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[bookmark: _GoBack]A learning management system (LMS) livery of e-learning education courses and training programs.
HBE'S LMS - The HUB
1. Begin by Self Registering

· Link to Access the LMS HUB Self Registration :  https://stateofmaryland.csod.com/selfreg/register.aspx?c=srg_1
· Click on the link or copy and paste it into you web browser to access the self registration link.
· Complete the registration form.
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· Please be sure to select the correct  MHBE Self Registration position, as the training is tailored to your role, using the drop down box.
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· Once you enter your email address, this will become your user name and it will appear on the screen.
· During the self registration,you must create a password. Password creation instructions are located at the bottom of the screen.
· Click “Login”
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· The next screen will be titled “Welcome to The Hub”.  Click “Close” at the bottom of the screen.
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· Once you click “Close”, you will be provided with detailed instructions about "Pop-up" Blockers and  Surfing “The Hub” in the Formatted Message Box widget on the Home page. Please make the appropriate adjustments to your pop up blockers.
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· After you have completed your registration and created a password, please allow 1-2 days for your account to become active in the system to allow access to your training.



2.  Accessing the Training

· Link to Access the LMS HUB Training - https://stateofmaryland.csod.com
· You will access the HUB training by entering your User name and Password and by clicking “Log in”.
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· Once your account is active, any curriculum or online classes that are required for you to complete the training will be listed under your Required Training widget on the welcome page. Your role will determine which currciulum and/or courses are required to complete the training. Although there may be other training listed on your page only the training listed in the Required Training widget are the courses that need to be completed and added to your transcript. The following roles are listed with the corresponding curriculum and/or courses that need to  be completed:
Producers: MHC-Consumer Portal Training (Curriculum) and  MHC-MD HBX-Producer View of the Consumer Portal (Course)
Naviagtors:  MHC Consumer Portal (Curriculum) and MHC Worker Portal (Curriculum)
Assisters:  MHC Consumer Portal (Curriculum)
Consolidated Service Center Representative:  MHC Consumer Portal (Curriculum) and MHC Worker Portal (Curriculum)
Application Counselor:  MHC Consumer Portal (Curriculum)
Caseworkers:  MHC Consumer Portal(Curriculum) and MHC Worker Portal (Curriculum)
· Click “Add” next to the online courses or curriculum listed under your Required Training widget to add the needed courses to your transcript.


[image: ]
· Once all the required curriculum and/ or online courses are added to your transcript, they will be listed on your Transcript Page. To access your transcript, click “View Transcript” under the My Inbox widget and click the “Active” tab to view the added curriculum and/or online class.
[image: ]
· Once you are ready to access the training,  click “Open Curriculum” next to the curriculum that you would like to access.
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· Once you click “Open Curriculum”, each curriculum will contain a list of courses that must be completed, in the order listed, to complete that curriculum. Click “Activate” to access the course.
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· Once you click “Activate”, the page will change to allow you to “Launch” the course.  
[image: ]
· If you are required to complete an online course,  click “Launch” to access the training.
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· Once the course is launched, select “Agree” to agree that “This is for State of Maryland Use Only” to begin course.
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· At the beginning of each course, there will be additional instructions on navigating through the course.
· Once each course is complete, “Completed” will show under the status column on the Training Details page for that course. To access the next course in a curriculum click “Activate” and then click “Launch” for the next listed course.
[image: ]
· Once a curriculum or a course is complete, you must complete the evaluation before it will be listed on the “Completed Tab” of your transcript.  Completed courses will no longer be listed on the Home page.
[image: ]
· All incomplete courses can be accessed from the “Active” tab of your transcript or through the Online Training Progress widget on the Home Page, and will no longer be listed under the Required Training widget.
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· The registration for instructor led training cannot be accessed until you complete the required online training assigned to you.  Registration for ILT will not become available until 5 pm on 9/16/2014.
· If you have any questions regarding the registration process, please feel free to contact mhc.trainingsupport@maryland.gov.


A learning management system (LMS) is a software application for the administration, documentation, tracking, reporting and delivery of e-learning education courses and training programs.
MHBE'S LMS - The HUB
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s the self registration page to to create your account to allow you access to The HUB to

Welcome to Maryland Health Connection Training. Thi
I Center

register for the training required to become effective as a Navigator, Assister, Insurance Producer, Application Counselor, C
Representative, or caseworker.

‘The Maryland Health Connection is committed to providing the support and training to make you successful in your role. Training will be delivered

online and in-person training sessions in regions across the state of Maryland.

