Commonwealth of Virginia Learning Center (COVLC/VLC):
DBHDS External Entities Domain Guide

The Commonwealth of Virginia Learning Center (COVLC or VLC) is a Web-based application that
delivers self-study training topics to your desktop, as well as, tracks your progress through the
training.

Compatibility View Settings

The current VLC is compatible with all web browsers (i.e. Internet Explorer, Chrome, Firefox,
etc.). However, if using Internet Explorer 10 or under, before proceeding with registering and
your training: 1) On the Menu Bar (File, Edit, View, Favorite, Tools) of Internet Explorer, click
Tools. Select Compatibility View Settings. In the “Add this website:” box [where the cursor is
blinking], type mksi-Ims.net click add, then type Virginia.gov click add, then click the close
button. 2) Also, check the Pop-up Blocker status. On the Menu Bar (File, Edit, View, Favorite,
Tools) of Internet Explorer, click Tools, then Pop-up Blocker. If the status is Turn off Pop-up
Blocker then the pop-up blocker is on and needs to be turned off or add mksi-Ims.net and
Virginia.gov to Pop-up Blocker Settings. You should now be able to access, view, and complete
all trainings without any compatibility issues.

Registering for a Commonwealth of Virginia Learning Center Account

To complete registration for the DBHDS — External Entities Domain, please use the following
steps.

1. Register at https://covlc.virginia.gov.

2. Select the white “Need an account?” button.
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3. On the drop-down menu, select DBHDS-Ext-Dept of Behavioral Health and Developmental
Services-External Entities.

REMEMBER: If you already have an account, from previous employment or a university,
please cancel out of this screen and click the blue Log In button on the COVLC homepage.
On the Log In screen, select Forgot Password. If your account was created under a
previous organizational email, please contact the DBHDS VLC Domain Administrator,
Keiana Bobbitt, at keiana.bobbitt@dbhds.virginia.gov.

Non-State Registration

alect the Fargst password

Non-State Registration

Login page, enter
= Forgot passward

4. Click OK.
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Create New Account Screen - All entry fields with an asterisk are required fields.

1.

*Login ID: Create a Login ID.
Make sure you write down your Login ID, as you will enter it on the Login screen after
receiving an approval.

*Email Address: Enter your organizational email address.

If you do not have one, please enter your personal email address. A personal email address
will only be accepted if you have not received your organizational email address or you will
not be receiving one due to your employment status (i.e. contractor).

*Password: Create a Password.

Your password may contain uppercase letters, lowercase letters, numbers (0-9), and special
characters (such as |@#5%"&*). Remember, your password is case sensitive.

*Confirm Password: Re-enter the password you created.

Make sure you write down your password, as you will enter it on the Login screen after

receiving an approval.

*First Name and *Last Name: Enter your legal First and Last Name.
Please do not use abbreviations or nicknames.

*Gender: Select your gender.

*Date of Birth: Enter your 8-digit date of birth (i.e. 01/01/2001).

i) covLC

Create New Account

*LoginID *Email Addresz

“First Name Middla Name *Last Name

“Gender *Date of Birth
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8. *Organization: Click Select. Leave the search field under Find Organization blank, click
Search.

Select Organizations

Saslsct an tam from search rasults, then salsct Save.
Find Organization Search Type

Any words

Scroll down and select DBHDS — External Entities. Click Save.

Select Organizations
Bearch

Path
O City of Norfolk

© Gty of Norfolk Lifelong Learning Gity of Norlolk Lifelong Laarning Genter (710GN) > Gity of Norfolk
Cantar (0008) Litolong Learning Center (710CN)

3 Ciy of Norfolk Lifsiong Learning Gy of Narfolk Lifslong Leamning Genter (T10CN) > City of Nerfalk
Cantar (0031) Lifelong Laarming Center (710CN)

O Gty of Norfolk Lifelong Learning City of Norfolk Lifelong Leaming Genter (710CN) > Gity of Norfolk
Gantar (0033) Litslong Learning Gerter (710GN)

© Gy of Narloik Lilelong Learning Gity of Nor iong Learning Genter (710GN) > Gity of Nerfolk
Gentor (0036) Litslong Learning Center (710CN)

f@ DEHDS - External Entties

oo

9. *Time Zone: Default; do not change.
10. *Region: Default; do not change.

11. *# of Records (per page): Default
You may change to any number between 10-100.

