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Introduction

This Learner Guidebook will prepare you to navigate the DSA Learning Management
System (LMS) as a learner seeking development opportunities. From this guidebook, you
will learn how to:

Access and navigate as a Learner within the DSA LMS system (DSA Academy)
Access course and learning path information.

View your Learner information.

Request classes and learning paths.

Enroll, drop, and show interest in courses.

Print certificates and transcripts.

Things to Know

e Only access the DSA Academy using Google Chrome
e Enable pop-up blockers
e Only educational information of students is stored in the DSA Academy
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Useful Definitions

Event: Events are instructor-led training courses that contain general information about the
course, such as the description, the objectives, the vendor, and the subjects.

Session: Because there are typically many instances of one course (event) held at
different times and locations by different instructors, every event can occur at a variety of
times and places. These scheduled instances of an event are referred to as sessions.
Events do contain some default session information, such as the course prerequisites, the
course evaluation, and the registration procedures, but these defaults may be modified at
the session level.

DSA Academy Course Types:

Curriculum: A group of learning items, such as online courses, material, and
videos, that can be requested by users and assigned by system administrators. (i.e.,
curriculum for onboarding combines the training needed by new hires during their
orientation.)

Event: See Useful Definitions section of this document for description.

External Content: Content that exists outside of DSA Academy, such as YouTube
videos, books, and training courses.

Material: Various documentation such as a website URL or an uploaded file such as
an image, text document, or presentation document.

Online Class: Electronic learning course that can be completed within the system.
Playlist: Collections of learning content curated by users with permissions to create
playlists.

Video: Various watchable content that are created with video files or embedding a
video from YouTube.

Library: A collection of online courses.

Test: Serves to measure a user’s knowledge and understanding of a particular topic.
These can be requested or assigned.

Updated 1/18/2023: DSA Academy 5
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Access DSA Academy — Pre-existing
Accounts

If you have ever taken a class with the DSA Academy, you will already have an account in
our new LMS.

To log in to DSA Academy Click the following link https://learning-
dgs.csod.com/client/learning-dgs/dsa.aspx or copy and paste it in the browser address bar.

BRDSA ACADEMY

Welcome fo the DSA Academy Lesming Portal, Pleass sign
n b0 access your learming,

Login

Usemame

Fazgwong

Forgol Uibsmame

oo Q Fargot password?

Dot haws & Aee i sound Dkl hans .
DO v oGO eate an account CICK hiscel Please enter your Username or User D and an emai containing your password will be sent fo you.

L Login Credential
Maed Heip?
Plaase emaill DSALMESHELPZ0GS CA GOV

I'ii Aot & rabot

m

Step | Direction

1 Click on Forgot Password?

Type in your Login Credential (email address), press submit, and a password
reset email will be sent to you.
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Access DSA Academy — New Accounts

If you have never taken a class with the DSA Academy, you will need to set up an account
in our new LMS before you can register for courses.

To set up a new account click the following link: https://learning-
dgs.csod.com/client/learning-dgs/dsa.aspx or copy and paste it in the browser address bar.

BDSA ACADEMY

Welcome to the DSA Academy Leaming Porial, Please sign
N b0 ACCESS your learming.

Login
Usamama
Passwand
L J 3 ol
) Argady & uses? Login heie
Forgot Lisemame? LOGIM o E Rashuen bz Browaing ™ Clich hese
Fargot Passwond? i Fe |
" I'm ngt 8 oot

Don't have an account? Create an accound Click heral I

=

Al Sulser g YOUT negistration Chn ths U0 10 48 hours 10 FodEs.

MNeed Help?
Please email; DSALMSHELP@DGS CA GOV

Step | Direction

1 Click on Click here!

Please fill in your information. All required areas are marked. If you do not hold an AlA
or Professional License number, please leave those fields BLANK.

Click Submit. After submission of your information, it can take up to 48 hours for the
system to process.
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Resetting Your Password

To log in to DSA Academy Click the following link https://learning-
dgs.csod.com/client/learning-dgs/dsa.aspx or copy and paste it in the browser address bar.

Ty L Poral. Plsass Sign
Logn
-------
Pasd
La e
c Forgot password?
Inre Pheate enter your Unernamt of Uer 1D and bn emad tontamens your pldsundid will Be went 1y
i Lagin Credential
vaed Halp
Pigate emal DEALMSHELPEOGSE CA G
™
m nol & rabot
Froem
St Frickay, Saly I, 3021 8:43 AN
by Cancel
Sasbct: Pasvmnd Rasst Ragjusst
Cas -

e 1 1t e et Bod Phes [k g adomy | Maragarment Spitsim || L8]

IV RN MG bl <o LS

i s dwrirs thist Thes URL vk Fumalell Ter a0 i A T - buiis vialolity posoeal, clvihiing s vk wall ningite vis 16 & pags 8 which

W Mt EGET WEUT logn rame i pEnerain snd emal @ niew Bnk. Yo may slEs sekect the "Fonget Pamrward ™ Bink from the portal login page at
BTy BT 10 persmale o mew P e LS

Thin is sn sulomstios by geessrsted nzhifessos, ples da nek eply

Tk yos

DA Acydeemy

Step | Direction

1 Click on Forgot Password?

2 Type in your Login Credential (email address), press submit, and a password
reset email will be sent to you.
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Welcome Page and User Dashboard

As a Learner, your Welcome Page is customized to you and contains buttons and links to
DSA Academy’s many features.

BDSA ACADEMY

Welcome, to the DSA Academy!

"ECAS

VIEW COURSES VIEW TRANSCRIPT VIEW YOUR PROFILE

‘ii Cerfifications
Due Date Expiration

Your Action ltems:

BDSA ACADEMY

Walcome e the DEA Academy Leanning Center

I8 CBE B mnarn LA B e ot 1 Ciklp 11 Conifanion
Fesrma fabar, AR sl Bineion

Step | Direction

1 Click on View Courses to view the course catalog.
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BDSA ACADEMY

Welcome, , to the DSA Academy Learning Center

m| VIEW TRANSCRIPT VIEW YOUR PROFILE

Step | Direction

Click on View Transcript to view your transcript which displays your training
2 | and different actions and statuses. You can use the drop-down menu to view
Active, Completed and Archived courses on your transcript.

BDSA ACADEMY

Welcome, , to the DSA Academy Learning Center

Step | Direction

Click on View Your Profile to view your Universal Profile. You will see your Bio,
Transcript, Actions and Snapshot.
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6 Your Action lems
Mo Pending Actions

SUN MON TUE WED THU FRI SAT
27 28 29 30 1 2 3
4 5 & 7 2 k) 10

BDSA ACADEMY

Welcome, to the DSA Academy!

| ;
Y -
-7 /\ by |
VIEW COURSES VIEW TRANSCRIPT VIEW YOUR PROFILE

Due Date Expiration

4 g Certifications

Your Upcoming Sessions

View Transcript
{0 aproved raining selection(s))
[Registersd for O training sslection(s))

!: My Training
L,

6 - Oniline Training in Progress Mo Training Available @

No Training in Progress

o Your Interest & Waitlist Tracking

“ou have no waitisted sessions.
You have not indicated interest in any events.

