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Rutgers, The State University of New Jersey 

 

 
For technical assistance, please contact your agency’s 

designated CDS Administrator 
(designated personnel at your agency that assigns online training)  

The College of Direct Support  
New Jersey  

Learner’s Guide 

Important Information 
•  Each agency providing services under the Division of 

Developmental Disabilities has an designated College of 
Direct Support Agency Administrator (CDSAA). They are 
in charge of assigning training to staff that work for their 
agency.  

•  If you are not currently working for an agency, you will not 
have access to the system.  

•  Do Not contact Elsevier (the governing body for the CDS). 
As per the contract for our state, you must contact your 
CDSAA for assistance.  
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Rutgers, The State University of New Jersey 

 

How to: 
 Log-in 

 
College of Direct Support  

New Jersey Website: 
 

www.collegeofdirectsupport.com/
embcenter  
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This is  
New Jersey’s 

login page 

Login Information 
Login/User ID:  
first letter of your first name, full last name(s), 
last four of your social security number (no 
special characters, spaces or hyphens) 

Password:  
hello  
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User ID format 
•  When logging into the CDS, you must use the correct user ID 

format: the first letter of your first name, your full last name 
and the last four of your SSN 

•  If you complete training under a user ID that does not match 
this format, you will not receive credit for the training.  

•  All training completed under an incorrect user ID is 
considered Null and Void 

Rutgers, The State University of New Jersey 

 

How to: 
 Access your assigned 

training(s) 
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You can view overdue/current 
assigned training(s) and view your 
transcript from the main page. Click 
on a link to begin. 

You will only be able to take 
trainings assigned to you by your 
agency’s CDS Administrator 



6 

Adjust Available Filters to 
view All Assignments  

You can also filter here and here 
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Click on a lesson to begin 

Take the PreTest 



8 

Answer the test questions then click “submit test” 
Once you receive your score click “exit” 

The page will update and take you 
back to Assigned Items. Click on the 
lesson again to begin. 
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Start the Lesson here 

Review the lesson and click “Next” to 
move through the lesson 
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Close Caption is 
available. Click on the 
CC icon. 

Menu options 
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When you are done with the lesson, 
click “Take Test” 

You must score 80% or higher on the  
Post-Test to be marked as complete on your 
transcript 
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Answer the test questions then click “submit test” 
Once you receive your score click “exit” 

Your test score will appear on your transcript immediately 
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Rutgers, The State University of New Jersey 

 

How to: 
 Change your password 

You are not required to change your 
password.  

 
Once you change it, you will not be able to 

reset it back to hello (the default) 
 
 

If you forget your password, please contact 
your agency’s CDS Administrator 
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Click on your name, then 
click on “Profile” 

Click on “Change Password” 
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Enter the required 
information then click 
“Submit” 

Remember to log 
out when you are 
done. Click on your 
name then “Log 
out”  
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Need Help? Do you have questions? 
•  If at any point you need assistance, please reach out to the 

designated College of Direct Support Agency Administrator (CDS 
AA) at your agency. This would be the person who assigned you 
the lessons at your agency.  

•  If you’re not sure who this is, then reach out to your immediate 
Supervisor for assistance. They should be able to direct you to the 
designated CDS AA for your agency. 


