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Quick Reference

PDS Online log-in: https://pdsonline.csod.com

PDS Online User Name /
User ID:

PDS Online Password: Keep your password in a secure place.

Training Support Contact(s)
at My Agency:

WCWPDS Website: https://wewpds.wisc.edu/

E-mail: office@wcwpds.wisc.edu
Phone: (608) 890-3965

WCWPDS-Madison Office:

Email: wewpds-mke@uwm.edu

WCWPDS-Milwaukee Office: Phone: (414) 964-7400
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Getting Started —

Who is WCWPDS?

The Wisconsin Child Welfare Professional Development System (WCWPDS) is a statewide training
organization that provides job-specific professional development opportunities to the public child welfare
workforce in Wisconsin, including foster parents, adoptive parents and guardians, child protective service
workers, youth justice workers, tribal staff, home visitors, supervisors, and administrators.

What is PDS Online?

PDS Online is a learning management system where you will register for training sessions. This system
stores information about your courses in order to track the sessions and hours you have completed.

Do I Have a PDS Online Account?

Many users (child welfare professionals, foster care coordinators, and licensed foster/adoptive parents)

have PDS Online accounts automatically generated for them by a system called eWiSACWIS. If you do

not have an account, see Self-Registration account on pages 4-5.

e County, Tribal, and contracted private agency Child Protective Services Caseworkers and
Supervisors and Foster Care Coordinators with eWiSACWIS accounts will receive a PDS Online
account automatically.

e Some Youth Justice Workers and Supervisors have eWiSACWIS accounts and automatically will
have a PDS Online account created; others do not have eWiSACWIS accounts and therefore will NOT
have a PDS Online account created.

e Foster Parents and Adoptive Parents receive a PDS Online account automatically based their license
status in eWiSACWIS.

e Home Visitors, Congregate Care Workers, and others will likely not have PDS Online accounts
automatically created unless they serve a role in which they have an eWiSACWIS account.

I Have a PDS Online Account
Login Page: https://pdsonline.csod.com/client/pdsonline/default.aspx

User ID: Every individual who wishes to attend training must have an individual PDS Online account and
unique User ID. Your PDS Online User ID will be generated using a letter + your eWiSACWIS number.
The number of digits in an ID varies.
Worker ID: WH####H
Foster/Adoptive Parent ID: PH######
Password: Your default password will be: (please note, it is case sensitive)
Once you log into PDS Online, you will be required to set a secure password. Keep this information.

Note: The default password will be updated each year in early January.
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Getting Started —

Self-Registration Account

Every person who wishes to take a training must have an individual PDS Online account and unique User
ID. Before creating a self-registration account, please verify you do not already have a PDS Online
account. Your worker/supervisor should be able to tell you. Our office is also happy to verify this.

CB Contact us: If you are unsure if you have an existing PDS Online account or do not know your
PDS Online User ID.

*In some cases, foster parents pursuing license levels 3 or higher may need access to PDS Online in order
to complete their pre-licensing requirements. The licensing worker should obtain a pre-approval form by
emailing wewpds-mke@uwm.edu before a self-registration account is created. Access to parent trainings
depends on information from eWISACWIS. Self-registration accounts will not work properly for parents
without prior approval.

Pre—Appro\ral for Unlicensed L3+ Foster Parents
This form to be emailed to Patty Baker for L3+ providers soon to be licensed bakerp@uwm.edu
**pre-approval is not needed for foster parents that have a WISACWIS generated PDS Online account™*

L2 foster parents should have a WISACWIS generated PDS Online account prior to registering for
training. Use this form for L2 foster parents OMLY when sessions are to occur prior to their ability to
receive a WISACWIS generated PDS Online account, but after they have been licensed

Provider Name(s):

Certification level: Anticipated date of licensing:

Provider Contact information
Email address:

Phone number:

Agency information: The agency will be charged $15/person/session
Agency Name and billing address:
Licensing worker name:

Email addreass:

Phone number:
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1. Once you’ve verified that you can and should create an account, click
https://pdsonline.csod.com/selfreg/register.aspx?c=self reg_default

* Required Field

Self Registration Account Creation:
Please note enly these who do not have an active account within the eWiSACWIS system should create a

self registration account. If you do not know if you already have an active account in the system, please
contact your supervisor or Coordinator before creating a self registration account. This is important for
documenting your training hour requirements for DCF 43 and DCF 56.

Directions: Fill in the fields provided,
Managers: You will able to select individual managers from the system who will then be able to

approve your external trainings.

* First Name:
Log In

* Last Name:

* Email Address:

Manager: )
* Employer Name

* Address Line 1-
Address Line 2-
® City:

State:

" Zip:

* Passwords must contain alpha ang numeric characters,
* Passwords must be & - 20 characters
* Passwords cannot have leading or traiing spaces.
*Passwords cannot be the same as the Username, User [, or email address|

= New password

* Confirm password

Already a user? Login here

Return to Browsing? Click here

2. Enter all required information. Provide your agency’s
name for Employeer Name and your agency’s address.
Workers should use their work email address. Caregivers
(foster parents, adoptive parents, and guardians) should
provide the email address they deem best.

3. Click Log In to complete your account set up and
access PDS Online.

Tip: We encourage you to identify your manager (supervisor/licensing worker). Before completing

step 4 above, do the following:

3a. Click the popout icon

3b. Enter their last name and first name
3c. Click search

3d. Select their name from the list

Select Manager *
@ Search ig limited to 1000 records only
Last Name: First Name: D User Name Manager's Last Name
Etudent
(1 Resuit)
Name User ID User Name Manager
Student1Admin, Milw mstudentt mstudentt

Getting Started —
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Logging in

Go to: https://pdsonline.csod.com/client/pdsonline/default.aspx

PDSQONLINE

Wisconsin Child Welfare Professional Develapment System

Imatzke

Forgot Username? | Forgot password?