Jun July 2021 Aug|

" 12 13 14 15 16 17
12 13 20 Fal 22 23 24
25 26 7 28 29 30 |
1 2 3 4 5 € 7

Step | Direction

Certifications displays your certifications, enabling you to track certification due dates,

4 expiration dates, and statuses. The certifications are displayed in order of expiration with the
soonest expiration date displayed first.
Under My Action Items is a list of courses or tasks that are due. You can click directly onto

5 the items to manage them. You may click on My Actions Items which will direct you to the
Actions Page. As part of the Universal Profile, the Actions Page displays all the user’s action
items.

6 Under Your Inbox (not a clickable link) is a list of items that require your attention. You can
access your Transcript by clicking on View Transcript.

7 The Online Training in Progress widget lists your most recent online training titles that are

in progress.
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Step | Direction

The Monthly Calendar displays the current
month with links to the previous and next month
8 at the upper corners of the calendar. Click on a
day of the month to be directed to the events
calendar for the month.

The Your Upcoming Sessions widget lists the Al v
9 user's upcoming ILT sessions in chronological Welcome 0
order, beginning with the session that begins , ,
Universal Profile
soonest.
The My Training widget lists your training, Learning v

10 | including assigned, required, in progress,

- . . View Your Transcript
suggested training, and child training items.

rT : : Events Calendar
The Your Interest & Waitlist Tracking widget e
1 lists the sessions in which your status is Learner Home
Waitlisted and events in which you have noted Learning Search
interest.

Interests and Waitlists

Global Search tool found on the top, right-hand

12 | side of DSA Academy. Click the magnifying ? Help e
glass icon to search for people or courses.

| (% Log Out | @

Click on the Show Navigation Menu. As a
13 | Learner, you will have the Home, Learning, Help
and Log Out menu options.

Click on the Home drop down menu which
brings you to your Welcome Page or your

A Universal Profile—which is the same as the
View My Profile button function.
Click on the Learning drop down menu which
B gives you access to View Your Transcript, go

to the Events Calendar, the transcript page,
Learning Search, and Interests and Waitlists.
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e View Your Transcript takes you directly to
your transcript.

« The Events Calendar is another learning
search function that allows you to see what
courses are offered in a calendar view.

« Learner Home is an interactive page that
is all about you! It is your learning hub that
facilitates a seamless learning experience,
allowing you to browse for and request
relevant training, search and filter for
specific training, and helps ensure
compliance by helping you prioritize and
take action on training you must complete.
Learner Home includes several features
which enable learners to easily select
subjects of interest, discover training based
on machine learning, and quickly access
and request new training.

o The Interests and Waitlists menu option
takes you to your interested and waitlisted
courses.

Home

Welcome

Universal Profile

A

Learning
View Your Transcript
Events Calendar
Learner Home

Learning Search

Interests and Waitlists

Q

The Help link directs you to the Online, context-
sensitive Help website. Help will take you to a
topic that provides information about the DSA
Academy page you are currently viewing when
you clicked Help.

/NOTE: Online Help opens in a

separate tab from DSA Academy. You
won’t lose your place in DSA Academy
when clicking on Help.

Click on the Log out button.

iz C.
o 10

Updated 1/18/2023: DSA Academy
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Access Online Help Link

DSA Academy has a built-in help link to assist you in understanding the system, or terms
used. The Online Help website can be accessed by clicking on the Help link. Below are
steps on how to access the Online Help link while viewing the Welcome Page.

BDSA ACADEMY

Welcome, , to the DSA Academy Learning Center

Welcome

Universal Profile

= 2 Your Upcoming Sessions Learning b
e .
ey i
appre Lrai ni
R or 0

No Sessions Scheduled

5 £ My Account
Welcome to Online Help

® Log Out

4
B— y
(T ]

tep | Direction

1 Click on the Show Navigation Menu from the Welcome Page.
2 | Click on Help.
3

4

Type keyword in Search box- (i.e. Transcripts).
Click on magnifying glass or hit enter to access results.

Additionally, the Help link is associated to the page you are viewing in DSA Academy. For
example, while viewing the View Pending Requests page in DSA Academy, by clicking
Help, you will be directed to the Online Help site which covers information specific to the
Pending Requests Report.
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Use Global Search

DSA Academy has Global search function that will allow you to search for a course.

BDSA AGADEMY

Welcome, , to the DSA Academy Learning Center

BDSA ACADEMY Q, Project Insp

TRAINING

’ Project Inspector Overview |

‘ Project Inspector Overview

Welcome, , to the DSA Academy Learning Center

Step | Direction

1 Click on the magnifying glass icon to bring up search bar.

2 | Type in the name of the course (i.e. Project Inspector Overview).

3 | Select the event when it auto-populates.

You will be brought to the selected event.

CURRICULUM

CURRICULUM

Project Inspector Overview

Project Inspector Overview

Last Updated 06/15/2021 Duration 5 minutes

Details

The Project Inspector Overview (PIO) is offered through this learning management system (i.e.,
Blackboard). This PIO is an on-demand course. DSA certified project inspectors must complete the
course within their four-year certification period meeting one of the recertification requirements
(completion of the Recertification Seminar and successfully passing the Recertification Examination
are the other requirements). Unlike the previous two-day in-person class offering, this PIO contains
almost 24 hours of video content plus quizzes throughout. Please plan your schedule accordingly
and DO NOT wait until the last minute!

This PIO provides a summary of the key knowledge areas affording project inspector competency of
the rules, regulations, standards, procedures and inspection techniques associated with public school
construction projects under DSA jurisdiction. There will be an emphasis on inspection and
documentation of construction items associated with:

Updated 1/18/2023: DSA Academy 15
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View Action ltems

Action items are activities that learners need to address with respective due dates. When

you have Action items, they will be displayed in this Your Action ltems box on your
Welcome Page.

’L) Certifications

L
Due Date Expiration
Your Action ltems
No Pending Actions
o -
Visw Tranacrigt No Sessions Scheduled
(0 approved training selection(s))
for 0 training selection(s))
\h My Training
Bio ¥ Transcript Actions ¥ Snapshot
o > > Actions

Actions

Description for this tab displays here. This is html friendly and can be configured in the Universal Profile General Preferences.

‘ Show All ¥ By Due Date ¥

" ShowAll

Certification

Events and Sessions

) : DGS Service Portal Mark Complete ~ ~
Training Status: Registered

Training Forms

o= View: MS Excel and Statistics (Starts 4/8/2021) View Training D... +
. Due: No Due Date  Status: Registered

Step | Direction

1 | Click on Your Action Items in the blue header on Welcome Page. Action Iltems will
be listed below in the box as a dashboard view.

