
(X COUNTY ORGANIZATION NAME)
Kansas System for the Early Registration of Volunteers (K-SERV)

X County Local Administrator
Standard Operating Procedures
PUPROSE:  To provide the Local Administrator with guidance in the event that volunteers have been requested or are needed to respond to an incident.  The document also gives guidance on utilizing the Kansas System for the Early Registration of Volunteers (K-SERV) to search, deploy and track volunteers.
CONTENTS:  This Standard Operating Procedures (SOP) document is divided into several sections, each discussing different topics related to the Local Administrator.  The sections and attachments are as follows:

	Section I:
	Identification of Local Administrator

	Section II:
	Creating  and Edit Groups within K-SERV

	Section  III:
	Request for Local Volunteer Resources 

	Section IV:
	Compiling a List of Available Volunteers

	Section V:
	Recording Volunteer Activity in K-SERV

	Section VI:
	Requesting Additional (Non-Local) Volunteer Resources

	Section VII:
	Procedures When Contacted to Provide Additional (Non-Local) Volunteer Resources

	Section VIII: 
	Badging of K-SERV Volunteers 

	Attachment A:
	Local Administrator Confidentiality Agreement

	Attachment B:
	Resource Request ICS Form 213 RR

	Attachment C: 
	Updating Profiles and License Information 

	Attachment D: 
	Step-by-Step instructions for Creating an Alert

	Attachment E: 
	K-SERV Local Administrator Training Registration Information


I. 
IDENTIFICATION OF A LOCAL ADMINISTRATOR
1. Counties that have identified a Local K-SERV Administrator should identify one primary Local Administrator and at least one back-up contact. NOTE: The back-up contact maybe an individual through the X Regional Healthcare Coalition. 
	Local Administrator
	Back-up Contact 1

	Name:
	Name:

	Phone Number: 
	Phone Number:

	Cell Number:
	Cell Phone:

	E-mail:
	E-Mail:

	Other: 
	Other: 


Local Administrators should have limited administration rights on K-SERV (if this is not the case, please contact the State Volunteer Coordinator).  Due to the sensitive and private information of K-SERV registrants, each Local Administrator must sign a confidentiality agreement before gaining access to K-SERV.  (Please see Attachment A: Confidentiality Agreement).  This agreement should be returned to the State Volunteer Coordinator by fax or US postal service to be kept on file.

	State Volunteer Coordinator 
	Back-up Contact 1

	Name: Emily Nickel
	Name: Gilbert Tabares

	Phone Number: 785-296-5201
	Phone Number: 785-296-3380

	Cell Number: 785-230-9872
	Cell Phone: 785-250-6139

	E-mail: enickel@kdheks.gov 
	E-Mail: gtabares@kdheks.gov 

	Other: 
	Other: 


II.
 CREATING AND EDIT GROUPS WITHIN K-SERV
1. Groups of volunteers can be created in K-SERV and then alerted using the Kansas Health Alert Network (KS-HAN). It is the responsibility of the Local Administrator to create a group and keep its members updated. The main benefit of this is that all groups created in K-SERV are pre-populated in KS-HAN, so the Local Administrator has the option of altering just a particular group within the county. 

There could be an occasion when a new group will need to be created or deleted. When creating a new group, the group name should be indicative of those contacts it includes. 
How to create groups:
a. Go to the K-SERV website: https://kshealth.kdhe.state.ks.us/VolunteerRegistry/
b. Sign on using your username and password.
c. Click on the “Administration” tab.
d. Click on “Create New Group” link.
e. Enter a Group Name.
f. Enter a short description of the group, this is not required. 
g. Click on the “Create” button. 
h. You will be directed to click “Finish” 
How to add members: 

a. Click on the “Edit Groups” link on the left-side of the screen.

b. Use the drop down menu to find and select your group.

c. A group of “Available Users” will be loaded onto the screen.

d. Scroll through “Available Users” to find appropriate members you wish to have added to the group.

e. Highlight the member you wish to move down to your group. 

f. Click the “Down” arrow. This will move the member to “Current Members”.
g. If you wish to remove a member, you would highlight their name and then click the “Up” arrow. 

