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‘The DSSLearnCenter

Accessing the

DSSlLearnCenter Site _ u e
Double Clicking the R o ap E‘ T —
DSSLearnCenter icon on your Sumecors v e e —
desktop will bring you to the Contact s for o i A
DSSLearnCenter Main Page. - WET Tutoriats O e S 03

Open your Internet Explorer
and type the URL:
ctdss.net/learncenter

to access the DSSLearnCenter
Main Page.

From the Main Page click the
“Login to the DSSLearnCenter” link.

Besides being able to log into the DSSLearnCenter to access course registration and
other learning features, the “DSSLearnCenter Main Page” allows you to access help,
site directions and other important information without being directed to log on.

First Time Log In:

o = [ gtk povisaba Web i = a|olx]
F | Eisnoot [ o
x| | | &

The first time you log in you will use
your 6 digit employee number and
welcome for your password. You will
then be prompted to create your own
password and select a question in the Sign anto Saba Pacple Systems
event you forget your password in the
future.

5 - it .. | 2 seba

saba G Power Up Your People

Type Your 6 Digit Employee Number
welcome is your initial password

Click the “Log In” button

Type welcome again and then a new
password twice.

Select a “secret question” and type an
answer. TIP: lots of folks forget their favorite movie — if you're the forgetful type
choose an easier question.



A Quick look at the DSSLearnCenter

Once you log in to the DSSLearnCenter everything you need is close at hand.

¢ The “Home” Page displays any current offerings that you have signed up for and
whether they are pending approval or confirmed by your supervisor in the Current
Enrollment box.

e The “My Calendar” link will display any offerings you have signed up for.
The “My Account” option, followed by the “Account Details” Tab will let you change
your password and assign a proxy user (designee to manage your staff’s training).

e The “My Learning” will display current offerings including the option to Drop an
offering. The “My Transcript” link will display your training history.

Password

Change &
Proxy
Learning Functions
History &

Dropping
an offering
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f5 my catendar [ saba centraLive F My Account @ Hep ¥ Logout Welcome Hed Grayeb

| iy Profile.
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Configure This Page

S

Advanced Search Browse by Category

¥ Announcements

Welcome to the DSSLearnCenter!

Search: I‘

he DSSLearnCen%r allows you to register for Instructor-Led and
\ased Training courses, track your learning activities and
our overall Staff Development.

Search for
offerings

Hame Status

Click a Link
to Email for

enter iz the Learning Management System (LMS) of the Connecticut Partcipative ianagemant Canfirmed 12/05/08
Social Services - managed by the Office of Organizational and Skill Introduction to ierosoft Excel Confirmed w7

CPR Confirmed 04/08/09

2003 State Ethics Training Confirmed Launch Mow
o #dd Learning

Debbie Blondin, Registrar mailto:debbie.blondin@ct.gow (BA0-424-5563)
-
Q( Your Current

Dicie Balash, Administrator mailto:dicie balash@ct.gov (360-424-5561)
Enrollments

Ned Grayeb, Administrator mailto:ned arayeb@ct.aoy (#60-424-5552)




Registering for an Offering

Log into the
DSSLearnCenter with
your employee number
and password

1. Type DSS in the
Search field, then
Click the Gray “GO”
button in the upper

right portion of the
screen. This will
display all current
Course Offerings.

e Itis strongly

a http:/ /Ims.stag.ct.gov,/Saba/Web;/Main - Microsoft Internet Explorer provided by Department of

Fle Edit Wiew Favorites Tools Help

ena(k . @ lj \ﬂ ;j‘/,_jSearch ‘*}\{Favurltes €}| [ 4~ n.__.. -/(

Address I@ http://Ims.stag.ct.gov/Saba/Web /Main

e
sa ba""

1. Click GO
after keying
in a Course
ID or part of
a course
title.

ﬂ’. My Calendar w My Account @ Help

Home My Learning My Profile

Welcome to the
DSSLearnCenter!

search: || DSS-CSXL-101
Advanced $earch Browse by Category

Status

The DSSLearnCenter allows you to register
for Instructor-Led and Web-Based Training
courses, track your learning activities and
manage your overall Staff Development.

