Accessing
CONNECTIONS
Online
Training
Courses



Contents

Taking an Online TraiNiNg COUISE .........uiieiiiiieiiiin e e e e e 2
OVBIVIBW... ettt ettt e e e e e e et e e e et et b e e e e e e e bb e e e e e eataeeeeees 2
General ACCess t0 TraiNiNg SIES.........viiiiiiiieiiie e 2
Access to Training Sites through the New York State HSEN network...... 2
Access to Training Sites from the Internet (non-HSEN sites)................... 2
New York State Directory Services (NYSDS) ACCOUNES .........ccuvvevevvnnenennnnn. 3
What Is an NYSDS/LDAP ACCOUNL? .ceuuiiiiiieiiiieeeee e 3
Do | Already Have an NYSDS/LDAP ACCOUNE?.........cooeveviiiiiiieeeiiineeeeens 3
Setting Up a New NYSDS/LDAP ACCOUNt........cooviviiiiiiiiieeciiieeeeeie e 4
Retrieving IDs and Resetting NYSDS/LDAP Account Passwords........... 5
Statewide Training Automated Registration System (STARS) ..........c......... 8
STARS OVEIVIEW ...ttt e et e e e et eees 8
If You Do Not Know Who the STARS Coordinator is For Your Agency....8
If Your Agency Does Not Have a STARS Coordinator............cc.ocevvveennn. 9
Accessing Training Schedules and Course Descriptions ............c.ccceeeeeee. 9
LI U 1T T0 1S o= o = PP 12
OVBIVIBW... ettt ettt e ettt e e e e e e et r e e e e e et e e e e e eatnaeeeeees 12
1 Lo RO 14
Overview - What iS ILINC? ..o.uuiiicce e 14
What Do | Need t0 ACCESS ILINC?.....oiiiiiiiiei et 14
Where Do | Go for More Information? ..........ccooveviieieiiieiiiieeeeeeeeei 14
How Do | Find Out What iLinc Classes are Available?........................... 15
What if | forget my iLINC PASSWOIA? ........ooveiviiiiiiiieeeiieeeei e 16
Preparing to Take an iLINC COUISE.........oviiiiiiiiiiiiii e 16
Links to Training Sites and Support Covered in this Guide ....................... 19

Tips for STARS COOrdiNatOrS......cocuuuiiiiiiieeiie e e e e een 20



Taking an Online Training Course

Overview

Taking an online CONNECTIONS training course requires some preliminary steps:

You must have the following accounts:

* A New York State Directory Services (NYSDS) account (otherwise known as a
Lightweight Directory Access Profile or LDAP account) is required to log in and
take courses on TrainingSpace. (Note: To minimize confusion, NYSDS
accounts will be referred to as NYSDS/LDAP accounts in the remainder of this
document.)

* AniLinc account is required for iLinc courses.

*= You must be registered for the course in STARS, the Statewide Training Automated
Registration System, by your district or agency’s STARS Coordinator.

= Before attending other iLinc courses, you are required to attend an “Introduction to
iLinc” course to learn how the on-line classroom works

= jLinc courses require download of the iLinc software to your computer and the use of
a headset with a microphone.

The rest of this Guide provides more information on each step in this process.

General Access to Training Sites

Access to Training Sites through the New York State HSEN Network

= If you work on a state-owned laptop or PC and connect directly to the HSEN
network, the STARS, NYSDS, iLinc and TrainingSpace websites that are described
in this Guide are available to virtually all local staff through the OCFS intranet
browser (Internet Explorer) using the links provided throughout this Guide.

Access to Training Sites from the Internet (non-HSEN sites)

= If you work on an agency-owned laptop or PC and use the OFT-CIO page to log in
via the Internet (SSL-VPN, OneNet, etc.) you will be accessing the training sites
described in this guide directly through the World Wide Web.

= If your agency does not allow general access to the Internet, your network
administrators must take steps to make these specific sites available to you.
Depending on your district/agency’s security and firewall setup, your Local Area
Network (LAN) Administrator may need to “white list” or make sites “trusted” to allow
access to the training sites via the Internet.
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New York State Directory Services (NYSDS)/LDAP
Accounts

What Is an NYSDS/LDAP Account?

