
 

 
 

 

Getting Started 

 
Signing in 

 

You should have received an email that provided you with a Username (Email Address) and initial Password 

in order to access ABSORB LMS through the following link. https://nyassistorldss.myabsorb.com/#/login 

 

• Username: Email Address 

• Password: Temporary password sent via email 

 

Once you have initially signed in, you will be directed to create a personalized 

password. After clicking the password reset link, change your password.  Be 

certain to take note of this password as we cannot retrieve lost or forgotten 

passwords, though you can reset your password when you need to by following 

the steps below.  

Steps to reset password: 

Step 1: Enter your Username 

Step 2: Click on Forgot Password 

Step 3: Enter your Username or Email Address 

Step 4: Click on Reset Password 

Step 5: You will receive a password reset link in your Email Inbox.  

 

The system will guide you through the rest of reset instructions.  
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Learner Dashboard in Absorb 
The Learner Dashboard offers access to My Courses, Catalog, Resources, Inbox, Transcript and 

FAQs. Click on the tile and you will be navigated to that section of the system.  

 

• The upper right hand corner of the Landing page is a list icon, which when clicked on, offers a drop 

down providing quick access to all the ABSORB Dashboard tiles. To return to the Dashboard, 

CLICK Dashboard from this drop down and you will be navigated back to the landing page. The 

My Courses, Catalog, Resources, Calendar, Transcript, Profile, Admin and Log off can be accessed 

through the drop down, as well as from the tiles. 

 

 

• As a SDC you are given ADMIN. Access to create reports and follow learner's progress. Click on 

Admin from the list icon, this will take you to the ADMIN side of ABSORB. 

 

 

 

 



 

ADMIN NAVIGATION 

 

From the Left Navigation Pane you can review courses offered, both past and present, search and view 

Users individually and track their progress, and view and generate reports for both the course and individual 

users. 

 

DASHBOARD 

    The Admin Dashboard gives access to your 

•  Profile - This tile is used by the system to give access and permissions.  

•  Activity Stream - this tile will populate your most recent activity, which may be helpful if you 

need to remember where you navigated last. 

• Generated Reports - this tile will populated a list of the most recent reports you have generated. 

• Messages - This is a list of the auto generated messages from Absorb. 

 

COURSES 

  This tab will allow you to view all the courses being offered to your User group(s). 

 

USERS 

    This is a full list of all the Users you have registered and allowed to enroll in courses. 

 

SETUP  

     This tile provides access to a number of files and reports based on your admin profile. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

REPORTS 

1. To access REPORTS click on the icon    and select the desired report.  

 

Types of reports available:  

• Learner Activity- The Learners Activity Report allows to view all the registered learners, 

courses they are enrolled in, course started and completed by the Learners.  This report is an 

overview of each learner’s status. 

• Learner Progress- The Learners Progress Report allows you to choose one or more courses and 

check the learner status for multiple courses in a single view. 

• Course Activity- The course activity report allows you to view the course activity of a specific 

online training.  

• ILC Activity- ILC Activity report is Course Activity report for instructor led courses. 

• ILC Sessions- ILC Sessions Report provides a list of all the courses and sessions available along 

with the list of number of users completed course, the number of seats available, and the number 

of users enrolled in each session.  

• User Transcripts- User Transcripts helps you to view individual user transcripts. 

• Curricula Activity- Curricula Activity report is similar to ILC Activity and Course Activity 

except it’s for curricula. 

• Course Approvals - All courses you have approved Users to enroll in. 

• Session Approvals - All sessions you have approved Users to enroll in. 

 

 

 

 

 

 

 

                                           

    

    

    

  

 

 

 



 

Generating a  REPORT in Absorb 

1. To generate reports in Absorb - Navigate to the REPORTS icon, select the report you would like 

to run. (For this example we are selecting LEARNER PROGRESS REPORT) 

 

 

2. Next, CLICK on the Generate Report icon, from the Icons on the horizontal Navigation bar 

above the list of reports. The icon will open the Generate Report File. Choose from the drop down, 

the type of file - Excel or CSV, then CLICK on Generate. 

 

 

3. Next, you will receive a pop-up offering the choice to either View Generated Reports or Send 

Email upon Completion. 

                                 (Note: For this example we have chosen to View Generated Reports.) 

 

 

 

 

 

 

 

 

4. Once the report has been downloaded, you will receive an Excel file to review.  

 



 

5. Next, you will be offered to select, under the Generated Reports either ACTIONS or MASS 

ACTIONS.  

6. A. From the Actions and the Mass Actions drop-downs you may choose additional acts as 

needed. 

 

7. Once your report is chosen you can print or email the report.  
 

 

Need Help? 

        In the bottom right hand corner of landing page, there is an information    icon. Click on the icon and 

it will open a pop up and offers a variety of help options.   

 

 