How to delete or edit groups:
a. Click on the “Edit Groups” link on the left-side of the screen.

b. Use the drop down menu to find and select your group.

c. To delete group, click “Delete”.

d. To edit information, simply click in the text box you wish to edit.
III.
REQUEST FOR LOCAL VOLUNTEER RESOURCES
1. Most health organizations have been advised to go through their Local Emergency Operations Center (LEOC) to request volunteers.  The LEOC should maintain local county organization contact information in their Emergency Operations Plan (EOP).  If the LEOC receives a request for volunteers, the Local Administrator will be contacted by the LEOC and provided with a 213 ICS Resource Request Form,  or the information contained therein (a copy of the request form can be found in Attachment B).  This is the minimum information needed to request and deploy volunteers.

OR

If the Local Administrator has not received a request from the LEOC, but believes the affected area could use volunteer assistance, s/he should contact the LEOC (per the contact information below) to get information on any volunteer requests they may have received.  The LEOC can provide a filled-out Resource Request Form if they have already received a request for volunteers.  It is recommended that the LEOC approve all volunteer requests, as this will aid in both the tracking of deployed volunteers and in completing any paperwork submitted afterward on disaster-related activities.

	X County Local Emergency Operations Center (LEOC) 

	Location (Address): 

	Local Contact Person: 

	Phone Number(s): 

	E-mail: 

	Fax Number:  


OR

If the Local Administrator directly receives a request for volunteers from an affected entity (not the LEOC), please fill out the Resource Request Form with the appropriate information.  This information should be provided to the LEOC, where an authority will be able to approve the request for volunteers.  Again, it is highly recommended that all volunteer requests be approved by the LEOC to ensure coordination and tracking of volunteers.
IV.
COMPILING A LIST OF AVAILABLE VOLUNTEERS (to be done by the Local Administrator)
1. Create an excel spreadsheet containing a list of currently available (un-deployed volunteers).  This can be obtained through K-SERV using the following steps:
a. Go to the K-SERV website: https://kshealth.kdhe.state.ks.us/VolunteerRegistry/
b. Sign on using your username and password.
c. Click on the “Reports” tab on the top right-hand side of the screen.
d. Click on the “Users” Report Query link.
e. Select from the drop down menu “K-SERV Users Summary Reports”.
f. Click on the “Run Report” link. *this may take a few seconds to appear
g. A list of volunteers will appear, with an option to export in Excel or PDF format.  
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It is important to sort the file prior to exporting to excel. Click on the arrow for “County” to sort alphabetically. 
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 and a drop down menu will allow you export.
j. A window will open asking if you would like to open or save the file.  Click “Save.”
k. Select the location on the computer where you would like to save the document, note the name and location of the file, and hit “save.”
l. Open the file.  You will need to delete those counties that are not the county you are searching for. 
m. Add columns to the Excel document.  Added columns should include the following, at a minimum: 
i. Time contacted
ii. Able to respond? (Y/N)
iii. When the person can deploy
iv. How long the person can deploy
v. Other comments/information
2. Next, you will create a KS-HAN alert to notify the volunteers from X COUNTY. There are two ways to alert volunteers: by organization and by group. Alerting by organization will alert all registered K-SERV volunteers in your county.  Alerting by group will send to your specific group only, if you have created and maintained the group in K-SERV. For step-by-step instructions for creating an alert, please see ATTACHMENT D.
3. Once volunteers indicate to you (Local Administrator) they are able to respond, use the Excel sheet (from Step 1) to compile a list of volunteers who will be responding to the incident and submit this list to the COUNTY LEOC.  The list should detail the following, at minimum:

a. Name

b. What type of work they can do

c. When they will arrive at the receiving location

d. How long they currently plan to stay on-site

e. Any verified licensure information, as applicable

V.
RECORDING VOLUNTEER ACTIVITY IN K-SERV (to be done by the Local Administrator)
1. Log in to K-SERV and look for the incident to which you are responding.  To view incidents, click on “Administration” at the top right of the screen, then on “Volunteer Incidents” at the left side of the screen.  A list of active and inactive volunteer incidents will appear in the main window.
a. If you see the current incident listed, skip to step #3 in this section.
b. If you do not see the current incident listed, continue to step #2 in this section.
2. If the incident is not listed, you will need to create the incident.  To create an incident in K-SERV, complete the following steps:

a. Click on “Administration” (top right of screen) and then on “Volunteer Incidents” (left side of screen).  A list of active and inactive volunteer incidents appears in the main screen.
b. Scroll to the bottom of this list in the main screen and click on the button that reads “Add.”
c. Fill out the information on the screen that appears.  You may need to work with COUNTY LEOC contact to fill out some of the information, such as the official incident name, incident coordinator (this will be your name), description of damage, etc.  If something is incorrect on this screen, it can be edited later.  
i. The most important thing is to get a good description of the incident to which volunteers are being deployed so that they can be tracked.
d. Mark the “active status” box at the bottom of the form and then click the “Update” button.  You have now created an incident and will be taken back to the list of active and inactive incidents.
3. Once an incident has been created in K-SERV, or if one already exists, find the incident in the list of volunteer incidents.  When you find the incident, click the “More” link at the far right of the incident line.
a. You will be taken to a summary of the incident.  Scroll to the bottom of this screen and click the button that reads “Deploy Volunteer.”  
b. You will be redirected to a search screen.  Select the criteria that are appropriate to find the volunteers that will be deploying.  
c. Go down the list and for each person who will be deploying to the incident, click on the button left of their name.  Then select “Deploy Checked.”
d. To undeploy a volunteer who is leaving, go to the incident, select “more,” scroll down and click “undeploy” on the left hand side of the volunteer name.
e. For tracking purposes, the date and time when the volunteer was deployed and undeployed will remain with the incident as long as the incident is saved in KSERV. 
4. Confirm at regular intervals with the volunteer receiving location (as indicated in the Resource Request Form) to track which volunteers arrived on the scene, which have left, etc. and update information in K-SERV.
5. Provide regular updates to the LEOC on the numbers of deployed/undeployed volunteers.
VI.
REQUESTING ADDITIONAL (NON-LOCAL) VOLUNTEERS RESOURCES (to be done by the Local Administrator)
1. Once it has been determined that X COUNTY’s volunteer resources will be insufficient to cover the event, volunteer resources can be requested from other regions in the state.
2. Notify X COUNTY LEOC of the need for additional volunteer resources and send them a copy of the Resource Request Form (please see Attachment B) by fax, email or other communication method.
3. The LEOC will compile Resource Request Forms and send an official request to the State.
4. Continue to monitor your local volunteers, providing regular updates on K-SERV and to the LEOC.
5. You will be contacted by the State Volunteer Coordinator regarding the availability of additional volunteers.
VII.
PROCEDURES WHEN CONTACTED TO PROVIDE ADDITIONAL (NON-LOCAL) VOLUNTEER RESOURCES (to be done by the Local Administrator)
1. It is possible that you could receive a request from the State Volunteer Coordinator to activate volunteers in response to an event outside the community.  This can happen when a local community’s own volunteer resources are insufficient or have been exhausted (at which point they would follow the steps outlined in Section VI, above).
2. When contacted in these situations, the State Volunteer Coordinator will provide you, as the Local Volunteer Coordinator, with a situational briefing and a copy of a Resource Request Form.
3. At this point, follow the steps in Sections IV and V, above, with the exception that communications and updates should be directed to the SEOC (specifically the State Volunteer Coordinator) rather than the affected LEOC.
4. When there is a list of available volunteers, provide that list to the SEOC, who will in turn provide the list of available volunteers to the requesting county.
VII: Badging of K-SERV Volunteers 

The Kansas Division of Emergency Management (KDEM) has implemented a statewide credentialing and resource tracking system that incorporates badging volunteers. The Kansas MRC Unit Coordinators and the K-SERV Advisory Council had indicated strong preference for integrating with the current emergency management badging efforts and, in the interest of collaboration and partnership, it was decided that the K-SERV badging project would be highly incorporated with the KDEM credentialing and resource tracking project. 

For K-SERV volunteers who will not be issued a card prior to an incident, the following steps should be followed to provide an identification card once on scene: 

· If and when K-SERV is activated, a generated list of available volunteers will be provided to the local emergency manager or requesting entity.

· The K-SERV volunteer will arrive on scene; he or she will provide identification (Driver’s License, other photo identification). This will be verified with the list of accepted volunteers.
· A rapid tag will be generated for the K-SERV volunteer. 
If an MRC Unit Coordinator is on scene, it is encouraged for the coordinator to discuss with the volunteer about joining the MRC. This allows the K-SERV volunteer to be part of the organization. This will allow for the K-SERV volunteer to get a CRMCS card/badge for future deployments.  

For more information on the statewide credentialing process, go to www.kansasresponder.com.