A NYSDS/LDAP account is separate from an HSEN account, which is used to sign
on to the state network and to access CONNECTIONS. (Note: Because many
users know New York State Directory Services (NYSDS) accounts as LDAP
accounts, NYSDS accounts will be referred to as NYSDS/LDAP accounts in the
remainder of this document.)

A NYSDS/LDAP account is necessary to access online training courses that are
available to staff through the TrainingSpace website:
http://www.TrainingSpace.orqg/.

Note: In the past these courses have been known as Computer Based Training
Courses or CBTs because they are completed on one’s computer rather than in a
classroom. Because they are now being accessed from the web, they will be
referred to Web Based Trainings or WBTSs in the remainder of this document.

NYSDS/LDAP accounts are also used to grant staff secure access to CentraPort
and to legacy systems such as the Welfare Management System (WMS) and the
Child Care Record System (CCRS).

NOTE: User established NYSDS/LDAP accounts will only have access to
TrainingSpace. In order to access CentraPort, WMS or CCRS, a LAN Administrator
or Designated Administrator with the appropriate security rights must explicitly grant
that access.

Do | Already Have an NYSDS/LDAP Account?

Many local district CONNECTIONS users already have an NYSDS/LDAP user
account to access CentraPort, WMS and CCRS. If you can access any of these
sites or systems, you will be able to use your existing account to log on to
TrainingSpace.

District staff who don’t know if they already have an NYSDS/LDAP account should
check with their local LAN administrator.

Staff in voluntary agencies who access CCRS should also already have an
NYSDS/LDAP account.

Staff who have previously taken training through the TrainingSpace website already
have an NYSDS/LDAP account

HINT: NYSDS/LDAP account usernames are typically the same as your current
HSEN username (the one you use to sign into CONNECTIONS).

If you are unable to sign on to TrainingSpace, but believe that you do have an
NYSDS/LDAP account, it is possible that the password has expired.
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= You can reset your NYSDS/LDAP password by clicking on the link ('l forgot my
password’) which is located directly below the sign in box on the New York State
Directory Services homepage.

Setting Up a New NYSDS/LDAP Account

= Until now, if you did not already have an NYSDS/LDAP account, you could create
one yourself or have someone in your agency with this authority do it for you (e.g.,
LAN Administrator, Delegated Administrator, etc.). As of July, 2010, this process is
changing.

= The Office for Technology (OFT) is currently working on a process in which accounts
will be created centrally for all current users without NYSDS/LDAP accounts. We
expect this to occur sometime in July, 2010. Information will be circulated to local
districts and voluntary agencies explaining this process and what will happen after
the initial account creation process in July as well.

= In local districts there are staff(e.g., LAN Administrators, Delegated Administrators
(Das), etc.) who are already empowered to create new HSEN accounts as well as
new NYSDS/LDAP accounts. Going forward, it is expected that these staff will
create NYSDS/LDAP accounts for new staff who need these accounts.

= In voluntary agencies staff who create HSEN accounts now generally are not able to
create LDAP accounts. Going forward, designated staff from each agency (e.g.,
LAN Administrators, Delegated Administrators, etc.) will be empowered to create
NYSDS/LDAP accounts with access to the TrainingSpace site, but not to other more
secure sites (e.g., WMS, CCRYS).

= Until these new procedures are implemented, you can get assistance in setting up
accounts or to resolve difficulties with an account by emailing either the following two
mailboxes:

= QOcfs.dl.ldap.nyc —For NYC based agencies and ACS (Note: You can find
this mailbox and the upstate version listed below in the global directory)

= QOcfs.dl.ldap.upstate —For Upstate districts and agencies

IMPORTANT! Before setting up an account, staff members should check with the
district or agency’s LAN Administrator or Delegated Administrator (DA) to be sure
they are following any internal procedures that may apply to this process.

IMPORTANT! When setting up a new “Preferred User ID”, you should use the
same user name as the user's HSEN account (the ID the user signs into
CONNECTIONS with), for example, “6972XX".




= Your NYSDS/LDAP account is a separate account from your HSEN account.
Changing or updating the password in one account will NOT change the password in
the other account.

= When a new account is setup for a user, a standard password will be issued. The
first time the account is signed into after it has been established, the user will be
asked to choose his or her own password and a security question that will be used
to enable the user to access the account if there has been an access problem, such
as a forgotten userid or password.