4|Page



12. After all required fields are complete, click Create to advance to the notification screen.

Create New Account

“Login ID *Email Address

LoginlDTest

*Firat Name Middle Nama “Last Name

*Gendor *Date of Birth

*Organization Job Title Managor

“Time Zone *Region

*# of Rocords (per page)

30 ~

13. Click OK. You will receive a computer-generated email stating “your request for access has
been submitted”. This is not the approval or denial email. You will receive an additional
computer-generated email once your request has been approved or denied. This process

takes up to 48 hours.

Your requast for

OK

Accessing Your Commonwealth of Virginia Learning Center Account
Enter https://covlc.virginia.gov in your web browser’s address line.

1. Select the blue “Log In” button.

2. Enter your Login ID and Password. Click Log In or Enter on your keyboard.

Remember, your password is case sensitive. Enter it exactly as you created it.
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Enter your login information below.

Login ID

Password

Forgot your login ID or password?

You have successfully accessed your COVLC account!

DBHDS - Extornal Entities My Own Leaming

TRAAINING HOME MY UPCOMING LEARNING  TRANSCRIPT  TRAINING CATALOG  COLLABORATION SPACES

My Upcoming Learning (0) Search

Filter  An[~|

Title Type Date Stalus Action iy ot 2
Ne records found Search
Roquired Training  Recurring Aseignment  Due Soon  Owerdue

Browse Categories
View All My Upooming Leaiming

Aganey Opsratons (6)
Basic Skills (31)

Bundie (1)
Recent Announcements

Login/Passwords

1211172012 - 1 you have
Password” link. KC Glol

in 1D and/or paseword, click the *Forgot Login 1D and/o
email with a TEMPORARY Login ID and/or password. b

Mors.

FAQs

Mo racorde found

Forgotten Login ID and/or Password
Enter https://covlc.virginia.gov in your web browser’s address line.

1. Select the blue “Log In” button.

2. Foryour Login ID, select the login ID in the “Forgot your login ID or password?” link. For
your Password, select password in the “Forgot your login ID or password?” link.
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Enter your login information below.

Login ID

Password

Forgat your legin 1D or password?

Forgot your login ID?: Enter your Last Name and Email Address*.

Forgot your login ID?

Last Name Email Address

Back Get Login ID.

Click Get Login ID. A computer-generated email will be sent to your email address listed in
your profile within the COVLC.

*If your account was created under a previous organizational email, please contact the
DBHDS VLC Domain Administrator, Keiana Bobbitt, at keiana.bobbitt@dbhds.virginia.gov.

7|1Page


mailto:keiana.bobbitt@dbhds.virginia.gov

Forgot your password?: Enter your Login ID.

Forgot your password?

Login ID

Gl

Click Continue. A computer-generated email will be sent to your email address listed in
your profile within the COVLC.

Enter your login information below.

© The system assigned a temporary password to you. It was sent to the email
address listed in your profile within the system.

Login ID

Password

Forgot your login 1D o password?

3. After receiving your Login ID and/or temporary password, return to the COVLC

homepage. Select “Log In”. Enter the Login ID and/or temporary password you
received accordingly. Click Log In.

Remember, the password is case sensitive. Enter it exactly as you received it.
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Searching for Courses in the Commonwealth of Virginia Learning Center
Enter https://covlc.virginia.gov in your web browser’s address line.

1. Select the blue “Log In” button.
2. Enter your Login ID and Password. Click Log In or Enter on your keyboard.

3. Click the TRAINING CATALOG tab on the blue area called “Toolbar Banner”.

DBHDS - External Entities My Own Learning Login Teat =

TRAINING HOME MY UPCOMING LEARNING ~~ TRANSCRIPT ~ TRAINING CATALOG  COLLABORATION SPACES

Browse Training Catalog

Search for Search Type

[

Any words

See mors search criteria

Search

Browse by Category

Aganey Operations (8) Basio Skills (31) Bundia (1) Business and Professional Devslopment (21) Case Management and Treatment (14) CommonHaalth (1)

Coniract Employees Mandatory Training (1) Customer Servios (1) o 2) gency Manag (14) Emergenay Management (1)

ntal and Salety (42) Hul lasd 14) Information Tec! Skills (4)

Purchasing and Sup

) Mandatory Training (5) Me

Plugins (1) TAX Integrated Revenue Managsment System (11) Training Resources (1) V!

joes (9) VRS Systems (27)

4. Enter the course’s keyword(s) in the Search for field in the Browse Training Catalog
section. Example: Orientation Guidance for DSP Supervisors = DSP; Basics of Case
Management = CM; REACH Crisis Services = REACH, etc.

