Registration and Enrollment Instructions
‘ ‘ ACCESS NY and Supplement-A Program

A Step-by-Step User Guide
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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.

Page | 1



Instructions:

Registering and Enrolling in the ON-liNE€ COUISE........coiiiiiiiiieiiiiie e 3
Step 1: ObtaiNiNg ON-lINE ACCESS ......cciieiiiie e e e e et e e e e e e e e et e e e e e e e eeetrnaaeeeeees 3
Step 2: Completingthe ACCESS NY and Supplement-A Submission FOrM ........ccccoeeviiiiiiiiiieeiienieeeenn, 4
Step 3: Submitting the ACESS NY and Supplement-A Submission FOrmM..........cccccviiiiiii e, 4
Step4: ACCOUNTCIEALION EMAUL........uueiiieie e a e e e e e e e e e e e e e e aaaaaaaaaaeas 5
Step 5: SeleCting YOUIr PASSWOIT ........coiiiiiiiiiii ettt e e e e e e e e e e eeeeas 6
I (=7 o T 1 To To 1T o R 7
SIEP 72 FINAING YOUF COUISE......euteiiiieeeeeeiitt ettt ettt e e e e e et e et e e e e e e e e et e e et e e e e e e e e e e e eeeeeeas 8
Step 8: ENrollNGINTNE COUISE .....uuuiiiiiiiiiiiiiiiiiii s e s e e e e e e e e e e eas 9
Step 9: StartiNgthe TIAINING ... ...ueeeiiieeei e e e e e e e r et e e e e e s e rreeaaeeaas 9
Step 10: COMPIELING TNE COUISE .....uuueiieiiie e e e e e e e e e e e e e e eaaaaaaaaaaaaaaaeas 9
Accessing Frequently Asked Questions and UpPdates ............ooeuuvviiiieieeireeeiiiiiiiee e 10
Forgot Username OF PASSWOIT? ..........uuuiiiiieeeiiiieeiie s e e e e e et e e e e e e e e eeeanaaan e e e e eeeaeeennnnnns 11
MESSAQES INADSOID ... e e et e e e e e e e e e e et a e e e e e e eaaaaaaa 12
Need AddItIONAl ASSISTANCE? ... ..ceiieeeeeeice e e e e e e e e e e eeaaaaa e e e e eeeeeeennnnnns 12

Page |2



Registering and Enrolling in the On-line Course

Step 1: Obtaining On-line Access

Navigate to the NY Training Services website, located here.

NOTE: If the above link does not work, copy and paste the following into your
browser: www.nytrainingservices.com

e Click on the ACCESS NY and Supplement-A tab
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Step 2: Completing the ACCESS NY and Supplement-A Submission Form

e Read all of the information on the submission form.

¢ All of the data entry fields are mandatory. Fill in each data field with the
appropriate information. Please double check the spelling of each field

once complete.

DanraCenge  Cwftion  FA0D Gosed A

maximus

Access NY and Supplement A Training

Plaase uze the rcdl oo the Access MY and Supplement A traning. Once submitted, cur saatt wil enril you

an emad from Absorb 10 Set your password and access the b

Hame

Step 3: Submitting the ACCESS NY and Supplement-A Submission Form

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

08 FEfspe ADDTMORO  AcessHYand Swoslementd  LDES T

MAaximus

Access NY and Supplement A Training

nd Supplement A training. Onos submitted. our staff will snrol you
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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 1
v Today

NY Assistor. LDSS & Facilitated Enroliment Training

[EXTERNAL] NY Assistor, LDSS & Facilitated Enrollment Training

Hello ACCESS NY and Supplement-A Trainee. Welcome to Absorb, this will be your on-line learner management

-

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

B Spam

e 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 to NY Assistor, Facilitated Envoller B LDSS Training

Helin Regaanbien TEPEEmanms sem

Welcome to Absoeb, this will be your on-line leaming management system for the MY State of Health Online Assisior Certification, Local Department of Social Services (LDSS) and Facilitated Envoliment for the Aged. Blind, and Disabled (ABD) and Medicare Outreach leaming
necds

You are receiving this email because you have registered, of you have been registered, efther by your supervisor oo your Staft Development Coordinator {SOC), ta acoess training courses.

Inarder ta acoets your training. you will need to finish creating your Absorh profile by setting up your password

When you are ready 1o begin, please select the following | 1&II||'.|.‘:

stmin/icgin'resetpasencedHokens) ACnD Alg2EMENARICGo X ERTY-Dmio FyOIL YIS 2NTUE. vpo KEPOeh SADDNBF AH OUFKITAFmyAZ I

You witl anter your username Flag

Plaasa notn that this link witl expire after 7 days.

Adter FegHation B Bncollent. you AN BOCESS YOUr LN Bt ny thme by visiting: nynssintollcss. mysteib.com.

¥ Fegs G ed, st steo can be found here: Hltps: e nylrainingsesdicss comihanlthass-atorsd:~tex sAEGIS LMEN AN VSERMN0ANDE

For mrwly Pegistesnd Facilitatnd Ervoliers, & soll-a

20USERMI0CUIDE

rolLTent $10p My 8180 be required. these steps can be found here: BILos./waw. nrainingsenices.comdacilitated-ancollment-od-abd ¥ ~2lex1=RECISTRAT UNC 20ENROLLMENT %2

d ACCESS NY and Supplemens-A rainees, 3 soll-enrollment s30p may 8lso be required, these steps can be found here: MLDE: s IyTRININEServices, comAccess- NY-and-Supghen L HZIENROLLMENTS
4IANIOUSERNIDOUIDE

Welcome aboard and enjoy your trainings!

Mawmus, Ing.

TrmselandTrain@masimus. e
yote: This is o system generated message. Pleass da not reply to this emat

CONFIDENTIALITY NOTICE: This a-mail,
you e N6k tha standed recipient, pieas

e wcle urba of thve intended reciplentis] snd may contain confidential and privieded information o otfverwise be protected by Lav, Any unauthorized review, use, S3closus or distribution i prohibited, If
oy 1 GOSN T OIIEID| MEBERgR
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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).
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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.

e Next, click on the Online Training folder.

: maximus Q = @ =
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Step 8: Enrolling inthe Course

You are now able to Enroll in your training

~ 5 madamus

B ONLINE TRAINING

)73 Catalog + Online Training
Access NY and Supplement
A
Online Course
Enroll [+]

Step 9: Starting the Training

Once Enrolled, you can now Start the training.
= maximus

BB ONLINE TRAINING

Access NY and Supplement
A

Online Course

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 Freqguently Asked Questions and Updates

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

MAXIMLS O & @ =

Welcome, VernomCarwile

W oy, (o ol Ty Ty

(] U] = DK E] @)

My Courses Catalog Resources Inbox Transcript FAQsS
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Forgot 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.

MAKIMLUS

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.

(7]

My Courses Camadog Resources Tramecript

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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