State Court Administration
Judicial Branch Education

iLearn
Live Classes And Webinars For The Public

PURPOSE

INTRODUCTION

24/7 ACCESS

LOGGING INTO
ILEARN

To guide users in registering for and dropping live classes or webinars, completing
evaluations, and viewing certificates and transcripts.

One of the functions of iLearn is to allow you to register for live and webinar
events. Registering for educational events allows the event planners prepare for
a better event by providing enough space, materials, food, webinar connections,
etc. It also allows us to keep accurate historical data on event attendance for
budgeting purposes, grant reporting, CEU reporting, and other administrative
duties.

It is important you register appropriately for any event you plan to attend and
to drop out of any event you later find you cannot attend. This document will
give you instructions for doing both as well as for completing event evaluations
and viewing certificates of completion and other transcript data.

iLearn can be accessed by any computer with broadband internet access. iLearn
content is not specifically configured or tested for Macs or mobile devices;
however, much of the content seems to work fairly well on them. Smaller
screens, such as phone screens, may prove challenging. If you access iLearn on a
Mac or a mobile device, we’d love to hear how it works for you. Email the details
of your device and your experience to i.Learn@iowacourts.gov.

1. Point your web browser to http://iLearn.iowacourts.gov.

2. Click the link that says “Need to create an account?”

Login Mg

IOWA JUDICIAL BRANCH

Admmastermg justsce under the bw equally to all persons.

Welcome To

1Learn

For Judicial Branch Judges, Staff, and Contractors

iLearn is a Learning Management System (LMS) for the lowa ludicial Branch, Through this

site, Judicial Branch judges, staff, and contractors can register for live educational events emal |
mal

(in-person or webinar) and take on-demand elearning courses. iLearn also tracks your
educathon and tralning record with the branch. Be sure te add te your tralning record any
education o tralning you take that was not affered through the branch sa your record is

Password |
complete, |

Login
News & Announcements B
Need 10 create an sccount?

This website is for the use of Judges, Magistrates, and other employees of the lowa Forgot your pasaword?

Judiclal Branch. If you are one of our partners, such as an attomey, a DHS employee, an
Asslstant Attomey General, a provider, or other member of the public, please use this
site instead: b

Are you & new Judicial Branch employes? If so, create your iLeam account by clicking the
“Need to create an account?” link to the right,

Please take a mement to update the infarmation on the My Profile page. The way your
name appears on this page is the way your name will appear on registration lists and
certificates of completion!

Have you recelved education from an cutside source? Add that education to your Judiclal
Branch recoed! From the My Transcript page, click the Submit External Education button
and complete the form.
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iLearn
Live Classes And Webinars For the Public

LOGGING INTO
ILEARN CONT.

NOTE: If you are a NEW to iLearn, you’ll need to create an account for
yourself by clicking on the “Need To Create An Account?” link.

3. Inthe Email field, enter your email address.
4. Inthe Password field, enter your iLearn password. The default password
is Judicial. If you created your account with a different password, or have

changed your password, enter the password you chose.

NOTE: If you don’t remember your password, click the “I forgot my
password” link. Your password will be sent to you in an email.

5. Click the Login button.

Wlcome Jennfier Wadsworth Supervisors  Help  Log Out

REGISTERING FOR
A LIVE CLASS o R Administering justice under the Liw equally to all pemsons.
WE B I N AR My Profile

Welcome

[OWA JUDICIAL BRANCH

My Transcript

Welcome to iLearn!
Homa: Retums you to this page

My Profila: \iiew and change your account information, such as name, address, email
address, and password.

My Programs: View the courses you've completed or in which you are registered in
PIOGaNm groups.

My Courses: See all the classes, events, or on-demand courses for which you are
already regrstered and thal are nol compleled On-demand cowses can be Bunched from
the Course Details screen that appears after clicking on a course name Agendas and
other materials can also be found on the Course Details screen

Register for Courses | ocale and reqister for classes, evenls, on on-demand cowrses
You can search by keyword, or locate events by location, name, date, or program.

My Transeript See courses for which you have registered. courses you've complefed,
and courses you have dropped. View and print certificates of completion.

Help: See the Frequently Asked Questions (FAQS) by clicking the Help link in the upper
nght of the screen.

