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For Technical Assistance on using the College of Direct
Support send an email to: CDSTA@umadnj.edu

If you are using the College of Direct Support and are unable to get drop down menus when you
click on the main menu bar, there may be a compatibility issue with your Internet Explorer, you
may have a different version than the one required to use the system.

Try the following steps:

On the top of your web page go to “tools”

then click “compatibility view settings”

a pop-up window will appear

then check the box that says “display all websites in compatibility view”
then click the “close” button.

The page should refresh automatically (if not, then click refresh)
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The NJ Partnership for Direct Support
Professional Workforce Development

“It’s about the Quality... of supports that a

m well-trained workforce provides.”

“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@umdnj.edu
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The New Jersey

-
/%__,o\ Direct Support Professional
(&(@ Workforce Development Coalition
\z//

Mission: 1o promote the recruitment 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@umdnj.edu pg. 4




NJ Direct Support Professional Workforce

Development Coalition
Organization Representation

¢ Alliance for the Betterment of Citizens with Disabilities (ABCD)

¢ The Arc of New Jersey

e Consortium for Workforce and Economic Development/Community Colleges of New Jersey
e 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@umdnj.edu pg. 5




CDS Capabilities

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

e Tracking Training

— E-Learning

— In-Person Pre-Service Classroom training
— Certification

e 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@umdnj.edu pg. 6




Capabilities cont’d.

Addition of linked content

Announcements
— State & Agency levels

Tracking Hire Dates

Reports on agency and individual levels

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

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@umdnj.edu pg. 8




You are a CDS Agency Administrator...

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

For technical assistance, email: CDSTA@umdnj.edu pg. 9




Y DirectCourse

OMLINE CURRICULA FOR LIFE IN COMMILMNITY

Welcome to the DirectCourse login page. )
1 The N J .
To gain access to the system you will use P!]'ﬂllershlpfﬂ’
the Learner ID and Password prowvided to I[’.mfm 5!'“:1"?"
vou by wour learning administrator. If you wﬂma
don't know your Learner ID or Password,

. - Development
please click the Forgot Password link
below for assistance.

This site requires Macromedia Flash, Adobe Reader,and Windows
Media Player. Download the latest wersions by clicking the logos
below.

A

-

hMac i
IEI:';EDITIE - Adobe Readar

Forgot Password?

Login Information

Website: Be sure to use the correct address: www.collegeofdirectsupport.com/embcenter

OR https://login.elsevierperformancemanager.com/systemlogin.aspx?virtualname=EMBcenter

Google may yield another CDS site.
User ID: first letter of your first name, full last name, last four of your social security number
(Ex: joe Schmoe will be jschmoe1234)

Password: hello

For technical assistance, email: CDSTA@umdnj.edu pg. 10




DirectCourse

'elcome Demonstration Purpose-onetwo | Logout My

Account | Help
_/ ONLINE CURRICULA FOR LIFE IN COMMUNITY
Home @ System | Leamers  eleaming | Discussion = Content = Classes8Events = Custom | Surveyer | Tools | Admin | Reports

Manage
My eLeaming Lessons
Iy Classes & Events

My Announcements

My Surveys

My Discussions

My Ontrack ltems

Quick Links

Self-Enroll - Classes & Events
Self-Enroll - eLeaming
References

Reports

Iy Transcrpt - All Training
Credits Eamed

0 EEE EEE EEE

Personal Page for: Demonstration Purpose-onetwo

7 Lessons due
0 Scheduled in the next 13 days
7 New Anncuncements

4 Acknowledgements due
4 Acknowledgements overdue

0 Scheduled in the next 30 days
0 New Postings
0 ltems due in the next 30 days

Click below to access additional infarmation about the CDS Product

Once logged into the system, you will see your personal page information. All you of your

privileges (both admin and personal) can be access from this page.

For technical assistance, email: CDSTA@umdnj.edu
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K@ DirectCourse s ™" =5 5

INLINE CURRICULA FOR LIFE IN COMMUNIT
\\ PP/ ONLINE CURRICULA FOR L N COMMUNITY

g
Home = System | Leaners = eleaming  Discussion | Content  Classes & Events | Custom | Surveyor Iuols( Admin )Reports

Administration Home

Manage Administrative Status S y

el.saming Assignment You are an administrater and a manager

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

view your administrative status detail

Class/Event Roster

Quick Links
Learner Lookup

Create A Module

Edit A Module

If you have administrative privileges in the system, an additional button will appear on your

toolbar: Admin. When you click on the Admin button, you will see your admin home
information page. You do not need to click on the Admin button for access to your admin

privileges in the system.

For technical assistance, email: CDSTA@umdnj.edu pg.- 12




=) Esevier

Administrative Status Detail

Within your administrative scope you have specific administrative rights. Your current administrative nghts include

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

IMay manage annatations to content

Create new modules from courses available on the system

Edit modules created within your admin scope

Assign modules to leamers within your admin scope

Create new classes & events

Enroll existing leamers in classes/events

Acess events manager reports

Access and manage leamer enroliment and completions in Ontrack items within your admin scope
May create, edit and assign announcements within your admin scope

May create and edit announcement types

May create and edit discussions

Your administrative scope includes your direct reports. and users in the following facilities and departments
Facility: New Jersey DHS/DDD (01) - Dept: Admin Demao (CDSDEMO)

When you click on the Administrative Status Detail, you will get a pop-up window with more

information on your rights as an administrator in the system.

Your facility will be New Jersey DHS/DDD unless otherwise specified.

Department includes the name of your agency and all other agencies you have admin rights to

in the system.

For technical assistance, email: CDSTA@umdnj.edu pg. 13




Adding New Learners

*It is important to remember that learners cannot be deleted from the system.
If there is an error in the learner ID, please contact the CDS Central

Administrator: CDSTA@umdnj.edu

IMPORTANT:

Required Fields according to the Division of Developmental Disabilities in the

state of New Jersey:

Learner ID, First Name, Last Name, Facility, Department and Hire Date. All other

categories are optional.

For technical assistance, email: CDSTA@umdnj.edu pg. 14




) DirectCourse

¥/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

My account | Help

Demonstration Purpose-Onetwo | Logout

Home @ System [ Learners | eleaming  Discussion

r——————
Add a New Learner

Create a Mew Administrator

Lookup Administraters

Lockup Leamers

Content | Classes & Events  Custom = Surveyor  Tools = Admin | Reports

Manage
My eLeaming Lessons
My Classes & Events

My Announcements

My Surveys
IMy Discussions

My Ontrack Items

Quick Links

Self-Enroll - eLeaming

Referances

Reports

Credits Eamed

Self-Enroll - Classes & Events

My Transcript - All Training

monstration Purpose-Onetwo

B

|
|

EEE EEE BE

BE

7 Lessons due
0 Scheduled in the next 15 days
7 New Announcements

4 Acknowledgements due
4 Acknowledgements overdue

0 Scheduled in the next 30 days
0 New Postings
0 ltems due in the next 30 days

Click below to access additional information about the CDS Product

CDIRE,

Once a learner is entered in the system, you can assign him/her lessons and then track and

report on e-learning (online training) and classroom training.

e Click on Learners then Add a New Learner

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

IMPORTANT: Required Fields according to DDD:

Learner ID, First Name, Last Name, Facility, Department and Hire Date. All other categories are

optional.

For technical assistance, email: CDSTA@umdnj.edu
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) DirectCourse maTa™ ™ =

ONLINE CUF LA FOR LIFE IN COMMUNIT

Home = System | Leamers = eleaming = Discussion | Content = Classes & Events = Custom = Surveyor Tocls = Admin = Reports

Add Learner

Note: Required fields are designated in red and with asterisks (%)

@ up to 90 characters
w up fo 30 characters
w up fo 30 characters
New Jersey Dhs/Ddd | select from the list

Sort Departments by O Department Name O Department Code

Admin Demo (COSDEMO) ¥ | select from the list

Optional Information:
Enter the following information to support organizational needs
Sub Department
Job Code
Birth Date fi]
Email Address

Verification Code

Please Note:
The learner will be assigned a default password for initial access to the system
This password is hello

Naming Format
e New Jersey’s Department of Developmental Disabilities requires that the following
format be used:
First letter of their first name, full last name, the last four digits of their social security
number: JDoeXXXX, where XXXX is the last four digits of a learner’s social security number. Do
not include spaces, hyphens, prefix, suffix or any additional characters to the user ID.

Example: Jan Doe would be JDoe1234 and Jane Doe-Smith would be JDoeSmith1234.

IMPORTANT: Required Fields according to DDD:

Learner ID, First Name, Last Name, Facility, Department and Hire Date. All other categories are

optional.

For technical assistance, email: CDSTA@umdnj.edu pg. 16




2 Demonstration Purpose-Onetwo Logout

DirectCourse e

-ULA FOR LIFE IN COMMUNITY

Home  System | leamers = eleaming = Discussion = Content | Classes & Events  Custom | Surveyor = Tools = Admin | Reperts

: I
| Your request has been processed successfully

Manage a Learner

Learner - Example, Demonstration is ACTIVE _ Add New Learner

Learner Information | | Group Membership = Permissions

Note: Required fields are designated in red and with asterisks (")

*Leamer ID DExample1234 Last Login: -

‘Login Mame:  DExample1234 ‘Password hello

*First Name ;bemanslration up to 30 characters
“Last Name.  [Example up to 30 characters
*Facility MNew Jersey Dhe/Ddd ¥ select from the st

Sort Departments by O Department Name O Department Code

‘Deparnmant Admin Demo [CDSDEI.“IOl v select from the list

Optional Information:
Enter the fallowing information to support organizational needs

Sub Department

Job Code:
Birth Date 127372012 B
Hire Date 121372012 |

Email address Dexample@example.com|

Once all of the information is entered click Save. You will receive a confirmation: Your request

has been processed successfully.

Note: Learners cannot be changed once they are saved.

If you made a mistake with the learner ID, please email the CDS Central Administrator:

CDSTA@umdnj.edu.

For technical assistance, email: CDSTA@umdnj.edu pg. 17




& Demonstration Purpose-Onetwo

DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Logout

Home | System  Leamers = eleaming  Discussion | Content | Classes & Events = Custom = Surveyor  Tools = Admin  Reports

E—
‘Iﬂw’(ﬁ\user with this Leamer Id already exists )
0 ———— —

Add Learner

Note: Required fields are designated in red and with asterisks (*)

‘Learner ID [DExample1234 | up to 90 characters
*First Name [Demonstration | up to 30 characters
*Last Name Example | up to 30 characters
*Facility New Jersey Dhs/Ddd | select from the list

Sort Departments by O Department Name O Department Code

*Department :Admin Demo (CDSDEMO) ¥| select from the list

Optional Information:

Enter the following information to suppert organizational needs

Sub Department

Job Code

Birth Date 12/3/2012 =)
Hire Date 12/3/2012 =
Email Address |Dexample@example.com|
Verification Code

If you try to enter a Learner into the system and the Learner already exist, you will get an error
message. If the staff already exists in the system you will need secondary/manager zone access

rights to the staff. Email the CDS Central Administrator: CDSTA@umdnj.edu for

secondary/manager zone access rights to the staff in the system.

