Workplace Violence Prevention Training Program

In accordance with Public Act 11-33, all DDS employees are required to complete
training in workplace violence prevention.

This training has been made available in a web-based format. Employees can log in
and out at their convenience, and can complete the training during normal working
hours.

Please see the instructions below on how to log into the system and begin your training.

Note: there is no sound in this course, so headphones are not required.

How to log in

Go to the site https://ctims.ct.gov/Saba/Web/Main to get to the LMS login page.
(Note: you can just type ctims.ct.gov in the Internet Explorer address bar, and you
will be redirected to the login page.)

Enter your user name (your six-digit Employee ID number) into the Username
area and your password (the default first time login password is welcome) into the
Password area, and click [Sign On]. IMPORTANT: do not sign up under the Fire
Academy CPAT section.)

Sign on to Saba People Systems

8406
~—¢=,|Enter Username and Password

Click Sign On to continue

S%gn On
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https://ctlms.ct.gov/Saba/Web/Main

The first time you log in, you will be required to change your password.

Enter the original password (welcome) in the Old Password* area, and your new

password in both the New Password* and Confirm New Password* areas.

Change Password

(120016) Your password was recently changed by an administrator. Please specify a new password.

User Name 123456

-Seiect One-

If this is your first time
logging in you will need to
change your password.
Anything in Red with an
asterisk (*) is required that
you enter information into.

DO NOT select a secret question and answer. Click [Save].
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Once you reach your Home Page, locate the Catalog Search section, enter the
search term violence in the box and click [Go].

Configure This Page

@ Catalog Search

Search: [violence Go

Advanced Search Browse by Category |Search Learning Catalugl

Contribute a Resource

@ My Communities
! |

[IMPORTANT: you only need to use Catalog Search the first time you access
the course. Once you have enrolled it will appear on the left side of your Home
screen under “In-Progress Learning Activities”. You will be able to launch it
from there until you have completed it (see screenshot on page 5)].
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This will bring up the DDS Workplace Violence Prevention Training offering — click

[Launch] under “Actions”.

Harne | My Learning Ay Learning Plan | Ay Communities 4y Profile

ill Learning Activity Search the Catalog
Catalog
Search
Browse Courses | Offerings Packages Certifications Curricula

Pending &pprovals

Evaluations & Surveys

Search  [uiolence

Advanced Search ( Search Learning Catalog j

Learning Offerings
Offering ID Title
00032121 DOCS DDS-
Workplace WVP-001
Violence
Prevention

0

Calendar View | Print | Export | Modify Table

Course ID Start Date End Date Session Location Facility Max Enroll Current Enroll Current Waitlist Price Actions

0.00 Launch

5

( Submit Learning Request )

A smaller window will open; click on the Workplace Violence Prevention Training link to

launch the training. (If this window does not open, refer to the last page of these

instructions.)

{2 Saba - Windows Internet Explorer =10l x|
{3 https:fctlms, ck.goviSabaweb_wdkiMain/conkent)plavers ContentServerDispatcher ﬁ @

Table of Contents
Workplace Violence Prevention Training

Waorkplace Viclence Prevention Training

Done [ [ T [ [ | mternet |va = | H100% - g
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To return to the training after you are already enrolled, go to the “In-Progress
Learning Activities” on your Home page:

B r[n.u My Calendar Saba Centra E'ﬁ My Account

Home by Learning Wy Learning Plan by Communities fhy Profile

i

2
Welcome to the Department of Developmental Services

Learning Management System (LMS)

For help with this svstem, please send an email to DOS Training: mailta:D0S. Training@c t.aov

'&J In-Progress Learning Activities

Sart | By Event Start Date j
Mame Start Date Actions
[Ma| Abuse Prevention/Detection/Reporting Launch
[Ma| DDS T Security Training Launch
[l NS Warknlara Walanca DrovanHan I 2imeh
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If the video window doesn’t open, check to see if the “Pop-up blocked” message has
appeared at the top of your browser window:

33|-| /& DDS Intraret Site |‘ Saha xl | %y Home « ) Fesdef)] - | ReadMal = Pint + Page~ 5z

& ! Pop-up blocked. To see this pop-up or additional options click here...
W

ﬂlendar Saba Centra Ej My Account @ Help 1" Log Out
Go Ta IHome

Home My Learning ty Learning Plan Wy Cormmunities iy Profile

™ pps T Security Training (00033635)

Launch Back

If so, click on the yellow bar and select “Always Allow Pop-ups from This Site”:

(& DDS Intranet Site Saba x );|\ Home - [ Feedef)] - - ReadMal =0 Pint » Page= Safety- Tools - "E" H

Temporarily Allow Pop-ups

r" My Calendar saba Centra B My Account @ Help I Lozout Alvay Pop-ups from This Site
. Settings 3
Information Bar Help
Home My Learning iy Learning Plan My Communities iy Profile
™| DDS IT Security Training (00033635) L=
Launch Back

If you experience any problems while taking the training, please contact the
DDS staff development team at DDS.Training@ct.gov.
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