ATTACHMENT A:  LOCAL ADMINISTRATORCONFIDENTIALITY AGREEMENT



State of Kansas
Kansas Department of Health and Environment

Bureau of Community Health Systems
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Kansas System for the Early Registration of Volunteers (K-SERV)

Administrative Confidentiality Agreement

I understand that credential and background information including the names of individuals and their respective licenses and other information reported to the Kansas System for the Early Registration of Volunteers (K-SERV) is confidential information.  I agree that I will not reveal such confidential information, regardless of how or where acquired, to family members, friends, professional colleagues, other employees, volunteers, or any person unless such person has been authorized to have access to that information.
I also understand that K-SERV is to be used only for the purpose of the activation of volunteers for planned exercises and real life disasters.

I further understand this agreement shall be in force during any period of authorized access to K-SERV records and even after my authorized status has been terminated and that unauthorized use or disclosure of any confidential information is a breach of the terms of privileged access granted by the Bureau of Community Health Systems (BCHS) K-SERV program and my administrative access to K-SERV will be revoked.  

I have read and understand the above information.

Name:_____________________________________________

(Please Print)

Signature:___________________________________________              Date:_____________________[image: image20.png]urces Discussions Library Help





	1. Incident Name:


	2. Date/Time 


	3. Resource Request Number:

	Requestor
	4. Order (Use additional forms when requesting different resource sources of supply.):

	
	Qty.
	Kind
	Type
	Detailed Item Description: (Vital characteristics, brand, specs, experience, size, etc.)
	Cost
	 5. Resource Status
	

	
	
	
	
	
	
	Received by
	Date/Time
	Assigned to
	Released to 
	Date/Time

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	6. Requested Delivery/Reporting Location:



	
	7. Suitable Substitutes and/or Suggested Sources:



	
	8. Requested by Name/Position:


	9. Priority: ( Urgent 

 ( Routine  ( Low
	10. Section Chief Approval:

	Logistics
	11. Logistics Order Number:
	12. Supplier Phone/Fax/Email:

	
	13. Name of Supplier/POC:
	

	
	14. Notes:



	
	15. Approval Signature of Auth Logistics Rep:
	16. Date/Time:

	
	17. Order placed by: 

	Finance
	18. Reply/Comments from Finance:



	
	19. Finance Section Signature:
	20. Date/Time:


I. LANGUAGE FOR SENDING ALERT TO UPDATE PROFILES AND LICENSURE INFORMATION
a. It is encouraged to send an alert quarterly or annually – as you see fit – to prompt K-SERV users to update their profiles and licensure information. This will ensure accurate information is being collected and stored in the K-SERV database. 
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Dear K-SERV Volunteer,
Thank you for your participation in K-SERV (Kansas System for the Early Registration of Volunteers). As a reminder, K-SERV is a secure registration system and database. Registration on K-SERV does not obligate volunteers to serve during a disaster. If an event requiring volunteer assistance occurs, appropriate public health officials will use K-SERV to generate a list of potential volunteers based on information provided during registration. 

To assure accurate information, please login to K-SERV and update your profile and/or licensure information: https://kshealth.kdhe.state.ks.us/VolunteerRegistry . 

If your password has expired, please contact <KSERV LOCAL ADMINISTRATOR NAME AND INFORMATION> or the K-SERV State Administrator at kservadmin@kdheks.gov. 

b. To send this type of an alert, you will need to switch over to the Health Alert Network (Part IV, Section 2)

c. To send an alert, you will need to click on the “Notification” tab in the upper, right-hand corner of the page.
d. The links to create a notification are located on the left hand side of the screen
e. Click on “Create Alert”
f. Create a title for the message. For example “Update Profile and Licensure Information” 
g. Next, enter the message. 
h. Alerting all K-SERV volunteers in your county: You have the ability to select the organization you would specifically want to target in addition to the county you would want to target. You can select multiple organizations or counties by holding down the “Control” button when making selections. It is important for “Recipient Type” to select “Volunteer Registry” 
i. For more steps on how to fill out a HAN Alert, please refer back to Part IV, Section 2 of the Local Administrator SOP. 

Step-by-Step Instructions on Creating an Alert

Please use the following instructions for sending a KS-HAN alert.  Items in BOLD indicate the typical selections made for routine alerts.

1. Login to the system.

2. Click on the tab “Notifications” 
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3. The left side bar will contain three options. Select “Create Alert”
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Note:  It is possible to send alerts to organization types. This feature would allow you to only send to your specific county or a specific organization type. If you have created a group, such a MRC group or a POD Volunteer Group, you would select “Create Alert”. 