Hame

Confirmed 02/01/0%

[T [ [ |4 mtemet

fianaging a Lush Lawn

The DSSLearnCenter iz the Learmng Management System

|@ Done

recommended that you Narrow Down your
Search by using one of the following options:

Simple search or a Category search

¢ SIMPLE SEARCH:

0 To look for a specific offering -Type the Course ID (for example, dss-
csxl-101) in the search field, then click “GO.”

0 Type part of the Course title (for example, excel, for “Microsoft Excel
— Introduction™) in the search field to bring back current offerings of

that Course that contain that word in the title or

description.

¢ CATEGORY SEARCH: Click the “Browse by Category”
link and then click a category to narrow your search by

subject.

OR Click the “Browse by
Category” link to narrow
your search

Type part of the
course Title in
the Search Box
and then click

“«GO”

Search IE}{I:E||

Advanced Search BI'OE;& by Category

-



Registering for an Offering- Page 2 Continued

2. Learning Offerings will display based on your search criteria. If the “Current
Enrollment” is less than the “Maximum Enrollment” then you can click the
“Register” link to enroll. You may need to scroll to the right to access the

“Register.” link.

Note the offerings details from left to right as shown below.
e If you wish to view the room assignment, click the Offering Title and then
scroll down to the session details. See page 7 for more information.

Take note of the Current
Enrollment versus
Maximum Enrollment

) D
Learning Offerings () CC? Calendar View | Print | Export | Modify Table
o
Title Delivery Type Start Date Session Location Facility Current Enrollment Maximum Enrollment End Date Status Price Actions
Bazics of Instructor-Led 05/529/0%9  Fridaw, 1:00 Bew e I} 15 05/29/09 Open- 0,00 Register
Eligibility - 300 Hawen Hawen Marmal W50
Regional
Office
CPR Instructor-led 06/16/09  Tuesdaw, Hartford Central 0 15 061609 Open- 0.00 Register
1:00 - 3:00 Office Mormal U5D
Intro to Caze Instructor-Led 05/729/09  Frday, 1:00 Mew I e 1] 15 05/29/09 Open- 0.00 Register
fhaintenance - 400 Hawen Hawen Nnrmeo
Regional )
— " 7T N
2. Click the
Reaister link
/_ Gl e




Registering for an Offering- Page 3 Continued

A notice will appear if approval is required after you register.

3. Click the “Yes, Continue Registration” button once again and a confirmation
screen will appear. Your seat is held pending supervisory approval.

Home Learnin Profile .
= = i Supervisory
Approval
Please read... Notice
LO
You are about to register for an offering that requires manager approval. Are vou sure you want to
continue?
Yes, Continue Registration | Ho, Find Another Oifering
3. Click “Yes,
Continue
Registration”
e Your supervisor will automatically receive an email asking them to approve or

deny your request to enroll in the offering.

Note: The email that is generated to your supervisor is based on the
manager/supervisor listed in your “My Profile”. Please verify that the correct person
is listed as your

manager/supervisor -
before enro”ing in any Registration Confirmation
offering. If you find a
discrepancy, please Printer Friendly Version
contact OSD.
Ned Grayeb
4 Y L ff Billed T 05D
- You may Logoff or o Close Browser
close the br0\_/vser yvmdow , 0031453 window upon
once the Registration seeing this
Confirmation page Order Items page
displays Title Learners Delivery Type Status Class Date Session
) Administrative MNed Instructor- Pending 09/15/11  Thursda
Hearings for  Grayeb Led Approval 3:30 Eridgeport
Social Work Regional
Staff Office
Go to In-Progress Learning
/_ &S E



Enrollment Details

¢ The LearnCenter will display the Instructor and classroom location
after you register by accessing the “My Enrollments” link in the My
Learning tab, or from the Current Enrollments section on the Home
page. Click the Title of the Offering to see the “Session Details”, then
click on the “View all session” button to display the Session Time,
Room and Instructor.

