


Instructions to Access Web Based Internal Control Training
Step 1:  Ensure you have obtained a username and password for the Governor’s Office of Employee Relations Learning Management System NYS-Learn from the Human Resources Office (MNHS) Training and Staff Development. 
Contact Bill Bennett at bennettb@ny.ngb.army.mil  or 518.786.4826 or Bob Schmit at robert.schmit@us.army.mil or 518.786.4519 for assistance with username and password to access NYS-Learn.
Step 2:  Take internal control course:
1. Go to the Governor’s Office of Employee Relations website at www.goer.state.ny.us;
2. Click NYS-Learn button;
3. Click Login button; 
4. Enter username and password;
5. Click on E-Learning Catalog;
6. Select the applicable Internal Control Course for your position:
	Type of
Employee Training
	Course Code
	Class Name

	
Staff Training
	
OER-WBT-003
	
Internal Controls -  Controlling Risk in the Work Place: Line Staff’s Role


	
Supervisor Training
	
OER-WBT-004
	
Internal Controls -  Controlling Risk in the Work Place: The Manager’s Role  




7. Click Launch Course to the right of the course name under the column Options.
8. Read through the modules, answer the questions and complete the course.
Step 3:  Notify the Internal Control Officer, Jennifer Winters at jennifer.winters1@us.army.mil  or 518.786.4673 upon completing the course.  The Internal Control Officer can answer any questions about the training course and DMNA’s internal control policies.
Step 4:  Supervisors are responsible to ensure that their employees take this required training.  The Human Resources Training and Staff Development personnel have “Administrative” privileges to NYS-Learn and will monitor course completion.  Completion of the internal control training will be filed in your personnel record. 

Why are you required to take this web-based training?
The Internal Control Act, Executive Law Article 45, §951 requires that the head of each State agency implement education and training efforts to ensure that officers and employees have achieved adequate awareness and understanding of internal control standards.