Contact Us! office@wowpds.wisc.edu

Wisconsin Child Welfare Professional Development System

Password Assistance: If you forget your password, you can click Forgot Password and the system will
send you an email to reset your password.

Note: You will need to complete the User Profile Form to enable certain system functions. If you did
complete this form and provide a valid email, the password request option will not work. Please contact
our offices for assistance.
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Getting Started —

User Profile Form: Answering the Form

Completing the User Profile Form is a vital step to using PDS Online. The information you provide
determines which training sessions you can access, if your worker/supervisor can monitor your progress,
who is billed for applicable training fees, and how your agency is represented in various reports. It also
provides the system with your contact information so we can communicate important training information
with you.

e Detailed directions and guidance are available here: https://go.wisc.edu/juaz7m

e Blank forms are available for users to collect necessary information prior to starting the form. Agencies
may use this form for onboarding new learners in PDS, providing accurate agency address, and
guidance on roles and agency type.

e Professionals, who complete the profile on behalf of a foster/adoptive parent, must use the parent's log
in credentials to do so. If you have questions, please contact WCWPDS
https://wcwpds.wisc.edu/wcwpds-contact-information/

e Definitions are provided for all employment positions to ensure the most appropriate role is selected.

—

When you log into PDS Online for the first time, you will see the following:

ir role to complete your learner profile. The information is processed
3 day. After that time, you will be able to register for training. ( iliad )

NOTE: Professionals, who complete the profile on behalf of a foster/adoptive parent, must

e parents |Cg N credentials to ao so.

i
D
[
D

fyou have questions, please con WCWP

2. Complete each required field.
3. Be sure to select yes on the Form Filled — dropdown question or you will not have access to training,
and you will continue to be asked to complete the profile form.

Form Filled - dropdown

Mo et

@ Tip: Please be sure to update your information if your agency, role, or contact information changes
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Getting Started —

User Profile Form: Updating My Information
Changes to your position/level of care, agency, and contact information should be updated in PDS Online.
NEW! You now have the ability to review your profile to determine if changes are required.

1. Log into PDS Online.
2. From your PDS Online home page, click Update Profile from your PDS Online home page.

Update Profile

3. You will see the following:

click your role to update your PDS Online learner profile.
( Directions )

NOTE: Professionals, who complete the profile on behalf of a foster/adoptive parent, must
use the parent's log in credentials to do so.

Foster/Adoptive Parent Learners

All Other Learners

If you have questions, please contact WCWPDS _

4. Click on the appropriate learner type. Your profile information will automatically show in the answer
fields.
5. Review your information and make any necessary changes. Detailed directions and guidance are

available here: https://go.wisc.edu/juaz7m
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Registration Management —

Finding Training Sessions: Search Bar

The search bar feature is the best option for finding a specific training.

1. Log into PDS Online.

2. Enter the title or locator number of a specific session (a number, like “13446”), in the search bar in the

upper right-hand corner.

PDSQONLINE < =D

Wisconsin Child Welfare Professional Development System

3. Hit “enter” or click “Search”
4. Click on the correct training title

Global Search

actions Search

Refine search

Training Clear

ET@
<

Training results (17)

[ |New Event No Actions Milw

Event | PDS Online

Copy the description here Target Audience: The target audience for this training is -- enter audience here. Availability
Disclaimer: Scheduled sessions are available to the target audience and visible based on your account infermation. To review
your current information, go to Home = My Profile » User Profile Overview. If you changed po...

From this page, you will see all available sessions of this training as well as:

Upcoming Sessions

Date and time Date (Ascending) v 7 sesstons Location
5793
Registration ;'Lf:_: ;UMn 27, 2023, 9:00 AM - Wed, Jun 28, 2023, $50.00 —— Training fees
Deadline ————— = . ister by Mon, Jun 19, 2023, 2:00 View Details | v (based on your User
" o a
VILT (Virtual Instructor-Led Training) S beople on wati Proﬁle Crlterla)

English (US)
Available seats

SeSSlon ID JUN  Child Welfare- Virtual Instructor Led

(Mﬂwaukee 28  wed, Jun 28 2023, 3:00 AM - Thu, Jun 28, 2023,
sessions have a 400 PM
location hSted) 55?2:;5; ‘Iur:{si?chtL;r:E;dz‘lo'rz:unugr];)o . 18 seats available
English (US)
@ Tip: If you do not see trainings, be sure your user profile form has been completed.
Contact us for assistance.

Registration Management —
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Finding Trainings Sessions: Calendar

The calendar feature is the best option for browsing training sessions when you do not know the training
title or want to see what training sessions are offered on specific dates. To access this search option,
click Browse Training found near the bottom of your homepage to view training sessions by date. Use the

arrow to scroll months

Events Calendar
< May, 2023 >

; 23
SuMe Tuws Th Fr Ss @ ANEvents O My Events
E 13 4

3

Supervisor

o

[ Completed Sessions

& Add Subject(s) filters

Display Options
7 8

HV Lemanade for
Life - VILT

@ Al sessions
{8 Session Instructor
@ session Location

eeeeeee q
instrument:
Gollaborative
Training: Data C ks
Informed 3

Supervision -
Hybrid

Assessment and
S g

>

7 0o SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
# 5 6UB BN
; 30 1 2 3 4 5 6

T
uctor-

" 12 13

HV Brazelton HV Brazelton

Part Name

@ Tip:

Restoring the
Network T

Family Find and
ed | Engagement

If you do not see trainings, be sure your user profile form has been completed.
Contact us for assistance.

