Registration and Enroliment Instructions
‘\ ACCESS NY and Supplement-A Program

A Step-by-Step User Guide

Yorx | Department
S$TATE | of Health

maximus

Welcome to the Maximus on-line registration and enroliment system for the ACCESS NY and
Supplement-A Training Program. We look forward to your participation in this program.

Below you will find instructions on how to register and enroll in the ACCESS NY and Supplement-A
Training Program.
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Regqgistering and Enrolling in the On-line Course

Step 1: Obtaining Online Access

Navigate to the NY Training Services website, located here.

Hover over “Trainings” and select “Access NY and Supplement A Training”

maximus

Home Guidelines  Training Calendar  Resources Vv

‘ LDSS Training

NY State Assistor Certification Training
Qualified Providers

FE for the ABD Training |
“ Access NY and Supplement A Training ‘

LDSS MECM Read-Only Training
Cultural Competency and Sensitivity Training

-
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On the Access NY and Supplement A Training Page, click on the Access NY and
Supplement A - Training Request Form link to access the form.

maximus

Home  Trainings v Guidelines Training Calendar  Resources v

Access NY and Supplement A Training

Please use this form to enroll into the Access NY and Supplement A training. Once submitted, our staff will enroll you within 24 hours and you will receive an

email from Absorb to set your password and access the training.

Access NY & Supplement A
Training Request Form

Registration & Enroliment User Guide for
Access NY & Supplement A

Training Duration: Approx. 2 hours and 15 minutes
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Step 2: Completing the ACCESS NY and Supplement A Training Request
Form

e Fill in each data field with the appropriate information. Please double
check the spelling of each field once complete.

maximus

Access NY & Supplement A Training Request
Form

Fields marked with an asterisk (*) are required.

First Name *

| |
Last Name *
Email Address *

= |

Agency Name *

(] sendmea copy of my responses

Privacy Policy = Report Abuse
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Step 3: Submitting the ACCESS NY and Supplement A Training Request Form

e Once all the required information is entered, click the “Submit” button.

Submit

Step 4: Account Creation Email

e Within one (1) business day, you will receive an email from
noreply@myabsorb.com email address .

All  Unread ByDatev T

v Today

NY Assistor. LDSS & Facilitated Enroliment Training

[EXTERNAL] NY Assistor, LDSS & Facilitated Enroliment Training
Hello ACCESS NY and Supplement-A Trainee. Welcome to Absorb, this will be your on-line learner management

T

e Ifyou do not see an email, it may be in your SPAM folder.

B Spam

This introductory email will provide you with a link to the Absorb Learning
Management System (LMS) to set up your Password for the first time.

[EXTERNAL] Welcome 1o NY Assistor, Facilitated Enroller & LDSS Training
5 ool oy A i | (@] ]

Helio RegeenbonTSP@manmus com
Welcome to Absorb, this will be your 0n-line learming management system for the NY Staze of Health Online Assistor Certification, Locat Department of Scckal Services {LDSS) and Facilitated Envollment foe the Aged, Blind, and Disabled (ABD) and Medicate Cutreach learming

needs
You are receiving this email because you have registered, o you have been registered, either by your supervisor of your Staff Development Coordinator {SOC), to access training courses.

ed to finish Creating your Absorb profile by Setting up your passWord.

In order to scoess your training. you w
minviogin/ieastpasencedomns) ZUCnD SU02ETUNARXCGONERKTV-mio AOILYISH2NZUS vRcKEPOeh SARDSMBF AMQUPXITAFmyA2 I

riss myabsor

When you are ready to begin, please select the following. wllm:x_

You wit enter your username and the posswerd that you have creab

Ploase note that this link will axpire after 7 days.

