
 

 

Power User Support Request Form – Instructions 

Docebo Power Users who have questions regarding the OCHN Learning 

Center curriculum for Direct Support Professionals, including the Docebo 

Learning Management System (LMS), are requested to use the “Power 

User Support Request Form” that can be found on the Learning Center 

home page. 

1. Go to the Learning Center home page located on the OCHN website. 

 

OCHN Learning Center | Oakland CHN, MI 
 

2. Locate “Forms” on the right side of the page. 

 

  

3. Locate “Power User Support Request” under the Forms heading. Click 

on this form. 

OCHN Learning 
Center 

https://www.oaklandchn.org/422/OCHN-Learning-Center


 

4. Complete all fields of the Power User Support Request form. 

 

 



Form fields completion: 

 

1. Power User ID Your unique USER ID to log into the 
Docebo LMS. 

2. Power User Email The email that is on file at OCHN and is 
associated with your USER ID. 

3. Power User First & 
Last Name 

The name associated with your USER ID 
and email. 

4. Category of Support 
Request 

Pick ONE of the categories listed in the 
drop down box.  THIS WILL DETERMINE 
WHO IS ASSIGNED TO YOUR REQUEST! 
 
Power User LMS Support 

Learner/User Concern 

Learning Plans 

Content / Curriculum Edits / Modifications 

ILT / Instructor Led Training Scheduling 

Health/Medication Courses 

Other 
5. Description of Issue/ 

Concern 
Describe the issue/concern that you have in 
sufficient detail to allow the Learning Center 
staff to look into your issue/concern.  Do 
NOT indicate “refer to email” or “call me”. If 
about a specific User challenge, provide the 
user’s ID.   

6. Is this an urgent 
deadline? YES/NO 

It will typically take 2-3 days to address 
issues/concerns that are submitted. 
Submissions are reviewed daily. Any 
“urgent” submission may still require up to 
24 hours. Otherwise, forms will be 
responded to in the order received. 

7. Provider Name Insert your organization’s name. 
 

Submit your Form! 

 

Reviewer Assignment Comment: The individual who reviews the submitted 

forms will be responsible for passing the submission on to the individual in 

charge of getting the issue/concern taken care of.  This will typically be one 



of the following: LMS Administrator, Curriculum Manager, or Nurse 

Educator.  That person will be responsible for responding to your inquiry. 

Response Comment: Responses will be done via email, typically withing 2-

3 business days. If there are already written instructions on how to correct 

the identified concern/issue, referring back to these instructions will be the 

response. For complicated concerns/issues, a follow-up contact may be 

made from the Learning Center staff to the Power User. 


