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

Purpose of the manual: to ensure that you have a full understanding of the basic
requirements so that no mistakes/errors are made within the system.

The intention is to ensure that you are adhering to the integrity of the CDS system and
the requirements of use by DDD service providers. Following the guidelines in this
manual will reduce the likelihood of errors that could impact not only your agency and
your DSPs but all other agencies and their shared DSPs within the system.

Contact CDSTA@rutgers.edu for help
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For technical
assistance, contact the
CDS

Central Administrator:

CDSTA@rutgers.edu

Any activities that you conduct within the CDS must follow the rules, quidelines, and
instructions provided in the CDS Administrator Manual.

Where to find the CDS Admin Manual:
* Inthe signature of emails received from CDSTA@rutgers.edu
* This signature also includes links to many other helpful resources that you
will find useful as a CDS Admin.
* Onthe Boggs Center Website: CDS Admin Manual (rutgers.edu)

CDSTA@rutgers.edu is the email address for the CDS Central Administrator Team. This
email address will be the ONLY route towards receiving technical assistance or access to
a staff that works for more than one agency. We only provide assistance directly to CDS
agency administrators, any other staff should NOT use this email for assistance. They
should seek assistance from their agency administrators.

The email address is available for response 5 days a week (Monday-Friday) during

business hours and expect to hear back from us regarding your inquiry in 24-48
business hours.

Contact CDSTA@rutgers.edu for help


mailto:CDSTA@rutgers.edu
https://boggscenter.rwjms.rutgers.edu/documents/BOGGS/TrainingandConsultation/CDS/CDSAdminManual.pdf
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What is the CDS?

- State-of-the-art curriculum developed in
partnership with an editorial board of national
experts.

* NJ DDD developed training content

* Learning Management System (LMS) —
Assigns training, runs reports, and tracks
learner transcripts

The College of Direct Support has been in existence for 20 years across the country. It is
a state-of-the-art curriculum that was developed by the University of Minnesota in
collaboration with a national board of editors.

The content is updated on a regular basis. Typically, you will not see these updates as
they tend to be minor in relation to basic screens, images, minor content changes, text,
etc. However, a large update revolving around revisions of an entire course, or the
addition of a new course will occasionally occur. Currently, the CDS contains more than
30 different modules in the curriculum.

The CDS is also a learning management system, which will allow you to assign training

to your staff, run reports, check staff transcripts, and other tasks that will help you
examine the status of your staff’s training.

Contact CDSTA@rutgers.edu for help
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Use of the CDS for Agencies

Meeting Mandatory Offering Training on a

R4 Trainin A
Lt ng w course-by-course
#mé|  Requirements (per basis

DDD policy manuals)

Tracking and

Completing
Offering NADSP — Professional
g Credentialling for v Development Hours
Career Development (12 for full-time

employees, 6 for part-
time employees)

In terms of CDS utilization for your specific agency and per DDD requirements, the
assignment and tracking of mandatory training is the minimum requirement for this
system. The CDS Core Curriculum has 30 different training modules that can be
assigned to your staff for them to meet the professional development requirements
and competency needs of your agency.

DDD Mandatory Training Requirements:
* Completion of basic training
* OQOrientation level training
* Annual professional development hours (12 hours for full-time employees/6 hours
for part-time)
* More information can be found in Appendix E of the DDD Program Policies
and Procedures manuals

The National Alliance for Direct Support Professionals (NADSP) Credentialling for Career

Development: Certification - NADSP.

* Through their E-badge Academy system, DSPs can enroll in the program to submit
their education and portfolio samples, this will give them badges representing their
accomplishment of specific competencies, which can prove to be beneficial to career
development.

* Please watch the NADSP E-Badge Academy introductory webinar for more details:
https://www.youtube.com/watch?v=-AEaksVxIIM.

Contact CDSTA@rutgers.edu for help
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You are a CDS Agency Administrator...

Skills & Attributes Required:

« Basic to moderate
computer skills

« Attention to detail
* Good communicator

As a CDS Admin, you must possess these three skills in order to be successful:

* Basic to moderate computer skills, meaning you will be required to navigate the
online system and the internet in general.

* Attention to detail, meaning you must have the capability to enter information into
the system in the correct format without error.

* Being a good communicator, meaning that you will need to communicate with your
staff to alert them of assigned training and expectations of your agency regarding
the time frame of completion.

If you cannot demonstrate these abilities, then it is recommended that another staff
within your agency should be assigned to this position. In addition, your agency should
have multiple CDS administrators available at a time. Your agency should NOT have only
one CDS admin.

Regarding multiple CDS administrators, the minimum recommendation is to have at
least 2 within your agency in the event of an emergency (4 should be the maximum).

Details related to the responsibilities of this position are found further along in the
manual.

Contact CDSTA@rutgers.edu for help



CDS Admin Manual

[HE BOGGS CENTER ON DEVELOPMENTAL DISABILITIES
U I E R e ¢ for Excefence in Oevelop ducation. Reseorch, and Service

CDS Admin Responsibilities

Follow  Follow all guidelines and Review Review staff transcript to
requirements outlined in this ensure completion of training
manual

Enter  Enter new staff using the
required New Jersey naming Log Log into the CDS to pull up
mechanism learner transcripts for reviewers

during audits

Request Request manager
zone/secondary access as
necessary Retain  Retain completed competency

assessments in personnel files

Assign  Assign CDS training to staff as

required
- Update Update status of learners you
Provide  proyide TA to agency staff on have primary access to who
use of the CDS are no longer active with your

agency (within 10 business days)

You must use the NJ DDD required naming mechanism when creating learner IDs: first
letter of their first name, full last name, and last four digits of the social security
number. This naming mechanism ensures that each staff has their own unique ID,
provides portability of transcripts, and allows for the comparison of personnel files to
verify that learner ID belongs to a specific staff. The possibility of duplicate learner IDs is
a rare occurrence, but should this happen, please contact us at CDSTA@rutgers.edu.

You must ensure that you are entering staff correctly in the system. If this state-
mandated requirement is not adhered to and a learner ID for staff is entered incorrectly
into the CDS system, your CDS administrator privileges will be revoked.

Agency CDS Administrators are responsible for:

* Assigning CDS training to staff

* Accessing and reviewing all staff’s transcripts

* Updating the account status of staff (active or inactive)
* Providing staff with technical assistance as needed

Shared access is another responsibility that holds great importance within this position.
Staff may move from one agency to another or work for multiple agencies at a time.
This is where the concept of Manager Zone comes in: shared access requires that all
the specified organizations are linked to that staff person.

Contact CDSTA@rutgers.edu for help
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Administrator Guidelines

Administrators must adhere
to the guidelines set forth by
the CDS Central
Administrator and in the
CDS Administrator Manual.

Failure to follow said
guidelines will result in loss
of your CDS Administrator
privileges.

You are responsible for self-reporting errors in the system.

If you make an error within the CDS and do not self-report it to us, your first offense
will be met with a warning that outlines the mistake you specifically did wrong and a
close observation of CDS admin activities.

The second offense, regardless of the length of time that has elapsed, you will have
your CDS administrator privileges revoked. This is to ensure accuracy and the integrity
of the system is maintained. Failure to follow said guidelines will result in loss of your
CDS Administrator privileges.

Contact CDSTA@rutgers.edu for help
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Appendix E in the Policies & Procedures
Manuals

Supports Program:
https://nj.gov/humanservices/ddd/assets/documents/sup
ports-program-policy-manual.pdf

Community Care Program:
https://nj.gov/humanservices/ddd/assets/documents/
community-care-program-policy-manual.pdf

As a CDS administrator, you must have familiarity with the policies and procedures
manuals within the DDD website. DDD operates two programs under the
Comprehensive Medicaid Waiver which funds your organizations and requires specific
training to be completed: the Supports program and the Community Care program.
Appendix E provides an overview of the training requirements for staff that support
individuals within either program.

The information can be found on the DDD website at:

Supports Program manual:
https://nj.gov/humanservices/ddd/assets/documents/supports-program-policy-
manual.pdf

Community Care Program manual:

https://nj.gov/humanservices/ddd/assets/documents/community-care-program-
policy-manual.pdf

The DDD website has an abundance of useful information and resources at your
disposal, however, as agency CDS administrators, the information that you may need
the most is in the “Providers” tab.

