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The NJ Partnership for Direct Support
Professional Workforce Development

“It's about the Quality... of supports that
a well-trained workforce provides.”

T Y
TNINTIs%

“It's about the Value... of professionalism
gained through the College of Direct
Support state-of-the-art training”.

“It’'s about the Future... of Direct Support
Professionals and the lives of people
with developmental disabilities”

The College of Direct Support offers online learning and education to provide the Direct
Support Workforce with more opportunities to strengthen the knowledge and skills
needed to support people with disabilities. The goal is to provide a variety of

opportunities to support the careers of direct support professionals.

For technical assistance, email: CDSTA@umadnj.edu 2
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ﬁ The New Jersey
Direct Support Professional

A
i&\Q ' Workforce Development Coalition
2/

Mission: To promote the recruttment and
retention of a professional workforce
to enhance the quality of direct supports for people
with disabilities and their families

For technical assistance, email: CDSTA@umadnj.edu 3
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NJ Direct Support Professional

Workforce Development Coalition
Organization Representation

» Alliance for the Betterment of Citizens with Disabilities (ABCD)
* The Arc of New Jersey

» Consortium for Workforce and Economic Development/Community Colleges of New
Jersey

» Department of Human Services

» Division of Developmental Disabilities

» Division of Disability Services

* The Elizabeth M. Boggs Center on Developmental Disabilities
* New Jersey Association of Community Providers (NJACP)

* New Jersey Council on Developmental Disabilities

* Family Representation

* DSP Representation

For technical assistance, email: CDSTA@umadnj.edu 4
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CDS Capabilities

State of the Art Curriculum developed in
partnership with an editorial board of national
experts

Tracking Training

— E-Learning

— In-Person Pre-Service Classroom training
— Certification

Compliance with CMS requirements through
centralized tracking of the 5 pre-service trainings
(First-Aid, CPR, Overview, Medication,
Preventing Abuse & Neglect)

For technical assistance, email: CDSTA@umadnj.edu 5
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Capabilities cont’d.

o Addition of linked content

e Announcements
— State & Agency levels

Tracking Hire Dates

e Reports on agency and individual levels

For technical assistance, email: CDSTA@umadnj.edu
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Use of the CDS for Agencies

e Pre-Service Training Tracking — Minimum
Requirement

« Offering Training on a course-by-course basis —
Benefit, Optional

o Offering the NJ Career Path — Benefit, Optional

For technical assistance, email: CDSTA@umadnj.edu 7
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You are a CDS Agency
Administrator...

o Skills / Attributes
— Basic computer skills
— Attention to detalil
— Good communicator
— Manager
— Planner
— Organizer
— Instructor
— Assertive
— Motivational
— Empowering

For technical assistance, email: CDSTA@umadnj.edu
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NJPDSPWD CDS Login Page

Fugm imcdows Internet Explorer El@g|

W i'awwmmwwwmmpm | Bv B dm v e - GTods e
| COLLEGE OF

o AN Interner sasep CurRicULUM FOR DIRECT SUPPORT PROFESSIONALS

Welcome to the College of Direct Support login page.

To gain access to the system you will use the Learner
1D and password provided to you by your system The N
administrator. If you don't know your Learner ID or .
have forgotten it, please click on Contact Information Pamlershlp Jor
below for assistance. Direct Support
Professional

This site requires Macromedia Flash, Adobe Reader, and

Windows Media Player. Download the latest versions by |3 .lllnrltluwe
clicking the logos below. = Development

To login please provide the following:

user 0 )
Password: 1
|| click Login to continue

Contact Information

Copyright © 2001 - 2006 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | User Agreement | NADSP.G

Be sure to have the correct address (http://www.collegeofdirectsupport.com/EMBCenter/)

Google may yield another CDS site.

There is also a link to the New Jersey College of Direct Support Log in page on the DDD
website: http;//www.state.nj.us/humanservices/ddd/home/
Once on the website scroll down until you see the New Jersey Partnership for Direct Support

Professional Workforce Development logo. The link will take you to the NJ Partnership website.

User ID’s are: First Initial, Last Name, Last 4 Digits of Person’s Social Security # (Ex. Joe
Schmoe will be: jschmoel234). If the learner has two last names include them both (Ex: Joe
Brown-Williams will be jbrownwilliams1234).

ID’s are not case sensitive.

Default password is hello

For technical assistance, email: CDSTA@umadnj.edu 9
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Home — Personal Page

&k, COLLEGE OF

My Ciasses & Events scheduled in the next 15 days

Al
5 o Ko
uncements, \/F\,\
ments due, S Wl.t

igements overdue, Il
My Surveys viewj A
vey = I”J\;\.—'\/r\“

My Discussions 0 Discussions scheduled in next 30

My Announcements

05 387, An Inteaner saseo Cutnicuium ot Diseet Surrort PRorssionas
— Demonstration Purpose - New Jarsey DHS/DDD
Hnmel E-learning ] Classes & Events | Suivep : Di: i | Tml:(‘ dmini 1 Lugﬂull Help I
Davammal NDama fame Mo o cbo bl e Mmoo
rcisvnai rugc wi UCinuisu auuvin rFuil pusc
Manage
My E-leaming Lessons View | 0 lessons due Click Below To Access Additional Information about the CDS Product

View days 0 New Postings
My Ontrack Items View]| 0 ontrack item due in the next 30
days
Quick Links
Self Enroll - Classes & Events View |
self Enroll - E-learning iew|
Change My Password view|
References View]
Reports
My Transeript - All Training V\ﬂ[
Credits Earned M
Copynight @ 2001 - 2010 MC Strategies, Inc. All nghts reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentizling

All learners will have a personal page that looks like this.

Learner Page: Is for your online courses. In order to do Administrative activities you need to go

to Administration.

To access the Administrator's Homepage click on “Administration” on the toolbar.

Learners without administrative rights will not have the administration option on their toolbar.

For technical assistance, email: CDSTA@umadnj.edu
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Home — Administration

&2 COLLEGE OF

An Inteenet sased Curmicutum For Ditct Supposr PROFESSIONALS

Demonstration Pu - New Jersay DHS/DDD

Home | System | Access | Leameu’ Erleamingl Discussion | Cunlunll Evaluation Tukl Classes & Events | Cu:luml SI.II\'D,D(' ﬂepo:ts[ Log l]utl Help |

Administration Home Page |”

Manage Administrative Status Summary

E-learning / Individual ~ View
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

E-learning / Department  View
Quick Links @ view your administrative status detail.

Lookup Learners View
Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

To view your Administrative Status Detail “Click Here”.

For technical assistance, email: CDSTA@umadnj.edu 11
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Administrative Scope

/= Administrative Status Detail - Windows Internet Explorer El@gl
& | httprffapp39, webinservice . comfKD350a) conkenty admin/manager Scope. asp w

Administrative Status Detail - Demonstration Purpose
Within your administrative scope you hawve specific administrative rights. Your current administrative rights include:

May see passowrd.

May create and edit linked content and linked tests, and add annotations to content.
May Upload Linked Content Files using FTF.

May manage annotations to content.

Create new modules from courses available on the system.

Edit modules created within your admin scope.

Assign modules to learners within your admin scope.

Add learners, and meodify learner demographic information.

Create new dasses & events.

Enroll existing learners in dasses fevents,

Add new learners to the system via the events manager.

Acess events manager reports.

Access and manage learner enrollment and completions in Ontrack items within your admin scope.
Create and edit Ontrack training items.

May create and edit announcements with your admin scope.

May create and edit announcement types.

May create and edit discussions.

Your administrative scope indudes the following faciliies and departments:

Facility Department Department Name
Mew Jersey DHS/DDD CDSADMIMN Boggs Center CDS Administrator

Dane &P Internet L 100% v

A list of your administrative rights will appear (your administrative status may vary

depending on your agency).

As an Agency Administrator you will only have access to learners from your own agency

unless otherwise specified.
Facility: All agencies in New Jersey are under the New Jersey DHS/DDD facility unless

otherwise specified.

Department: This is the name of your agency.

For technical assistance, email: CDSTA@umadnj.edu 12
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Adding New Learners

For technical assistance, email: CDSTA@umadnj.edu
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Learners — Add New Learner

P COLLEGE OF

AN InTernier sasep CurricuLum FoR DIRECT SuproRt PROFESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

Home I System I Mce:@-lnrl‘\ingl Discussion I Ennlenll Evaluation Tools | Classes & Events | Custom | Surveynll Rapml:l Log ﬂutI Help ]

Lookup Leaners Administration Home Page D
« Add New Leamer

Manage Administrative Status Summary
E-learning / Individual View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View

Class/Event Roster Viﬂ, Click here to view your administrative status detail.
Quick Links

Lookup Learners View|

Create a Module View |

Edit a Module View |

Help Documents View |

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved,
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Learners form the basis for this system. Once a learner is entered into the LMS, you can assign

him/her lessons and then track and report on e-learning and classroom training.

Working with Learners consists of:

Using the naming mechanism, which will be the same for all learners in New Jersey.
Gathering Learner information

Adding a Learner

Editing a Learner

Making Learners that no longer work for your agency ‘inactive’

Looking up (finding) a specific Learner (includes finding a Learner’s password)

Selecting a Naming Format

For technical assistance, email: CDSTA@umadnj.edu 14



NJ DDD requires that the following format be used JDoeXXXX, where XXXX is the last
four digits of a learner’s social security number, using this format for all learners will
eliminate the chance of duplicate learner IDs.

Each learner must have a unique identifier. If you enter a learner ID that already exists in the
system, check with your System Administrator to see if this person has been added in the
system by another agency. It's important that you do not attempt to put someone in the system
using another user ID if they are already in the system.

All learning, both online and in-class, are attached to the learner user ID, all prior information
can NOT be transferred to the new user ID. Although other information about the learner can be

changed, the user ID can not be changed.

Note: You will only be able to add learners to your agency unless otherwise specified.

Note: When you add a Learner manually and include an email address, the LMS gives you the

option to send an email notifying the newly added Learner.

Steps to Add a Learner

From the menu bar, select Learners - Add New Learner.

For technical assistance, email: CDSTA@umadnj.edu 15
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Learners — Add New Learner

7, COLLEGE OF

AN INTERNET BASED CURRICULUM FOR DIRECT SUFPORT PROFESSIONALS

Demonstration Pu; - New Jersey DHS/DDD
Humal System I Access ILeamel:| E-Iaamlngl Discussion IKnanedgn Managml I:nnlenll Evaluation Tools | Classes & Events | Eu:lnmlSllveymI Flnpnrlsl Log [IulI Help I
1

Add New Learner ‘”

Add to Facility: | 01 - New Jersey DHS/DDD % g Select Facility >
Required Information -

Sort Departments by O Dept Code O Dept Name
CDSADIIN - Boggs Center CDS Administrator | ¥ select from the list

up to 120 characters

up to 30 characters

up to 30 characters

Optional Information
Enter the following information as required for your organization.

Verification Codd

Sub Dept

Position Code:

Check this box to give this Learner access to the Change Management System

Check this box to protect Learner from auto-termination during HR download processing.

Skills Preceptor - May Grade Skills Checklists

O
O
[0 Check this box to Exempt learner from automatic assignments made during HR download processing.
O
[0 Kknowledge Manager Preceptor - May Grade Knowledge Manager Checklists

O

Grade Discussion Participants

The Add New Learner page opens. All entries in red lettering are required fields.

Gathering learning information before beginning will be very helpful if you have a number of
Learners to add to the system. Make sure you have first and last names, the e-mail address and
the last four digits of all new learners social security numbers handy. The correct spelling of first
and last names and last 4 digits of the SS# is very important since they are used in creating the
learner’s Learner ID and in other features of the system (rosters, certificates, etc...).

Note: Learner IDs cannot be changed once they are saved.

Adding a Learner

Adding a learner is, simply, entering the learner information into the system. Learners will have

no access to eLearning until they are entered into the system.

Note: When you add a Learner manually and include an email address, the LMS gives

you the option to send an email notifying the newly added Learner.

For technical assistance, email: CDSTA@umadnj.edu 16



From the ‘Add to Facility’ drop-down at the top left of the page, select a Facility for the
new Learner.

(Mandatory) From above the Dept: drop-down, select how you want the departments
sorted, either Dept Code or Dept Name.

(Mandatory) From the Dept: drop-down, select a department for the new Learner.
(Mandatory) Enter the following required fields. All entries in red are required.

Learner ID (up to 120 alphanumeric characters, no spaces) - NJ DDD requires that the
following format be used for Learner ID —

User ID’s are: First Initial, Last Name, Last 4 Digits of Person’s Social Security # (Ex. Joe
Schmoe will be: jschmoel1234). If the learner has two last names include them both (Ex: Joe

Brown-Williams will be jbrownwilliams1234).

Learner’s First Name (up to 30 characters)
Learner’'s Last Name (up to 30 characters)
Note: Names cannot contain spaces, periods, and hyphens.

The default password for every new Learner is “hello.”

Optional Information:

Birth Date - optional

Verification Code —optional used, in combination with a learners first and last name, to provide
the learner help in remembering their Learner ID and password. Usually the last 4 digits of the
learner's SSN are used as a verification code. Other values may be used, but whatever your
organization uses must be consistent

Sub Dept — optional used to provide the system a secondary sort for reporting; useful when a
department contains a number of functional areas.

Position Code — optional (your agency may want to come up with codes for different positions
within your agency)

Hire Date - MANDATORY

Recommended: e-mail address — optional (if an email address is provided, the Learner will

receive a email every time they are registered for a course — online and in class)

The last 6 check boxes should remain unchecked.

Select the Save button at the top right of the page.

For technical assistance, email: CDSTA@umadnj.edu 17
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| earners — New Learner — Saved

&% COLLEGE OF

B, B
G5

TLOE

Ard Inrennet saseo Curmicuwom Foi Disect Surront Paoressionats

Demonstration Purpose - New Jersey DHS/DDD
Home | System | Access |l.ea||uen| E-ieim'rlnl Discussion | Knowledge Manauell Cnl\tenll Evaluation Tools | Classes & Events | Clmnml Suwwnll HH‘IOIISI Log Uutl Help I

Save New Learner ||]

Success!
Added the learner example, demo to Department CDSADMIN
Click here to o back and add another learner.

Click here edit demo example.

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reagistered User Agreement | NADSP Credentialing

Once you have successfully added a new learner you are returned to the ‘Save New Learner’
page and the message “Success!” displays in the upper left and the option to “Click here to go

back and add another Learner” or to return to edit the Learner you just added.

For technical assistance, email: CDSTA@umadnj.edu 18
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If Learner Already EXxists...

G, COLLEGE OF

AN INTERNET 8ASED CURRICULUM FOR DIRECT SUPPORT PROFESSIONALS

Demonstration PIIM - New Jersey DHS/DDD

Home I System ] Access Il.eamersl E-leaminnl Discussion I Cumenll Evaluation Tools | Classes & Events ] Cuslnml Surveyml Hepaml Log UulI Help |

Save New Learner H]

Data Entry/Validation Error

The Learner ID you entered already exists in the System. Click here to edit that learner or click the Back button to change the record you were entering.

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

If you try to enter a Learner into the system and the Learner already exits, you will get an error
message. If the Learner is in a department you have access to you can change their status from
active to inactive, or change their department. It is encouraged that you find out more
information about why a Learner has been marked inactive before changing their status (i.e. ask
the Learner if they no longer work for the agency/department listed, contact the agency for the

department they are currently in).

*If you do not have access to the department the Learner is in, then email the System

Administrator and you will be instructed on what to do next.

You will need to complete a form to have access rights to Learners. Contact your System

Administrator: System Administrator Info: CDSTA@umdnj.edu

For technical assistance, email: CDSTA@umadnj.edu 19
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Looking Up and Editing
Learner Information

For technical assistance, email: CDSTA@umadnj.edu

20
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L earners

7, COLLEGE OF

An Inreenet saseo Cunmicuium ror Dieect Surront Paoressionals
— Demonstration Pu = New Jersey DHS/DDD
Home ! Sysiem ! Access Ilgeameu E-ieim’ngi Discussion i Content i Evaiuation Tnuisi Ciasses & Evenis i Cul'mmISulvewli Repomi Log Dut i Heip i
[ tookup teamer: | istration Home Page 1
Add New Leamer
Manage Administrative Status Summary

E-learning / Individual View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View

Quick Links Click here to view your administrative status detail.
Lookup Learners View
Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

There may be an occasion when you will need to change some learner information. This could

include changing the Learner’s last name, changing the Learner’s status between active and
inactive, etc.

Note: Learner IDs cannot be changed.

From the menu bar, select Learners - Lookup Learners.

The Lookup Learner page opens.

For technical assistance, email: CDSTA@umadnj.edu 21
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Learners — Look Up Learner

&9, COLIEGE OF

o

)
o1k A InTianeT saseo Cuticuium 1o Disect Surront PaorEssionals
— Demonstration Py =NewJersayDHS/DDD

a Face 5 f TSP P S e P S | oo rmreyeel ey |

nome | aysiem | Acce: Leainers -|eimng| uiscussion | Lontent | Evaiuauon | oois | Liasses & Cvents | ‘Lustom l 3“[‘!}’0[' riepnlu| Log Uut | neip |

Ls §'

Lookup Learners 1

[include inactive leamers

Search by Last Nama: Or Search by Learner 1d

Search by Verification Code: "

learners within your administrative scope (the fa

- This search is not ca: sitive. Searching for "Abbot” or “ABBOT" or “ab|

ts for which you have been granted administrative access.)
iits.

Copyright © 2001 - 2010 MC Strategies, Inc, All nghts reserved, )
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Enter all or part of the Learner’s last name. (Or you can search by Learner ID.)

Note: Instead of entering all or part of a learner’s last name you can enter a percent sign (%)

as a wild card. This finds a list of all the Learners in your system. Keep in mind that if you have
a larger number of learners, this search could take some time.

Click the Search button (or press the Enter key).

A list of one or more Learners displays.

For technical assistance, email: CDSTA@umadnj.edu 22




Slide 21

Look Up Learner — Example

5%, COLLEGE OF

St
G o/
05 An Intianer aaseo Cuthiculum For Dinecr Surront PRoFEssIoNALs
Demonstration Pu ~ New Jersey DHS/DDD
Home | System | Access |I.eimen| E-Oeaminpl Discussion | Cmtenll Evaluation Tools | Classes & Events. | Cushmlﬁulvwml l’lwmtsl Log Dutl Help |
Lookup Learners H ]
Oinclude inactive learners
Search by Last Name: fxample Or Search by Learner 1d
Search by Verification Code:
Notes: . .
- Lookup Learners will find learners within your administrative scope (the facilities and departments for which you have been granted administrative access.)
- This search Is not case-sensitive. Searching for "Abbot” or "ABBOT " or "abbot” will return the same results.
The following learners match the specification you provided:
Lastname First, MI uID Password Facility Dept Pos.  Active Admin
example demo dexample1111 hello 01 CDSADMIN Yes No @ Transcript | Manage Training| Send Emall |
example demo dexample2222 hello 01 CDSADMIN Yes No Edit Transcript | Manage Training| Send Email |

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

From the last name, first name and middle initial, find the specific Learner from the list.
Note: You may have two or more learners with the same name. Check the User ID (UID) before

making changes/ checking transcript for the learner.

From the Learners information you can see the following:

Learner’s password

Learner’s Facility name

Learner’s department name

Learner’s position (optional)

From the Active column, if the Learner column displays a “Yes” then the Learner is ‘Active’ in
the LMS, if a No displays then the Learner is considered ‘Inactive.’

From the Admin column, if the Admin column displays a “yes” then the Learner is an

administrator, if a No displays then the Learner is Not an Administrator on the LMS.

For technical assistance, email: CDSTA@umadnj.edu 23



Click the “Edit” button on the right, you can make changes to the Learner’'s name, email, status,
view e-learning, and other information.

Click the “Transcript” button on the right, you can view the Learner’s Transcript.

Click the “Manage Training” button on the right, you can view and edit the Learner’s lesson.
Click the “Send eMail” button on the right, you can open and send a registration email that
contains your Learner ID, the LMS web site address, registration letter and the email address of

the Learner. When you are ready to email, click the Send button in the upper-right of the page.

For technical assistance, email: CDSTA@umadnj.edu 24
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Look Up Learner — Change Status

% COLLEGE OF

29 Y7 A Inteaner saseo Curmiculum fou Disect Support PROFESSIONALS

Demonstration Pu -onetwo - New Jarsey DHS/DDD

Humal System | Access |Leamen| E-Iaamingl Discussion | Cnnlenll Evaluation I'nnI:I Classes & Events | Cuslnml Sulveyml Hapnrlsl Log ﬂml Help |

Edit Learner || ]

To select a leamer to edit, click the Select Learner button. Select Learner
Learner Status
Learner is ACTIVE @ E-learning |

Save Changes

Required Information

Learner ID: Unique ID: dexample1111 Password: hello Learner has not logged in
First Name: demo up to 30 characters
Last Name: example-one up to 30 characters

Sort Departments by O Dept Code O Dept Name

Dept: CDSDemo - Admin Demo v | select from the list

Optional Information Group Membership _Add Grouj
lowing information to support organizational needs. P P —pl

None

Sub Dept:

Position Code:

Verification Co
E-Mail: dummyemai@umdnj edu

[0 Grant learer access to the Change Management System.

[0 Protect learner from auto-termination during HR download processing.

[ Exempt learner from automatic assignments made during HR download processing.
v

Done € Tnternet Hi00% -

There may be an occasion where a learner no longer needs access to the training system and

you no longer want them to show up in your reports. Learners are NOT deleted from the system

instead they are made ‘inactive’.

On this page you can change any information listed for the staff except their User ID and

password.

Position Code, Sub Dept., Verification Code: You can have staff sorted by departments

within your agency by giving them a position code. Your organization will have to determine
what they will be and how they should be organized. You may want to have them sorted by
departments in your agency: i.e. Residential, Day Hab, Res Hab, Home Care, TBI, Cambria

Res, Lower Central, etc... Once the alternate identifiers have been assigned you will be able to

For technical assistance, email: CDSTA@umadnj.edu 25



assign training to staff per the alternate identifier: i.e. Cultural Competence assigned to all Res
Hab staff.

Note: Inactive Learners can be made ‘active’ as needed. If the Learner is in a department you
have access to you can change their status from active to inactive, or change their department.

It is encouraged that you find out more information about why a Learner has been marked

inactive before changing their status (i.e. ask the Learner if they no longer work for the
agency/department listed, contact the agency for the department they are currently in before

changing the Learner status).

If you do not have access to the department the Learner is in, then email the System

Administrator with the first and last name, SS# or User ID for the learner you need access to.

For technical assistance, email: CDSTA@umadnj.edu 26
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Look — Up Learner - Transcript

COLLEGE OF

9 7 A Inteewer iaseo Curticutuw ror Disect Sumoar Paoressionais

Demonstration Purpose - New Jersey DHS/DDD
Home I System | Access l Laamml E-leaming | Discussion I Content ] Evaluation Tools | Classes & Events I Custom | Sumynll Howlal Log Out I Help |
Lookup Learners H ]

[Jindude inactive learners
Search by Last Name: [kxampie Or Search by Leamer Id
Search by Verification Code:
Notes:
- Lookup Learners will find learers within your administrative scope (the ies and departments for which you have been granted administrative access.)
- This search Is not case-sensitive, Searching for "Abbot” or "ABBOT" or "abl return the same results.

The following leamers match the specification you provided:

Lastname First, MI uIp Password Facility Dept Pos.  Active Admin

example demo dexample1111 hello 01 CDSADMIN Yes No Edit Manage Training| Send Email
example demo dexample2222 hello 01 CDSADMIN Yes No Edit Transcript | Manage Training| Send Email |

Copyright ® 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy. jistered User | NADSP Credential

You can only view transcripts for learners that are within your administrative scope.

For technical assistance, email: CDSTA@umadnj.edu 27
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Learner - Transcript

Transcript - Show All - demo example
= -
= Print - Export
Status: | All Current v Clear Settings
Assigned/Self-Enrolled | All »
Show Module? [~
Total: 7 Completed: 0 Due: 7
Show All | E-learning || Classes & Events | Ontrack | Checklist || Acknowleds Discussion
Self &
Item # of Type of
Item Name Due Date |Status Completed Score . voe Provider Enroll/
Type Units Unit b
Assigned

Direct Support Professionalism: Introduction Lesson 11-24-2010 % Contact CDS A

Hours
Direct Support Professionalism: Becoming a Direct Support Professional Lesson  11-24-2010 ¥ Contact CDS x

Hours
Direct Support Professionalism: Contemporary Best Practices Lesson 11-24-2010 X Contact CDS X

Hours
Direct Support Professionalism: Applying Ethics in Everyday Work Lesson  11-24-2010 % Contact CDS A

Hours
Direct Support Professionalism: Practicing Confidentiality Lesson 11-24-2010 X Contact CDS A

Hours
Direct Support Professionalism: Working with Your Strengths and Interests Lesson  11-24-2010 % Contact CDS I

v
Hnire

Copyright @ 2001 - 2010 MC Strategies, Inc. Al rights reserved.
erms and Conditions | Privacy Policy | Reagistered User Agreement

You can print specific information from the Learner’s transcript. Learner transcripts can include

E-Learning, Classes & Events, Ontract, Checklists, Acknowledgements and Discussions. You

may choose to print transcripts that reflect all or one of these options.

For technical assistance, email: CDSTA@umadnj.edu
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Learner Look Up — Manage
Training

An InteeneT saseo Curmicuium ror Dinect Support Proressionas

Demonstration Purpose - New Jersey DHS/DDD
Home | System | Access | Learners| E-toaming | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Surveyor| Reparts | Log 0ut| Help |
i Lookup Learners HJ
Oinclude inactive learners
Search by Last Name: |fampe Or Search by Learner Id
Search by Verification Code
Notes:

- Lookup Learners learners with
- This search is not case-sensitive. Searching

which you have been granted administrative access.)
Its.

The following learners match the specification you provided:

Lastname First, MI uID Password Facility Dept Pos. Active Admin

example demo dexample1111 hello 01 CDSADMIN Yes No Edit Transcript > Send Email
example demo dexample2222 hello 01 CDSADMIN Yes No Edit Transcript Manage Training| Send Email

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User ement | NADSP C

You may view, add, and/or edit all online and in classroom trainings assigned to the Learner.

For technical assistance, email: CDSTA@umadnj.edu 29
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Look Up Learner — Manage
Training/ E-Learning

& |!lk’,<>‘ COLLEGE OF

G AN Inteantt sasto Curmicutum FoR DiRect Surrort PROFESSIONALS — —— -
Demonstration Pui =New Jersey DHS/DDD!
Home I System ] Access ILnrner:l E-quninnl Discussion I Ennllnll Evaluation Tools | Classes & Events | Euxtoml Sulvsynll Hupnllsl Log DulI Help ]
Manage E-learning - demo example-one ”]
To select a learner ta manage, click the Select Learner button. Selact Learner |
E-learning E-learning E-learning Class & Event Class & Event Class & Event
Detail Assign Modules | Lesson Management. Completions Management Enroliment
E-learning Detail - by Module Assigned
Learner: example-one, demo
Sort by Complete By Date | Sort by Module Name |
Module: Becoming a Supervisor M‘ m‘
redits Completed Learning Testing Pretest Pretest
Assigned Lesson (click to view Introduction) By Due Date On Completed Completed Score Completed Score
CFSM: Preparing for the Supervisor's Job in Human Services: Introduction 01-30-2011
CFSM: Preparing for the Supervisor's Job in Human Services: Supervisors and 01-30-2011
Their Roles
CFSM: Preparing for the Supervisor's Job in Human Services: Professional 01-30-2011
Relationship Building
CFSM: Preparing for the Supervisor's Job in Human Services: Understanding 01-30-2011
Leadership

FSM: Pri ing for thi
2 Supervisory Role
CFSM: Preparing for the Supervisor's Job in Human Services: Supervising 01-30-2011
Diverse Work Teams

Module: DIC: Cerebral Palsy m‘ M‘

01-30-2011

Credits Completed Learning Testing Pretest Pretest
Assigned Lesson (click to view Introduction) By Due Date On Completed Completed Score Completed Score
DIC: Cerebral Palsy 01-30-2011
Module: EMB - CFSM - Training & Orientation M m
Credits Completed Learning Testing Pretest Pretest
Assigned Lesson (dlick to view Introduction) By Due Date On Completed Completed Score Completed Score
CFSM: Training and Orientation: Introduction 11-01-2010
FECM: Trainina and Nriantatian: | indarctandinn Trainina 11.01.9010 -
Done D ttemet Hnns v

This is one way to manage/ assign E-Learning to Learners. The Manage E-Learning option will
allow you to see all E-Learning that has been assigned to a Learner and assign them additional

E-Learning.

