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Office of Administration and Human Resources, Training Unit
Access the RF Learning Center
The following instructions apply to all project and administrative RF staff, regardless of location.
Note: The RF Learning Center and the online courses within are compatible with Internet Explorer 6.0 or newer. View the system requirements on the RF Training page.
Access the RF Web Site
Follow the instructions below to access the internal RF Web site.

	Step
	Results/Comments

	1. Access the RF public page at www.rfsuny.org
	The RF public page opens.
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	2. Click Login in the upper right corner.
	The RF Web site Login window displays.
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	3. Perform one of the following:

a. For existing users, enter your password and click Login.

b. For new users, click Request access to the RF Web site to register.
	If you are an existing user and have forgotten your password, click Forgot your password?. You will receive a system generated email with password information.

As a new user, you will need to complete a one-time registration form.


For assistance while registering in or navigating through the RF Learning Center or courses, contact the RF Training Unit or Customer Services (518-434-7222).
Access the RF Learning Center

Follow the instructions below to access the RF Learning Center from the RF internal Web site.
	Step
	Results/Comments

	1. Log into the RF internal site via the RF public page at www.rfsuny.org.*
	The home page opens. Your role defines the site content.
*If you need assistance logging into the site, see the Access the RF Web Site instructions at the end of this document.

	Example: The Principal Investigator Home page.
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	2. Click Training in the left navigation bar.
	The Training page displays.

	The Training page.
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The RF Learning Center

· RF Learning Center Orientation – Short animated overview on the RF Learning Center.

· Access the RF Learning Center – Link to access the RF Learning Center.

· RF Learning Center Help – Links to instruction on optimal system requirements, frequently asked questions, and how to contact the RF Training Unit for assistance.

	3. Click Access the RF Learning Center.
	If you are a new learner, a registration form displays.
If a registered learner, your learner home page displays. (Go to step 5.)
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	4. If you are a new learner, complete the registration form and click Submit.
If a registered learner, go to step 5.
	Your home page displays.

	Example: A principal investigator or project staff registration.
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Note: Selecting the most appropriate Primary Responsibility and Primary Function targets training specific to your needs. PIs and project staff should always select the above options.

	5. From the student Home page, click My Courses to view your list of available live and online courses. 
	You can also view live courses available to you from View Schedule in the left navigation bar.
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	6. Perform the following as necessary:

· To start an online course, click on the course title. The course will open in a new browser window. Course navigation instructions exist at the beginning of each course.

· To register for or withdraw from a live course, click the course name for the selected date. A registration window opens in a new browser window. Click Accept or Withdraw as appropriate. Click Close this window to return to your My Courses page. 

· To view courses for a select audience, select a category from the drop-down list at the top right of the page.

· To show or hide the courses that you have completed (completed courses display in purple), use the toggle link, Show/Hide Completed Courses, at the top right of the page.

Note: Make sure you complete an evaluation at the end of each online course you complete and through the Evaluate link after attending a live course. Completion of the evaluation triggers a completion on your transcript and provides valuable information for future course improvements.
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