Filters allow you to narrow the results shown on the calendar. Below are the most useful filters.

Title: You can enter the full

Session ID: This field is used

training title or just a portion. Filters differently by sponsoring
offices.

Title |
Subject Filters: You can [Session ID | WCWPDS-Milwaukee sessions
choose one or more subjects to ! ocation use thls filter/field to denqte the
focus on specific content or [al ) tralnl‘ng program and session
training types e.g. _ location.
CPS + Case Worker Ongoing, |1‘T|55":'” Instructor 0]

Foster Parent + Adoption,
Home Visiting Foundation,
Supervisor Ongoing,
Wraparound,

Ethics & Boundaries

[l Completed Sessions

/.—-’6 Add Subject(s) filters

Note: The location filter will limit results to a specific venue, not city or region. The use of this
feature may prevent you from finding trainings in your area if you do not select the correct venue.

Registration Management —

Registering for a Training Session
1. Log into PDS Online.
2. Find the desired training. See pages 9-10 for details.

WCWPDS Master PDS Guide revised January 3, 2024
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Once you find a training of interest, you will be taken to the Learning Details page. This page will describe
the training, outline pre-requisites or additional expectations, and identify the target audience.

EVENT
Generic Example Training EvenT

) Generic Example Training
Duration 6 hours il ———————— The thum
Details groups train
This text will describe the content and format of this training. tralnlng typ(

audien

[ Prior to registering: This text will outline any per-requisites you must complete
prior to registering for this training

[ Prior to attending: This text will outline any assignments or preparations you
must make prior to attending this training.

[ After attending: This text will outline any additional assignments or requirements
you are responsible for after direct instruction in order to complete this training.

The target audience for this training is -- clearly defined here. If a training is not
available to you based on your role or agency, you will not see any offerings below or
on the events (training) calendar.

Availability Disclaimer: Scheduled sessions are available to the target audience
and visible based on your account information. To review your current information,
go to Home > My Profile = User Profile Overview. If you changed positions or
agencies, please update your user profile by selecting Home > Update Profile.
Please contact office@wcwpds.wisc.edu or wewpds-mke@uwm.edu if you are
unable to see any scheduled sessions.

Training Fee: The training fee is listed below and is based on information in your
user profile (role, agency, etc.). Your agency will be billed for the training fee after
the event.

Show More -

Clicking “show

language, list re

Available Language(s) English (US) subjects, and outl
Credits 6 learning object
Subject(s) Training
Objectives By the end of this training you will be able to:

+ Sentence 1.

Sentence 2.

Sentence 3.

Sentence 4.

Show less
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3. Request registration for the session of your choosing.

From the calendar:
click request

From the search bar:
3A. Click view details from the appropriate session

Session Details

X EVENT

Generic Example Training

Duration 6 hours

SESSION Details

This text will describe the content and format of this training.

EVENT

Generic Example Training

Generic Program

22231

[ Sat Jun 3, 2023, 9:00 AM - 3:45 PM CDT
Register by Sat, Jun 3, 2023, 9:00 AM

@

VILT (Virtual Instructor-Led Training)
USA

6 hours, 45 minutes

English (US)

© @ ©

Training

25 out of 25 seats available

Show More

PARTS / SCHEDULE

JUN  sat, Jun 3, 2023, 9:00 AM - 3:45 PM CDT

3 1
Trainer TestuserADMIN
VILT (Virtual Instructor-Led Training)

O Prior to registering: This text will outline any per-requisites you must complete
prior to registering for this training

DPrior to attending: This text will outline any assignments or preparations you
must make prior to attending this training.

O After attending: This text will outline any additional assignments or requirements
you are responsible for after direct instruction in order to complete this training.

The target audience for this training is -- clearly defined here. If a training is not
available to you based on your role or agency, you will not see any offerings below or
on the events (training) calendar.

Availability Disclaimer: Scheduled sessions are available to the target audience
and visible based on your account information. To review your current information,
o to Home > My Profile > User Profile Overview. If you changed positions or
agencies, please update your user profile by selecting Home > Update Profile.
Please contact offit

pds.wisc.edu or wewpd: edu if you are

unable to see any scheduled sessions.

Training Fee: The training fee is listed below and is based on information in your
user profile (role, agency, etc). Your agency will be billed for the training fee after

the event.

Available Language(s) English (US)
Credits 6
Subject(s) Training

Objectives

By the end of this training you will be able to

« Sentence 1
« Sentence 2
« Sentence 3
« Sentence 4.

Show Less

Upcoming Sessions

Date (Ascending) v 1 Session

JUN  Generic Program

3 SatJun3,2023, 900 AM - 3:45 PM
Register by Sat, Jun 3, 2023, 9:00 AM
VILT (Virtual Instructor-Led Training)

ngiish (US)

‘ 3B. Click request as shown on the left

4. The request form varies by session. Please fill out the training request form in full and click “Submit”.

Tip: If you do not see training sessions, be sure your user profile form has been
@ completed. If your profile is accurate, training sessions are unavailable to you. Contact us

Exception Request

There are conflicts in your request:

There are prerequisites requirements associated to this session that you do
not satisfy. Please check the prerequisites requirements.