For technical assistance, email: CDSTA@umdnj.edu pg. 18




Looking Up and Editing Learner
Information

For technical assistance, email: CDSTA@umdnj.edu pg. 19




A D
@ DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

& Demonstration Purpose-Onetwo | Logout

My Account

Classes &t Events

Surveyor | Tools = Admin | Reports

Home = System [ Learners | elearning = Discussion  Content
Add 2 New Learner |

Create a Mew Administrator
Leckup Administraters
Lockup Leamers
Manage
eleaming Assignment
Class/Event Roster
Quick Links
Learner Lockup
Create A Module

Edit A Module

HEE HE

Administrative Status Summary

You are an administrator and a manager

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

Click Hers to view your administrative status detail

There may be an occasion when you will need to change some learner information (this does

not include the learner ID). This could include changing the Learner’s last name, changing the

Learner’s status between active and inactive, etc...

e From the menu bar, click Learners then Lookup Learners

The Manage Learner’s page will open.

For technical assistance, email: CDSTA@umdnj.edu pg. 20




e Demonstration Purpose-Onetwo | Logoul

' DirectCourse i

\E CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers = elearning  Discussion = Content = Classes & Events | Custom | Surveyor  Tools =~ Admin | Reports

Manage Learners

NOTES:
- To locate leamers please enter at least the first letter of the leamer's |ast name or the first character of the leamer’s ID or leamer's verification cede and click Show Results
- Find leamers 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 retum the same results
[ Show Inactive Leamers

Last Name: .example Learner Id: | ‘-‘eriﬂcalion(ode:. <i Sho\wﬂ_lﬁlls_'lh Add New Learner
T
Last Name First Name Learner [d Password  Facility Name Department Status  Admin | Job Cede HireDate Email  Edit Lesson Event Transcript
Name
Example Demenstration DExamplel234  hello New Jersey Admin Demeo Active | No 12/03/2012
DHS/DDD

You can search for learners by last name, learner ID or verification code (only if one has been assigned

to their learner ID).
e Enter all or part f the Learner’s last name or you can search by Learner ID.
o Then click Show Results.

You can also use the “%” (percent sign) and click show results. This will yield all learners in the

system to which you have access to.

Find the specific Learner from the list. From this page, you can access all of the Learner’s

information.

Click the Edit button that corresponds to the learner information you which to edit.

For technical assistance, email: CDSTA@umdnj.edu pg. 21




\\ / ONLINE CURRICULA FOR LIFE IN COMMUNITY

@) DirectCourse

ne Demonstration Purpose-Onetwo 0go ]]

ount | Help

Home @ System  Learners | eleaming

Discussion = Content = Classes & Events = Custom  Surveyor  Tools

Admin

Reports

Manage a Learner

Leamer Information

“Facility

Leamer : Example, Demonstration is ACTIVE

Group Membership

‘Last Name "!-E“xan)ple

Permissions

Note: Required fields are designated in red and with asterisks (")

*Leamer ID DExample1234 Last Login: -
*Login Name: DExample1234 *Password: hello
*First Mame:  |Demonstration up to 30 characters

| up fo 30 characters

New Jersey Dhs/Dd ¥ ssie rom the st

Sort Departments by

© Department Name O Department Code

Send Email |

i |

*Department Ad;m b:e@_ |CDSDEMEJ} V select from the list

Optional Information:
Enter the following infermation to support organizational needs

Sub Department

Job Code
Birth Date 12/3/2012 H
Hire Date 12/3/2012 B

Email address: | Dexample@example.com

Verification Code: |

From this page you can edit the learner information: first and last name, sub department, job
code, birth date, hire date, email address, verification code. Once you have made the required

changes, click Save.

Note: User ID cannot be changed once created in the system. If there is an error in the learner

ID, please contact the CDS Central Administrator: CDSTA@umdnj.edu

pg. 22
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elcome Demonstration Purpose-Onetwo | Logout
ount Help

AN
@J DirectCourse

/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System | Leamers = eleaming = Discussion = Content | Classes & Events  Custom | Surveyor = Tools = Admin | Reports

‘@ Your request has been processed successfully.

Manage a Learner

Learner : Example, Demanstration is ACTIVE Make Inactive """ Add New Learner

Learner Information | | Group Membership = Permissions

Note: Required fields are designated in red and with asterisks (")

‘Leamer ID DExample1234 Last Login: -

‘Login Mame:  DExample1234 ‘Password hello

*First Name __. up fo 30 characters
‘Last Mame:  [Example | up to 30 characters
“Facility | New Jersey Dhe/Ddd v select from the list

Sort Departments by O Department Name O Department Code

‘Depantmant |Am:n|nl}?m;LCDSDE_I'16] v select from the list

Optional Information:
Enter the fallowing information to suppert organizational needs

Sub Department ] ]
Job Code _ _|
Birth Date 121372012 B
Hire Date 121372012 B

Email address:  |Dexample@example com!

You will receive a confirmation message in green at the top of the page indicating that your

request has been processed successfully.

For technical assistance, email: CDSTA@umdnj.edu
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Demonstration Purpose-Onetwo | Logoul
ount

DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System = Leamers | eleamning  Discussion = Content  Classes & Events = Custom | Surveyor  Tools ~ Admin | Reports

Manage Learners

NOTES:
- To locate leamers please enter at least the first letter of the leamer's last name or the first character of the leamer's ID or leamer's verification cede and click Show Results

- Find leamers 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 retum the same results

[ Show Inactive Leamers
Learner Id: ‘ Verification Code: Show Results | "Add New Leamer

Last Name: iuample

Last Name First Name Learner [d Password  Facility Name Department Status  Admin | Job Code HireDate Email | Edit Lesson Event Transcript
Name
Example Demenstration DExamplel234 = hello New Jersey Admin Demeo Active | No 12/03/2012 Edit ‘
DHS/DDD

Terms and Condiions | Privacy Policy | NADSP Credentialing
g Reserved

Copyright @ 2006 - 201

From the learner look up page, you can also view the learner’s transcript.

Click on the Transcript icon.

For technical assistance, email: CDSTA@umdnj.edu pg. 24




me Demonstration Purpose-Onetwo | Logout

)DirectCourse  wma™

/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System  Leamers = eleamning | Discussion = Content = Classes &Events = Custem = Surveyor  Tools = Admin  Reports

Transcript for: demo example-one

- Print @ Export
Stal‘us:_ﬁ«ll Current v
Assigned/Self-E y ﬁ

nroliee
Show Module? []
Total: 85 Complated: 3 Due: 82
Show All | eLeaming | Classes &Events | Ontrack  Checklist | Acknowledgements  Discussion
Item MName Item Tvpe Due Status  Completed Score #of Typeof  Provider
Date Units Unit
Arcof Burlington: Faaturas of Mantal lliness Ontrack 08-14.2012 v 4 08-18-2012
Cnirsdk 08-05-2014 pd
Boggs Center Sample Classroom Template Class 02-20-2011 o 02-20-2011
CFSM. Devaloping an Intervention Flan: Introduction Lanor 07-18.2012 X 0 Contact cos
Hours
CFSM: Develcping an Intervention Plan: Lesson 2: Organizational Lesson 07-18-2012 M Centact cos
Assgssment Fart 81 Hours
CFSM: Developing sn Intervention Flan: Lesson 3: Organizstionsl Lessen 07-18-2012 p & Contact cos
Assgssmant Part 82 Hours
evaloping 8n Intervention Flan: Lesson < Developing Your Lasson 07-18.2012 b4 Contact cos
Plan Houn
CFSM: Davelcping an Intervention Flan: Undentanding the Interventicn Flan | Lessen 07-18:2012 | ¥ Contact | COS

*»

>

>

»

»

»

You can print specific information from the Learner’s transcript. Learner transcripts can include
E-Learning, Classes & Events, Ontrack, Checklists, Acknowledgements and Discussions. You may

choose to print transcripts that reflect all or one of these options.
To view all past and current trainings you will need to change the status on the transcript.

From the status bar select All Current and Archived from the selection then click Go. The page

will refresh and all training both past and present will appear on the staff transcript.

For technical assistance, email: CDSTA@umdnj.edu pg. 25




ONLINE CURRICULA FOR LIFE IN COMMUNITY

./d_\- . M}Mu-usllullwPu'r;uﬂei.':-u-:"".'-.n Logout
@ DirectCourse

Home | System  Leamers = eleaming  Discussion | Content | Classes &Events = Custom = Surveyor  Tools = Admin  Reports

Manage Learners

NOTES:
- To locate leamers please enter at least the first letter of the leamer's last name or the first character of the leamer's ID or leamer's verification code and click Show Results
- 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 retum the same results
[ Show Inactive Leamers

Last Name: lexample Learner Id: ! Verification Code: i Show Results Add New Learner
Last Name First Name LearnerId Password  Facility Name Department Status | Admin | Job Code HireDate = Email = Edit Lesson Event Transcript
Neme
Example Demonstration DExamplel234 = hello New Jersey Admin Deme Active | No 12/03/2012 E-ﬂut@ @
DHS/DDD

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

from the Learner lookup page by clicking on the appropriate icons.

Click on the lesson icon. The page will refresh and take you to the Assigned training page for the

learner.

For technical assistance, email: CDSTA@umdnj.edu pg. 26



. Welcome Demonstration Purpose-Onetwo | Logout
DirectCourse  tusn
ONLINE CURRICULA FOR LIFE IN COMMUNITY
Home | System  Learners = eleaming = Discussion | Content = Classes & Events | Custom | Surveyor = Tools | Admin | Reports
Assigned ltems for: demo example-one
" Previous Page
Assign tems
Item Name Due Date Priority | Completed Date Score PreTest  Edit Remeve
Score
The Essentials of Mentering 11-13-2012 | 4 Edit Remave
CFSM: Developing an Intervention Plan: Introduction 7-18-2012 | 4 Edit Remove
CFSM: Developing an Intervention Plan: Understanding the Intervention Plan 7-18-2012 | 4 Edit Remaove
CFSM: Developing an Intervention Plan: Lesson 2: Organizational Assessment Part #1 7-18-2012 | 4 Edit Remove
CFSM: Developing an Intervention Plan: Lesson 3: Organizational Assessment Part #2 7-18-2012 | 4 Edit Remove
CFSM: Developing an Intervention Plan: Lessen 4: Developing Your Intervention Plan 7-18-2012 | 4 Edit Remove
CFSM: Recruitment and Selection: Introduction 5-08-2012 | 4 Edit Remove
CFSM: Recruitment and Selection: Recruitment and Marketing 5-08-2012 4 Edit Remave
CFSM: Recruitment and Selection: Realistic Job Previews 5-08-2012 | 4 Edit Remove
CFSM: Recruitment and Selection: Selection and Hiring 508-2012 4 Edit Remove
DIC: Brain Injury 12-11-2011 | 4 Edit Remove
Cultural Competence: Introduction 1-15-2013 | 1 Edit Remove
Cultural Competence: What is Cultural Competence? 1-15-2013 | 2 Edit Remove
Cultural Competence: Understanding Your Qwn Culture 1-15-2013 | 3 Edit Remove
Cultural Competence: The Culture of Support Services 1-15-2013 | 4 Edit Remove
Cultural Competence: The Continuum 1-15-2013 | 5 Edit Remove
Cultural Competence: Communication 1-15-2013 | 6 Edit Remove
Cultural Competence: Daily Suppert 1-15-2013 7 Edit Remove
Cultural Competence: DSP Roles in Culturally Competent Organizations 1-15-2013 | 8 Edit Remove
Community Inclusion: Introduction 7-16-2012 | 4 Edit Remove
Community Inclusion: The DSP Role in Cemmunity Inclusion 7-16-2012 | 4 Edit Remove

This is one way to manage/assign online training to Learners. For more information on

assigning online training, see the section in your manual on E-Learning.

