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1 – Logging into the DSSLearnCenter 

 

 

 

 

 

Locate and click on the 
DSSLearnCenter Icon                 
on your Desktop. The Sign on 
screen will display.  

To log into the DSSLearnCenter 
you will need an assigned 
Username.  All DSS employees 
will continue to use their 6 digit 
employee ID number.  

You will use your current 
Password to initially sign in.  

Follow any on screen 
instructions regarding your 
password that may display. 
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2 - Features of the Home Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User Options Menu 

Here’s the Homepage 

You can access many features directly from this home page like Training Site Directions, information 
regarding Accommodations for Training, DSSLearnCenter User Guides, DSSLearnCenter and Microsoft 
Office Tutorials, All Current OSD available classes, the DSS Signature Stories Videos and, Instructions 
to search for available classes. 

Other important features include the OSD Cancellation Line, Help assistance, Current Learning (My 
Learning Portlet) and a Snapshot of your Transcript (Completed Learning Portlet). 
 

This “Hamburger” style menu allows you to access various functions of the DSSLearnCenter.  

Home – Initial page upon signing in. 

Me – Contains all current and completed Learning Activities as well as profile info. 

My Team – displays if you are assigned as an individual’s Supervisor/Manager. Can       
view Direct Reports and their Learning Activity. 

Indicates which function and its associated features you are currently viewing. 

Organization Chart - Clicking Launch will display your direct supervisor (if one is assigned) or, 
if you are a supervisor/manager, your Direct reports. 

Typing in any part of a course name will display available classes. 

The User’s Options dropdown provides you with additional features, such as Sign Out and 
Change Password. 

My Learning - Allows you to launch a Web-Based course directly from the My Learning 
Porlet. 

If you have any questions, you may contact “DSSLearnCenterSupport”. 

 

 

Launch WBT 

Function Menu Current Function Catalog Search 

View Team/Supervisor  

Function Menu 

Current Function 

Catalog Search 

User Options Menu 

Launch WBT 

View Team/Supervisor  
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3 – Searching and Registering for a Class 

Step 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To search for a particular class, you 
will use the Catalog search field. 
Type any part of the course name.  
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Step 2 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you start typing a drop down box 
appears with classes that approximate your 
entry. Select the Class that matches your 
search. 
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Step 3 

 

 

Step 4 

 

 

The Class Details page displays.  

To register for this class, click the 
“Enroll” Button.  

 

A Registration warning 
message displays. This 
message indicates you will 
require Supervisory approval.  
An email is automatically 
generated and sent to your 
supervisor requesting 
approval. 

 

Click the "Continue" button. 

 

 



6 

Organizational and Skill Development – UConn School of Social Work/Department of Social Services – revised 9/17     

Step 5 

 

 

 

The Registration 
Confirmation window 
displays. 
 

You can Print this 
confirmation -   
(not recommended) or  
just close the window. 
 

Click the “Close” button. 
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Step 6 

 

 

 

 

 

 

You’re returned to the Class 
enrollment details listed in your My 
Learning Portlet or Me page. Notice 
that the class status is “Pending 
Approval”. Once your supervisor 
approves this registration, the status 
will change to Registered. 

You may either retun to the “Home” 
page or log out of the 
DSSLearnCenter. 
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4 - Using Browse by Category to 
      Search and Register for a Class 

Step 1 

 

 

Step 2 

 

To Browse by Learning Category to 
search for available classes by click 
the “Browse” button. 

 

 

OSD organizes all of its courses in 
categories. Clicking on any category 
will display available classes just for 
that category. Let’s look at the 
Eligibility Category. 
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Step 3 

 

 

When you use the 
Browse feature, WBT 
classes for the 
category selected will 
display first. You will 
need to scroll down to 
view Instructor- led 
classes. 
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Step 4 

 

Notes:  

 

 

 

 

 

 

 

 

 

You can see that there are 
2 ILT classes listed (2 down 
arrows). One that indicates 
this person is registered, 
and one that is available for 
registration.  Notice how 
the number of classes for 
any particular course is 
specified under the Course 
name - in this case, 1 class 
is available for registration. 
To register for a class,  

Click the "View Classes" 
button. 

 

 

Icon indicates 
Instructor-Led 
Class 

Icon indicates 
WBT Class 
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Step 5 

 

 

The class details window displays. You 
can view the details, then click the 
“ENROLL” button to reserve a seat in the 
class. 
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Step 6 

 

 

A Registration warning message displays. 
This message indicates you will require 
Supervisory approval.  An email is 
automatically generated and sent to 
your supervisor requesting approval. 

