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DHScovery JOB AID

“External” User Login Process

Overview
DHScovery is an on-demand learning management solution that provides preloaded course content with access to thousands of additional learning courses.
An “external” user is defined as a non-DHS employee or a DHS employee in a component that is not deployed on DHScovery (e.g., contractors and detailees from other departments or from DHS agencies that are not yet on DHScovery).

Objective
The objective of this job aid is to describe the login process for external users including: 

· Initial login instructions 
· What to do when you forget your password

· What to do when you forget your User ID
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Enter your User ID then dlick 'Submit’ to have your Password sent to your email account.
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 Note: Return users only need to enter their DHS email address and DHScovery password to gain access.
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If you need help at any point during the Initial Login Process, please contact the DHScovery Help Desk by calling 888.898.8204 or by emailing help@plateau.com.
Resolution/Procedure 

User Initial Login
Step 1:
Notification of System Access
External users are manually granted access to DHScovery.  Typically, your assigned training coordinator will grant this access.  Upon completion, the coordinator will contact you to provide your login and default password.
Step 2:
Start
Open your web browser.  Enter https://dhscovery.dhs.gov/plateau/user/login.jsp in the address bar.

Review the warning.  Click on the GO link located at the bottom of warning message to access the DHScovery User login page. 
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Step 3:
Enter your User ID and password
Enter your User ID in the User ID field.  Enter the password into the Password field.  Click Login.
User ID:  Your User ID should be your DHS email address.

Password:  Your training administrator will provide a default password
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Step 4:
Change Password (Password Expired)
The system will immediately prompt you to change your default password.
Enter the default password from Step 3 in the Old Password field.

Enter your new password in the New Password field.  Confirm your password a second time in the Verify Password field.
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Confirm your DHS email address in the Email Address field.  This field should have been populated by your training coordinator when you were granted access to the system.   Your email address as entered here is your login id. 

The email address must contain a .gov domain to pass the system edit checks. 

Click Apply Changes.
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 Step 5:
Successful Login
If you were able to login in successfully the system responds with the Successful Login page.

Click Login.
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Step 6:
Login Again
Login again with the User ID and the newly established password

The DHScovery User login homepage will appear asking for your User ID and New password.  Enter the same User ID and Password as established in Steps 3 and 4.  Remember, your User ID is your email address.

Click Login.
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To access web-based courses in DHScovery, certain software must be installed on your PC.  Click the SkillSoft Browser Capabilities Check button to validate your desktop configuration.  

If you receive a status different from Pass, please contact the help desk at 888.898.820 for assistance with resolving the issue.
Entering the Security Question
Step 7:
Enter the Security Question & Answer
The system prompts you to enter a security question and answer.  This information is used if you forget your password.  

Type your Security Question and Answer.  Verify your answer by re-typing it.

Click Submit.
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Step 8:
SUCCESS!
Congratulations, you have successfully logged in.  You are now on the Home link under the Personal Tab.

To get more information on using DHScovery, please refer to the Learner and Supervisor Getting Started job aids located in the DHScovery Help link at the bottom of the page.
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Frequently Asked Questions

What if I forgot my User ID?
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Go to DHScovery login page.  Click on Forgot User ID.  The system will display a reminder.
If you are an external user to DHScovery, your initial User ID is assigned by your training coordinator and should be your DHS email account!
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What if I forgot my Password?
Step 1:  Go to DHScovery login page and select Forgot Password.  
The system will prompt you to enter your User ID.  Remember your User ID is your email address.  Select Submit.
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Step 2:  The system displays the security question and prompts for the security answer.  Enter the answer you established during your initial sign on.  

Enter the Security Answer and click Submit.

[image: image17.png]Homeland
Security

Password Expired N

User password has expired. Please Change User Password
* = Required Fislds

The User's password has to be compliant with the following rules:

« The length of the password must be between § and 12 characters.
« The password must contain the follawing types of characters
1. English lower case letters

2. English uppercase letters

5. Arabic numerals(0,1,2,...5).

4. Hon alphanumeric special characters (1@#§%~&*()-_+=\{\}[1<>7/";\)
Characters cannot be repeated more than twice in a row.
The passward cannat contain user name(login ID)
The password cannot contain user's first name and last name.
The hew passward cannat be same as any of the previous 6 passwords.

* 0ld Passwor

* New Password:|

* Verify Password:|

Email Address

Please enter your DHS provided smail address. This email address MUST end in .gov (lower case). Note this email address will become your DHScovery User ID the next time

you lagin.
ob Bartlet@dhs.aov @

* Email Address(e.g.John.Doe@dhs.gov):|
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Success

Your password has been saved.




Step 3:  If the security answer is entered properly the system will respond with a window stating the password has been emailed.
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Log into your email to view the new password.
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If you have never logged into DHScavery, your User ID to lagin is:

« The first 5 characters of your LAST NAME® plus the first character of your FIRST NAWE (in CAPS) plus the last four digits of your SSN in reverse order
*If your last name is less than § characters, use pour entire last name

Example: Doe, John with SSN 100-00-1234 User 1D = DOEM321

If you have previously logged into DHScovery and were prompted to input your email address, your User ID to login is:

« Your DHS email address.

If you need further assistance, please contact your Training Coordinator or the DHScovery Help Desk at 888-898-8204.

Back to User ID login
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