Reminder: You must be registered for a course through STARS before you will be able
to sign into TrainingSpace and take it. You can however, view available courses on the
TrainingSpace website without logging in.

e Click on the Catalog drop down menu and choose “TrainingSpace Courses”

1 1 The online training resource for
Tral n | ngSDaCe | New York State social services staff

A joint project of OTDA, OCFS and PDF YOU ARE NOT CURRENTLY LOGGED IN | LOGIN

Featured

HOWME CONTACT

To see all of at offerings, please login.

Recorded

o — Teleconferences E he C [
yourtrainings ar - , rom the Catalog
this itern in the He Recorded iLinc Sessions

WorkPars NY! .!

Helping You Make Ends Maet
j Software Training NYC Food Stamps: Earned and

Retrieving IDs and Resetting NYSDS/LDAP Account Passwords

If you wish to take an online WBT course but can't remember your user ID or your
password,follow the steps below to retrieve your User Id and/or reset your password.



Click on the “LOGIN?” link to get to the New York State Directory Services login Window

fé TrainingSpace

Directory Services

If you have forgotten ——
your User ID, click on I —

the “I forgot my s
username” link.

| forgot my username | | forgot my password
Com p|ete the Agency Assistance & Contact Information 4

required information and click the “Proceed To Step 2” button to retrieve your User ID.

Forgotten User ID Service

Below are your current user name(s):

One item found.1
User Id Link
Last Name: _ OFDO40 | Forgot My Password B
Address:

392364 -
If you have forgotten your Pas
Please enter the security code displayed above in the fiald Forgot My Password” ||nk

provided. This is necessary fo prevent unauthorized wse of this
Web site. If you are using a screen reading program, click fo

have the number announced.

Proceed To Step 2

wword, click on the “I




Enter your Username and click the “Proceed To
Step 2” button.

Forgotten Password Service
790367 -

Please enter the security code displayed abowve in the field
provided. This is necessary fo prevent unauthorized use of this
Web site. If you are using a screen reading program, click o

have the number announced.

Proceed To Step 2

Please provide the following information Provide the answer to your security

Question S question and click the “Continue”
button.
1. What was the name of my first pet? _
e You will be assigned a

temporary password that must
be

Change T Login - Windows Internet Explorer,

d

during

your NEW YORK STATE
next Directory Services
login

Session Your tempaorary password is Alan90Andy
You will be required to change it during your next lagin.

Close Window

IMPORTANT! If you are unable to login successfully five times, you will be locked
out of your account. If you are locked out or need other help with your NYSDS
account, you can e-mail for assistance at:

ocfs.dl.ldap.nyc@ocfs.state.ny.us (NYC based agencies and ACS)
ocfs.dl.ldap.upstate@ocfs.state.ny.us (Upstate agencies and districts)
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Services Buffalo State

Home
ACS .
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Local Districts *  tothe Statewide Training Automated Registration System website. Hover your mouse
over the button to the left that corresponds to your agency type. The name of the agency type
OTDA ' selected will turn green and be underlined. A popup menu will appear for the selected agency
Public Agencies ; type which you can use to navigate through the website.
Training Providers ,  NOTE:
9 In order to use this site, you must have Internet Explorer version 6 or above with JavaScript
Voluntary Agencies . enabled. If the popup menu does not work for you, please click here.
Connections State
STARS Support

. @ 2008 CDHS/Research Foundation of 5UNY-‘BEC|

Statewide Training Automated Registration System
(STARS)

STARS Overview

To take a CONNECTIONS online training course you need to be registered for the
training in STARS, just as you would for any other type of training.

= STARS registration is done by your district or agency's STARS Coordinator or Staff
Development Coordinator, not by individual staff members.

If You Do Not Know Who the STARS Coordinator is for Your District or
Agency

If you are in a local district, your staff development coordinator will know who the
STARS coordinator is.