Click the
offering Title to
see the session
details

Hame Status

CPR. Confirmed 01/EFinse

Partcipative Management Confirmed Q21009
CPR

Pending Approwal MNeeds Approval

Introduction to Microsoft Excel Confirmed 0&/01409

LS survey Confirmed Launch Mow

Pending Approval MNeeds Approval

Basics of Eligibility

Harn | wy Loarnivg | o Frotie fdd Learning
My Laarning Acthérin: 2 i ibili ) B
QL RNETI P ACEIOY M [MS Inquiry for Mon-Eligibility staff (30021031)
InProgress Learning
Learning Requests = =
wop ek
Appravek Inbox +
ey Tyue Instructor-led More Artian
Bascribdon Introdus tior Lo EMS, primarily fur EMS users tiat work in Child Support, Socisl Wark, | Ca 10 ln- Progress | eaming
Aisrnate Care, Medical Coerations or sny ollver area of the department that requires 0o
EMS loukeun capabilities, This sessin will concentrate on logging on and off of EM3, = —
basic nimigation within a case, using select AMEN func Bars, such as Name Inguiry, Bercurerst Obfwriog
Aasistance Unit and Client Inguiry and Client Participation, as well as learning how o View Conflrmation

lvok-ug an eligikfity worker's name and phune number fvia the File Inguiry Submenu - Export to Calendar
OMEN).

Main Learming Assignments Ansated Lsmming
— Click on the
[ e\ 7z
View all
H 77
Sessions

Lokeiiod Ridionenis Geias | s | M Tae O button
Modale  Assignment Type Requirement Detafls Completion States Completed On Actinns O

Sesslons  Sesslon Required Hat Evaluated PP ——

Home Ml
- (=5 icrosoft Internet Explorer provided b nt of =10
2 https://stg-ctims.ct.gov/Saba/Web_wdk /Main/| earn|ngjsessionTemplateDetailPopup.rdf?nﬂeringld=jl %I
Ay Learnic
i Session Detail: EMS Inquiry for Non-Eligibility staff I
In-Progres:
Learning R
Approvals |
Session Detail Print | Export | Modify Table
Session Name Date Start End Instructor and Room
Session 1 07/08/11  %:00 3:00 1- Instructor: Wendy Thomas; Primary Classroom: 12th
AM PM Floor PC Lab
> Naote: All times are in (GMT-05:00) Eastern Time (US & Canada).
Session Time, _ _
Export to Calendar ) Cloze
Instructor &
Room
Assignment
| e e T R

(‘ @l m .
oL



WBT: Accessing a Web Based Training

Registration & Approval is usually not required to take a WBT offering.
First you must use a search mechanism to find the WBT Course.

The “Simple Search” as shown on page 4 is useful if you know the title or part of
the title of the WBT offering.

A “Category Search”, also shown on page 4, will show you all the WBT Offerings
and is accomplished by clicking the “Browse by Category”

link on your home page followed by clicking the “Web 1. Click the
Based Training” Category Link. “Browse by

Category” link

The example below
uses a “Category
Search” to find the
LMS User Functions Search: |
WRBT offering.

Advanced Search Browse by Category

|8 Mozilla Firsfox o=
1. From your File Edit View History Bookmarks Tools Help
« ” T r
Home Page hd c Q |:\|_, http://Ims.stag.ct.gov/Saba/Web/Main - ' Google P
CI | Ck the || Microsoft Outlook Web Access x| | | Microsoft Outlook Web Access = | || http://Imssta...Saba/Web/Main x | -

“Browse by
Category” link.