Disclaimer: You will be required to select 1 of 4 different types of disclaimers prior to sending the alert. It is recommended to select “DO NOT DISTRIBUTE FURTHER”
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4. Enter an alert title.

5. Enter the alert message.
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6. Select alert attributes

a. Sensitive

i. Yes

ii. No

b. [image: image28.jpg]Title
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Jurisdiction

i. National

ii. State

iii. Territorial

iv. Local

c. Delivery Time

i. Within 15 minutes

ii. Within 60 minutes

iii. Within 24 hours

iv. Within 72 hours

d. Severity

i. Extreme

ii. Severe

iii. Moderate

iv. Minor

v. Unknown

e. Callout Status

i. Actual

ii. Exercise

iii. Test

7. Attach files

a. Browse for the file.

i. Allowed attachment types are .pdf, .doc, .rtf, .xls, .ppt, .pps, .jpg, .jpeg, .gif, .bmp, .html, .htm, .swf

b. Click the “Add” button.
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8. Select recipient type
[image: image5.png]Kansas Health Alert Network - Notification - Internet Explorer, optimized for Bing and MSN

] itps: kshealth.kahe. state.Ks.us el e ek vorkHoiction Createlr s s

Fle St Vew Favortes Toos Heb
x @ycomert ~ Bsokct

e Faventes | i 3 Carticaton attrs Find 0., G Sehaviordl Scionces Rt @ Vrfy Credetis ARRT ... [} Wecome to KOHENGE 2] DEA © Excisons Office o Inspec . 2] ansas utomaed Norse N,

| @ ansas Heskh et etwork - Notfcaton 1 - S @ v Page sty Took - @ 7

Jurisdiction

Select

Delivery Time Select

Severity Select

Callout Status. Select 3

Attachments Note: The total attachment size may not exceed 1,024 Kb.

((Browse.

Abp T pEETE

Recipient Type Dater: network PIalintesr kegists) ot

Recipients County & Organization Type Fiters
‘The following filters will be applied to the recipients contained in the Ad-Hoc Groups, Roles, and
Espertse selected below

Barber ‘Animal Health ~
Barton Associations and Foundations

Bourbon Behavior Health

Brown Colleges - Universities - Student Health

Butler Consulting Agencies

Chase Federal and iltary Agencies

Chautauqua Health Care Facility

Cherokee Hospitels

Cheyenne Kansas Dept. of Health and Environment

Ad-Hoc Groups
Roles

Expertise
Employer

Oemail O work Phone O cell phone OHome Phone
Orax O alpha pager Onumeric Pager Osus

1. Please choose the order in which you would like your message to be sent.
Options are:

CreT ] i -




9. Select recipients
a. There are many ways to filter out who receives a KS-HAN alert. If more than one county, organization type, Ad-Hoc group, etc needs to selected (multiple counties are sent the alert) then hold down the “Ctrl” key and highlight all elements to be used by clicking on the name. 
i. “County” Recipients: In this filter you can choose which counties get sent the alert. For example – with this filter you could send to the Butler County.
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ii. “Organization Type” Recipients: In this filter you can choose the type of organization to get the alert: For example – Pharmacies will receive the alert. 
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iii. “Ad-Hoc Groups” Recipients: These are the groups made for a specific purpose. Ad-Hoc Groups are created in “Administration” -> “Create New Group”. For example – with this filter you could create a group for Radiation Response Volunteer Corps and send notifications to that group only.  
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iv. “Roles” Recipients: This filters the users by the type of job performed or a type skill set. For example – with this filter you could send to Nurses, Veterinarians and/or Social Workers.   
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v. “Expertise” Recipients: “Roles” tend to look at the actual job title of a user, but at times there are other specific expertise that doesn’t always fall under a job title. To add a new expertise: For example – with this filter you can send to Hospital Regional Coordinators.
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vi. “Employer” Recipients: With this filter, notifications can be sent to a corporation or place of employment. For example – with this filter you can send to Abilene Animal Hospital.
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vii. “License Type” Recipients: This filter is mainly for K-SERV alerting. These are all the license types that are verified through K-SERV. For example – with this filter you can send an alert to Clinical Social Workers. 