L be customized to your position so be sure to select your correct role in the drop down menu. Your first task is to register in The Hub.
Then you will request/launch your required training applicable to you.

* First Name: =

* LastName:  [Thompson
* Email Address:  [trompson@yahoe-com]

* Phone:  [s105478159

Usemame:  jyc_thompson@yahoo.com
* Division:  Maryland Health Benefits Exchange - Self Reg
* MHBE Self Registration Position

License Number

“ New password:

il

* Confir password:

* Passwords must contain both upper and lower case letters.
* Passwords must contain alpha and numeric characters
* Passwords must be 8 - 20 characters
» Passwords cannot have leading or ralling spaces
= Passwords cannot be the same as the Usermanme, User ID, or email address.
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Welcome to The Hub.

Please take a moment to read the text box on the "Welcome" page about "Pop-up” Blockers.
This may save you some frustration.

To begin, hover your mouse over the "Learning" tab. You will see a drop down menu that will
allow you to select "Your Transcript” or "Browse for Training". Please look at both options. You
will see training "assigned to you" or "in progress" in your transcript and training that
‘available" to you in "Browse for Training"

When your course is found, you may have to select "Request”, the course will then appear in

your “Transcript”’.

When your course or curriculum is selected, you need to look to the right of the screen and
select "Launch”, “Activate”, or “Actuate”. Select these to begin the course.

After the course is completed you must select "Evaluate” (again to the right)and do a quick
course evaluation in order to progress.

After you have completed the course you should see the course appear as"Completed” in your
transcript. If it is not, “Refresh” your screen.

Enjoy The Hub!

o not show this message again
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Home. Leaming Knowledge Help Resources Center

Welcome, Joyce, to your personalized training center on The HUB.

Formatted Message Box #® Online Training in Progress

“Pop-up Blockers™ and Surfing “The Hub” No Training in Progress

The first thing | have to ask you to do is to adjust the settings to your "Pop-up Blocker”

Chrome: At the sign-in page to “The Hub" (httpss/istateofmaryland.csod.com) right click on the green padiock icon to the Required Training
left of the URL. A menu appears and under ‘Permissions”, you will see “Pop-ups’. Select the dropdown menu and select

“Always allow on this site” T @
Internet Explorer: Go to “Tools” icon (gear symboljand select intemet options. Select *Privacy Tab', uncheck “Turn on

Pop-up Blocker’, select “Apply” and Select “OK” or Select “Settings and enter The Hub URL N Sl R
(https /stateofmaryland.csod.com) in the space provided, Select “Add" Select “Close” and Select “OK” MHC Worker Portal Training o Add

If your agency does not allow you to alter your pop-up settings, call the Dol Service desk.

When your course is found, you may have to select ‘Request’, the course will then appear in your “Transcript”
@) Suosested Training
When your course or curriculum is selected, you need to look to the right of the screen and select “Launch’, “Activate”.

or *Actuate’. Select these to begin the course. The course will begin in a new window.
DBM Managing Events with Google Calendar

After the course is completed you must select “Evaluate” (again to the right) and do a quick course evaluation in order
to progress DBM-Google Drag and Drop Labels

MSA Records Management for Public Officials

R Featured Training Viewtranscript
(0 approved training selection(s))
(Registered for 0 training selection(s))

DBM.Welcome to the Account page in The Hub.

After you have completed the course you should see the course appear as “Completed” in your transcript.
“Refresh” your screen. This will correct that
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HUB

Traning Resources For Maryland

Login

To log-in, please enter your usemame and password

Usemame: [jyc_thompson@yahoo com

Password:

Log in

Forgot Username?

Forgot Password?

Welcome to The HUB

Need assistance?

For agency specific training questions: Please contact your
agency HR or Training Office.

After three unsuccessful login attempts: Your account wil
be temporarily disabled due to invalid login attempts. You can try
‘again in one hour.

Forgot your Username? To obtain your usemame (employee ID)
click on the “Forgot Username?" link below the login button. This
wil take you to the Payroll Online Service Center (POSC) login
screen. Login to POSC and click the “View SPS Employee ID"
button to view your SPS employee ID (usemame)

Forgot your password? To reset your password, click on the
“Forgot Password?” ink below the login button. Please enter your
Usemame in the box marked “Login Credential”. You will then
receive an email with the subject ine of “Comerstone Password"
that contains a password reset link Use this link to reset your
password. If you do not receive this email within a few minutes,
please check your Spam folder.

For additional assistance: Please contact DBM Shared Services
at Shared Services@maryland gov

& Cornerctone OnDemand. All Riohts Reserved
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Home. Leaming Knowledge Help Resources Center

Welcome, Joyce, to your personalized training center on The HUB.