If you are in a Voluntary Agency, contact your supervisor or training coordinator. If you
are still unable to determine who the STARS coordinator is, you can contact STARS
support for information about who your STARS Coordinator is by one of the following
methods:



e Click on the link for “STARS support” on STARS Homepage,
http://stars.bsc-cdhs.org/

e Call STARS support at 1-800-413-3210 or 1-800-413-3210, x225 for Voluntary
Agency staff

e Email them at STARSsupport@bsc-cdhs.org

If Your Agency Does Not Have a STARS Coordinator

An agency administrator should email Judy Robinson (JudyR@ bsc-cdhs.org ) and cc:
Jeff Liebig (Jeff.Liebig@ocfs.state.ny.us) and Jim Djernes
(Jim.Djernes@ocfs.state.ny.us) with the following information:

= The administrator's name and title

= The administrator's phone number and email address
= The name and address of the agency

= The agency code

= Each agency site and the site ID code

= Information as to whether the agency has a STARS Coordinator or if the former
STARS Coordinator has left and needs to be replaced

Accessing Training Schedules and Course Descriptions

All staff can search for available courses on the STARS website, http://stars.bsc-
cdhs.org/. Note: A list of available TrainingSpace courses is also available on the
TrainingSpace website

= First, hover your mouse over the appropriate sidebar link (ACS, Local Districts, or
Voluntary Agencies).


http://stars.bsc-cdhs.org/�
mailto:Starssupport@bsc-cdhs.org�
mailto:JudyR@BSC-CDHS.ORG�
mailto:Jeff.Liebig@ocfs.state.ny.us�
mailto:Jim.Djernes@ocfs.state.ny.us)�
http://stars.bsc-cdhs.org/�
http://stars.bsc-cdhs.org/�

= Then, hover your mouse over "Online Applications”, then, moving right, click the
Training Calendar link..

New York State *"iLLC DHS
Office of 4l

Center for Development

Research Foundation of SUNY

) C]‘i]["le" & l.fa“'lil}r i of Human Services

Services

Bulfalo Stae College

Home
: - - . - - I
1
R Wel CO m e -
Local Districts [ Online Applications STARS Registration bsite. Hover your mouse

OTDA Ml Tutorials and Documentation Local Training Calendar e name of the agency type
:ar for the selected agency
# . Log of Program Updates OCFS Blogs
Public Agencies v

NOTE: M

Training Providers

In order to use this site, you must have Internet Explorer version 6 or above with JavaScript
Voluntary Agencies 1 enabled. If the popup menu dees not work for you, please click here.
Connections
STARS Support

This will bring you to the STARS Training Calendar search page.
STARS

New Yorlk State Office of Children and Family Services

Provider [ (ANl Providers) v

Course Content | (Al Co)tent] b |

\

—
@ | {All Training Types) )

Date from 5/8/2010 [ te7/6/2010 H
Training Title | |
Regions |D1 0= O= O« Oz Ce| [ Al Regions

-ﬂ.lzco”s / Center for Development of Human Services
M Resaarehy Foundigion of SUNY Buffalo State College
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To search for available online trainings, choose either "iLinc" or "TrainingSpace" from
the Training Type menu and choose your region from the Regions checkboxes.

You can further narrow your search by choosing any of the following:
= Provider: SUNY Albany- PDP

= Course Content: Systems Connections
= Dates: Include the date range when you plan to take the WBT

Click the “Submit” button to run your search.

A

@.\7 L i |g http:ffstars, bec-cdhs, arg/MewstarsTrainingCalendarflocal/Default, asps V| 4| X |

File Edit “iew Favorites Tools Help

v e [@STARS Training Calendar - Local District l l ]5-‘} - B - - J Page -

STARS

New York State Officg of Children and Family Services

STARS Training Calendar - Local District

Results for SUNY Albany - PDP, Systems Connections, TrainingSpace, 4/8/10 10 6/2/10, Region(s) 1,2,3,4,5,6

Training Title:
| Training Title Start Date | End Date | Registration Deadline Training Site
- TrainingSpace
TS: Documenting Casework Contacts with Foster Children 01/05i10 123110 1243110 TrainingSpace.org located at:, Albany
TS:CONMECTIONS SecuritvYour Role and Responsibility a5 a Security Coord. 01/05/10 1213110 12131110 TrainingSpace.org located at:, Albany

Clicking on a course title will open a course description page which provides details of
that particular training, including date, time, location and registration deadline.
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TrainingSpace

Overview

TrainingSpace offers a variety of interactive, web-based courses for social services
staff. TrainingSpace courses allow you to learn at your own pace, review information as
needed, and complete your training over a series of sessions.

Accessing Web Based Training (WBT) courses on TrainingSpace

Once you have an NYSDS/LDAP account and have been registered for the course in
STARS, you are now ready to take the online course on TrainingSpace.

= Open your internet browser (usually Internet Explorer)

= Enter http://www.trainingspace.org/ in your browser address area and click Enter.
This will bring you to the TrainingSpace website.