To get to the Supports Program and the Community Care Program Policies and
Procedures Manuals: Providers - State Requirements - Policies and Procedures

Contact CDSTA@rutgers.edu for help


https://nj.gov/humanservices/ddd/assets/documents/community-care-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/community-care-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/supports-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/supports-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/supports-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/supports-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/community-care-program-policy-manual.pdf
https://nj.gov/humanservices/ddd/assets/documents/community-care-program-policy-manual.pdf

CDS Admin Manual

RUTGERS o e

DDD System Mandatory Training Bundle

Part 1: Online Lessons:

+ DDD Life Threatening Emergencies (Danielle’s Law)

» DDD Stephen Komninos Law Training

* Prevention of Abuse, Neglect & Exploitation: Lessons 1,
3,4,5and 7

+ DDD Shifting Expectations: Change in Perception, Life
Experience & Services

Part 2: On-site Competency Assessment

* To be completed after completing Prevention of Abuse,
Neglect & Exploitation lessons listed above (see DDD
website for more information)

The DDD System Mandatory Training Bundle includes the lessons listed above and can
be assigned at once in the system. Instructions on how to do so are found further along
in the manual.

The Prevention of Abuse, Neglect, and Exploitation (PANE) module consists of two

parts:

* thefive online lessons (1, 3,4, 5, & 7)

* the on-site competency assessment, which is to be delivered by someone whoisin a
higher-level leadership role and trained, skilled, and experienced in medication
administration (e.g., supervisor, agency trainer, nurse, director, etc.)

Prevention of Abuse, Neglect & Exploitation (PANE) competency assessment Q&A
guide:

https://www.nj.gov/humanservices/ddd/documents/PANE_question_and _answer_gui
de.pdf

Prevention of Abuse, Neglect & Exploitation (PANE) competency assessment
Completion Verification Form:
https://www.nj.gov/humanservices/ddd/documents/PANE_competency assessment_f

orm.pdf

Contact CDSTA@rutgers.edu for help
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Medication

Part 1: Online Lessons:

»|ntroduction

* Overview of Direct Support Roles

+ Medication Basics

* Working with medications

« Administrator of Medications & Treatment

* Follow-up, Communication, and Documentation of
Medications

Part 2: On-site Competency Assessment

* To be completed after completing medication training
listed above (see DDD website for more information)

Staff that is administering medications or assisting with the process of helping a person
to take medications must complete the Medication course on the CDS.

This course consists of two parts:

* the five online lessons

* the on-site competency assessment, which is to be delivered by someone whois in a
higher-level leadership role and trained, skilled, and experienced in medication
administration (e.g., supervisor, agency trainer, nurse, director, etc.)

*Please note that all introductory lessons within the system are no longer available for
assignment. However, when viewing this course on the CDS and in the policies and
procedures manual, the Introduction lesson will still appear under the bundle. The
Introduction lesson will also appear on a staff’s transcript if they have completed this
lesson before its removal. Although the Introduction lesson no longer exists, the other
five lessons within the medication bundle are still required to be completed.

Medications competency assessment form:
https://www.nj.gov/humanservices/ddd/documents/PANE competency assessment f

orm.pdf

Contact CDSTA@rutgers.edu for help
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DDD Mandated Training and
Competency Assessments:

Preventing Abuse & Neglect Agency Competency Assessment
Supervisor Question & Answer Guide
PANE _question_and_answer_guide.pdf (nj.gov)
Preventing Abuse, Neglect, & Exploitation Agency Competency
Assessment Completion Verification Form
PANE_competency assessment form.pdf (nj.gov)
On-Site Review & Testing Components of Medication Module
interim_preservice_training_on-site_competency assessment_forms .docx

(live.com)

On the DDD website Division of Developmental Disabilities | Home (nj.gov):
Providers = Provider Information—> Provider Toolkit (first green drop-down menu
option), then scroll down to the Training and Competency Assessments.

Prevention of Abuse, Neglect & Exploitation (PANE) competency assessment Q&A
guide:
https://www.nj.gov/humanservices/ddd/documents/PANE_question_and_answer_gui
de.pdf

Prevention of Abuse, Neglect & Exploitation (PANE) competency assessment
Completion Verification Form:
https://www.nj.gov/humanservices/ddd/documents/PANE_competency assessment f
orm.pdf

Medications competency assessment form:
https://www.nj.gov/humanservices/ddd/documents/PANE competency assessment f
orm.pdf

In addition to staff being required to verify their understanding by correctly responding
to the questions and activities on these assessments, they need to fully understand the
organization’s policies and procedures.

Contact CDSTA@rutgers.edu for help 11
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Log-in/[Homepage

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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www.collegeofdirectsupport.com/embcenter

) DirectCourse College of Direct
o ONLINE CURRICULA FOR LIFE IN COMMUNITY S
uppoﬂ
Welcome to the DirectCourse login
The NJ

Sy New Jersey

T to th t Direct Support 1

e e e e e v ; Protessona Website

Password provided to you by your Development

learning administrator. If you don't

know your Learner ID or Password,

Do o R forgor password link Look for a small icon on the
- right-hand side that says NJ
ogin T . . .

S ook Partnership for Direct Support
Password lessons within 2 cour i,?;;ﬁ'i: Professional Workforce
required- Development, this ensures
you are on the NJ version of
Forgot Password? the CDS.

This is the DirectCourse login page for the CDS.

Website: www.collegeofdirectsupport.com/embcenter. Be sure to use the correct web
address. Searching through Google may yield another CDS site.

Learner ID: first letter of your first name, full last name(s), last four of your social
security number

Generic Password: hello
(The generic password is automatically created by the system at the time of account
creation)

Your learner ID and password combination are unique to you.

For technical assistance, email: CDSTA@rutgers.edu

Contact CDSTA@rutgers.edu for help
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@ System  Learners  eleaming  Discussion  Content  Classes & Fvents  Custom  Surveyor  Tools  Reports
My Activities Overview Home

Overdue Assignments (96)

Recent Announcements
elearning Lessons (96) >

All Overdue Assignments > Coordinator of DD Services
MPORTANT REMINDER
Meeting Cancelled For Thursday

Current Assignments (6) All Announcements >

elearning Lessons (6) >

All Current Assignments >

@ Click to view:

Transcript

Credits Earned

OnTrack

From your Home screen, you can:

* View your overdue and current assignments

* View and print your transcript at any time by clicking on the transcript link towards
the bottom of your screen.

* Change your password (please refer to the Passwords section of the manual)

Contact CDSTA@rutgers.edu for help
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Passwords

Rutgers, The State University of New Jersey

Password changes are OPTIONAL. You are not required to change your password in the
system.
The system will not prompt you to change your password.

Generic Password: hello
(The generic password is automatically created by the system at the time of account

creation)

It is your responsibility as the designated CDS Administrator to assist your agency staff
if they forget their password.

Please refer to the “Password Assistance” section of the manual for further
instructions.

Contact CDSTA@rutgers.edu for help
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My Activities Overview

Overdue Assignments (102)

Recent Announcements
eLearning Lessons (102) >
All Overdue Assignments > Coordinator of DD Services
IMPORTANT REMINDER
Meeting Cancelled For Thursday

All Announcements >

Click to view:

Transcript

Credits Eamed

ATl

How to change your password: Click on your name in the upper right-hand corner of

your screen, then click the “Profile” tab in the drop-down menu.

Contact CDSTA@rutgers.edu for help
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ONLINE CURRICULA FOR LIFE IN COMMUNITY

Home  System  Learners elearning Discussion  Content  Classes & Events  Custom  Surveyor  Tools  Reports

My Profile

The following personal profile information is stored in the system:

Name: Purpose-Onetwo, Demenstration

Title: NIA

Verification Code:  N/A

Email Address Change email address ~ cdsta@rutgers.edu
Birth Date: NIA

—>Change Password

About  Contac Help  Resource Center ~ FAQs  NADSP Credentialing  Terms & Conditions  Privacy Policy

Cookies are used by this site. To decline or learn more,visit our cookies page

This is your user profile information page, which is a simplified version of your
demographics page.

If you need to update your email address, changing it from the My Profile page is the
most convenient option.

Click on the "change password" link.

Contact CDSTA@rutgers.edu for help
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Direct

ONLINE CURRICULA FOR LIFE IN COMMUNITY

Change Password

To change your password, perform the following steps:

v Enter your current password.

v Enter your new password below.
1 Redype the new password

v Click Submit

Current Password
New Password
Confim Password:

@

The new password should be something memorable that only you would know.

Enter the required information then click "Submit".

Remember, you should not share your password with anyone. DO NOT allow any other
employee to use your account, as that is a violation of your administrative privileges,
and you will be immediately revoked of your access.

