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Introduction

Learning@Work, using the Saba Learning Management System, is a University-wide system
developed in partnership with UConn Health. The system is used to launch, track and manage
training and development opportunities for UConn employees through a cloud-based environment
accessible anytime, anywhere.

Offering ease and convenience, the online system provides accurate and timely information
regarding training requirements. Learning@Work is a one-stop-shop for enrolling in courses,
tracking completion of learning experiences and fulfilling regulatory compliance requirements in
a self-service environment.

Learning@Work is designed to deliver and track your UConn learning requirements.

e Register for web based and instructor led courses

e Launch and complete online courses assigned to you
¢ View transcript of completed learning

e Print certificates of completion

Navigation Overview

All users are assigned basic permissions to access their training plan, transcript and UConn
courses available for registration. Instructors and Session Administrators have additional access
to Instructor and Analytics (if applicable). In addition, managers have access to their team’s
learning via the My Team dashboard (see the Manager User Guide for more information).

Log in Instructions
Internal UConn Users:

Log in with NetID and NetID Password at: https://hr.uconn.edu/learningatwork

Log out Instructions

1. Click on the down arrow next to your name in the top right corner.
2. Click Sign out.
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https://hr.uconn.edu/learningatwork

Log in and Launch Teams Virtual Sessions
Internal UConn Users:

1. Launch the MS Teams app and log in with your NetID and NetID password
Log into Learning@work at hr.uconn.edu/learningatwork using your NetID and NetID

password
Click the course under My Learning

B w

Click the Attend button for the applicable session date/time

My Learning

©

Course Title

Start date : 11-10-2021

e

11-10-2021

VIEW DETAILS

21 days remaining

11-10-2021 - 11-10-2021 | English | Virtual Class

@ Storrs DROP
Total duration: 03:00 Hrs
13 seats available | 5 Waitlist available
Class ID: 0000049000
Class Instructors: Brandi Morrell, Shannon Page
Class description
Live Session via MS Teams
Activities

4
m Session 1 Not evaluated ATTEND

Instructor(s): Brandi Morrell,

Shannon Page

11-10-2021 | 9:00 AM-12:00 PM ( EST)

5. Follow the MS Teams prompts to connect to the meeting — do not log into Teams as a
“guest” — sign into Teams using your @uconn.edu email address for attendance to record.

Note: By logging into Teams as the first step, you should seamlessly join the session. However,
if you experience the below window, click sign in and log in with your UConn email address.

We've let people in the meeting know you're waiting.

If you're the organizer or the invite came from your work or schooll please sign in.

Realtek High Definition A...

(Steps Continue to Next Page)
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file://GROVE.AD.UCONN.EDU/EFS/HR/Organization%20and%20Staff%20Development/SABA/2%20Live%20Phase%201%20Summer%202016/5%20Help%20Docs/VLE%20nav/hr.uconn.edu/learningatwork

6. Allow pop-ups when prompted.

Note: The below example is from Chrome. If you are using a different browser, please check for
popup blockers and disable for this site.

3~ Saba x + ” — =

8;app;:cmenl-p\ayer?:cmextid::t[txODCOCOCGE148?25&35;\9Hment\d:time\COCODODOD’ETTTJ&‘IEun(hpmPt:LEARNER&‘rEgid:regtl‘.vGOEOCOE‘.m53903T&signO"f:fslse&sp"url:":lse&‘.‘Q e Y # 5] e H

Start: 03-01-2022 8:15 AM EST, End: 03-01-

2022 12:00 PM EST, Instructor(s): Jennifer

Learner Status: Not Evaluated, Session Status:
Not Started X

The content is open in a browser popup window.
Note: If you have popup blocker enabled then disable it and re-launch the content.
If you continue to see this message after closing the content, please close the content or activity using the X button available on the top right corner of this window.

x
Pop-ups blocked:

» hittps:/fteams.micro...154-6d0655aa0700%22%7d

@ Always allow pop-ups and redirects from hitps://
uconn-storrs.sabacloud.com

Continue blocking
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Navigation Menu

UBDNN Learning Cat.. ~ | Entertext to search. Q - Browse v

LEARNING ([ WORK

My Learning: Lists courses for which you
have self-registered or have been assigned
to you. Session dates, times and locations

e Home Page are listed for instructor led sessions.