You may submit an exception request for administrative agaroval if yo
would fike to be exempted from the preg

Exception Request

WCWPDS Master PDS Guide revised January 3, 2024

for assistance.

If you do not meet the pre-requisite expectations, you will not be
allowed to register for a session. Exception requests should only be
submitted when you suspect there is an error or you believe you have
completed an equivalent training.

Continuing from step 5 (above), click continue to submit an exception
request.
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Registration Management —

Waitlist Option

If you wish to register for a training session that is full, you have the option to waitlist yourself for that
training session. If an opening becomes available, you will be automatically registered into the session and
you will receive a confirmation email. Waitlists stop processing after the registration date. In some cases,
waitlists may be manually processed after the registration deadline. You can review your status on your
transcript. See page 15 for instructions on how to view your transcript.

Upcoming Sessions

Date (Ascending) A 1 Session

JUN  Generic Program

3 Sat, Jun 3, 2023, 9:00 AM - 3:45 PM
Register by Sat, Jun 3, 2023, 9:00 AM View Details v
VILT (Virtual Instructor-Led Training)

Add to Waitlist
English (U5)

Note: If you are waitlisted for multiple sessions, you may become registered for multiple sessions.
Please monitor your registrations on your transcript.
Withdrawing from duplicate sessions before the registration deadline allows others to attend
trainings they need and assures that you will not be charged for multiple sessions if there is a cost
to the session.
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Registration Management —

Notify Me When Session Becomes Available
You can choose to receive an email notification when a new training session is available. You will have to
complete the following steps for each specific training title.

1. Log into PDS Online.
2. Search the training title in the search bar in the upper right-hand corner. See page 9 for instructions.

Tip: Be aware of similar titles (e.g. Trauma Informed Parenting vs Trauma Informed Practice)
@ and note that some trainings may have equivalent titles (e.g. Foster Parent Foundation Module
6: Attachment vs Foster Parent Foundation Module 6: Attachment (CPA)).
3. From the search screen, you may see a list
B of scheduled training sessions or you may see
Generic Example Training “No sessions available.” Click “Notify Me” or

“Notify me of New Sessions”

Generic Example Training
Duration 6 hours

Details

This text will describe the content and format of this training.

[ Prior to registering: This text will outline any per-requisites you must complete
prior to registering for this training

[ Prior to attending: This text will outline any assignments or preparations you
must make prior to attending this training.

[ After attending: This text will outline any iti i or requirement: 4. TO ensure you receive accurate

you are responsible for after direct instruction in order to complete this training. Interest Tracking

notifications, do not specify a location as this will limit

your results to a specific building that may not be used o
when a session is available in your area. Click the
“Notify me when sessions are scheduled at any
location” box and hit “Submit”.

Tip: Notifications expire after one of the P D S Q O N L I N E
following: 12 months has passed, 6 emails I e e e sl bt
@ have been sent, or you have registered for e
a session. You can edit your requests in the ome - Learmin S
. R . g earch
Interests and Waitlist section of your —a [

| View Your Transcript

Learning Tab. |

Events Calendar
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Registration Management —

View Your Transcript
To manage your registrations and/or view your training completion, please click view transcript on your
homepage.

PDSQONLINE

Wisconsin Child Welfare Professional Development System Search &

Home Learning Search
r.

Welcome One!

PDS Online is a learning management system where you will register for training sessions.
This system stores information about your courses in order to track the sessions and hours you have completed.

Update Profile Browse Training Get Help Contact Us
o cornerstone Powered by Cornerstone OnDemand, Inc. ©2000-2023
All Rights Reserved. Terms - Privacy - Cookies

Tip: Your transcript is sorted into three separate pages: Active, Completed, Archived. To

" Transcript: Vi mend.

Use the transcript to manage all trainings. Please find navigation instructions here.

Filter by Training Status Sort by Filter by Training Type
Active h Date Added ¥ All Types h
-
| & Active
Completed
Archived
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Registration Management —

Training Status
There are a number of training statuses that could be displayed on your transcript. The below chart shows
the most common statuses, the transcript tab where they can be found, their registration status, and a brief
description of different registration terms.

Transcript | Registration . . S
Tab Status Registration Term and Description
Pending Pre-requisite: You are conditionally registered for a training
session. You will be listed as registered once your pre-requisite is listed as
. let t ipt.
Registered completed on your transcrip
Registered: You are officially registered for a training session.
Assigned: A training or specific session has been assigned for you to
complete. In most cases, you must still register for the assigned
Active Tab training/session.
Exception Requested: You have requested special permission to attend a
Not training session for which you do not meet the pre-requisites. WCWPDS
Registered | staff must process your request.
Waitlisted: The training session you selected is full. Your name is added
to a waitlist. If a seat becomes available to you, you will automatically be
registered and receive notification.
Done: Completed: You attended a session and/or met all requirements for
Completed | Trainingis [ completion of a training.
Tab Completed
Waitlist Expired: A seat was not made available to you prior to the start
of a training session. Your request for that session has expired.
Done: Withdrawn: You or someone on your behalf has withdrawn you from a
Archived Trainin. is fraining session.
& Denied: Your request to register for a training was denied.
Tab NOT L .
Incomplete: You attended part of a training session or completed part of a
Completed . . ..
training, so you did not complete the training.
No-Show: You did not attend the training session.

oms  Lhe above statuses apply to instructor led trainings. Web-Based trainings and curriculums have

training unique statuses. See page 19 for more information.
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Registration Management —

Withdrawing
1. Log into PDS Online.
2. View your transcript page. See page 15 for instructions on how to view your transcript.
3. Find the correct training on the ACTIVE tab.
4. Click withdraw from the drop down menu to the right of the training.
{2} > OneTestpilot » Transcript: One Testpilot

Transcript: One Testpilot

Use the transcript to manage all trainings. Please find navigation instructions here.