For technical assistance, email: CDSTA@umdnj.edu pg. 27



e Demonstration Purpose-One

Logout

AN
@ DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers = elearning  Discussion = Content = Classes & Events | Custom | Surveyor  Tools =~ Admin | Reports

Manage Learners

NOTES:
- To locate leamers please enter at least the first letter of the leamer's |ast name or the first character of the leamer’s ID or leamer's verification cede and click Show Results
- Find leamers 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 retum the same results

[ show Inactive Leamers

Last Name: :example Learner Id: : Verification Code: | " Show Results i Add New Leamer

Lact Name First Name Learner [d Password  Facility Name Department Status  Admin  Job Code HireDate Email  Edit Lesson Event Transcript
Name
Example Demenstration DExamplel234  hello New Jersey Admin Demeo Active | No 12/03/2012 Edit
DHS/DDD

You can also send an email to the learner from the learner look up page. These are non-response emails.
Learners will not be able to respond to the emails, but you can send them important information about

their job, the agency, or assigned training through the system.

An email icon will only appear if the learner has an email address attached to them in the system.

Click on the email icon.
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=] Send Email to a Learner

From support@mcstrategies com

To Dexample@example com|

Cc:

Subject:  Welcome to onling leaming

Message: You have been registered in the Elsevier Performance Manager (EPM) by
your Administrator. The ieaming system is iocated on the web at
http://login elsevierperformancemanager.com/systemlogin aspx?
mrtualname=EMBCenter

To log in and begin learning you will need the following credentials
Your Learner ID is
Your Password 15

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

system.

Note: encourage all of your learners to change their password when they first log into the

system.

Complete as you would an ordinary email, then click Send.
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Changing Learner Status
(When a Learner No Longer Works for
Your Agency )
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System [lesmers: eleaming = Discussion = Content = Classes &Evants  Custom  Surveyor | Tools = Admin | Reports

Add a New Learner
Create a New Administrator
Lookup Administrators

Lookup Learners

Manage Administrative Status Summary

eLeaming Assignment You are an administrator and a manager.

HH

Class/Event Roster Your administrative scope includes your direct reports and 1 departments across 1

facilities. Within this scope you will have specific administrative rights
Quick Links Click Here to view your administrative status detail
Leamer Lookup

Create A Module

BEE

Edit A Module

There may be an occasion when you will need to change the Learner status in the system. Once
an employee/Learner leaves your agency, their Learner Status must be changed within 10 days

of their termination date.

From the menu bar, click Learners then Look Up Learners
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\_// ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers = elearning | Discussion = Content = Classes & Events = Custom | Surveyor = Tools = Admin = Reports

Manage Learners

NOTES:
- To locate leamers please enter at least the first letter of the leamer's last name or the first character of the learmer's ID or leamer's verfication code and click Show Results
- Find leamers 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 retum the same results
[ Show Inactive Leamers

Last Mame: cha mple Leamerd: | Verfication Code: Show Resufts

Last Name First Mame Leamner Id Password | Facility Name Department Status | Admin  Job Code HireDate Email  Edit Lesson Event| Transcript
Name
Example Demonstration DExamplel23d  hello New Jersey Admin Demo Active | No 12/03/2012 @'@ E‘ @
DHS/DDD

Enter all or part of the Learner’s last name then click Search. A list of one or more Learners
displays.

Select the Learner you which to change status then click the Edit button.
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Home | System | Learners = eleaming  Discussion | Content = Classes& Events =~ Custem = Surveyor | Tocls = Admin | Reports

Manage a Learner

Leamer - Example, Demonstration s ACTIVE I Il IEEEE S

Learner Information | Group Membership | Permissions

Note: Required figlds are designated in red and with asterisks ()

‘Leamer D DExample1234 Last Login: -

‘Login Name:  DExample1234 *Password: hello

*First Name: | Demonstration | up to 30 characters
*Last Name:  Example l up to 30 characters
*Facility \_I‘-J-e\T!.arsey"E)-h;}bﬁa_:'-i select from the list

Sort Depatments by O Department Name O Department Code

‘Department \_Eﬂn_ Demo |CEEDEN10]_: select from the list

Optional Information:
Enter the following information to support organizational needs

Sub Department

Job Code
Birth Date 12/3/2012
Hire Date 12/3/2012 B

Email address :Dexample@examp\e com:

Verification Code: |

The page will refresh with the Learner’s information.
Click the Make Inactive button then click Save

The Learner is now inactive in the system.

A message will appear in green at the top of the page indicating that your request has been processed
successfully.
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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 and do not
create your own Pre-Service training 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 Preventing Abuse and Neglect

To schedule a Pre-Service Training move on to the next section: Scheduling Training
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Adding/Editing Instructors
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Welcome Demonstration Purpose-Onetwo | Logout

DirectCourse  usan

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Learners = eleaming = Discussion = Content | Classes & Events- | Custom Surveyor | Tools | Admin = Reports

My Classes & Events

Self Enrollment

Administration Home Clerides
Manage Classes & Events 4

Manage Onliack R ST —
»
eleaming Assignment w | @
Reports Manage Classroom Locations

Class/Event Roster !

Quick Links Click Here to view your administrative status detail

Leamer Lookup @
Create A Module m
Edit A Module =2

Cancellation Penalties ts and 1 departments across 1
facilties | ministrative rights

Instructors can be anyone who trains staff on any topic for any certified qualified provider

agency.

From the menu bar, click Classes and Events, Utilities, Instructor List.

For technical assistance, email: CDSTA@umdnj.edu
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My Account | Help

Home = System | Learners = eleamning  Discussion | Content  Classes &Events | Custom | Surveyor Reports

Instructor List

Name Facility Email Phone Employee

Abaexample, Joe 01 dummyemail @umdnj.edu 555-111-2222 Yes Remov
New Jersey DHS/DDD

Abramezyk, Shalom 0 shaloma@thecentemj.org 732-600-0461 Yes Remav
Mew Jersey DHS/DDD

Adams, Lisa 01 ladams8105@yahoo.com 973 634-6634 Yes Remoy
New Jersey DHS/DDD

Akhtar, Rafia a akhtar@nhautism.org 38204 Yes Remev
New Jersey DHS/DDD

Alape, Michael 0 mtalape@yaheo.com 201-434-7783 Yes Remov
New Jersey DHS/DDD

Alulis, Mary Ann 01 maryann@arcofeapemay.org 609-861-7100 Yes Remov
New Jersey DHS/DDD

Amaducci, Lynn 01 lamaduceil234 555-1234 Yes Remev
New Jersey DHS/DDD

Anderson, June a1 Jjandersen@ourhousenj.org 9084648008 Yes Remov
New Jersey DHS/DDD

Anderson, Mary Louise U} Yes Remov
New Jersey DHS/DDD

Arzayus, Ana a aarzayus@arcmercer.org 609-406-0181 Yes Remov
New Jersey DHS/DDD

Asen, Jessica 01 asen@nhautism.org 7329180850 Yes Remov
New Jersey DHS/DDD

Assorto, Wayne 05 wassorte@spectrumforliving.org 201-358-8000 Yes Remov
Spectrum for Living, Inc.

Athill, Almeda m aathill@dungarvin 132-463-1227 Yes Remov
New Jersey DHS/DDD

Auer, Jacqueline U Jjauer@scarc.org 973-383-0122 Yes Remove
New Jersey DHS/DDD

Aversa, Christina a5 caversa@spectrumforliving.org 201-358-8000 Yes Remov

To add a new instructor, click the New Instructor button.

The instructor demographics page will open.

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@umdnj.edu
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Home  System | Leamers | eleaming | Discussion  Comtent = Classes&Events | Custom | Surveyor  Tools  Admin  Reports

Instructor List

Instructor Demographics

You may add instructors by

- Searching for existing individuals in the system
- Adding names of indniduals not fisted in the system

To search. use the search box below. Select the individual you want to add from those located in the search list. Edit as needed, then click Save to save that instructor

Search by Last Mame W

To manually eter an instructor. enter as much of the information 5 you can in the fields belowi. Click Save to save the infomation
First Name . Last Name ((Save), Cancel”
Enmal Address [
Facility :Nnne _v
Work Phane

To enter a new instructor:
Enter instructor information, choose the facility (New Jersey DHS/DDD), , then click save.
If the instructor is a non-employee, keep “none” in the drop down box. This applies if you have

a Red Cross instructor that conducts trainings at your agency or for your staff but does not work

for a provider agency.

“The instructor was added” text displays in green below search by last name.

Close the pop-up window when done.
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Adding/Editing
Classroom Locations

For technical assistance, email: CDSTA@umdnj.edu
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MyAccount | Help

Home = System  leamers  eleaming  Discussion = Content |~Classes@bvents: Custom = Suveyor  Tools = Admin = Reports

Copyright @ 2006 - 2012 Elsevier lnc. Al Rights Reserved

My Classes & Events
Self Enrellment
Administration Home o
Manage Clesses & Buents ~ »
Manage Ontrack ¥ rative Status Summan
o QL uiiies b IncructorLis ‘
eLeaming Assignment
Reparts Manage Classroom Locations
Clags/Event Roster —W—rw Cancellston Pomalie ts and 1 departments across 1
facilties — minisirative rights
Quick Links Click Here to view your administrative status detal
Leamer Lookug m
Create A Module [ View |
Edit A Module m
Terms and Condtions | Privacy Polcy | NADSP Credentiaing

From the menu bar, click Classes & Events, Utilities, and then Manage Classroom Locations.

For technical assistance, email: CDSTA@umdnj.edu
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Home = System = Leamers = elearning = Discussion = Content  Classes & Events = Custom = Surveyor = Tools  Admin | Reports
Manage Classroom Locations
List locations at Facility: New J_erseyEHSfDE}D_ _.
(Select a Facility)
Facility Name : New Jers Admin Facility
Bancroft _ _
CPEP Qualified Provider

Location ggﬁ%&rmjg‘;' Centers Capacity  Address City/State/Zip Edit  Events/Delete
21 Plus MSATC Conf Matheny 17 310 Main Street Toms River, NJ 08753 Edit | 1Events
21 Plus, Inc. Conference Y o %lDHﬂDD 10 252 Washington Street Toms River NJ 08753 Edit  Delete
ABC Group Home, Inc, | Spectrum for Living, Inc B 605 Kaplan Street Roselle, NJ 07203 Edit | Delete
Abilities Center Conference Room 5 1208 Delsea Drive Westville, NJ 08093 Edit 153 Events
Abilities of NW Jersey - MEC 6 22 Kayhart Lane Washington, NJ 07882 Edit | 1Events
Abilities of NW Jersey Board Room %5 264 Route 31 North Washington, NJ 07882 Edit = 2Events
Advance Housing, Inc - Conference Room 50 100 First Street Suite 203 Hackensack, M) 07601 Edit | Delete
Advancing Opportunities - Budd Lake 5 98 US Highway Route 46 Office #2 Budd Lake, N 07828 Edit = Delete
Advancing Opportunities- Barrington Office 8 208 White Horse Pike, suite 11 Barrington, NJ 08007 Edit | Delete
Advancing Opportunities/ Confrence Room 25 163 E. Main Street Little Falls, NJ 07424 Edit  Delete
AdvoServ of New Jersey - Helms 5 399 Helms Ave, 2nd Floor Swedesboro, NJ 08085 Edit | 186 Events
AdvoServ of New Jersey -SOM 20 87 Finderne Avenue Bridgewater, NJ 08807 Edit = 16 Events
AdvoServ of New Jersey -UGL 20 240 Longhouse Drive Hewitt, NJ 07421 Edit | 67 Events
AdvoServ of NJ -Evans Way 5 200 Evans Way, Suite #2 Branchburg, NJ 08876 Edit 68 Events
ALFA Development - Vine 5 22 Vine Avenue West Milford, NJ 07480 Edit | Delete
Aifa Development-Day Program 80 39 Oak Ridge Rd Newfoundland, NJ, 07435 Edit | Delete
ALLEGRO School Adult Sves 20 60 East Hanover Avenue, Building A Morris Plains, NJ 07950 Edit  Delete

From the drop down menu, select your facility: NJ DHS/DDD, then click List.