= Click on the "LOGIN" button in the upper right corner.

L CHEsIM

(& Trainingspace [ ‘ Eij = E::‘ [‘:‘ér] - é}! Page ~ \’(:(, Toold
o The online training resource for
Ir alnlrlgS pace ‘ New York State social services staff

Ajoint project of OTDA, d POF YOU ARE NOT CURRENTLY LOGGED IN | LOGIN

Featured

PDP
Computer Training
Course Catalog

Directory Services

= On the New York
State Directory
Services window,
enter your
NYSDS/LDAP
User ID/Name
and password.

Please Login

Username: _
u CIICk on the Password: ]
Login Button

| forgot my username | | forgot my password
Agency Assistance & Contact Information

|3

This will take you to your personalized TrainingSpace page.
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You should see:

1 The online training resource for
Trainin gS pace | Now Vork State ahoret sorvoas staft

Ajoint pro] FSand PDP GERALD | LOGOUT

= A greeting to ‘ 7'
you by name. % i

Y= Human Services Leadership Institute courss materials |

= Alist of all Metoningetepsedan
WBT courses yTrainings
in which you
are currently Learing Disabilty Avareness ang

enrolled - Accommodations Training "=

About TrainingSpace Using COLD to Access Reporis "= M

WorkPays NY! Helping You Make

Preventing Lead Poisoning A
Latest News in Refugee and @

Immigrant Communities

Two new TA Budgeting & Coding
Drawers "ldentifying Household
[eeds” and "Restricling TA
Baymenis" "=+

My Trainings

You are currently enrolled in

TS Documenting Casework
Foster Childrep.

TraininoSnace jsyoursonrce for

If you see the message, “You are not currently registered for any courses,” your STARS
Training Coordinator should verify that your User ID/Name has been entered into the
STARS database.

To take one of the courses you are enrolled in, click on the link to that course.

This will bring you to the opening window for that course.

(€ Documenting Casework Contacts with Foster Children. .. [71 ﬁ - B Q@ v |52k Page - {)} Tools
CONNECTIONS e-Learning JANET [LOGOUT]

Documenting Casework Contacts with Foster Children

TrainingSpace
courses are @
normally available

from when you are
registered until the

Main Menu Course Map Help My TrainingSpac

BACK TO LAST PAGE VIEWED]

end of the calendar
year.
Documenting Casework
You can return to a Contacts with Foster Children
course as many in CONNECTIONS
times as you would
like.

Course Introduction

Casework Contact Requirements

Proper Documentation of Casework Contacts
with Foster Children
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ILinc
Overview - What is iLinc?

iLinc is a virtual classroom that allows instructors and trainees from across the state to
gather in a classroom environment using their computers. Instructors and trainees can
interact with each other while viewing common content on their computer screens.
Workers can take a training course from their desk without having to travel to a training
location.

What Do | Need to Access iLinc?

To attend an iLinc course, you will need a headset/microphone and software.

= |f you are unsure of what type of headset/microphone you need, use the links
indicated under “Where Do | Go For More Information?” below to view an example.

= Be sure to get a headset/microphone for use with a computer, not with a telephone.

You will also need an iLinc account to participate in trainings.

» jLinc accounts and passwords are automatically created when you register for your
first iLinc course in STARS.

= Once your iLinc account is created, you will receive an e-mail with your iLinc
username and password. Please be sure your STARS coordinator has correctly
listed your User ID and e-mail address in STARS so that you receive this e-mail
about the course.

IMPORTANT! All interested users must attend the “Introduction to iLinc” course prior to
registering for a content course. This course runs about 45 minutes and will help
trainees become familiar with the iLinc interface and how to operate the different tools.
"Introduction to iLinc" courses are currently held three times a week (Tuesday @
11:00am, Thursday @ 2:00pm and Friday @ 10:00am). You must also register for
these courses through STARS.

Where Do | Go for More Information?

= From a state computer on the HSEN network, open Internet Explorer and enter
http://ocfs.state.nyenet/ohrd/learnlinc/ in the Address field, then press the Enter
key on your keyboard to reach the OCFS Bureau of Training Intranet site.

= From a district or agency-owned computer, access the Internet and use the following
link: http://www.ocfs.state.ny.us/ohrd/learnlinc/ to reach the OCFS Bureau of
Training Internet site.