DBHDS - External Entities My Own Learning Login Test =

TRAINING HOME MY UPCOMING LEARNING ~ TRANSCRIPT ~ TRAINING CATALOG ~ COLLABORATION SPACES

Browse Training Catalog

Search for Search Type

[<]

DSP Any words

See more search critaria

Search

Browse by Category

Agency Oparations (6) Basic Skills (31) sional Developmant (21) Casa Management and Treatment (14) CommonHaalth (1)

omer Servioe (1) Developmental Services (2) (14) Emerg g ™)

{14) Information Technology Skills (4)

Purchasing and Su Records Managsment (1)
jement System (11) Training Resources (1) VRS Basic Skills (6)

VRS Modarnization Program (3) VRS Products and Services (8) VRS Systams (27)
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5. Click Search.

6. Click on the title of the course on the Search Results page.

DBHDS - External

TRAINING HOME

Search

I

MY UPGOMING LEARNING  THANSCRIPT  THAINING CATALOG  GOLLABORATION SPAGES

@ Search within results

© Start a new search

Narrow Your Search

Categories

ronmantal and Salety

3 Systems (27

and Suparvisory

Business and Profassional

Development (21)

Human Res

Relations (14)

Casa Managsment and T

(14)

Emergancy Manag:

ross and Employes

ment

jement (11)

Search Results Classroom Calendar View

You searched for ‘dbhds - orientation guidance for dsp supervisors 2016°

345 ltem Pags 10135

DBHDS - Orientation Guidance for DSP Supervisors 2016

This training is designed to assist DSP supsrvisors to understand the orientation training and compe

Content Typs: SCORM 1.2 Your Cost: $0.00  Checked in

Basics of Case Management Module 06: Services

This medule will review the provision of case senvicss including i coordinati

Content Typs: SCORM 1.2 Your Cost $0.00  Checked in

DBHDS - Waiver Slot Ag

gnment Committee Orientation

General to the backg ligations, and duties of Waiver Siot Assignment Committea

Content Typs: SCORM 1.2 Your Cost: $0.00  Checked in

7. Click on the Enroll button on the Enrollment page.

DBHDS - External Entities

TRAINING HOME

Search Results

My Own L

ning

MY UPCOMING LEARNING TRANSCRIPT TRAINING CATALOG COLLABORATION SPACES

DBHDS - Orientation Guidance for Format Desktop & Mobile
DSP Supervisors 2016 Course Provider: DBHDS - Office of

Online  $0.00

Description

Developmental Services

Course Number: 720-DSP-2016

Duration (Hours). 1.0

Cradits: None

This training is designed to assist DSP supervisors to understand the onentation training and competency
requirements under Virginia's DD Waivers. Thess slides cover the training requirements only. At the end of this
training, supervisors will take the Orientation Manual test and must achieve a score of at least 80% to pass
Supervisors should prepara for this test by reviewing the required training topics, which oan be done using the
DBHDS Orientation Manual available on the DBHDS website or at the following link
hitp://www.parinership.vou edwDSP_orientation/.

Item Details

Print

Login Test ~
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8. A “pop-up” box will appear. Leave the Course Credit Options on Credit and the Course
Mode Options on Normal.

Enroll

Review the information below to ensure that you are enrofiing for the correct course/item. Then selact the options you
want (it options are displayad) and olick Enroll

Titls: DBHDS - Or i for DSP Supervs 2016

Course Credit Options
® Credi
© No Credit

Course Mode Options
®Normal

CBrowse

CReview

9. The Enrollment page now displays the following message: “You are enrolled in the
course.” Click the Open Item button.

DBHDS -

TRAINING HOME MY UPCOMING LEARNING ~ TRANSCRIPT  TRAINING CATALOG  GOLLABORATION SPAGES

Search Reeults

You are enrolled in the course.

DBHDS - Orientation Guidance for Formiak: Dasiacp & Motids
DSP Supervisors 2016 Coursa Provider: DBHDS - Offis of

Developmental Services
Online $0.00
Courss Numbsr: 720-DSP-2016

Ganoel Enroliment Duration (Hours): 1.0

Description Cradits: None

and competency

only. At the end of this
cors of at least B0% 1o pass
which can ba done using the
available on the DBHDS websils or at tha g link

ftem Details

hitp:/www. partnership. vou edw/DSP_orientation/.

10. A “pop-up” box will appear with the course title displayed. DO NOT click the back
button or black X; the course is loading.

IMPORTANT: After completing the course, click the black X, not the red web browser X.
If you’ve completed a quiz, click the FINISH button and exit accordingly. Never click the
red web browser X; your progress will not be recorded and you will have to complete the
course again.
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Retrieving a Certificate
There are several ways to retrieve your Certificate of Completion:

0 Once you’ve completed the training, click View Certificate.

An orange “pop-up” box will appear. Click Open. If you would like to save the certificate, in
pdf format, click Save.