A list of classroom locations will appear.

For technical assistance, email: CDSTA@umdnj.edu
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Home = System | Leamers = eleaming  Discussion  Content | Classes & Events = Custom = Suveyor = Tocls ~ Admin = Reports

Manage Classroom Locations
List locations at Facilty: | Admin Facilty ¥/ ! et

Facility Name : Admin Facility
Facility Code : 00

" Rdd liew Classroom

Location Capacity Address Clty/State/Zip Edit Events/Delete
Arc of Union County Training Raom 18 52 Fadem Road Springfield, N 07061 Edit 94 Events
SERV Admin Training Room, 2nd floor 18 20 Scotch Road Ewing, NJ 08628 Edit 19 Events
Terms and Condtions | Privacy Policy | NADSP Cradentiaing
Copyright ® 2006 - 2012 Elsevier inc. Al Rights Reserved

Note: Classroom location must start with the name of your agency.

For example: Boggs Center Training Room A.

To enter a new location not already listed, click, “Add New Classroom”.

For technical assistance, email: CDSTA@umdnj.edu
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A

Home = System Leamers eleaming Discussion = Content Classes&Events = Custom | Suveyor = Tools = Admin  Reports

Manage Classroom Locations

Facility Name - New Jersey DHS/DDD
Facility Code - 01

Note: Required fields are designated in red and with asterisks (*)

*Classroom |
name

‘Capacity |
Address: |
City, State, Zip: |

" Add New Classroom

Location Capacity  Address City/State/Zip Edit  Events/Delete

24 Plus MSATC Conference Room 17 310 Main Street Toms River, NI 0753 Edit | 1Events

21 Plus, Inc. Conference Room 10 252 Washington Street Toms River NJ 08753 Edit  Delete

ABC Group Home, Inc. b 605 Kaplan Street Roselle, NJ 07203 Edit | Delete

Abilities Center Conference Room 5 1208 Delsea Drive Westville, NJ 08093 Edit 156 Events

Abilities of NW Jersey - MEC ] 22 Kayhart Lane Washington, NJ 07882 Edit  1Events bd
Done @ Intermet G v Rloon -

Enter the classroom information then click “Create.” The page will refresh and your new

classroom location will be displayed below.
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Scheduling a
Classroom Training

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 Preventing Abuse and Neglect

For technical assistance, email: CDSTA@umdnj.edu pg. 44




Learner Management System

Tracking Training

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

e 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

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

For technical assistance, email: CDSTA@umdnj.edu pg. 45




Tracking Roles of Agencies & Training

Agencies
Agencies Lead & Non-Lead Training Agencies
* Enroll new hires directly in CDS e Set up pre-service trainings in the

) system using available templates
* |fyou are a neither a lead or non-

lead, but do your own CPR/First Aid * Register participants in pre-service

you will need to use the system to training using CDS. Only trainers (or
track this data similar to the their designees) can register
leads/non-leads participants into trainings they create.

° Request secondary/manager zohe hd Mark final status of participant (le
access to staff if you are not the complete, incomplete, no show...) after
primary agency the training

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 Preventing Abuse and Neglect
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Home | System  leamers = elesming  Discussion = Content -ClassesBubvents: Custom = Surveyor  Tools  Admin  Reports

My Classes & Events ‘
Self Enrcliment

Calendar

Administration Home
< [Manage Classes & Even b Create & Edit Course Templates

Manage Ontrack ’ Schedule & New Event

) ) Utilities 3 Edit 2 Scheduled Event
eleaming Assignment
Reports (lass/Event Roster
Class/Event Roster Auto-Manager .a."d 1 lriepgrtments across 1
jnistrative rights
Quick Links Click Here to view your administrative status detail
Leamer Lookup W
Creale A Module @
Edit A Module m
Privacy Policy | NADSP Credentiaing

Click Classes & Events — Manage Classes & Events — Schedule a New Event.
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Schedule New Event

Classes/Events are created from course templates. To select a course template to create your class/event. enter the course code andlor 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:

Course name

Faclitiss (Al v

e Enter the Course Code then click Search

Course Code Course Name

PSCPR Pre-Service CPR

PSFA Pre-Service First Aid

PSM Pre-Service Medication

PSO Pre-Service Overview

PSPAN Pre-Service Preventing Abuse and Neglect
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Home  System = Leamers  eleaming = Discussion = Content = Classes & Events = Custom = Surveyor  Tools  Admin = Reports

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: |_5_3_s |

Course name: |

Facilties: Al v
o IR

Course Code Course Name Description

PSCPR Pre-Service CPR This training will include techniques to be used for rescue breathing, conscious and unconscious airway obstruction, Adult CPR and
heart attack.

PSFA Pre-Service First Aid This training will provide staff with the knowledge and skills necessary in an emergency situation and to activate Emergency Medical
Services (EMS). This training will prepare staff to prevent injury, promote personal safety, recognize emergencies and make
appropriate decisions regarding care.

PSM Pre-Service Medication Upon completion of this course staff members will be able to: describe staff responsibilities related to all phases of medication,
identify and report changes observed in individuals' physical and behavioral conditions, assist individuals with visiting a doctor,
demonstrate proper use of medication forms, procedures to properly store and administer medication.

PsO Pre-Service Overview of Developmental Disabilities ~ Content will contain the following: information about different types of disabilities and their causes, information on how to provide
support and assistance, basic information about how a disability can affect the way a person leams and interacts with others, the
importance of community integration, and different methods and teaching strategies.

PSPAN Pre-Service Preventing Abuse and Neglect Persons with developmental disabilities are at a very high risk of being abused or neglected. People on whom they rely for support

and assistance may sometimes take advantage of them, These individuals often lack the power, personal resources, experience,
communication skills and survival abilities needed to protect themselves, Staff will learn how to identify and understand the nature
of different types of abuse and neglect. They will leamn how to recognize and prevent possible causes of abuse and neglect as well as
haw to follow reporting procedures.

The system will show all templates matching your search criteria.

Click on the hyperlink/course code for the training you would like to schedule.
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Home | System | Learners  eleaming | Discussion | Content  Classes & Events | Custorn | Surveyor | Tools | Admin | Reports

Classes & Events - Schedule
Createlow ot | —Eat g vt

General | Instructor & Credits | | Visibility | Enrollment Information | Fees & Discounts

Note: Required fields are designated in red and with asterisks (%)

Event Name: Sample - Boggs Center Sample Classroom Template

12/3/2012 B imom) $ 12/3/2012 B i
“Start ; :
1200 PM v $ 1230 P ¥

Please Note selecting a location for this event does HOT confirm its availability. Please follow standard procedures for reserving this room/area

g —

“ gcation: | s Center Liberty Plaza. 3rd Floor, Room A (" Selectalocation P
—
This is an example of how to create a sample classroom template.
Description
To leam how to create a sample classroom template.
Objectives:
Motes:

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@umdnj.edu
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(5] Eisevier

Select Location

List locations at Facility: | ALL @

Planned Start Date: 2012-12-03 Planned End Date: 2012-12-03

190

Cpart Timan 4900 End Timaa
SLait Fatih g He [Pt

e Either select a Facility from the drop-down or choose all locations, then click the “List”

button.
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Classes & Events - Schedule

|“View course | Create NewEvent |

General

Instructor & Credils

sibility Enroliment information

[5) Eisevier

Note: Required

Event Name: L{

*Start
Date »
*Stant
Time »
Please Note 5
1 »
*Location
»
Description
»
»
Objectives ¥
»
Notes 4
»
Additional
Materials ¥

Arts Access Gallery

(0 Events Scheduled)

Avenues To Independent Living

(0 Events Scheduled)

Benchmark Human Services Training Room

(0 Events Scheduled)

Bethel Ridge Basement
(0 Events Scheduled)

Bethel Ridge Corp. Basement

(0 Events Scheduled)

Bethesda Lutheran Communities NJ Office

(0 Events Scheduled)

Boardreom

(0 Events Scheduled)

Brain Injury Association Of New Jersey

(0 Events Scheduled)
CAIL- Conference Room
(0 Events Scheduled)
CAQC Office

(0 Events Scheduled)

Capital Care Inc. Franklin Site Training

(0 Events Scheduled)

Capitol Care Inc. Newark Site Training

(0 Events Scheduled)

Capitol Care, Inc. NJ Conference Training Room

(0 Events Scheduled)

01

01

01

01

(1)

01

01

01

01

01

01

01

01

65 Highland Avenue

64A Curtis Ave

390 Amwell Road, Suite 104

175 Maple Ave

175 south maple ave.

220 Hamburg Tpke

80 West Grand Street

825 Georges Road

One Comell Parkway- 2nd floor

900 Clifton Ave

7 Park Drive

972 Broad St,, 2nd floor community room

185 Route 183

Peapack NJ 07977
Woodbury, NJ 08096
Hillsborough, MNJ 08844
Basking Ridge, NJ 07920
Basking, nj 07920
Pompton Lakes, NJ
07442

Elizabeth, NJ 07202
Naorth Brunswick, NJ
0&g02

Springfield NJ 07081
Clifton, NJ 07013
Franklin, NJ 07416

Newark NI 07102

Stanhope, NJ 07874

*Sessions
“Capacity

Murse
Planner

“Contact

Minimum Capacity
eMail

eMail *

| Phone

Phane:

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. You will need to adjust your

event information and reselect the training location before moving on.

Click the Location name and close the pop-up window. The classroom is now added to

the event.

For technical assistance, email: CDSTA@umdnj.edu
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Home  System | Leamers  elearning = Discussion = Content | Classes & Events | Custom | Surveyor | Tools = Admin  Reports

Classes & Events - Schedule

Create NewEvent || Edit Existing Event | Save Event ">

General | Instructor & Credits | | Visibility | Enrollmentinformation | Fees & Discounts

Note: Required fields are designated in red and with asterisks (%)
Event Mame: Sample - Boggs Center Sample Classroom Template

*Start ‘End

Bate 12/3/2012 B imaw Date 12/3/2012 & (mdyy)
*Start PR “End Gaieg B
Time |[E4bi: g Time [EEFH

Please Note sslecting a location for this event does NOT confirm its availability. Please follow standard procedures for resening this reom/arsa

“Location [ ter Liberty Plaza, 3rd Floor, Room A | Seiectatocation

This is an example of how to create a sample classroom template [

Description

Objectives

Notes

Additional
ey

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).
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Home = System  Leamers eleaming = Discussion = Content = Classes&Events = Custom  Surveyor = Tools = Admin  Reports

‘@ Your request has been processed successfully.