14


http://ocfs.state.nyenet/ohrd/learnlinc/�
http://www.ocfs.state.ny.us/ohrd/learnlinc/�

>
fey > b Page - {CF Tools -

& OCFs | intranst | | fh - B

OCFS |intranet

intranet home  LATS  regional listing  ocfs internet

iLinc Virtual Classroom

Search for Training = Login + Request Account e Troubleshooting

Enter a Keyword » Schedule « Reset Password e« Student Guide

Advanced | ywhat is iLinc?

Training Modaliti LearnLinc allows instructors and QOCFS trainees from across the state to gather in a classroom
raining Yodalties environment using their desktop computers. Instructors and trainees can speak to each other
Virtual Classroom while viewing common content on their computer screens. All a trainee needs is a networked
Teleconferences computer, a headset with microphone, and the iLinc software installed on their machine.

E— Ll , ¥
|'_féBureau of Training - iLinc Yirtual Classroom | | 1’-} - B (i li,"Page = {f Tools =

NEW YORK STATE
fl Office of Children & Family Services

home site map contact us fags Espafiol H3L Pycckuid 2=

Bureau of Training

= Concemed Citizen's Guide iLinc Virtual Classroom

= Mandated Reporter Training

= Mandated Reporter This software package allows instructors and trainees from across the state to gather together into a
T e TP classroom environment using their desktop computers. Instructors and trainees can speak to each other

= BT Project Operations Manual while viewing common content on their computer screens. All a trainee needs is a networked computer, a

headset with microphone, and the iLinc software installed on their machine. This technology is also available
for use by OCFS staff for conducting training sessions or meetings. For a preview of what this technology
= Schedule | looks like, click here, then click "Open". To view documentation for iLinc, click here.

How Do | Find Out What iLinc Classes are Available?

From a state computer on the HSEN network, use the address

http://ocfs.state.nyenet/ohrd/learnlinc/schedule.asp to reach the iLinc Schedule
page on the OCFS Bureau of Training Intranet site.

OCFS |intranet

intranet home  LATS  regional listing  ocfs internet

iLinc Virtual Classroom

Search for Training e Login * Reguest Account » Troubleshooting

Enter a Keyword * Schedule » Reset Password e Student Guide

Advanced | gehedule

Training Modalities 4/30/2010 LL: F_amily Assessment
| 1| 10:00 AM Provider - SUC Buffalo - COHS

From a district or agency-owned computer using an internet connection (e.g., SSL-
VPN), use the addresss http://www.ocfs.state.ny.us/ohrd/learnlinc/schedule.asp to
reach the iLinc Schedule page on the OCFS Bureau of Training Internet site.
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| fé Bureau of Training - Satelite Schedule | | i;'&h T |:J

§ Office of Children & Family Services

home site map contactus fags Espafiol H3 Pycckuid o

Bureau of Training

= Concemed Citizen's Guide iLinc Schedule

= Mandated Reparter Training

= Mandated Reporter 4/30/2010 LL: Family Assessment
Teleconference Archive 10:00 AM  Provider - SUC Buffalo - CDHS

= BT Project Operations Manual 5/4/2010  LL: Foster Parent Training

What if | forget my iLinc password?

= You can request that your password be reset by going to
http://ilinc.ocfs.state.ny.us/iLinc/ and clicking on the link: “Password Reset” link.

= This will automatically generate an email requesting that your password be reset to
“passwordl”.

= Once your password has been reset you will receive a confirmation email.

Preparing to Take an iLinc Course

Prior to the start of your iLinc course, you will receive e-mail containing a link to
download the iLinc software and to log on to the course.

It is important that you download and test the software to check for video compatibility

and to be sure that your audio is working properly before your first class. Please do
this at least 15 minutes prior to the start of class.

= If you are using a state computer and are on the HSEN network use the address
http://ocfs.state.nyenet/ohrd/learnlinc/troubleshooting.asp to connect to the
iLinc site and run these tests.

= If you are using a district or agency-owned computer use the address
http://www.ocfs.state.ny.us/ohrd/learnlinc/technical.asp.
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Both sites contain information to help you if you have any difficulties with headsets,
microphones, video, or audio.

If you need technical assistance, please call 1-800-810-1349.