For technical assistance, email: CDSTA@umadnj.edu 30
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Look Up Learner — Send Emall

COLLEGE OF

AN INternET 8aseD CutriCuLUm FOR DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose - New Jersey DHS/DDD
Home I System ] Access ILeameer E-Iea"ingl Discussion I Cunlenll Evaluation Tools | Classes & Events I Cuxtuml Suweyull Hepullsl Log UulI Help ]

Lookup Learners ” ]
Dinclude inactive learners

Search by Last Name: [example Or Search by Learner Id

Search by Verification Code:

Notes:

- Lookup Learners will find learners within your administrative scope (the facilities and departments for which you have been granted administrative access.)
- This search is not case-sensitive. Searching for "Abbot™ or "ABBOT" or "abbot” will return the same results.

The following leamers match the specification you provided:

Lastname First, MI uID Password Facility Dept Pos. Active  Admin

example demo dexample1111 hello 01 CDSADMIN Yes No Edit Transcript | Manage Tralnlnu' Send Email >
example demo dexample2222 hello 01 CDSADMIN Yes No Edit Transcript | Manage Training| Send emal

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

You can also send email to the Learner to let them know they have been added to the system.

For technical assistance, email: CDSTA@umadnj.edu 31
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Sending Emall

% o)
e [=
g il
e A

Shra O
o3

A Inrerner saseo Curmiculum For DiReCT SuppoRT PROFESSIONALS

ration Purpose-onetwo - New Jersey DHS/DDD

Home | System I Access | Leameul E—Ieamingl Discussion | Content | Evaluation Tools | Classes & Events Cusluml Suweyml Ftepmttl Log Out | Help |

Email Learner i|r]

Send Mail to a Learner

From:  support@mcstrategies.com
To: dummyemai@umdnj edu
Cc: '

Subject: |Weicome to online learing

[You have been registered i the MCStrategies 4|

Learning Management System (LMS) by your

Administrator. The Learning System is located on

the web at

Hitp-iiwww. fdirectsupport. MBCenter
Message: p colegeofdirecisupport comEMB Cente
To leg in and begin leaming you wil need the
following credentials:

Your Learner ID is.dexample1111 b

The default password for every new Learner is “hello.”

Note: Encourage all of your Learners to change the password when they first login to the
system.

Tip: You can change or add the following on the registration email: To, CC, Subject line, and

body message. The system will automatically include the Learner’s User ID and password in the
body of the message.

Complete as you would an ordinary email, then click “Send”.

For technical assistance, email: CDSTA@umadnj.edu 32
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Changing Learner Status
(When a Learner No Longer
Works for Your Agency )

For technical assistance, email: CDSTA@umadnj.edu 33
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Changing Learner Status

/&%, COLLEGE OF
O3V A Inmeaner waseb Comticuum FoR Disscr Suppont ProrEssionais
Demonstration Purpose - liew Jersey DHS/DDD
Home | System | Access jearning | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Suveyor| Reports | Log 0ut| telp |
ion Home Page ||]
Manage Administrative Status Summary
E-learning / Individual View
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

E-learning / Department  View

Class/Event Roster View Click here to view your administrative status detail.

Quick Links

Lookup Learners View

Create a Module View

Edit a Module View

Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Done D Internat Foanne v

There may be an occasion when you will need to change the Learner status (i.e. if the employee
resigns from your agency, if the employee is terminated, etc.). Once an employee/Learner

leaves your agency their Learner Status must be changed as soon as possible.

From the menu bar, select Learners — Lookup Learners.

The Lookup Learner page opens.

For technical assistance, email: CDSTA@umadnj.edu 34
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Changing Learner Status

40, COLLEGE OF

S = e

ey
95T Aw Ineaner aaseo Cusaicuum ror Disect Surpor Professionais
Demonstration Purpose - New Jersay DHS/DDD

m—r— T T T~ e —— e e — T T T T e —
Home | System | Access |anul:| hvlsalnmg| Discussion | L'nnllnl' Evaluation Iunl:| Classes & Events | L'u:lum| 5ulvuym| Hepulls| Log Uul| Help |

)

Lookup Learners

EI Include inactive learners

o
( Search by Lssblame‘ example Or Search by Learner Id

Search by Verification Code: Clsearch [ 3

Notes:
- Lookup Learners will fi
- This search is not case

trative scope (the facili
"ABBOT" or "abl

d departments for which you have been granted administrative access.)
urn

learners within your ad)
it f rn the same results.

sitive. Searching for "Al

The following learners match the specification you provided:

Lastname First, MI uID Password Facility Dept Pos.  Active Admin
example demo dexample2222 hello 01 CDSADMIN Yes No Transcript Manage Training| Send Email

Copyright © 2001 - 2010 MC Strategies, Inc, All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | MADSP Credentialing

€D Tnbernat L -

Enter all or part of the Learner’s last name (or you can search by Learner ID).

Note: Instead of entering all or part of a Learner’s last name, you can enter a percent sign (%)
as a wild card. This finds a list of all the Learners in your system. Keep in mind that if you have

a larger number of learners, this search could take some time.

Click the “Search” button (or press the Enter key).
A list of one or more Learners displays.

From the last name, first name and middle initial, find the specific Learner from the list.
Note: You may have two or more Learners with the same name. Check the User ID (UID)

before making changes.
Click the “Edit” button.

For technical assistance, email: CDSTA@umadnj.edu 35
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&0 COILEGE OF -
An Inreaner saseo Cusmicuwum oz DIRECT SurroRT PROFESSIONALS
Demon: Pui = New lersey DHS/DDD
Home | System I Access ILeamel:| E—Iealningl Discussion | EnnleMI Evaluation Iuo!sl Classes & Events I L‘utlum| Sulveyml Henullsl Log Uull Help |
: v — n
EdIL Learner I‘ J

To select a learner to edit, click the Select Learner button. Select Learner
Learner Status
§omenon o ACTTUE Bifggeniemuil
Learner is ACTIVE E-learning

Save Changes
Required Information
Learner ID: Unique 1D: dexample2222 Password: hello  Learner has not logged in
First Name: demo up to 30 characters
Last Name: example up to 30 characters

Sort Departments by O Dept Code O Dept Name
Dept: CDSADMN - Boggs Center CDS Administrator v select from the list
Optional Information G Membership | Add Gro
Enter the following information to support organizational needs. wa embership 4“”
one
Sub Dept:
Position Code:
Birth Date
Hire Date: 8/252010
Verification Code:
E-Mail: shellyann.dacres@umdn] edu
[J Grant learner access to the Change Management System.
[ Protect learner from auto-termination during HR download processing.
[0 Exempt learner from automatic assignments made during HR download processing.
v
e & Trternet e v

The page will refresh with the Learner’s information.
Click “Make Inactive”, then click “Save Changes”.

The Learner is now inactive in the system.

Note: If a Learner moves from one agency to another for which you also have administrative
access rights, if given permission, you may change the Learners status back to ‘Active’ for the
new site. If you do not have administrative access for the new department, you must contact the
System Administrator (CDSTA@umadnj.edu).

For technical assistance, email: CDSTA@umadnj.edu 36
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Classroom Training

Lead and Non-Lead training agencies along with agencies that are delivering their own
First Aid and CPR will already have a template created for them by the System
Administrator for the 5-Pre Service Trainings (do not make changes to the Pre-Service

templates):

Course Code Course Name

PSCPR Pre-Service CPR

PSFA Pre-Service First Aid

PSM Pre-Service Medication

PSO Pre-Service Overview

PSPAN Pre-Service Abuse and Neglect

To schedule a Pre-Service Training move on to the next section: Scheduling Training

For technical assistance, email: CDSTA@umadnj.edu 37



Slide 34

Adding/Editing Instructors

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Utillities —
Instructor List

COLLEGE OF

AN INTERNET 8ASED CurRiCULUM FOR DIRECT SuprORT PROFESSIONALS

Demonstration Purpose - New Jarsay DHS/DDD

Home | System I Access |Learnefx| E-Ieamingl Discussion I Cnnlenll Evaluation Tools | Classes & Events Cuslnml Sulveynll Rapnrlsl Log Elull Help |

Classes & Events  »
Ontrack »
Utiities

n Home Page IU

Manage Administrative Status Summary
E-learning / Individual View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights,
E-learning / Department  View

Class/Event Roster V‘ﬂl Click here to view your administrative status detail.
Quick Links

Lookup Learners V|_EW,

Create a Module View|

Edit a Module V‘ﬂ,

Help Documents View|

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Instructors may be Lead / Non Lead Trainers already in the database of Learners or they may
be individuals who are not in the CDS.

To Add/Delete a Current Learner as an Instructor

From the menu bar, select Classes & Events — Utilities —Instructor List.

For technical assistance, email: CDSTA@umadnj.edu 39
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Classes & Events — Utilities —
Instructor List

COLLEGE OF

An InTerner sasep Curriculum For Direct Surrort PROFESSIONALS

Homal Spstem | A

| Loomers | €1

Demonstration WMF!JO

Di: i | Content | Evaluation Tools I Claszes & Events | Custom | Surveyor Repnrl:l Log Dut |

= New Jersey DHS/DDI

Help

Classes & Events - Instructor List

D

|: New Instructor | >

Name
Abaexample, Joe

Abbexample, Micheal
Abcexample, Sara
Abdexample, John
Abeexample, Barabra
Abfexample, David
Al xampl
Abhexample, Martha
Abiexample, Jane

Abjexample, Anthony

mantha

Facility
01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

01
New Jersey DHS/DDD

Dept. Email
dummyemail@umdnj.edu

dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu
dummyemail@umdnj.edu

dummyemail@umdnj.edu

Phone
555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

555-111-2222

Employee

Yes

Yes

Yes

Yes

Yes

Yes

Rem

Rem

Remove

Remove

Rem

Rem

PERERREREn

In the image above, the column titled Employee indicates whether or not this person is a

Learner on the site. Yes listed in this column shows they are a Learner within the system, those

with No listed, indicate that they are an instructor who is not yet in the system.

Tip: You can click the instructor’s name to update his/her eMail address and work phone

information.

Tip: You can remove the instructor by clicking the Remove button

To add a New Instructor - Click the New Instructor button.

The Instructor Demographics page opens.

Tip: You can click the instructor’s name to update his/her eMail address and work phone

information.)

Note: You are not permitted to remove or update information for an instructor that is not

from your own agency.

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Utillities —
Instructor List

Instructor D hi

You may add instructors by:

1, Searching for existing individuals in the system.
2. Adding names of individuals not listed in the system,

Tosearch, use the search box below, Select the indvidual you want to add from those located in the search list, Edit s needed, then cick Save to save that instructor,

To manually enter an instructor, enter as much of the information as you can in the fieds below. Click Save to save the information,

- . Canenh

Search by Last flame: et

First name: Last name: Save
Email address:

Facility: long v

Work phone:

To search for a specific instructor:

Enter all or part of the Learner’s last name in the search box.
Click “Search” button, select the indificual you want to add from those located on the search list.

Edit as needed, then click save.

To manually enter a new instructor:

Enter instructor information (first and last name, email address, and work phone number).
Choose the facility: New Jersey DHS/DDD (Note: You may have instructors that are not
employees of your agency. If the instructor is a non-employee, keep “None” in the drop down
box. If you add a Facility to the non-employee, the instructor displays as an Employee on the
Instructor List. This applies if you have Red Cross instructors that come to your agency to do
CPR classes, but are not employed by your agency).

Click ‘Save’

For technical assistance, email: CDSTA@umadnj.edu 41



“The instructor was added” text displays.

Click the Close button (red ‘X’) in the upper right to close the pop-up window.

Note: If you want to delete an instructor, click the Remove button to the right of the name/facility
of the instructor. Click OK.

For technical assistance, email: CDSTA@umadnj.edu 42
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Adding/Editing
Classroom Locations

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Utilities —
Manage Classroom Locations

7, COLLEGE OF
wf

€ SRy
% B0 An Intenner aseo Cunicuium for Dinecr Surrost Proressionas

Demonstration Pul = New Jersey DHS/DDD

Home | System I Access ILnlnunI E-Ie-mingl Discussion | Content | Evaluation Tools | Classes & Events Eu:lnmISulveyan Rupmt:l Log Out | Help |

Classes &Evenls »
Ontrack 4

Ultilties: 4

Manage Administrative Status Summary Reports
E-learning / Individual M
E-learning / Department  View

n Home Page " ]

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

Class/Event Roster M Click here to view your administrative status detail.
Quick Links

Lookup Learners M

Create a Module view]|

Edit a Module View]|

Help Documents M

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

It is best to create the classroom information in advance so the locations are available to add to

your events.

Find a classroom location for your event.

Select this feature to find and populate a classroom location and note the maximum number of
occupants within the rooms that could host training sessions and meetings.

Steps to Create a Classroom Location at a Facility:

You create the classroom locations for a facility. It is best to create the classroom information in
advance so the locations are available to add to your events.

From the menu bar, select Classes & Events — Utilities — Manage Classroom Locations.

For technical assistance, email: CDSTA@umadnj.edu 44
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Classes & Events — Utilities —
Manage Classroom Locations

& COUIEGE OF

a =
iy
75 07
S5 ¥ A Inteaner saseo Cusmicurum o Disecr Suspont Prosessionis
Demonstration Pu; ~ New Jersay DHS/DDD
Home | System | Access ||.Eﬂll’l!ﬂ] E-[eaming| Discussion | Content | Evaluation 'lnnlsl Classes & Events I Cualoml 5u|veynl| Repml:l Log IJuII Help I
Classes & Events - Manage Classroom Locations || ]
List classroom locations at Facility: | 01- New Jersey DHS/IDDD
Add/Edit Classroom Information
Classroom name:
Capacity:
Address:
City, State Zip “b
Classroom locations for New Jersey DHS/DDD
Location (click to edit) Capacity Address City/State/Zip
Liberty Plaza, 3rd Floor, Room A 25 335 George St. Liberty Plaza New Brunswick, N) 08904 3 events linked
Liberty Plaza, 3rd Floor, Room B 55 335 George St. Liberty Plaza New Brunswick, NJ 08904 8 events linked

Copyright @ 2001 - 2010 MC Strategies, Inc, All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

From the drop-down menu “List classroom locations at Facility” select the facility of the
classroom, and click the List button. The Manage Classroom Locations page opens to
Add/Edit Classroom Information and a list of the classroom locations for the selected facility

display.

Add the following classroom information:

Enter a name for the classroom starting with your agency’s name.

Enter the Capacity for this classroom. (The maximum capacity of students for the classroom. —
once this number of Learners enrolls, a wait list starts).

Note: An Event may have a maximum number of learners that is less than the location’s
maximum capacity. If that is the case the Wait list starts with the maximum enrollment identified

in the course.

For technical assistance, email: CDSTA@umadnj.edu 45



Enter the Address of the location.

Enter the City, State and Zip of the classroom.

Click Save as New Classroom button.

The page refreshes and the new classroom displays with the existing classrooms.

Note: If you need to make any changes to a classroom'’s information, simply click on the name
of the classroom, and the information populates the form above; you can then edit and save

your changes.
Tip: If you want to see classroom information from other facilities, select another facility from the

drop-down menu above and the list refreshes with the classrooms for the new selected facility

(this only applies if you have access to more than one facility).

For technical assistance, email: CDSTA@umadnj.edu 46
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Creating a Template for
New Agency Specific
Classroom Training

Classroom templates for the 5 Pre-Service Trainings have already been created for you
(Overview of DD, Abuse & Neglect, CPR, FA, Medication). DO NOT create new classroom

templates for any of the Pre-Service Trainings.

To schedule a Pre-Service Training move on to the next section: Scheduling Training
Lead and Non-Lead training agencies along with agencies that are delivering their own
First Aid and CPR will already have a template created for them by the System
Administrator for the 5-Pre Service Trainings (do not make changes to the Pre-Service

templates):

For technical assistance, email: CDSTA@umadnj.edu 47



Course Code Course Name

PSCPR Pre-Service CPR

PSFA Pre-Service First Aid

PSM Pre-Service Medication

PSO Pre-Service Overview

PSPAN Pre-Service Abuse and Neglect

The Event Manager uses templates to create courses eliminating the duplication of work
associated with multiple event scheduling. A single course may have multiple events each one
being the same course offered on different days (e.g., CPR offered 20 times a year so there are

20 CPR events, not 20 separate templates).

*Note: When creating a new agency specific class/event remember to name the class
beginning with your agency’s name (i.e. Boggs Center Orientation). Failure to adhere to
the naming requirements will result in deletion of the posted class/event by the System

Administrator.

Note: If a template for the Class/Event you would like to schedule already exists, skip ahead to

Scheduling Classes & Events section.

For technical assistance, email: CDSTA@umadnj.edu 48
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Classes & Events — Create Course
Templates

&% COLLEGE OF

An Inrerner saseo Curmiculum rox Direct Surrort ProfessionaLs

Demonstration Purpose - liew Jersey DHS/DOD
D

Home | System I Access |L=alnm:| E-Iaaming' Discussion I Ennlnnll Evaluation Tools | Classes & Events Beports | Log [Iul' Help |

Manage Adminisirative Status Summary = _T5F
E-learning / Individual View
E-learning / Department  View

AutorManager
Your administrative scope includes 1 departments across 1 facilities. Within this scope vou will have specific administrative rights

Class/Event Roster M Click here to view your administrative status detail.
Quick Links

Lookup Learners view|

Create a Module view|

Edit a Module View

Help Documents V‘ﬂl

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialin

Creating a course template.
You can create a course template at anytime. Once you make a course template; for example,

for a Time Management course, you use the template each time you are ready to schedule

class.
From the menu bar, select Classes & Events — Classes & Events — Create and Edit

Course Templates.

For technical assistance, email: CDSTA@umadnj.edu 49
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Classes & Events — Create/ Edit
Course Templates

-~

Classes & Events - Create/Edit Course Template

I

New Course Edit Existing Course

Entries in red are REQUIRED entries

Course Code (20 characters max.): |Sample Course Name (70 characters max.): |Boggs Center Sample Classroom Template
Track this course in CE reports? [

This is an example of how to create a classroom
Description: template.

To learn how to create a classroom template.

Objectives:

Min. class size: |2 Max. class size: 12 Type: | Classroom Training i

# Sessions: 1

Contact Hours |5 qp Cost: (50.00 CE Expire: (m/d/yy) Blank = Never

Nurse Planner eMail: Phone:

Contact Person |Mr. Example eMail: |dummyemail@umdnj edu Phone: 555-111-2222

Location:

Addl. materials: |instructor's Manuel Addl. Materials Cost: $0.00
Special Bring a copy of the Instructor's Manuel if you can.

Instructions:

&

*Note: When creating a new class/event remember to name the class beginning with your
agency’s name (i.e. Boggs Center Sample Classroom Template). Failure to adhere to the
naming requirements will result in deletion of the posted class/event by the System

Administrator.

Tip: All items marked in red are required items for the course and event. You may only use a
course code once in the system. If the course code or name you have chosen already exits, you

will be prompted to select a different course code/ course name for your template.

Required. Add Course Code and Name
Course Code: This code helps you to search for courses when you need to edit information or
schedule an Event. For example, Boggs Center Sample Classroom Template is coded as

Sample

For technical assistance, email: CDSTA@umadnj.edu 50




Course Name: The course name is also the Event title that Learners see along with the
scheduled dates of the event when they self-enroll.
Note: The course name and code is used each time you schedule an event from the course

template.

Enter a description and the objectives for the course.

Description: Describes the course and is available on the information screen that Learners can
view when self-enrolling into an event.

Objectives: List of the course objectives and is available on the information screen that

Learners can view when self-enrolling into an event.

Enter the size and type requirements:

Minimum class size: Defines the minimum number of Learners required for the class to be
conducted. Some classes may need to be cancelled if not enough Learners enroll.

Maximum class size: Sets the maximum number of Learners allowed in a class.

Note: If the maximum number is met, additional Learners attempting to enroll in the class are
added to the waitlist.

Type of event: Shows Learners what kind of training the event will be and appears on the
information screen on Learner’s side of the system (e.g., Classroom Training, Teleconference

etc.).

# Session (Required) — Enter the number of Sessions (days) to complete the event. This lets

the Learners know how many days the event runs (e.g., a two-day class).

Enter the following as needed:

Contact Hours: Enter contact hours, (the total # of hours the training will be held for).

Cost: (does not apply)
CEU Expires: (does not apply)

Nurse Planner/eMail/Phone: (does not apply)

Required. Contact Person’s name and eMail. Phone is optional.
Contact Person/eMail/phone: This information is listed on the event information page as the
person to contact for assistance and is also listed in the eMail communications to Learners

enrolled in the class (this could be the instructor of the class or the staff person’s supervisor).

Enter the following optional items:

For technical assistance, email: CDSTA@umadnj.edu 51



Tip: The following items can be defined at the course level, but are not required. This
information can also be added when you schedule the event. Some of these items require
information when you schedule the event.

Location — select a location when scheduling the class.

Addl. Materials: Allow additional materials to be outlined so Learners are aware of what might
be required from the information window.

Special Instructions: This is an information field that displays on confirmation letters to
Learners.

Note: This is an information item that displays on confirmation letters to Learners.

Additional Material Cost: (does not apply)

Click the “Save” button in the upper right.

For technical assistance, email: CDSTA@umadnj.edu 52
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Templates

Classes & Events — Create Course

)
jj‘"‘""s
OFE

&%, COLLEGE OF

AN Inteaner aasep Curmicuium ror DiRect SurpoRT PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD.

Home | System I Access ILciln:l:] Evlearninyl Discussion I Ennl:nll Evaluation qul:l Classes & Events ] Cu:lumISulvtyor] Hrpcll:l Log Uul] Help I

Classes & Events - Create/Edit Course Template

)

Entries in red are REQUIRED entries
Course Code (20 characters max.): |Sample
Track this course in CE reports? [J
Events created 0 active and 0 archived
This is an example of how to create a sample

Description: classroom template.

To learn how to create a sample classroom
Objectives: template.

Min. class size: 2 Max. class size: |12

# Sessions: 1

Contact Hours 59 Cost: $0.00 CE Expire:

Nurse Planner eMail:

Contact Person |Mr. Example eMail: |dummyemai@umdnjedu

Location: | Select a Location

Addl. materials: | instructor's Wanual

Special Bring a copy of the instructor's manual if you can.

Instructions:

Schedule This Course Clone this Course Delete This Course
e S  —

Type: | Classroom Training

Course Name (70 characters max.): |Boggs Center Sample Classroom Template Save

m/dfyy) Blank = Nevar

555-111-2222

Addl. Materials Cost: 50.00

New Course | Edit Existing Course |

€D Trtermat T

Once the course information is saved, three additional buttons display across the top of the

page: Schedule This Course, Clone This Course, and Delete This Course and two

additional items display at the bottom of the page: Search Terms and Prerequisites.

Schedule this Course — where you create an Event by adding a date and time for the course to

be held.

Clone this Course (not recommended)- copies the current course information and you gives it

a new course code and name.

Note: If you decide to clone a course you have to give it a new course code and course name.

Delete this Course — once learners have been enrolled in a scheduled course the template can

not be deleted.

For technical assistance, email: CDSTA@umadnj.edu
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Search Terms: Define search terms the Learners may use when they are looking for the event
to self-enroll. For example, if your organization offers CPR, but internally you all might refer to
that course as CPR, Cardiac Life Support, or just Life Support. You can put each of these terms
in the Search Terms field and the site displays this course if any of these terms are used when a

Learner searches.

Prerequisites Course List: This is for informational purposes and should be used to
identify courses that must be completed prior to enrolling into this course. This list is
generated from the other courses already in the Events Manager Course list. If an item does not
exist in Events Manger, it will not show up on this list.

Enter if applicable.

Click the “Save” button at top of page.

You are now ready to schedule this course.
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Scheduling a
Classroom Training

For technical assistance, email: CDSTA@umadnj.edu
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Learner Management System

Tracking Training

 Minimum reguirement of agencies is to
track pre-service training of all staff

« Use of the CDS LMS to track pre-service
will support DDD in meeting its CMS
requirement to track these trainings in a
centralized location

« Potential future benefits — reduction in
paper work, streamlining licensing reviews

For technical assistance, email: CDSTA@umadnj.edu 56
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Tracking Roles of Agencies &
Training Agencies

Agencies

Lead & Non-Lead Training Agencies

Enroll all learners in the CDS .

Current Staff enrolled via bulk
upload .

Enter historical pre-service
training data of current staff into
system using OnTrack

Enroll new hires directly in CDS

If you are a neither a lead or
non-lead, but do your own
CPR/First Aid you will need to
use the system to track this data
similar to the leads/non-leads

Set up pre-service trainings in the
system using available templates

Regqister participants in pre-service
training using CDS

Only trainers (or their designees)
can register participants into
trainings they create.

Mark final status of participant (i.e.
complete, incomplete, no show...)
after the training

Use on Track to log CPR/First Aid
Expiration Dates

For technical assistance, email: CDSTA@umadnj.edu 57
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Classes & Events — Schedule New
Event

s, COLLEGE OF
Sl e~

Sy
Oy An INTERNET BASED CURBICULUM FOR DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

Hml System | Access |Lealnm| E-Ieamiml Discussion | Curllenll Evaluation Tcml:[ Classes & Events | Culluml Suwwulﬂwwttl Log Uull Help |

2 )

Utities g =
Manage Administrative Status Summary Reparts Class/Event Rostet
E-learning / Individual View Auto-Manager )
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

E-leaming / Department  View

Class/Event Roster \iew Click here to view your administrative status detail
Quick Links
Lookup Leamers View

Create a Module View

Edit a Madule View

Help Dacuments View

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Scheduling an event involves adding a specific time and date along with additional required and
optional items to the previously created course template.

Lead and Non-Lead training agencies along with agencies that are delivering their own
First Aid and CPR will already have a template created for them by the System
Administrator for the 5-Pre Service Trainings (do not make changes to the Pre-Service
templates):

Course Code Course Name

PSCPR Pre-Service CPR

PSFA Pre-Service First Aid

PSM Pre-Service Medication

PSO Pre-Service Overview

PSPAN Pre-Service Abuse and Neglect

Select Classes & Events — Classes & Events — Schedule a New Event.

For technical assistance, email: CDSTA@umadnj.edu 58
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Classes & Events — Schedule New
Event

&% COLLEGE OF
T
Bl 5
ST, Aw tutenser waseo Cuicuom ror Dt Surroit Proressionais

Demonstration Purpose-onetwo - New Jersey DHS/DDD

T e T icaming | Discussion | Content | Evatuation Tooks | T & Events | Cusiom | 5 | FY—— e
Home | Sysiem | Access | Leamers | E-leamning | Discussion | Content | Evaluation Tools | Classes & Events | Cusiom | Surveyor| Repoiis) Log Qut | Help |

Classes & Events - Schedule New Event "]

Classes/Events are created from course templates. To select a course template to create your class/event, enter the course code and/or a course name for the template you want to use. Click Search to list course
templates matching your specification. Choose the one you want by clicking the course code for that course.

You may use partial criteria for your search. For example, entering 'ACLS' in the course name would find all courses beginning with ACLS.

Course code: |sample

Course name: Facilities: | Al

Course Code Course Name Description
Sample Boggs Center Sample Classroom Template This is an example of how to create a sample classroom template.

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

& Trbwnat Fannen v

Enter

a course code or name to locate a course template. You can also select a Facility where

the course was created, or select ‘All’ for your facility. The more search criteria you enter, the

more specific your search results.

Pre-Service templates

Course Code Course Name
PSCPR Pre-Service CPR

PSFA
PSM
PSO

Pre-Service First Aid
Pre-Service Medication

Pre-Service Overview

PSPAN Pre-Service Abuse and Neglect

Click the Search button. Any Courses matching your criteria will appear on a list below.

Click the “Course Code” hyperlink to open the course you want to schedule.