1. From the home page, click on Register For Courses from the menu bar at
the top of the page.

Wekcome Jennifer Waadsworth Supendsors  Hep  Log Out

[OWA JUDICIAL BRANCH

Admunsstering justice under the Lw equally to all pessons.

dy Profile My Programs Register for Courses

Course Catalog

In-Person Classes & Webinars: The easiest way to find an in-person class or
wehinar is to click on the By Course link to the left. There you will find a list of in

[ a

Instrugtor Led Training
By Locasion
By Course
Class Calendar

Courses
Foundations of

Leagership Senes

Live and Webinar
Events

Mandatory Chikd
Abuse Reponer
Training (MCAR)

On-Demand Leaming

person classes and webinars. Find the class or webinar for which you want to
register, then click the Register link toward the bottom of the description. You
may be asked to verify, or even select if there is more than one option, the date
and time on which you want to attend.

‘On-Demand Courses: To find an on-demand course -- a course that can be taken
fram your computer at your own pace anytime -- click on the On-Demand Learning
link to the left, Locate the course you want to take, then click Register, To start
the on-demand course, click on the course name from the My Programs, My Course,
or My Transcript screen, then click the Open Course button.

Course Details Sci : Full course descriptions and supplemental materials may
be viewed on the Course Details screen. Before registering for a course, click on
the course name to see the full detalls. A "Register” link will appear on the course
details screen.  After registering, click on the course name from the My Programs,
My Course, or My Transcript screen, then click the Open Course button. From the
Course Details screen, you can also "drop”™ from a course that you cannot attend.
This frees up your seat for another attendee.
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iLearn
Live Classes And Webinars For the Public

REGISTERING FOR 2. From the Course Catalog page, click on the By Course link under
A LIVE CLASS OR Instructor Led Training. The By Course link lets you locate the webinar or
WEBINAR CONT. event alphabetically by name.

Welcome Jennifer Wadsworth Supervisors  Help  Log Out

IOWA JUDICIAL BRANCH

Adminsstering justice under the law cqually to all persons.

Home My Profile My Programs My Courses Register for Courses My Transcript

Course Catalog

I O

ADA/EEQ:AA/PSH - Combination (PDS) - Foundations of Leadership Series

Instructor Led Training

! start  End :
e City/State Date Date Room Time Status
me——tar DesMaines 11/18/14 1118114 podiellBranchuicing 80 AMADD pgigpe ) enister

Courses
Clerk & Administrative Personnel Conference - Live and Webinar Events

Foundations of Start End

Leadership Series City/state Date Date Room Time Status
- Prairie Meadows Events 10:00 AM- - .
Des Moines  9/23/14 24n4 Available Register
Live and Webinar Center 4:30 PM @
Events

Creating A Violence-Free Workplace (PDS) - Foundations of Leadership Series

Mandatory Child City/state ;t:t': E';:e Room Time Status
Abuse Reporter
Training (MCAR) . 5 . .
Des Maines  10/23/14 1028114 gutemBranchfutging - 830 A0 aighe (@) memister

On-Demand Leamnin,
° Discipline. Grievances. and the Contracts (PDS) - Foundations of Leadership Series

Start End

City/State Date Date Room Time Status
Judicial Branch Buildin 8:30 AM-4:00 N
DesMoines /3115 a/g/is  accdBranchBuided 5 Available © Register

NOTE: You can also search for events under the By Location link, which
sorts events by the city in which they are held, or by Class Calendar, which
shows you events by date on a calendar format. By Course seems to be
the easiest to use for most people.

w

Notice the Available status on the course. If the status is Full, then the
course is full and not accepting any more registrations. If the status is
Available, then the course is still accepting registrations.

Red Book Training - Live and Webinar Events

Start End .
Date Date Room Time Status

City/State

: Prairie Meadows Events 8:30 AM-4:30 .
Des Moines  9/9/14 994 goteresdowstients B Full € reaister

Shaping Effective and Engaged Teams (PDS) - Foundations of Leadership Series

! stat  End !
City/State T Room Time Status

. Judicial Branch Building 8:30 AM-4:00 = .
Des Moines  9/16/14  9/16/14 ~ udcialBra o Available (€3 Reaister

NOTE: To place yourself on a Wait List for a full class, follow the
instructions for registering. You will be notified by email if a seat
becomes available in the class.
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REGISTERING FOR
A LIVE CLASS OR