Completed Learning: Displays courses
recently completed with access to print a
certificate of completion.

View Interactive Learner dashboard with
My Plan e .
filtering options.

Search catalog for a specific title (enter full or
Search Catalog partial title/keyword to search) or click the
magnify glass to view all active courses.

Leaming Cat.. v | Enter text 1o search. Q| =
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My Learning Portal

The My Learning Portal is located within the Home tab. The list displays up to the first five
outstanding courses on your plan. To view all of the active courses in your training plan, click the
View All link.

My Learning (£ ~

—e ', 2022 Budget Consiruction Training Refresher

|:. Regis

Start date : 03-09-2022
03-09-2022 | & days remaining

VIEW DETAILS

—~ 2022 Annual Employee Compliance Training
in Progress .\]0

A 05272002 | 85 days remaining

VIEW DETAILS

’.‘ 2022 Annual Procurement Compliance Training

Pending Registration

A 05272022 | 85 days remaining

VIEW DETAILS

@ Navigation to My Learning: Home page
@ Courses: Course title is a link — click title for session details.

© Course Plan Details: Status of registrations and due date.
Registered = Registration Confirmed
In Progress = Registered course has not been completed
Overdue = Assigned course due date has passed

Offered = Seat offered for a waitlisted session (requires user to accept or decline seat for
registration)

Pending Registration = Course assigned to user (requires user to select session date)
Launch = WBT ready to launch

Pending Approval = Registration pending approval (requires approval prior to confirming
registration)

Pending Action = Post Course Evaluation pending completion (requires learner to Launch and
complete)
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Completed Learning Portal

The Completed Learning Portal is located within the Home tab. The list displays up to five of the
most recent learning activities completed. To view all of your completed courses, click the View

All'link.

Completed Learning () ~

= \:\debFocus Tr.::nnlng for HR Data
/' ( Successful )

On: 02-10-2022

=- *  PageUp for Regular Payroll - UConn's Recruitment System L2

/' Version: 1

=
a
a
m
o
@
)
=

On: 09-20-2021
Location: Storrs

Start Date: 09-20-2021

o Wiew All

@ Navigation to Completed Learning: m Home Page

@ Courses: Course title is a link — click title for class session details.

(3 Progress: Status of Successful will display when all requirements are completed and the

date the status was updated. A score displays (if applicable).

© view All: View all completed trainings using filtering
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Learning Catalog

The Learning Catalog displays active courses for instructor led and web based training.

UCONN

LEARNING @ WORK

i Browse

HOME ME

SearchResuls

x| [ eaming EventType v | [ peveryType

L4 B
JININ | 2555E INN | 2505E
. .

ke o

UConn Health Hiring Process

Ifh Regi: h)
(Mot Register=d)

- 4

& -

2021 COVID Self Swab Testing

[C——y
(E—

@ view Active Courses: Click the magnify glass to view active courses.

@ Learning Catalog Search: Enter a title or keywords of a title (e.g. Intro) to search for specific
courses.

© Filter: Filter search results by selecting criteria from the list provided.

OResults: View results displayed in the center of page (results are displayed by 25 per page).

Learner Self-Service Tasks

Register for Instructor Led Training (ILT)
1. Navigation: Home Page > My Learning

2. Click applicable course title.

3. Click Enroll for the available session date.
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4. Check email for confirmation email including an MS Outlook invite and course attachments
(if applicable). Note: For classes with multiple sessions, an invite will be sent for each
meeting date.