Formatted Message Box #® Online Training in Progress

“Pop-up Blockers™ and Surfing “The Hub” No Training in Progress

The first thing | have to ask you to do is to adjust the settings to your "Pop-up Blocker”

Chrome: At the sign-in page to “The Hub" (httpss/istateofmaryland.csod.com) right click on the green padiock icon to the Required Training
left of the URL. A menu appears and under ‘Permissions”, you will see “Pop-ups’. Select the dropdown menu and select

“Always allow on this site” T @
Internet Explorer: Go to “Tools” icon (gear symboljand select intemet options. Select *Privacy Tab', uncheck “Turn on

Pop-up Blocker’, select “Apply” and Select “OK” or Select “Settings and enter The Hub URL N Sl R
(https /stateofmaryland.csod.com) in the space provided, Select “Add" Select “Close” and Select “OK” MHC Worker Portal Training o Add

If your agency does not allow you to alter your pop-up settings, call the Dol Service desk.

When your course is found, you may have to select ‘Request’, the course will then appear in your “Transcript”
@) Suosested Training
When your course or curriculum is selected, you need to look to the right of the screen and select “Launch’, “Activate”.

or *Actuate’. Select these to begin the course. The course will begin in a new window.
DBM Managing Events with Google Calendar

After the course is completed you must select “Evaluate” (again to the right) and do a quick course evaluation in order
to progress DBM-Google Drag and Drop Labels

MSA Records Management for Public Officials

R Featured Training Viewtranscript
(0 approved training selection(s))
(Registered for 0 training selection(s))

DBM.Welcome to the Account page in The Hub.

After you have completed the course you should see the course appear as “Completed” in your transcript.
“Refresh” your screen. This will correct that
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Velcome, Joyce, to your personalized training center on The HUB.

Formatted Message Box #\ Online Training in Progress
"Pop-up Blockers" and Surfing “The Hub” £m
The first thing | have to ask youto do s to adjust the settings to your “Pop-up Blocker". MHC-Consumer Portal Training Open Curriculum

Chrome: At the sign-in page to “The Hub" (httpss/istateofmaryland.csod.com) right click on the green padiock icon to the
left of the URL. A menu appears and under ‘Permissions”, you will see “Pop-ups’. Select the dropdown menu and select
“Always allow on this site” Required Training

|

Internet Explorer: Go to “Tools” icon (gear symbol)and select internet options. Select “Privacy Tab", uncheck “Turn on
Pop-up Blocker', select “Apply” and Select “OK’ or Select “Settings” and enter The Hub URL No Required Treining
(https /istateofmaryland csod.com) in the space provided, Select Add” Select “Close” and Select "OK"

If your agency does not allow you to alter your pop-up settings, call the Dol Service desk.

|

@) Suosested Training
When your course is found, you may have to select ‘Request’, the course will then appear in your “Transcript”

When your course or curticulum s selected, you need to look to the right of the screen and select “Launch’, “Activate’, — uents with Google Calent
or*Actuate”. Select these to begin the course. The course will begin in a new window. e
) ) y i o DBM.Google Drag and Drop Labels
After the course is complted you must select “Evaluate” (again to the right) and do a quick course evaluation in order
to progress. MSA-Records Management for Public Officials

After you have completed the course you should see the course appear as “Completed” in your transcript. Ifitis not.
“Refresh” your screen. This will correct that

]

View transcript
(0 approved training selection(s))

R Featured Training (Regisersd for 1 ranng ssiecion(s)

DBM.Welcome to the Account page in The Hub.

Microsoft Excel 2007
SPSMaryland Workday Introductory Video
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Transcript: Joyce Thompson

Use the transcript to manage al active training.

You have complated 0 hours (cost: $.00) of aggregate training for the fiscal year ending 6/30/2015.

Joyce Thompson

-
M\

Show my...