2 | Click on Show Al for full list of Action Items. Note: To search by due date, click on
down arrow next to By Due Date.

3 | Click on View Training Details (for specific area you are wishing to access) to see
the Training details for that action item.
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Manage Action ltems

When you have action items, you can manage them directly from the Welcome Page. You
can launch a course or complete your training from the Your Action Items box.

You can Launch curriculum, Mark Complete learning objects such as video or materials
you have watched and read, or View Training Details.

s
VIEW COURSES VIEW TRANSCRIPT

Actions

Certifications

n Description for this tab displays here. This is html friendly and can be configured in the Universal Profile General Preferences.

Actions Requests

Show All ¥ By Due Date ™

Your Action ltems

Launch: Air-Purifying Respirators (English)
=

- Due: No Due Date  Status: In Progre:

Open Curriculum ¥

—  Open: Microsoft Excel Super Skills
g Due: No Due Date  Status: In Progress

4. Mark Complete: DSA Demo Material CpEn o
f | DuciNoDucDate Status: In Progress

Step | Direction

1 Click on the blue header, Your Action ltems.
Click either Launch, Mark Complete, or View Training Details (i.e. Mark
2 Complete on the DSA Demo Material). The training material is now removed from

your Actions Items list.
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View Training Details on Transcript

Relevant details for training classes can be easily accessed from View Transcript on the
Welcome Page, providing you with a wealth of information including cost, contact, and
training provider.

1

VIEW COURSES | VIEW TRANSCRIPT | VIEW YOUR PROFILE

Q ) > Transcript

Transcript: B

Use the transcript to manage all active training.

Active ¥ By Date Added ~ All Types ¥ ‘ Search for training

Search Results (2)

f‘. Due: No Due Date  Status: Registered
~

Launch

View Training Details

Congratulations Request Exemption

- Due: No Due Date  Status: Pending Approval ) .
Move to Archived Transcript

Step | Direction

1 Click on View Transcript from Welcome Page.

2 | Click on Launch next to the learning object (i.e. DSA Demo Material).

3 | Click on View Training Details.

Updated 1/18/2023: DSA Academy 18
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View your Training Certificates
Your transcript is your one-stop shop where you can find all the courses you have

completed, pending, the details of the course, where you can review a course you have
already taken and where you can find your training certificates.

Q > > Transcript
Transcript:
Use the transcript to manage all active training. @ > > Transeript

Transcript: E]

Use the transcript to manage all active training.
Active ¥ By Date Added ¥ All Types ™

"  Active
Completed ¥ By Completion Date ¥ All Types ¥ ‘Sea\ch for training |
Archived Search Results (1)
e DSA Demo Material ‘i
"‘ Completed: 4/13/2021 Status: Completed
Step Direction
1 Click on View Transcript.
2 Click down arrow on Actions to show menu.
3 Click on Completed.
4 Click on View Certificate.

Updated 1/18/2023: DSA Academy 19
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Archive a Training on Transcript

If your transcript begins to contain too much information, you may move older training files
to an archive area to display only current trainings and course verifications. Don’t worry!
Your courses are still retained in the system, they are just removed from your view.

> > Transcript

Transcript: E]

Use the transcript to manage all active training.

fb > ) Transcript
Active ¥ | By Date Added ¥ All Types ¥ Search f Transcript: | |

«  Active

Use the transcript to manage all active training.
Completed

Archived

Completed ¥ By Completion Date ¥ All Types ¥ | Search for training

Search Results (1)

o i
o | Completed: 4/13/2021 Status: Completed
o

Launch

View Training Details

Move Training to Archived Trans(
5

You have Indicated that you would like to archive this trainin
training from your Active Transcript into your Archive transcript. The purpose of the
Archive Transcript is to store training that the user no longer needs to access. The act of
moving training to the Archive does not remove any responsibility the user may
have in completing this training.

6

CanCEI

Step | Direction
1 Click on View Transcript.
2 | Click on the Active dropdown menu.
3 | Click on Completed.
For selected learning object (i.e.- DSA Demo Material), click on down arrow to
the right of Launch.
Click on Move to Archived Transcript.
From the warning box pop-up, click on Archive.

oo b
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@ >

» Transcript:

Transcript:

Use the transcript to manage all active training.

i Active ¥ By Date Added ~ All Types ™ Search for training

| v

Active ‘
Completed ‘

Step | Direction
7 Click on Active down arrow.
8 Click on Archived to show archived files.

Updated 1/18/2023: DSA Academy
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View and Print your Transcript

DSA Academy allows you to view and print your transcripts on-demand. This is helpful if
you transfer to another agency and want to bring records of your professional development

with you.

1

VIEW COURSES | VIEW TRANSCRIPT | VIEW YOUR PROFILE

View Team 13 ‘ ‘ -

Transcript:

Use the transcript to manage all active training.

Search for training

Active ¥ By Date Added ¥ All Types ¥

v Active -

[ G 1] | Transcript .
agram (UAT Curricul
Archived e Date  Status: Registere Use the transcript to manage all active training. ——°L

Export to PDF

‘ View Team 3 ‘

Print Transcript

Completed ¥ By Completion Date ™ All Types ™ | Search for trainin

Search Results (17)

DSA Demo Video Evaluate
I » I Completed: 4/13/2021 Status: Completed

Copyright and Trademark Laws View Training D...
l Completed: 4/13/2021 Status: Completed

II

Step | Direction

Click on View Transcript.

Click on the Active down arrow and click on Completed.
Click on the ellipsis to open menu.

Click on Print Transcript. Your transcript will display.

AWN =
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Completed Training:

Completion Date:

DSA Demo Video Video 4/13/2021 Completed
Capyright and Trademark Laws External Training 4/13/2021 Completed
Lean Six Sigma Green Belt External Training 471342021 Completed
Implicit Bias External Training 11/18/2020 Completed
SharePoint for Web Authars External Training 9/28/2020 Completed
SharePoint for Web Authors External Training 8/31/2020 Completed
Ethics Training (Starts 6/15/2020 8:00 AM) Session 6/15/2020 o Completed
DGS Service Portal External Training 11/25/2019 Completed 5
Leading at the Speed of Trust External Training 11/13/2019 Completed
DGS Service Portal External Training 10/15/2019 Completed
DGS Service Portal External Training 9/27/2019 Completed
z/s::/a;;a;a;;rg:\;)and Workplace Violence Prevention AM (Starts Session /142018 5 Completed
Basic Supervisory Training — week 2 (Starts 6/10/2019 8:00 AM) Session 6/14/2019 o Completed
Basic Supervisory Training — week 1 (Starts 6/3/2019 8:00 AM) Session 6/7/2019 o Completed
EXECUTIVE LEADERSHIPP FORUM External Training 5/3/2019 Completed
ABMS/PAL FOR SUPERVISORS External Training 3/20/2019 Completed
NEO CLASSROOM External Training 3/14/2018 Completed
Back

Step | Direction

Click Print. Your print-preview will display. Your transcript can now be viewed and
5 | printed.
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View your Bio

You Bio has information about you.

|
| Note: Bio can be accessed from your Welcome Page by clicking on View Your
,| Profile. Also, Bio can be accessed on your Universal Profile.