Filter by Training Status Sort by Filter by Training Type Search by Keyword

Active h Date Added ¥ All Types h Search

Search Results (3)

smrs Generic Example Training (Starts 6/3/2023) View Training D...

| I Due : No Due Date  Status : Registered  Training Type : Session
>

Withdraw

View Training Details

Withdraw Registration

If you withdraw your registration for this session, you will immediately be withdrawn from the roster.

Session Details

Event Name: Generic Example Training
Date / Time: (1) 6/3/2023 9:00 AM - 6/3/2023 3:45 PM
Location: VILT (Virtual Instructor-Led Training)

SESSION WITHDRAWAL OPTIONS
[ Please select a reason ~ ]
Comments
Y
5. Select a reason, add a
= comment and click “Submit”
ncel

WCWPDS Master PDS Guide revised January 3, 2024 Return to Table of Contents
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Registration Management —

Finding and Launching Web-Based Training

Most web-based trainings in PDS Online are Curriculums consisting more than one Module.

A Curriculum is a group of trainings. You

} i . An Online Module is a training component.
can think of a curriculum like a to-do i & P

It may contain videos, readings, narrated

list. Curriculums can consist of . .
@ presentations, and questions.

instructor led sessions, online
modules, or a combination of both.
1. Using the search bar in the upper right corner, find the training title. See page 9 for instructions.

CURRICULUM

curmicuLum 2. Click “Request”

Generic Curriculum

Generic Curriculum

Nataile
CURRICULUM

You may be assigned a
curriculum. If this is the case,
you will skip steps 1 and 2

Generic Curriculum

Details
Show More and go to your transcript. See
page 15 for instructions.
Contents 3 Trainings
EVENT Generic Example Training 3 . Click “Open Curriculum”
TEST Generic Test
NOTE Generic HTML Note

Generic Curriculum Options ™ . .
4. To the right of each item, you
will see actions to begin.

oy Generic Example Training

CURRICULUM PROGRESS ] Status: Registered Due:No DueDate  Duration : 6 hrs 45 min

" This text will describe the content and format of this training. Prior to registering:
This text will outline any per-requisites you must complete prior to registering...

View Training D... o

5. Complete the module as
[ e et instructed until your curriculum
progress shows 100%

Generic HTML Note @
\ Status : Pending Prior Training  Due : Mo Due Date

@ Tip: If you need to leave your training. You can return by going to the active tab of your
transcript and opening the curriculum again.
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Registration Management —

Web-Based Training Status

There are a number of web-based training statuses that could be displayed on your transcript. Additionally,
each module has its own status. The below chart outlines each training status, the possible module status
found in each stage, and the next action for each module status.

Training Module Next Action
Status Status
Not Started [ Not Activated Activate
Registered Launch
In Progress Launch

P —
n-rrogress Complete remaining modules

Completed You can click launch to review completed module
Completed All Modules No actions are necessary.
P are completed You can click launch to review completed modules
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Registration Management —

Tests
1. Go to your transcript. See page 15 for instructions.
2. Find the test and click “launch” or “launch test” on the right of the screen.

Generic Test Test - Generic Test

Status : Registered Due: Mo Due Date

5 Questions

3. Read the instructions and click “Continue”

Question 1 0f 7.

Generic Question 1. Response type yesio

Examination Instructions e

You are expected to maintain integrity throughout the examination process. 3 arkorfollow up

To begin this test, dick "continua". Question 2 of 7.
Generic Question 2. Response type trueffalse

True False

Warning: © o

Please do not use your Browser buttons to navigate in the Test. C wark for follow up.
Please use the navigation buttons at the bottom of each page.
Question 3 of 7.
Your test answers will not be recorded if you navigate using the Browser buttons. Generic Question 3. Response type multple choice/single answer
© option one
© option two
O Allofthe above

[ Wiark for follow up.

Question 4 of 7.

Generic Question 4. Respe ype multipl
[ option one

[ option two

] Allof the above

[ None of the above

] mark for follow up

4. Click “Summary” after answer all questions.

Question 5 of T.

Generic Question 5. Response type text only

Vi
[ Wiark for follow up.
Question 6 of 7.
Generic Question 6. Response type free form essay
5. Make sure you answered all questions. Then click “Submit p

Final Answers”.

Test Review

Any questions that you marked for follow Up are noted with  flag. You may go to 3 section by elicking on the link in the Options column

FoLLOW up SECTION ANSWERED oPTIONS

Save / Return Later

5 Questions 7of7 G0 to Section
Question 1 of 7 Answered
Quastion 2 of 7 Answered
Question 3 of 7 Answered
Question 4 of 7 Answered
Quastion 5 of 7 Answered
Question & of 7 Answered
Quastion 7 of 7 Answered

Submit Final Answers
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Training Documentation —

Transcript Report
If you would like a paper copy of your training record or need to provide someone (e.g. your licensing
agency) with documentation of your completions, you have three options.