4. To view more information about a class, click on the class name. A new

window will open with class details. When you are finished reading this

WEBINAR CONT. window, close it by clicking the Back button.
Course Signup
Details for CHLD 024, 8§:30 AM, Des Moines
Coursa: Red Boak Training
Description:  lowa Children's Justice i3 sponsoring a National Association of Counsel for
Children's Red Dook Training on Tuesday. September 3, 2014. The training
based on the Child Weltare Law and Prachice book, provdes an excellent
foundation for practicing law ild Welfare cases. This training is a great
stand-alone CLE_ bul can also sene a5 an exam pop comse b become 3
Certified Child Welare Law Specialist. There iz no charge for the training. i
you are interested in becoming centified and wish to apply for a scholarship for
the exam, please send an emad Lo lowaChildens Jushceowacouts o
Credits:
Instructorsk Mol Lisled
Date(s): a4
Room: Prainia Maadows Events Cantar
Location: Des Maines
Address: 1 Prairie Meadows Drive
Allaona WA 40009
Phone: B00-325-3015
Back
Dates and times for this class:
Time Zane: (GMT-06:00) Central Time & Canada)
Tnstructor(s) Datel Time Revm/Location
090972014, 830 AM - 430 Prame Meadows Events Center ot Des Momes Class
PN Full
5. To register for the course from the Course Catalog screen, click the word
Register next to the class status. If you have not closed the Course Signup
window, you can also click the Register button on this window.
Red Book Training - Live and Webinar Events
citystate ot EMY Room Time Status
Des Moines  9/9/14  9/g/14  odirie Meadows Events gﬁf RUHED oy © Register
Shaping Effective and Engaged Teams (PDS) - Foundations of Leadership Series
citystate So%  ENY Room Time status
Des Moines  9/16/14  9/16/14  yodicialBranch Building E,f,lﬂ AMA00 - o ilabie @ Reaister
NOTE: If there is more than one instance of this class or webinar
available, you will next be asked to select the session you will attend.
Click the radio button next to the session you wish to attend, then click
Apply.
iLearn will then take you to the My Programs page. There is no other
visual confirmation on the screen that registration has been successful.
However, you will receive an email confirmation of registration within 30
minutes. If you do NOT receive email confirmation within 30 minutes,
please check your Spam or Junk folders in email.
You can also click on the My Courses screen to verify registration. On the
My Courses screen, a status of In Progress means that you are registered.
Page 4 of 10 Last Updated 08/25/2014
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DROPPING OUT OF If you have registered for an event, and later find you cannot attend, you can
A LIVE EVENT OR “drop” from the class or webinar easily. This frees up your seat for another
WEBINAR attend and ensures the event planners have accurate information about

attendance.

1. After logging into iLearn, click on My Transcript from the menu bar at the
top.

2. Locate and click on the name of the class or webinar from which you want

to drop.

Welcome Jennifer Wadsworth Supervisors  Help  Log Out

IOWA JUDICIAL BRANCH

Administering justice ander the law equally to all persons.

Home My Profile My Programs My Courses Register for Courses My Transcript

Course Details

Below are details for this class, event, or course. If there are any class materials, such as agendas or handouts, you can
find and download them from this page  [f this is an en-demand course, you can launch the course by clicking the Open
Course button. If you can no longer attend the event, please click the Drop button to free up seats to other participants

You are not eligible to access the course at this time.

This course has no online content

Details

lowa Children’s Justice is sponsoring a Mational Association of Counsel for..
+ Read More

Course CHLD 024 - Red Book Training

Credits 0

Course Status

Classroom Schedule - Time Zone: (GMT-06:00) Central Time
Course Stajds: Wait Drop

(US & Canada)
-
Instructor(s) Day of start  End . ozl Bs
(Click to contaet)  Week — Time Time e —— tirle '
8:30 4:30 Prairie Meadows Events Center at Des None
Tuesday 09/09/14 AM PN — srrerEn

3. Click on the Drop icon from the lower right of the screen. The icon looks
like a piece of paper with ared X on it.

4. A confirmation box will appear. If you really want to drop out of this
event, click OK.

This will drop this course from your Training Map. Are you sure you would like to continue?