Classes & Events - Schedule : Boggs Center Sample Classroom Template on 12/7/2012, 15:00 to 12/7/2012, 15:15

'c'reate'ilewivmt "Edit Existing Event Activate Event

General | Instructor & Credits | Visibility | Enroliment information Fees & Discounts

Note: Required fields are designated in red and with asterisks (*)

Event Name: Sample - Boggs Center Sample Classroom Template
This event is Archived Created: 12/7/2012 2:18:24 PM

*Start Date 127172012 B may ‘End Date 12/7/2012 B (may
‘StatTme:  [300PM ¥ *End Time [315PM ]

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

"Location E Center Liberty | IF | Setect a Location

This is an example of how to create a sample classroom template.
Description:
To learn how to create a sample classroom template.
Objectives:
1
Notes:

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

information.

A green confirmation banner will also appear on top indicating that your request was processed

successfully.
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Home  System = Leaners  eleaming  Discussion = Content | Classes & Events = Custom  Surveyor  Tools = Admin  Reports

Classes & Events - Schedule : Boggs Center Sample Classroom Template on 12/7/2012, 15:00 to 12/7/2012, 15:15
et sy Evert | Sove e |
General € Instructor & Crediis )  Visibility  Enroliment Information Fees & Discounts

Instructors
< Select Instructor(s) »
e ——

There are no instructors selected for the event.

Credits and Hours

Contact 1
hours: Gil
CE's: [ ] Credits by: | v
CE'’s Expire: E  imidlyy) Blank = Never
@ Yes

Event is
Coprovided: ~ ONo

With Whom: |

Terms and Condtions | Privacy Policy | NADSP Credentialing
Copyright © 2006 - 2012 Elsevier Inc. All Rights Reserved

o  Click the Instructor & Credits tab
e Click on the “Select Instructor(s) button

A pop up window will appear.
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Home @ System | Leaners = elearning  Discussion  Content | Classes & Events  Custom  Surveyor | Tools | Admin | Reports
=) Bsevier
Classes & Eve

Enter all or part of the last name of the instructor you are looking for. To narrow your search to a single facility. select that facility from the fist
Last name: abaexample Facility: _I-lew Jersey DHS/DDD |

Inst
Avaiiabie insiruciors
| Add FirstName LastName FacilityCode Phone
Instructors -~
o Joe Abaexample 01 555-111-2222
There are no =
Selected Instructor(s)
Remove FirstMame LastName FacilityCode Phone
Credits and No records to display.
Contact
hours:
CE's
CE's Expire!
Event is
Co-provided

e Enter the last name of the instructor you want to add to the event then click “Search”.

e The instructor will show up under available instructors. Click the “+” sign under the “Add”

column to add the instructor to the training.

e The instructor will move from the “available instructors list” to the “selected instructors(s)

list”.

e Close the pop up window.
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = Sysem ' Lleamers = eleaming Discussion = Content  Classes&Events Custom  Suweyor  Tools  Admin  Reports

Classes & Events - Schedule : Boggs Center Sample Classroom Template on 121712012, 15:00 to 12/7/2012, 15:15

N e I e
General | Instructor & Credits Enmllmean!armahcn Fees & Discounts

Allow self enrollment
OFveryone can enrol i ths event

O Select Facilties Departments
CPublish Only (Prevent Onfine Envolmen)

Terms and Conddions | Privacy Policy ~ NADSP Credentialing

Capyright © 2005 - 2012 Elsevier Inc. All Rights Reserved

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).

Note: If you do not select the limit visibility, everyone (learners and admin staff) will be able to

enroll in your event.

e Uncheck the box labeled “Allow self-enrollment” and
e Check the box labeled “Limit enrollment”

e Then click the box labeled “Select Facilities/Departments”

A pop up window will appear.

For technical assistance, email: CDSTA@umdnj.edu pg. 57
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@ Your request has been processed successfully

Select Facilities

Facility: |01 - New Jersey DHS/DDD v Dept

W
Job ey
Add to List

Cods 3
Facility

Facility Department Remove

01 BCOTHER x

01 BCOTHER x
Job Code(s)

Job Code

Remove
No records to display.

e Select your facility (New Jersey DHS/DDD) and department (Name of your agency),
e then click “Add to List”.

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

A confirmation message will appear, indicating that your request was processed successfully.

Close the pop up window.
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Home  System  Leamers  elearning  Discussion = Content = Classes & Events = Custom = Surveyor  Tools = Admin | Reports

Classes & Events - Schedule : Boggs Center Sample Classroom Template on 12/7/2012, 15:00 to 12/7/2012, 15:15

[Vewearss | | T

Create New Event

“Edit Existing Event

(" SaveEvent )| “Enroll Leamers

General | Instructor & Credits  Visibility  Enroliment Information  Fees & Discounls

Laarnans may continue to enrcll into the event until 11:58 PL EST on the enrcliment end date

Enrollment begins [E (midlyy) Blank = Immediste Enroliment ends: ~ 12/7/2012 B (midlyy) Blank = Event Stan

Cancel by: [E (midlyy) Blank = Event Stan

v

Cancel penalty:
Wait List Closes [F imidlyy) Blank = Event Stan
[JDo not send email

|ﬁﬁmsﬁm of Enrollment - Std \;_ W

[Cancellation - GENERIC v [T

Automatic Netification:

Cancellation Letter
[Bring a copy of the instructor's manual if you can |

Special Instructions:

Terms and Conditions
Copyright ® 2006

Privacy Policy | NADSP Credentiakng

- 2012 Elsevier Inc. All Rights Resarved

From this page you can continue to adjust enrollment information or just save the event.
e Click “Save Event”

Your event is now saved and you may begin enrolling learners to the training.

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.
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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: Enroliment 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.

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.
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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.
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Welcome Demonstration Purpose-Onetwo | Logout | My

DirectCourse e

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers  eleaming = Discussion = Content Classesdbvents: Custom  Suveyor | Tools Admin = Reports

My Classes & Events
Self Enrollment
Administration Home
Calendar
Manage Classes & Events Create & Edit Course Templates
Manage
Ontrack b Schedule a New Event
eleaming Assignment Utilties b | EditaScheduled Event
(lass/Event Roster Reports | Class/Event Roster s and 1 departments across 1
' P ninistrative rights.
Quick Links Click Hererormenryouraumrswanme sraws verar—
Leamer Lookup View
Create A Module [View |
Edit A Module

Terms and Condtions | Privacy Policy | NADSP Credentiaing
Copyright © 2006 - 2012 Elsevier inc. Al Rights Reserved

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

A pop up window will appear.
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  Sytem  Le [ evier X |
| S——
A
Selectan Event
Classes & Event
NOTES:
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 [T in the course code search field would match all course codes beginning with the letters IT.
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 far all event names having the letters CPR in them. So, both 'CPR Training' and Infant CPR’ would be matched
I Searches are not case-sensitive, so searches for 'CPR' and ‘cpr’ produce identical results.
Event Log l
7 Enter your Search Criteria:
Event Names: | Course Codes: |sample
!l | Usedate rangel] Start Date: = End Date: & -‘
ONot ArchivedOArchived DAl
Terms and Condtions | A
Pagnghl 2B 2012 LN Color Codes: ¢ t5 Cancelled events
Course Name Course Location StartDate  Start-End Enroll Enroll 8
Code Time Begins Ends Enrolled
Boggs Center Sample Classroom Sample Boggs Center Liberty Plaza, 3rd Floor,  3/30/2011 | 09:00 - 17:00 3307200 | 0
Template Reom A
Sample Boggs Center Liberty Plaza, 3rd Floor, | 12/7/2012 | 15:00 - 15:15 ame |0
Room A
oags Center Samole Clacsraom Sample Bogas Center Liberty Plaza 3rd Floar, 12182012 12:00-12:20 12180m2 0
G EEmum it R L it el Do T 37 ) t '
Template Room A
¥

Enter either the course name or code.
Note: using the date range will help narrow your search results. Remember to check the “use
date range” box then enter the start and end dates.

Then click the List button. The search will yield all trainings matching your search criteria.

Click the event ‘Course name’ (shows as a hyper link) that you want.
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[YDirectCourse 5=

Q ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home Stem  leames  eleming  Discussion  Content  Clesses&bvents Custom  Suveyor  Tooks  Admin | Repors

Classes & Events - Roster; Boggs Center Sample Classroom Template on 12/7/2012, 3:00 PM to 3:13 PM

[

Name HomePhe  Dept Oept. P Faclty  EncollDate  Envolled By Status  CancelledBy ~ Actve
4 DemoBample:One (DSDEMO | 1202 Admin Enrolled LI Confim Lty |
Capacity 2 Enolled 1 'Compiete 0 WaltList 0 Incomplete 0 Cancelled 0 Noshow 0

Three tabs display across the top of the Classes & Events — Roster page: Roster, Enroll, &

Resources.
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.

Click on the “Enroll” tab.

For technical assistance, email: CDSTA@umdnj.edu pg. 64




/—\\ § Welcome Demonstration Purpose-Onetwo | Logout = My
Al t
)DirectCourse =
K_/ ONLINE CURRICULA FOR LIFE IN COMMUNITY
Home = System | Leamers | eleaming = Discussion = Content = Classes &Events = Custom = Surveyor = Tools =~ Admin  Reports

Roster Resources

Olinclude inactive leamers

Enroll Date: 12/18/2012

fE  Payment Method: ?:{I[ kno

Locate by:
Bl
Naine.
Leamerld: L Il
Verification | i
Code: - !
Group Code: | v/
Job Code: | ]
Facility: L V
Department: Sort Departments by @Dept CodeCDept Name
Name Leamer ID Birthday Facility Dept.
example-one, demo dexamplel11l 12/6/1965 n CDSDEMO

Email

cdsta@umdnj.edu

Active Position

Active

‘ List Leamers ’

Verification Code

Terms and C s | Privacy Policy = NADSP Credentialing

Copyright © 200 evier Inc. All Rights Reserved

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 “Add Selected” button when have finished choosing learners.
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

@ Nirnrt A I

Home  System  Leamers = eleaming = Discussion = Content  Classes 8 Events =~ Custom | Surveyor  Tools = Admin = Reports

@ur request has been processed successfully. p ]

Classes & Events - Roster: Boggs Center Sample Classroom Template on 12/18/2012, 12:00 PM to 12:30 PM

s
Roster | Enfoll | Resources

Olinclude inactive leamners
Locate by:

Name: example-one
Learnerld: _
Verification I—
Code:

Group Code: v
Job Code:
Facility: vl

Department: Sort Departments by @Dept CodeCDept Name

O Name Learner ID Birthday Facility Dept. Email Active Positian Verification Code

Your search returned no results.

Enroll Date: 1271872012 T Payment Method: | ¥ knawn)

Terms and Condiions | Privacy Policy = NADSP Credentialing
Copyright ® 2008 - 2013 Elsevier Inc. A Righis Ressrved

Once the learner has been added to the class roster, a green confirmation message will appear,

indicating that your request has been processed successfully.

