Housing Support Services DHS Trainings

Training #1: Housing Coordinator Training

Training #2: Mandiated Vulnerable Adult Training

Training #1:

1. Request a New User Unique key; Fill out the TrainLink - Unique Key
Request Form
e This Step takes up to 48 hours to process where your Unique Key will
be emailed to you.

e [f the DHS has any further questions please make sure to respond
back to them with your answers accordingly and in a timely manner.

Once you have your Unique Key, scroll down to the Learning Centers and choose,
Housing and Support Services Learning Center

Learning Cemters

2. Sign On to the Learning Center using your Unique Key that is emailed to you.
e [f you can't access your email with your Unique Key, go to lookup Unique Key

and sign in using your email that you used to fill out the Request form; Copy
UniqueKey and use to sign onto the learning Center
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3. After signing in, click on “Course Catalog” from the Main Menu

4. Type “Housing” in the Search For bar
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5. Click on each course then individually add all 4 courses to your training plan
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e You may access these courses under “Your Training Plan” from the
Main Menu once courses are added to your training plan.

6. Once you have completed all your courses will be able to access your
training transcripts under “View or Print Your Transcript”

Housing and Support Services Learning Center
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Print your transcript or email it to Office Administrators at your earliest
convenience upon completion.



Training #2: Vulnerable Adult Training

1. Go to Vulnerable Adults Mandated Training

2. Follow the prompts

3. Complete the training materials

4. Request Certification Assessment by following the prompts provided by the
DHS

5. Fill out the questionnaire and choose “Other Mandated Reporter” under
Position

6. Take the Certification Test

7. Once you have completed the test, your certificate will be emailed to you

8. Print or email your certificate to office administrators at your earliest

convenience.

Please contact Office Administrator for more information or any questions



