DOE 2012 Privacy Awareness Course (PAC)
Available through the Online Learning Center? (OLC?)

Start Date: October 15, 2012
Course Title: 2012 Privacy Awareness Course (PAC) Annual Training
Course ID: 2012_PAC_AICC
Completion Date: November 14, 2012

Audience: Training must be completed by all DOE Federal employees and affected DOE contractor
employees. Affected DOE contractor employees will be defined by their individual contracts.
Contractors should check with their employer in order to determine if they qualify as affected
contractors.

Requirements: Office of Management and Budget Memorandum 07-16 requires annual training on
privacy and data protection policies.

Instructions for Access for Federal employees and Contractors with Online Learning Center (OLC)
Accounts: This course will be available through the DOE OLC for DOE Federal employees and
contractors who have an account in DOE’s OLC.

DOE Federal employees can access OLC directly from Employee Self Service (ESS) without a separate

username and password. If you are a contractor, login at http://olc2.energy.gov .

1. Logonto ESS at https://mis.doe.gov/ess/

2. Under the ESS menu bar, click Training > Access Training > OLC and follow the screen prompts.
(Note: if you are a contractor or haven’t logged into the OLC within the last 6 months, this feature
will not work because you are required to reset your password. In this case, you must access OLC
at https://olc2.energy.gov.)

3. The courseis listed in your To-Do List on the Welcome Page. If the course is not on your To-Do list,
click the News Link under the Easy Link section on the Welcome Page to access the course from
the New and Featured Course section. Click the arrows to scroll then click the course title 2012
Privacy Awareness (PAC) Annual Training to start the training.

4, Once you have completed the course, check your Completed Work History to confirm completion
and print your certificate. Click the Home tab > Completed Work pod > place the mouse over the
course title for a few seconds > select Print Certificate.

For technical assistance, please contact your office OLC Administrator (list located on the OLC login
page), the OLC Helpdesk at 202-586-3607 (M-F 8:00am — 8:00pm EST) or send an email to:
energyolc@hg.doe.gov

IMPORTANT FOR CONTRACTORS - Without OLC Accounts (Self Registration)

If you do not have an OLC account you can take the training at: https://ContractorTraining.energy.gov.
Enter your email and the site will send a link to your email address to self-register. There is no initial




password to self-register this year. But, you do need to provide a valid email address that you can access
to complete registration.

A DOE sponsored Golearn Help Desk is available to support the contractor training site at (202) 558-
2203 or toll free at (888) 804-4510 (8AM to 6PM EST).

CD-ROMs of this course will be distributed to overseas locations and specific DOE field sites for staff that
cannot access a computer. Please email privacy@hqg.doe.gov for further ordering instructions. If there
are any questions about the content of this course, please contact your organization’s Privacy Act
Officer or the DOE Privacy Office at privacy@hg.doe.gov.