You can continue to add staff to the roster or click on the roster tab to see all learners enrolled in the

class.
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REGISTRATION CONFIRMATION

To: demo example-one

Dept.: New Jersey DHS/DDD
CDSDEMO - Admin Demo

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

The purpose of this memo is to confirm your registration in the following class:

Class: Boggs Center Sample Classroom Template
Date: 12/7/2012

Start Time: 03:00 PM

End Date: 12/7/2012

End Time: 03:15 PM

Boggs Center Liberty Plaza, 3rd Floor, Room A
New lersey DHS/DDD

Location: :
335 George St. Liberty Plaza
New Brunswick, NJ 08903
This is your confirmation for enroiiment in Boggs Cenier Sampie Ciassroom Tempiate

Please plan to arrive with enough time to sign the attendance roster and be seated by 03:00 PM

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

Tk im wimiir marmamal panmamaibilibg ba makifos ks affims AD hanips im sdunmeas Fumi ssmaal gsiie skbamdsmans sk bHhis samsim=e All pamimb
ik 1> l‘l'l.ll.ll PGI:UII:II IC}P‘UIIJIUIII!.Y (%) IIULII}‘ L2 VINILE T HIVUIS I guvalive 1 r\.ll-l wanwei rUUI QLLENIUAIILT gL Uuna 2immnial . =i IEHI)!.
wait list to attend this seminar will appreciate your prompt attention to this matter.

G s e D s XC
M
Print
| P_—
wamba am Ela
1Qliis Wi e

The Learner will receive a registration confirmation email, once they have been enrolled in the

class.

Note: Only Learners that have email addresses attached to their learner ID (as indicated by a
check mark next to their name under the roster tab) in the system will be sent a registration

confirmation and an email reminder.
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Home = Sptem  leames  eleaning  Discusion  Content  ClassesBibvents  Custom  Suneyor  Took  Admin  Reports

Classes & Events - Roster. Boggs Center Sample Classroom Template on 12/7/2012, 300 PM to 345 PM
Enmll Resources
G I Il T

Neme HomePhe  Dept Dept.Phe  Faclity EorollDate  EvolledBy  Status  CancelledBy  Acte
/ Demo Brample-One (DSDEMO 0l 10/012 | Admin Enrelled Y Edt Remove
Capacity 1) Enmolled I Complete 0 Wait List ] lncomplele 0 Cancelle 0 Neshow 0

Click the Roster tab, and your selected Learners names now list on the ‘Roster’ tab.

You can view a list of information about the event from your Roster. The list includes the User
ID, activity, and the date and time of the activity.

Event log — lists detailed information on the classroom event including User ID, the operation
that was performed, the date of operation and if there was a change in status for the event.
Tip: You can use the Email Reminder button to remind all enrolled Learners about the
scheduled event.

Note: Only Learners that have email addresses attached to their learner ID (as indicated by a
check mark next to their name under the roster tab) in the system will be sent a registration

confirmation and an email reminder.

For technical assistance, email: CDSTA@umdnj.edu pg. 68




LUt

braban Direnans MNinabkis
i 0 FUTPUSE-UTETWU

[ DirectCourse =

i/ ONLINE CURRICULA FOR LIEE [N COMMUNITY

Home = System | leamers  eleaming | Discussion  Content  Classes@FBvents | Custom  Sunveyor | Took | Admin  Reports

Classes & Events - Resources: Boggs Center Sample Classroom Template on 12712012, 3:00 PM to 3:15 PM

Roster  Enral Resources

Maling Labels v: Display | AIOEnal O Completed
Name fags v Display

Sign in sheef. Y

Certficates v Display

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”

**Note: Although certificates are listed as a resource here, your agency is still required to keep
hard copies of all official New Jersey 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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Velcome Demonstration Purpose-Onetwo  Logoul

DirectCourse s

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System  leamers = eleaming = Discussion | Content = Classes 8tEvents = Custom | Surveyor = Tools = Admin = Reports

|

Classes & Evej

Selctbvent | Sign-In

Roster EWO: Event SAMPLE-Boggs Center Sample Classroom Template

Date: 12772012 - 03:00 PM to 03:15 PM
Location: Boggs Center Liberty Plaza, 3rd Floor, Room A

Mailing Lab{

Name 1395 Name Learner Birth  Facility/Dept/

Sign in shet Title D Date  Manager Email
Certficates| cxample-one, demo 01/ Admin Demo/ cdsta@umdni.edu

| Enrolled 1 Complete 0 Wait List 0 Incomplete 0 Cancelled 0 No-show 0

Terms and Conditions

Copyright ® 2006 - 2012 |

Signature
(required)

Sample sign-in sheet.
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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.
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DirectCourse e

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System = Leamers  eleaming = Discussion | Content Classesdfvents:| Custom Suveyor = Tools  Admin = Reports

My Classes & Events
Self Enrollment
Administration Home
Calendar
Manage Classes & Events Create & Edit Course Templates
Manage
Ontrack b Schedule a New Event
saaming resgmart Ut b EdtaScheduedEvnt
(lass/Event Roster Reports Class/Event Roster g and 1 depariments across 1
Aolo-Hanage ninistrative ights.
Quick Links Click H
Leamer Lookup
Create A Module m
Edit A Module [View|

Terms and Condiions | Privacy Policy | NADSP Credentiaing

Copyright © 2006 - 2012 Elsevier inc. Al Rights Reserved

Updating Learner Status After the Classroom Event

Select Classes & Events — Classes & Events — Class/Event Roster.
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|
|
—_—
Terms and Condiions | A
Copyright @ 2008 - 2012 £l

\Welcome Demonstration Purpose-Onetwo

DirectCourse s

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Le (=] Elsevier
iy

Logout

X
Al
t
Select an Event
NOTES: [
YYou may select events using any or all of the critena below. Text searches, for event names and/or course codes, will match all events having the text you
enter. For example, entering [T in the course code search field would match all course codes beginning with the letters IT
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 Criteria:
Event Names: | | sample
F
Use date range]  Start Date: B End Date: B
ONot ArchivedOArchived DAl @
Color Codes: Archis 15 Cancelled events
Course Name Course Location StartDate  Start-End Enroll Enroll s
Code Time Begins Ends Enrolled
Boggs Center Sample Classroom Sample Boggs Center Liberty Plaza, 3rd Floor, 3/30/2011 | 09:00 - 17:00 B0 0
Template Room A
Sample Boggs Center Liberty Plaza, 3rd Floor,  12/7/2012  15:00-1515 a0
Room A
Boggs Center Sample Classroom Sample Boggs Center Liberty Plaza, 3rd Floor,  12/18/2012 = 12:00 -12:30 12782012 | 0
Template Room A
)|

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.
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Home Sptem  leamers  eleaming  Discussion  Comtent  ClassesBibvents  Custom  Suweyor  Tooks  Admin  Reports

Classes & Events - Roster: Boggs Center Sample Classroom Template on 12712012, 3:00 PM to 3:15 PM
Enroll | Resources

Neme HomePh#  Deot Dect.Phe  Facilty  EvollDate  EmolledBy ~ Status  CancelledBy  Acte
' Demo Bample-One CDSDEMO il A2 Admin Enrolled I& ‘ Ramave Conﬁrmllr
Capacir} 1 Emolled f 'Eomblete 0 Waitlist 0 incompléle ) Cancelled 0 oshow

Once the classroom training is over, you may change the learner status info to: enrolled, waiting

list, canceled, complete, no show, or incomplete.

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 in a pop up window for the selected Learner

and event.

Note: 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
learner status from enrolled to complete).
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Edit Online Student Enroliment Record: Boggs Center Sample Classroom Template on 12/7/2012

Notes

Classes & Event
| Leamer name: demo example-one Facility: 01 Costcenter: CDSDEMO Enrolled: 12/7/2012 by instructor
B0 | __
) Siatus‘_j lsst changed 121182012 12772012 il Opdate nfo:
“Eventlog I Fees & Payment
Calculate Fees
Neme|  Foes Addl. charges Discounts i 5000_
S Demo ! Discount Os0.00 ) 8000 Groun Discount fintoue: e
. Host Facility O §0.00 O 50,00 50.00 Payment type: |
Capacity Other Facility ©$0.00 05000 Early Enroll Check/Money Order &
Other Os0.00 Os000 Os0.00 Account &
NoCharge  ©§0.00 O 50.00 CC Tyee T
No show 0s0.00 ype: | .
Payment date: &
Terms and Conditions | A
Copyright 22006 - 201265 Refund Information : s

Refund amt - |$0.00 | Refund reason:| ¥ | Refund date =)
Credits and Certificates ; -
Contact Hours: |6 | Attendance Hours: | CE's awarded: |_ by ¥
Certificate mailed: [E Mailed by vi

|53

The Status column displays either “enrolled,” “waiting list,” “cancelled,” “complete,” “no

show” or “incomplete.”

e Change status then cl

ick Update Info
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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 or make changes to any of the Pre-Service Trainings.

To schedule a Pre-Service Training move on to the section on 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 Central 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 Preventing Abuse and Neglect
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Home = System  Leamers = eleaming = Discussion = Content 'Clmer&-hmts-‘ Custom | Suveyor = Tocls | Admin | Reports

My Classes & Events
Self Enrcliment
Administration Home Gl —
Manage Classes & Events » ‘ Create & Edit Course Templates > ‘
Manage Untrack » Schedule a hew Event
; Utilities » Edit a Scheduled Event
gLeaming Assignment
Reperts Class/Event Roster
Class/Event Roster r? Auto-Manager ‘and 1 departments across 1
facilities inistrative rights
Quick Links Click Here to view your administrative status detail
Leamer Lookup  Viow |
==
Create A Module View'
Edit A Module

*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.

e From your menu bar click Classes & Events, Manage Classes & Events, Create & Edit Course

Template
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Logout

(?) DirectCourse  mamua
¥ © JRRICULA FOF 5

NLINE CL OR LIFE IN COMMUNIT

Home  System  Learners  elearning | Discussion | Content = Classes & Events = Custom | Surveyor | Toeols = Admin | Reports

Create & Edit Course Templates

Note: Required fields are designated in red and with asterisks (%)

@ Sample (20 characters max )
@ Boggs Center Sample Classroom * (70 characters max.)

Track this
Course O
in CE Reports?

This is an example of how to create a classroom template

Description
Talanes hoaw ba sramta o slasorsnme bammlate
To leam how to create a classroom template
Objectives:
Minimum 2 Maximum 12 Type (Select a Type) 3
Class Size Class Size P 2 yeel
i
Contact Hours 5.00 Cost 0.00 CE Expire
Nurse Planner elail Phone

Ir. Example dummyemail@umdnj.edu Phone 555-555-5555

*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.

Enter all required information then Click the “Save” button.
Once the event has been saved, you will receive a confirmation message in green indicating that your

request has been processed successfully.
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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
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:
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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).

The following items are optional:

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)
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'@ DirectCourse s aa™ " =

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System  Leaners | eleaning | Discussion = Content | Classes & Events = Custom = Surveyor | Tools | Admin = Reports

Create & Edit Course Templates

e ] ewcowse | et carse —

General  Instructions | Optional Info

Note: Required fields are designated in red and with asterisks (*)
‘Course Code fSémpIe 1(20 characters max )

*‘Course Name  |Boggs Center Sample Classroom 7 (70 characters max )

Track this
Course O
in CE Reports?

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

|

[To leam how to create a sample classroom template |
Objectives
E‘::ug:; - 2 ' g:j:;ir:a 12 | Type | Classroom Training
“# Sessions 1
Contact Hours: |6 Cost _'l_J_ 0000 CE Expire
Murse Planner | elail Phone
*Contact Person er Example ] *elail '_dummyamail@umdn] edu | Phane: [s55-111-2222

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

page: Schedule This Course and Clone This Course.