For technical assistance, email: CDSTA@umadnj.edu 59
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Classes & Events — Schedule New
Event

COLLEGE OF

An INTeRNET BASED CURRICULUM FOR DIRECT SUPPORT PROFESSIONALS

DEMOHSQPME;; Purpose-onetwo - New Jarsey DHS/DDD

Home | System I Access ILIam-nI E-lumingl Discussion I Enntrnll Evaluation TnnI:I Classes & Events I Eustnmlﬁulveyml R:pnrlll Log l]ull Help I

Classes & Events - Schedule ”]

View Course | Create New Event j Edit Existing Event J Save Event j

Event Name: Sample - Boggs Center Sample Classroom Template
Course Information

is New - Not Saved

o
( Start Date: B ey End Date: 2] T
M Start Time; 1200P1 v End Time: 1230PM ¥

Please Note selecting a location for this event does NOT confirm its availability. Pleags ok gard proceduras for reserving this room/area.
Location: Select a Location g}

This is an example of how to create a sample
Description: classroom template.

To learn how to create a sample classroom

Objectives: femplate.
Notes:
Addl. Materials: Instructor's Manual
Sessions: 1
Capacity: 12 Min. Capacity: 2
Nurse Planner: eMail: Phone:
Contact: Mr. Example eMail: |dummyemai@umdni| Phone: 555-111-2222
Event Type: Classroom Training ¥ Host Facility: | New lersey DHS/DDD v
Allow self-enrollment
Instructor & Credits
Instructors Credits and Hours
e €D Iriemet s v

The Classes & Events — Schedule page opens with the course information added to the event

you want to schedule.

Enter Start Date, End Date, Start Time, and End Time.

Click “Select a Location” button. (see next slide for popup).

For technical assistance, email: CDSTA@umadnj.edu 60
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p"j Select Facility - Windows Internet Explorer

Event

Classes & Events — Schedule New

# | htkp:ffappa2,webinservice, comfKDS50a) contentfeventsmanager fclassroomSelectFacility, aspFev=08sc=8sd=03/30/201 1 8=
| Archway Programs o1 280 Jackson Rd. Atco, NI O=004 ~
arts Access Gallery 01 65 Highland Avenue Peapack M1 07377
Awvenues to Independent Living o1 544 Curtis Ave Woodbury, M1 08095
Bancroft - 800 Building Training Room 04 800 Kings Highway M. Cherry Hill, MJ] 08034
Big Room o1 815 Cedar Bridge Ave. Lakewood, M1 08701
Board Room o1 1158 Wayside Rd Tinton Falls, M1 07712
Board Room o1 815 Cedarbridge Avenue Lakewood, M1 03701
Board R.oom a2 6550 Delilah Rd EHT, M1 03234

< BOEES Center Liberty Plaza, 3rdm 335 George 5t. Liberty Plaza Else‘;\'ogruns'_\'ick, ra
Brain Injury Association of Mew Jersey o1 825 Georges Road E;;?ZBr”ns"\'ick' M3
CARINGHouUse Meeting Room 01 101 West Deatur Ave. Pleasantville, N
Choose your own location o1 a a
CODI Training Room 01 201 Atlantic Avenue Eag Harber City, M3
Community Options Forked River Office o1 202 Morth Main Street Egr?kf;:l River M3 ~

€D Internst H100% T

Either select a Facility from the drop-down or choose all locations. Click the “List” button. The

Classroom list displays. Any Classroom that has any events assigned displays the event code,

the name of the event, and start and end times for each event listed.

Note: If there is a conflict of events for a classroom, when you save the event you will be

warned that the location is already assigned to another event.

Click the Location name and the classroom is added to the event, then close the pop-up

window.

Note: Entering a location here does not confirm the availability of the room. Follow your normal

facility procedures to reserve the classroom.

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Schedule New

Event

% COLLEGE OF 8

An Inrerner saseo Cusmiculum FoR DIReCt SUPPORT PROFESSIONALS

Demonstration Purpose-onetwo - lew Jersey DHS/DDD

Home | Systom | Access | Leamers| E-lsaming | Discussion | Content | Evaluation Toals | Classes & Events | Custom [ Surveyor| Reports | Log 0wt | Help |

Classes & Events - Schedule H ]

View Course | Create New Event | Edit Existing Event |
Event Name: Sample - Boggs Center Sample Classroom Template

Course Information

This event is New - Not Saved
Start Date: 03/3022011 m (m/dfyy) End Date: 03301011 m (m/d/yy)
Start Time: 03:00 AM ¥ End Time: 0500 P ¥

Please Note selecting a location for this event does NOT confirm its availability. Please follow standard procedures for reserving this room/area.

Location: Boggs Center Liberty Plaza, 3rd Floor, Room A Select a Location

This is an exampi of how to Create a samp

Description: ‘classroom template.
To learn how to create a sample classroom
Objectives: template.

Notes:

Addl. Materials: Instructors Wanual

Sessions: 1

Capacity: 12 Min. Capacity: 2

Nurse Planner: eMail: Phone:

Contact: Mr. Example eMail: [dummyemai@umdn| Phone: |555-111-2222
Event Type: Classroom Training ¥ Host Facility: | New Jersey DHSIDDD v

Allow self-enroliment
Instructor & Credits
Instructors Credits and Hours

€D Internet o -

The location you have chosen will appear in the location box on the page.

Click “Save Event” at the top or bottom of the page. (You must save the event before you

can select an instructor or make visibility selections).

A pop up will appear “Saved Successfully” and the page will refresh with the new

information if your event was saved.

For technical assistance, email: CDSTA@umadnj.edu 62
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If unable to save event...

~ COLLEGE OF

AN INTeRnET AsED Curmicutum For Direcr Suprort PROTESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

T T T T T T T T T T T T T T
Home | System | Access | Learners| E-learning | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Surveyor| Reports | Log Out | Help |

Events Manager - Schedule an Event !H

The event was not saved. The following errors were found while setting up this event:
Location OR scheduled start/end time conflicts with another scheduled event.

Please click the Back button in your browser, correct the errors, and save the event again.

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reagistered User Agreement | NADSP Credentialing

€D tnrermet ®1nen v

If you try to save an event and it conflicts with an already existing event for the same location,

date, and/or time you will receive an error message.

Click the back button on your browser to make corrections, then try saving again.

For technical assistance, email: CDSTA@umadnj.edu 63
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Event Cont'd

Classes & Events — Schedule New

Classes & Events - Schedule

)]

View Course |

Create New Event |

Edit Existing Event

|

Event Name: Sample - Boggs Center
Course Information

Start Date:

Start Time:

Sample Classroom Template

This event is Active Created: 3/3/2011 11:46:19 AM

37302011 End Date:

(m/d/yy)

09:00 AM ¥ End Time:

Enroll Learners | Archive Event

Cancel Event

31302011

(m/d/yy)
05:00PM ¥

Please Note selecting a location for this event does NOT confirm its availability. Please follow standard procedures for reserving this room/area.

Addl. Materials:
Sessions:

Capacity:

Nurse Planner:

Contact:

Event Type:

Allow self-enroliment []

Instructor & Credits
Instructo

Visibility

Dana

Location: Boggs Center Liberty Plaza, 3rd Floor, Room A Select a Location
This is an example of how to create a sample

Description: classroom template.
To leam how to create a sample classroom

Objectives: template.

Notes:

Instructor's Manual

1

12 Min. Capacity: |2
eMail: | Phone:
Mr. Example eMail: [dummyemai@umdnj]  phone: [s55-111-2222

Classroom Training v|  Host Facility: | New lersey DHSDDD v|

Credits and Hours

Contact hours: 6
CE's: 0 Credits by:
CE's Expire:

Event is Co-provided: No  With Whom:

& tnternet

#1009

Selecting Instructor(s)

Click on “Select Instructor” button. A pop up will appear.

For technical assistance, email: CDSTA@umadnj.edu
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[ Add Instructor - Windows Internet Explorer

£ htp:ffapp9.wekinservice.comD550afcontent feventsmanager lassroomAddEventTnstructor, asp?sch=Rev=4708sf =

Classes & Events — Schedule New
Event — Select Instructor(s)

oK

v 1 Search }

(seect D

Last name; Bbaexample Faciity: | Al
Available Instructors
Name Facility Phone

() Abaevempl, Joe 01 5551112202

Selected Instructor(s)

Enter &l or part of the last name of the instructor you are loaking for, To narrow your search to a single fadiity, select that fadlity from the i,

0 Internet

0 v

Enter the last name of the instructor you want to add to the event.
Click the Search button.

Select the instructor’'s name from the available list and click Select. The instructor’s name wiill

move from the left column (Available Instructors) to the right column (Selected Instructor). Close

this window when complete.

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Schedule New
Event Cont'd

Notes:

Addl. Materials: Instructor's Manual

Sessions: 1

Capacity: 12 Min. Capacity: |2

Nurse Planner: eMail: Phone:

Contact: Mr. Example eMail: |dummyemai@umdnj| Phone: [555-111-2222
Event Type: Classroom Training ¥ Host Facility:  New Jersey DHSDDD v
Allow self-enroliment [

Instructor & Credits

Instructors Credits and Hours
Select Instructor(s) Contact hours:
CE's: 0 Credits by:
CE's Expire:
Event is Co-provided: No  With Whom:
z
O Everyone can enroll in this event @ Limit enrollment Select Facilities/Depatments
Publish Only (Prevent Online Enroliment) [
Enroliment Information
nroll into the event until 11:59 PM EST on the enroliment end date
Enrollment begins: Gl (m/d/yy) Blank = Immediste Enrollment ends: 37302011 m/d/yy) Blank = Event Start
Cancel by: ﬁﬂ m/d/yy) Blank = Evant Start Cancel penalty: v
e m
Wait List Closes: m m/d/yy) Elank = Evant Start
[JDo not send email
Automatic Notification: Confirmation of Enroliment - Std. |¥
Cancellation Letter: Canceliation - GENERIC v | View
Bring & copy of the instructor's manual if you can.
Special Instructions:
Fees & Discounts
Pone €D Tnternet T A

Select Visibility (Who can enroll in an event?)
Visibility limits who can enroll in an event. An administrator determines which facilities and/or
departments can see this event for enrollment. You should limit visibility to your own department

(or facility if applicable).

Click checkbox to the left of the ‘Select Facilities/Departments’ button then click the ‘Select
Facilities/Departments’ button. Complete the window that opens (select facility and

department and/or job code, then click add to list — see next slide for sample).

Note: The Publish Only option allows Learners to see the event being offered, but requires that
each Learner contact an administrator to be enrolled (self-enrollment option must be chosen in
order for Learners to see the Publish only events). If you want to allow everyone to enroll in the

event, click the ‘Everyone can enroll in this Event’ radio button.

For technical assistance, email: CDSTA@umadnj.edu 66
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Selecting Visibility

{2 Select Visible Facilities / Departments - Windows Internet Explorer.

& | httpiffapp39.webinservice,comKDE50ajconkent /eventsmanager idassroomSelectisibleF acilities, asp?sc=01%ey=28%sd= hd

Select Facilities

FaciIiE:' !ew Jerzey DHS/ODD 5 Dept: >01 - Admin Demo w

Job Code:| v | [ Add to List |

Individuals in the fadlities/departments and job code(s) listed below will be able to self-enroll in the currently selected event. To add fadilities/departments
to the list, select them from the list(s) above.

Facility Department
Mew Jersey DHS/DDD Admin Dema delete

€ Internet F100% -

Select facility and department and/or job code, then click “Add to List”.

The list of the departments you have chosen to make the event visible to will appear below.

For technical assistance, email: CDSTA@umadnj.edu 67
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Classes & Events — Schedule New

Event (cont’d)

Instructors
Visibility

Enrollment begins:
Cancel by:

Wait List Closes:

utomatic Notificatio

f
‘! Cancellation Letter:

ecial Instructions:

Fees & Discounts
Early Enroll Date:

Discount Info:

Fees

Select Instructor(s)

© Everyone can enroll in this event & Limit enroliment
Publish Only (Prevent Online Enrollment) []
Enrollment Information

Credits and Hours A
Contact hours: 6

CE's: 0 Credits by:

CE's Expire:

Event is Co-provided: No  With Whom:

Select Facilities/Departments [

Learners may continue to enroll into the event until 11:53 PM EST on the enrollment end date
i . BE
@ m/dfyy) Blank = Immediate Enroliment ends: 302011 @ m/dfyy) Blank = Event Start
AR -
E:I (m/dfyy) Blank = Event Start Cancel penalty: ¥
i
=il (m/d/yy) Blank = Event Start
[JDo net send email
Confirmation of Envoliment - Sid. | [View
Cancelation - GENERIC v | | View
Bring a copy of the instructor's manual i you can
Eﬂ m/d/yy) Blank = Hone Early Enroll Disc: $0.00 (dollars)
Group Discount: 50.00 (dollars)

s

| Charges | Explan Fees

Other Fees
No Show: |50.00

Host Facility: |$0.00 $0.00
Discount: 50.00 50.00
Other Facility: |30.00 50.00
Other: 50.00 50.00
None €D intermet s -

Tip: If you do not want to have a Wait list for an event, make the Wait List date the same date

that enrollment begins.

Do not send email: If you do not want to send any emails for a specific event to your Learners,

select the ‘Do not send email’ selection.

Automatic Notification: Enrollment confirmation emails sent by the LMS to Learners include

event name, date of event, start and end times, location, any special instructions and other

miscellaneous information.

Click the View button to the right, and the letter opens and you can print the letter. Only

Learners that have eMail addresses in the system will be sent a registration confirmation.

For technical assistance, email: CDSTA@umadnj.edu 68




Cancellation Letter: If an Event is cancelled, a Cancellation letter that conveys cancellation
information to Learners is sent by email. Click the View button on the right to see the contents of
the ‘Cancellation’ letter. Only Learners that have eMail addresses in the system will be sent a

‘Cancellation confirmation’ letter.

Note: If one or more Learners are ‘removed’ from an Event, the removed Learners are NOT
notified automatically by eMail.

Special Instructions: Communicates instructional information to the Learners. This information
is viewed by the Learners in the eMail confirmation letters that are generated during the
enrollment process. Only Learners that have eMail addresses in the system will be sent a

registration confirmation.

Click “Save Event”.

Tip: You can now enroll Learners.

For technical assistance, email: CDSTA@umadnj.edu 69
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Classes & Events — Schedule a
New Event — Data Change
Notification

Events Manager - Schedule an Event

Event Data Change Notification
Changes were made to this event that require notification of all enrolled individuals, The fallawing changes were logged.

The event start tme has changed, It was 1200 but has been changed to 0900,
The event end time has changed. It was 1230 but has been changed to 1600,

Any enrolled learner with a valid emal address listed has been natfied of the chanae via emal, Please verify that all enralled individuals have bei
notified of the change as soon as possible, For a list of enrolled leamers click here,

To return to the event: management page for this event click here.

When changes are made to an event Learners will be notified automatically if an email address
has been linked to the Learner. If an email address has not been linked to the Learner, itis up to
the Training Instructor to notify event attendees of changes.

For technical assistance, email: CDSTA@umadnj.edu 70
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Enrolling Learners
In a
Classroom Training

Only Training Instructors that are hosting the event are permitted to enroll learners into their
own classroom event. The rules for enrolling staff to a Pre-Service classroom based training has
not changed, you will need to continue enrolling staff for training through the Lead or Non-Lead

Training Instructor for that event as usual.

For technical assistance, email: CDSTA@umadnj.edu 71
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Classes & Events — Class/Event
Roster

Demonstration Purpose-onetwo - New Jersey DHS/DDD
Hete |
Help |
Classes & Events - Search ”]

lect events using a
b fiald would match
h field would mat

rches, for event names and/or course codes, will match all events having the text you enter. For example, entering the letters ‘IT" in the course
&rs 1T

You can search for text inside an entry by preceding your criteria with a % (percent sign). Using this, a search for %CPR in the event name field would produce matches for all event names having the letters CPR in
them. So, both ‘CPR Training’ and 'Infant CPR' would be matched.

Searches are not case-sensitive, so searches for 'CPR' and "cpr’ produce identical results.

Enter your Search Crit

Search for event names like: Search for course codes like: [sample
[ use date range: Start Date: ﬁﬂ (mm/dd/yyyy) End Date: Eﬂ (mm/dd/yyyy)
® Not Archived O Archived O Al
Locate events WHERE classroomCourse.CourseCode like 'sample%' @
Color codes: Cancelled events
Coursename Course Code  Location Start Date  Start-End Time Enroll. Begins  EnrollEnd  # Enrolled
Boaggs Center Sample Classroom Template Sample Boggs Center Liberty Plaza, 3rd Floor, Room A 3/30/2011 0900 - 1700 3/30/2011 0
Copyright @ 2001 - 2011 MC Strategies, Inc. All nights reserved.
Terms and Conditions | Privacy Policy | Reagistered User Agreement | MADSP Credentialing

D tobernet e -

Select Classes & Events — Classes & Events — Class/Event Roster

Select an event using any or all of the criteria on the page. Then click the List button.

Click the event ‘Course name’ (shows as a hyper link) that you want to assign a Learner to.

The event page will appear.

For technical assistance, email: CDSTA@umadnj.edu 72
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Classes & Events — Class/Event
Roster — Enroll Learners

r‘l::ﬂ::'_-'u.—"“ sarning Management System (LMS) v5.0 - Windows Internet Explorer Bﬂa
g * B . comnY] je |_Enrol.. 4 ] [ ] | X el

Fie Edt  vew Favortes Todls Heb

dr | EMC Srategies Learming Managsment System (LMS) ¥5.0 Fi - B o vk Peos - (5 Todk -
£ M5, COLLEGE OF

Ass bt asrs Curmcunisu sos Duscr Surort Proirsasas

Ry
.| EEE Eiﬁm = Naw ]EV!E\' DHSTD0
Home | Swstem | Access | Leamers| E-deaming | Discussion | Content | Evaluation Tooks | Classes & Events | Custom | Survevor| Reports| Log 0ut | Help |

Classes & Events - Roster: B00gs Center Sample Classroom Template on 3/30/2011 ]|
|
i DO
| O include inactive learners
ocat
Name Learnerld verification Group Job
Code Code Code

Facility Dept

¥ || ¥ Sort Departments by ) Dept Code O Dept Name __ List Learners

Copyright § 2001 - 2011 MC Strategies, Inc. All nghts reserved.
- jons | Privacy Policy | Registerad Uger Agresment | MADSP Credantialing

Three tabs display across the top of the Classes & Events — Roster page: Roster, Enroll, &
Resources.
Click on the “Enroll” tab.

Note: The “Roster” contains all currently enrolled Learners in this event. It also tells you the
capacity for the event, wait list if available, number canceled, and when the event is completed

the number of no-shows.

For technical assistance, email: CDSTA@umadnj.edu 73
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Classes & Events — Class/Event
Roster — Enroll Learners

&%, COLLEGE OF
Gl e
i3

O Aw Iieaner saseo Cussicuwuw ron Disicr Surort Proressionais

T T T T = = T = = T T T =y T
Home | System | Access | Leamners| E-leaming | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Surveyor| Reports | Log Out | Help |

Demonstration Pu -onetwo - New Jersey DHS/DDD

Classes & Events - Roster: Boaas Center Sample Classroom Template on 3/30/2011

D

©

Enroll

Roster Enroll Resources

Oinclude inactive learners

Locate by:
Name Learnerld Verification Group Job
Code Code
example-one
Facility Dept
New Jersey DHS/DDD ¥ || CDSDemo - Admin Demo ¥ Sort Departments by O Dept Code O Dept Name __List Learners
Facility
Name Learnerld Birthdate Code Dept. eMail Active Group Code Position

roll all of the individuals listed below.
ample-one, demo  dexample111l 12/6/1965 01CDSDemo yes yes 12

BA
Date: 322011 m (mm/dd/yyyy) Payment Method:| ¥ {lfknown

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

You can enroll one Learner at a time by searching for a Learner by name or by displaying all

Learners by Facility and/or department.

Enter the staff name
Select the Facility: New Jersey DHS/DDD (unless otherwise specified)

Select the department: (name of the agency the staff belong to)

Click List Learners button.

Select the check box to the left of each Learner that you want to enroll.

Click the “Enroll” button when have finished choosing learners.

You can click on the Roster tab to confirm that the learner has been enrolled in the class.

Note: Only Learners that have email addresses in the system will be sent a registration

confirmation and an email reminder (see next slide).

For technical assistance, email: CDSTA@umadnj.edu
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Registration Emai

?Fle Edt Vew [nsert Fomat Jooks Actions Help Adobe POF

ety | CiReplytoal | hForward | 0|3 ¥ [ 3 X [+ v - n @ 8
From: webinservicesupport@mcstrategies, com Sent: Tue 9/7/2010 11:01 AM
w I
Cc:

Subject: Reqistration Notification - CDS Administrator Training

Aitachments: 4] Add to Calendar_110128 AM.ics (874 B)

REGISTRATION CONFIRMATION
Please do not reply to this email. If you have questions, please use the contact listed in this email

TO: demo example
DEPT: CDSADMIN - Boggs Center CDS Administrator
Note: This notification is intended for the student and her/his supervisor.

This email'memo confirms your registration for the following class:

EVENT: CDS Administrator Training

DATE: 91252010

START TIME: 12:00 PM

End DATE: 9/252010

END TIME: 12:30 PM

LOCATION: Liberty Plaza, 3rd Floor, Room B
New Jersey DHS/DDD

335 George St. Liberty Plaza

New Brunswick, NJ 08904

Please plan to arrive with enough time to sign the attendance roster and be seated by 12:00 PM It is your personal responsibility to notify this office 48 hours in advance if you cancel your attendance at this seminar. All registrants on
the wait list to attend this seminar will appreciate your prompt attention to this matter.

If you have any questions, or find you need to change your class registration, please email shellyann dacres@umdnj.edu so we can ensure your needs are met
Look forward to seeing you there!

Traming and Organizational Development Department
Human Resources

Note: This notification is intended for the student and her/his supervisor.

The Learner will receive a registration email, once they have been enrolled in a class.

For technical assistance, email: CDSTA@umadnj.edu 75
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Classes & Events —
Class/Event Roster

G2, COLLEGE OF

S
sy L r—
Demonstration Pui etwo - New Jersey DHS/DDD
Home I System | Access ILunnunl E-Iulru'ng] Discussion I Conlanll Evaluation Tools | Classes & Events ] Cuﬂnml Sulveynl] ﬂ-pnﬂzl Log Dut | Help ]
Classes & Events - Roster: Boggs Center Sample Classroom Template on 3/30/2011, 09:00 AM to 5:00 PM ‘l]
Enroll Resources
Email Reminder J Fix Wait List \ Complete Event Email Log Refresh
Roster
Name Home Ph# Dept. Dept. Ph# Facility Enroll Date Enrolled by Status Active
v demo example-one CDSDemo 01 3/3/2011 Admin Enrolled Yes _Eﬂﬂ Confirm Ltr
Capacity 12 Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0

Copyright @ 2001 - 2011 MC Strategies, Inc. All nghts reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Steps to Open the Event Log - If you are not already in this window you can access the event
log as follows:

Click Classes & Events — Classes & Events — Class Event Roster

Search for the Event that you want to open an event log for.

Select the Course name link.

Click the Event Log button.

For technical assistance, email: CDSTA@umadnj.edu 76
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Classes & Events — Schedule New
Event — Roster — Event Log

(= hitp:Mapp39.webinservice.com/KDS50alconient/evenismanagerireporisfClassroomEventlog. asp?se-5 - Wi... u a)

| http:{fapp39.webinservice .com/KDS50a/content jeventsmanager/reports/ClassroomEventLog. asp?se=S5 v

Classroom Event Log

User Id Operation
chrittonB8299 EVENTS - Modify Existing Event &/
chritton8299 EVENTS - Modify Existing Event
cbritton8299 EVENTS - Madify Existing Event 39PM
chritton8299 EVENTS - Learner Status Change 6/2: 39PM Incomplete
chritton82%3 EVENTS -Learner Status Change §/23/2008 1:37:17PM Complete
sdacres2235 EVENTS - Create Course 9/3/2010 10:39:20 AM

f Operation Status
08 3:12:43 PM
06 PM

€D meernet H100% v

Detailed information on classroom events will be listed including User ID, the operation that was

performed, the date of operation and if there was a change in status of the event.

For technical assistance, email: CDSTA@umadnj.edu 77
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Classes & Events — Enroll Learners
— Roster

&0 COLIEGE OF

An Interner saseo CurRiculum ror DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home | System I Access lLeamelal E-leaming | Discussion I I:onlen!l Evaluation loulsl Classes & Events I Custom | vaeyoll Hepollil Log lJutI Help '
Classes & Events - Roster: Boggs Center Sample Classroom Template on 3/30/2011, 09:00 AM to 5:00 PM )]
Roster Enroll Resources
Event Log b Fix Wait List | Complete Event Email Log Refresh
———
Roster
Name Home Ph# Dept. Dept. Ph# Facility Enroll Date Enrolled by Status Active
v demo example-one CDSDemo 01 3/3/2011 Admin Enrolled Yes Edit Confirm Ltr
Capacity 12 Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Click the Roster tab, and your selected Learners names now list on the ‘Roster’ tab.
You can view a list of activities by event from your Roster. The list includes the User ID, activity
(added a Learner, created and/or modified the event, and so on) and the date and time the

activity occurred.

Tip: You can use the Email Reminder button to remind all enrolled Learners about the

scheduled event.

For technical assistance, email: CDSTA@umadnj.edu 78
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Classes & Events — Schedule New
Event — Roster

G0, COLLEGE OF

AN Inteaner aaseo Cumicuium ror Dinect Surrot PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home i System i Access iLealnels] E—Iealningi Discussion i Eonlen!i Evaluation Ioulsi Classes & Events ] Custom i Sulveyoli Hepollci Log Uuti Help ]

Classes & Events - Roster: Boggs Center Sample Classroom Template on 3/30/2011, 09:00 AM to 5:00 PM ||]

Roster Enroll Resources
Event Log ’ Email Reminder l Fix Wait List anmple«e Event Email Log I Refresh |
p—S—
Roster
Name Home Ph# Dept. Dept. Ph# Facility Enroll Date Enrolled by Status Active
v demo example-one CDSDemo 01 3/3/2011 Admin Enrolled Yes Edit Confirm Ltr

Capacity 12 Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Managing Wait List

As an Administrator you have control over the wait list for events.

Administrators can override the wait list option adding a Learner to an event if the Event is full.
Or an administrator can remove an Enrolled Leaner from the Roster and manually add a
Learner from the roster.

If you are not already on the Roster page for your scheduled event:

Select Classes & Events — Classes & Events — Class/Event Roster.

From the Search page, enter the search criteria for the event Roster you want to open.

Click the List button on the right.

Click the name of the course.The Roster opens.

Click the Fix Wait List button in the upper right. Note: The wait list starts when an evernt
enrollment meets the maximum capacity. The next Learner that is enrolled gets added to the

wait list and the system generates an email telling the learner they are wait listed.

For technical assistance, email: CDSTA@umadnj.edu 79
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Classes & Events — Schedule New
Event — Resources

7%, COLLEGE OF

Gy
oo
20 1% Aw Inteaner saseo Cumnicuium ror Disecr Suprour PRoressionais

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home i System i Access iLeammsi E-Ieamingi Discussion i Ennlanli Evaluation Tnnlsi Classes & Events i CustnmiSulvwnli ﬁapml:i Log Cluti Help i
1

Classes & Events - Resources: Roaqs Centar Samnla Classroom Temnlate on 2/20/201 !”

Mailing Labels: v Display All ® Enrall O Completed O
Name tags: v Display
Sign in sheet: v Display
Certificates v Display

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

The LMS comes with default mailing labels, name tags and sign-in sheets; however, you can

have your own resources available for your events.

Resources include the following:
Mailing labels (pre-filled information on the mailing label) with several defaults you can select

from or have your own customized mailing labels loaded.
Name tags (pre-filled name tags for each Learner) with several defaults you can select from or

have your own customized name tags loaded.

Sign-in sheets (pre-filled information on the sign-sheet e.g., Names of Learners) with several
defaults you can select from or have your own customized sign-in sheets loaded.