You are currently logged in as Charles Tobia

Transcript Actions ¥ Snapshot

Bio «

Step Direction ‘ Charles Tobia

Click on Bio from

About @ » CharlesTobia 2 Bio

Your Profile. b Bio
Bio * Transcript Actions ¥ Snapshot
@ > ChadesTobia > Bio
Bio View Team 3 |
Descrip
Direct Phone
Mabile Phone
Email
Chares. Tobia@dgs.cagav
Location
Summary
’
Interests
’
Subjects
’
Team
& Jennifes Osbom
Chartes Tobia
& Pamela Bessett & Kimberty Pablo

Updated 1/18/2023: DSA Academy
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View Course Catalog

The course catalog is where all courses open to DSA reside. Courses can be filtered by
Duration of time, Type, Modality, Subject and Provider.

VIEW COURSES

é Filters

DURATION
TYPE
MODALITY
SUBJECT
PROVIDER

SHOW ONLY MOBILE ENABLED

126 Results

CPS HR Organizing and CalHR Interpersonal CalHR Completed Staff MS Word-Advanced

Learning Search

o

Prioritizing for Suc Skills Work

p | Direction

Click on View Courses.

the event.

Learning Search will allow you to search for a course by entering in the name of

subject, or provider.

Filters will allow you to search for courses based on duration, type, modality,

O |W | > =

The Event Calendar button will allow you to pull up a calendar view of courses that
you can sort for day, week, or month.

Updated 1/18/2023: DSA Academy
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Use Filters in Course Catalog

You can narrow your search for courses by using the various filters in the course catalog.

Filters

are designed to help you search the course catalog quickly. You can search by:

Duration: the amount of time a course takes

Type: video, curriculum, online class, etc.

Modality: how you complete the course (attending, watching, or reading)
Subject: category of class (Communication, Health & Safety, Job function, etc.)
Provider: who is providing the course (DGSU, OHR, ETS, DSA, etc.)

Learning Search

Jo)

Filters Reset 30 Results o

TYPE

MODALITY

SUBJECT

Event Event Event

Communication (30}

- — Training 102 - Test - Kelli Sunflower Ramblin’ Rose
Efficiency & Effectiveness (2)

& hours 8 hours

Health & Safety (2)

Job Function (10)

Step

Direction

Click on arrow next to Subject.

Select Communication from the different options.

The catalog automatically filters and displays what you have selected.
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View Course Details from Course Catalog

DSA Academy offers easy access to detailed information on a session or event (such as
session information, material, etc.) that allows you quick information.

Learning Search
0

Q Ms

o E
o 3 W IR
\ Y I o T o~
EVENT N N ol
Crested by Janet \
Guastavino A\

MS Outlook-Intermediate ' \

Playlist Event Event
Last Updated 04/08/2021 MS Excel Super Skills MS Excel Pivot Tables MS Outlook-
o N Intermediate
1 Followers 3 hours .
Details

Follow - -

During this one-day, instructor-led course, students will learn some of the advanced features of

Outlock. You will customize command-sets, configure mail accounts, set global options, perform
advanced searches, apply filters to intercept mail and control spam, create rules to automate many
management tasks, work with calendars and contacts, manage tasks, protect data with archiving and

Assign
data files, as well as share and delegate access to your work spaces.

Upcoming Sessions

Step | Direction

Type search term in the Learning Search Bar (i.e. MS)

Click Enter on your keyboard.

Click on the name of the desired search item (i.e.MS Outlook Intermediate) from the
course catalog. The course will open to display details, upcoming sessions, etc.

Details for the course display.

W »w N=

Click on Show More if you would like to expand the details window.
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View Events Calendar

The Events Calendar allows users to view upcoming instructor-led training (ILT) events in a
calendar format.

Home

Learning e v

View Your Transcript

Events Calendar |e

Learner Home

Learning Search
Interests and Waitlists

Reports )

? Help

(® Log Out

Step Direction
1 Click on the Show Navigation Menu, from the Welcome Page.
2 Click on Learning.
3 Click on Events Calendar.

Updated 1/18/2023: DSA Academy 28
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Events Calendar

[<Imay, 2021
- o vens

SUNDAY

25

Daffodil CB UAT
Floor Conf Room C

Training 102 - Test
8:30 AM PDT - DGS ORIM

3

Daffodil CB UAT
8:00 AM PDT - DGS DSA-LAX 20th
Floor Conf Room C

8:00 AM PDT - DGS DSA-LAX 20th =

A

Daffodil CB UAT 4126 - 4/26
Daffodil 1 Registration

5:00 AM - 5:00 PM PDT

DGS DSA-LAX 20th Floor Conf Room C
Instructors: Randy Thomas

-

This is for UAT.
Session Contact: Jessica Axtman 14
SwrrmrroTooo o ool P
Floor Conf

Posro g IAT

I
26 27 28 |

PupkEvent

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
26 27 28 2 30 1
Daftoc - . DafodicoURT . u - . Fio B Crocus CBUAT

22
Crosus

/Note: Hovering over an Event name opens the Hover Details. Clicking the event window will
| close the hover details and open the Session Details pop-up.

Step Direction

At the top of the Event Calendar, you can use the navigation arrows on

4 both sides of the month and year to page forward and backward through
the calendar.

5 The calendar can be viewed according to Day, Week, Month, and Agenda.

6 Another view option is viewing All Event or My Events.

A Select or deselect the Display Options to change the event information
being shown.
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Select Notify Me in an Event that has no

Sessions

When there are no sessions available for a course that you would like to take, you can
request DSA Academy notify you when future sessions are added, so that you can then
request the course. This lets us know your interest in courses.

o Learning Search

n Learning Search
| QA Incident

|

Incident Management Process

ServiceNow: Fulfillers

Step

Direction

Filters Reset 133 Res
DGS Service Portal
DURATION v
TYPE N
MODALITY N
SUBJECT v Eent Event
EVENT
Incident Management Process EvenT
Incident Management Process
Last Updated 03/08/2021
Details

From the Learning Search
bar, type in even name
(i.e. Incident Management
Process).

This course describes how to use ServiceNow for Incident/Request creation as well
as the Major Incident process,

Select the class as it
appears below the search
box. The Event Details
page will display.

Upen completion of this course, the leamer will be able to: =

* Create Request and Incident tickets and know when to use either one
® File or start 2 Major Incident
o Define the difference between Incident/Task/Request

Show More

Upcoming Sessions

Date (Ascending) v 0 Sessions

@

No sessions available

Click below to be no F new sessions,
Notify Me

No sessions available will
display if there are no
sessions available to
choose from.

Click on either Notify Me
button to be brought to the
Interest Tracking form.