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.
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Archiving Events
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Icome Demonstration Purpose-Onetwo | Logaul

DirectCourse s s

- W W

NLINE CURRICULA FOR LIFE IN COMMUNITY

ﬁ

"(

Home = System  leamers  eleaming = Discussion = Confent Closses@ibvents| Customn  Suneyor  Tooks  Admin  Renods

My Classes & Events
Seff Enollment
Administration Home s -
| Qlenage Classes & Events D »{  Create & Edlt Course Templates ‘
Manage Ontrack v|  ScheduleaNew Event
; Utiites ' i3 i
eleaming Assignment
Reports Closs/Event Roster
Class/Event Roster r Aato Mg and 1 deparments across 1
facilties.. ] , Inistrative rights
Quick Links Clck Here to iew your administrative status detai.
Leamer Lookup W
Create A Module W
Edit A Module View

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.

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

NOTES:

Enter your Search Criteria;
Event name@

Use daterange: (] Stat Date

Boggs Center Sample Classroom Template

Boggs Center Sample Classroom Template

(©)Not Archived O Archied O Al
Color codes Cancelled events
Course Name

Course Code
Sample

Sample

Course codes:

End Date: i

HatDate  StartEndTime  Enroll Beging
Boggs Center Liberty Plaza, 3rd Floor, Room A R 0%40-1700

Boggs Center Liberty Plaza, 3rd Floor, Room A uoa - 150- 1518

You may select events using any o all of the cateria below. Text searches, for event names andlor course codes, wil match al events having the text you enter. For example, entering IT in the course
code search field would match al course codes beginning with the letters IT

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

Searches are not case-sensifive, 50 searches for CPR and ‘cpr produce identical results

@

tnoll Ends ~ # Enrolled
[ 0
w1

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.
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Welcome Demonstration Purpose-Onetwo | Logout | My

DirectCourse s

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System | Leamers  eleaming = Discussion = Content = Classes BtEvents = Custom = Suveyor  Tools | Admin | Reports

Classes & Events - Schedule : Bogygs Center Sample Classroom Template on 12/7/2012, 15:00 to 12/7/2012, 15:15
“Create New Event | Edi Existing Event | Save Event | Envoll Leamers | &rchive Evert *

General | Instructor & Credits  Visibility = Enrolimentinformation  Fees & Discounts

Note: Required fields are designated in red and with astensks () S — rm

Event Name: Sample - Bogas Center Sample Classroom Template o
: O . " \a/  Thiswill archive this ever. Is this OK?
This event is Active Created: 12/7/2012 2.18:24 PM

*Start Date 12772012 B imdw EN @ vy
Stat Tme:  [300PM ] 'Er _
Please Note selecting a location for this event does NOT confirm its availability. Please follow standard procedures for resenving this room/area

“Location [Boggs Center Liberty Plaz "Select a Location

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

Description: ‘
|

o leam how to create a sample classroom template. |

|

Objectives |
|

Notes: |
|

The event details will appear, then click the “Archive Event” button in the upper right.

Click “Ok”. You will receive a confirmation message once the event has been archived.

Note: 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.
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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.

Historical training information refers to training prior to the rollout date for your region:
— Southern Region 1/1/11
— Lower Central Region 3/1/11
— Upper Central Region 5/1/11
— Northern Region 7/1/11

Required training information for Ontrack
— Original Overview of DD
— Original Medication
— Original Preventing Abuse and Neglect
— Most recent CPR
— Most recent FA
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Ontrack: Steps to Enroll and
Schedule One Leaner At-a-Time

*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, Preventing Abuse & Neglect and Medication.
*The most recent dates for CPR and First Aid

For technical assistance, email: CDSTA@umdnj.edu pg. 87




DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

\elcoma Demonstration Purpose-Onetwo | Logout
My Account | Help

Home  Syctem | Leamers = elearning = Discussion  Content WClasses&bventss Custem | Surveyor | Tools  Admin  Reports

Administration Home

Manage

eLeaming Assignment
Class/Event Roster
Quick Links

Leamer Lookup
Create A Module

Edit A Module

Iy Classes & Events

Self Enrcllment

Calendar

Manage Classes & Events ~ »

e

Utilities . ltem Enrellment

Reperts Reparts

rect raports and 1 departments across 1
facilities. Within this scope you will have specific administrative rights

Click Here to view your administrative status detail

EEE

Terms and Condtions |~ Privacy Policy

NADSP Cregentiaing

Copyright @ 2006 - 2012 Elsevier Inc, All Rights Reserved

From the menu bar, select Classes & Events — OnTrack — Learner Enrollment.
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___\\ * Welcome Demonstration Purpose-Onetwo | Loaout
(@ DirectCourse i

/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System = Leamers  eleaning | Discussion | Content = Classes &Events = Custom | Surveyor | Tools = Admin | Reperts

Learner Enroliment

NOTES:
Select one of the search options and enter text to get a list of users

®LastName Oleamerld O Group Code O Job Code

|Example, Demonstration - CDSDEMO
|example-gight, demo - CDSDEMO
Example-gighteen, Demo - CDSDEMO

example-eleven, demo - CDSDEMO
Terms Example-fifteen, Demo - CDSDEMO
=:c:;.--‘ExampIe-f|\.-e Demo - CDSDEMO
example-four, demo - CDSDEMO
Example-fourteen, Deme - CDSDEMO
example-nine. demo - CDSDEMO
example-nineteen, demo - COSDEMO
gxample-one, demo - CDSDEMO
example-seven. demo - COSDEMO
Example-seventeen, Demo - CDSDEMO
example-six, demo - COSDEMO
Example-sixteen, Demo - CDSDEMO
example-ten, demo - CDSDEMO
example-thiteen, demo - COSDEMO
Example-three. Demo - CDSDEMO
example-twehe, demo - CDSDEMO
example-two, demo - CDSDEMO

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 “Show Learners” button. One or more Learners display in the drop-down menu

below.

From the “Select User” drop-down search results, select the Learner from the drop-down and

then click “Show Results” button.
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& Demo ion Purpose.Onetwo
& Demonstration Purpose-Onet Logoul

{m NirartCAliven
\1 | L/ S LU DT

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System = Lleamers  eleaming  Discussion  Content = Classes BEvents | Custom  Suweyor = Tools = Admin | Reports

Learner Enrollment - Demonstration Example

NOTES:
Select one of the search options and enter text to get a list of users

@LastName OlLeamerld O Group Code  OJob Code

”Example_ Demonstration - CDSDEMO ; | [JShow Hidden ltems I

Training ltem [[Select an ltem) v

{tem Name Due Completed Lomp, Score Contact Hours LEHouts Edit

No records to display.

example

| There are no hidden items for this leamer

e

Delete

Hide

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

Click the Add New Item button to assign the selected item to the selected learner.
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ome Demonstration Purpose-Onetwo | Logout | My

() DirectCourse &

’,/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leammers | elearning = Discussion = Content = Classes&Events  Custom = Surveyor  Tools = Admin | Reports

Learner Enroliment - demo example-one

NOTES:
Select one of the search options and enter text to get a list of users :

@LastName Oleamerld OGroup Code  Clob Code

example-one | Show Leamers

example-one, demo - CDSDEMO v | Cshow Hidden Items UL LGN There are no hidden items for this leamer
Training ftem : Pre-Senice - CPR Certification v| ' Filter ttem List |
‘tem Name:  Pre-Senice - CPR Centification

Scheduled Dats

Completed Dat
Completed:
Score:

Contact Hours: 6.00
CE Hours:

Notes:
& =

Add New Item

Item Name

=]
=
I

Completed Comp. Score Contact Hours CE Hours Edit Delete Hide

No records to display.

The page will refresh to allow you to add the training dates.

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.

Click on the “Insert” button.
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e Demonstration Purpose-Onetwo | Logout | hly

DwectCourse e )

u'\llINf CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers  eleaming | Discussion  Content  Classes &Events  Custom | Suveyor  Tools  Admin | Reports

= ——
@m has been processed successfully.

Learner Enroliment - demo example-one

NOTES:
Select one of the search aptions and enter text to get a list of users -

@lastName  Cleamerld  OGroup Code OJohCoda

exanplene

'gxamp{e-qng. demo - C[_}SDEMO v, [JShow Hidden fems W There are no hidden items for this leamer

. Add New ltem

[tem Name Dug Completed Comp. Score Contact Hours CE Hours Edt Delete  Hide
————> Pre-Senice - CPR Certfcation 011012013 01/01/2013 Yes 600 Edt  [Reschedule Hide

Terms and Condlons | Privacy Polcy | NADSP Credentiaing

3 Elsevier Inc. Al Rights Reserved

The item is now listed below in blue, with completion date and marked as complete. You will

also receive a confirmation message above indicating that your request has been processed

successfully.

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.

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).
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Welcome Demonstrafion Purpose-Onetwo | Logoul | My

DirectCourse s .

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  Leamers eleaming = Discussion = Content  Classes@bvents  Custom = Suneyor  Tools  Admin | Reports

[@ Your request has been processed successfully

Learner Enroliment - demo example-one

NOTES:
Select one of the search aptions and enter text to get a list of users -

@lastName  Cleamerld  OGroup Code  Olob Code

sangeane R 5o
|example-one, demo - COSDEMO | CJShow Hidden Items RSTLETIER There are no hidden ilems forthis leamer

“Addew tem

bem Name Dut Completed Comp. oo ContactHoure i Hours Eat Delete  Hide
Pre-Senice - PR Cetificaton DI DI Vs 600 it QescheysD hide

Terms and Condtions | Privacy Polcy | NADSP Credentiaing
Copyright © 2008 - 2013 Elsavier Inc. All Rights Reserved

If a training needs repeated certification (i.e. CPR & FA) then you will need to enter the end of

the certification period (reschedule date).
Click the Reschedule button.
Note: if the training does not need to be taken again (i.e. Overview of DD, Medication and

Preventing Abuse and Neglect are only required to be taken once by staff). You do not have to

assign a reschedule date.
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f \\ . We e Demonstration Purpose-Onetwo | Logout | My
)DirectCourse e
§/ ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home | System  Learners  elearning = Discussion = Content | Classes 8tEvents = Custom | Surveyor = Tools = Admin = Reports

Learner Enroliment - demo example-one

NOTES:
Select one of the search options and enter text to get a list of users

®Last Name Oleamerld OGroup Code  Odob Code
= [ ot

|example-one

|example-one, demo - CDSDEMO

Training ltem :

“Item Name Pre-Senice - CPR Certification

Scheduled Dat

Completed Date:

Completed: 0
Score: \

Contact Hours: 16.00

CE Hours: \

Notes

Reschediie’)

v Cshow Hidden ftems B EeT LGl There are no hidden items for this leamer

Add New tem
ftem MName Due Completed Comp, Score Contact Hours CE Hours Edit Delete Hide
Pre-Service - CPR Certification 01/01/2013 01/01/2013 Yes 6.00 Edit Reschedule|

Enter a reschedule date based on the original date. Then click Reschedule.
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Welcome Demonstration Purpose-Onetwo |~ Logout | My

@DirectCourse .

M ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System  leamers | eleaming  Discussion  Content Classes&Bvents = Custom  Surveyor  Tools  Admin  Reports

'@ Your request has been processed successfully.