Select the type you want using the drop-down menu then click “display”

For technical assistance, email: CDSTA@umadnj.edu 80



**Note: Although certificates are listed as a resource here, your agency is still required to keep
hard copies of all Pre-Service Training certificates. Certificates printed in the system for Pre-
Service Trainings will not be accepted as confirmation that a Learner attended Pre-Service

training.
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Classes & Events — Schedule New
Event — Sign In Sheet

= Sign-in Sheet - Windows Internet Explorer

& | http://app39 .webinservice. comfKDS50a/content feventsmanager freportsfGenericSignin, asp?se=470

File Edit Wigna Fawvorites Tools Help

W oadr R - B

S - [ Page ~ 3 Tools - @ &, B

Sign-In

Event: SAMPLE-Boggs Center Sample Classroom Template
Date: 3/30/2011 - 05:00 AM to 05:00 PM
Location: Boggs Center Liberty Plaza, 3rd Floor, Room A

Hame Birth Facility /Dept/ Signature
Title Learner ID |Date Manager Email (required)
example-one, demo 01/ Admin Demo/ cdsta@umdnj.edu
Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0
Done €D Internet H100% -

Sample Sign-in sheet.

For technical assistance, email: CDSTA@umadnj.edu 82
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After the Classroom Training
(editing Learner status)

**Note: Only the trainer or their designee shall make changes to the status of the Learner
for the classroom training they are scheduled for. Changing the status of a Learner in a
training that you did not conduct will result in loss of administrative privileges and other

consequences.

For technical assistance, email: CDSTA@umadnj.edu 83
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Classes & Event — Editing Learner
Status

7 COLLEGE OF

AN INTERNET BASED CURRICULUM FOR DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home | System | Access ILeamalsI E-Ieamingl Discussion | Enntnntl Evaluation Tools | Classes & Events | Eu:tnmlSulvaynll Hnnnrlsl Log um| Help I
Classes & Events - Roster: Boggs Center Sample Classroom Template on 3/30/2011, 09:00 AM to 5:00 PM n_] |
Roster Enroll Resources
Eventlog | Email Reminder | Fix Wait stt@M} Refresh
Roster
Name Home Ph# Dept. Dept. Ph# Facility Enroll Date Enrolled by Status Active
v demo example-one CDSDemo 01 3/3/2011 Admin Enrolled Yes Confirm Ltr
Capacity 12 Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Updating Learner Status After the Classroom Event

Select Classes & Events — Classes & Events — Class/Event Roster.

From the Search page, enter the search criteria for the event Roster you want to open.
Click the List button on the right.

Click the name of the course.

The Roster opens.

Find the Learner's name on the left, click the Edit button to the right of the Learner’'s name.

The Edit Online Student Enroliment Record opens for the selected Learner and event.

For technical assistance, email: CDSTA@umadnj.edu 84



Note: Once the in-classroom training is over, you may change the Learner status info.: enrolled,
waiting list, canceled, complete, no show, or incomplete. You could change the status of each
individual Learner or edit the status for no show, incomplete or canceled learner first then click
“Complete Event” which changes all remaining Learners status from Enrolled to Complete
(Should only be clicked when roster is finalized and no shows are removed). This will

make it easier for the trainer to update the Learner status after the classroom event.

Complete Event changes all learners status from Enrolled to Complete (Should only be

clicked when roster is finalized and no shows are removed).

For technical assistance, email: CDSTA@umadnj.edu 85
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Classes & Events — Walt List —
Edit Learner Status

— Edit Enrolled Learner - Windows Internet Explorer

£ | http: ffapp39. webinservice, com/KDSS0afcontentfeventsmanagerdassrooml earnerEdit, asprev=27018ed=470 Bt
Edit Online Student Enrollment Record: Boggs Center Sample Classroom Template on 3/30/2011 I
Learner name: demo example -one Fadility: 01 Costcenter: CDSDemao Enrolled: 3/3/2011 by instructor
Status Info
" = !IEI p—
Enrobed ~ | last changed 3f3/2011 |3/2/2011 el (menjddfyyyy) Update Info
—Waiting List
L =

Feea E::;fe_!: Addi:charges i Amount due: 50.00 Calculate Fees
Discou| - ) > s0.00 O s0.00 Growp Discount 5wy —

= o Fayment type: ~
Host Faz iIncompiste O so.00 O s0.00 3 so.00 !

B Chedk/Money Order =:
Other Facility O s0.00 O s0.00 Early Enroll
Account =:
Other O so0.00 © so0.00 [ so.00
= CC Type: o
Mo Charge O s0.00 © s0.00 e
" iyt s
Mo show O $0.00 Payment date: =il (men fdd fyryyy)
Refund Information
e R ks nsnEvasson: | DO mofia gae: [[11 P
refund = refund rezsos tefund date =2 {mmfddfirrvyd
Credits and Certificates
Contact Hours: |6 Attendance Howrs: Mo CFE's will be awarded for this event.
HH
Certificate maded: | EJ (mm/ddfyyyy) Mailed by: | -
Notes
Done &9 Internet # 100% -

The Status column displays either “enrolled,” “waiting list,” “cancelled,” “complete,” or

“incomplete.”

If a Learner is canceled from a full event, the first person on the wait list is changed to the
‘enroll’ status. However, this automatic assignment will not occur if an administrator cancels a
Learner so the administrator can manage the roster and select which Learner(s) should be

enrolled.
If the wait list is allowed then when an event meets the maximum capacity the next Learner that

tries to enroll gets added to the wait list and the LMS generates an email telling the Learner they

are wait listed. The letter does not tell the Leaner where they are on the wait list.

For technical assistance, email: CDSTA@umadnj.edu 86



Learners are added in the order they are enrolled. If there are 50 learners that get added at
once then the attempt to enroll is based on the order of that list. Generally the wait list

accumulates one Learner at a time so they are ordered on the date the try to enroll.

If a Learner cancels and the administrators changes their status to canceled the first person on
the wait list gets enrolled and newly enrolled Learner receives a confirmation email from in the

system.
If a Learner does not have an email address, it is up to the administrator that added them to

notify the Learner about the event, Or if the Learner self enrolls, the Learner sees it in his/her

lesson plan and calendar.

For technical assistance, email: CDSTA@umadnj.edu 87
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Archiving Events

For technical assistance, email: CDSTA@umadnj.edu
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Archiving

DIk
5

2\

COLLEGE OF

AR INTERNET BASED CURRICULUM FOR DIRECT SUPPORT PROTESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

Manage
E-learning / Individual

Administrative Status Summary

View

Ontrack
Ultizes

Reports

&Evenls Cfea:emdidlt‘amﬂmplms|

Home | System ] Access iLeamerlI E‘Ieaul'mgl Discussion | Cumm!l Evaluation Tools | Classes & Events I CuslumISulvaynrl Rworl!l Log Dut | Help |

D

b

Auto-Manager

Your administrative scope includes 1 departments across 1 facilities. Within this scope you wi

| have specific administrative rights.

E-learning / Department  View

Class/Event Roster .V'ﬂl Click here to view your administrative status detail.
Quick Links

Lookup Leamers View |

Create a Module View|

Edit a Module M‘

Help Documents ""ﬂl

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Events can be archived. As your number of completed events grow you may want to “Archive”.

By archiving completed events, you can easily see events still pending.

Select Classes & Events — Classes & Events — Edit a Scheduled Event

For technical assistance, email: CDSTA@umadnj.edu
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Archiving

A Interner saseo Cusmicuium for Dinect Surrost Proressionals

Demonstration Purpose - liew Jersey DHS/DDD

Home | System I Access Ila.llnm:| E-Iealnhgl Discussion I Ennlnml Evaluation Tools | Classes & Events I Euclnm| Suwr.yml Repml:l Log ﬂulI Help |

Classes & Events - Search ”]

You may select events using any or all of the criteria below. Text searches, for event names and/or course codes, will match all events having the text you enter. For example, entering the letters IT' in the course

code search field would match all course codes beginning with the letters 'IT".

ety by preceding your oits
o

g
‘Infant CPR’ would be matched.

Searches are not case-sensitive, so searches for 'CPR' and ‘cpr’ produce identical results.

Enter your Searci Criteria:

‘I—
= rch for event names like: |becomin Search for course codes like: |

[ use date range: Start Date: Eﬂ (mm/dd/yyyy) End Date: Eﬂ (mm/dd/yyyy)

® Not Archived O Archived O Al

Locate events WHERE classroomCourse.Coursename like 'becoming%’ List
Color codes: Cancelled events

Coursename Course Code Location Start Date Start-End Time Enroll. Begins Enroll End # Enrolled
Becoming an Effective Mentor Mentori01 Liberty Plaza, 3rd Floor, Room B 10/4/2007 0930 - 1530 10/4/2007 1
Becoming an Effective Mentor Mentor101 Liberty Plaza, 3rd Floor, Room B 10/8/2007 0930 - 1530 10/8/2007 0
Becoming an Effective Mentor Mentor101 Liberty Plaza, 3rd Floor, Room B 11/5/2007 1200 - 1230 11/5/2007 0
Becoming an Effective Mentor Mentor101 Liberty Plaza, 3rd Floor, Room B 6/30/2008 0900 - 1600 6/15/2008 6/30/2008 1
Becoming an Effective Mentor Mentor101 Liberty Plaza, 3rd Floor, Room B 9/1/2010 1200 - 1230 9/1/2010 0

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

You can search for events in multiple ways:
“Search for event names like” — you can put the event name in part or all
“Use date range” — enter a start and/or end date

Then choose if you want to see events that have not been archived, or all events.

Click “List”. Then click on the event hyperlink you want to archive.

For technical assistance, email: CDSTA@umadnj.edu 90
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Archiving

o>, COLLEGE OF
<
SN
)
87 A INTERNET BASED CURRICULUM FOR DIRECT SUPPORT PROFESSIONALS
Demonstration Purpose - New Jersey DHS/DDD
Huml System I Access ImeuI E-leami ,| iscussi [ Cuntcntl i letl Classes & Events [ Cullom| Sulvworlﬂwovlll Log Uull Help [
Classes & Events - Schedule |U
View Course | Create New Event | Edit Existing Event Save Event l

Event Name: Mentor101 - Becoming an Effective Mentor
Course Information

This event is Active Created: 4/2/2008 1:34:30 PM

Start Date: 101472007 ﬁﬂ (m/dfyy) End Date: 10/572007 m (m/diyy)
Start Time: 0930 AN ¥ End Time: 03:30PM ¥
Please Note selecting a location for this event does NOT confirm its availability, Please follow standard procedures for reserving this room/area,

Location: Liberty Plaza, 2rd Floor, Room 8 Select a Location

This training will nelp Mentors participating in NJ's A
Description: Career Path for Direct Support Professionals
understand their role as a coach and a role model.  ¥|

To understand the Career Path Al
Objectives: To demostrate the use of effective communication
feedback, istening and goal setting. |
Notes:
Addl. Materials:
Sessions: 2
Capacity: 55 Min. Capacity:
Nurse Planner: eMail: Phone:
Contact: Colleen McLaughiin eMail: coleen mclaughin@  Phone:
Event Type: Classroom Training ¥ Host Facility: New Jersey DHS/DDD v
Allow self-enrollment
Instructor & Credits
Tnrtenctaee Cendite and Unuer

The event details will appear, then click the “Archive Event” button in the upper right
Click “Ok”. The message “This event is Archived” displays n the upper left.

When you search for events, all archived events display in orange.

Tip: To remove an Event from the archives, search and open the Event, then click the Activate
Event button on the right.

For technical assistance, email: CDSTA@umadnj.edu 91
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Running Reports on
Classroom Trainings

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Reports

9% COLLEGE OF

sl L
ety
e
L 3 AN |nreaner saseo Curmicutum ror Direct Suprorr Proressionats
Demonstration Pu = New Jersey DHS/DDD
Home I System | Access |Leamels| E-lealningl Discussion | Commtl Evaluation Tuulsl Classes & Events Custnml 5urv=yu|| Hepoml Log Out | Help |
Classes&Events * [ o Page ‘l’]
Ontrack 4

Lt 4
Manage Administrative Status Summary @

E-learning / Individual View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View

Class/Event Roster M Click here to view your administrative status detail.
Quick Links

Lookup Learners M

Create a Module View |

Edit 3 Module View

Help Documents View

Copyright ® 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Event Manager is designed to schedule and maximize your classroom training including
classrooms, personnel (Learners and Instructors), needed resources, fees and discounts. It
automatically sends your eMail enrollment confirmations and alerts you to any conflicts. The
Event Manager ties all your LMS classroom training together online.

There are several event and Learner reports you can use to better understand the successes of
your training plans as well as keep you informed of outcomes.

Select Classes & Events — Reports.

For technical assistance, email: CDSTA@umadnj.edu 93
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Classes & Events — Reports —
Course Reports

Course Listing (selec

Event Envolment Data

Course Listng (CE Only) Event CE Summary

Event Mo Sho Listng

Fvent Aftendance Listing
Dtuct nfy

Department Complated Leamere
Dapartment Enroled | aarnars

Classroom Training by Dapt.

Class/Events Reports ‘l.]
.M Event Learner
Cours Listg (f) Gt istg (sect) Enploves Transoipt

Payment Status - onlne)

Payment Status - (print)

No-shois isting

Notice that Reports are listed in three basic categories: Course, Event and Learner.

Course Reports:

Course Listing (all) — All courses display summary and detail information regarding courses

that have been created on the site.

Course Listing (select) — Only the courses you search for display summary and detail

information regarding courses that have been created on the site.

Course Listing (CEU Only) — Only CEU courses display summary and detail information.

For technical assistance, email: CDSTA@umadnj.edu 94
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Sample — Course Listing All

Menter 101
0]
(05 Adnin
OVERVIEW
Pre-Senice
PoFA

TET

Course code Course name

Master Course Listing

Bacating an Effectve Mentor 5 1
Behavior Management l
(0 Admistrator Training 15 1
Overvien of DevelopmentalDisabities 1
Pre-Service - Qverview 1
Pre-Sevice Frst Ad i 1
Test For PreService Envolnent 1

Max, Cap, Sessions Event Type

Classroom Training
Classroon Traiing
(lassroom Traiing
Classroon Tranng
Classroom Traiing
Clsssroo Trahing
(laseroom Trainng

Detailed information on each course offered will appear. Click on the course you would like to

run the report on and a new window will open with the report results.

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Reports —
Events Reports

Class/Events Reports

Course Event Learner

Employes Transcript

Course Listing (all)

Course Listing (select) Event Enrolment Detad Payment Status - {online)

Course Listing (CE Only) Event CF Summar Payment Status - {print)

Event No Show Listing No-show Listing

Department Enrolled Learners

Classroom Training by Dept.

Event Reports:
Event listing (select) - Only events you search for display and show detailed information regarding

specific events that have been created.

Event Enrollment Detail - This report provides a list of Learners that are enrolled into specific events.
Event CEU Summary — Displays events marked as having CEU hours.

Event Attendance Listing - Allows administrators to see a date range of Learners that have completed
an event, are incomplete, or are marked as a no-show for events.

Instructor Info - Provides information about which events instructors have taught.

Department Completed Learners - Provides information on completed Learners for events within a date
range, or all results.

Department Enrolled Learners - Provides information on enrolled Learners for specific events or all
events.

Classroom Training by Dept - Provides information about cost center by all Learners for a department

within a facility.

For technical assistance, email: CDSTA@umadnj.edu 96
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Classes & Events — Reports —
Events Attendance Listing

Welcome to the Course Attendance Manager

Please select the Facility for which you would like to generate an attendance report

Facility List: New Jersey DHS/DDD v

Please select the department for which you would like to generate an attendance report

Department List Level 3 Mental Health Supports Workgroup - MHSWG ¥

Please select the course listing for which vou would like to generate an attendance report

@ Course Code: BM101 v
© Or Course Name Behavior Management b
Please select the criteria

(@ Learners by current facilityCode

O Leamers by Facilitycode and department at the time of the event
and department

Please enter a date range for the report:

Start Query Date: 09/01/2010 _
End Query Date: 09/07/2010 7

(ONot Archived O Archived @ All

Click here to generate report > Reset

Copyright - 2004 | Weblnsarvice

Event Attendance Listing

Choose a course from the dropdown Course List

Select a facility from the Facility List

Choose a department from the dropdown list

Choose List learners by Current Facility Code and Department or Learners by Facility
Code and Department at the time of the event.

Choose Date Range

Click Generate Report

This will give the totals of learners for the criteria selected that Completed the course, are still

incomplete or were no shows. The Totals are clickable Hyperlinks that will take you to a list of

the learners.

For technical assistance, email: CDSTA@umadnj.edu
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Classes & Events — Reports —
Attendance Manager

Course Name: Behavior Management | Course Code: BM101

New Jersey DHS/DDD

09/01/2010 through 09/07/2010

0 Users were no shows
0 Users canceled

For technical assistance, email: CDSTA@umadnj.edu 98
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Classes & Events — Reports —
Learner Reports

Class/Events Reports " ]

Course Event
Course Listing (all) Event Listing (select)

Course Listing (select) Event Enroliment Detai

Course Listing (CE Only) Event CE Summary

Event No Show Listing

Event Attendance Listing

Instructor Info

Department Completed Learners

Department Encolled Learners

Classroom Training by Dept.

Learner

Employee Transcript
Payment Status - (online)
Payment Status - (print)

No-show Listing

Learner Reports:

Employee Transcript - Provides information about events that individual Learners are enrolled

into or have completed.

Payment Status Reports - Provides information on charges that are due for events that have a

related cost associated with them.

No show Listing - Allows an administrator to see all the no shows that have been identified

from completed events.

Click the report you would like to review.

To close a report and return to the list of Reports, click the Back button on your browser.

For technical assistance, email: CDSTA@umadnj.edu 99
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Employee Transcript

Lookup Learner

To locate a learner:

1. Enter all or part of ther last name in the Search box below

2. Click Search
3. Select the name of the learner from the list that is displayed
4. Click Select Learner

The list displays ALL learners, both active (A) and inactive (I), with active learners displayed first.

Search by Last Name: | Exampie

Search Results for example

Select a learner from the list; | example, demo- CDSADMIN (A) ¥
exampe, demo- CDSADMIN (A

exampie, demo- COSADMM (4)

Another way to Look up Learner.
Type in Learner name, then click “Search”
Select Learner from list then click “Select Learner”.

The Learner transcript will appear.

For technical assistance, email: CDSTA@umadnj.edu 100
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Sample Employee Transcript

Employee Transcript

For: dem example

Verfication code;

UID: devangled 111

Toshow a fransrpt of completed events only, check the box o the right and ek Show. 0
Contact

Course Code Course name Start/End Time Fnroll Status Hours (E[Provider

(D5 Adnin (08 Advinsrator Traing §/25/2010 L200PM - 12:30PM Aesined Complte 400 hours 0,00 hours
§0

FAFA Pre Senice Frst Ad §/30/2010 03:00 AM - 04,00 PM Aesined Erroled 0,00 hours 0,00 hours
S0

For technical assistance, email: CDSTA@umadnj.edu 101



Slide 88

Ontrack
(historical data and certifications)

OnTrack will be used to enter historical training information for staff and manage recurring

requirements for training and licensing such as CPR and First Aid certification.

*After a training, the instructor/trainer will change the learner status for the event, then
enter CPR and First Aid information into Ontrack if it applies. The system will remind the
learner 15 days before the expiration date that they are approaching the end of their

certification time.

If you are the home agency for your staff you must use Ontrack to enter the following
Pre-Service information:

The original dates for Overview of DD, Abuse & Neglect and Medication.

The most recent dates for CPR and First Aid

For technical assistance, email: CDSTA@umadnj.edu 102
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Entering Information Into
Ontrack

There are two types of enrollment: learner enrollment and item enrollment.
Learner enroliment enrolls and schedules one learner at-a-time.

Item enrollment enrolls and schedules multiple learners simultaneously.

For technical assistance, email: CDSTA@umadnj.edu 103
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Ontrack: Steps to Enroll and
Schedule One Leaner At-a-Time

For technical assistance, email: CDSTA@umadnj.edu 104
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Classes & Events — Ontrack —
Learner Enrollment

COLLEGE OF

An Inteaner saseo Cunmicutum FoR Disect Surrost PRoressIionaLs

Demonstration Purpose - New Jersey DHS/DDD

Home | System I Access ILeamersI E-Ieamingl Discussion I Conlenll Evaluation Tools | Classes & Events I EuslomlSulveyull Hepolul Log UMI Help |
Classes L Everts_* [ Homa Dana . D

Drirack [ Create/Edi Laiging Ite

Utilties:

Reports

Item Ervoliment
Repoits
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights

Manage Administrative Status Summary
E-learning / Individual View

E-learning / Department V|ew|

Click here to view your administrative status detail.

Class/Event Roster M
Quick Links

Lookup Learners M
Create a Module View|
Edit a Module view
Help Documents M

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Steps to Enroll and Schedule ltems by Learner Enrollment (one learner at-a-time)

Enroll and schedule one learner at-a-time to a non-classroom item.

From the menu bar, select Classes & Events — OnTrack — Learner Enrollment.

For technical assistance, email: CDSTA@umadnj.edu 105
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Classes & Events — Ontrack —
Learner Enrollment

7 COLIEGE OF

ALGE

N S
v
TV, AN Inteaner sasen CurRiculuM FoR DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home | Systom | Access [ Leamers | Eeaming | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Suveyor| Reports | Log 0ut] Help |

Ontrack - Learner Enroliment H ]

Search by : ® Lastgueme ner Id O Group Code QO Job Code
example " clect learner: | example-eight, deme- COSDemo v @
example-eight, demo- CDSDemo
Example-eighteen, Demo- CDSDemo
example-eleven, demo- COSDemo
Example-fifteen, Demo- CDSDemo
Example-five, Demo- CDSDemo
example-four, demo- CDSDemo
Example-fourteen, Demo- COSDemo
example-nine, demo- CDSDemo
example-nineteen, demo- CDSDemo
example-one, demo- CDSDemo
example-seven, demo- CDSDemo
Example-seventeen, Demo- CDSDemo
example-six, demo- CDSDemo
Example-sixieen, Demo- CDSDemo
example-ten, demo- CDSDemo
example-thirteen, demo- CDSDemo
Example-three, Demo- CDSDemo
le-twelve, demo- CDSDemo
example-two, demo- CDSDemo

Copyright © 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Select the radio button for how you want to search for a Learner: Last Name, Learner Id,
Group Code, or Job Code.

Enter your selection in the text box (e.g., learner’s last name).

Click the “Search” button or press the ENTER button on your keyboard. One or more Learners

display on the right in a drop-down.

From the “Select learner” drop-down search results on the right, select the Learner from the
drop-down and click “ Select Learner” button.

For technical assistance, email: CDSTA@umadnj.edu 106
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Classes & Events — Ontrack —
Learner Enrollment

- COLLEGE OF

AN InTeRnEr bAsED Cusziculum FOr DiRect Surrosr ProressionaLs

Demonstration Pul -onetwo - iNew Jersey DHS/DDD

Home I System | Access ILeamelsl Ellealningl Discussion | Cunlenll Evaluation Tools | Classes & Events | Cuslnml Suweyu| Hcportsl Log Uul] Help l

Ontrack - Learner Enrollment - demo example-one ‘l ]

Search by : @ Last Name OLeamer 1d O Group Code OJob Code

example Select learner: | example-one, demo- CDSDema ™ Select Learner
-
< Training ltem'> v Filter Add to Learner

There is 1 hidden item for this learner.  []Show hidden items _Refresh

Copyright © 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentisling

From the Training Item drop-down, select an enrollment item to assign the selected Learner.
The training items are listed alphabetically in the drop-down.

Pre-Service — CPR

Pre-Service — First Aid

Pre-Service — Medication

Pre-Service — Overview of Developmental Disabilities

Pre-Service — Abuse and Neglect
Highlight the training item you which to apply to the learner.

Click the Add to Learner button to assign the selected item to the selected learner. The
selected item is added to the list of Ontrack items for this one Learner.

For technical assistance, email: CDSTA@umadnj.edu 107
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Classes & Events — Ontrack —
Learner Enrollment

7> COLEGE OF

2 {0/
23 70 A Inteaner sasen Custicutum ror DIRECT SuppRr PROTESSIONALS

Demonstration Pu -onetwo - New Jersey DHS/DDD

Home I System | Access |L¢alnuﬂ] E-[eaming| Discussion | Content | Evaluation Tools | Classes & Events I Cuatoml 5u|veynl| Repnlhl Log IJuII Help I

Ontrack - Learner Enrollment - demo example-one || ]

Search by : ® Last Name O Leamer Id Q Group Code O Job Code

example Search | Select learner: | example-one, demo- CDSDemo ¥ Select Learner
Training Item: | Filter Add to Learner
There is 1 hidden item for this learner.  []Show hidden items _Refresh
Contact CE
) Due Completed Comp. Score Hours Hours
€ |pre-senvice - cer certification No 6 Remove Hide

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Redqistered User Aqreement | NADSP Credentialing

The Learner’s enroliment page redisplays with the Due date and a “Comp” completed, marked

as NO.

In the example above, the Ontrack item “Pre-Service — CPR Certification” was added to Learner

— demo example.

Click the name of the new item (displayed as a hyperlink).

A pop-up box opens for dates and other miscellaneous information displays.

For technical assistance, email: CDSTA@umadnj.edu 108
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Classes & Events — Ontrack —
Learner Enrollment

/= Pre-Service - CPR Certification - Windows Internet Explorer E||E|rz|

£ | http:ffapp32.webinservice, comfKDS50afcontent ftrainingrminder fminderEditItem, asp?se=17F

Learner: demo example-one | — =
v 4

Scheduled Date: S/25410 Sawve Close Window

Com pIEtE Date: /250

Completed: W
Score:
Contact Hours:

CE Hours:

Iy

Notes:

IF?InnF: ﬂ TnkFrrmrk AN, -

Enter the following information as needed.

Scheduled Date: Enter the date the item is scheduled to be completed.
Complete Date: Enter the date the item was completed on.

Check the “Completed” box.

Optional. Add Notes.

Click the “Save” button. A new pop-up window will appear with a reschedule date (check the
date and adjust if needed). If a reschedule date is not required click “Close Window” in the new

pop-up window.

For technical assistance, email: CDSTA@umadnj.edu 109
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Classes & Events — Ontrack

/= Pre-Service - CPR Certification - Windows Internet Explorer E||§|E|

£ | htkp:fiapp39.webinservice, comKDSS0a)content/trainingrnindet fminderEditItemn, asprse=17

Learner: demo example-one

o reschedule this item, enter the next desired completion date in the box below,
lick Re-schedule to add the new scheduled item.

Schedule Date: | S/25/2011| \ Re-Schedule | Close Window /|

&P Internet FA00% -

The “Reschedule” popup window opens. If a reschedule date is not required click “Close
Window” in the new pop-up window.

Enter a new “Schedule Date” for the item (this date is the end of the certification period).
Click the “Reschedule” button. The scheduled/complete pop redisplays
Click the “Close Window” button.

Note: You must click “Close Window” to allow the page to refresh with the new information. If

you “X” out of the pop-up window, the new information will not be added to the learner.

For technical assistance, email: CDSTA@umadnj.edu 110
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Classes & Events - Ontrack

&, COLLEGE OF

S =

; 2
Sy
TR
o1 A INTERNET BASED CUBRICULUM FOR DIRECT SUORT PROFESSIONALS

Demonstration Purpose-onetwo - New Jersey DHS/DDD

Home | System I Access ILeamelsI E—leamiwgl Discussion | Cnntentl Evaluation Tools | Classes & Events I CustnmlSuNeyul| Repnrlsl Log l]ull Help I

Ontrack - Learner Enroliment - demo example-one ”]
Search by : ®Last Name OLearner Id O Group Code O Job Code
Search
Training Item: Y Filter Add to Learner
There is 1 hidden item for this learner.  []Show hidden items _Refrash
Contact CE
Item Name Due Completed Comp. Score Hours Hours
Pre-Service - CPR ification 5/25/2010  5/25/2010 Yes 6 Hide
Pre-Service - CPR Certification 5/25/2011 No 6 Remove | Hide |

Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

The completed date displays along with the repeat of the item with a new due date.

The example shown above has Pre-Service CPR Certification shown with the completed date

and repeats with the recertification date (new due date) of one year later.

Note: When the learner attends a re-certification training, the trainer will look up the learner and
from the item list click the item name and complete the information required for the learner (new

complete date, mark the learner as complete, then add a re-schedule date).

Note: Once a learner has been marked as complete the option to remove the item from the

learner record is no longer available.

Note: To confirm enrollment, look up learner then review transcript.