If you change your password and it is forgotten, an email and verification code must be

included on any staff’s demographics page (The verification code will always be the last
4 of the learner’s social security number).

Contact CDSTA@rutgers.edu for help
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Password Assistance

Rutgers, The State University of New Jersey

The generic password for learners in the CDS (if it has not been changed by the user)
will be “hello” and cannot be changed or reset by anyone except for the user of that
learner ID.

Contact CDSTA@rutgers.edu for help
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Password Assistance

If a learner you have access to does not remember their
password, there are two ways to assist them:

1. Enter the last four of their social security number
as their verification code on their demographics
page (this will allow them to reset themselves from
the log-in page)

2. Look the staff up and click on the email icon (white
envelope) associated with their learner ID. A pre-
filled email will appear. Click “Send”. This will send
the staff an email that includes their log-in
information.

Learners will not be able to reset their password or obtain it in any form other than
those listed in this section. Passwords cannot be changed or reset by anyone except for
the user of that learner ID.

Itis up to YOU as the agency-designated CDS Administrator to assist agency staff in
retrieving or resetting their password.

Two ways to retrieve a forgotten password:
» Staff can reset their password using the Forgot Password form on the login page.
* As the CDS Admin, you need to go into the staff’s demographic page to
ensure that the email address and verification code fields are filled in.

* Send out the auto-generated email from the CDS.
* Click on the “Email” button, which is identified as a white envelope icon.
* An email icon will only appear if the learner has an email address
attached to them in the system.
* If you do - Change “Elsevier Clinical Online Learning” to “College of Direct
Support” in the subject line so learners have more understanding about
where it’s coming from.

Contact CDSTA@rutgers.edu for help
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Adding New Learners

Rutgers, The State University of New Jersey

Adding new learners is one of the first things you will do in the CDS once you become
an administrator.

When a new employee is hired by your organization, you should complete the process
to enter them into the CDS system as soon as possible. This can prevent any potential
delays in completing the required training.

Contact CDSTA@rutgers.edu for help
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New Jersey DDD Learner ID naming mechanism:

« first letter of their first name
« full last name(s)
+ last four digits of the social security number

(do not include spaces, commas, hyphens, or any special
characters in learner IDs)

If you make an error when creating learner IDs, please email
the staff’s full name, the last four of their social security number,
and the incorrect learner ID to the Central Administrator:

CDSTA@rutgers.edu.

Learner ID: first letter of your first name, full last name(s), last four of your social
security number

Ex: John Doe, with social security #: 5397
Learner ID example: JDoe5397 (CANNOT BE CHANGED AFTER CREATION)

The verification code and email are STRONGLY encouraged for password retrieval
purposes.

It is important to remember that learner IDs cannot be edited. If there is an error in the
learner ID, please contact the CDS Central Administrator: CDSTA@rutgers.edu.

Contact CDSTA@rutgers.edu for help 22
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Creating Learner IDs

* First letter of their first name John Doe:
* Full last name ]
- . . . JDoe5397
+ Last four digits of their social security number — o¢
» Name should match agency HR records, no John Doe-B _
nicknames onhn Doe-brown:

* Hyphenated names should be merged |/ IDoeBrown5397
» Ex: John Doe, with social security #: 5397

n JDoel234 n JohnDoe BJDBrownSC%Q?
n JD5397 nJohnDoeSSQY gJohnDoeBrown

When creating learner IDs, you must adhere to the New Jersey DDD Naming
Mechanism: first letter of their first name, full last name, and last four digits of the
social security number.

If you create an incorrect learner ID, please email CDSTA@rutgers.edu with:
* The staff’s full name

* The last four of their social security number

* Theincorrect learner ID you created

If you get an error message informing you that the learner already exists in the system,
please request Manager Zone access to the account through CDSTA@rutgers.edu.

Contact CDSTA@rutgers.edu for help
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Incorrect Learner IDs

All incorrect learner IDs will be removed
from the system by the

CDS Central Administrator

 All training completed under an incorrect learner ID
will be Null and Void (staff will not receive credit for
completing training under an incorrect learner ID)

« If you have questions or need assistance with
learner IDs, please email: CDSTA@rutgers.edu

All incorrect learner IDs will be removed from the system by the CDS Central
Administrator. No exceptions.

Remember, learner IDs CANNOT be changed once they are saved.

Do not assign training to individuals with incorrect learner IDs. Any training completed

under the wrong learner ID will be NULL AND VOID for the staff and no credit will be
given.

Incorrect learner IDs will be deleted from the system regardless of the number of
training completed.

Contact CDSTA@rutgers.edu for help
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ONLINE "%E;.\t'(‘,i IFE IN COMMUNITY

Home  System eleaming Discussion  Content  Classes & Events  Custom  Surveyor  Tools  Reports

My Activities O Home

Create a ivew aaministrator
Lookup Administrators
Overdue Assign Lookup Learners

Recent Announcements
elLearning Lessons (102) >

All Overdue Assignments > Coordinator of DD Services

IMPORTANT REMINDER
Meeting Cancelled For Thursday

All Announcements >

@ Click to view:

Transcript

Credits Eamed

Once a learner is entered into the system, you can assign them lessons and track their
training progress by viewing their transcript.

At the top of the homepage, click on "Learners" then "Add a New Learner".

Contact CDSTA@rutgers.edu for help
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Add Learner

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

[ | up to 90 characters
[ | up to 50 characters
| | up to 50 characters
[New Jersey DHS/DDD v | select from the list

Sort Departments by Department Name © Department Code

[Admin Demo(CDSDEMO) .
select from the list

Optional Information:
Enter the following information to support organizational needs

Sub Department [ |  <4mmm (optional)
Job Code [ ] 4mmm (optional)

-
Email Address [ | — (Necessary to retrieve forgotten passwords)
Verification Code [ | 4mmm (Necessary to retrieve forgotten passwords)
Badge ID | ]
Please Note:

The leamer will be assigned the default password for initial access to the system

Required Fields according to the New Jersey Division of Developmental Disabilities:
* LearnerID
* first letter of your first name, full last name(s), last four of your SSN
First Name and Last Name(s)
Facility
* Typically falls under NJ DHS/DDD, however, may fall under Support Coordination
depending on the services provided by your organization
* Auto populates — Do not change
* Department
* The department will always be your agency name.
* Auto populates — only change if you have admin access to multiple
agencies
* Please ensure when entering new staff that you’re adding them
under the correct department

Hire Date

You are STRONGLY encouraged to also include the verification code (last four of SSN) and
email address (organizational emails are preferred) needed for password retrieval. Sub
Department, Job Code, and Badge are optional staff information that can be added to the
demographics page.

Once you have entered all information in the required fields, double-check the information
against personnel files, then click "Save".

Contact CDSTA@rutgers.edu for help
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Confirmation Message

% Your request has been processed successfully.

Error Messages

o A user with this Learner Id already exists.

o An error occurred while processing your request. For assistance, please report this issue to
customercare@elsevier.com.

DO NOT CONTACT ELSEVIER
INSTEAD, CONTACT
CDSTA@RUTGERS.EDU

Confirmation Message

Once clicking the “Save” button, You will receive a green confirmation: "Your request
has been processed successfully". This message is to verify that the new staff has been
entered into the system.

Error Messages

If you get the first red error message: “ A user with this Learner ID already exists”, this
indicates that the staff person is already in the system under another agency. Staff that
are already in the system may have previously completed training. Please, email
CDSTA@rutgers.edu to receive manager zone/secondary access to the specified staff.

If you get the second error message, this may also indicate that the learner ID already
exists, and the staff person is currently in the system under another agency. More
typically, this error message indicates a connection timeout, which means that the
server took too long to respond and failed to deliver the proper response to your
request in a timely manner. If you receive this message, DO NOT CREATE A NEW
LEARNER ID, and do NOT contact Elsevier. Please email CDSTA@rutgers.edu to receive
manager zone/secondary access for specified staff.

Contact CDSTA@rutgers.edu for help
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For technical
assistance, contact the
CDS

Central Administrator:

CDSTA@rutgers.edu

NOTE: Learner IDs CANNOT be changed once they are saved. It is YOUR responsibility to
notify us of an error in the system.

If you made a mistake with the learner ID, please email the staff’s full name, the last

four of their social security number, and the incorrect learner ID you created to the CDS
Central Administrator at CDSTA@rutgers.edu IMMEDIATELY.

