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

If	
  you	
  are	
  using	
  the	
  College	
  of	
  Direct	
  Support	
  and	
  are	
  unable	
  to	
  get	
  drop	
  down	
  
menus	
  when	
  you	
  click	
  on	
  the	
  main	
  menu	
  bar,	
  there	
  may	
  be	
  a	
  compaHbility	
  issue	
  
with	
  your	
  Internet	
  Explorer,	
  you	
  may	
  have	
  a	
  different	
  version	
  than	
  the	
  one	
  required	
  
to	
  use	
  the	
  system.	
  
Try	
  the	
  following	
  steps:	
  
On	
  the	
  top	
  of	
  your	
  web	
  page	
  go	
  to	
  “tools”	
  	
  
click	
  “compaHbility	
  view	
  seQngs”	
  	
  
a	
  pop-up	
  window	
  will	
  appear	
  
check	
  the	
  box	
  that	
  says	
  “display	
  all	
  websites	
  in	
  compaHbility	
  view”	
  	
  
click	
  the	
  “close”	
  buSon.	
  	
  
The	
  page	
  should	
  refresh	
  automaHcally	
  (if	
  not,	
  then	
  click	
  refresh)	
  

For technical assistance, email: CDSTA@rutgers.edu
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For technical assistance, email: CDSTA@rutgers.edu

The College of Direct Support offers online learning and education to provide the Direct 
Support  Workforce with more opportunities to strengthen the knowledge and skills needed 
to support  people with disabilities. The goal is to provide a variety of opportunies to support 
the careers of  direct support professionals. 
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For technical assistance, email: CDSTA@rutgers.edu

Login information

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

User ID: first letter of your first name, full last name(s), last four of your social security number 
(Ex: Joe Schmoe will be JSchmoe1234 OR Joe Schmoe-Brown will be JSchmoeBrown1234.
No special characters, spaces or hyphens.

Password: hello
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For technical assistance, email: CDSTA@rutgers.edu

Once logged into the system, you will see your personal page information. All of your privileges (both 
admin and personal) can be accessed from this page. You can access your admin page by clicking on the 
"Home" button on the blue menu bar.
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For technical assistance, email: CDSTA@rutgers.edu

Your administration home page will have a different shortcut buttons down the center of 
the screen. The blue menu bar remains the same on both your personal and admin pages.
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For technical assistance, email: CDSTA@rutgers.edu

After you log into the system, you can change your password. The new password should be 

something memorable only you would know. Remember, you should not share your password with 

anyone. Click on the "My Account" link in the upper right hand corner of the page.
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For technical assistance, email: CDSTA@rutgers.edu

Under your profile page, you can change your email address and password. 

Click on the "Change Password" link.



22	
  

For technical assistance, email: CDSTA@rutgers.edu

Enter the required information then click "Submit".
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It is important to remember that learners cannot be deleted from the system. If there
is an error in the learner ID, please contact the CDS Central Administrator: 
CDSTA@rutgers.edu 

IMPORTANT:
Required Fields according to the Division of 
Developmental Disabilities in the state of New Jersey:
Learner ID, First Name, Last Name, Facility, Department and Hire Date. All other categories 
are optional.
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When creating user IDs, you must adhere to the New Jersey Department of Developmental 
Disabilities naming mechanism: 
first letter of their first name, full last name and last four digits of the social security 
number. 

If you make an error when creating user IDs please email the staff’s full name and the last four of 
their social security number to the Central Administrator: CDSTA@rutgers.edu. If you get an 
error message informing you that the learner already exists in the system, please notify the 
Central Administrator: CDSTA@rutgers.edu.  
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Once a learner is entered in the system, you can assign him/her lessons and then track and report 
on e-learning (online training) and classroom training.

Click on Learners then Add a New Learner

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

IMPORTANT: Required Fields according to DDD:
Learner ID, First Name, Last Name, Facility, Department and Hire Date. 
All other categories are optional.



26	
  

For technical assistance, email: CDSTA@rutgers.edu

Naming Format: 
First letter of their first name
Full last name
Last four digits of their social security number Ex: John Doe, with social security #: 1234 
User ID example: JDoe1234

IMPORTANT: Required Fields according to DDD:
Learner ID, First Name, Last Name, Facility, Department and Hire Date. All other categories are optional.

Sub Department, Jobe Code and Verification Code are different ways of sorting/grouping staff in the 
system. You can use any combination of numbers and letters to create unique identifiers for staff you 
have primary access to in the system.
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For technical assistance, email: CDSTA@rutgers.edu

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

Note: Learner IDs cannot be changed once they are saved.
If you made a mistake with the learner ID, please email the CDS Central Administrator: 
CDSTA@rutgers.edu.
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For technical assistance, email: CDSTA@rutgers.edu

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

Email the CDS Central Administrator: CDSTA@rutgers.edu for secondary/manager zone access rights to the 
staff in the system.
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Wednesday
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There may be an occasion when you will need to change some learner information (this does not include 
the learner ID). This could include changing the Learner’s last name, changing the Learner’s status 
between active and inactive, etc…

From the menu bar, click Learners then Lookup Learners

The Manage Learner’s page will open.
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For technical assistance, email: CDSTA@rutgers.edu

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.

You can also use the “%” (percent sign) and click show results. This will yield all learners in the system to 
whom you have access.