For technical assistance, email: CDSTA@umadnj.edu 111
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Ontrack: Steps to Enroll and
Schedule an Item for
Multiple Learners

For technical assistance, email: CDSTA@umadnj.edu 112
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Classes & Events — Ontrack — ltem
Enrollment

< nuqu COLLEGE OF

An Iteanet saseo Cutmicuium 1o Disect Surrosr Proressionas
Demonstration Purpose - New Jersey DHS/DDD

Hnmel System I Access |laamnl:] E-Ieaming] Discussion ] Eonlenll Evaluation TonI:I Classes & Events I CuslomISulveynll anmlsl Log ﬂutl Help |

Osses b Events * [ nma Dane ”]

1
Create/Edi Traiing tems
Ultities b Leam: it
Manage Administrative Status Summary Fleports
View Repots

E-learning / Individual . . = ~
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

E-learning / Department View!

===
Class/Event Roster e Click here to view your administrative status detail.
Quick Links
Lookup Learners View

Create a Module View
Edit a Module View

Help Documents View

Copyright ® 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

Enroll and schedule items to multiple Learners by facility, department and/or position.

From the menu bar, select Classes & Events — OnTrack — Item Enrollment.

For technical assistance, email: CDSTA@umadnj.edu 113
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Classes & Events — Ontrack — ltem
Enrollment

/&7, COILEGE OF

S
912 An Inteaner basp CuRmiculum FOR DIRECT SUPPORT PROFESSIONALS
Demonstration Purpose-onetwo - liew Jersey DHS/DDD
Home | System | Access | Leamers | Edearning ]| Discussion | Conient | Evaluation Tools | Classes & Events | Custom | Suveyor] Reporls| Log Bul] Help |
Ontrack - Training Item Enrollment ”]
v Filter ]
—
) i
Start Date: |I| (mm/dd/yyyy) End Date: ﬁ] (mm/dd/yyyy)
Select |
Add Learners to Item N Save Changes
e — T
Re-Schedule Date: lﬂ (mm/dd/yyyy) Reschedule Selected Remove Selected
Copyright @ 2001 - 2011 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

From the Training Item drop-down, select the Item you want to assign. You may use the Filter
Item to refine the list of Items in the drop down. The Filter seareches on the first word in the item

name.

Note: If you want to find a specific item and you know the date of the training, enter the date to

narrow your search. You must use both the Start Date and End Date.

Click the “Add Learner’s to Item” button.

The ‘Add Learners to Item’ pop-up window appears.

For technical assistance, email: CDSTA@umadnj.edu 114
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Classes & Events — Ontrack — Item
Enrollment

£ | http:/fapp39, webinservice, comKD550a/content frainingminder fminderEventsEnroll asp?se=0

Add Learners to Ttem

O locate by fadlity
| v|

[ locate by dept [ locate by position

Sort Departments by ®] Dept Code 9] Dept Mame | |

O locate by Group Code
| b |Sort Groups by O Group ID O Group Mame

Close Window

Select the checkbox from the following: ‘locate by nhame’, locate by Facility’ locate by dept’,
‘locate by position’ and/or ‘locate by Group Code’. The more selections you make the more

narrow you search results.

Search for your learner:

‘locate by name’, if you search using a ‘Last Name’, you can search with a complete or partial

name.

‘locate by learner id’, search by learner id

‘locate by facility’, use the drop-down to select the facility for the Learner, then you can select
locates by ‘Department’, ‘Group’, and/or ‘Position’.

For technical assistance, email: CDSTA@umadnj.edu 115



‘locate by dept’: First select the facility. Select the checkbox for ‘locate by dept’ and then select
to sort the drop-down by either ‘Dept Code’ or ‘Dept Name'. Finally, use the drop-down to select

a department.

‘locate by position’: First select the facility for the department. Select the checkbox for ‘locate

by position’ and then enter the name of the position.

Click the “List Learners” button on the lower right.

A list of Learners displays below.

For technical assistance, email: CDSTA@umadnj.edu 116
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Classes & Events — Ontrack — Item
Enrollment

= Add Learners to ltem - Windows Internet Explorer

£ | httpi/fapp39. webinservice. comikDS50a content /trainingrminder fminderEventsEnroll. asp?se=08sf=01Rsn=Rsd=Rsp=Rsg=Red=8si= b4

Add Learners to Item

1 locate by name locate by fadlity
| | |New Jerzey DHS/DOD v|

[ locate by dept [ locate by position
| b | Sart Departments by () Dept Code ) Dept Name | |

[ locate by Group Code

| || Sort Groups by O Group ID O Group Name

List Learners | Close Window

Locate persons WHERE FacilityCode ='01'

Name Verification Code Facility Code Dept. eMail Group Code Position
Example, demo 01 CDSADMIN yes

] example, demo 01 CDSADMIM yes

] Purpose, Demonstration 01 CDSADMIN

[] add all of the individuals listed abave.

ik Lig
Qll Scheduled Datg; _ E] [ completed  Completed On: I:l HE

From the list of learners, select each learner by checkbox you want to add to the Item.

Tip: If you want to select the entire list of Learner’s, scroll to the bottom of the screen and select
“Add all the Individuals listed above” checkbox.

To schedule the date of the item, scroll to the bottom of the list of learners.

Schedule the training. Click the calendar and select a ‘Scheduled Date’ for the item, mark as
‘Complete’ in the check box, then enter the ‘Complete Date’.
Click the “Schedule” button on the bottom right of the page. The pop-up window refreshes

allowing you to add additional Learners; or you can close the window to return to the item.

Tip: Once you save an enrollment to an item, you can continue to add additional
enrollments from other Facilities and Departments.

For technical assistance, email: CDSTA@umadnj.edu 117
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ltem Enrollment — Reschedule date

&, COLLEGE OF

A Interner saseo Curiicuium FoR DIRECT SUPPORT PROFESSIONALS

Demonstration Pu -onetwo - New Jersey DHS/DDD
Home | System I Access ILnamm] E-laamingl Discussion I I:nnlnntl Evaluation Tools | Classes & Events | Custom I Survaym[ Repnll=| Log Out I Help I
Ontrack - Training Item Enroliment H ]
Traiming ltem: ~ Lgrl
Start Date: EE] (mm/dd/yyyy) End Date: Eiﬂ (mmy/dd/yyyy)
Select

Add Learners to Item Save Changes
R = E—
Re-Schedule Date: B (mm/dd/yyyyY Reschedule Selected Remove Selected |
S———

Copyright @ 2001 - 2011 MC Strategies, Inc. Al rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

Once you close the pop up window the page will refresh and you can also choose a reschedule
date (only Learners marked as complete will be rescheduled).

Enter a reschedule date then click “Reschedule Selected”

OR

If all learners assigned to the item displays

Click each box next to the learners you want to reschedule, from reschedule date enter a date,

click “reschedule selected” then confirm by clicking “Ok”.

Note: To confirm enrollment, look up learner then review transcript.

For technical assistance, email: CDSTA@umadnj.edu 118
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Ontrack: Removing Items from
Learners

Sometimes not all the items a Learner is enrolled in are needed. When this happens you can

remove Learners from an item as long as they have not been marked as completed.

Note: You can remove the item from this list; but once removed; it will be gone and not show up

on any reports. Instead, you can select to Hide an item and then redisplay it as needed.

For technical assistance, email: CDSTA@umadnj.edu 119
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Ontrack: Removing a Single
Learner from an ltem

If you have only one Learner to remove from an item, the easiest way is to use ‘Learner
Enroliment’. Generally if you have multiple Learners to remove from an item, the easiest way is

to use ‘Item Enrollment’.

For technical assistance, email: CDSTA@umadnj.edu 120
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Removing Learner

g%, - COLLEGE OF

S
AR
G5

" AN INTERNET BASED CURRICULUM FOR DIRECT SUPPORT PROFESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

Home | System | Access | Leamers| E-eaming | Discussion | Content | Evaluation Tools | Classes & Events | custom [ Suveyor| Reports| Log 0ut | Hetp |

Ontrack - Learner Enrollment - demo example u]

Search by : ®Last Name OLearner Id O Group Code OJob Code

example Search | Select learner: | example, deme- COSADMIN ¥ Select Learner
Training item: ¥ Tier] Add to Leaimer

There are no hidden items for this learner.

Contact  CE

Item Name Due Completed Comp. Score Hours Hours
ICPR Certification Q/2/2010 Q/2/201n Yes QRN 13 Hide |
9/2/2010 9/2/2010 ag.00 A |

Copyright ® 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reagistered User Agreement | NADSP Credentialing

Steps to Remove a Single Learner from an Iltem

From the menu bar, select Classes & Events — Ontrack — Learner Enrollment.
Search for the individual Learner that you want to remove items from.
Select the radio button for how you want to search for a Learner: Last Name, Learner Id,

Group Code or Job Code.

Enter your selection in the text box (e.g., Learner’s last name).

Click the Search button (or press the ENTER button on your keyboard).

One or more Learners display on the right in a drop-down.

From the “Select learner” drop-down search results on the right, select the Learner from the
drop-down.

Click Select Learner button.

Click the Remove button to the right of the ‘ltem’s Name'.

For technical assistance, email: CDSTA@umadnj.edu 121



Note: Any item that it not marked as completed, displays a ‘Remove’ button to its right. You can

only remove a Learner from an item if the item is not marked ‘Completed'.

Note: Notice that in this example, the Ontrack item has already been marked as complete

and the remove button is not displayed.

For technical assistance, email: CDSTA@umadnj.edu 122
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Ontrack: Removing Multiple
Learners from an ltem

For technical assistance, email: CDSTA@umadnj.edu 123
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Removing Multiple Learners

&Pz, COLLEGE OF

Sy
0557 Aw I sasto Cunnicuuwn ror Dinecr Surrons Proressionas
Demonstration Purpose - New Jersey DHS/DDD
Home | System | Access [ Leamers| E-leaming | Discussion | Content | Evaluation Tools | Classes & Events | Custom [ Surveyor| Reponts | Log 0ut| Hetp |
Ontrack - Training Item Enrollment ﬂ]
Training [tem: | CPR Certiication v Filier |
o 1] . | . B \
@ (mm/dd/yyyy) End Date: @ (mm/dd/yyyy)
Add Learners to Item There are 2 hidden items.  [JShow hidden items _Refresh Save Changes
Re-Schedule Date: FE) (mmyddjyyyy) | Reschedule Selected
|Scheduled Learners (1 listed)
Contact CE
ame Eacility Dept. Job Code Due Completed Comp. Comp.By Score Hours Hours
| [0 $emo example 01 CDSADMIN 97222010 9722010 Demonstration Purpose 98.00 6 Hide|  Reschedule |

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

From the menu bar, select Classes & Events — Ontrack — Item Enroliment.

From the ‘Training Item’, use the drop-down to select the item you want to open.

Tip: If you want to find a specific item and you know the date of the training, enter the date to
narrow your search. You must use both the Start Date and End Date.

Click the Select button.

A table of ‘Scheduled Learners’ for the item displays.

Select the checkbox to the left of each Learner’'s name you want to remove from the item.
Click the Remove Selected button. A message opens asking you to confirm you want to
remove the selected Learners.

Click OK, and a confirmation displays across the top of the page displaying the names of the
Learners that were removed from the item.

For technical assistance, email: CDSTA@umadnj.edu 124
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Running Reports on
Ontrack Items

For technical assistance, email: CDSTA@umadnj.edu 125
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Classes & Events — Ontrack -
Reports

&%, COLLEGE OF

e S
o0
9 7. An Iteane saseo Cutsicuium ron Dikecr Suprost PRoressionais

Demonstration Purpose - New Jersey DHS/0DD

Home I System I Access | Learmul E-Ieamingl Discussion [ Cnntentl Evaluation Iuolsl Classes & Events | Eu:lnm| Eulvayull Hepmul Log Uul] Help |

Clsses kEvents {1 fiome e ; H ]

Create/Edit Training Items
Utiitiess ¥ Leaner Enollment

Manage Administrative Status Summary Reports Item Enicliment
E-learning / Individual View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View

Class/Event Roster View Click here to view your administrative status detail
Quick Links
Lookup Learners View

Create a Module View

Edit a Module View

Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

You may export your OnTrack reports into an Excel spreadsheet.
Steps to Open Reports
Click Classes and Events — OnTrack— Reports

The OnTrack Report Manager opens.

Tip: You may also open OnTrack reports from the Reports tab.

For technical assistance, email: CDSTA@umadnj.edu 126
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Classes & Events — Ontrack —
Reports

OnTrack Report Manager

Select the report to run from the those listed below by cicking on the ink, If additional information is needed you wil be prompted for it, Since you may want to print, the reports wil nat have any navigation links on them, Use the Back button in your browser to return to this page.

Item Reports
Report Type Reports Available Description
Master Item Listing Lists & OnTrack items created on the system with detals for each item,
Learner Reports
Report Type Reports Available Description
Department Defal Department Detail Report Listing of complebon and incomplete data by department

Completed [tems By Complete Date ~ Completed Items By Complete Date  Completed [tems By Complete Date.
Completed [tems By Scheduled Date ~ Completed Items By Scheduled Date  Completed [tems By Scheduled Date,
Incomplete Items By Scheduled Date  Incomplete Items By Scheduled Date  Incomplets Items By Scheduled Date,

Incomplete Items By Created Date  Incomplete Items By Created Date  Incomplete Items By Created Date,

Item Listing Report (about Items)
Item listing reports list all OnTrack items created on the system with details for each item (e.g.,
CEU Hours, CEU Provider).

Steps to Use the Item Listing Report

From OnTrack Report Manager, click ltem Listing.

The OnTrack Item Listing Report opens.

For technical assistance, email: CDSTA@umadnj.edu 127
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Classes & Events — Ontrack —
Reports — Item Listing

Master OnTrack Item Listing

Itemcode  Item Description CEUHours  CEUProvider  Hours  ItemType
(PR Certification 2 Certfication
Fingerprinted - Cleared Background Check Requred
Querview of Developmental Disabilties 8 Orientation Requrement
TEST - Overview of DD compieted prior to 2009 Required

Lists all OnTrack items created on the system with details for each item.
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Classes & Events — Ontrack —
Reports

OnTrack Report Manager

Select the report to run from the those listed below by dicking on the link. If additional information is needed you will be prompted for it. Since you may want to print, the reports will not have any navigation links on them. Use the Back button in your browser to return to this page.

Ttem Reports
Report Type Reports Available Description

Item Listing Master Item Listing Lists all OriTrack items created on the system with detais for each item
Learner Reports

Report Type Reports Available Description

Department Detail Department Detail Report Listing of completion and incomplete data by department.

Completed Items By Complete Date ~ Completed Items By Complete Date  Completed Items By Complete Date.
Completed Items By Scheduled Date  Completed Items By Scheduled Date  Completed Items By Scheduled Date.

Incomplete Ttems By Scheduled Date Items By Date Incomplete Items By Scheduled Date.

Incomplete Items By Created Date Incomplete [tems By Created Date.

Department Detail Report (about Learners)

Displays Facility, Department, Learner Name, Scheduled and Completed dates, and Scores for
any Learner that completed the selected item. Totals for each department display and at the
bottom of the report the grand totals display for Assigned, Completed, and a Completion

Percentage.

If you select Show Inactive Learners, the inactive Learner details display as well as all the active

Learners.

Steps to Use the Department Detail Report
Click Department Details.
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Classes & Events — Ontrack —
Reports

| Department Detail Report

1
(mm/dd/yyyy) EndDate: m (mm/ddfyyyy)

(Note: Date range is based on scheduled date)

Start Date:

I Show Current Department/Facity
(not checked shows learner's department/faciity at time of assignment)

Select a Facility: | New Jersey DHSDDD v

Sort Danartmantc by ot Code 7 DaptName

I Show hiddenitems [~ Show Inactive Learner

artment: Select a facility first.
‘ Select

From drop-down list, select an OnTrack item for the report.
Optional. Select a Start Date to narrow your search.
Optional. Select an End Date to narrow your search.
Optional. Select the Show hidden items

Optional. Select the Show Inactive Learners

Click the Select button.

Your totals display for each department and then grand totals display for all departments listed
for assigned, completed and a completion percentage. The example below shows one facility
with two departments and one Learner in the first department and two Learners in the second
department that completed the item and each Learner scored 100 on the item. At the bottom of
the report, the grand totals display for the 2 departments for assigned, completed, and

completion percentage.
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Classes & Events — Ontrack —
Reports

OnTrack Report Manager

Select the report to run from the those listed below by dicking on the link. If additional information is needed you wil be prompted for it. Since you may want to print, the reports will not have any navigation links on them. Use the Back button in your browser to return to this page.

Ttem Reports

Report Type Reports Available Description

Item Listng Faster item Listing Lists il OnTrack items created on the system with detaiis for each item,
Learner Reports

Report Type Reports Available Description

Department Detail Report Listing of completion and incomplete data by department.

Completed Items By Complete Date_J)Completed Ttems By Complete Date  Compiated Itms By Complete Date

Completed Items By Scheduled Date ~ Completed Items By Scheduled Date  Completed Items By Scheduled Date.
[ncomplete [tems By Scheduled Date  Incomplete Items By Scheduled Date  Incomplete Items By Scheduled Date.

Incomplete Items By Created Date lete Items By Created Date Incomplete Items By Created Date

OnTrack Reports (about Learners)
Displays a detailed listing of OnTrack Reports (e.g., by complete date, incomplete by schedule
date).

Steps to Use the (Learner) Ontrack Reports
Click “Ontrack Reports”

Select which report to run:

Department Detail — all information for the department regarding Ontrack items

Completed, by Complete Date — gives information on all Learners in the department that have

completed specific training(s) according to date is was completed by
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Completed, by Scheduled Date — gives information on all Learners in the department that

have completed specific training(s) according to the date the training was scheduled

Incomplete, by Scheduled Date — gives information on all Learners in the department that

have not completed specific training(s) according to the date the training was scheduled.

Incomplete, by Created Date — gives information on all Learners in the department that have

not completed specific training(s) according to the date the training was created.
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Classes & Events — Ontrack —
Reports — Report List

I Completed, by Complete Date

g

¥ show hidden items [ Show Inactive Learners

Select a facility: | Select 8 Facity

Sort Departments by (” Dept Code ¢~ Dept Name
Select department:
There are no Departments

Grand Totals: Assigned: Completed:

From drop-down list, select a Training ltem.

Optional. Select a Start Date to narrow your search.

Optional. Select an End Date to narrow your search.

Select from the following optional selections:

Show hidden items

Show Inactive Learners

Show Current Department/Facility (if you do not select this checkbox, the Learner’s
department/Facility at the time of the assignment displays).

From the ‘Select a facility’ drop-down, select a Facility’s name.

From ‘Sort Departments by’ select either Dept Code or Dept Name.

Click the “Select” button.

This report displays Item information for those that fit the criteria selected as displays the grand

totals for assigned, completed and a completion percentage.
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Assigning E-Learning
(online training)

There are several ways to assign E-Learning: by Individual, by Department and by Selected

Learners (choosing multiple Learners from multiple areas within an agency).
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CDS Curriculum

« 24 Courses in the General CDS Curriculum
*National Best Practice
*Multi-media and interactive
*4-8 Lessons Each
*Tests

*Suggested On-the-Job Competency Demonstration
Disability Intensive Courses
Film for Thought
*College of Frontline Supervision & Management
*More courses added and updated annually

www.collegeofdirectsupport.com

For technical assistance, email: CDSTA@umadnj.edu 135
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Flexibility in Offering
Coursework

» Agencies may develop their own practices for offering
courses/lessons to its staff

« Agencies have utilized the CDS for its state-of-the-art
curriculum in many ways. This includes: on the
clock/off the clock training, external/internal computer
options, creative resources and motivation, seminars,
and other flexible methods.

» Using the online trainings for continuing education
opportunities for DSPs is encouraged.
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New Jersey Career Path

e Career Path Level | & I

— College of Direct Support
7 Training Courses in each level
—4 to 8 lessons in each module
— At least an 80% on tests, can take up to 3X

— Mentors support using skills on the job

— The Portfolio documents that learning is used
on the job and activities have been
completed.

— Current Career Path requirements differ from
the model used in the pilot = Greater flexibility
for agencies

For technical assistance, email: CDSTA@umadnj.edu 137
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Career Path
Levels 1 & 2 °

College of Direct Support Courses incorporated
with mentoring, on the job skill building, and
portfolio completion

Level 1 Courses Include:

Direct Support Professionalism

Safety at Home and in the
Community

Documentation

Community Inclusion
Individual Rights and Choices
Teaching People w/DD
Cultural Competence

For technical assistance, email: CDSTA@umadnj.edu 138
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Level 2 Courses Include:

Career

Path
Levels1& 2

Employment Supports: Exploring Individual Preferences and
Opportunities for Job Attainment

Person-Centered Planning
Supporting Healthy Lives

You've got a Friend: Supporting Family Connections, Friends,
Love and the Pursuit of Happiness

Positive Behavior Support
Working with Families
Everyone Communicates

For technical assistance, email: CDSTA@umadnj.edu 139
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« Mentoring continues with a mentor
with similar concentration

expertise

» Portfolio development focused
around concentration.

Level Il (Concentrations)

*Amount of required training and mentoring TBD

Mental Health Supports*

Aging/End of Life

Health Supports

Person Centered Planning/Inclusion
Multiple Disabilities

Traumatic Brain Injury

Autism

Supervision

Positive Behavior Supports
Leadership/Mentoring

Level 3 coursework to be completed online,
using existing College of Direct Support
courses and lessons uploaded to the CDS,
in combination with classroom based
training. NJ Specializations will align with
NADSP specialization requirements,
although there will be more specialization
options in NJ.

Turrently in development
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Pilot Outcomes

Agency Turnover Survey Results:

Overall Agency reduction from 36% to 26%

Reduction from 38% to 12% in the part of the agency where staff could
voluntarily participate in the career path training.

Only 16% of the people participating in the career path left their
organizations.

Reduction in turnover leads to cost savings which maybe reinvested in
the workforce and organization.

NJ Community College faculty review committee recommended that the
Career Path be accepted as 9 credits toward an Associate’s Degree in
Human/Social Services. Raritan Valley Community College has
operationalized this. We will work with stakeholders to make this this option
available at multiple community colleges throughout the state.

100% of responding DSPs strongly agreed/agreed that they would
recommend that all DSPs participate in the Career Path and that as a result

of the Career Path they are more likely to continue their careers as DSPs.
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Assign E-Learning by
Individual

For technical assistance, email: CDSTA@umadnj.edu 142
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E-Learning — Assign training to —
Individual

0% COLLEGE OF

)i AN INTERNET BASED CURKICULUM FOR DIRECT SUPFORT PROTESSIONALS

Demonstr;“on Purpose - New Jarsey DHS/DDD

Home | System | Access [ Leamers| Edearning | Discussion | Content | Evaluation Tools | Classes & Events | Custom | suiveyor| Reponts| Log 0ut| Help |

Creale an Assignable Module | Administration Home Page ” ]
Edit Existing Modules |
Assign Traing . o1 Individuls
Manage Publish Modules for SelfEmvolment  »  Departments

E-learning / Individual ~ View Groups ] ) ) .
Your administrative scop SelectedLeamers |rtments across 1 facilities. Within this scope you will have specific administrative rights.

E-learning / Department M

Class/Event Roster _WLWJ Click here to view your administrative status detail.
Quick Links

Lookup Leamers View]|

Create a Module View
Edit a Module View

Help Documents View

C_upvnqht © 2001 - 2010 MC Strategies, Inc. All rights reserved.

Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Assign E-Learning to an individual Learner

There are several different ways to assign E-Learning to an individual Learner.

Note: To add modules to one Learner at-a-time, you can also use the ‘Manage Training’ page
from Lookup Learners (see Looking Up and Editing Learner Information in the manual). The
advantage of using this page is that you can assigh both modules and Classes & Events from
the same page.

Modules can be assigned to individuals (one Learner at-a-time), department or the entire
department and “selected Learners” (a group of Learners you create based on the position
code you have created). The basic procedure for assigning modules is the same for each, these

instructions focus on assigning a module to an individual.

From the menu bar, select E-Learning — Assigh Training To — Individuals.
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E-Learning — Assign training to —
Individual — Lookup Learner

& COLLEGE OF

N R
oy

e}
ECE

b

AN Inreanet saseo Curmicuum ror Diect Suprorr ProressionaLs

Demonstration Pul

Home i System i Access iLealnmi E‘Ieamingi Discussion i Content i Evaluation Toulsi Classes & Events i Cuﬁomi 5uweymi Repollsi Log Duli Help i

onetwo - Now Jersay DHS/DDD!

Manage E-learning - Individual

)

To select a leamer to manage, dick the Select Learner button.

EEX

2 Learner Lookup - Windows Internet Explorer

£ ice.com/KDS50a/contentf sarmer. asp?caller=18srch= ¥
Lookup Learner 4

To locate a learner:

Terms arj

3 t the
4. Chck Select Learner

Search by Last Name: | €xample

1. Enter all or part of their last name in the Search box below
2. Cick Search

ct the name of the learmer from the st that s displayed

=P

Search Results for example

Select a learner from the list: | example-eight, deme- 01/C0SDeme v Select Learner v
example-gight. demo- 01/CDSDemo
e —

Done H100% -

Example-eighteen, Demo- 01/CDSDemo
example-eleven, demo- 01/CDSDemo
Example-fiteen, Demo- 01/CDSDemo
Example-five, Demo- 01/CDSDemo
example-four, demo- 01/C0SDemo
Example-fourteen, Demo- 01/CDSDemo
example-nine, demo- 01/C0SDemo
example-nineteen, demo- 01/CDSDemo
example-one, demo- 01/CDSDemo
example-seven, demo- 01/CDSDemo
Example-seventeen, Demo- 01/CDSDemo
example-six, demo- 01/C0SDemo
Example-sixteen, Demo- 01/CDSDemo
example-ten, demo- 01/CDSDemo
example-thiteen, demo- 01/CDSDemo
Example-three, Deme- 01/CDSDemo
example-twelve, demo- 01/C0SDemo
example-two, demo- 01/CDSDemo

Click the Select Learner button on the right.

From the “Lookup Learners’ pop-up, type in all or part of a Learner’s last name and click the
“Search” button.

From the drop-down menu, click on a specific Learner from the list.

Click “Select Learner” button.

The ‘Manage E-learning’ page for the selected Learner opens.
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Individual — E-Learning
Assign Modules

W COLLEGE OF

An INTerner 8asen Cutmicuium ror Dinect SurroRr PROFESSIONALS

Demonstration Pu ~New Jarsay DHS/DDD
Home I System | Access | Leilm:nl E-Inlningl Discussion | Cnnlsn\] Evaluation Tools | Classes & Events | Custom | Slnvsynrl Hupurhl Log Clllll Help |
Manage E-learning - demo example IU
To select a learner to manage, dick the Select Learner button. Select Learner

E-learning E-learning E-learning Class & Event Class & Event Class & Event
Detail 2=cign Madule: £sson Management Completions Management Enroliment

Manage assignments for: example, demo

Select a module to assign to this learner:
Modules your Department Created:

v E_dﬂ View Assign Now Assign Later
‘ | Modules available to Everyone:
N v Assign Later
Assiqned Module Name (dick to view lassons)
EMB- DSP Professionalism Remove | _Reassign

Awaiting Assignment to Lesson Plan Assignment Priority

No modules awaiting

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Select the E-Learning Assign Modules tab.
Select a module from either the drop-down for Modules your Department Created (including

all uploaded trainings created by your agency) or the drop-down for Modules available to
Everyone.

Optional. If you want to see all the lessons in the module, you can click the View button.

Optional. If you want to edit the module and lesson properties or delete lessons from the
module, click the Edit button.

Click on either the Assign Now or Assign Later button.

Assign Now — Adds the selected module in the Learner’s lesson plan immediately.
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Assign Later — Adds the module in a “holding area” that keeps the module off the Learner’s
lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next
time a Learner logs in the module in the holding area will be assigned.

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If
they have completed all the lessons in their lesson plan and they think they have completed
their training they may not log in again and will not receive the next module.

Note: If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and
send email to the Learner. Click OK if you want to send the assignment and the email. OR, click
Cancel if you only want the assignment made no email will be sent. You do not get the option to

send the email elect to assign the module later.

Tip: You will be directed back to the ‘E-learning Assign Modules’ tab where you can continue to

add more modules as needed for the selected Learner.