Updated 1/18/2023: DSA Academy
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Interest Tracking

%‘re when sessions are scheduled at any location
Cancel

_

Due Date

Hone
Hone

Hone

Your Interest & Waitlist Tracking

" Yiou have no wailksled s&ssons T
View Transcript You have indicated interest in 2 event(s).
(2 approved fraining selection(s )

(Regisherad for 2 fraining salection(s))

Approve training
(¥our employess have 1 raning requesh(s)
pengng approval)

DO NOT select a location.

Step | Direction
A
4

Enter our comments in the Comments box (i.e. UAT Test).

Ensure that you check the box next to Notify me when sessions are scheduled at
any location.

Click Submit. You will be brought back to the Event Details page for the course
6 | you expressed interest in. Click the DSA Academy logo at the top of the screen to
be brought back to your Welcome Page.

7 | The course you are interested in displays in this box. Click the Interest & Waitlist
Tracking header.
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Register for a Session

Let’s sign up for a class. When you want to register for a course, you can look through the
catalog, filter by varied means, or if you know the name of your class, you can type it in the
Learning Search box. When you register for a training event, or course, you will receive an
email confirmation and the course will display in its status on your Welcome Page.

£ > Learning Search

Learning Search

| i dahlid I
Dahlia CB UAT %
Filters Reset 133 Results

TYPE v
EVENT
Dahlia CB UAT EVENT
Dahlia CB UAT
Last Updated 04/13/2021 Duration 8 hours
Details
Show More o
) 5
Assign

Upcoming Sessions

Date (Ascending) v 3 Sessions

MAY 510 _{ 3
|

5 wed, Mays, 2021, 8:00 AM - 5:00 PM PDT ¥
Register by Wed, May 5, 2021, 8:00 AM PDT View Details v

DGS DSA-LAX 21st Floor Conf Room B
Request
Q e

Save for Later
MAY 511

12 wed, May 12, 2021, B:00 AM - 5:00 PM PDT )
Register by Wed, May 12, 2021, 8:00 AM PDT View Details v

DGS DSA-LAX 21st Floor Conf Room B

English (US)

NOTE: The number of seats available will appear under View Details.

Step | Direction

1 Type the name of your course (i.e. Dahlia) in the Learning Search bar.

2 Select the name of the course as it auto-populates. The Event Details page
will display.

A | Session details are listed in the screen.

3

4

Click the drop-down arrow next to View Details.
Select Request.
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After you request a session, it will show up in the session details page with Pending
Approval under the View Details.

Upcoming Sessions

Date (Ascending) b 3 Sessions

MAY 510

5 Wed, May 5, 2021, :00 AM - 5:00 PM PDT -
Register by Wed, May 5, 2021, 8:00 AM PDT View Details | ~

DGS DSA-LAX 215t Floor Conf Room B -
Pending Approval

English (US)
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View Order Details (Receipts)

The Order Details page displays all of the details for the order, including transaction date,
transaction ID, payment method, order status, and the details of each item purchased.

W=
A | MyAccount | Orders
n Orders
" e
= r, eferences
Samuel Hudson
| Orders e Transaction Date Clear
Start Date End Date m
Home
Unewersal Frofile 1/16/2023 2301 4 Credit Card §514.93 Completed
Ieaiilog % 12/18/2022 Cost Center $0.00 Completed
9 2 Results
£ My Account
T Help
[ 3

A ) MyAccount | Orders  Order Details

Order Details

W proiere
Orders Order Information e -
User Name
User ID

Transaction Date

Order Details

D: Self In Progress 1X §500.00

- DSA Project Inspectar Overview ” $50000

Subtotal: $500.00
Processin g Fee: §14.95

Total

p | Direction

Select the Navigation menu in the upper-right corner of the screen

Select the My Account icon

Select the Orders tab on the left under Preferences

Select the Transaction ID to view the Order Details page for the order.

The Print option in the Options drop-down in the upper-right corner of the page
allows users to print the details of the order.

o (AlwN =G
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Open and Launch an Assigned Course and
Receive Email Confirmation

When you have been approved for an eLearning course, you can launch it directly from My
Training on your homepage.

Your Action Items

Due Date
Launch: DSA Demo SCORM None
Open: Microsoft Excel Super Skills None
Launch: DSA Demo Material None
&x My Training m Your Interest & Waitlist Tracking
Due Date Action View Transcript You have no waitlisted sessions.
You have not indicated interest in any events.
DSA Demo Material None Launch (0 approved training selection(s))
(Registered for 4 training selection(s))
I Congratulations None Launch
DSA Demo SCORM None Launch

Step | Direction

Click on Launch under My Training from your Welcome Page for the desired
item.

2 | Click on either right arrow to begin training video.
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3
VIEW COURSES | VIEW TRANSCRIPT | VIEW YOUR PROFILE

Q > ) Transcript

Transcript: B

Use the transcript to manage all active training.

Completed ¥ i By Completion Date ¥ All Types ™ ‘ Search for training ‘

Search Results (5)

Congratulations View Completio... '
- Completed: 4/15/2021 Status: Completed
SharePoint for Web Authors View Training D. —
l Completed: 7/6/2020 Status: Completed

Step | Direction

3 | Click on View Transcript on Welcome Page.

4 | Change from Active to Completed on down arrow.

Verify completion of course on transcript. DSA Academy will send an email to
you once you complete your course.
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Add Yourself to a Waitlist

When a course has no more available seats, you can add yourself to the course waitlist
through the Course Catalog and can verify your waitlist status through View Transcript.

L ' !
VIEW COURSES VIEW TRANSCRIPT VIEW YOUR PROFILE

£ » Learning Search
Learning Search
e‘ & Flower Waitlist |

Filters Reset 2 Results [ Event Calendar
DURATION M

EVENT EVENT
TYPE ~ Flower Waitlist Flower Waitist

Lost Updated 0418/2021  Duration & houss
MODALITY v

Details Select a Session ~

test or UAT L
SUBJECT v St s
s Assig
Flower Waitlist

PROVIDER v Upcoming Sessions

Not Started

soe Select Session

Dale (Ascending) v
SHOW ONLY MOBILE ENABLED

Step | Direction

Click on View Courses.

Type the name of the course (i.e. Flower Waitlist) in Learning Search Bar.

Click on Select Session.

Click down arrow on View Details.

B WON =

Click on Add to Waitlist.
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After the system administrator approves the course, you are now on the waitlist for class.
This will show on your Transcript and in your Waitlist and Interest Tracking box from

your Welcome Page.

Transerpt =

Use the transcript to manage all active training.