To begin your iLinc course:
= Navigate to the iLinc Log In page http://ilinc.ocfs.state.ny.us

— = y ™ »
['_r,éiLinc l l & - B fe v |if Page v i0F Tools -
~
o - w —
LLinc (e [eeon]
May 07, 2010 | Alltimes in Eastern Time

Login  System Test
Y

LogIn
Enter your User Name and Password and then click the "Submit” button

+User Name: |

*Password:

Password Reset Request Account

For technical support please call 1-800-810-1349.

= Enter your User Name and Password.
= Click the “Submit” button.

This will take you to your iLinc homepage where all of the classes you are registered for
are displayed.

-

J?,L inc : ———

ﬁ Manage Reports Janet Parry | May 07, 2010 | All times in Eastern Time
'y
P oicers
View Active
TYFE | SESSION MAME W DATETIME ROLE ACTIONS
ﬁ Mon-reimbursable Payments Practice Always Available Participant Li) ﬁ
Ul Page[1 |of1 [ [ Results 1-1af 1| Show| 10 ]

To enter a scheduled session, click the ‘Join’ button to the left of the course title.
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Once you have successfully joined your session, you will be taken to the opening
window and will receive further instructions from the instructor when the course begins.

iLinc | Helenes Custom Class

File Edit Controls Tools Session Help

FK<y Q058
Start Cortent = @ @

o Attendess | @01

Welcome to your virtual classroom session.

Your instructor will be with you momentarily.

B NoFloor Holder

Gerry Magnes

For technical support please call:
1-800-810-1349

Mo Fesdback Requested

& chat
puslc

Type here to send a message ‘m

+4 start CfEwC@E < [ A& BB 456pm

If at any point you have any problems with or questions about iLinc, you can call
the iLinc Technical Support line at 1-800-810-1349
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Links to Training Sites and Support Covered in this Guide

STARS: http://stars.bsc-cdhs.org/

TrainingSpace:_http://www.trainingspace.org/

NYSDS/LDAP assistance, email:

o0 Ocfs.dl.ldap.nyc —For NYC based agencies and ACS (Note: You can
find this mailbox and the upstate version listed below in the global
directory)

o Ocfs.dl.ldap.upstate —For Upstate districts and agencies
iLinc Introductory Page(s):

» If you are using a state computer and are on the HSEN network:
http://ocfs.state.nyenet/ohrd/learnlinc/

» If you are using an district or agency-owned computer and connecting directly
over the world wide web: http://www.ocfs.state.ny.us/ohrd/learnlinc/

iLinc Technical Support Line: 1-800- 810-1349
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Tips for STARS Coordinators

Trainees taking a TrainingSpace course will need a New York State Directory
Services (NYSDS/LDAP) account. To check if a trainee has an NYSDS/LDAP
account, district employees should contact their LAN Administrator. Voluntary
agency staff can create their own following the steps in this guide. (See pages 4
-7

In order to register a trainee in STARS for either an iLinc course or a
TrainingSpace course, the trainee’s STARS profile must have both his or her
userid and email fields filled in correctly.

The email address that should be entered in a trainee’s STARS profile should be
the one that the trainee checks the most often, as TrainingSpace and iLinc
information (e.g., confirmation of class registration, change of class time) will be
sent to this email address.

The userid that should be entered in the STARS profile should be the trainee’s
HSEN, NYSDS/LDAP, and CONNECTIONS ID. (These IDs should all match
and should be in a format similar to XX1234 or 12a345).

For iLinc courses, the trainee needs to be registered for (or have taken) the
Introduction to LearnLinc course. This course is currently offered three times a
week, every week. (Tuesday @ 11:00am, Thursday @ 2:00pm and Friday @
10:00am) Registration is handled via STARS.

For iLinc courses, the trainee also needs a proper headset with a microphone.
To view examples of acceptable headsets, Intranet users are referred to the iLinc
page of the OCFS Intranet site http://ocfs.state.nyenet/ohrd/learnlinc/ while
Internet users are referred to http://www.ocfs.state.ny.us/ohrd/learnlinc/.

Trainees can login to TrainingSpace courses at http://www.trainingspace.org
and complete their training at their own pace. For Technical Support, use the
“Help” tab on the TrainingSpace website.

Trainees can login to an iLinc course at http://ilinc.ocfs.state.ny.us on the date
and time their training was scheduled for. It is advisable to login a few minutes
before the start of the class. For Technical Support during an iLinc course,
contact 1-800-810-1349
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