Tip: From this screen you can also remove and reassign modules as well as edit a module and

view the lessons within a module.
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Email that module was assigned

B Assigned Module: EMB- DSP Professionelism - Messape (HTML)

Pfln Eot Vew et Fomet Tools Amions  teb  Adobe POF
i aBepty | gRephyton) | Forped | § ol w8 K e -4

B webrservenoont NS e com Serhs The BI26/2010 4:04 PM
o
e

Subject:  Assigned Module: EME- DSP Professonskes

demo,

You were assigned bessons from the module

EMB- DSP Professionalism.

This module contamns 7 lessons having due dates as early as 11-24-2010

Best of ack in completing these lessons!

Once a learner has been assigned a module or lesson they will receive a email confirming the
assignment.
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E-learning — Assign training —
Individual — E-learning detall

G, COLLEGE OF

An Inteener saseo Curriculum For DiRect SurrorT PROFESSIONALS

Demonstration Pu - New Jersey DHS/DDD

Home | System | Access [ Leamers | E-tearning | Discussion | Content | Evaluation Tools | Classes & Events | Custom | Surveyor| Reports| Log 0ut| Heip |

Manage E-learning - demo example ” ]

To se [ to manage, dlick the Select Learner button. Select Learner
E-learning E-learning E-learning Class & Event Class & Event Class & Event
Detail Assign Modules || Lesson Management Completions Management Enroliment

E-learning Detail - by Module Assigned

Learner: example, demo
Sort by Complete By Date | Sort by Module Name g

Module: EMB- DSP Professionalism M m‘
Credits Completed  Learning Testing Pretest Pretest
Assigned Lesson (click to view Introduction) By Due Date Oon Completed Completed Score Completed Score

ir Professionalism: Intr ion 11-24-2010

Direct Support Professio g Support 11-24-2010
Direct Support Professionalism: Contemporary Best Practices 11-24-2010
Direct Support Professionalism: Applying Ethics in Evervday Work 11-24-2010
Direct Support Professionalism: Practicing Confidentiality 11-24-2010
Direct Support Professionalism: Working with Your Strenaths and 11-24-2010

i
Direct Support Professionalism: Health Insurance Portability and 11-24-2010
Accountability Act (HIPAA’
Awaiting assignment

Complete Complete

Lesson Name (click to view Introduction) Module Name Days Lesson By Priority

_Copyrlgh[ © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Aareement | NADSP Credentialing

Back at the Manage E-Learning Page you can also view the E-Learning Detail — detailed
description of all E-Learning lessons assigned to the Learner. On this page you can view the E-

Learning Detail for the learner and sort it by complete by date or by module name.
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Individual — E-Learning Lesson
Management

4%, COLLEGE OF

&

SOOI Aw hreanes aseo Cursicutum ron Disect Surront Proressionats
Demonstration Purpose - New Jersey DHS/DOD.
Home I System I Access ]Lrarnslsl E-l:aminq] Discussion ] Eunltnll Evaluation Tools | Classes & Events | Custom | 5mv¢yul| Hspulls] Log IJuII Help |
Manage E-learning - demo example !H
To select a learner to manage, click the Select Learner button. Select Learner
E-learning E-learning E-leamning Class & Event Class & Event Class & Event

Detail Assign Modules {1 esson Management, Completions Management Enrollment

= = S  — = —
Manage lessons for: example, demo &) All Lessons (U Incomplete Lessons Show j Save Changes j

Global Update
Pretest

Edit Assigned Lesson (dick to view Introduction) Due Pri. Complete  Score Score  _Remove |
O Direct Support Professionalism: Introduction 11262010 4 O
o irect Support Professionalism: Becoming 3 Direct Su; ofessional 11-24-2010 4 O
a Direct Support Professionalism: Contemporary Best Practices 11-24-2010 4 O
0 Direct Support Professionalism: Applving Ethics in Everyday Work 1-24-200 O
a ir Professionalism: Practicing Confidential 11242010 0
@l i Pre i ism: Working with Your Strs h N 11-24-2010 4 O
al Direct Support Professionalism: Health Insurance Portability and Accountability Act (HIPAA) e 4 O

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

You can also view E-Learning Lesson Management which allows you to view all or incomplete
lessons, lessons assigned, the date each lesson is due, priority of each lesson, dated lesson
was completed, final score and pretest score for the learner. You can also remove or edit each

lesson assigned to the learner. When assigning modules and/or lessons you can change the
priority level and due dates.

Note: Remember to click “Save” before moving on from the current page.
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Manage Training — Class & Event
Completions

/&7, COLLEGE OF

Demonstration Purpose - New Jarsey DHS/DDD

Home | System | Access [ Leamers| E-leaming | Discussion | Content [ Evaluation Tools | Classes & Events [ Custom [ Suveyor] Reports [ Log 0ut | Help |

Manage Training - demo example ‘”

E-leamning E-leaming E-learning Class & Evenl Class & Event Class & Event
Detail Assign Modules | Lesson Management Completions Management Enrallment

This learner has not attended /completed any events. ‘

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Redqistered User Agreement | NADSP Credentialing

From the Manage Training tab you can view Class/Event completions for the Learner.
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Manage Training — Class & Event
Management

AT COLLEGE OF

An Interner Baseo Curmicuium For Dimect Surrort Proressionals

Demonstration Purpose - New Jarsey DHS/DDD

Home I System | Access |Lnlnaﬂ| E-Inmingl Discussion | Content I Evaluation Twl:] Classes & Events | l:nzlnn] Suwwml Repaml Log I]u\l Help |

Manage Training - demo example I”

E-learning E-learning E-learning Class & Event Class & Event Class & Event
Detail Assign Modules Lesson Management Completions Management Enroliment

This learner is not enrolled in any events.

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

From the Manage Training tab you can manage Classes/Events...
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Manage Training — Class & Event
Enroliment

7%, COLLEGE OF

S e
E sy
I8V, An Iy saseo Curescuruss von Dutccr Surront Proressronsss
Demonstration Purpose - New Jersey DHS/DDD
Home | System | Access ILaalnusI E-learning | Discussion | leanll Evaluation Tools | Classes & Events I Custom | Suvaynrl ﬂqnllsl Log EIulI Help |
Manage Training - demo example ]| ]
E-learning E-leaming E-learning Class & Event Class & Event Class & Event
Detail Assign Modules | Lesson Management Completions Management Enrollment
Search for courses like: Start Date: |s212010 ol (mm/dd/yyyy)
At Facility: Al v EndDate: |15 o019 [ (mm/dd/yyyy) _ListEvents
No events by that subject were found at that ANY location.

Copyright @ 2001 - 2010 MC Strategies, Inc. All nghts reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

And enroll the Learner in Classes and Events.

Note: You can search for Classes & Events by course title, facility or start and end dates. Once
you have entered your search criteria, click “List Events” and choose the class/event to be

assigned to the Learner.
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Assign E-Learning by
Department
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E-learning — Assign Training —
Department

G2k COLLEGE OF
G507, A Intiener sasto Cumnicutum ror DIRECT SurvorT PROTESSIONALS

Demonstration Purpose - New Jersey DHS/DDD'

Home | System | Access |Lea|na|:| E-learning | Discussion I Ennlmll Evaluation Tools | Classes & Events I Custom | Sluveynrl Repll:l Log Out | Help I

T
Creals an Assignable Modue | Manage E-learning - Department H]
Edit Existing Modules I
To select a department to manage, Assign Training lo. Indi
Publish Modules for Self-Enrolment
[select Multiple Departments =~ —————————————————— = ua—"
[ !

Selected Lesmers |

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Pnvacy Policy | Registered User Agreement | NADSP Credentialing

Assigning training to the entire department (agency)

The procedure for assigning training to the entire department is slightly different than assigning
training to an individual Learner (as demonstrated earlier in the manual).
Note: You will only be able to assign training to your own department (agency) unless otherwise

specified.

From the menu bar, select E-Learning — Assign Training To — Departments.

Click “Select Department”.

Note: If you have access to multiple departments (multiple agencies) and you want to select
more than one Department, click the ‘Select Multiple Departments’ checkbox on the left before
clicking “Select Department”.

The ‘Department Lookup’ popup opens.
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E-Learning — Assign Training —
Department

/& 2%, COLLEGE OF

Department Lookup do ernet Explore IE Demonstration Purpose - New Jersey DHS/DDD
el Dept. i b apmul Log Out I Help |
select D

Selecta faciity from the it below. The department list wil automatically update to show all departments for the selected facity. Select the desired department

Select Department

‘ Faciity: | 01 - New Jersey DHS/DDD

4 ~ S
L Sort Departments by O Dept Code () Dept Name !

Dept:

CDSADMIN - Boggs Center CDS Administrator johts reserved. o
bmont | NADSD Crodonbsling

Dane € Internet H100% v

Your facility will be New Jersey DHS/DDD (unless otherwise specified) and your department will

be (the name of your agency, unless otherwise specified).

Once you have chosen the facility and department, click “Select”.
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E-Learning — Assign Training —
Department

7%, COLLEGE OF

& "vd’;
s L~ AN INTERNET BASED CurmiCuLUm FOR DIRECT SUPRORT PROFESSIONALS

Demonstration Purpose - New Jersey DHS/DDD

Home | System | Access |Leaene|s| E-Iearn‘ngl Discussion | l:nntenll Evaluation Tools | Classes & Events | Cusmnl Suveyorl Hepnltsl Log Uutl Help |

Manage E-learning - Department H ]

To select a department to manage, dick the Select Department button. Seles nt

[ Select Multiple Departments View Dept learners

Managing Department: 01 / CDSADMIN - Boggs Center CDS Administrator
There are 3 learners in this department.

Modules your Department Created:
v

Edit| View Assign Later
~—
View Assign Later

EMB- DSP Professionalism Learners | Remove | Reassign |

odules available to all Facilities:

Assigned Module Name (click to view lessons)

Awaiting Assignment to Department Assignment Priority

No are awaiting

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Click on the Modules you want to assign from ‘Modules your Department Created’ (specific
modules your agency created including those uploaded into the system) or ‘Modules available
to all Facilities’ (all modules available to all agencies through DDD).

Optional. If you want to see all the lessons in the module, you can click the View button.

Optional. If you want to edit the module and lesson properties or delete lessons from the
module, click the Edit button.

Note: You can view the Department Learners before assigning the Modules. Click “View Dept.
Learners”

Once you have chosen the Modules you want to assign to the department, click either the
“Assign Now” or “Assign Later” button.
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Assign Now — Adds the selected module in the Learner’s lesson plan immediately.

Assign Later — Adds the module in a “holding area” that keeps the module off the Learner’s
lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next
time a Learner logs in the module in the holding area will be assigned.

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If
they have completed all the lessons in their lesson plan and they think they have completed

their training they may not log in again and will not receive the next module..

If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and send
email to the Learner. Click “OK” if you want to send the assignment and the email. OR, click
Cancel if you only want the assignment made no email will be sent. You do not get the option to

send the email elect to assign the module later.

A new popup window will appear showing all Learners in the department.
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E-Learning — Assign Training —
Department

Lookup Learner
back to Manage E-earning - Department CDSADMIN

Assign Module: EMB- Supporting Healthy Lives

-Assign dodule |
———
The module may be assigned to some or all of the leamers in department CDSADMIN, Choose one

of the options beiow. If necessary, select the learners you want to assign this module to, Click Assign Module to assign the modue to the leamers.

n lessons to ALL learr

n to only the leamers I have selected b

Job Code

Job Description
| example, demo
D example, demo
D Purpose, Demonstration

You can choose to assign the training to all of the learners in a department (click “Assign
lessons to ALL learners shown below”), or to select learners (click “Assign to only the
learners | have selected below”, then click on the box next to Learner(s) you want to assign

the lessons to) to have the training assigned to from within the department.

Click “Assignh Module”.
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Viewing Department Learners
Before Assigning Training

COLLEGE OF
CEPEIMENECIAY g pIOTE = Demonstration Purpose - New Jersey DHS/DDD
2] it i i in/LockupDeptLearners, asp?dept=CDSADMIN v W“"'I Log uull Help |
r [Faciity: 01 - New Jersey DHS/DDD Dept.: CDSADMIN - Bogas Center CDS Administrator |H
TJ The following active leamers are assigned to department CDSADMING
Lastname First, M Last Login Active Select Departmant
example  demo Yes
View Dept learners
|| examole  demo Yes IR
Pupose  Demonstration  9/2/2010 Yes
Edit| View Assign Now Assign Later
View|  Assign Now Assign Later
— — - Learners | Remove | Reassign |
Done & Internet H100% -
Awaiting Assignment to Department Assignment Priority
Mo modules are awaiting assignment.

Copyright © 2001 - 2010 MC Strategies, Inc. Al rights reserved.
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Assign E-Learning by
Selected Learners
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E-Learning — Assign Training —
Selected Learners
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Demonstration Purpose - New Jarsay DHS/DDD

Home | System I Access Il.nllnm:| E-Ieuningl Discussion I l'.‘lmlanll Evaluation Tools | Classes & Events ] CullnmISul\mym] Hapmlll Log Out | Help |

Create an Assignable Module I Administration Home Page |ﬂ
Edit Existing Modules |
Agsign Training to... 4 Individuals
Manage Pubiish Modules for SeltEnvolment  * - Departments
E-learning / Individual View

E-learning / Department  View

Your administrative €go] el Lents across 1 facilities. Within this scope you will have specific administrative rights.

Class/Event Roster "‘ﬂl Click here to view your administrative status detail
Quick Links

Lookup Learners View|

Create a Module view|

Edit a Module View

Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

When you want to group Learners from different departments to assign training to, you might
want to create a list of selected Learners. You have one list of selected Learners; however, you

can easily edit the list as needed.

From the menu bar, select E-Learning — Assign Training To — Selected Learners.
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E-Learning — Assign Training to —
Select Learners
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Demonstration Purpose - New Jersey DHS/DDD
Hnmsl System | Access Il.ulnml E-Ieamingl Discussion I Content | Evaluation Tools | Classes & Events | Custom | vasynll Repmsl Log Dul] Help I
Manage E-learning - Selected Learners ”]

You can create and save a list of learners you can use to make assignments to. Once the list is created, you can assign to any or all of the learners in the list.
You currently have 0 learners in your list. To add learners click the Manage My List button. Manage My List

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

Click “Manage My List” button to add Learners to the list.

In the popup window, click “Add Learners”.

For technical assistance, email: CDSTA@umadnj.edu 162



Slide 144

E-Learning — Assign Training —
Selected Learner

: SRRl : LE : : P E

£ | http:/fapp39, webinservice, com/kD550a contentfadmin/eleatninghddToSelectedLeatners, asprsf =01 fsn="Rsd=Rep=tag=Red=Rso= hd

|

Add Learners to Select List for: Purpose, Demaonstration

Manage Selected Learners |

[ locate by dept

[ locate by Name locate by faciity Sort Departments by (O Dept Code O Deptiame [ locate by Job Code

| || New Jersey DHS/DDD ¥ | v| C
Locate learners WHERE FadiityCode ='01'
Name 55N-4 Facility Code Dept.  eMail Active Job Code
[] example, demo 01 CDSADMIN  yes  ves
[] example, demo 01 CDSADMIN ~ yes  ves

[ add all of the learners listed above.,
< Enrall | ) 0

Dane 0 Internet F100% -

Note: This is a great way to assign lesson to multiple learners all at once (i.e. assigning training
to Learners by position codes). You can only create one List, but you can make adjustments to

the list when necessary.
You can locate learners by name, facility, department, and/or job code.
Enter search information to find one or more Learners. You must also select the checkbox for

each of your search selections.

Tip: If you want one specific Learner, enter the last name of the Learner. If you want to narrow

your search, enter a Facility. Department and/or Job Code.

For technical assistance, email: CDSTA@umadnj.edu 163



Tip: If you want to return multiple Learners, use a * % * sign to return all names from your other
selected items.

Click “List Learners”
Check the boxes of each Learner's name you would like to include, then click “Enroll”.

Tip: If you want to include all the Learners listed, click the ‘Add all of the Learners listed above’

checkbox.
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Learners Are Added to List

Add Learners to Select List for: Purpose, Demonstration

Manage Selected Learners

[ locate by Name [ locate by fadiity Sort Departmentsby (ODeptCode O DeptName [ tocate by Job Code

example v bt List Learners

A message displays at the top of the page telling you how many Learners were added.

Note: You can continue to add additional Learners from the search boxes above.

Click the ‘Close’ button in the upper right of the page when you're done.
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Selected Learners — Choose
Training to Assign
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Demonstration Purpose - New Jersey DHS/DDD

}Imsl System | Access | Lulngul E-Ieaﬁn'ngl Discussion | Eomnnll Evaluation Tools | Classes & Events | Cu:lnmlSurveyml stmd:l Log ﬂnll Help |

Manage E-learning - Selected Learners ||]
You can create and save a list of leamers you can use to make assignments to. Once the list is created, you can assign to any or all of the learners in the list.
You currently have 2 learners in your list. To add or remove learners click the Manage My List button. Manage My List >

Modules your Department Created:
v

Edit| View Assign Now
Modules available to all Facilities:

v View Assign Now

Copyright & 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

From the menu bar, select E-Learning — Assign Training To — Selected Learners.

The ‘Selected Learners’ page opens and tells you how many Learners are attached to the list.

The example below shows that 7 Learners at attached to the list.
To see the names, click the “Manage My List” button, also from ‘Manage My List’, you can add
and remove names after clicking ‘Manage My List’ and choosing from the buttons in the upper

right corner — remove selected, remove all, and add learners.

Select a module from either the drop-down for Modules your Department Created or the drop-

down for Modules available to Everyone.
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Click on either the Assign Now or Assign Later button.

Optional. If you want to see all the lessons in the module, you can click the View button.
Optional. If you want to edit the module and lesson properties or delete lessons from the
module, click the Edit button.

Click either the Assign Now or Assign Later button.

Assign Now — Adds the selected module in the Learner’s lesson plan immediately.

Assign Later — Adds the module in a “holding area” that keeps the module off the Learner’s
lesson plan until the Learner has 3 or less incomplete lessons in his/her lesson plan. The next

time a Learner logs in the module in the holding area will be assigned.

Note: If you use Assign Later the lessons do not appear until the next time a Learner logs in. If
they have completed all the lessons in their lesson plan and they think they have completed

their training they may not log in again and will not receive the next module.

If you selected the ‘Assign Now’ button, you receive a popup to make the assignment and send
email to the Learner(s). Click OK if you want to send the assignment and the email. OR, click
Cancel if you only want the assignment made no email will be sent. You do not get the option to
send the email elect to assign the module later.

From the ‘Assign Module to Select List’ popup opens. Either assign the lessons to ALL Learners
listed, or select individual Learner names using the checkboxes to the left, then click the Assign
Module button in the upper right.

The names list in alphabetical order that were assigned the module.

Then close window to return to the ‘Manage E-Learning — Selected Learner’ page.
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E-Learning: Allowing for Learner
Self Enroliment
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E-Learning — Publish Modules for
Self-Enrollment
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Home | System I Access Il.namms] E-Iealningl Discussion I Cnnlzntl Evaluation Tools | Classes & Events | Custom I Surveym[ Hepnllsl Log Dut | Help I

Creale an Assignable Module Administration Home Page |U
Edit Existing Modules

Manage o Pubich CENT TN Mo Enfiie Oiganization
E-learning / Individual ~ View for & Faciity

| , Your administrative scop  for a Group ents across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View e

detail.

Click here to view your a oo ogai )

Class/Event Roster View
Quick Links

Lookup Learners V'ﬂl
Create a Module View|
Edit a Module view|
Help Documents V'ﬂl

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
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The LMS allows you to add self-enrollment lessons for your Learners. Self-enrollment allows
the Learners the option to take a module of lessons or select individual lessons from within the
module. This is convenient for you because it allows you to make training available to a defined
demographic of Learners but not actually assign the training. This is useful for training that may
not be mandatory but should be made available for Learners to educate themselves or get extra

credit.

Click E-Learning — Publish Modules for Self-Enroliment.

Select a publishing scope. This is the ‘scope’ of publication for the module (e.g., department). If
you want everyone in a given facility to have the option to enroll in a module, you would click
“for a Facility. Or, you only want the module to be available to a specific department then you

would select “for a Department,” and so on.
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E-Learning — Publish Modules for
Self-Enroliment
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Demonstration Purpose - New Jersey DHS/DDD

Hone | System | Access | Leamers | E-teaming | Discussion | Content | Evaluation Tools | Classes & Events [ custom | suveyor| Repons| Log 0ut | Help |

Publish E-learning Modules ]U

Publish Modules for a Department

Select a facility from the list. You will be presented with a list of departments in that facility. Choose a department from the list and click Select Department.
Only facilities and departments included in your administrative scope will be displayed.

Facilities: 01 - New Jersey DHS/DDD v

Departments: | All Departments v Select Department

Module Selection

Select the module you wish to publish from the list below. Click View to see the lessons contained in the module. Click Publish to designate the module for self enrollment by anyone in the department.

There are no local modules available for you to select

Global Modules:

Modules published for facility: New Jersey DHS/DDD - Dept: Boggs Center CDS Administrator

There are no modules published for self enroliment by this department

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Redqistered User Agreement | NADSP Credentialing

Depending on the publishing option you selected (e.g., for a Department”) you next must define
the demographics of the Learners you want to have the ability to self-enroll using a series of

drop-down menus.

Before publishing you may also view the lessons that are in a module. Select the module to be
published from one of the drop-down menus. You can select a module from ‘Local Modules’ and
‘Global Modules,’ then click either “View” button to see the lessons in the selected module.

Click the “Publish” button to the right of the select module.

The module displays at the bottom of the page with the name of the module, the publishing date

and time, and a “Remove” button.
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Additional Helpful Tools
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Announcements
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Manage Announcements

< Olkz
4 DIRES
SEEON

COLLEGE OF

)
B>
e

L)
G008 A Inteentr 1asto CUBRICUUM 108 DIRECT SUPOR PROFESSIONALS
— Demonstration Pu ~ New Jarsay DHS/DDD.
Homg{| System) Access IL:Imer:I E-Ielmingl Discussion | Ennunll Evaluation Tools | Classes & Events I CullnmlSulnyulIprmllI Log DmI Help |
9e Departments ion Home Page |‘ ]
Manage Groy
rage Announcements )
Mai  Systen Lonliguration Administrative Status Summary
E-lg. Manage Pessonal Training. |riey
£l Manage Program Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
-l sy oepAraTETT—View
Quick Links Click here to view your administrative status detail.
Lookup Learners view |
S
Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
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As an Administrator you can create announcements and then assign them to your Learners.

You can manage the start date and end date for each announcement as well as edit, copy and
delete announcements as needed.
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Manage Announcements

I pe = Print List
view: © All @ Active © Expired  Archived

Type Priority Acknowledgement Announcement Active Inactive Start Date Expires

Announcements ! 4 Save the Date - Direct Support Professionals Week 1] a 8/25/2010 9/18/2010 B Copy XDelete Print ‘

Once you create the announcement you can assign the announcement to one or more of your
Learners, facilities, departments or all Learners.
Announcements have a start date that the each announcement was sent to the assigned

Learners and a date set to expire each announcement.
You can view your announcements three ways. By default the announcements display only the
active (current) announcements. You can also view ‘All' or “Expired.” “All” includes both expired

and active announcements and “Expired” includes only expired announcements.

Tip: When an announcement expires, it automatically removes from the Learner’s list of

announcements.
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Add New Announcements

Here you can create, edit, and assign announcements. An announcement will not be viewable by a learner until it has been published. Once published, an announcement’s
Return to Announcements List

properties cannot be changed. You can only extend the end date and add new assignments to a published announcement.

Title: Starting Date: Expiration Date:

[ | [8/25/2010
Announcement Properties

r !H\ghlmportan:e ™ # Acknowledgement Required

I™ Persistent Note: Persistent announcements will always remain visible to assigned learners regardless of the announcement expiration date.

Announcement Type: Acknowledgement Text:

Announcements ¥ Add/Edit Announcement Types Add/Edit Acknowledgement Text

Display announcement on:

W LMS personal page [~ Imaging home page Note: If acknowledgement is required, the anncuncement can only appear In one place.

i [Paragraph w0 [Font w|[sze || color v i

IEBES - - EE 9 =iy oo gl

When you create an announcement you have the option to select a date the announcement is
to display for the Learners (Start date), the date they the announcement is to expire from the
Learners view (Expires date), write a title that informs the Learners what the announcement is
about and add body text that gives more details about the announcement. The body text can be

typed into an area that works like a typical word processor.

If you create an announcement with a current date, it's available for learners to see the next
time each Learner in your group(s) logs on. You can also set the date to a future date so the

announcement waits to run automatically on that date.

Acknowledgements- Administrators may require learners to acknowledge they read and
understand the announcement. The acknowledgement will be documented on the learner's

transcript.
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Announcement Type - Administrators may add, edit or delete Announcement types Ex: General
information, Meeting minutes, Practice Change.

Tip: If you have a similar existing announcement you might want to copy it and edit it instead of
making a new announcement from scratch.

Tip: The text fields do not have a spell-checker.
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Add New — Example

Here you can create, edit, and ssign announcements. An announcement will not be viewable by a leamer until it has been published. Once published, an announcement's |

Return to Announcements List

properties cannot be changed. You can only extend the end date and add new assignments to a published announcement.

Title: Starting Date: Expiration Date:
e m e T e e ey T Eransa
{5ave the Date - Direct Support Professionals Week | [Eiz5/2010 ] 5/18/2010

Announcement Properties

# !High importance @ ¥ Acknowledgement Required

W Persistent Note: Persistent announcements will always remain visible to assigned learners regardless of the announcement expiration date.

Announcement Type: Acknowledgement Text:
Announcements ¥ | Add/Edit Announcement Types Default ¥ | Add/Edit Acknowledgement Text

Display announcement on:

¥ LMS personal page [ Imaging home page Note: If acknowledgement is required, the announcement can only appear in one place.

ot wl[see wl[cow v

2 di=fisnnecdf

It's Official! Senate Declares National DSP
Recognition Week 2010

On June 16, 2010, the U.S. Senate approved Resolution 558,
designating the week beginning September 12, 2010, as "National
Direct Support Professionals Recognition Week.” Co-authors were
Senators Nelson, Kerry, Brownback, Dodd, Bingaman, Johanns,
Collins, Bunning, Carper, Brown of Ohio, and Udall of Colorado.

The resolution describes the important role of DSPs, the current
situations of low wages and high turnover, and the need to
attract more career-seekers to the direct support workforce.

Enter the message for the announcement using the word processing area as shown below. You

can use the editing tools to format the content within the announcement (e.g., bold, italics,

underline, font size).

For technical assistance, email: CDSTA@umadnj.edu
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Add New cont’'d

= | =
2 v | i

@ Cancel | Selecting the Save button will save the announcement with any changes to the text of the announcement or to the list of learners being assigned. To assign the announcement to learners you
will need to choose the Publish button.

r

Learners | Groups || Departments || Job Code || Facility/Department/Job Code

LastName:[ [ Search

Available Learners Selected Learners

.R .\‘f .r\ .v

Return to Announcements List

Click the Save button below.
You must save the announcement before you can publish it to learners.

You are now ready to assign Learners to the announcement.
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Announcement - Publish

will update the announcement with any changes to the text of the announcement or to the list of learners being assigned. To assign the

announcement (0 Iearners you will need to choose the Publish button.

-
Learners | Groups | Departments | Job Code | Facility/Department/Job Code

Last Name: [ [Geah

Available Learners Selected Learners

[ TV]

v
b,

]
A

Return to Announcements List

Once you have created an announcement, you can assign it to all Learners, one or more
individual Learners, one or more groups of Learners, or to the entire department.

All assignments are made from the ‘Edit Announcement’ page. You may need to scroll down the
page to assign the announcement.

There are several buttons used to assign and unassign announcements between the left and

right panes.

Move one or more selections to the left pane so they are not selected to receive an
announcement. Move one or more selections from the left pane to the right pane where they are
selected to receive an announcement. Move all items listed in the right pane to the left pane so
they are not selected to receive an announcement. Move all items listed in the left pane to

the right pane where they are selected to receive an announcement.
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Whatever is added to the right pane (e.g., group name), receives the open announcement. More
than one item may be listed on the right.