J‘? My Calendar  [Z) My Account @ Help [ g Log Out Welcome St *

Making‘a
Difference

Home My Learning My Profile

2. Click the “Web .
Based Training” My Learning Learning Catalog |
H Catalog
link.

Search

m

Browse Administrative Professional Series BRS Series
- Evaluations & Surveys
SCFO" If necessary to Enroliment Order History Child Support Series Computer Series
locate the WBT course Secondary Enroliment Approvals
you want to take. Eligibility Series o General Studies Series

Management Series O Resource Series

Social Work Series

2. Click i
Web-Based Training the “Web il
a (o Based |
Training”

link



Accessing Web Based Training - Page 2 — Continued

3. Click the “Launch” link. The WBT will give you instructions to proceed with the

course.

If you can’t finish the
course, exit and the
WBT offering will be
available on the

“My Enrollments”
section of your Home
Page if you have not

completed the final quiz.

(Note: Important
information about
accessing WBT
courses after you
have started one and
have taken the final
quiz is listed below)

@ Mozilla Firefox @@
File Edit View History Bookmarks Tools Help
@ - 2y ([ http://ims.stag.ct.gov/Saba/Web/Main + | {[Cl+| Google P

| Microsoft Outlook Web Access

My Learning
Catalog

Search

Browse
Evaluations & Surveys
Enrollment Order Histary
Secondary Enrollment Approvals

Done

% || Microsoft Outlook Web Access

Learning Catalog

Top-
Web-Based Training

Configure

Delivery Type [All

Title

Save Search Query

Learning Offerings

Print %é;): Modify Table
Course ID Title Delivery Type Start Date End Date Session Location Facility Current Enroll Max Enro (o Register

055002 LMS  Web Based
survey Training

|_| http://ims.stag....v/Saba/Web/Main x

link

3. Click the
“Launch”

0.00 Launch
usp

= | Submit a Request

=

Accessing a WBT course that you have taken the final quiz, but did not
receive a passing score, follow these steps:

ahwbhpE

o

Click on the My Transcript selection in the left hand navigation.
Locate the WBT course you want to retake the quiz.

Login to the DSSLearnCenter. The DSSLearnCenter home page will display.
Click on the My Learning tab. The My Learning page will display.

Click on the View Content link found under the Actions column. The Progress

Report for Simplified Reporting page will display.

Under the Results by Module section, click on the Launch link under the

Actions column. The course will launch in a new window.



Dropping an Enrollment/Offering

If you haven’t already, Log In with your employee number and password.
1. Click the “My Learning” Tab in the top left section of the screen.

2. You'll see offerings you are currently enrolled in and a “Drop” link. Click the
corresponding “Drop” link to drop the offering.

:/ /Ims.stag.ct.gov,/Saba,/Web/Main - Microsoft Internet Explorer provided by Departme - Ellzl
File Edit ‘“iew Favorites Tools Help | f','
. . N - = = —
GBack M 7 I \ﬂ @ | Search \‘;/\(:’ Favorites ‘i = E - M ii