Contact CDSTA@rutgers.edu for help
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Manager Zone

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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Manager Zone

» Also known as “secondary access”, “shared access”,
“dual access”

* Allows CDS administrators to:
— View staff transcripts
— Assign online training

* Send manager zone requests to CDSTA@rutgers.edu
by Monday, Wednesday, & Friday at 12 p.m. noon
— MUST include the full name, learner ID, and last four of the SSN
» Access is granted approximately 48 business hours after
submission.

The subject line must contain “Request for Manager Zone access” or “Request for
Secondary access” and include the following information in the body of your email:
* The full name of the staff

* The last four of their SSN

* Their learner ID in the CDS

Manager zone requests are processed three times a week (Monday, Wednesday, and
Friday) at approximately 12 p.m.

You must submit manager zone requests before 12 p.m. on these processing days. If
requests are not received before 12 p.m., they will be submitted the following
processing day.

Please refrain from sending multiple emails for secondary access to different staff. It is

recommended to send multiple requests in a single email as opposed to individual
emails for each request for faster access.

Contact CDSTA@rutgers.edu for help
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Manager Zone Request - Example

In your request(s) include:

» The full name of the staff you are requesting
access to, the last four of their SSN, and their
learner ID

Example Email:
Subject line: Request for Manager Zone access

Body:
I would like to request manager zone access to John Doe, 5937
(JD0e5937)

Your name,
Agency name

The subject line must contain “Request for Manager Zone access” or “Request for
Secondary access” and include the following information in the body of your email:

¢ The full name of the staff
¢ The last four of their SSN
¢ Their learner ID in the CDS

This ensures that access is granted from the correct person in the system. Please be
sure to put your name and your agency in the body of your request as well. If the
required information is not provided, your request will not be processed.

RECOMMENDATION: Attempt to input the learner into CDS as soon as possible to verify
if the staff is already in the system. If the staff already has an account listed, this will
indicate that you need to submit a manager zone request to CDSTA@rutgers.edu for
faster access after the request is submitted.

Contact CDSTA@rutgers.edu for help
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Automatic Reply

Automatic reply: FW: Remove Manager Zone Access inbox * -

cdsta A & &

Hello Agency Administrator,

ave received your email. Email req re responded to in the order they are received. Please do not

Thank you for your inquiry. This is an automated acknowledgement that w

submit multiple emails for the same inquiry. We will aim to respond within 48 hours (excluding weekends) We ond back to you shortly

Thank you for your patience,

€DS Central Administrator

« Reply ~ Forwa

When sending an email to CDSTA@rutgers.edu, you will be met with an immediate
automatic response. This automatic response is to verify that your inquiry has been
received and will be responded to within 24-48 business hours. Sending multiple emails
regarding the same inquiry will NOT expedite a response from us, we will respond to
emails in the order they are received.

It is strongly recommended that you follow the Manager Zone and Remove Manager
Zone request format for seamless activation/deactivation. Should you not provide us
with the required information needed to grant or remove CDS administrator access
from staff, resolutions to your inquiry will be delayed.

Contact CDSTA@rutgers.edu for help
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Primary and Manager Zone/Secondary
Access: What's the Difference?

Learner is already in the
system; access needs to

Can enter brand new

learner into system with

no error alert @ be requested

Your agency's name is Another agency's name
listed as learner’s listed as learner’s

department department
Can make a learner Do NOT make learner
inactive; email to request

inactive
\ removal

Contact CDSTA@rutgers.edu for help
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How Do You Know If You Have Primary Access
vs. Manager Zone?

Lookup Learner
* Primary access — your agency name is listed next to the staff

* Manager Zone access — another agency’s name is listed
next to the staff (you can still view the staff transcript and
assign training as needed)

LastName: | exampie Leamer Id: | Verification Code: | [ Show Results | "Add New Loamer |
Last Name First Name LeamerId (Login  Facility Depl. Dept.Code ~Status | Admin Job Code HieDate  Emall | Edit  Lesson Event Transcript
Name)** Name Name

Example Demonstration DExample1234  New Admin -CDSDEMO Active | Yes 1210312012 Edit
Jersey Demo
DHS/DDD (PRIMARY ACCESS: YOUR AGENCY IS LISTED)

Example-Eight Demo DExample8888  New 80005 qummBCOTHER | Active | No - M Edt
Jersey Cernter
DHS/DDD | Otners  (MANAGER ZONE: ANOTHER AGENCY LISTED)

Example-eighteen Demo dexamplet8i8 | New Admin  EEEEDSDEMO | Active | No - B Ear
Jersey Demo
oD (PRIMARY ACCESS: YOUR AGENCY IS LISTED)

example-eleven gemo dexample0C11 | New Southern 4EEERO Active | No orno017 B4 Edit
Jersey Regional
DHS/DDD %WBDS) (MANAGER ZONE; ANOTHER AGENCY LISTED)

Example-fiieen Demo dexample1515 | New Admin CDSDEMO  Aciive | No | 12 - 0 | Edt
Jersey Demo

DHS/DDD

The department name and department code reference the organization that has
primary access to a specific learner.

If you see your agency's name listed next to the staff, then you have primary access.
If you see another agency's name listed next to the staff, then you have manager
zone/secondary access.

DO NOT MAKE STAFF INACTIVE THAT YOU HAVE SECONDARY ACCESS TO! YOU CAN
ONLY MAKE STAFF INACTIVE IF YOU HAVE PRIMARY ACCESS (YOUR AGENCY IS LISTED
AS THEIR DEPARTMENT).

Failure to adhere to this rule will result in email notification of warning, close

observation of CDS activities going forward, and revoking of your CDS administrative
privileges.

Contact CDSTA@rutgers.edu for help
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Look Up Learners & Edit
Learner Information

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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@ DirectCourse

A
My Activities C - Home
Overdue Assig
Recent Announcements

elearning Lessons (96) >

All Overdue Assignments >

Current Assignments (6)

eLearning Lesso

All Current Assignments >

Quick Links

Looking Up Learners/Revising Learner Information:

From the menu bar on the homepage, click “Learners” then “Lookup Learners” within
the drop-down menu

The Manage Learner’s page will open.

Contact CDSTA@rutgers.edu for help
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NOTES:
-Tolocate leamers please enter at least the first letler o the leamer' fast name or the first character of the leamer's 10 or leamer's verification code and click Show Resuls.
-Fin leamers within your administrafive scope (fhe facifiies and departments for which you have been granted adminisiraiive acoess.)
- This search s not case-sensiive. Searching for"Abbot” or "ABBOT" or"abbof" il refum the same resuls.
(] Show iactie Leamers
— N
%mpe Leamerld: Verification Code: ‘ Show Resuits ’ ‘Add New Leamer
Last Name First Name Leamer 4 Password  Faclity  Dept Dept  Stats Admin JobCode HieDate ~ Emal Edit | Llesson Event Tramstript
(Login Name]™ Name  MName Code
Banpl Demo doamped00 | " New  Aduin | COSDEMO Adve Mo 0BUB15 B ERERE
Jersey  Demo -
DHS/DDD
example dzmo deample2(2) | n (DSDEMO Adive Mo jT E il
anple Denonstaton Dbapll 34 | s n COSDEMO Aciee Mo Y| B EE
ample-igf demo derampled e Amin  (DSDEMO Actve Mo nurse (Lo E E E

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

Enter all or part of the Learner’s last name or you can search by Learner ID. Then click
“Show Results”.

TIP: You can also use the “%” (percent sign) and click “Show Results”. This will yield all
learners you have access to, regardless of demographic information.

Find the specific Learner you wish to access from the list. From this page, you can

access all of the Learner’s information by clicking the Edit button that corresponds to
the learner information to view their demographics page.

Contact CDSTA@rutgers.edu for help
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+" Your request has been processed successfully.

Manage a Learner

L iy i it daisbintskissiosi
T

Assign Items
Leamner Information 3roup Membershig Permissions

Note: Required fields are designated in red and with asterisks (*)
DExample 1234 Last Login: 01/20/2017
e: DExample1234 Password: ********

[Demonstration | up to 30 characters

Example up to 30 characters

*Facility [New Jersey DHS/DDD V| select from the list

Sort Departments by Department Name O Department Code

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

Optional Information:
Enter the following information to support organizational needs.

Sub Department

Job Code.

Birth Date:

Hire Date:

Email address:  [Dexample@example.cor|
Verification Code: {1234

From the demographics page, you can edit the learner information: first and last name,
sub-department, job code, birth date, hire date, email address, and verification code.