Print Transcript: This option Export to PDF: This Run Transcript Report: The
pr‘ints limited Qetails for all option will create a PDF Run Transcript Report option
etntrles ona specific tab of your | screen §hot of your current provides additional information
ranscript. If you elect to print transcript tab. Details will about your completed trainings
your transcript while on the be limited to title, date, and that may be needed for licensing
@ active tab, you will get a list of status. or certification requirements.
your active registrations. This option is helpful for You can run a transcript report
Printing your transcript will only program compatibility from any tab. Sec below for
provide the Title, Type, Date, when sharing electronic nstructions.
Score, and Status of your documents.
training(s).

To run a transcript report:
1. Log into PDS Online.
2. View your transcript. See page 15 for instructions on how to view your transcript.
£} > TestUser D Transcript: Test User
3. Click the ellipsis in the Transcript: Test User
upper right corner.
4. Click “Run Transcript i —
Rep ort”. Print Transcript

Active ¥ By Date Added ™ All Types ™ | Run Transcript Report

Use the transcript to manage all trainings. Please find navigation instructions here.

5. Uncheck “event” from the training type dropdown or you will see Type
completion records for the event (training title) and session (specific ATr?'”ang_ | hd
. Al raining
offering you completed). Conon
Curriculum
Q Event
6. To view all records, leave the date range blank. To report on a specific External Training
period, select “Training Completion Date” and enter the appropriate Library
range. Material
Online Class
Online Content
CQuick Course o

" -
./ Training

@Training Completion Date (Sessions and External training will use End Date)

Select Range clear
Select t Start Date End Date

WCWPDS Master PDS Guide revised January 3, 2024 Return to Table of Contents 21




" nformation from the Advance st
information from the Advance settings. Be

sure to CheCk “InCllIde Training Detail Include Associated Training (Curriculurn Training and Pre or Post Worl)

Information” and select “Actual Training [ include Archived Training

Hours Earned”. It is also recommended you @G include Completed Training Only

select “Training Hours” for older trainings ® Show most recent completion

that may not accurately reflect actual training (O iongall completions if the user has completed more than one instance

hours earned. You may also want to limit your & include Treiriing Detail Information

results to “Include Completed Training Only” [ Actual Training Hours Eamed [] FFP .75 [ Partnership (] Reliability Rating
DCredits DNon FFP DPrice DTraining Hours
DFFP 3 DOther Funding DProvider D‘u‘ersion

Click “Run Report” to run. It is recommended

you select “Open with Adobe Acrobat” to open the
report as a PDF. If you do not have the ability to open
the report as a PDF, it will open as an Excel document.

Opening Cornerstone_Transcript_Report_5_32_34 PMuxls e

You have chosen to open:
[ | Cornerstone_Transcript_Report_5_32_34_PM.ads
which is: Microsoft Excel 97-2003 Worksheet (52.4 KB)

from: httos://corporatelnroxv.csod.com

H Name: Test User

| Employing Entity Other or Private Agency

Date Criteri e training is added to users’ transcript
End Date:

<|

 Training Type: Cohort, Curriculum, Event, External Training,

| Library, Material, Online Class, Posting, Quick
| Course, Session, Test, Online Content

i

Archived Training Include: No.

Completed Train

Cancel
TITLE; TYPE, REGISTERED? START DATE__END DATE__DUE DATE_SCORE__STATUS __COMPLETION DATE
Training 1: "External Training "1/15/2021 1/16/2021  1/16/2021  N/A Complated 1/19/2021
External Training {12/15/2020 9/10/2020  9/10/2020  N/A Completed 12/15/2020
External Training. 8/1/2020 /2020 n/a Completed  12/15/2020
External Training | 10/3/2020  10/3/2020  N/A Completed 12/1/2020
Training 5 External Training ‘12/1/2020. 9/15/2020  9/15/2020  N/A Completed 12/1/2020
S 9/13/2020  9/13/2020 N/A Completed 12/1/2020

m

Insert  Page layout  Formulas  Data o Lynn Marie Mat:

; = o p— . Eeinsert - E - A
W o T e N
- - - EE=E|eEE - as
e (B IUC[L O A | 5 [EMerge a Comer ng- Table- Styles~ CSIFOmat™ | &7 g e
Styles Cells Editing

Contact us: If you notice
an unexplained

Mame: Test User

CE discrepancy between ; o i et i s

Date Criteria Type: Date raining is added 1o users

(13 . b 2 7 Start Date:
Training Hours” and ‘ e
Training Type: Cohort, Curriculum, External Training,

(13 -~ Library, Material, Online Class, Posting.
Actual Training Hours R,

0 Training Title:

2 Subject(s):

Earned”. : .

Completed Training Only: Yes, Show only most recent instance of

Report Generated By: Test User
Report Date: 2/4/2021

START DU

e YPE EGISTERED A FNDDAT ' TRAINING HOURS SCORE  STATUS  COMPLETION DATE ACTUAL TRAINING HOURS EARNED
{0 Otner Generic Example Training Session a2 242004 242014 WA & 0 Completsd  2/4/2014 o
BEN Safety in Chid Protective Services - Present Danger Session 11/18/2018  /4/2019 24019 WA 6 Completed  /4/2019 6
5 PoS Tutorial Extemal Training V252018 /2502018 1/25/2008 W/ 0 Completed __ 1/25/2018 0
1
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Training Documentation —

Printing the Training Description

If you would like to print a copy of your training description(s), please see below.
1. Go to the completed tab of your transcript (See page 15 for instructions.)

2. Click “View Training Details”.
Transcript: One Testpilot

Use the transcript to manage all trainings. Please find navigation instructions here.