OK ] [ Cancel
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Live Classes And Webinars For the Public

DROPPING OUT OF
A LIVE EVENT OR

The course status should now say
“Dropped.” You will receive an email Course Status

WEBINAR CONT. shortly confirming that you have Course Status: Dropped
dropped the course. 08/11/2015
Register
DOWNLOADING If course materials have been added to iLearn, you can download them from the
COURSE Course Details Screen. Not all classes will have additional materials. Pay
MATERIALS attention to any announcments about the event to see if there are course
materials to download.
1. After logging into iLearn, click on My Transcript from the menu bar at the
top.
2. Locate and click on the name of the class or webinar whose materials you
want to download.
Details
Western lowa. Three hour CLE (includes one hour of ethics) on practice in juvenile...
+ Read More
Course BCLE 003 - All Things Juvenile — A Training for Lawyers Working in Juvenile Court
Hours 3
Classroom Schedule - Time Zone: (GMT-06:00) Central Time
(US & Canada)
D f Start End . .
:3:{:2:’3}5} w?e‘l)( Date -0 ﬁ':ne Location Topic
Vari 1:00 4:30 Western | Tech C ity N
Sagguaisersilnstrucmrs Ly QZeRfd PM PM C:ITe::ato::u:zln e a::f:r’?ed
Related Materials
Agenda
All Things Juvenile Power Point
Ethical Billing Materials
Handout
Juvenile Case Law Update
PowerPoints 2
3. On the Course Details Screen, under Related Materials, click the Open
button to open and download any materials you find. If you do not see
the Related Materials header, then there are no materials to download.
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ATTENDING AN
EVENT

CERTIFICATES OF
COMPLETION

If you have registered for a live or webinar event through iLearn, the event is
automatically added to your educational record, called a Transcript. You can see
that you’ve registered by looking at the My Programs, My Courses, or My
Transcript screens in iLearn. If the status of the event is Open or In Progress, you
have successfully registered.

If you have to drop out of an event, the course will still appear on your Transcript
with a status of Dropped. If you register for the event, but don’t attend and don’t
drop, the status will be No-Show.

If you attend the event, the event planners will need to be notified of your
attendance. At a live class, there is usually some sort of sign-in sheet; BE SURE
you sign this sheet to indicate that you have attended. This is your responsibility
if you want to receive credit for attending.

For a webinar, there may be some sort of roll call, or the webinar host will see
your name on the GoToMeeting window. If other people are viewing the webinar
with you on the same computer, be sure to let the planner know the names of
everyone who should receive credit for attending. It is the responsibility of the
employees and their managers to be sure they are getting appropriate credit for
attending the webinar.

After the event is over, the planners will manually mark the class completed for
everyone who attended. This may take a few days, so be patient. You will receive
an email confirming your event completion and the status of the event on your
transcript will be Completed. The supervisor listed on the My Profile page will
also receive an email indicating you have completed the class or webinar.

Class Certificates — If the class or webinar you attended issues a Certificate of
Completion, you will be able to view or download that certificate once your
attendance is recorded. Any continuing education credits, including CLE and
Activity Numbers, will appear on the certificate.

To view the certificate:

1. After logging into iLearn, click My Transcript from the menu bar at the
top.

2. Click on the name of the event for which you want to see a certificate.
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CERTIFICATES OF < - wekome Jennfer wadsworth | Supevsors e Log Out
COMPLETION == e e
co NT- inme My Profiie My Programs My Courses Register for Courses

Course Details Baci

Below are details for this class, event, or course. If there are any class matenials, such as agendas or handouts, you can
find and download them from this page If this 15 an on-demand course, you can launch the course by clicking the Open
Course button. If you can no longer atiend the avent, please click the Drop bution to free up seats to other participants.

Details

Eighth Judicial District in with the lowa y Program.

+ fiead Mors
Course SPCL 025 - Eighth Judicial District Leadarship Confornce
Hours 4

Course Status
Classroom Schedule - Time Zone: {GMT.06:00) Central Time Course Status:  Complated
[US & Canada) Corngleted DE0E2014
Day Take Sury (@

Instructor{s} Sant  End L

it of Dats Locatian Topic

Vadous a00 330 o il G 2y G oo

Friday OG0/
Speakersnstictons iday OGDEMM iy AM Oltumen assgned

3. Onthe Course Details screen, you'll see a yellow scroll in the lower right
of the screen. Click on the yellow scroll. Your certificate will open in
another window.