Active ™ By Date Added ™ All Types ™

Search Results (2)

s Flower Waitlist (Starts 6/1/2021)

L] Due: No Due Date  Status: Waitlisted

DSA Demo Curricula Open Curriculum ~ ~
= Due: No Due Date  Status: In Progress

&‘ My Training m 2 | Your Interest & Waitlist Tracking
£ .7 )

et

Due Date Action X 3 Status
View Transcript

(2 approved training selection(s)) Ramblin’ Rose - (Starts: 5/7/2021) Waitlisted
(Registered for & training selection(s)) Location: Department of General Services

Tulip Pregram (UAT Curriculum) None Open Curriculum 0GS)
Start Time: 8:30 AM PST

DSA Demo Material None Launch

Flower Waitlist - (Starts: 6/1/2021) Waitlisted
Location: Department of General Services

(DGS)

Start Time: 8:00 AM PST

You have indicated interest in 2 event(s).
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Be Enrolled to a Session from Waitlist

Users will automatically be notified once they are moved off the waitlist.

BDSA ACADEMY

Welcome, , to the DSA Academy Learning Center

E:ad

VIEW COURSES I VIEW TRANSCRIPT ‘

View Transeript
(2 appraved training selection(s))
(Reqisiered for 0 irining

Bio * Transcript Actions ¥ Snapshot

Transcrit; (v =]

Use the transcript to manage all active training.

Active ™ By Date Added ™ All Types ™ | Search for training ‘

Search Results (2)

cmms Flower Waitlist (Starts 6/1/2021)
. Due: No Due Date  Status: Registration Pending

DSA Demo Curricula Open Curticulum ¥
= Due: No Due Date  Status: In Progress

f,] NOTE: You can also register for the course by clicking the course from Your
- Action Items.

Step | Direction
1 Click on View Transcript to add course.
2 | Click Register to add course.
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You will receive confirmation of enroliment on your Transcript and will be sent a

confirmation email once you have been moved from the waitlist to active

enroliment.

Transcript:

Use the transcript to manage all active training.

Bio * Transcript Actions ¥

=

Active ™ By Date Added ™ All Types ™

Search Results (2)

'] Due: Mo Due Date  Status: Registered

DSA Demo Curricula

i Due: Mo Due Cate  Status: In Progress

oms  Flower Waitlist (Starts 6/1/2021)

Search for training |

View Training D... ~
Open Curriculum  ~

Updated 1/18/2023: DSA Academy
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Course Interests

If you were interested in a course and chose “Notify Me” when a session becomes
available, you can view your interested courses in the Interests and Waitlist page. The
Interests and Waitlists page can be used to track interest history and view sessions that
you are waitlisted for. To access the Interests and Waitlists page, click on the title or icon
from the Welcome Page labeled Waitlist & Interest Tracking or use the Show Navigation
Menu and click on Learning>Interests and Waitlists.

. Your Upcoming Sessions

No Sessions Schedulg

My Training

MS Excel-Intermediate

MS Excel-Introductory

Air-Purifying Respirators (English)

L Your Interest & Waitlist Tracking

v

Home

You have no waitlisted sesq
You have not indicated interest in

Learning v

View Your Transcript
Events Calendar
Learner Home
Learning Search

Interests and Waitlists e

Reports >

Step | Direction

Click on My Interests & Waitlist Tracking. The Interests and Waitlists page will
appear.

Click on Interests and Waitlist from the Show Navigation Menu. The Interests and
B Walitlists page will appear.
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Tnierests and Waitlists

View the details of the sessions where you have a status of waitlisted, and the details of the

ﬁ' sunflower: bon't Use

Event | DGSU | 8 Hours 0 Minutes

Title Type Date Subr|| This course was created for the DGS UAT for Instructors
[Sunfiower-Don't Usqd (| Event [~ Detai

Subject(s): Communication, Efficiency & Effectiveness, Job Function

Available English (US)

T

Objectives: To test the functionality of the system from the Instructor's perspective and Instructor's security permissions

Available All
Title Type Request Date Select the session link to view the details.

Locator

RGEes Waitlist

(0 Resuits)
Options

nerstone No sessions are scheduled at this time
Notify me when sessions are scheduled

O =1

(57 - Edit interest

Matches

1

M PTETET T TOT o,

[5» - Edit interest || - Save Changes $¢ - Cancel editing [ - Delete interest

(1 Resuilt)

Comments Options

998
.

test

e

Step Direction

details and the available sessions. The details will pop up.

1 Under Interest Details, click on the Course Title to view the course

2 Click on Close.

3 You may add comments and delete interests.

Updated 1/18/2023: DSA Academy
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Learner Home

The Learner Home serves as a learning hub which facilitates a seamless learning
experience for users, allowing you to browse for and request relevant training, search and
filter for specific training, and helps ensure compliance by helping you prioritize and take
action on training must complete. The Learner Home includes several features which
enable learners to easily select subjects of interest, discover training based on machine
learning, and quickly access and request new training.

v

Home

Learning v
View Your Transcript
Events Calendar

Learner Home 9

Learning Search

Interests and Waitlists

Reports >

Step | Direction

1 Click on the Show Navigation Menu.

2 Click on Learner Home.

Updated 1/18/2023: DSA Academy 43



Learner Guidebook

What would vou like to learn today?

.
v v ’ ’|
[ul urri m) ] ' ' '

ASSIGNED / NO DUE DATE

Purple Event

- View Trainng Detais
Marigold CB UAT California Leadership  Sexual Harassment Basic Supervisory Basic Supervisory
Regisored Academy Sup and Workplace Training - wee Training - wee

- View Traiing Detais

Purple Event - - - -

i S s Inspired by Your Subjects

ASSIGNED / NO DUE DATE Thspired by Your Subjects
Purple Event

No Suggestions Found
‘Raa sutects

M«HFBJ!‘(RUFT

_J View Training Details
0 Purple Event

- g Sl o

Most Popular

MNew Employee Orientation o Video e -
S Flower Waitlist DSA Demo Video Rose CB UAT 2 Rose CB UAT
- Select Session

Step Direction

Past Due, Due Soon, Assigned/No Due Date courses are displayed on the left -
A hand side. For instance, you may choose to View Training Details and Select
Sessions.

The Learner Home page includes a search bar where you can search for
B courses using Learning Search.

Continue Learning, Top Picks for User, Inspired by Your Subjects, Most Popular
C and Suggested courses are displayed.
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Select a Course that Requires Prerequisites

Prerequisites are courses that are required before another course. For example, the
Recertification Seminar is a pre-requisite for taking the Recertification Exam. When a
course requires prerequisites, DSA Academy will let you know. When you see that you are
trying to register for a class that has a prerequisite, you will see a message appear in a
conflict box.