NOTE: Learner ID cannot be changed once created in the system. If there is an errorin
the learner ID, please email the staff’s full name, the last four of their social security
number, and the incorrect learner ID you created to the CDS Central Administrator at
CDSTA@rutgers.edu

If the last name of the learner changes after creation, the last name field can be edited
to reflect the new last name. Learner ID will still contain the previous last name and
does NOT need to reflect the change in last name following initial creation.

Once you have made the required changes, click “Save”. Once successfully saved, you

will receive a confirmation message in green at the top of the page indicating that your
request has been processed successfully.

Contact CDSTA@rutgers.edu for help
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Accessing Transcripts

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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- Tolocate leamers please enter at least the firstlefter of the leamer's [ast name or the first character of the leamer's ID or leamer's verfication code and click Show Resuls.
- Find leamers within your administrafive scope (the faciities and departments for which you have been granted administraive acosss.)
- This search is not case-sensifive. Searching for "Abbot" or "ABBOT" or “abbot" willrefum the same resuls.
] snow nactve Leamers
LastName: Jbampie Leamerld: Verification Code: ("Show Resalts MNWLHW
LastName First Name Leamer It Password | Facilty  Dept  Dept States Admin  Job Code HieDate  Emal Edit | lesson Fvent Transcript
(Login Neme]™ Name Name Code
Bamgle Demo deamgel0) | *  New | Admin (DSDEMO Adive  No ams 5 A E
Jesey  Demo -
DHS/DDD
example demo deampled02) < New Admin  (DSDEMO  Adtive  No - N E E il
Jersey  Demo -
DHS/DDD
Bample Demonstaton DesamplelZ | *%  New | Admin (DSDEMO  Acive Mo | M 6B B @
e Dema -
example-cight demo dexampled L New Admin  (DSDEMO  Adive Mo rurse o B E E Il
erse Demo -

Reviewing Transcripts:

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

From the menu bar on the homepage, click on “Learner”, then click “Lookup Learner”
Enter the last name of the staff then click “Show Results”

Click on the “Transcript” icon to the far right of the page that corresponds to the
learner information to view their transcript.

Contact CDSTA@rutgers.edu for help
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Leamerid : DExample1234

Shew Modue

DueDate  Sths  Completed Score Pretest  #ofUnis TypeofUnt  Provides

The employee’s transcript will show a red X for lessons that were not completed
successfully and a green V for lessons that were completed successfully.

The employee must complete each lesson and demonstrate understanding by passing
each lesson’s test with at least 80%.

You can print or export specific information from the Learner’s transcript.

If a staff states that they completed a specific lesson, but it is not showing up on their
transcript, this means that the training may have been archived. Completed training is
NEVER deleted from CDS.

To view all past and current training, 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.

Contact CDSTA@rutgers.edu for help

41



CDS Admin Manual

CENTER ON DEVELOPMENTAL DISABILITIES

ersly Center for Excellence in Developnrental Disabiltes Eeducation, Reseorch, and Senace.
ducation in k J ond Related )

RUTGERS

ShowAl | elesming Ontrace | Cheddit | Admowledgements | Discussion

Stalus

—
] Medcations R Fiter by Module

e

Mook Progam lemTpe  DieDde S Coopieed  Swe PeedSme Eoilns  TpeolUd P Asgiiie

C0S: Itroduzen tn Mecicatsn Supgort Adminsiaton of Medicatons and Trediments Medczions Lessmn L] 1) IRCET A
Medcafions Lessmn 00 17 Contact Hours  CDS
Medcafions Lessmn

CDS: Infroduction io Mesicaion Suppert A Overview of Drect Support Roles in Wedication Suppart Megcations Lessin 0 CEU IACET
Medczlions Lessin wn 12 Contact Hours DS
Medcafions Lessmn

COS: Itoduztien tn Mesicafsn Supgert Fallow-up, Commanicafisn, and Documentafion ofMedications | Medcalions Lessmn 100 ey IACET
Medcalions Lessin 1000 13 Contact Hours  CDS
Medczlions Lessin

C0S: Introduztien to Medicafion Supgert Infroducioe Medcafions Lessmn Contact Hours  CDS

COS: Introdu:Sen tn Mesicafsn Supgert Medicefon Basics Medcafions Lessmn Ll ey IACET
Medcalions Lessin wn 15 Contact Hours  CDS
Medczlions Lessin

CDS: Infroducfion fo Meication Suppert Warking with Medizations Medetions Leszn Lol CEU IRCET
Medcafions Lessmn Ll 13 Contact Hours €S
Medcalions Lessin

Example of staff transcript with the status bar changed to “All Current and Archived”.

Current and archived will show all training assigned to a specific learner. Lessons may
be archived if an organization reassigns training to staff and requires them to complete
the lesson again as a refresher. You have the ability to reassign training that a staff
person has already completed. The link to the instructions is on the Boggs Website and
in the signature line of CDSTA@rutgers.edu.

Instructions for Reassigning Training:
https://boggscenter.rwjms.rutgers.edu/documents/BOGGS/TrainingandConsultation/C
DS/CDSAdminReassignTraining.pdf

Contact CDSTA@rutgers.edu for help
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Leamnerld : DExample1234

Show Al eleaming Classes & Events Ontrack Checkdist Acknowledgements Discussion

Status Current & Archived v

Assigned | Self-Enrolled: Al v

Show Module (("Fitersy Mode ’

ExcortioBxcel  Print Boggs Center Letters of the Alphabet —

EXport o Ex : DDD - CFSM - Developing an Infervention Plan
DDD - CFSM - Recruitment & Selection

Alltems: 173 Completed: 16 Du{DDD - Cuitural Competence
DDD - DANIELLE'S LAW (2013) .

ftem Name Module Item Type Due Dinnp - DI - Autism of Unit  Provider Assign Type
DDD - DIC - Depression

Assigned Acknowledgement 12/08/2! DD - DSP Professionalism A

DDD - Employment Supports

Acknowledgement
= ; DDD - Everyone Can Communicate
Assigned Acknowtedgement 12082007 - ndividual Rights & Choice A
e DDD - Personal Care
DDD - Positive Behavior Supports
Assigned Acknowiedgement  12/08724DDD - Support Coordination: Working with People, Families, and Systems A
Acknawledgement DDD - You've Got a Friend
morTow Assigned Acknowiad t 04/1420|Life Steps Staff Required Classes A
Acknowledgement
Example -CDS  Assigned Ontrack  Ontrack 0712772016 J Q71272016 [} Contact Hours A
Classes & Events  ftem
Pre-Service - CPR Assigned Ontrack  Ontrack 01012013 J 01012013 [} Contact Hours A
Certification ligm
Assigned Ontrack  Ontrack 01012015 J 01012013 [} Contact Hours A

You can also filter assigned training by module name.
Click on the box next to "Show Module".

A filter option will appear to the right, select which module you would like to view then
click "Filter by Module".

The page will reload, and you will only see lessons associated with that course/module.

Contact CDSTA@rutgers.edu for help
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CDS Auto-Generated Emails on Learner Lookup

:l
example Learner Id: Verification Code: ("~ Show Results

E Send Email to a Learner x

Ernail

From:  epm-alerts@elsevier.com
To: cdsta@nutgers edu
e [C————— ]

1 [Welcome fo Elsevier Clinical Online Leaming
ssage]fou have been regisiered in Elsevier Clinical Online Learning by your administrator.

Please click here to access your lessons:
https-/Nogin. elsevierperformancemanager com/sysiemlogin.aspx?
wvirtualname=EMBCenier

To log in and begin leaming you will need the following credentials:
“four Legin Name is: dexample2000
“four Password jg. sressesss

Please do not reply to the above address. Contact your leaming administrator with
any questions.

)

e s |
Send Email
~—

Sending out the auto-generated email from the CDS:

You can also send an email to the learner from the learner lookup page. Email feature
will come from a system-generated email address to learners and are non-response
emails. Learners will not be able to respond to the emails, but you can send them a

notification regarding password information or the creation of their account in the CDS.

¢ Click on the “Email” button, which is identified as a white envelope icon.
* An email icon will only appear if the learner has an email address
attached to them in the system.
* If you do = Change “Elsevier Clinical Online Learning” to “College of Direct
Support” in the subject line so learners have more understanding about
where it’s coming from.

Contact CDSTA@rutgers.edu for help
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Changing Learner Status
When Staff Leaves
Organization

Rutgers, The State University of New Jersey

NOTE: changing staff status also applies to agency-designated CDS admins.