After re@s170t100 and ncollment. you Can BCCEss your Laining at any time by visiting: tyassiaterg
befound N 20AN D 20E NROLLMENTw20NSTRUCTIONS % 3A% 20USERM20GLNDE

For nmly registered Assistors, & self-encollment step may olso be required, these st
oilment:fo-abe-Laining: = REGISTRATIONM 20AND% 20ENROLLMENT Y 20NSTRUCTIONS 3A%

ACCESS NY and Supplement-A rainees, @ self-onroliment s50p may also be required, these steps con be found here: BILES:/mK.DYURINNSISOEes. ComACenss-NY-a0d-SupplomentA-Uaining? ~ 1 REGISTRATION 20ANDH20ENROLLMENTS

e of the Intended reciplentls) end may contain contidential and privieged Information or otherwise be protected by Law, Ay unauthorized review, use, Sisclosure o distribution i prohibited. If

CONFIDENTIALTY NOTICE: T

YOu a1 N0t the itended recipknt, piease contact the sender and destroy all copies and the ariginal mostage
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Step 5: Selecting your Password

o Create a password at least 6 characters in length.

e Once you have created and confirmed your password, you are ready to Login to
the Absorb Learning Management System (LMS).

Page |6



Step 6: Logging In

e The Absorb LMS home page is located here.
o If the above link does not work, copy and paste the following into your
browser https://nyassistorldss.myabsorb.com/#/login
=  Your USERNAME is your email address
=  Your PASSWORD is what you just created

Note:

Please be sure to store your username and password in a safe, secure place for future use.
The certification course is approximately 2 hours and 15 minutes, and you will need to log in
to Absorb using this username and password each time you return to the course.
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Step 7: Finding Your Course

Once logged in, navigate to Catalog.

: U = X 5
[ae] I\ s ;
My Courses Catalog Resources Inbox Transcript FAQs

¢ Next, click on the Online Training folder.

_ maximus Q & @ =

CATALOG
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Step 8: Enrolling inthe Course

Pt maximus

. ONLINE TRAINING

p 3 Catalog + Online Training
Access NY and Supplement
A
Online Course
Enroll [+)

You are now able to Enroll in your training

Step 9: Starting the Training

= maximus

BB ONLINE TRAINING

Access NY and Supplement
A

Online Course

Start (>}

Once Enrolled, you can now Start the training.

Step 10: Completing the Course

» All coursework will be available in the Absorb LMS after you attend a class, and
on-line modules will continue to be updated as policies change. You will be able
to log-in and access these updated modules through your existing account.
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Accessing Frequently Asked Questions and Updates

The FAQ tab on the Absorb LMS Home Page provides some common questions and
answers that may also be viewed on our website FAQ tab.

MAXIMLUS

: .ﬁ -‘\
Welcorﬁ’g; VernomCarwile

WA I 0 you Tignn Ay

[a] L1 = = : @

My Courses Catalog Resources Inbox

Transcript FAQs
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Forqgot Username or Password?

Learners can reset their password on the Absorb LMS home page shown below. You
will need your username (which is the email address you used to register in Absorb)
to reset your password. Please be sure to check your spam folder for your reset link.

Login

Note:

Please be sure to store your username and password in a safe, secure place for future
use. The certification course is approximately 2 hours and 15 minutes, and you will
need to log in to Absorb using this username and password each time you return to the

course.
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Messages in Absorb

You will also receive messages in your Absorb inbox informing you of a password reset or that a
course you've enrolled in is due.

MAXIMUS Q@ @ =

‘Welcome, Howard Grieves

WS SR

= v ==

My Courses Caralog Resources Transcript

Need Additional Assistance?

If you need additional assistance registering, please email us with your specific questions and contact
information.

Registration Mailbox (RegistrationTSP@maximus.com) — This mailbox should be used for all initial
registration issues, submission of the Training Request Form and any correspondence relating to the
initial registration.

Travel and Train Mailbox (TravelAndTrain@maximus.com) — This mailbox should be used to address
any issues regarding an enrollment or respond to any additional questions that Facilitated Enrollers may
have about their account.
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