Note: To see the left and right panes, you must make sure that the “make available to all”
checkbox is not selected. If it is selected, remove the checkmark from the checkbox with a
click, then click OK to clear.

Click “Update” then “Publish”.

Click “Return to Announcements List to view your hew announcement.
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Running Reports

Reporting tools effectively collect data on all aspects of learning by several different criteria.
Reports can gather information by Facility, Department, Single Learner, Lesson, Module (Group

of Lessons) and/or other criteria.

Access to:
Online Learning
Classes & Events
Ontrack
Acknowledgments

Discussion
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Reports
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Demonstration Purpose - New Jersey DHS/DDD

ICanMnll Tools | Classes & Events ICullumISumy“ eports)) Log Out |  Help l

=

Home I System I Access [Lumeul E-l

Administration Home Page

D

Classroom/Events
Onlrack
Manage Administrative Status Summary A‘_‘k"""fww'”"“
E-learning / Individual ~ View - X . i i
Your administrative scope includes 1 departments across 1 facilities. Within this scc Suveyor pecific administrative rights.
E-learning / Department  View Admin Reparts

Click here to view your administrative status detail.

Class/Event Roster m]
Quick Links

Lookup Learners M
Create a Module M
Edit a Module view |
Help Documents iew |

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserv
,,,,,,, it orrleti bl i o iy Credentiai

&ims and Conditions | Prvacy Poiicy | Reqistered User Agreement | NADSP Credentising

Select Reports — Online Learning

For technical assistance, email: CDSTA@umadnj.edu
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Reports — Online Learning

button in your browser to return to this page.

Report Manager
£ =2

Select the report to run from the those listed below by clicking on the link. If additional information is needed you will be prompted for it. Since you may want te print, the reports will not have any navigation links on them. Use the Back

Report Type Reports Available
Facility Summary Facility Summary

Group Summary Lessons Due

Lessons Due

e

Sroup Su x4

lisscas Group Summary Lessons

Group Reports Group Summary by Facility
Group Summary by Module
Group Summary Detail
Group Summary

IMPORTANT

Current Facility Selected: None

enartment Reports  Department Summary Report

eno

Department Detail Report

Learner Reports
Individual Lessons Due
Individual Completion History
Classroom Events Department Completed Learners
Reports

Description

Displays the assignment and completion summary data for each facility in your administration scope.

Displays by learner within a group with incomplete lessons. Lists the total lessons assigned, complete, due and the percent
complete.

Displays by learner within a group with lessons. Lists the total lessons assigned, complete, due and the percent complete.

Group Completion Summary by Facility

Group Summary by Module.

Group Summary Detail Report.

Summary report for one or more groups/modules assigned.

The reports below reguicg.salagtion of a facility hafacg.thay can be run. Please select a facility from these in the list.
Select a fadili Select a Facility v Select Facility )

Gives 3

S pla
Details individual learner progress for each learner in a department.

Detaiis the compietion status of individual iess:
Details the lessons that are beyond the assigned completion date.

Lists the scores for all lessons a learner has completed. This summary includes every score for each test taken.
Lists the score for the selected test, the question, the learner's answers and the correct answer.

Licte 2 stmmans of tha lacen
& summary oF the 185501

indicated with an * sign,

This report allows you to select a classroom event course title to list all learners who have completed the course based on selected
departments.

The Report Manager is the starting point for reports regarding online learning.

Facility Summary - Displays the assignment and completion summary data for each facility in

your administration scope.

This report displays Facility Name and Code, Total Learners Enrolled, Total Lessons Assigned,

Total Lessons Completed, Percent Completed, and Credit Hours.

Select a facility from the drop down menu and click Select Facility (unless otherwise

specified use New Jersey DHS/DDD...)
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Reports — Online Learning-
Department Reports

" &
Select a facility: | New Jersey DHS/DDD v

Current Facility Selected: New Jersey DHS/DDD

@epanmem Summary Report Gives a completion status summary, by department, for all departments you manage.
Department Detail Report Details individual learner progress for each leamner in a department.
Learner Reports Individual Lesson Progress Details the completion status of individual lesson items in a leamer's lesson plan
Individual Lessons Due Details the lessons that are beyond the assigned completion date.
Individual Completion History Lists the scores for all lessons a learner has completed. This summary includes every score for each test taken.
Individual Test Summary Lists the score for the selected test, the question, the learner's answers and the correct answer.
Individual Summary Lists a summary of the lesson plan assigned to a learner. Lessons that are incomplete and beyond assigned completion date are
indicated with an * sign.
Classroom Events ment Tail This report allows you to select a classroom event course title to list all learners who have completed the course based on selected
Reports departments.
Department Enrolled Learners This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.
Event Attendance Listing This report will allow you to select a course and department to generate a list of learners who have attended events within a

selected date range for that course.

Lesson Reports Lesson Summary Details the total number of leamers that have completed and the total number of learers that have not completed a lesson.
Instructor's Guide Lists the test questions and the correct answers for a lesson.
Test Analysis Shows the number of times each answer was chosen for each question in the test.
Test Score Gives the individual scores for each leamner who has taken the test and an overall average of the scores by department and by
facility.
Detail Summary Provides summary of completed leamers, incomplete leamers, percant complete and percent due, Click on the number of

completed/incomplete leamers for a detailed list of the leamers by department.

Module Reports Department Module Report Details the completion status of a module by department for all departments.
Module Completed by Learner Details by Leamner, the module(s) that have been completed.
Module Due by Learner Details by Leamner, the module(s) that have not been completed.

Module Credited Credited Hours Report Details the total hours credited for the modules for all learners.

Hours
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Online Learning — Report Manager
— Department Reports

Department Reports
New Jersey DHS/DDD
1. Please enter the Time Period. If no time period is selected the report will pull all data available. 4. Select one of the following reports:
Start Date: End Date: Department Detail Report
2. Check "A artment, Tf thic ic not calacted, only learnere with lascone ascignad will apnear on report, |___DeparmentSummaryReport |

[IShow all Learnars [ “Lessons Past Due by Department !
Sort Departments by () Dept Code () Dept Name ! Lessons Due by Department ]
3. Choose a specific department or all departments.
All Department W [ “Ontrack Leamer ltem Detail ]
All Department
CDSADMIN - Boggs Center CDS Administrator
“Show Leamer by Dept.

All Assignments

Select single department before running the
All Assignments report.

*Lessons Due and Lessons Past Due do not use Date Range specifications.

Home/ Leamer Reports/ Lesson Reports

Department Reports

Click on Department Reports link

Select a Time Period if desired - if no time period is selected the report will pull all available
data.

Select the check box next to Show all Learners if desired. If chosen this will pull all learners in
the database that meet the criteria you select, regardless if they have been assigned anything

or not.

Choose a specific department from the list if desired, the default is ALL DEPARTMENTS (You

must find your dept./agency in this drop down)
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Department Detail Report - Details individual learner progress for each learner in a
department. This includes total lessons assigned, total completed, completed this period and
complete percentages and percentages still due. Department totals for each and a grand total

for all departments listed, (If more than one)

Department Summary Report — Gives a completion status summary, by department, for all
departments you manage. This includes total lessons, total completed, those completed this

period and the percent completed for each department and a grand total.

Lessons Past Due By Department — Shows all learners in each department who have not
completed lessons by their due date. Gives hire date (if available) lessons assigned, lessons
due, lessons PAST due and the percent that are past due. Also gives totals for each

department.

Lessons Due By Department - Shows all learners in each department who have not
completed lessons Gives hire date (if available) lessons assigned, lessons due and the percent

that are past due. Also gives totals for each department

OnTrack Learner Item Detail -— Shows all OnTrack Items for learners in each department.
This report gives all items for each learner, a description of each, the completion date, hours

earned and any notes left by the facilitator.

All Assighments — Shows all learning for each learner. Separated by learner, everything
assigned to each learner is listed, Online Lessons, Events, OnTrack Items or Evaluator items. It
shows a description of each item, the scheduled date, the completed date, any hours or CEU’s

and has an Icon to denote which type of item it is.

Note: You will only be able to see the department (or facility) to which you have administrative

access to.
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Learner Reports

Department Reports

=

Classroom Events
Reports

Les: R

Module Reports

Module Credited
Hours

v &)
Select a facility: | New Jersey DHS/DOD v Select Facility

Current Facility Selected: New Jersey DHS/DDD

Department Summary Report
Department Detail Report

Individual Lesson Progress
Individual Lessons Due
Individual Completion History
Individual Test Summary
Individual Summary

Department Completed L

Lesson Summary
Instructor’s Guide
Test Analysis
Test Score

Detail Summary
Department Module Report
Module Completed by Learner

Module Due by Learner

Credited Hours Report

T

Gives a completion status summary, by department, for all departments you manage.
Details individual leamer progress for each learner in a department.

Details the completion status of individual lesson items in a learner's lesson plan

Details the lessons that are beyond the assigned completion date.

Lists the scores for all lessons a learner has completed. This summary includes every score for each test taken.

Lists the score for the selected test, the question, the learner's answers and the correct answer.

Lists a summary of the lesson plan assigned to 3 leamer. Lessons that are incomplete and beyond assigned completion date are
indicated with an * sign.

This report allows you to select a classroom event course title to list all leamners who have completed the course based on selected
departments.

This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.

This report will allow you to select a course and department to generate a list of leamers who have attended events within a
selected date range for that course,

Details the total number of leamers that have completed and the total number of learners that have not completed a lesson.
Lists the test questions and the correct answers for a lesson.

Shows the number of times each answer was chosen for each question in the test.

Gives the individual scores for each learner who has taken the test and an overall average of the scores by department and by
facility.

Provides summary of completed learners, incomplete learners, percent complete and percent due. Click on the number of
completed/incomplete learers for a detailed list of the learners by department.

Details the completion status of 3 module by department for all departments.
Details by Learner, the module(s) that have been completed.

Details by Learner, the module(s) that have not been completed.

Details the total hours credited for the modules for all learners.
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Online Learning — Report Manager
— Learner Reports

Learner Reports

To run a report, locate the learner you want to see a report for, then select the report to run. Use Search to locate the learners alphabetically by last name.

1. Locate the learner you want to report on. 2. Select the report you want to view or print from those listed below:

To search for a particular learner, enter all or part of the last name you want to

locate, then click Searcl

Learning Summary Transcript summary of all learning (online, events and other).
[ Include date range
Last, First MI - Dept.

{J exampie, demo - COSADMIN

() example, dema - COSADMIN

Transcript summary of all learning (online, events and other) due.

Details the completion status of individual lesson items in 2 leamer's lesson plan,

() Purpose, Demonstration - CDSADMIN

Lessons Due

Details the lessons that are beyond the assigned completion date.

Completion History Lists the scores for all lessons a learner has completed. This summary includes every

score for each test taken.

Testing Summary Lists the score for the selected test, the question, the learner's answers and the

correct answer.

Completion Summary Lists a summary of the lesson plan assigned to a leamer. Lessons that are incomplete

are indicated with an * sign.

Home/ DepartmentReports/ LessonReports

Learner Reports

Select a facility from the drop down menu and click Select Facility

Click on Learner Reports link

Search for a learner by typing their last name in the search field and then clicking Search.

Click the radial button to the left of the learner you want

Then click report you want to view or print:

Learning Summary - Shows all assigned to each learner. Shows Online Lessons, Events,
OnTrack Items or Evaluator items. It shows a description of each item, the scheduled date, the
completed date, test scores, any hours or CEU’s and has an Icon to denote which type of Item it

is.
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Learning Due — Shows all lessons, Events, OnTrack Items and Evaluator items assigned to a
learner that have not yet been completed. Gives a description for each, the scheduled date and

has an icon to denote which type of item it is.

Lesson Progress — Shows completion Status of individual lesson items for a selected learner.
This report gives the lesson name, start and complete date, scores and credits. Also gives total

credits earned.

Lessons Due — Shows all lessons incomplete past a selected completion date. If the date field

is left blank this report will pull all incomplete lessons.

Completion History — This report shows all tests taken by the learner for lessons the learner
has successfully completed. This gives the lesson name, the Test Date and time, and the score.
If the learner takes the test more than one time it will have an entry for each attempt- also gives
an average of all tests.

Testing Summary — Displays test questions with the answers given by the selected Learner. All
instances of a test appear.

Completion Summary — Focuses on the total number of lessons assigned, completed and due.
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Classroom Events Reports

P

Department Reports

Learner Reports

“ ¥ ¥
Select a facility: |New Jersey DHS/DDD v Select Facility

Current Facility Selected: New Jersey DHS/DDD

Department Summary Report
Department Detail Report

| Lesson Prog

Classroom Events
Reports

Lesson Reports

Module Reports

Module Credited
Hours

Individual Lessons Due

tion History
Individual Test Summary
Individual Summary

Department Completed Learners

Denartment Enrolled 1 earners

L

Lesson Summary
Instructor's Guide
Test Analysis
Test Score

Detail Summary
Department Module Report
Module Completed by Learner

Module Due by Learner

Credited Hours Report

Gives a completion status summary, by department, for all departments you manage.
Details individual learner progress for each learner in a department.

Details the completion status of individual lesson items in a leamer's lesson plan
Details the lessons that are beyond the assigned completion date.

Ligts tha scoras for all lassons 3 laamer has complated. This summary incl

Lists the score for the selected test, the question, the leamer's answers and the correct answer.

Lists a summary of the lesson plan assigned to a leamer. Lessons that are incomplete and beyond assigned completion date are
indicated with an * sign.

This report allows you to select a classroom event course title to list all learners who have completed the course based on selected
departments.

This ranart
This report

< course and the date

This report will allow you to select a course and department to generate a list of leamers who have attended events within a
selected date range for that course.

Details the total number of learners that have completed and the total number of leamers that have not completed a lesson.
Lists the test questions and the correct answers for a lesson.
Shows the number of times each answer was chosen for each question in the test.

Gives the individual scores for each learner who has taken the test and an overall average of the scores by department and by
facility.

Provides summary of completed learners, incomplete learners, percent complete and percent due. Click en the number of
completed/incomplete learners for a detailed list of the learners by department.

Details the completion status of a module by department for all departments.
Details by Learner, the module(s) that have been completed.

Details by Learner, the module(s) that have not been completed.

Details the total hours credited for the modules for all learners.
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Online Learning — Report Manager
— Department Completed Learners

Department Reports
New Jersey DHS/DDD
1. Please enter the Time Period you require the reports for

Start Date: End Date:

2. Select department to run report:
All Department v,
3. Select Course:
All courses v
Completed Leamners

Department Completed Learners

Enter Time Frame

Select Department fro Drop Down menu

Choose Course Code from Drop Down menu

This report displays Department, Code Name, Course Code, Learner Name, Learner ID, Start
Date and any credits, contact hours or CEUSs for learners in Events that meet the criteria

selected.
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Online Learning —Report Manager
— Department Enrolled Learners

Classroom Enrolled Learners Ry Department

1. Please enter the Time Period. If no time period is selected the report will pull all data available.
Start Date: End Date:

2. Choose a department.
All Departments

v
Submit Query
All courses v

3. Choose a Course

Classroom Enrolled Learners by Department
Enter Start and End Dates

Choose a department
And then choose a course
Click “Submit Query”
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Online Learning — Report Manager
— Event Attendance Listing

Weicome to the Course Attendance Manager

Please select the course listing for which you would like to generate an attendance report

Course List Becoming an Effective Mentar - Mentor101 v

Please select the Facility for which vou would like to generate an attendance report

Facility List: New Jersey DHS/DDD v

Please select the department for which you would like to generate an attendance report

Department List: v

Please select the criteria

© Leamers by curent faclityCode and O Leamers by Facilitycode and department at the time of the event

department

Please enter a date range for the report:

Start Query Date: _
End Query Date: _

Click here to generate report - [ _Generate Report

Copyright - 2004 | Weblaservice

Event Attendance Listing

Choose a course from the dropdown Course List

Select a facility from the Facility List

Choose a department from the dropdown list (If Desired)

Choose List learners by Current Facility Code and Department or Learners by Facility
Code and Department at the time of the event.

Choose Date Range

Click Generate Report

This will give the totals of learners for the criteria selected that Completed the course, Are still
incomplete or were no shows. The Totals are clickable Hyperlinks that will take you to a list of

the learners.
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Reports — Online Learning —
Lesson Reports

-
Select a facility:

Learner Reports

Classroom Events
Reports.

=
< Lesson Reports

Module Reports

Hours

2 s Y
New Jersey DHS/DDD '+ Select Facility

Current Facility Selected: New Jersey DHS/DDD

Department Reports Department Summary Report

Department Detail Report

Individual Lesson Progress
Individual Leccons Due
Individual Completion History
Individual Test Summary

Individual Summary

Department Completed Learners

Department Enrolled Learners
Event Attendance Listing

Lesson Summary
Instructor's Guide
Test Analysis
Test Score

Detail Summary
Department Module Report

Module Completed by Learner
Module Due by Learner

Credited Hours Report

Gives a completion status summary, by department, for all departments you manage.
Details individual leamner progress for each learner in a department.

Details the completion status of individual lesson items in a learner's lesson plan

Details the lessons that are beyond the assigned completion date.

Lists the scores for all lessons a learner has completed. This summary includes every score for each test taken.

Lists the score for the selected test, the question, the leamer's answers and the correct answer,

Lists a summary of the lesson plan assigned to a learer. Lessons that are incomplete and beyond assigned completion date are
indicated with an * sign.

This report allows you to select a classroom event course title to list all learners who have completed the course based on selected
departments.

This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.

This report will allow you to select a course and department to generate a list of learners who have attended events within a
selected date range for that course.

Details the total number of learners that have completed and the total number of learners that have not completed a lesson.
Lists the test questions and the correct answers for a lesson.

Shows the number of times each answer was chosen for each question in the test,

Gives the individual scores for each learner who has taken the test and an overall average of the scores by department and by
facility.

Provides summary of completed leamers, incomplete leamers, percent complete and percent due. Click on the number of
completed/incomplete learners for a detailed list of the learners by department.

Details the completion status of a module by department for all departments.
Details by Learner, the module(s) that have been completed.

Details by Learner, the module(s) that have not been completed.

Details the total hours credited for the modules for all leamners.

The Lesson reports contain completion information by lesson including scores for individual

Learners as well as test questions and correct answers for each lesson.

Note: From the Report Manager you must first select a Facility and click the Select Facility

button.

Steps to Run Any of the ‘Lesson Reports’

Click Reports — Online Learning — the Report Manager opens.

Scroll down to ‘Select a Facility drop-down, select a Facility — click the Select Facility button.

Scroll-down, and click Lesson Reports.

Enter any part of the lesson name. OR, you can click the radio button to the left of the lesson

you want to run the report for. Use the Next button on the bottom to display more lessons.

Tip: You can list all lessons by leaving the search box blank and then click Go.
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Click the Go button.
Click the radio button of the lesson you want to run the reports for.

Click one of the report buttons:

Summary Report — You can view two totals: the total the number of Learners that complete the

selected lesson and the total number of Learners that have not completed the selected lesson.

Instructors Guide — You can view the test questions and the correct answers for the selected

lesson.

Test Analysis — You can view the number of times each answer was selected for each

guestion in the test. You can set a date range for this report.

Test Score — You can view individual Learner scores for each Learner that has taken the test

as well as an overall average of scores by department and by facility.

Detail Summary — You can view Learners that have completed and Learners that did not
complete the selected lesson, percent complete and percent due.
You can also click the total number due for a detailed list of the name of each Learner for

Complete date and score by department.

Tip: To close an open report and keep the Report Manager open, click the Back button on your

browser as many times as needed to return to the Report Manager menu.
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Reports — Online Learning Module
Reports

7

L n 4 T
Select a facility: | New Jersey DHS/DDD v Select Facility

Current Facility Selected: New Jersey DHS/DDD

Department Reports Department Summary Report Gives a completion status summary, by department, for all departments you manage.
Department Detail Report Details individual learer progress for each learner in a department.
Learner Reports Individual Lesson Progress Details the completion status of individual lesson items in a learner's lesson plan
lessons that are beyond the assigned compietion date.
Individual Completion History Lists the scores for all lessons a leamner has completed. This summary includes every score for each test taken.
Individual Test Summary Lists the score for the selected test, the question, the leamer's answers and the correct answer.
Individual Summary Lists a summary of the lesson plan assigned to a leamer. Lessons that are incomplete and beyond assigned completion date are
indicated with an * sign.
Classroom Events Department Completed Learners This report allows you to select a classroom event course title to list all learners who have completed the course based on selected
Reports departments.
Department Enrolled Learners This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.
Event Attendance Listing This report will allow you to select a course and department to generate a list of learners who have attended events within a

selected date range for that course.

Lesson Reports Lesson Summary Details the total number of learners that have completed and the total number of learners that have not completed a lesson.
Instructor's Guide Lists the test questions and the correct answers for a lesson.
Test Analysis Shows the number of times each answer was chosen for each question in the test.
Test Score Gives the individual scores for each learner who has taken the test and an overall average of the scores by department and by
facility.
Detail Summary Provides summary of completed learners, incomplete learners, percent complete and percent due. Click on the number of
completed/incomplete learners for a detailed list of the learers by department.
=
< Module Reports Department Module Report Details the completion status of a module by department for all departments.
S
Module Completed by Learner Details by Learner, the module(s) that have been completed.
Module Due by Learner Details by Learner, the module(s) that have not been completed.
Module Credited Credited Hours Report Details the total hours credited for the modules for all learers.
Hours

The Module reports focus on lesson completion by module. All these reports can be exported to
Excel.
The reports below the Group Reports require you to first select a Facility to get started, and

click the Select Facility button.
Department Module Report — Focuses on completion status of lessons in a module by
department. Totals display by department; however, you can drill-down to more specific

information (e.g., list of all lessons in the module, list of learners assigned the module).

Module Completed by Learner — Focuses on all lessons from the module that have been

completed.
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Module Due by Learner — Focuses on Learners who have not completed a module. It includes

both modules where due dates are in the future and those that are past due.

Module Past Due by Learner — Focuses only on Learners where modules are past due.

Steps to Open and Select a Module Report

Click Reports — Online Learning — the Report Manager opens.

Scroll down to ‘Select a Facility drop-down (below IMPORTANT), select a Facility — click the
Select Facility button.

Scroll-down, and click Module Reports.

A new page opens up.

Optional. Date range for the report. If you don't select a date range, it returns all results.
Click the ‘Start Date’ calendar for the report and select a date for the start of the time period.
Click the ‘End Date’ calendar for the report and select a date for the end of the time period.
From the scrolling text box, select a module. (or you can select ‘All Modules’)

You are now ready to select from the reports listed below.
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Reports — Online learning —
Module Credited Hours

Classroom Events
Reports

Module Reports

=D

Administrator
Applications

Department Completed Learners

o

Lesson Summary
Instructor's Guide
Test Analysis
Test Score

Detail Summary
Department Module Report
Module Completed by Learner

Module Due by Learner

Credited Hours Report

Archive Report

Program Summary
Program Summary - Department
Program y - Inc L

TOTCEET WITT 31T SIgrT

This report allows you to select a classroom event course title to list all learers who have completed the course based on selected
departments.

This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.

This report will allow you to select a course and department to generate a list of learners who have attended events within a
selected date range for that course.

Details the total number of learners that have completed and the total number of leamers that have not completed a lesson.
Lists the test questions and the correct answers for a lesson.

Shows the number of times each answer was chosen for each question in the test.

Gives the individual scores for each leamer who has taken the test and an overall average of the scores by department and by
facility.

Provides summary of completed learners, incomplete learners, percent complete and percent due. Click on the number of
completed/incomplete learners for a detailed list of the leamners by department.

Details the completion status of a medule by department for all departments.
Details by Learner, the module(s) that have been completed.

Details by Leamner, the module(s) that have not been completed.

Details the total hours credited for the modules for all learners.

Lists archived history for a specified leamer.

Program completion summary for a selected program.
Program summary by department.
Program listing of all learners who have not completed the selected program training.

Program Summary - Incomplete by Facility program listing of all learers who have not completed the selected program training, by Facility.

Group Scan Manager
iting M Assil i

Allows administrators to manage groups.
Allows System Administrator to view modules awaiting assignments.

This report displays credit hours where available to all Learners by module. It shows the

Learner's Name, Department and Module Name. And includes if applicable, Start Date,

Complete Date and Total Hours. If the module is completed, the column displays a 'Y’ and if not

completed it displays an ‘N’.

Steps to Run the ‘Credited Hours Report’ for Modules

Click Reports — Online Learning — the Report Manager opens.

Scroll down to ‘Select a Facility drop-down, select a Facility — click the Select Facility button.

Scroll-down, and click Module Credited Hours report.
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Archive Report

TITONCETE WL =T STgT:

Ci Events  Deparimeni Compieted Learners This report aliows you to seiect a ciassroom event course titie to iist aii iearers who have compieted the course based on seiected
Reports. departments.
Department Enrolled Learners This report will list all learners who have enrolled in a selected course and the date of the event they are scheduled to attend.
vent Attendance Listi) This report will allow you to select a course and department to generate a list of leamers who have attended events within a

selected date range for that course.

Lesson Reports Lesson Summary Details the total number of leamers that have completed and the total number of leamers that have not completed a lesson.
Instructor's Guide Lists the test questions and the correct answers for a lesson.
Test Analysis Shows the number of times each answer was chosen for each question in the test.
Test Score Gives the individual scores for each leamer who has taken the test and an overall average of the scores by department and by
facility.
Detail Summary Provides summary of completed leamers, incomplete leamers, percent complete and percent due. Click on the number of

completed/incomplete learners for a detailed list of the leamers by department.

Module Reports Department Module Report Details the completion status of a module by department for all departments.
Module Completed by Learner Details by Leamner, the module(s) that have been completed.
Module Due by Learner Details by Learner, the module(s) that have not been completed.

Modul i Credited Hours Report Details the total hours credited for the modules for all learners.

Hours

<: Archive Report Archive Report Lists archived history for a specified learner,

Program Reports Program Summary Program completion summary for a selected program.

Program Summary - Department Program summary by department.

Program Summary - Incomplete Learners program listing of all learners who have not completed the selected program training.
Program Summary - Incomplete by Facility program listing of all leamers who have not completed the selected program training, by Facility.

Administrator

Applications
Group Scan Manager Allows administrators to manage groups.
Awaiting Module Assignment List Allows System Administrator to view modules awaiting assignments.

You can retrieve archived lesson data for either active or inactive Learners using this report. If
you select ‘archive’, you can display all archived lessons along with due date complete date,
scores, number of credits and the provider. There is also summary information (e.g., total

number of lessons assigned) at the bottom of the report.

After you open the Report Manager, you need to move below the Group Reports to select a

Facility to get started.

Steps to Open a Learner’s Archived Report

Click Reports — Online Learning — the Report Manager opens.

Scroll down to ‘Select a Facility drop-down, select a Facility — click the Select Facility button.
Scroll-down the page, click Archive Report.

A page opens with directions for using the report.
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Enter the Learner ID, you can type this, or use the Select Learner button on the right to find a

specific Learner.

From the right of the Leaner ID, select Archive if not selected.

From the ‘Select Department’ drop-down, click a department, if you do not select a department
the default is All Departments.

Click the Report button.

The archived history opens for the specified Learner, and summary information displays across

the bottom of the report.
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Reports — Acknowledgements

<07, COILEGE OF

An Inreener saseo Curmicutum ror Diect Suprorr Proressionats

Home | System [ Access |l.urnen| E-Iumingl Discussion | Knowledge ManagerI Cnnlantl Evaluation Tools | Classes & Events I Euxlum|5umyurlnepong| Log Out | Help

Demonstration Purpose - New Jersey DHS/DDD

Administration Home Page Oriine Learing

D

Classroom/Events

Manage Administrative Status Summary
E-learning / Individual ~ View
E-learning / Department  View

Discussions
Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have spi Suiveyor rights.
Admin Reports

Click here to view your administrative status detail.

Quick Links

Lookup Learners M
Create a Module View |
Edit a Module View|
Help Documents \nﬂ,

Copyright © 2001 - 2010 MC Strategies, Inc. Al rights reserved.
Terms and Conditions | Privacy Policy | Reqistered User Agreement | NADSP Credentialing

Reports - Acknowledgements lists all Announcements that require acknowledgements.
You open the Acknowledgments Report from the Reports menu on the Administrator home
page. You can select from a Facility and all or one of the Department in that facility.
Acknowledgements display by announcement name for all announcements that require an
acknowledgment. The expiration date displays to the right of each announcement.