If your organization experienced a turnover in CDS administrator employment, please
send an email to CDSTA@rutgers.edu to verify who should remain active and who
should be removed as an administrator for your agency.

Please coordinate with your fellow agency administrators and organizational leadership
regularly to ensure the list of your agency-designated CDS administrators is up-to-date.
Upon notice, we will revise our records accordingly regarding any changes.

Contact CDSTA@rutgers.edu for help
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Reminder: Changing Staff Status

Remember only the primary agency will be
listed when you look staff up in the CDS. If you
can see the staff, but your agency is not listed
next to their name, then that means you have
manager zone/secondary access to the staff.

DO NOT MAKE STAFF INACTIVE THAT ARE
NOT LISTED UNDER YOUR AGENCY FOR
PRIMARY ACCESS.

Once an employee/Learner leaves your agency, their Learner Status must be changed
within 10 days of their termination date.

If you are the learner’s PRIMARY AGENCY, you should make the staff person INACTIVE
when they leave your organization.
YOU MUST NEVER MAKE A LEARNER INACTIVE IF YOU ARE NOT THEIR PRIMARY

AGENCY.

DO NOT MAKE STAFF INACTIVE THAT YOU HAVE SECONDARY ACCESS TO. YOU CAN
ONLY MAKE STAFF INACTIVE IF YOU HAVE PRIMARY ACCESS (E.G. YOUR AGENCY IS
LISTED AS THEIR DEPARTMENT).

If you have manager zone access to the staff and no longer need it, send an email to
CDSTA@rutgers.edu to remove access.

See the Manager Zone section of the CDS Administrator Manual for more information.

Contact CDSTA@rutgers.edu for help
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My Activities C

Overdue As igr

elearning Lessons (96) >

All Overdue Assignments >

Current Assignments (6)

Quick Links

THe BoGGs CENTER ON DEVELOPMENTAL DISABILITIES
New Jersey's i i i ¥ Resea
s

and Senvce
$ Disobtes Frogrom

Home

Recent Announcements

From the menu bar on the homepage, click “Learners” then “Look Up Learners”

You will be redirected to the “Manage Learners” page.

Contact CDSTA@rutgers.edu for help

47



CDS Admin Manual

'z w dars

m ttu\ LH\HU\[)I\H!I\I\I\\ IN\ ||\|
UTGERS b bt i S oS

Check your access by Department Name

Last Name: |exan‘pe Leamer Id: ‘ Verification Code: | Show Results W
Last Name First Name Leamer |d (Login ~ Facllty Dept. Dept. Code  Status  Admin  Job Code HireDate  Emal Edit  Lesson Event Transcript
Name)™ Name Name
Example Demonstration DExampel24  New Adrin  CDSDEMO  Acive | Yes 12032012 M £ Edt
Jersey Demo 4m (PRIMARY ACCESS: YOUR AGENCY IS LISTED)
DHS/DDD
Example-Eight Dema DExampieBgds  New Boggs BCOTHER  Active | No
P P Jrsey Ce%lge ¢umm(MANAGER ZONE: ANOTHER AGENCY LISTED) ®I
DHSIDDD | Others
Example-sighteen Demo dexamplet@id  New Admin CDSDEMO  Active | No - M Ei
Jersey Demo
DHSIDDD
example-sleven demo derampied0t!  New Soutem  SRO Adive | No o B e
Jersey Regional
DHS/DDD  Offce
(0DD)
Example-fitesn Demo dexamplet§is  New Admin CDSDEMO  Active ' No 12 - M Ei
Jersey Demo
DHSOOD

On the Manage Learners page, enter all or part of the learner’s last name in the Last
Name search bar, then click “Show Results”. A list of one or more learners will be
displayed.

If you see your agency's name listed next to the staff, then you have primary access.
If you see another agency's name listed next to the staff, then you have manager
zone/secondary access.

If you have primary access to the learner, Select the Learner whose status you wish to
change then click the "Edit” button. If you do not have primary access, contact
CDSTA@rutgers.edu for access removal.

DO NOT MAKE STAFF INACTIVE THAT YOU HAVE MANAGER ZONE ACCESS TO. YOU

CAN ONLY MAKE STAFF INACTIVE IF YOU HAVE PRIMARY ACCESS (E.G. YOUR AGENCY
IS LISTED AS THEIR DEPARTMENT).

Contact CDSTA@rutgers.edu for help 48
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Make Inactive™),"Send Email | "Select Leamer | Add New Leamer
Assign ltems

Learner: Example, Demonstration is ACTIVE

Learner Information | Group Membership = Permissions

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

"Learner ID:  DExample1234 Last Login: 0112012017 [yeage rom vebpoge

*Login Name: DExample1234 "Password;

“First Name: up to 30 characters
“Last Narme: up fo 30 characters
*Facility: New Jersey DHS/DDD V| select fromthe list | = |

Sort Departments by 0 Department Name 0 Department Code
“Department, |Admin Demo (CDSDEMO) V| select from the st

A
\0_\ Are you sure you want to change the status?
v

To make a specific learner ID inactive, click the “Make Inactive” button.

A message box will appear to confirm if you if you would like to change the status of
this learner, click “OK”.

DO NOT MAKE STAFF INACTIVE THAT YOU HAVE MANAGER ZONE ACCESS TO. YOU
CAN ONLY MAKE STAFF INACTIVE IF YOU HAVE PRIMARY ACCESS (E.G. YOUR AGENCY
IS LISTED AS THEIR DEPARTMENT).

Contact CDSTA@rutgers.edu for help
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@ Your request has been processed successfully. )
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Manage a Learner

Make'Active W Select Learner || Add New Learner

Leamner : Example, Demonstration is INACTIVE

Learner Information  Group Membership  Permissions

Note: Required fields are designated in red and with asterisks (*)
“Learner ID:  DExample1234 Last Login: 01/20/2017

“Login Name: DExample1234 *Password;

*First Name: up to 30 characters

*Last Name: up to 30 characters

“Facility: select from the list

Sort Departments by O Department Name O Department Code

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

You will receive a confirmation message in green at the top of the page indicating that
your request has been processed successfully.

It is recommended that you look up the inactive learner ID on the Learner Lookup page
to ensure that the changes were made.

Please refer to Look Up Learners & Edit Learner Information within the CDS admin
manual regarding how to lookup learners.

Contact CDSTA@rutgers.edu for help
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Removing Manager Zone Access

» If you have manager zone access to a learner and
no longer need it (the learner no longer works for
your agency), send the full name, learner ID, and
last four of SSN to CDSTA@rutgers.edu to remove
manager zone access

* Failure to follow the guidelines set by the CDS Central
Administrator will result in loss of CDS Admin
privileges. Your agency will have to designate
someone else as the CDS Administrator for your
agency.

Manager Zone Removal list is done every 1% of the month.

Contact CDSTA@rutgers.edu for help
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Remove Manager Zone Request Example

Subject line: Request for Manager Zone/Secondary access REMOVAL

Example 1:
| no longer need manager zone access to John Doe, 5397
(JD0e5397)

Example 2:
Please remove manager zone access to the following staff:

First name: John
Last name: Doe
Last four of SSN: 5397
Learner ID: JD0oe5397

Your name and agency name

The subject line must contain “Removal Request for Manager Zone access” or “Request
for Secondary access REMOVAL” and include the following information in the body of
your email:

¢ The full name of the staff
¢ The last four of their SSN
¢ Their learner ID in the CDS

This ensures that access is removed from the correct person in the system. Please be

sure to put your name and your agency in the body of your request as well. If the
required information is not provided, your request will not be processed.

Contact CDSTA@rutgers.edu for help
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Failure to follow the
guidelines set by the CDS
Central Administrator
will result in the loss of
your CDS Admin
privileges.

Contact CDSTA@rutgers.edu for help
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Assigning elLearning
(online training)

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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* National Best Practices

* Multi-media and interactive

* 4-16 Lessons Each

* Tests (typically 10 questions)

» Suggested On-the-Job Competency
Demonstration

i B

—[ CDS Online Course Catalog ]—

All 30 courses are driven by National Best Practices, grounded in nationally validated
and research-based core competencies. The courses are multi-media and interactive,
meaning that written word, spoken word, videos, audio stories, and interactive games
are incorporated into lessons. Lessons outside the Core Curriculum specifically created
by DDD are archived pre-recorded webinars.

Every module has typically between 4 to 16 lessons. The modules with fewer lessons
tend to take between 30-40 minutes to complete for each, while the modules with
more lessons take between 15-20 each.