Address I@'] http://lms.stag.ct.gov/Saba/Web /Main j Go ‘ Favarites |@ -

Welcome Patricia £
Tartaglino

P f‘ My Calendar Ey My Account
o)
sabar

@ Hep I Loz out

Go To: IHnmE

y

.
HDIO Qly Learning iy Profile

2. Click
the “Drop”
Link

1. Click
the “My
Learning”

My Learning My Enroliments
My Enrollments
Moy Curricula

Tab Wiew Enrollments by | 4
Moy Transcript
Catalog My Enrollments it le
Evaluations & Surve
b Title Delivery Type Facility  Attempts on Content Status Acto
Enrollment Order History . ) )
Intro to dtedical  Instructor-led Mew Confirmed \ﬁegrogress
Secondary Enrollment Approvals
Programs Haven Drop
P
T http://Ims.stag.ct.gov,/Saba/Web/Main - Microsoft Internet Explorer provided by Department of Soi o ] 53
Fle Edk View Favortes Tools Help | &
Gaa(k - @) ﬂ |§‘ 7;\, ‘ /V\SEar(h \j’\?Favurites 43| e = @ i
Addvess [] https//Ims.stag.ct.gov/Saba, Web/Main B ‘Favomes|%§‘g =
‘@1 My Learning Drop Offering: Managing a Lush Lawn =
Jiy Enrollments
Jihy Curricula
My Transcript
Drop Charge 0.00 USD
Catalog
Ewaluations & Surveys Title fhanaging a Lush Lawn

3. The Drop Offering Screen will | o ees | oo Istructar-L=d

Secandary Enrallment Appravals

appear and you will have to ¢

3. Click

- “ ” Start Date 03/02/0%9
Scroll Down and C|ICk. Drop - I “Drop”
a second time. You will get a Woresday, 930 - 12:30

again
“Registration has been Location Hew Hven

Language English
su CceSSfu I Iy d rop ped Description Getting rid of weeds, pests - the organic and not SDO
message” on the next page

Abstract Getting fd of weeds & pests

that displays. oss ) s
o

If you change |‘.at =
your mind, click

the “Register”
button on this @ el -Tiar o b P el Wit et
next page.

-
M Administrative Hearings for Social Work Staff (00022519) L]

Resister Back

Detivery Type Instructor-Led Hore Actions

Beseription This course emphasizes the interrelationships among those invabved in the
Administrative Hearing (AKA “Fair Hearing”) process at DSS - from the client’s we serve,
t0 Eligibility staff to Administrative Hearing Officars, Includsd in the courss are an
introduction to the basics of the Administrative Hearings Process, review of Request Offering
administrative law and “due pracess,” process mapping of the entire administrative

e St P A o e o b o s il et A Seital

N D) 10
_J,:_/'_/

Go to In-Progress Learning
Add to Plan

EL e R




Learning Requests

Can’t find an offering of the course you're interested in? OSD now has the ability to

electronically track requests. When enough interest exists and resources are
available, OSD will use this tool to schedule offerings.

The DSSLearnCenter allows you to request that training be scheduled for any
existing course through a feature called “Learning Requests.”

For example, let’s say you want to take a Microsoft Access offering, but the course
is either not currently offered or is not offered on a convenient date or is not being

delivered in a convenient
location.

1. From your Home Page
click the “My Learning”
tab.

Click the “Learning
Requests” option on
the left side of the
window.

3 http:/ /Ims.stag.ct.gov/Saba/Web/Main - Microsoft Internet Explorer provided by Department of So

=loj x|
&

Fle Edk View Favortes Tools Help

Qoack - ) - (%] [F] | ) search 5% Favorites Q}‘ - :_\7 - )

Address |@ http:/ /Ims.stag.ct.gov,/Saba/Web,/Main

= B s |Favuntes|@ -

Google [Cl- |60 4@ E% ~ | €% Bookmarks~ Ehoblacked | % check + () Settings~
Y7 - © = [wieb Search ++ [F Bokmarks= [ settings = ‘ B mail ~ i My Yahaa! ~ ‘ B answers - »
[ e :fflms.staq‘ct‘qnvaahatWa...|/m‘ %]
- el
J5 my calendar FU My Account @ Hew @ Proxy Mode I Logout
Ret

Home iy Laamng My Profile
.. =
Configure This
& Announceme

Search: |
Advanced Search Browse by Category

No items found

DsSLearnCenter!