Filter by Training Status Sort by Filter by

Training Type Search by Keyword

-

Completed Completion Date ™

All Types

-

Search ‘

Search Results (7)

omws Generic Example Training (Starts 6/1/2023)
Completed : 6/1/2023  Status : Completed Training Type : Session

]
4

Print your screen.

Hours Earned”

v

4 iew Training D...

On your printed page, physically highlight both the line saying “completed” and “Actual Training

Generic Example Training

Event: Generic Example Training

Repeat for all trainings
during the correct time
frame.

Provider:
Duration:
Description:

Locator Number:
Session 1D:
Subjects:
Credits:

Training Details

PDS Online
6 Hours 45 Minutes
This text will describe the content and format of this training.

[ Prior to registering: This text will outline any per-requisites you must complete prior to registering for this training
[ Prior to attending: This text wili outling any assignments of preparations you must make prior to attending this training.
() Atter attending: This text will outline any additional assignments or requirements you are responsible for after direct instruction in order to complete this

training

The target audience for this training is — cleany defined here. If a training is not available to you based on your role or agency, you will not see any offerings below
or on the events (training) calendar.

Availability Disclaimer: Scheduled sessions are available to the target audience and visible based on your account information. To review your current
information, go to Home = My Profile = User Profile Overview. If you changed positions or agencies, please update your user profile by selecting Home = Update
Profile. Please contact wisc.edu or wewpd edu ifyou are unable to see any scheduled sessions

Training Fee: The training fee is listed below and is based on information in your user profile (ole, agency, etc.). Your agency will be billed for the training fee after
the event

22232

Generic Program
Training

6

Actual Training Hours
Earned:

Registration Deadline:
Schedule:

Day Part Ham

Thursday 1

Child Welfare F pforF

6

6i1/2023 9:00 AM CDT

e Description Starts  Ends Add to Calendar Training Hours Instructor Location

6M/2023 B/1/2023 Add to Calendar 6 Hour(s) 45 Minute(s) Trainer TestuserADMIN
G00AM 345 PM (Primary)

VILT (Virtual Instructor-Led
Training)

Training Progress Details

Status:

Due Date:

Required Attendance:
Attendance Record:
Score:

Pass/Fail:
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Completed

None

Must attend 1 of 1 parts for course completion.
Part: 1 Attended

o

Pass
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Training Documentation —

Adding External Training
An external training is any training that you completed for credit towards your certification or

' licensing that is not already in PDS Online.
1. Log into PDS Online.
2. View your transcript. See page 15 for instructions on how to view your transcript.
3. Click the ellipsis in the upper right corner of your transcript
4. Click “Add External Training

Transcript: Test User

Use the transcript to manage all trainings. Please find navigation instructions here. Add External Training

Export to PDF
Print Transcript

Active ¥ By Date Added ¥ All Types ™ Run Transcript Report

5. Enter the Training Title Add External Training
(including the start date i the | i s i omsson i e oy st ot o o o v s sy s o
title is useful for viewing e
later), the Description, the
Agency/Institution that angge
provided the training, the P -

training start date and end =~

date, and the number of P um——
Actual Training Hours T -
Earned.

6. Click Submit. —_—

e \
|, Tnstitution | =

You will be taken to the Active

tab of your transcript where you

will see the training you just Schedule

added is listed as registered. The | |~
training must be marked e —
completed by the person listed as "™ [ _
the manager in your PDS Online — acusi training tous saned - - D)
User Profile (usually your
supervisor or licensing worker). o ;- |
See page 28 for manager’s

additional steps.

Tip for Foster and Adoptive Parents: The Foster Parent Pre-Placement Modules are housed outside of
PDS Online on the WCWPDS website. Your PDS Online transcript will not automatically reflect your
completion. Once you complete all online modules, you must complete the Licensing Guide with your
worker and add it as an external training in PDS Online.
Please use one entry to indicate all modules and Licensing Guide have been completed.
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Communications —

Email is the primary means of communication from PDS Online. All communication will be limited to
training and/or your account.

Note: Please be sure you do not miss important training information:
Keep your email address accurate on your PDS Online user profile.
Add our email addresses to your safe-sender list.
Check your spam/junk folders.

Automated Emails
Email content will be limited to the following:

e Registration status updates

e Training session schedule changes and cancellations
e Upcoming training session instructions and reminders
e Completion confirmations
e Training session-specific resources

Safe Sender

Add the following email addresses as new contacts to prevent communications from going to your
spam/junk folder:

office@wcwpds.wisc.edu

wewpds-mke@uwm.edu

delivery@csod.com
Support
For additional assistance, please contact us. If you are unsure which office to contact, please see below.
Contact the Madison Office ' Contact the Milwaukee Office
for questions about: for questions about:
1) child welfare worker and supervisor 1) foster parent, adoptive parent, relative

training offered to staff in the 71 county | caregiver, congregate care, and home visiting

agencies outside of Milwaukee and the training and
11 tribal agencies and 2) child welfare training for staff working in

2) Basic Intake Worker Training statewide Milwaukee for Children’s Hospital, Wellpoint,

or DMCPS
@ UW-Madison
8010 Excelsior Drive, UW-Milwaukee Office
Suite 100 4425 N. Port Washington Road,
Madison, WI 53717 East Lake Towers, Suite 400
Glendale, WI 53212
E-mail: office@wcwpds.wisc.edu
Phone: (608) 890-3965 Email: wewpds-mke@uwm.edu
Fax: (608) 890-1594 Phone: (414) 964-7400

Fax: (414) 964-7404

PDS Online Manager Functionality —
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A manager in PDS Online has additional abilities in PDS Online from reviewing a staff/caregiver’s
transcript to running reports. Each end user in PDS Online can have a manager and approver.