Transcript
(1] p

@ certifications

Active | Completed | Archived

@ Add Exteral Training

[Tt [AlTraining v Q «Previous Next»
Title Type Due Date Status Options

& MHC-Worker Portal Training Curriculum None Registered Open Curriculum

& MHC-Consumer Portal Training Curriculum None Registered Open Curriculum
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MHC-Worker Portal Training

Move to Archived Transc

Training Type: Curriculum
Provider: MHC-MD HBX Training Team
Version: 1.0
Training Hours: 0 Hours 0 Min
Description: This tutorial has 4 courses that provides an overview of the Maryland Health Connection web application and the features of the system. Further, this tutorial will detail how to complete an
‘application and run eligibility, browse for plans, search for an existing application, and how to manage work items within the system.
Status: Registered

‘Training Purpose:
Due Date: None
Expiration Date:

Curriculum

View @ all Training O ctivated Training O Nt Activated Training ] Check to sort by due date (uncheck box to return to default view)

inie (cuick on @ To sex couRse pEscRIPTION) vee oueoaTe  excusep sarus oprions oerans
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Home. Leaming Knowledge Help Resources Center

MHC-Worker Portal Training

Move to Archived Transcrig

‘Training Type: Curriculum
Provider: MHC-MD HEX Training Team

10

0 Hours 0 Min

 This tutorial has 4 courses that provides an overview of the Maryland Health Connection web application and the features of the system. Further, this tutorial will detail how to complete an
‘application and run eligibility, browse for plans, search for an existing application, and how to manage work items within the system.
: In Progress

None

Curriculum

View @ all Training O ctivated Training O Nt Activated Training ] Check to sort by due date (uncheck box to return to default view)

TITLE (cLick on @ To SEE COURSE DESCRIPTION) TYPE DUE DATE EXCUSED STATUS. ‘oPTIONS DETAILS
9 MHC-MD HBX-Using the Worker Portal Part 1 Online Class. Hone o Registered Caunch 2
(9 MHC-MD HBX-Using the Worker Portal Part 2. Online Class None No Pending Prior Training None None.
9 MHC-MD HBX-Using the Worker Portal Part 3 Online Class None No Pending Prior Training None None
(9 MHC-MD HBX-Using the Worker Portal Part 4. Online Class None No Pending Prior Training None None
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HC-Worker Portal Training

Move to Archived Transcript

Training Type: Curriculum
Provider: MHC-MD HBX Training Team
Version: 1.0
Training Hours: 0 Hours 0 Min
Description: This tutorial has 4 courses that provides an overview of the Maryland Health Connection web application and the features of the system. Further, this tutorial will detail how to complete an
‘application and run eligibility, browse for plans, search for an existing application, and how to manage work items within the system.
: In Progress

- None.

Curriculum

View @ all Training O ctivated Training O Nt Activated Training ] Check to sort by due date (uncheck box to return to default view)

TITLE (cLick on ¥ TO SEE COURSE DESCRIPTION) TYPE DUE DATE EXCUSED STATUS. ‘oPTIONS DETAILS
9 MHC-MD HBX-Using the Worker Portal Part 1 Online Class None No Complated Launch | Evaluate 5.
(9 MHC-MD HBX-Using the Worker Portal Part 2. Online Class None No Not Activated Activate None
9 MHC-MD HBX-Using the Worker Portal Part 3 Online Class None No Pending Prior Training None None
(9 MHC-MD HBX-Using the Worker Portal Part 4. Online Class None No Pending Prior Training None None
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Formatted Message Box

"Pop-up Blockers” and Surfing “The Hub”
The first

g | have to ask you to do is to adjust the settings to your “Pop-up Blocker”

Chrome: At the sign-in page to “The Hub" (httpss/istateofmaryland.csod.com) right click on the green padiock icon to the
left of the URL. A menu appears and under ‘Permissions”, you will see “Pop-ups’. Select the dropdown menu and select

“Always allow on this site”
Internet Explorer: Go to “Tools” icon (gear symbol)and select internet options. Select “Privacy Tab", uncheck “Turn on
Pop-up Blocker', select “Apply” and Select “OK’ or Select “Settings” and enter The Hub URL

(https /istateofmaryland csod.com) in the space provided, Select Add” Select “Close” and Select "OK"

If your agency does not allow you to alter your pop-up settings, call the Dol Service desk.

When your course is found, you may have to select ‘Request’, the course will then appear in your “Transcript”

When your course or curriculum is selected, you need to look to the right of the screen and select “Launch’, *Activate”,
or *Actuate’. Select these to begin the course. The course will begin in a new window.

After the course is completed you must select “Evaluate” (again to the right) and do a quick course evaluation in order

to progress.

After you have completed the course you should see the course appear as “Completed” i
“Refresh” your screen. This will correct that

your transcript. Iftis not,

#® Online Training in Progress

|

Action

MHC-Consumer Portal Training Open Curriculum

Required Training

|

No Required Training

@ Suasested Training

DBM Managing Events with Google Calendar

|

DBM-Google Drag and Drop Labels
MSA Records Management for Public Officials

]

View transcript
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DBM.Welcome to the Account page in The Hub.
Microsoft Excel 2007
SPSMaryland Workday Introductory Video
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