NOTE: If there is no yellow scroll, then this class does not issue a
certificate. Usually, a certificate is issued only when there is continuing
education credit awarded.

Certificates will display a variety of continuing education credits. Continuing Legal
Education credits display on the left of the certificate while other types of credit
display on the right. At the bottom of the certificate is a place for you to note
partial credit when appropriate. iLearn cannot issue partial credit for an event at
this time.

This certificate will always be available in iLearn. You can view the certificate or
print it as necessary.

Certificate OL gompletion

Jennifer Wadsworth
Toe Bt event tithed
Eighth Judicial District Leadership Conference
June 8, 2014

Staty of o Jurkcwad Bearch
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CERTIFICATES OF
COMPLETION
CONT.

COMPLETING AN
EVENT
EVALUATION

Program Certificates — If the certificate being issued is for a program — a group of
several classes or events —then you’ll need to look in a different place for the
certificate.

1. Onthe My Transcript page, click the View Certifications button at the top.

IOWA JUDICIAL BRANCH

Adnunrsterung justice under the Liw equally to all pesons.
My Profile My s My Courses Re 3 My Trasscript

Submit External Education

From this page, you can view your educational record, called a transcnpl. Courses that are
completed, dropped, or open show on this page. Click on a program from the left-hand

View Transcript Notes

View Certifications

My Transcript

| Q]

2. The Completed Program Certificates window will open. Click the
View/Print button next to the certificate you want to view.

Completed Program Certificates for Jennifer J Wadsworth :

Completion Expiration

Begin Date Date Date

Program Name

Mandatory Child Abuse Reporter

Training (MCAR) 04/23/2013 04/23/2018

05/02/2014

Print

Some live events and webinars will ask you to complete an event evaluation. This
evaluation gives the event planners and the Education Division information about
your experience so we can continue to grow and improve.

To complete an evaluation:

1. After logging into iLearn, click My Transcript from the menu bar at the
top.

2. Click on the name of the event you want to evaluate.
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COMPLETING AN
EVENT
EVALUATION
CONT.

Wlcome Jennifer Wadsworth | Superisors  Help  Log Out

IOWA JUDICIAL BRANCH

Administering fustice undes the L equally e all perons

Course Details Back

Below are details for this class, event. or course. If there are any class materials, such as agendas or handouts, you can
find and download them from this page. IFthis is an on-demand course, you can launch the course by chcking the Open
Course button. If you can no longer attend the event, pleass cick the Drop button fa free up Seats to other paricipants.

Details
Eighth Judeial Distrct in col with th lowa A Pragiam
-
Course SPEL 035 - Eighth Jukcial District Laadership Confarance
Haurs um
Course Status
Classeoom Schedule - Time Zone: [GM1.06:00) Ceniral Time Couse Status:  Complated
U5 & Canada) Complated E0R01
R e
okt comtat] Week Time  Time Pt your ¥
castificate L
Vaigus gy B00 390 indenMes ComewniColsosai  Nave
S akers EUEDE Frday DGOEMM o aM omume szsgned

3. Onthe Course Details screen, you'll see a yellow smiley face in the lower
right of the screen. Click on the yellow smiley. The evaluation will open

in another window. Answer the evaluation questions, and then click the
Submit button.

NOTE: If there is no yellow smiley, then this event does not ask for an
evaluation. Some courses may require you to complete the evaluation
before giving you credit for the course. If this is the case, you will be
informed of this in the Course Details.

In an effort to make our training events as effective as possible, we'd like your feedback on the event you just attended.
Please answer the following questions. Each question does require an answer, and your responses are anonymous. Your
Certificate of Completion will be awarded in iLearn once your assessment is complete. Thank you for helping us provide the|
best education possible!

Basic Event Evaluation
Course: Eighth Judicial District Leadership Conference
Student: Jennifer Wadsworth

Content and Speaker

1. Was the content presented at this event relevant to
your job?

No
Somewhat
Yes

<Comments>

2. Did the content appear to be organized in a meaningful
way?

No
Somewhat

<Comments>

Yes

3. Did the speakers appear to be knowledgable about the
subject matter?

No
Somewhat
Yes

<Comments>
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