5. Accept the MS Outlook invite to add to calendar (do not send a response).

Note: Full sessions will add learners to the waitlist. As seats become available, system
generated notifications offering seats are sent to learners.

View Details of an Upcoming Session
Note: Details including course dates, times and locations are listed in the MS Outlook calendar
invite sent via email. Details are also viewable in the Learning@Work system.

1. Navigation: Home Page > My Learning
2. Click applicable course title.
3. Session details display.

Complete an Evaluation
1. Navigation: Home Page > My Learning
2. Click the course title.

My Learning o

n Sexual Harassment Prevention Training - Cowrse Completion Assessment (Qualtrics Link)
Pending action
Start date : 02-14-2022

Sexual Harassment Prevention Training 9

03-18-2022 | 16 days remaining

3. Scroll to bottom of page and click View Summary

Progress History

() o0214-2022 view summary (E)

4. Click Launch

Evaluations

5. Enter responses and submit.

Register for Web Based Training (WBT)
1. Navigation: Home Page > My Learning

2. Click applicable course title.

3. Click Enroll for the Web-based offering.
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Launch Online Training Content

1.
2.
3.

Navigation: Home Page > My Learning
Click applicable course title.
Click Launch for the applicable title.

Retake Online Training Content

abwn =

Navigation: Home Page > Completed Learning
Click applicable course title.

Select Retake.

Click OK for new registration and new completion.
Launch content.

Cancel / Reschedule Registration

1.
2.
3.

Navigation: Home Page > My Learning
Click applicable course title.
Select Drop.

Select Session for an Assigned Course

1.
2.
3.
4

5.

Navigation: Home Page > My Learning (or click on link provided in email).

Click applicable course title.

Select the session and click Enroll.

Check email for confirmation email including an MS Outlook invite and course attachments
(if applicable).

Accept MS Outlook invite to add to calendar (do not send a response).

Accept a Waitlisted Offering

O WON=

Click link in the seat offering email notification.

Log into system.

Click applicable course title.

Click Accept next to the applicable course in My Learning.

Check email for confirmation email including an MS Outlook invite and course attachments
(if applicable).

Accept MS Outlook invite to add to calendar (do not send a response).
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View Completed Courses (Transcript)

1. Navigation: Home Page > Me

2. Click Completed Learning in the left navigation pane.
Note: The filter defaults to Past 12 months. Update the filter to All and click apply filters to
view all completed learning.

My Completed Learning

Learning Event Name

TYPE STATUS SOURCE FILTER BY TO-DO LIST
A [-] | [-] | [-] | [-]

DATE

|Past 12 months |_9

Past month 0
Past 3 menths CLEAR FILTERS APPLY FILTERS

Past 6 months

Past 12 months

PROGRESS ‘ ACTION

All 3

Print Certificate of Completion

1. Navigation: Home Page > Me

2. Click Completed Learning in the left navigation pane.

3. Click Print Certificate for the applicable WBT course (Web Based Training / Online
Course).
Note: Instructor led training courses display the View Summary button. Click drop down
arrow to the right of View Summary and select Print Certificate or Export Certificate.

4. Change printer settings to minimum margins if the certificate template is displaying on a
separate page from the course details text.

Print 1 sheet of paper
Destination ¥ Home Printeron79(4
Pages All -
Copies 1

Color Black and white v
More settings \ v
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Print Transcript

Navigation: Home Page > Me

Click Completed Learning in the left navigation pane.
Select date range in Show filter field.

Click the printer icon (upper right).

Click Print (upper right).

Select printer in popup and print.

oakown =

Help Contacts

Additional information including FAQs available at: http:/hr.uconn.edu/learningatwork/

For assistance with:

Browsers, pop-up blockers, Launching WebEx/Teams: UConn ITS Help Desk at
https://techsupport.uconn.edu/

Course content inquiries: Click the course title to view details including the course owner

&  Course Owners

Click Couwrse Owner's name

Account access and navigation inquiries: learningatwork@uconn.edu
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