 

Click the "Continue" button. 
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Step 7 

 

 

The Registration Confirmation window 
displays, You can Print this confirmation (not 
recommended) or just close the window. 

Click the "Close" button. 
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Step 8 

 

 

 

 

 

 

 

 

 

You’re returned to the Class enrollment details 
listed in your My Learning Portlet or Me page. 
Notice that the class status is “Pending 
Approval”.  

Once your supervisor approves this 
registration, the status will change to 
Registered. 

You can return to the Home page or Log out. 
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5 – Dropping a Class (Canceling Registration) 

Step 1 

 

 

 

 

Step 2 

 

 

 

 

 

To drop a class after you have 
registered for it,  

1) Access the Home page 

2) Locate the class you want to 
drop, then click the View 
Details button. 

Click the Drop link 
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Step 3 

 

 

The Cancel This Order 
window displays. Click the 
“YES” button to confirm 
you want to drop the 
class. 
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6 - Launching WBT Classes (From a Curriculum) 

Step 1 

 

 

  

 

 

There are several ways to access WBT training 
in the DSSLearnCenter.  
 

Occasionally you will see a Curriculum listed in 
your My Learning portlet (Double book icon).  
 

A Curriculum is a feature that OSD uses to track 
completion of mandatory training.  
 
You can also access class details or launch a 
WBT course from a Curriculum.  

 
Click the “VIEW DETAIL” button to view the 
curriculum details. 
 



18 

Organizational and Skill Development – UConn School of Social Work/Department of Social Services – revised 9/17     

Step 2  

 

 

 

Once you access the Curriculum 
Details, you will see that you can 
launch the WBT class by just 
clicking the Launch button 
displayed here. 

 

Click the “Launch” button to open 
the WBT Presentation Window.  
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6 - Launching WBT Classes  
(From a Catalog Search and the My Learning Portlet) 

Step 1 

 

.  

 

Step 2 

 

 

Whether you access a WBT class from 
catalog search, a curriculum, or from 
the My Learning Portlet as you see 
here, the class will launch in the same 
manner.  
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Two windows will open. The second one will display the 
course. Follow on-screen instructions to complete a 
WBT Class.  
 

All WBT classes will also bookmark, so you can stop a 
class at any time and return to where you left off.   
 

Most classes provide an exit option, but you may also 
click the “X” in the upper right corner of the course 
window to end a WBT session. 

 

 

 

Click the Exit link  in 
the course window, or 
the “X” to close the 
course window.  
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7 - Exploring the “Me” Page 

Step 1  

 

 

 

 

From the Home page, 
click the Function 
menu icon, then click 
the Me link in the 
dropdown that 
appears. 
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The “Me” page highlights 

 

 

. Although the graphic on the left indicates that this page displays your 
Learning and Certifications, it actually displays your Learning and 
Curriculums. DSS, at this time does not use the Certification feature. The 
left hand navigation panel allows you to access other Me page activities, fro 
example, your Profile, and Completed Learning.  
 

 

Me Page – Other Features 

 

 

The Me page defaults to all current learning activities, 
including active Curriculums, enrolled Instructor-Led 
classes and Web-Based Training.  

 

 

 

The left hand navigation panel 
allows you to access other  Me 
page activities, for example, your 
Profile, and Completed Learning.  

 

 

 

 

This graphic reads “Learning and 
Certifications”, but the page detail 
actually displays your Learning and 
Curriculums. 

DSS, at this time does not use the 
Certification feature.  
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Me Page – the Profile Page 

 

  

 

 

 

 

Me Page – Completed Learning  

 

Here’s the Profile Page. Your User Profile page displays all of 
your DSSLearnCenter Account information. You always need 
to ensure that your account info, particularly your ”Current 
Job” info is updated.  Notify OSD of any changes to these 
fields. 

 

 

 

 

This page essentially displays all of 
your transcript information - 
completed Curriculums, Instructor-led 
training and Web-Based training.  
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8 - Exploring User Options 

Step 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click your name.  

The Drop down includes access to your 
DSSLearnCenter Account information,  Sign 
Out, Changing your Password, and the 
Calendar feature. We’ll explore the 
Calendar feature here. 
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The Calendar 

 

 

 

 

You have the option to display either My Events or the 
Catalog Calendar. The My Events view will display only your 
scheduled learning activities. The Catalog Calendar view will 
display all available OSD learning activities. 
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Hovering over one of your 
scheduled events will 
display a preview of that 
event. 
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Clicking on the event link 
will display additional details 
as seen here. 

 