Each lesson within a module has a post-test that must be completed after finishing a

lesson. The learner must complete each lesson and demonstrate understanding by
passing each lesson’s test with at least 80% or above.

Contact CDSTA@rutgers.edu for help
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For more information on CDS courses...

e

College of Direct Support (CDS)

The College of Direct Support (CDS) offers a full curriculum of training for your entire organization.
To help you and your staff make a difference in the lives of everyone you work with, we offer

education at every level.

Contents

CDS - College of Direct Support >

Visit the CDS Course Catalog

CDS administrators should check out the catalog to identify what types of
lessons/additional professional development courses exist within the CDS and to get an
idea of what specific lessons they can assign to staff.

Clicking on a module title will show the full course description, the number of lessons,
as well as the number of contact hours earned for this role. Details including Module
and Lesson Descriptions and Timeframes can be found at Elsevier | DirectCourse
Catalog 2019. The CDS Course Catalog is also listed in our signature line under Helpful
Links.

All the training in the CDS should NOT be assigned at the same time, only what’s
necessary. As a CDS administrator, it is recommended that you take the same assigned
courses to reinforce the information that your staff is learning as well as to answer any
possible questions they may have regarding the content.

NOTE: If you see a module listed on the website that you are not able to find in the
CDS, please let us know so that we can provide assistance.

Contact CDSTA@rutgers.edu for help
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Assigning eLearning by
Individual

Rutgers, The State University of New Jersey

Contact CDSTA@rutgers.edu for help
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Home System Leamers< elearning >Discussion Content  Classes & Events ~ Custom

Reports Create an Assignable Module

Edit Existing Modules
My Activities Overview
y Publish Modules for Self Enrollment
My eLearning Lessons

Overdue Assignments (9) Seff Enrollment
Calendar

elLearning Lessons (96) >

All Overdue Assignments > Coordinator of DD Services

IMPORTANT REMINDER

Meeting Cancelled For Thursday

Current Assignments (6)

All Announcements >

To assign modules and/or individual lessons to learners:
click the “eLearning” link on the homepage,

then click “Assign Training” from the drop-down menu, which will redirect you to the
Manage elLearning page.

Contact CDSTA@rutgers.edu for help
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Module to Assign
Moduies your Department Created: v ﬁ
Moduss avlats o A Falies v it
Assignment Options
(ISend notfcaion emal oleamers that recive assignment.
Who should be assigned this Module?
Depariments AA
Individuals AN

I Choose Individuals

It is recommended to choose individuals first before assigning modules.

Click on the “Choose Individuals” button at the bottom of the page under the
Individuals section.

A pop-up box labeled “Select the Users you would like to have added” will appear.

Contact CDSTA@rutgers.edu for help
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Select the Users you would like to have added:

Search Criteria; Close Window

@individuals OSaved Leamers

] Fthame [

Facilty | v|

Department: v

Job Code: [ 1 sony LastNeme v @

Under the Search Criteria, Individuals will already be selected, and this does not need
to be changed.

Entering % in the search will yield all the learners you have access to.

Enter the last name of the specific learner in the Last Name search bar, then click
“Search”

Contact CDSTA@rutgers.edu for help
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Select the Users you would like to have added:

Search Criteria: "Close Window |

®lndividuals OSaved Leamers

LestNams: T —

=

Depariment. v

Job Code: |:| Sort by Search

First Name, MI -
Department Code
O LastName First Name, MI | Facility Department ~ Dept Code ok Job
Code Description
example demo 01-New Jersey Admin CDSDEMO
DHS/DDD Demo
Example Demo 01-New Jersey Admin Demo  CDSDEMO
DHS/DDD

0 Example Demonstration | 01-New Jersey DHS/DDD | Admin Demo = CDSDEMO
O0 example-eight demo 01-New Jersey DHS/DDD | AdminDemo  CDSDEMO  nurse
Example- Demo 01-New Jersey Admin CDSDEMO

eighteen DHS/DDD Demo v

‘ Ol ' Cancel

e®

After clicking the “Search” button, a list of learners with the specified last name will
appear.

This list can be sorted by Last Name, First Name, Department Code, or Learner ID
Multiple learners can be selected at one time from the list. Select the specific learners
by clicking the check box on the left of the learner’s last name, a checkmark will appear
to confirm that the specific learner has been selected and the learner’s information will

be bolded.

Do not click the “Close Window” button after making your selections as it will reset the
form. Click “OK” at the bottom of the page to confirm selections.

Contact CDSTA@rutgers.edu for help
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Manage eLearing

Module to Assign

Modues your Department Created: v ﬁ
Modues avaibie o Al Facifies: v - -

Assignment Options
CIsend nocation ema o eamess ha receive assignment Verage Seved Lezmers (]

Who should be assigned this Module?

Departments AN

==

Individuals AA

=

At the bottom of the Manage elLearning page under the Individuals section, the list of
learners that you have selected from the previous page will appear.

The red X next to each learner’s name allows you to remove a specific learner from the
selected list.

Contact CDSTA@rutgers.edu for help
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Manage eLearning

Module to Assign
) gipe A

A Support Coordinator’s Guide to Navigating the Employment Service System (DDD) A

Area Supervisors - Fueling High Performance
DDD - CFSM - Developing an Intervention Plan

Assignment Options DDD - CFSM - Fueling High Performance
DDD - CFSM - Preparing for the Supervisors Job
DDD - CFSM - Recruitment & Selection
DDD - CFSM - Training & Orientation
2 . .JDDD - CFSM - Your First Weeks & Months as a Supervisor
Who should be assigned this Mopp - ci Rights & Advocacy
DDD - Community Inclusion
Departments DDD - Cuitural Competence
DDD - DIC - Aufism
DDD - DIC - Brain Injury

[Send noffication email o leamers th3

N DD - DIC - Cerebral Palsy
DDD - DIC - Depression
Individuzls DDD - DIC - Diabetes
DDD - DSP Professionalism
“Choose Individuals DOD - Emergency Preparedness

DDD - Employment Supports

N x DDD - Everyone Can Communicate
R DDD - Film for Thought Body and Soul
DDD - Funcfional Assessment

After learners have been selected, click on the drop-down menu for Modules available
to All Facilities.

Certain lessons come in bundles, such as the DDD System Mandatory Training Bundle
for example. Assigning a bundled module will assign all necessary lessons within that

selected module title at the same time.

Once you have made a selection under the drop-down menu, click “Assign Now” to
assign these pieces of training to your selected learners.

Contact CDSTA@rutgers.edu for help
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Manage eLeaming
Module to Assign

Madues your Department Creted: | v

Modues avaiable to Al Failtes: DD -DIC - At v W
e

Assignment Options

(ISend noffication emeil to leamers that receive assignment. Manage Saved Leamers (6)

Who should be assigned this Module?

Departments AlA

Choose Deparments

You will receive a confirmation message in green at the top of the page indicating that
your request has been processed successfully and the training has been assigned.

CDS Administrators will not receive alerts for due dates, you are responsible for alerting

staff to modules that have been assigned, the time frame they have for completion,
and when the modules are due.

Contact CDSTA@rutgers.edu for help
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M fersey's

(©) DirectCourse

Home System Leaners elearning Discussion  Knowledge Manager  Content  Classes &Events  Custom  Surveyor T

s . Online Leaming
My Activities Overview . -
Classroom/Events
Ontrack
Overdue Assignments (8) Adnowledgements
Recent Announcements Discussions
eLearning Lessons (8) > e

Admin Reports

All Overdue Assignments >
~—

@ Click to view:

Transcript

Credits Earned

OnTrack

This manual does not go into detail about the Reports function, as there is a designated
webinar that provides a full overview. The full overview of the Reports function can be
found on the Boggs Center website. Click on Training and Consultation then DSP Direct
Support Professional Workforce Development, the Reports webinar is listed under
Related Resources.

The Reports tab is the furthest on the right on the homepage. When clicking the tab,
you will notice in the drop-down that there are several types of reports that can be
generated.

Note: It doesn’t matter which option you click in the drop-down menus because you
will be brought to the same page, however remembering a certain link makes it easier
to remember where this option is located. A typical way to remember would be to click
the bottom link labeled “Admin Reports”, but again all the options will lead you to the
Reports Analytics Manager.