Learning Search

A
I . rose

Ramblin' Rose

Rose CB UAT
135 Res

Ramblin’ Rose 3

3

] Ramblin' Rose 2
/ o
/

‘.‘ Rose CB UAT 2

L AR

Step | Direction
1 Click on View Courses.
Type in the name of the course (i.e. Rose) in Learning Search box for
search results. Rose CB UAT 2 will auto-populate.
Select the course (i.e. Rose CB UAT 2).
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EVENT

Rose CB UAT 2

Last Updated 041372021 Duration 4 hours

Details
UAT Testing ]
Show More
Prerequisites
EVENT Disaster Service Worker
Upcoming Sessions
Dale (Ascending) hd
APR  Session Details 0
21 Wed, Apr 21, 2021, 8:30 AM - 4:00 PM PDT
Register by Wed, Apr 21, 2021, 8:30 AM PDT
Department of General Serviges [DGS)
English (US)

EVENT

There are conflicts in your request:

This training requires prerequisites to be complet

may submit an exception requ

like to be exempted from the prerequisite.

d before you request

t for administrative approval if you would

You

Save for Late

View Details v

Step | Direction

Course prerequisites are shown here.

Upcoming session information is shown here.

Click the drop-down arrow to the right of View Details.

o hD>

Select Request. The conflict box will display.

(=2}

Click the X on the top right corner. If you select continue, it will request the
main course and not the pre-requisite. You will not be able to sign up for the
course unless you request an exception from the prerequisite.

Updated 1/18/2023: DSA Academy
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Receive Course Approval Email

Once the DSA Academy has approved a course you have requested, you will receive an
email.

Step | Direction

1 Check your personal email account
2 Look for email from DGSDSA-noReplyAcademy@dgs.ca.gov with a subject line

with your class name.

Receive Course Denial by Email

If your request for a course has been denied, you will receive an email from the DSA
Academy.

Step | Direction

1 Check your personal email account
2 Look for email from DGSDSA-noReplyAcademy@dgs.ca.gov with a subject line

with your class name.

Updated 1/18/2023: DSA Academy 47


mailto:DGSDSA-noReplyAcademy@dgs.ca.gov
mailto:DGSDSA-noReplyAcademy@dgs.ca.gov

Learner Guidebook

Complete All Learning Under a Curriculum

Your Action ltems
Due Date

Open: Bouquet Curricula

None

None

You have no waitlisted sessions.
View Transcrint

n View Training Exemption Requests
oy I
Bouquet Curricula Options ~
0%
CURRICULUM PROGRES: Bougquet Instructions @ Launch -
Status: Not Staried  Due: No Due Date

Bouquets

- Status: Pending Prior Training  Due: No Due Date
Tnis curriculum is ful of colorful information about fiowers for UAT Leamers.
E‘

Training  Due: No Due Date  Training Hours: 4 min

o Bouquet Material
E8 | Status: Pending Prior Training  Due: No Due Date

Curricula for UAT

Bouquet Instructions i)
\ Status: In Progress  Due: Mo Due Date
Notes

Please complete all courses within this curriculum

Close Mark Complete

Step

Direction

Open the training (i.e. Bouquet Curriculum) under My Training on the Welcome
Page.

The page will refresh, launching the Curricula. Click on Launch on the course
(i.e. Bouquet Instructions).

After reading the instructions, Mark Complete.
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Bouquet Curricula

25»

Curricula for UAT

CURRICULUM PROGRESS

Bouquets

© Bouquet Instructions &
\ Status: Completed Due: No Due Da

‘ - Slalus Mot Activated Due: r«a:“

te

Date
um is full of colerful information about flowers for UAT Leamers.

Options ™

| Acf ivate

Curriculum progress will

update in real time.

@ Launch - Google Chrome

Bouquet Curricula

Curricula for UAT

o

Updated 1/18/2023: DSA Academy

\ oBl:»ul:wet Instructions? ) slb we s e B

‘ - Etl:tllj:";:tseed Due No Due Cate
Step | Direction

4 Click on Activate for the course title (i.e. Bouquets).
Note | Curriculum progress will update in real time.

5 The page will refresh then click Launch.

6 Click on the Play icon

7 Upon completion of the Training, Close the window.
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Bouquet Curricula Options ¥

Curricula for UAT

Status: Completed Due: No Due Date

© Bouquets
F Cobiare memmelobnsl g Ble T D=

Evaluation - Bouquets

Section 1

Just a sample, there will be questions to answer when the system is live.

LSaveJ’ Return Later ] LSubm\t Final Answers

Step | Direction

8 Click on Evaluate for the course (i.e. Bouquets).

9 The screen will refresh to the Evaluation. Click Submit Final Answers.
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50%

Curmicula for UAT

-

Bouquet Instructions &
Status: Completed  Due: No Due Date

Bouquets
- Status: Completed  Due: No Due Date
This curriculum is full of celorful information about fiowers for UAT Leame,

-

O,

Curricula for UAT

Bouquet Instructions @

Status: Completed Due: Mo Due Date

Bouquets

- Status: Completed Due: Mo Due Date
Thi of colorful infermation about flowers for UAT Leamers.

s curriculum is fu

Blooming Flowers
Status: Registered Due: Mo Due Date
UAT Video for Curricula

Launch

Launch

Activate

I

Launch

Training Hours: 4 min

Step

Direction

10

Click on Activate for the course video (i.e. Blooming Flowers).

11

Click Launch
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: Mo Due Date Training Howrs: 4 min

Watch later  Share

[] ime—Lapse: Watch Flowers Bloom Before Yo... © -~

Watch on £ YosTube

Step | Direction

12 | Click on the Play icon

13 | After the video has completed, click Mark Complete.

Bouquet Curricula Options ™

Curricula for UAT

0
75% ® g ouquet Instructions ® =
M " Stotus:Completed Duer No Due Date
CURRICULUM PROGRESS o
Status: Completed  Due: Na Due Date
This curriculum is full of colorful information about flowers for UAT Learners,
14
i
E\i ate Training Hours: 4 min
Evaluation - Bouquets
Section 1

Just a sample, there will be questions to answer when the system is live.

15
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Step | Direction

14

Click on Evaluate for the course (i.e. Blooming Flowers).

15

The screen will refresh to the Evaluation. Click Submit Final Answers.

75%

FURRICULUM PROGRESS

IJULILILI!'.'I. LUTTIcuTa

Curricula for UAT

\ ° Bouquet Instructions L:]

Status: Completed  Due: No Due Date

Bouquets
Status: Completed Due: No Due Date

O,

- Bouquet Material
- Status: Not Activated  Due: No Due Date
Sample Material Course for UAT

Blooming Flowers

UAT Video for Curricula

This curriculum is full of colorful information about flowers for UAT Learners.

Status: Completed  Due: No Due Date  Training Hours: 4 min

Options

Launch

N Bouquet Material
- Status: Re:
Samp:

al Course for UAT

red Due: Mo Due Date

@ Party menu (floral design) - Google Chrome

N

Sample M

Bouquet Material
Status: In Progress

“Flowers always make people better. happier. and more heiphul: they are
sunshine. lood and medieine lo the soul.” -Luther Burbank

Whether you dance alone or with o loved one omongst the fiowers, or
your fuips, fiowers can bighten your spiit and hove
ntangible benefits that reach far beyand their inherent beauty

$0. taks the time in your lite 1o stop. As the exprasd
smel the rasss” lest you miss the beauty the word s

Spring has Sprung!

mi Anather fabulous day frip would be fo
Garden in Mckiniey Park, where the roses are in
tloom and the fragrance unfargetiable.