[image: image12.png]Kansas Health Alert Network - Notification - Internet Explorer, optimized for Bing and MSN

OO - [Ero oz S]] s

Fle Edt View Favortes Took Help

% @comer - ekt

e Faventes | i 3 Carticaton attrs Find 0., G Sehaviordl Scionces Rt @ Vrfy Credetis ARRT ... [} Wecome to KOHENGE 2] DEA © Excisons Office o Inspec . 2] ansas utomaed Norse N,

€ Kansas Health Alert Network - Notfication Ba-8 =

- Page Safety - Took~ @~

T TCeT )

Recipient Type
Recipients

lert Network []volunteer Registry []8oth

County
Orgaization Type
Ad-Hoc Group
Role

Expertise

Employer

License Type

[ Apply as a Fiter

Advanced Practice Registered Nurse
CardiovascularTechnologist Technician

i3

Dentist
Credential Level

3

Oemail O work Phone O cell phone OHome Phone
Orax O alpha pager Onumeric Pager Osus

Call Order 1. Please choose the order in which you would like your message to be sent.
Options are:

Contact By

Peak Call Order:

2. Please choose the number of attempts you would like to make. NOTE: An email
will be sent with each attempt if email is a delivery method.

Number of Attempts: 1V

3. Would you like to include all notification descriptors as part of your message?

Include

4. Would you like to require an acknowledgement from the recipient?

CreT

a -

 100%





viii. “Credential Level” Recipients: This filter is mainly for K-SERV alerting. These are all the credential levels that are applied to K-SERV volunteers. For example – with this filter you can send an alert to volunteers who are credentialed at Level 1 (hospital active). 
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10. Alerting by Filters

a. A new filter mechanism has been added. This new process allows for a more accurate filter of recipients. For example: If you want to send an alert to the Health Department in Douglas County, but only send the alert to the Administrator or Director, you would do the following steps: 
i. County: Select Douglas County 
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ii. Organization Type: Select “Apply as a Filter” then select “Local Health Departments”
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iii. Role:  Select “Apply as a Filter” then select “Administrator or Director” 
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11. Select contact by methods

a. Email

b. Work Phone

c. Cell Phone

d. Home Phone

e. Fax

f. Alpha Pager

g. Numeric Pager

h. SMS
12. Verify call order
a. After selecting the type of mode of communication, that mode will show up in one of two boxes. The box on the left shows which types of communication has been selected. Highlight these modes and use the arrows (between the boxes) to move it to the box on the right. The top mode on the list will be sent out first, followed by the second, the third etc. 
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13. Select number of attempts. 
14. Choose whether or not to send the message header.

15. Select message acknowledgement value.


16. Type of Message

a. There are four different options – Alert, Update, Error, Cancel


17. Select “Create Alert”

18. Be patient. KS-HAN is grabbing data from all over the server and it may take a minute for the alert to be generated. When the message is fully created you will come to this receipt page and you should proof read the notification. Make sure that everything is correctly spelled and being sent to the right people. If everything looks right, select “Send Alert”. If something is wrong this is the last chance you can change it, by selecting “Edit”. 
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KDHE-BCHS: KSERV Local Administration Training 2013 (1043355) 

1. Login to your KS-TRAIN account.  

2. On the right hand side of the homepage add the course number 1043355 to the ‘Keyword or Course ID’ field.  Click the Search (magnifying glass) button.  

3. Click the course title to view the ‘Course Detail’ page for course information including checking the compatibility of your computer for taking this online course. 

4. Select the Registration tab and click the Launch button. 

5. To withdraw from the course please log into TRAIN, click the ‘My Learning’ link, Current Courses button, the ‘M’ to the right of the course title and then Withdraw. 
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How to set up a learner account on KS-TRAIN 


(if you do not have an account)





Point your browser to � HYPERLINK "http://ks.train.org" �http://ks.train.org�


Click on the “Create Account” button in the left hand margin.


Complete the online registration form to set up your account. Choose a login ID and password that are easy to remember, write this information down and keep it in a safe place. You should receive an email welcoming you to TRAIN.


You must OptIN in order to receive TRAIN registration emails.





Direct course questions to Emily Nickel:�� HYPERLINK "mailto:enickel@kdheks.gov" �enickel@kdheks.gov�  


785-296-5201





KS-TRAIN login/password questions to:


� HYPERLINK "mailto:helpdesk@kdheks.gov" �helpdesk@kdheks.gov� 


Or call, 785-296-5655





Check the compatibility of your computer for taking online courses; select the Help button in the TRAIN Navigation Taskbar; in the left hand menu click the Test Your Environment link, Run Test Button.  All of the checkmarks must be green.  If there are any red links, click the link and follow the prompts. 
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