Contact CDSTA@rutgers.edu for help
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Report Analytics Manager

Zo arning Tnstructions: The Report Anat r displays a kst of available raparts tities and their descriptions for zach reparti

ors, the

& Summary Reports To run 2 repe s b

repor. Some rep include (e.g.ea may be used 3 a milécard n

# Department Repurts management tocl h your resuits, a he report, exgort to Excel,

& Leamer Reports You may optionally Save custom repurtfiter sfecics i the My Report’ares t use at any time rather than having to re-ener your selectians

# Lesson Reports:

e +  ReportTle Descrption

3 Module Reparts ‘Summary Regorts

& Frogram Reports [ — Do iy Bl e, B et s s s e s o s
= Classroom & Events 7 |G Sumay Diptays suTATay onaion for Goups.Ichudng ESsons assgned, compleld and pastue wih a0dicnal rHIoNns X Meberspecit ommacn.

r— Department Reparts

3T [Deparmen Summay Disclays deparet v fomation regarding ssons assigned conpleed and doe
# Events

Deparment Leamer Credt Sumirary | Dispays lsamer esson progress and y information.
soip gl InChdng redis eame, for leamers by Gegertment

& Leamer 3 |Anassgoment Lising

o 6 Leamer Delal oy Deparment Disczys famer G2t by depanment
Ontrack Leamer fem Detal Dispays E2m dstais, nduding e, fr eames by depariment.
3 fem Remers Leamer Reports
@ Loomer Reports § | Completon Summary Dispays faamer esson plan summry 2nd aciviy detal, ncuding oot rfomedon

3| Leaming Summary Dislays al actuily for selected kamers.

= 10| Tesing Summary D

3 Eamer s 2ken. TN €307 QUESDON ATSHENS) Selecien 20] COTect sk

dgements Summary Report 1| Completon sty 2575 Tk by 3 Eamer o complteaessons, nchudng exhtes

7 |LeamingDue e 0 be completed, by leamer
15 |Lessan Progess Dislays iy el and progess wards ompieon o 2ach ssanin 2 eamer's essan pan.

# Discussiors Summary 1 Lesarshie Diptays essons Mal are s T assgied compleion tae

o xS 15 |Tarsoip-A1 Traning Disptays al Faing o Eamers Inciing eLaming (2Ch/eaTchived). Cassioo Taing and Onack s Dia may b Feueste ot oLl eame=, of al Eamers  Fciyegarm e

16 |Goup Memtersip Disptays eamer oeals by gougs

8 Leamers Mot Assigned Module s

 Leamers with Module OR Event 7 Lessonizamer Dislays surmiay progress regerding comgeion o seected ssons) follwed by 2ach Leames Detaied infomation.

["“”'?‘”rfr o 18| Course Lesson Lising 510 all courses and lessoms hoersed or Creater By your rganzaion

. éi;;i:n"r“ 1 Module 41D Event 19 |Lesson Surmay D of leamers who have Completzd or he perentzge compie o 0¢ Score. Featwes drlkdonn o a st of kamess by faiity

2 insiuciors Gure D 5 QUESION, aT5Wer CIOies 2 COnert answe(s) o e se0 essons. ITaons 2 Mg T appeale

 Leamers Not Assigned Lesson

o sty D U O leames Tesponses or 2207 ansier choioe 1 he fesis) seleced
. 53”:‘? with Lesson OR Event 2| Test Scove Hishory Displays leamer scores for each leamer who has faken a st for he lesson(s) seledied. Average st score is cakculaled for al leamers in e selecled fadity
ompietions
o Leamers with Lesson AHD Event [oizteais S e _ - ST P e
Complations s _ isplays a st of Geperiment win 1ol assiy for & speciied templere: dril-00an cpion wil 151 st name, las: name, ‘assigned o and completon dt Tor eac
pltors 2 Mo Assgoment Date P
W Leamers fot Znrlled i Event | lodule Aaaitng Assgnent Discla)s kamendegarent modues ol ye1 assgnet.
= Preceptor Assi 25| odule Compieted by Leamer Dispays fasmerprogress detalreganting compledon of e sekedler modules
o brecmto dsigmerts % Moouie Degarment Reourt Dispzys 0=panan rogress Twards modUle Copieton. Fe3iLres G-oowns 10 ModUe essars and oiver eamenlessn ceiais
) 27 bouie Due by Leamer Disfays leames progress detal eqaning moduies 100yt conpieed

After making a selection under the Reports tab, a pop-up page will appear. This page is
the CDS’s Report Analytics Manager, which can generate different reports based on
specific metrics inputted into the system. On the left-hand side, you will notice that the
different types of reports are listed and bolded in black, which corresponds to the list
on the home page.

There are also subcategories listed under each report type, which will highlight with a
hyperlink when you hover over them. For example, when clicking on Online Learning, it
will provide you with instructions as well as descriptions of reports that can be run
under that specific category.

Also, clicking the plus sign next to Department Reports will provide you with even more
information on the types of reports that can be generated to give you the information
that you seek under that sub report.

Link for Running Reports webinar:
https://boggscenter.rwjms.rutgers.edu/resources/video-library

Contact CDSTA@rutgers.edu for help
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“Helpful Links” — CDSTA@rutgers.edu signature line

CDS Central Administrator
CDSTA@rutgers.edu

Helpful Links

New Jersey CDS Log-in page
CDS Admin Manual

CDS Learner’s Guide

CDS Administrator’'s Webinars
Reassign Training

Supports Program Policies and Procedures Manual

Community Care Program Policies and Procedures Manual
DDD Pre-Service Competency Assessment Forms

CDS Course Catalog

Bogges Center Training Registration System

When you receive emails from us, you will notice in our signature that we provide you
with links for resources you may find helpful as a CDS administrator.

These links are discussed throughout this manual and will be continuously updated as

necessary to ensure you are receiving the correct links towards the most up-to-date
information.

Contact CDSTA@rutgers.edu for help
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Additional Information

For an electronic copy of the
CDS Admin Manual,
Reassigning Training, the
Learner’s Guide, webinars,
and more information about
the College of Direct
Support, please visit:

https://boggscenter.rwj

ms.rutgers.edu/training-
and-consultation/dsp-

workforce-development

Link for Boggs Center website:
https://boggscenter.rwjms.rutgers.edu/training-and-consultation/dsp-workforce-

development

The Learner’s Guide is a user manual that provides a comprehensive overview of the
functionality of the CDS, including login information and accessing training and
transcripts. When a staff is hired within your organization, it is important to make sure
that they have access to the learner’s guide for future reference.

Link for Learner’s Guide:
https://boggscenter.rwjms.rutgers.edu/documents/BOGGS/TrainingandConsultation/C
DS/CDSLearnersGuide.pdf
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Welcome to the "Rbhs_cds" mailing listl

To post fo this list, send your message to

tbhs_cds@email.rutgers.edu C I I Ck Re p |y

General information about the mailing list (including how to manage

subscription/unsubscription) can be found at: Le aVe res p 0 n Se e m pty
https://lists. rutgers. edu/mm3/mailman3/lists/tbhs_cds email.rutgers.edu/ C I I Ck Se nd

If you ever want to change your settings (e.g., delivery status
delivery mode, hide address, etc.), visit your subscriptions page at:

hittps:/lists rutgers edu/mm3/mailman3/accounts/subscriptions/

Additional information can be found in the List Member Manual

https://docs. mailman3.org/en/latest/userguide.html

Please note that Rutgers' Mailman service for email lists has usage
restrictions regarding Protected Health Information (PHI) or other
confidential University information. This service must not be used to
communicate or store University-restricted data or patient Protected
Health Information. Deing so represents a violation of the federal
Health Insurance Portability and Accountability Act (HIPAA), state
privacy laws, or University policies. Users will be responsible for
complying with any restricted data as defined in University policies
For additional information regarding restricted data, please reference
Rutgers' Information Classification policy:

The email you have received after completing the CDS Admin Training from rbhs cds-
request@email.rutgers.edu is from the College of Direct Support Administrator
Listserv, which is a distribution-only list that all agency-designated CDS admins who
have been added to receive important updates and information about the CDS.

As a current CDS administrator for your agency, please ensure all of the existing CDS
admins for your agency are receiving correspondence from the Listserv as these
updates include important information that CDS admins must be aware of.

The Listserv email will contain the subject line — “Your confirmation is needed to join
the rbhs cds@email.rutgers.edu”, Follow the instructions and ‘reply’ to the message.
You do not need to type anything in the email, simply reply and send. This will activate
your membership to ensure your registration to the Listserv.

Please be sure to always check your spam/junk folder if you are not receiving emails
from the Listserv.

Contact CDSTA@rutgers.edu for help
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For technical
assistance, contact the
CDS

Central Administrator:

CDSTA@rutgers.edu
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