There are plenty of places near-and-far to explore, and each one can
te unforgetiable memaries. A quick intemet search wil yield
idden” spofs known only fa locals; these feeming witn a diversh
lora and founa.

Enjoy the sunshine ond the colorful freasures
of nature that are now in abundance!

VMware Horizon

Options 7|

Date

Launch

Date
armation sbout flowers for UAT Leamers.

) Office 365 Login |.

I

. g

Due: Mo Due Date
ial Course for UAT

Mark Complete

20

-
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Step | Direction

16 | Click on Activate for the course material (i.e. Bouquet Material).

17 Click Launch.

18 | Download the PDF to your Desktop

19 Close the window.

20 | Click Mark Complete.

BDSA ACADEMY 54 |

Welcome, , to the DSA Academy Learning Center

@ [ —
Expiration
| Active ™ By Date Added ™ All Types ™ Search for training ‘

v Active
@ > > Teanscript
Completed . Transcript:
24 rricula P
Archived e Date  Status: Use the transcript to manage all active training.

Completed ™ || By Completion Date ™ | All Types ™

Search Results (3)
@ CustomCertificate.aspx - Google Chrome: — E

CustomCertificat... 1

User Record v

View Certificate a

owmre _Bouguet Event UAT (Starts 4/15/2021) | i tenininan = |
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Step | Direction
21 | Click on DSA Academy icon to return the Welcome Page.
22 | Click View Transcript.
23 | Click the drop down next to Active
24 | Click Completed.
25 | Click View Certificate.
26 | Download the PDF of your certificate to your Desktop.
27 | Close the window.

Updated 1/18/2023: DSA Academy
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Receive Completion Status and Email After
Finishing an Online Event

You will be able to receive an email confirmation for your record of a completed training
within minutes of finishing.

o

DSA Demo SCORM

i DSA Demo Material

DSA Demo Curricula

CPS HR Organizing ar
Prioritizing for Suc

DSA Demo Video 3

[E]  Event Calendar

DSA Demo Video

Last Updated 04/01/2021 Duration 5 minutes

Details

Sample Video for DSA Unit Demos

Show More

H VIDEO

DSA Demo Video

Assign

Step | Direction
1 | Click on View Courses.
2 | Type name of desired course (i.e. DSA) in Learning Search.
3 | Click on course name (i.e. DSA Demo Video).
4 | Click on Launch.

Updated 1/18/2023: DSA Academy
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Watch on B8 YouTube

{7 Mark Complete

Step | Direction

5 | Click on play arrow.

6 | Click on Mark Complete when finished with material.

You will receive a timely confirmation email for your records after completing a course
curriculum or task.

Training is completed - student's copy

4
noreplyPathways@dgs.ca.gov  Reply | © ReplyAll | > Forwerd
To DGS Cornerstone Admin Group@DGS Thu 4/8/2021 8:49 PM|
Dear’ = ' ; : You have completed the following training item: Title: DSA Demo Video Class Description: Sample Video for DSA Unit Demos Training Hours: 0 Hours 5

Minutes Training Credits: 1 Price: $0.00 Vendor's Name: DSA
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Request to Withdraw from a Course

There may be times when you need to withdraw from a course. This can be done quickly in
DSA Academy.

1

VIEW COURSES | VIEW TRANSCRIPT | VIEW YOUR PROFILE

Active ™ By Date Added ™ All Types ™ Search for training
Search Results (8)
gmry Flower Withdraw (Sta rtg 4/30/2021) View Training D... ¥
] Due: Mo Due Date  Status: Registered |
) Withdraw 2 -|
gmry Rose CB UAT 2 (Starts 4/21/2021) Request Exemption
] Due: Mo Due Date  Status: Pending Approval . )
' Move to Archived Transcript
Withdraw Registration

1f you withdraw your registration for this session, you will immediately be withdrawn from the rosten

Session Details

Event Name: Flower Withdraw
Date / Time: (1) 4/30/2021 8:00 AM - 4/30/2021 5:00 PM
Location: DGS CBSC-Conference Room 1

SESSION WITHDRAWAL OPTIONS

|| Flzaze select a reason v|
Comments
Submit | Cancel
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Step

Direction

1

Click on View Transcript on Welcome Page.

On the selected course (i.e. Flower Withdraw), click the dropdown arrow on

2 | View Training Details, then click on Withdraw. The Withdraw Registration
window displays.

3 | Select reason for withdrawal from the drop-down menu choices.

4 | Enter Comments if applicable.

5 | Click on Submit.

Active ¥

By Date Added ¥ All Types ¥

Search Results (8)

Your course withdrawal will be reflected on your transcript and you will receive an
email confirmation of withdrawal. You will be able to view the withdrawal notification
in your transcript area.

u
3

Flower Withdraw (Starts 4/30/2021)

Due: No Due Date  Status: Withdrawn

Search for training |

Select Session b

Updated 1/18/2023: DSA Academy
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Receive Email Notification for Withdrawn
Event

Users will automatically receive an email confirmation of course withdrawal.

: 1
VIEW COURSES | VIEW TRANSCRIPT | VIEW YOUR PROFILE

Search Results (9)

gmrs  MS Excel-Introductory (Starts 4/21/2021 6:00 AM)
] Due: No Due Date  Status: Pending Approval
B ‘ Withdraw

s Sunflower (Starts 4/27/2021) Request Exemption
] Due: No Due Date  Status: Registered | If you withdraw your registration for this session, you will immediately be withdrawn from the roster.

Withdraw REgIStI’atIOﬂ View Training Details
Move to Archived Transcript

Session Details

Event Name: MS Excel-Introductory
Date / Time: (1) 4/21/2021 6:00 AM - 4/21/2021 6:30 AM
Location: Department of General Services (DGS)

Price: $0.00
SESSION WITHDRAWAL OPTIONS
|| Personal Reasons \?‘
Family
W
5
[_submit )| | Cancel |

gornerstone

Step | Direction

Click on View Transcript.

Click on down arrow to the right of Withdraw.

Click on Withdraw.

Click on drop menu to indicate reason and add comments.

BWIN =

Click Submit.
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MS Excel-Introductory (Starts 4/21/2021 6:00 AM)

] Due: Mo Due Date | Status: Withdrawn

Step | Direction
A Withdrawn status is verified on transcript.

You will receive an email notification of withdrawal.

MS Excel-Introductory has been Canceled
€y Reply | € Reply Al | —> Forward

noreplyPathways@dgs.ca.gov
To DGS Comerstone Admin Group@DGS Thu 4/8/2021 5:43 PM

Dear Carlos:
This message is to notify you that has withdrawn from MS Excel-Introductory scheduled on 4/21/2021 at 6:00 AM with Locator Number 443.
Thank you,

Pathways Team

MICHAEL - UAT TEAM
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