Learner Enroliment - demo example-one

NOTES:
Select one of the search aptions and enter text to get a list of users -

©LastName  Oteamerld  OGroup Code ~ Clob Code

fanplane S eaners

!axample-ane‘ dema - CDSDEMO VIDShow Hidden ltems There are no hidden items for this leaamer

Item Name Due Completed Comp, Store Contact Hours CE Hours Edit Delete  Hide
=T Pie Sence - CPR Cetication noas 0B Yes 600 Edt
1> Pre-Senvice - CPR Centfication 01/01/2015 No 600 Edit hedule Delete

Terms and Condtions | Privacy Policy | NADSP Credentialing
Copyright ® 2006 - 2013 Elsevier Inc. All Rights Reserved

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

show on the screen.

You will also receive a confirmation above indicating that your request has been processed

successfully.
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Ontrack: Removing a Single
Learner from an Item
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Select one of the search options and enter text to get a list of users

A Fay ER A P S
\yLasiivame L/Leamerioa \.Joroup Lode  LJJob Lode

/ \ ' rie Demonstration Purpos Logout
| \ Nirart T ALiven ;
MYBL/IITULLUUOT
/ ONLINE CURRICULA FOR LIFE IN COMMUNITY
Home | System  Leamers  elearning = Discussion = Content  Classes & Events | Custom | Surveyor | Tools  Admin | Reports
Leamer Enroliment - demo example-one
NOTES:

example

example-ong, demo - CDSDEMOQ

ot

" [ Show Hidden tems

There are no hidden tems for this leamer

“RddHiewfiem

lem Nome Due Completed  Comp.  Score | ComatMous | CEMous
Arc of Burlington: Features of Mental lliness 08/09/2014 Ne

Arc of Burlington: Features of Mental lliness 0311472012 08/15/2012 Yes

Example - CDS Classes & Events 08/15/2014 Ne 600

Example - CDS Clagses & Events 1071572002 1071572012 Ves 600

Edit
Edit
Edit
Edit

Edit

Delete
Delete
Delete

Hide

Steps to Remove a Single Learner from an Item

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), then click show learners.

One or more Learners display in the bottom in a drop-down menu.

Select the Learner from the drop-down.

The learner’s Ontrack information will appear.
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elcome Demonstration Purpose-Onetwo | Logout

DirectCourse e

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System  Leamers | eleaming | Discussion = Content = Classes & Events = Custom = Surveyor Took  Admin  Reports

Learner Enrollment - demo example-two

NOTES:
Select one of the search options and enter text to get a list of users

[ YRy EN o U R e e S )
\i/LasiName ‘JLeamerig \JLroupLoge ‘./JoD LOOe

e § “soitees

Message from webpage

‘ example-two, demo - CDSDEMO V []8how Hidden tems W There are no hidden items for this leamer

" AddVew fiem \:‘.’z Are you sure you want 0 delete?

tem Name Due Completed 0 CEHours
Example - COS E-Leaming 1072072014 | €K

Example - O3 E-Leaming 10/20/2012 10/19/2012 No o

Pre-Service - CPR Certification 12/20/2012 No 600

Edit
Edit
Edit

Edit

Delete Hide
Delete
Delete

Qo ()

Terms and Conditions ¢Policy = NADSP Credentialing

Capyright @ 2006 - 20

Click the Delete button to the right of the ‘Item’s Name’ you which to remove from the learner.

A pop up window will appear asking “Are you sure you want to delete?” Select “Ok”.

The page will reload and the item will no longer be listed for the learner.
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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).

For technical assistance, email: CDSTA@umdnj.edu pg. 99



CDS Curriculum

« 30 Courses in the General CDS Curriculum
eNational Best Practice
eMulti-media and interactive
*4-8 Lessons Each
eTests

eSuggested On-the-Job Competency Demonstration
eDisability Intensive Courses
eFilm for Thought
eCollege of Frontline Supervision & Management
eMore courses added and updated annually

www.collegeofdirectsupport.com

For technical assistance, email: CDSTA@umdnj.edu
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Flexibility in Offering Coursework

e Agencies may develop their own practices for offering
courses/lessons to its staff

e 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.

e 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
e 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
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College of Direct Support Courses incorporated with
mentoring, on the job skill building, and portfolio completion

Level 1 Courses Include:
e Direct Support Professionalism

e Safety at Home and in the
Community

Career Path
Levels 1 & 2

e Documentation

e Community Inclusion

e Individual Rights and Choices
e Teaching People w/DD

e Cultural Competence
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Level 2 Courses Include:

Career Path
Levels 1 & 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
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e Mentoring continues with a mentor
with similar concentration expertise

Career
Path

Level 3

e Portfolio development focused
around concentration.

Level 1l (Concentrations)

*Amount of required training and mentoring TBD

Mental Health Supports* Level 3 coursework to be completed online,
Aging/End of Life using existing College of Direct Support
courses and lessons uploaded to the CDS,
in combination with classroom based
training. NJ Specializations will align with

Health Supports
Person Centered Planning/Inclusion

Multiple Disabilities NADSP specialization requirements,
Traumatic Brain Injury although there will be more specialization
Autism options in NJ.

Supervision

Positive Behavior Supports
Leadership/Mentoring

*Currently in development
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Pilot Outcomes

e 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.

e 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.

e 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
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

Welcome Demonstration Purpose-Onetwo | Loagut

DirectCourse e

Home = System = Leamers [-Mrga] Discussion | Content | Classes & Events | Custom | Survayor | Tools = Admin | Reports

Create an Assignable Module
Edit Existing Modules

Clsin Tonng

Publish Modules for Self Enrollment

My eLearning Lessons
Self Enrellment —
View
Calendar
|izrian
Quick Links
Leamer Laokup
Create A Module View
Edit A Madule View

Administrative Status Summary

You are an administrator and a manager

Your administrative scone includes your direct reparts and 1 denariments across 1
facilities. Within this scope you will have specific administrative rights

Click Here to isw your administrative status detail

Terms and Condiions | Privacy Policy | NADSP Credentialing

Copyright ® 2008 - 2012 Elsevier Inc. All Rights Reserved

From the menu bar, select E-Learning — Assign Training
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DirectCourse

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Welcome Demonstration Purpose-Onetwo | Logout
My Account | Help

Home

System  Learners  eleamning | Discussion = Content

Classes & Events = Custom  Surveyor  Tools | Admin | Reports

Manage eLearning

Modules your Depariment Created [

Modules available to All Facilties: ‘

Module to Assign

R ot v | rssonvon | s |

Assignment Options

[Send notification email to leamers that receive assignment

Who should be assigned this Module?

B s | s

Departments 8l
Groups el Lo

Individuals

AlA

e ————
A" Chaose Individuals

» Manage Saved Leamers

Click Choose Individuals
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Select the Users you would like to have added:
Choose Method ﬁ
Search Criteria:
Last Name: 1-
Faciity  lliow Jersey DHSDODS

Depart

Job Code:

[ Select Al

CJExample, Demonstration / 01 - COSDEMO  [Jexample-sight. demo / 01 - CDSDEMO
[JExample-eighteen, Demo / 01 - CDSDEMO  [Jexample-eleven. demo / 01 - CDSDEMO
[CJExample-fifteen, Dema / 01 - CDSDEMO [IExample-five, Demo / 01 - CDSDEMO
[Jexample-four. demo / 01 - COSDEMO [JExample-fourteen. Demo / 01 - COSDEMO
[ example-nine, dema / 01 - CDSDEMO [example-nineteen. demo / 01 - CDSDEMO

[Jexample-one. dema / 01 - CDSDEMO [example-seven, demo / 01 - CDSDEMO
[]Example-seventeen, Dema / 01 - CDSDEMO  [Jexample-six, demo / 01 - CDSDEMO

Type in all or part of a Learner’s last name, select the facility and department and click the
“Search” button.

All learners matching your search criteria will appear below.

Click on a specific Learner from the list you would like to assign training.

Click “Select Learner” button.
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me Demonstration Purpose-Onetwo | Logout
ount | Help

DirectCourse i

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home = System | Leaners | eleaming  Discussion = Content | Classes 8t Events = Custom | Surveyor | Tools  Admin | Reports

Manage eLearning

Module to Assign

Modules your Department Created: | v| @ @ " Assign Later
Cliodules available to All Facilities: ) I Vicw | AssionNow |
Assignment Options G-Area Superisors - Fueling High Performance ¥

e y G-DDD - CFSM - Developing an Intervention Plan
[send notification email to leamers t G-DDD - CFSM - Fueling High Performance

Who should be assigned this V] G-D0D - CFSM - Preparing for the Supenisors Job
G-DDD - CFSM - Recruitment & Selection

Departments G-DDD - CFSM - Training & Orientation Al
G-DDD - CFSM - Your First Weeks & Months as a Supenisor —

G-DDD - Civil Rights & Advocacy
G-DDD - Community Inclusion

G-DDD - Cultural Competence

G-DDD - DIC - Autism
G-DDD - DIC - Brain Injury

G-DOD - DI - Cerebral Palsy
Cigus G-DDD - DIC - Depression s

G-DOD - DIC - Diabetes

G-DDD - Documentation

G-DDD - DSP Professionalism
G-DDD - Emergency Preparedness

G-DOD - Employment Supports

G-DDD - Everyone Can Communicate
Individualz G-DOD - Film for Thought: Body and Soul (Al

G-DDD - Functional Assessment

G-DOD - Home and Community Living
G-DDD - Individual Rights & Choice
WG-DDD - Individualizing Personal Care
G-DDD - Intro to Developmental Disabilities x x
—) Example, Demanstration /01 - CDSDEMO | G-DDD - Lesson Review- HIPAA Demo /01 - CDSDEMO example-two, demo /01 - CDSDEMO
G-DDD - Maltreatment of Wulnerable Adults and Children

G-DDD - Medication Supports hd

e The selected Learner(s) will appear below.

e Select the modules you would like to assign from “Modules available to all facilities”
then click Assign Now

e Once the course has been assigned, you will receive an confirmation banner above

indicating that the module was successful assigned.
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Heme  System = Leamers  eleaming  Discussion | Content = Classes&Events | Custom | Surveyor | Tools = Admin | Reports

‘[@j This module was successfully assigned

| [F] Assigned Modules

Manage elLearning |

Module to Assign

Modules your Department Creat
Modules available to All Facilitie
Assignment Options g

[ Send notification email to]

Who should be assigne|

Departments |

" Choose Depariments

Graups

Modules Assigned  Modules Awaiting Assignment

IModule Name
DDD - DSP Professionalism
ltem MName (click to view)

irect it Professionalism_ Introduction

Direct Support Professionalism Contemporary Best Practices

i P ignali i icg in Everyday W

Direct Support Professienalism Practicing Confidentiality

i it Professionalism  Working with Your Strengths and Inter

ire P

[~ CloseWindow ]

Reassign

Individuals

Example, Demonstration /01 - CO

and Conditions

If you click on an individual learner ID, you will see all lessons already assigned to the staff. A

pop-up will appear with the lessons included in the module. You can choose to remove some or

all of the lessons/course or reassign. If not, click Close Window.

Once a learner has been assigned a module or lesson they will receive an email confirming the

assignment.

For technical assistance, email: CDSTA@umdnj.edu

pg. 112



Additional Information

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@umdnij.edu
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For technical assistance,
email the CDS
Central Administrator:
CDSTA@umdnj.edu

For technical assistance, email: CDSTA@umdnj.edu pg. 114