Steps to Open the Acknowledgement Report

Click Reports — Acknowledgements

From the Facility drop-down, select a Facility for the report.

From ‘Department’ drop-down select either one Department or ‘All’ departments.

Click the Go button.

The ‘Acknowledgements Report’ opens. From this report you can drill-down for more details
from the following: title of Announcement, # Active Assigned, # Inactive Assigned, #Active

Acknowledged, # Inactive Acknowledged, and # Active Due.

For technical assistance, email: CDSTA@umadnj.edu 201




Slide 174

Reports — Acknowledgements

lAcknowledgements Report
as of 8/26/2010

Facility: |New Jersey DHS/DDD ¥ Department: |ALL v [Go

Announcement Expiration Date  # Active Assigned  # Inactive # Active Acknowledged # Inactive Acknowledged # Active Due
Meeting Tomorrow 5/19/2009 (1] o 1] 0 1]

{Beam me up Scotty 5/19/2009 2 0 9 2 9

Mandatory Staff Meeting on UIR procedures 10/22/2008 0 0 0 0 0

It shows the number of learners it was assigned to the number acknowledged and the number
due.

The numbers are hyper links to a detailed list of the learners.
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E-Learning:
Adding Agency Specific
Online Training to the CDS

Note: The name for the document you are linking to the CDS must start with the name of
your agency, (i.e. Boggs Center Orientation). Linked content that do not follow the

naming rule will be deleted by the System Administrator.

It is very important that you decide where your document will be hosted, or stored. You will need
to work with your System Administrator if you would like your document stored on MC
Strategies’ servers. Should you decide to store your document on your own servers, please
make sure you note where the document is located. You'll hav eto know the URL (web address)

where the file is saved.

Example: http:www.yourwebaddress.org.com etc or whatever link you have the web page
stored in. Your IT department should be able to help you with this in the event you choose to
store on your own page.
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Content — Upload Files
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Manage Linked Content

Administration Home Page
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Manage Linked Tests

Manage Aesascmerts
Manage Administrative m

E-learning / Individual Viﬂ]
E-learning / Department  View |
Quick Links

Lookup Learners view|
Help Documents M

Click here to view your administrative status detail.

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

Copyright @ 2001 - 2010 MC Strategies, Inc. Al rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing

*Note: When uploading content to the system remember to name the lesson beginning

with your agency’s name (i.e. Boggs Center Orientation). Failure to adhere to the naming

requirements will result in deletion of the posted class/event by the System

Administrator.

You can “upload” and “link” your own content/lessons (web based) using the Content Upload

Files feature. This means you no longer need the assistance of Client Services to create the

URL for linked lessons. Your lessons can be created in PowerPoint, Microsoft Word, or a web-

authoring product you may already have (see the complete list below). Selecting Upload Files

presents administrators the option to browse their desktop to upload a file to the MCS server for

use as a lesson in the LMS. The files upload from your computer to a MCStrategies FTP site.

For technical assistance, email: CDSTA@umadnj.edu
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What File Types (Content) You Can Upload
The following is a list of allowed content file types: .txt, .ppt, .html, .pdf, .jpg, .gif, .doc, docx, .xls,

.bmp, .png, .tiff, .swf, .CSV, .csvx, .wps, .xIsx, wav, .wmv, .mp3.

Uploading Files and Modules

You can upload one or more files and/or folders. You can also make folders (See ‘Creating a
New folder on the Remote System’ later in this document) to organize your uploads on the FTP
site as well as remove files from the FTP site.

Tip: Create folders to organize your uploaded content.

Note: You cannot remove linked content that has been assigned.

Note: After you upload your content, you must ‘link’ the content. Once linked, it can be added to

a module.

Steps to Upload One or More Files

Click Content — Upload Files. (The page may take several moments to load)
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Content — Linked Content — Upload
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Click “Browse” button, and find the file/folder you want to upload

Note: Your folders and files list on the left. If you do not see the file you are looking for, you may
need to open your folders. Or, if you need to move up one-level at-a-time, while searching for
the file/folder, click the “..” and your search moves up one level.

After you find the file, highlight the file. Optional. If you want to upload more than one file at
this time, browse for the additional files and select.

Click the Upload icon (a green arrow) below or the (double-arrows). The selected file(s)/folder(s)

uploads to the remote site.
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IMPORTANT: Now that the file/folder is uploaded, you must now manage the linked content by
adding the new uploaded lesson(s) by naming the file/folder a lesson name a description of the

lesson, and link to the uploaded file. See linked content information.

Creating a New Folder on the Remote System

You can create folders to organize your uploads on the FTP site.

Tip: If you need to move up one-level at-a-time, while searching for the file/folder you want to
upload, click the “..” and you search moves up one level.

From the ‘Remote System’ window on the right, click anywhere on the right window of the
Remote System.

Click the yellow folder (MKDIR) from the lower left corner of the ‘Remote System’ window on
the right.

A popup opens: ‘Create remote directory’.

Enter the name for the new folder.

Click OK.

Click the Upload icon (green arrow) below or the (double-arrows)

You selected file/folder uploads to the remote site.

For technical assistance, email: CDSTA@umadnj.edu 207



Slide 178

Content — Manage Linked Tests
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Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

Quick Links Click here to view your administrative status detail.
Lookup Learners View
Help Documents View
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You can create tests to go with the lessons you want to link. These tests can be either multiple
choice with either single answers or multiple answers (up to six answers on a single question) or

true/false type questions.

*Note: When creating tests remember to name the test beginning with your agency’s
name (i.e. Boggs Center Orientation Test). Failure to adhere to the naming requirements

will result in deletion of the posted class/event by the System Administrator.

Note: If you do not want to add a test to the Linked Content, move ahead to Manage Linked

Content.

Select Content — Manage Linked Tests from the main menu.

The ‘Manage Linked Tests’ page opens.
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Content — Manage Linked Tests
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Manage your linked tests using either of the following methods:

1. To create a new test, key in the test name in the text box and dlick the 'Create New Test' button

2. To edit a test, click the 'Test Name' link for the desired item from the list below and update the questions as desired.
3. To remove a test, click the 'Remove’ button for the desired item

4. To make a copy of a test, click the 'Copy' button for the desired item.

Test Name: Create New Test |}

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacv Policy | Registered User Agreement | NADSP Credentialing

Note: The same naming rule applies when adding tests to the CDS, (i.e. Boggs Center
Orientation Test). Tests in the system that do not follow the naming rule will be deleted

by the System Administrator.

From ‘Test Name’ enter the name for the test (i.e. Boggs Center Orientation Test).

Tip: Consider titling the test the same as the lesson but also adding the word “test” to
differentiate between the lesson name and the test name — they cannot be titled the same. (e.g.,
medsurg_test)

Note: If you attempt to save a new test with a name that already exists you will get a message
stating “The name you selected already exists, please select another name”.

Click “Create New Test”. The name of your new test will be displayed on the list.

Tip: To list the test names alphabetically, click the column name ‘Test Name’. And you can click

the column name ‘Created’ to list the test names in numerical order.
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Content — Manage Linked Tests
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Manage your linked tests using either of the following methods:

1. To create a new test, key in the test name in the text box and dick the 'Create New Test' buiton.
2. To edit a test, click the "Test Name' link for the desired item from the list below and update the questions as desired.
3. To remove a test, click the 'Remove’ button for the desired item.

4. To make a copy of a test, click the "Copy" button for the desired item.

Test Name: Create New Test

Created

10-28-2010 Remove Copy

C_unvnght © 2001 - 2010 MC Strategies, Inc. All rights reserved.

Terms and Conditions | Privacy Policv | Registered User Agreement | NADSP Credentialing

Click the title’s link for the new test (i.e. Boggs Center Test).
The Managed Linked Tests — Create Test Questions page will open.

For technical assistance, email: CDSTA@umadnj.edu
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Content — Manage Linked Tests
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Return to Linked Tests List

Question type:
® Multiple Choice

[OMultiple Answers
O True/False

Create Questions for: Boggs Center Test

Use this form to manage questions, answer choices, and answer rationales for the test you selected. This feature allows you to enter up to six answer choices, one or mg
correct answers, with optional use of answer rationale.

To add a question:

1. Select the desired 'Question type' radio button. If you chese the default 'Multiple Choice’, then you may optionally choose to mark the ‘Multiple Answers' checkbox
when you want to allow more than one answer to the multiple choice question. For 'Check all that apply’ questions, the rationale for all responses is taken from a Select Type
singie rationaie entry and ail answers wiii be iisted with this rationaie. Ciick on the ‘Seiect Type’ button if you change your mind about the question type. The page wili ——————
refresh and display answer choices based upon each of the options you selected.

o When True/False' is selected then two answer choices/rationales are displayed.
o When ‘Multiple Choice’ is selected then six answer choices/rationales are displayed

. Key in question text, answer text, one or more correct answers, and at your option answer rationale(s).

. When "Multiple Choice’ is selected you must enter at a minimum two and up to a maximum of six possible answer choices. You may choose to enter one or more
answer rationale. Answer rationale will display on the report summary page for the learner for each incorrect response to a question.

. Click the "Add Question’ button to add the question to your list of 'Current Questions’.

B own

To edit a question, select it from the list at the bottom of the screen.

Question

Question £: |1
0 Questions
Answer

Answer A

Rationale A

Answer B

From ‘Question Type’ in the upper right, select either ‘Multiple Choice’ or ‘True/False’. If you
select Multiple Choice, and if your question is going to have more than one answer, select

‘Multiple Answers’. Click the “Select Type” button.

If you selected True/False or Multiple Choice with Multiple Answers, your page refreshes to
accommodate true and false question types or the Multiple Answers types.
If you want the multiple choice type question to have multiple answers, select the ‘Multiple

answer’.

From ‘Question’, enter the question for the test.

(Optional) If you want to include a rationale, enter the rationale as needed. If the multiple choice

guestion has one answer, each of the six answers can have a rationale.
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If this is a multiple choice question, enter the six possible Answers below.

When you have finished adding answers, click the correct answer.
Click the Add Question button in the lower right corner of the page. The page refreshes and
the second question opens. From the Question # a 2 displays, for question number two, and ‘1

Questions’ displays beneath, telling you one question is currently complete for the test.
Note: Your question appears at the bottom of the page. Click the Edit button to change/update
this question or the Delete button to delete the question from the test. Numbering is

automatically recalculated if you delete a question.

IMPORTANT: **Any changes to the test questions or lesson content itself, will

automatically be updated in the lessons/tests assigned to Learners.
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Content — Mange Linked Content
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Manage Linked Tests

Manage Aszessment

Manage Administrative Ste_Upoad Fies
E-learning / Individual Viﬂl
E-learning / Department  View
Class/Event Roster View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.

Click here to view your administrative status detail.

Quick Links

Lookup Learners View |
Create a Module View |
Edit a Module view |
Help Documents V‘ﬂl

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
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Linking Content — You can make your own lessons and “link” these lessons using the Content
Linking feature. Your lessons can be created in PowerPoint, Microsoft Word, and just about any

web-authoring product you may already have.

From the menu bar Select Content — Manage Linked Content
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Content — Linked Content
Management — Add New Lessons

= Linked Content Management - Windows Internet Explorer

18| hitp:fappé webinser e, comfU M Admin]Conter Erdéor LinkedConteniHod aspo g 7 1+ T OCHEL T g1 2 -

Linked Content Managenment

Hacags Lnsor Lesson Fropsians.

Use this utility to bnk web-based content you have coreated and placed online. Supply the information below to register your lesson in the system. Once registered, your lesson will appear in the Course
Listing under Linked Content - CBT/WBT

Lesson Name: [ Save
Description:

Current Lesson URL:

New Lesson URL: & Enter URL ™ Link to uploaded file

|
Tersd: I Link: a tast to this lessen.

-

Options: ™ Allow anyone to assign this course. Leave it un-checked if only you will use k.

Popup Window Width | 640 % Popup Window Height; | 480 &

™ Enable web browser toclbar and controls in your lesson popup window.

Copyright & 2001 - 2010 MC Strategies, Inc. All rights reserved.
Ierms and Conditions. | Brivacy Police | Begistered User Agreement -

Click “Add New Lessons” tab

From ‘Lesson Name’ enter a name for the lesson

Enter a description. The learner sees the description as an introduction before going into the
lesson. Optional. You may use HTML this window if you want.

Click the radio button for “link to upload file”. The drop-down refreshes with selections from the

upload.

Click the drop-down and select the uploaded lesson to register your lesson in the system.

Optional. Check Link a test to this lesson and use the ‘Test name’ drop-down to select the

test that you want to link to this lesson.
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Check or leave blank the box “Allow anyone to assign...” depending on whether you would

like for anyone to be able to assign this lesson to Learners.

Enter values for the Popup Window size. This value determines how large a window your lesson
will display in. You can come back and change this later if you would like. The system will
default to 640 for the width and 480 for the height if no value is entered. You can come back
and change this later if you would like. Another option to insure that when a lesson opens it is
full size of the learner’'s window you may type the following in the intro to your lesson “TO
ENLARGE THIS LESSON WINDOW, PLEASE CLICK ON F11 ON THE TOP OF YOUR
KEYBOARD".

Check or leave blank the box “Enable web browser...” depending on whether you want the
Learner to see the web browser menu. The browser menu consists of "Back", "Forward", "Stop",

"Refresh," etc. Remember most training has controls for the user already in it.

Click the “Save” button.
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Content — Manage Linked Content
— Manage Lessons
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Linked Content Management

|..i i s | Lo Fruperies

part of the lesson name you are lookmng for. For example, entenng'power’ would locate lessons named Powerful presentabion techregues’, My PowerPont Shide Show', and ‘How to empowar

ement beam

To display all lesgans enter an * in the search bow.

Search

Removing Linked Content

You can remove linked content, however, the following applies:

Linked Lesson: If you attempt to remove a linked lesson that has been assigned, you will
receive a message stating that the lesson is assigned and may not be removed.

Linked Test: If you attempt to remove a linked test that is linked to a lesson, you will get a

message noting the tests is linked to a lesson and may not be removed.

Where to Find Your Linked Lesson
In order to use your new linked lesson it must now be put into a module. Your new lesson lists
under the course: Linked Content — CBT/WBT.

Note: Always test your linked lessons before assigning to other learners. Assign the lesson first

to yourself and make sure all pages display properly.
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Discussion — Create a Discussion
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View/Edt Discussions |
Grade Parficipants

Manage Administrative Status Summary

E-earning / Individual ~ View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department | View

Quick Links Click here to view your administrative status detail
Lookup Learners View
Help Documents View

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
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Discussions can be used for both training-related and organization-related activities where you
want to discuss/ exchange ideas related to training and or organizational needs in an online
environment. As an administrator with Discussions permission you can act as the Moderator of

the Discussion.

Discussions can be graded or ungraded.
Ungraded Discussion Requirements

Create the Discussion and choose Not Graded.

Create the at least one topic and question.

Assign one or more Moderators to manage and respond to the postings.
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Change the Assignable’ radio button to ‘Yes’ from the Discussion Modification page General
tab. when you are ready to add the Discussion to a module. (Must have at least one topic to be
available for assignment.

Add the Discussion to a new or existing module. Important: Once you use a Discussion in a
module, it is no longer available for use; it can be copied and renamed for use in another

module.

Graded Discussion Requirements

Create the Discussion and choose the Points Assigned option.

Create the Topics and questions you wish learners to discuss.

Assign one or more Moderators to manage and respond to the postings.

Change the Assignable’ radio button to ‘Yes’ from the Discussion Modification page General
tab. when you are ready to make the Discussion available to add to a module. Note a
Discussion must have at least one topic to be available to assign. Add the Discussion to a
new or existing module (Important: Once you use a Discussion in a module, it is no longer
available for use in another module; If you wish to assign the discussion at a later date you may
copy and rename the discussion.)

Assign graders the Discussion when you Edit the module.

Assign the Module with the Discussion(s) to Learners.

Moderator(s) manage postings by editing and answering postings from participating Learners as
needed.

Change the Discussion Status’ to ‘Locked’ when the Discussion is completed and you are ready
for it to be graded. The Discussion is graded for each participating Learner.

Change the Discussion ‘Status’ to ‘Closed’, when grading is complete.
Note: If you are going to grade the Discussion, you should include instructions for the

participating Learners about how they will be graded (e.g., number of times a Learner posts to a

topic).
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Discussion Modification

Discussion Modification

Return to Discussion List
General

Title :[ \ (max. 220 characters)

Assignable *; &
Hint: A topic must be added before the discussion can be assigned.

Status™ |Open ¥
Hint: The discussion cannot be reopened once it has been closed. Only OPEN discussions can be edited.

Description

Goais/Ob)ectives:

Instructions:

Required fields are denoted by a red asterisk *

Created: N/A by Purpose, Demonstration

Last Updated: N/A by  Purpose, Demonstration Cancel Reset

Enter the title, description and goals/ objectives for the discussion. Also include any specific
instructions you may have regarding the discussion then click “Save”.

Once you have written your discussion you can assign it to individual learners or groups of
learners (identified by job code).

For technical assistance, email: CDSTA@umadnj.edu
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Discussion — View/Edit Discussion
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Grade Parficipants
Manage Administrative Status Summary
E-leaming / Individual ~ View

Your administrative scope includes 1 departments across 1 facilities. Within this scope you will have specific administrative rights.
E-learning / Department  View

Click here to view your administrative status detail.

Quick Links

Lookup Learners View

Help Documents view |
—_—
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Moderators manage Discussions including monitoring participants postings including

responding to and/or editing each participant’s posts.
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Discussion — View/Edit Discussions
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Annotations
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Annotations
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Home | E-leaming | Classes & Events I Surveyml Discussion I Tools I Administration | Logout | Help I
Personal Page for: Demonstration Purpose
Manage
My E-learning Lessons @ lessons due Click Below To Access Additional Information about the CDS Product
My Classes & Events View | 0 event scheduled in the next 15 days
1 new announcements
My Announcements View | 0 acknowledgements due.
0 acknowledgements overdue.
My Surveys View
My Discussions 0 Discussions scheduled in next 30

W1 ays 0 New Postings

My Ontrack Items

View | 0 ontrack item due in the next 30
days

Quick Links

Self Enroll - Classes & Events View |

Self Enroll - E-learning M

Change My Password view |

References view|

Reports

My Transcript - All Training "iﬂj

Credits Earned view|

Copyright © 2001 - 2010 MC Strategies, Inc. All rights reserved.
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Annotations allow you to put additional content specific to your department directly into a lesson.
Since lessons are copyrighted material, changing the actual lesson is not allowed. Adding an
annotation does not change the lesson, but allows you to add information related to your

organizational needs.

Note: Annotations display automatically at the bottom of any page where annotations have been
added.

Tip: You can add images and web addresses to the annotations.

Click on the “My Learner Home Page” from the home tab, then click on the “My E-Learning

Lessons”.
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Click on the lesson you wish to add an annotation to. The lesson will open up in a new window.

Move to the page where you want to add an annotation.

Click the “Annotation” button on the toolbar that runs across the top of the page. A new window

will appear.
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Annotations

/2 Add Additional Information to the Lesson - Windows Internet Explorer

asn?Lesson=tn736PCPO-01 ditor=dr '34@Facility=018bk=Sertoma-PCPO0

toindude for this screen, Learners will automa
tion text may 2leo contain HTH

se2 your annotation(s) below the lesson content, The link title
bed bnks to mages or ether web sites, The buttens below

1 tags,

il not be displayed on the lesson screen, but wil be used to manage your annotation(s). You must type a title if you plan
with HTM, tagging, Simply highlight ¢ .2 wish to modify and cick the desred butten to bold, bullet, etc,

Additional Information:

Link Title:

.

Enter the “Link’s Title". Enter the information you wish to add to the lesson in the box, click
“Save”, then “Ok”.

Click the “Close” window at the bottom of the screen. Annotations will appear automatically a
the bottom of the content page for your learners.

Note: You can edit any part of an annotation by going to the page where you wan to edit an
annotation. Click the “Annotation” button on the tool bar and click the “Edit” button. Make the
edit(s) to the annotation then click “Save”, “Ok”, then “Close Window".

Note: You can also delete an annotation by opening the lesson to the page where you want to

remove the annotation. Click the “Annotation” button, then “Edit”, “Delete”, “Ok”, then “Close
Window”.
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Working with Learners

For technical assistance, email: CDSTA@umadnj.edu 226



Slide 193

What Learners See - 1
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Welcome to the College of Direct Support login page.

To gain access to the system you will use the Learner
1D and password provided to you by your system The N
administrator. If you don't know your Learner 1D or

have forgotten it, please click on Contact Information P artnership Jor
below for assistance, ’ Direct Support

Professional
This site requires Macromedia Flash, Adobe Reader, and

Windows Media Player. Download the latest versions by .mm"m:e
clicking the logos below. Development

To login please provide the following:
User ID:

Password:

I Click Login to continue.
Contact Information

Copyright © 2001 - 2006 MC Strateges, Inc. Al rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentaing

Quick Reference Guide for Learners

Accessing the MC Strategies Learning Management System (LMS)

The LMS is an Internet-based application, getting there is as simple as getting to any page on
the Internet.

Getting Started

Double click the Internet Explorer icon on the Windows Desktop

Type http://www.collegeofdirectsupport.com/embcenter/ on the address line (URL) and press
<ENTER>

You can now add this page to your Favorites or create a Desktop shortcut to quickly

access your Log-in page in the future.
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Enter your Learner ID — this should have been provided by your manager

Enter your password. If this is the first time you have logged in your default password is hello.

Click the Log In button

The first time you log in you will see the Registered User Agreement

Read the agreement and check the agree checkbox located at the bottom of the page

Note: You cannot continue until you accept the agreement.

Click the Send My Response button

Your Personal Page should now be open

Change Your Password

Once you are logged in your Personal Page opens. If this is the first time you have logged in it is
a good time to change your password.

Click the View button next to Change My Password at the bottom of your screen

Enter current password

Enter new password

Enter new password again in Confirm Password

Click Submit button
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What Learners See — 2
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Demonstration Purpose - New Jersey DHS/DDD

Personal Page for: Demonstration Purpose

Manage

My E-learning Lessons View | 5 lessons due Click Below To Access Additional Information about the CDS Product

My Classes & Events \View| 0 event scheduled in the next 15 days DIk

) . 1 new announcements, Q/\,_\f,

My Announcements View | 0 acknowledgements due. g 7
0 acknowledgements overdue. o 'l(,;:;" /‘:
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My Discussions View 0 Discussions scheduled in next 30 2V
days 0 New Postings

My Ontrack Items View| O ontrack item due in the next 30
days

Quick Links

Self Enroll - Classes & Events View |

Self Enroll - E-learning M

Change My Password Vlﬂ]

References View|

Reports

My Transeript - All Training M

Credits Earned M

Copyright @ 2001 - 2010 MC Strategies, Inc. All rights reserved.
Terms and Conditions | Privacy Policy | Reaistered User Agreement | NADSP Credentialing

Personal Page
Each time you log your Personal Page opens. There is a series of Menu Tabs across the top of
the page and a set of Quick Links down the left side of the page. The quick links take you

directly to the page they describe while the menu tabs offer you additional options.

E-Learning

My E-Learning Lessons — takes you to your Lesson Plan and the ability to view and sort you
lessons a variety of ways.

E-Learning Not Completed - This page lists only your incomplete lessons.

E-Learning All My Lessons — This page lists all of your online lessons both complete and
incomplete.

E-Learning by Program - This page sorts all of your lessons by a Program. If your manager

has asked that you complete all of your HIPAA lessons, you could use the Program sort to
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ensure you have completed all lessons assigned by the HIPAA program. Not all managers
assign lessons by Program so this page could be blank even though you have lessons
assigned.

E-Learning by Module — This page sorts all of your online lessons by the module used for
assignment. A module is group of lessons assigned together by the administrator based on
training objectives. Your manager may ask you to complete all of the lessons in the Mandatory
module. Click on the tab for E-Learning by Module to locate these lessons.

E-Learning Self Enroll - This page lists all on line lessons that are available for you to choose
to assign to yourself. On this page you have the choice to see what lessons are available to the
entire organization, only your facility, only your department, only groups that you belong to, or
just for you. You may remove any incomplete lessons from your lesson plan that you added by
the self enroll process.

E-Learning Self Enrollment — takes you directly to the E-Learning Self Enroll page.

Calendar — shows what days you have lessons due and the number of lessons due

Classes & Events

My Classes and Events —

Class & Events Not Completed — a list of any Classroom Events you are scheduled to attend
Class & Event All My Events — a list of all Classroom Events both scheduled and completed
Class & Event Completed — a list of all Classroom Events that you have already attended
Class & Event Self Enroll —allows you to register for classes and events that are open for
registration

Class & Event Self Enroll — takes you directly to the Class & Event Self Enroll page
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What Learners See — 3
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Copyright © 2001 - 2010 MC Strategies, Inc. Al rights reserved.
Terms and Conditions | Privacy Policy | Registered User Agreement | NADSP Credentialing
Calendar

A monthly calendar identifies the days you have lessons due or events scheduled.

Surveyor

Displays a list of all surveys you have completed as well as not completed.

Reports

Transcript all Training - Transcripts include due dates, start and complete dates, scores and
CEUs.

Show all — lists all training, e-learning, classroom and On-track events whether complete or

incomplete.

E-learning — lists only E-learning lessons, complete and incomplete.
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Classes & Events — lists only classroom training items, complete and incomplete
OnTrack — lists all items, complete & incomplete entered through OnTrack
E-learning Credits Earned

Lists completed e-learning lessons that are approved for credit by one or more providers also

includes a link to the certificates for each lesson for learners to print.

Tools

References & Links

My Reference List_- page lists all personal (added by learner) and global (added by
administrator) references.

Add & Edit References - allows a learner to add a new personal reference or edit an existing
personal reference by adding/editing the URL and description

Personal Journal — a journal for you to write in and is only visible to the learner and accessible
from any lesson page except the lesson test.

View My ID Profile — lists the learner’s basic information as provided by the administrator or
facility HR system. Also allows the learner to update or add his/her e-mail address.

Change password — page allows a learner to change his/her password

Log Out — Exit the system

Help — Access to a list of detailed instructions for each item on your LMS. (e.g., Step-by-step

instructions for How to Create an OnTrack Item.)
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Help

Help Documents for Administrators

ge Tia
Manage Programs
Publish - Self Enroliment
Q Reassign, Archive & Remove
System Configuration
View Lesson Content

2 202 2 1

Add'l Educational Solutions

@ Assessments/Remedial Lessons
CDS Assessment Manager

@ Classes & Events
Content Linking
Content Uploading

@ Discussions

@ Integrated Nursing Skills
Knowledge Manager

@ Mosby's Imaging Suite

@ ontrack
Personal Learning

@ preceptor Menu

Q Surveyor (Surveys)

Grading

@ piscussions
@ Knowledge Manager Checklist
@ Nursing Skills Checklist

Testing/Exams

’ Adm Proctors/Learners CRCR Exam

@ 4dd and Manage Learners
W& Admin Access/Rights
Announcements

T Y

¥ Change Leamer's Facility
Change Management
Facility, Department & Group
@ Global References
0 Manager Zone
Quick Reference for Learners
@ Rules Manager

Reports

@ Reports Menu
0 Seat Counting Report

Videos

ﬁ April 2010 Product Enhancements

Announcements/Acknowledgements
Automated Process

0 Events Badge Scanning
HR Download

Miscellaneous

Q Current Forms Menu

Joint Commission Customization
@ Licensed AACN Content Info
@ MENCE Course Lesson Mapping

¢ Periop 101: Core Curriculum Menu &%

System Requirements (minimum)
@ Ouitinnk Calondar with Fusnte
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Additional Training

Overview of the Career Path will be offered each
quarter

Becoming an Effective Mentor and Mentor Train-the-
Trainer will be offered throughout the year.

Additional Trainings Available: NADSP Cetrtification,
CDS info Sessions as requested.

Boggs Center will provide TA at no charge - Agencies
will have the option to pay $2800 for a facility and direct
TA from MC Strategies
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Additional Information

e For an electronic copy of the manual and
more information about the New Jersey
Partnership for Direct Support
Professional Workforce Development visit:

www.state.nj.us/humanservices/ddd/progra
ms/cds.html

* For Technical Assistance on using the
College of Direct Support email:

cdsta@umdnj.edu
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