Return to the Main Page - click
http: S fienar, ot dss, net fearncenters

|

My Learning Activities

H
Home | MyLearning | by Profile

My Enrollments
My Enrollments

My Transcript View the courses that you are currently enrolled in.
(@) My Curricula In-Progress Learning
g In-Progress Learning

© Learning Requests

Approvals Inbox

My Enrollments

Title Sessions Start Date Location Fi
Administrative Hearings for Social Thursday,  09/15/11 Erdgeport D
‘Work Staff 9:30 - B

3:30 R

c

dss=TEST AT Monday, 07/18/11 Hartford D
1:00 - c

11



Learning Requests — Page 2 — Continued

3. Click the “Next ” Button.

Home | MyLearning My Profie

My Learring Acthities Sebect Type of Requaest to Submit
In-Bresgrmes Lanring

Learning Requests

My Requeats X

Apprevils Inbos

4. To bring back results you will need to type in part of the first few characters of
the title of the course you are interested in signing up for in the “Search” text
box. In this example, Access begins with the word Microsoft so you would just

type in “Microsoft”.

Home My Learning

My Learning Activities
In-Progress Learning
Learning Requests
Submit Request

My Requests

Approvals Inbox

iy Profile
Find Course for Learning Request @
O
o
°
Title Imicrgsgﬂ Kevword
Available From == | @' Discontinued From =
Category fi’ Competencies
Version | D
Field of Study | &

Configure | Save Search Query

Search
o

o

: ) @)
Print | Export .‘-’uod1f‘.‘TabIe(f‘(-

5. Click the “Search” button.

12



6. The Screen below displays that there are several Microsoft Access Courses, for
example, Access Forms, Access Macros and Access Reports. Click on the box
under the Select column next to the course you would like to make a learning
request for.

Hame |y Loarning |y profilc

fivy Learning fotivities Find Course for Learning Request
In-Progress Learning

Learning Requests

Submit Request i ImlchSDﬂ Hepword | o &
My Requests Available From == I @ Discontinued From == I @
iopinvasinao: Category | 3, @ Competencies | Q @
Version I (o] I
Field of Study | &
= —
Configure | Save Search Query Search |
Print | Export | Modify Table
Select Title Version

Mlcrosoft Access: Advanced (DS5)

Microsoft Access: Forms {D55)

Microsoft Access: Intermediate (DS5)

Microsoft Access: Introduction (D55)

Microsoft Access: Macros (DS5)

Microsoft Access: Reports {D55)

Microsoft Excel: Advanced (D55)

Microsoft Excel: Advanced Formulas {DS5)

Microsoft Excel: Charts and Pivot Tables (D55)

Microsoft Excel: Functons and Formulas (DS5)

Microsoft Excel: Intermediate (D5S5)

Microsoft Excel: Introduction {D5S)

Microsoft Excel: Introducton/System 7 Downloads

HEEEEEEEESEEEES

Microzoft Excel: Macros (D55)

OSD w



Learning Requests — Page 3 — Continued

7. The New Learning Request screen displays
Select the Delivery type

a.
b.

o

Use the Calendar tools to specify a date range if there is a

preference.

Look up the location and/or facility preference
Type a note to clarify any information or possibly even request
a course that might not be offered at the current time.
Click the “Save” button.

My Requests
Approvals Inbox

Haome My Learning My Profile |

iy Learning Activities New Learning Request
In-Progress Learning

Learning Reguests

Title

Submit Request

Person

Delivery Type

Requested Start On/After
Requested End On/Before
Location

Facility

Motes

or 7
Microsoft Excel: Introduction (DSS) i

320169

IInstructor-Led j

|

&

Hartford ’ij

DSS Hartford Regional Office &
[E=
[/

Save Cancel

14



Proxy Responsibilities

If you have been assigned to cover someone as a proxy you will be able to approve
or deny training requests with the instructions below as long as the person you are
covering for made you a proxy while they were logged on with the correct date
ranges. It's important that you approve or deny soon after email notification
because that seat in the session is being held.

Log in to your DSS
LearnCenter as you

normally would with your

own employee number
and password.

1. Click the “Proxy Mode”
link in the top center
area of your screen.
(This link will only
display if you have
been assigned as a
Proxy)

You will see the
screen to the right
with the person’s
name that you are
covering. Click the
“Select” link to the
right of that person’s
name.