Gaining Access to Your Staff/Caregivers PDS Online User Profile and Transcript
Not every PDS Online user can view another PDS Online user’s profile or transcript. Access to another
PDS Online user’s information requires permission. The below chart describes the different types of
ermission and how they are obtained.

Permission Type How Permission is Acquired

The assigned supervisor/primary assignment in eWiSACWIS
automatically feeds into PDS Online to populate the manager field.

WCWPDS staff manually updates the manager in PDS Online. This
can only be done for self-registration accounts or accounts that are not

Manager Role populated by eWiSACWIS.
A user selects a manager when creating their self-registration account
in PDS Online.
If a manager role cannot be manually changed, WCWPDS staft can
Approver Role manually designate someone as an approver in PDS Online.

Some agencies have designated staft responsible for monitoring
trainings. These staff members require access to their agency’s
staff/providers in PDS Online, but do not perform supervisor or
licensing duties. Public Adoption Workers are often not listed as the
Security Permission primary assignment in eWISACWIS and do not have direct access to
parents in PDS. In these situations, WCWPDS staff can provide
system permission to view all PDS Online users connected to that
agency or all PDS Online users who identified as pre-adoptive.

Tip: Security Permission Access relies on the
@ staff’s/providers’ user profile information. If their user profile
form is incomplete or incorrect, you may not have access to
their information.

WCWPDS Master PDS Guide revised January 3, 2024 Return to Table of Contents 26




PDS Online Manager Functionality —

How to View Your Staff/Caregivers PDS Online User Profile and Transcript
1. Hover over “Admin”

2. Click “Users” P DS w O N L I N E

Wisconsin Child Welfare Professional Development System

Home Learning Reports Search

.

Users

Tools

3. Enter your staff/caregiver’s first and last name in the corresponding boxes.
4. Hit “Search” Users

Manager

<‘i‘i

| fromoe

Active

Select OU Criteria v
Search Results a 3

Testpilot, One oncTestpilot oneTestpilot Active  State (Employing Entity) Lynn MatzkeADMIN -

Testpilot, Three threeTestpilot thresTestpilot Active One Testpilot -

(2 Results)

5. Click the person’s name.

@ Tip: If you are unsure of the correct spelling, try entering only
the last name or the first portion of the last and first names.

The default user status is active. If you do not see your
staff/caregiver, select “all” from the dropdown menu.

Users

Use these boxes and pop-up menus below to define your search criteria.

testpilot |C|ty ‘ Manager
First Name ‘ State ‘ ‘ Approver
User ID ‘ |pr ‘ Active v
Active
User Name Country v
InActive
‘ Email ‘ Pending Approval
Pending
Select OU Criteria v

All

WCWPDS Master PDS Guide revised January 3, 2024 Return to Table of Contents

27



PDS Online Manager Functionality —

Adding External Trainings

An external training is any training that your staff/caregiver completed for credit towards
§ certification or licensing that is not already in PDS Online. Your staff/caregivers can add external
training sessions to their transcripts or you can add external training sessions to their transcripts for
them. In both cases, once the external training has been entered, you (the listed manager in their PDS
Online user profile) must mark the external training complete.

N —

Access your staff/caregiver’s transcript. See page 27 for instructions.
From your staff/caregiver’s transcript, adding an external training using the same process you

would to add an external training to your own transcript. See page 24 for instructions.
3. Approve the external training by marking it complete. (see below)

Approving External Trainings
1. From your staff/caregiver’s transcript, click
“View Training Details” next to the
appropriate external training.

2. Click “Mark Complete”

Generic External Training
» Edit External Training

Transcript: Three Testpilot

[veriom] (-]

Use the transcript to manage all trainings. Please find navigation instructions here.

Filter by Training Status Sort by Filter by Training Type Search by Keyword

E fswrn \

‘ View Training D... ¥ .‘

Active ¥ || DateAdded™ || All Types

Search Results (33)

Generic External Training
l Due :NoDueDate  Status : Registered  Training Type : External Training

E Move to Archived Transcript

Training Details

Training Type: External Training
Training Description:

Status: Registered Mlark Complete

Due Date: MoneZ*
Language: English (US)
Institution:
Schedule:
Training Dates: 5/31/2023- 5/31/2023
Submitted Paperwork Mo
Cost: $0.00

Actual Training Hours
Earned:

Reliability Rating:

Assignment History

Reghum Latest Registration? Delivery Transcript Delivery Method Version DueDate Siatus Options
1 Yes Requested by Three Testpilot on 6/2/2023 2:53:02 PM Sel-Requested 1 Mone Registered @,
3. You can verify that the training is now marked complete by finding it on the staff/caregiver’s
completed transcript tab.
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Additional Resources

Schedule Agency Sessions in PDS Online

Does your agency conduct trainings in a classroom or group setting? Is your agency looking for a more
efficient way to record completed training sessions than by adding external trainings? An ILT training is an
instructor led training scheduled in PDS Online and added to users’ transcripts by the administrator of the
training. Agencies interested in this option can identify a staff member to become an ILT Admin. With
training and system permissions, ILT Admins can schedule sessions, register participants, and issue credits
for agency-based trainings. Contact our office for more information.

Reporting

Are you responsible for tracking others’ training completions and monitoring compliance? Does your
agency need training related data? With additional system permissions and guidance, PDS Online users can
create custom reports to gather the data they need.
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