DEHDS - External Entities My arning

TRAINING HOME MY UPCOMING LEARNING  TRANSCRIPT  TRAINING CATALOG  COLLABORATION SPACES

DBHDS - Orientation Guidance for
DSP Supervisors 2016

Deskiop & Mabile

vider: DBHDS - Office of

ntal Sarvices
Online  $0.00

Course Mumber: 720-DSP-2016

n (Hours) 1.0
Gradita: None
Opan Gurrent Attampt | Opon New Attermpt
Description lom Dotails
™
o
a
Sup
DBHD:

ittp:www. part

Rating: Rate

0 Click the TRANSCRIPT tab on the blue area called “Toolbar Banner”. Click View Certificate.

An orange “pop-up” box will appear. Click Open. If you would like to save the certificate, in
pdf format, click Save.

DBHDS - Exte

TAAINING HOME MY UPCOMING LEARNING  TRANSGRIPT  TRAINING CATALOG  GOLLABORATION SPAGES

All My Training Currioulums Extornal Leaming Required Train

ing Cortifieations
All My Training (1) P Save as PDF
Type Status From To

AN My Training | Al ~

Fittor

Title Status  Scors  StnDate  Gomplotion Dats  Expiration Date  Gradits  Action

DBHDS - Orientation Guidance for DSF Supervisors 2016 Online  Complete  100.00  10/28/2016  10/28/2016

View Certificata

More Information
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View Certificate.

On the TRAINING HOME page scroll down to the My Completed Training section. Click

An orange “pop-up” box will appear. Click Open. If you would like to save the certificate, in

pdf format, click Save.

DBHDS - Extornal Entities My O rming

TRAINING HOME MY UPCOMING LEARNING  TRANSCRIFT  TRAINING CATALOG  GOLLABOHATION SPACES

My Upcoming Learning (0)

No racords found

Required Tr DusScon  Overdua

View All My Upcoming Leaming

Recent Announcements

Login/Passwords Assistance

1211172012 - W s
Password” link

Mors.

FAQs

No records found

My Completed Training (1)

Past 30 Days. Past 50 Days Past 90 Days.
Tida Typo  Status Soore  Aotion
DBHDS - Oriontabion Guidanoo fos DEP Suporvuos 2018 Online  Complote  100.00

View Coriicaly

A8 My Trainng

Viewing/Printing/Saving your Transcript

Search

Any words ~|

oiessional Development (21)

ment (14)

Contract Employses Mandatory Training (1)

Gustomer Sanics (1)

nd Employse Relations (14)
Land Congarvabon (1}
Marsagomont and Suporvisory Divelopenent (25)

Mandatary Training (5)

Racords Managamant (1)

Sesurity Awwonoss (3)

Eite Admint

ration (3)

Sultware ared Ph

TAX Intagatad Ravanus Managament System (11§

Training Resources (1)

Click the TRANSCRIPT tab on the blue area called “Toolbar Banner”.

You may filter your items by:

» Type (All My Training, All Courses and Tests, All Non-Course Content, Classroom
Courses, Curriculums, Documents, or Online Courses)

» Status (All, Started, Removed, Enrolled, or Complete)

» Filter by Date by entering dates in the From and To fields

» Sort by Tabs (All My Training, Curriculums, External Learning, Required Training, or

Certifications)
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DBHDS - External Entitiea |

TAAINING HOME MY UPCOMING LEARNING  TRANSGRIPT  TRAINING GATALOG  GOLLABORATION SPACES

All My Training Gurriculums. Extormal Leaming Required Training Gortitieations
All My Training (1) Print Save as PDF
Type Status From To
Al My Training > A ~
Fittor
Title Typs Status  Soors  StartDate  Complstion Date Expiration Date Cradits Adtion
DBHDS - Orientation Guidance for DSP Supervicors 2016 Online Complele  100.00 10262016  10/26/2016 e Gk

More Information

To print your transcript, click the Print button. A “pop-up” box will appear. Click Print.

To save your transcript, click the Save as PDF button. A “pop-up” box will appear. Click the disc
(save) icon. You may also print using the printer icon.

Logging Out
Please click Logout, located under your user name. If you do not use this feature, the VLC will
keep you logged into the system.

DBHDS VLC Domain Administrator

If you require additional assistance, please contact the Department of Behavioral Health and
Developmental Services’ (DBHDS) VLC Domain Administrator, Keiana Bobbitt, at
keiana.bobbitt@dbhds.virginia.gov.
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