You will see the
“Team Enrollments”
section in the bottom
right corner of the
screen as shown to
the right.

[T mycaendsr @ meaceoum @ vep @ prowymose B Lopow
. IMaking & °
- “Difference OO
Home by Leaening |y Erofile YT —

Welcome to the DSSLearnCenter! [

Razurn to the Main Page - chick Mep: bwa. stdie cat lascneassar!

Contacts and Tips!! LD
Panding Approval

dnr Hon:Aduk Spesiatives Pending Appresal

Far Help Contact

Detbie Bloedin, Registrer maito:debbie blondr@er gov B6h434553)

Dicle Ualash, Administrater madtodisle balashi@ct goy (B0-4-5561)

Nad Grayeb, Admiristrtermuiie ned groveler g B50-045552)

To Search for Course Offerings, you have a few options!

1) Enter in sy part of the couse name in the searc feld in the Catulog Sbearch hox and he Go to
dapluy sHerings that have the chiricters entered in the name or deseriptian.

erirggs by D50 Catalog Serims; far mearels,
ot

39 CHek on the Rresen By Category Bk b

Eligiikey Snrin Canputes §

1) Cick on the Advanced Search Ink tn enter in parameters to narrow your search; for example, mart
dute, fac

40 dust elich 5O 1a sy o1 avalable 05D offerings

Welcome Terry Hanager

re [Homa -

Hands Appraval

Neads Appeoval

(444 Lasreing

HEIECT FIesy Role

Select a person to act on behalf of,

Assigners

Actions

o°°
Select

Hame

Terry ihanager

I_ I_ I_ I_ I_ 4 Internet

|€| Done

15



Proxy Responsibilities — Page 2 — Continued

3. If any of the employees have the “Needs Approval” link to the right of their
name click it once.

il

‘2 Team Enrollments
Hame Total Offerings

Don Employee 4
Mary Employess &
Thelma Employesl 4

7

Tom Employesd Meeds Approwal

o
(@]

@ A4dd Learning

4. As shown below, you will see the enrollments for that employee and you will
have a choice to click the “Deny” link, or the “Approve” link for each offering. If
there are multiple enrollments you will also have an option to “Approve All” or
“Deny All”.

Enrollments: Tom Employeed

Wiew Enrollments by I Pending Apprwal j Profile Quicklinks
Certifications

curricula
Enrollments Print | Export | Modify Table  competencies
Title Delivery Type Start Date Location Facility Status Actions Package  Enrolments
Managing a Instructar- 0902509 Mew D55 Mew Hawen Pending Drop M ]
Lush Lawn Led Haven Regional Office Approval o Deny Continuing Education Status
Profile Snapshot
%0° Approve - P
Learning Plans

Approve Al || Deny Al

16



Proxy Responsibilities — Page 3 — Continued

Exiting Proxy Mode

You might notice that while you're in “Proxy Mode” you can’t see your own
enrollments or register for offerings. You must “exit proxy” mode.

1. Click the Proxy

File Edik View Favorkes Tools Help

/i hitp:/ /Ims.stag.ct.gov/Saba,Web/Main - Microsoft Internet Explorer provided by Department of Social Gervices

PRETET |

.
|

Mode” link on

the top of your

S
screen saba

TeamHome | #yTeam | Team Learning | Reports

2 Announcements

DSS Manaser Announcements

Please be sure to approve all learmner requests in a timely manner, Please check your Team
Enraliments for any pending nrolment approvals,

Please repart any changss in staffing to: Debbie Blondin, Registrar
mailto:detbis.blondin@ct gov 860-424-5663

2 Team Cataloe Search

Qrect - O - (x] @] D semn Srrmes @) (3- L [F- A H
address [ €] http:/ fims.stag.ct.gov/Saba/Web,Main = Ece ‘Favontes ‘% -
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