing you to have an incomplete training record.

If you are looking for resources about signing into your existing Workday Learning account, how to find training, or viewing your

learning history, including downloading completion certificates, review the Knowledge Articles and Job Aids section that
immediately follows the New EEL Account Creation Links section.

New EEL's

Account Creation Links

itle Accordion Content

Oregon Procurement

Trainin
E If you need to take procurement training to obtain or maintain the following certifications:

« Contract Administration Training Certificate

« Oregon Procurement Basic Certification (OPCB)

* Oregon Procurement Intermediate Certification (OPIC)
« Oregon Procurement Advanced Certification (OPAC)

« Pay Equity Training

Use this link to create your Workday Learning account and access the appropriate courses Link Coming
Soon.

Project Management  The Department of Administrative Services through the Chief Human Resources Office (CHRO) provides

and Business training to other governmental entities on various levels of project management and business analysis. If
Analysis for Other you would like to enroll in one of these courses, and do not already have a Workday Learning account, use
Governmental

i this link to create an account and access the available training Link Coming Soon.
ntities

CLE) WICAHIZLon Oregon WIC offers staff training for WIC Local Agency staff and

WIC contactors for providing WIC services to participants. Please
use this link to create an account to browse and enroll in courses
for WIC Staff shared with the Oregon Health Authority catalog.
Link Coming Soon



https://www.oregon.gov/das/HR/Pages/WDL-EEL-Resources.aspx
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Step 2: Request account

After deciding which training or program is what you need, click on the
provided URL.

On the first screen (STEP 1 of 2) you will select Next Step (A)

Register to Learn

STEP 1of2

Country *

‘ United States of America v ‘
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The next screen (STEP 2 of 2) Enter your First & Last Name and Email
address (B), then click Submit Registration (C).

Register to Learn

STEP 20of2

C- Submit Registration ]

« Back to Previous Step
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Success!
Your account request has been submitted for review.

If you are requesting an account outside of regular business hours,
your request will be reviewed the following business day.

Success!
Your account details were submitted.

What's Next

When your account is approved, you'll receive 2
emails with your username and temporary password.

workday.
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If during the review process it is discovered that you already have and
EEL account, you will receive an email notification with next steps from
the reviewer.

Step 3: Sign into your Workday Learning account
You will receive two emails, either:

e two from Workday, one with your Username and one with your
temporary password.

e one from Workday with your temporary password and one from
the agency reviewer with your Username.

Follow the instructions provided in those messages.



LOCATE AND REGISTER FOR THE TRAINING

Step 1. Log in to your Workday account.

Step 2. Select Learning from the left-hand
navigation bar. Select "Browse Learning Content”
in the center of the page.

Step 3. Search for notary basics in the search bar
below Browse Learning Content.
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Step 4. Select Notary Basics Self-Paced Online
Training from the list of courses.

S0S - CORP - Notary Basics Self-Paced Online Training

This course iz a comprehensive and thorough examination of notary basics: purpose, responsibilities and liabilities of a
notary; how to notarize; notary certificates and the notary journal. The course will provide sufficient training for taking the

WML® 3 hours - 8.5K enrolled

Step 5. Select Enroll (blue bar on the right side of
the page).



Step 6. Click Submit (Blue bar on bottom left of
page).

Step 7. Start the course (Blue bar on right side of
page).

S0S - CORP - Notary Basics

This course is a comprehensive and thorough examination of notary basics: purpose, responsibilities and
liabilities of a notary; how to notarize; notary certificates and the notary journal. The course will provide
sufficient training for taking the notary qualifying exam and completing the application for a notary
ooooooooooooo

Lessons in This Course Additional Course Details

If vou experience technical difficulties, contact the Notar

Team at NotarySeminar.SOS@sos.oregon.gov. DO NOT
contact Workday technical support.
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