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

Click the Edit button that corresponds to the learner information (This option is only available for staff you have 
primary access to in the system)
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For technical assistance, email: CDSTA@rutgers.edu

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

Note: User ID cannot be changed once created in the system. If there is an error in the 
learner ID, please contact the CDS Central Administrator: CDSTA@rutgers.edu

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



34	
  

For technical assistance, email: CDSTA@rutgers.edu



35	
  

For technical assistance, email: CDSTA@rutgers.edu

From the learner look up page, you can also view the learner’s  transcript. Click on the Transcript icon.
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You can print specific information from the Learner’s transcript. Learner transcripts can include E-Learning, 
Classes & Events, Ontrack, Checklists, Acknowledgements and Discussions. You may choose to print 
transcripts that reflect all or one of these options. 

To view all past and current trainings you will need to change the status on the transcript. From the status 
bar select All Current and Archived from the selection then click Go. The page will refresh and all training both 
past and present will appear on the staff transcript. 
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You can also send an email to the learner from the learner look up page. These are non-response emails. 
Learners will not be able to respond to the emails, but you can send them important information about 
their job, the agency, or assigned training through the system.

An email icon will only appear if the learner has an email address attached to them in the system. 
Click on the email icon.
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For technical assistance, email: CDSTA@rutgers.edu

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

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

Complete as you would an ordinary email, then click Send.
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For technical assistance, email: CDSTA@rutgers.edu

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

From the menu bar, click Learners then Look Up Learners
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For technical assistance, email: CDSTA@rutgers.edu

Enter all or part of the Learner’s last name then click Search. A list of one or more 
Learners displays. Select the Learner whos status you wish to change then click the Edit 
button.
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For technical assistance, email: CDSTA@rutgers.edu

The page will refresh with the Learner’s information. Click the Make Inactive button. A pop up 
window will appear :Are you sure you want to change the status". Click "OK".

The Learner is now inactive in the system.
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For technical assistance, email: CDSTA@rutgers.edu

A message will appear in green at the top of the page indicating that your request has been processed 
successfully. 
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From the menu bar, select E-Learning — Assign Training
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Click Choose Individuals
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Type in all or part of a Learner’s last name, select the facility and department and click the 
“Search” button. 

All learners matching your search criteria will appear below.

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

Click “OK” button. 
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For technical assistance, email: CDSTA@rutgers.edu

The selected Learner(s) will appear below.
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For technical assistance, email: CDSTA@rutgers.edu

If you click on an individual learner ID, you will see all lessons already assigned to the staff. A 
pop-up will appear with the lessons included in the module. You can choose to remove some or 
all of the lessons/course or reassign. If not, click Close Window.
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For technical assistance, email: CDSTA@rutgers.edu

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

Once a learner has been assigned a module or lesson they will receive an email confirming 
the assignment. 
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You will also receive a confirmation above indicating that your request has been processed 
successfully.
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Ontrack will be used to enter historical training information for staff and manage recurring 
requirements for training and licensing such as CPR and First Aid certification. 
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From the menu bar, select Classes & Events — Ontrack — Learner Enrollment.
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Select the radio button for how you want to search for a Learner: Last Name, Learner Id, Group Code, 
or Job Code.

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

Click the “Show Learners” button.  One or more Learners display in the drop-down menu below. 
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For technical assistance, email: CDSTA@rutgers.edu

From the “Select User” drop-down search results, select the Learner from the drop-down 
and then click “Show Results” button. 
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For technical assistance, email: CDSTA@rutgers.edu

Click the Add New Item button to assign the selected item to the selected learner.
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From the Training Item drop-down, select an enrollment item to assign the selected Learner. The training 
items are listed alphabetically in the drop-down. 
Pre-Service – CPR
Pre-Service – First Aid
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For technical assistance, email: CDSTA@rutgers.edu

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

Enter the following information as needed.

Scheduled Date: Enter the date the item is scheduled to be 

completed. 

Complete Date: Enter the date the item was completed. 

Check the “Completed” box.

Click on the “Insert” button.
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For technical assistance, email: CDSTA@rutgers.edu

Note: Once a an item has been marked as complete the option to remove the item from the 
learner record is no longer available.

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

Note: When the learner attends a re-certification training, the trainer will look up the learner and from 
the item list click the item name and complete the information required for the learner (new complete 
date, mark the learner as complete, then add a re-schedule date).

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

Click the Reschedule button.

Note: if the training does not need to be taken again. You do not have to assign a reschedule date. 
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For technical assistance, email: CDSTA@rutgers.edu

Enter a reschedule date based on the original date. Then click Reschedule.
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The completed date displays along with the repeat of the item with a new due date will now show on 
the screen.

You will also receive a confirmation above indicating that your request has been processed successfully. 
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Steps to Remove a Single Learner from an Item 
From the menu bar, select Classes & Events — Ontrack — Learner Enrollment.
Search for the individual Learner that you want to remove items from.
Select the radio button for how you want to search for a Learner: Last Name, Learner Id, Group 
Code, or Job Code.

Enter your selection in the text box (e.g., Learner’s last name), then click show learners. One or 
more Learners display in the bottom in a drop-down menu. 
Select the Learner from the drop-down.
The learner’s Ontrack information will appear.
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Click the Delete button to the right of the ‘Item’s Name’ you which to remove from the learner. 

A pop up window will appear asking “Are you sure you want to delete?” Select “Ok”.
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The page will reload and the item will no longer be listed for the learner.

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