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Introduction

Saba @ UConn Health is designed to help you manage your team’s
training.

The primary tasks you will perform in the system as a manager are:

¢ Viewing your Direct Report Team Members course status, and the
status of their Direct Report(s)

¢ Assigning Direct Report Team Members Certifications and specific class
sessions

e Running reports

e Assigning a Proxy to act in your place when you are out of the office for
extended periods of time
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Team Home

After you have logged in to the LMS, the first step to managing your team’s
learning is to navigate to the My Team section of the web site.

Choose MY Team from the navigation bar.

The Team Home area is divided into sections, which are located on the
grey bar:

e Overview
e Analytics

UCONN HEALTH

Cverview  Analytics
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The Team Dashboard

Overview This area contains a high level overview of your
teams learning information. It is a good idea
to review it often. If one of your team members has
any items outstanding or overdue you will see a red
exclamation mark and a note that reads “Requires
your attention”. Click on the activities to see the
specifics.

UCONN HEALTH

m _ oovee l e

Overview  Analytics

Team Overview for | Direct Team|v |

Christopher Desja... _ ,
1416 Requires your R .
.', attention Overdue activities(4) )

Offline

If they are up-to-date with everything you will see a
green checkmark.

UCONN HEALTH Hi, Chr

OVERVIEW DASHBOARDS ANALYTICS

B
Direct Team Q

T Filters v

NAME UPCOMING OVERDUE APPROVAL

Julio Rivera +
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Analytics (aka Reports)

UCONN HEALTH

Here you will see reports that are available for you

to run. Click on the name of the report to begin

running it. If you would like to schedule the report to
run at a certain time click on the ‘Schedule’ button

and follow the prompts.

Hi, Lawrence Pittman «

m _ Srovee I EEMIDEEEE) ©

Overview  Analytics

Reports

Reports Subscriptions

All 20 Recently Viewed 4 Favorite 0
Category Al ~
Name

gl My Team Enrollment Dashboard

Team Enroliment Dashboard Report
Created By: Christopher Desjardins

Team Transcript Report
Created By: Christopher Desjardins
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Last Run Date

22-APR-2016 2:28 PM

22-APR-2016 2:28 PM

22-APR-2016 1:53 PM

This report will show Team Members completed courses for a specified date ran...

Actions

(2 Schedule

(9 Schedule

(2 Schedule

? Help



Team Transcripts

Under Analytics there is a report called “Team Transcript Report”. This
report will return a listing of all completed courses for your team members
during the specified date range.

UCONN HEeALTH

Overview  Analytics

Reports

Reports Subscriptions

All 20 Recently Viewed 4 Favorite 0
Category: All A search
Name Last Run Date
My Team Enroliment Dashboard
gl 22-APR-2016 2:28 PM

Team Enroliment Dashboard Report
Created By: Christopher Desjardins 22-APR-2016 2:28 PM

Team Transcript Report
Created By: Christopher Desjardins 22-APR-2016 1:53 PM

This report will show Team Members completed courses for a specified date ran...

Version 1.3 -7 -



Assign a Proxy User

The system allows you to designhate someone to act in your place when
you go on vacation or are away from your office. To assign someone as
your proxy, follow these instructions.

1. After you have logged into your account, at the top of the screen you will
see the following links: My Account, Help, and Log Out.

2. Click on My Account. A new window will pop up.

3. Click on the Proxy Settings tab.

Hi, Christopher Desjardins v =% i
UCONN HEALTH [ oasins ]
s Account C
. i ME GROUPS ADMIN 4 Preferences —

Downloads

Personalize For: L ze Enable P
Proxy Settings

What's New?

Edit system ca

‘ — o Sign out
T — . ‘ s e
4. Click on the Add Proxy link.
2 Saba - Internet Explorer o || E= ]|
| € https://uconnleap.sabacloud.com/Saba/Web/UCHCAdmin/commen/party/person/editPersonPreferences.rdf?isProxySettings=true a
My Account: Proxy Settings
I am a proxy for
Mo items found
My proxies are Add New Proxy
No items found
Close
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5. Desiginate who would act as your Proxy and select which role(s) you
want them to access. You will need to set a Start and End date for your

Proxy.

@ Saba - Internet Explorer EI@
© https://uconnleap.sabacloud.com/5aba/Web_wdk/UCHCAdmin/common,/party/person,/editProxyUser.rdf?callbacl ﬂ‘

Add New Proxy ~

* = required

Proxy By* | |-rg§|@

Start Date” 14-APR-2016 =

End Date® [21-APR-2018 =

Select roles that the proxy can access

[] Team Dashboard
| Save || Cancel
v
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Assign Certifications to Team Members

1. Log into Saba http://uconn-health.sabacloud.com

UCONN HEALTH

Please login with your UConn Health network
username password.

Log in to Health_Saba_Cloud

2. Click on “My Team”
3. Under TEAM ACTIONS, click “Assign Learning”

UEDNN HEALTH Hi, Ch

Home Me | 2 | BROWSE

OVERVIEW DASHBOARDS ANALYTICS

B Pending Approvals 0

Direct Team i 3
Q, Y Filters v TEAM ACTIONS/_J

Assign Leaming =
NAME UPCOMING OVERDUE APPROVAL
Assign Skills

Julio Rivera +
’ New._York Add Completed Course

Assign Checklist
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4. Select “Add to Plan”
5. Click NEXT

ASSIGN LEARNING

o 2 3 4 Select Type and Click Next

J

v

Register

Add to plan

Assign any learning activity.
Select one or more specific classes
later

o

Click “Show filters” and under “Type:” select Certification

7. Type in the name of the Certification you are looking for and click the

magnifying glass

8. Locate the Certification, DO NOTHING UNDER DUE DATE. Click

the Arrow under ACTION
9. Click NEXT

ASSIGN LEARNING
o o 3 4 Select Leaming

a

AVAILABLE LEARNING

v Hide filters A ©
) P

TImE TYPE
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Certification
CLEAR FILTERS APPLY FILTERS

—
- |
PorS

DUE DATE

SELECTED LEARNING

R Anesthesia Provider
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10. Select the Team Member(s) you want to add to the chosen
Certificate. Leave the default option of NO under the
MANDATORY column and under ACTION click the Arrow.

11. Click Next

e 4 I pl
Q (]
[ |
-J
1
o S
12. Review Your Selections. Ensure the correct number of team

members appear under SELECTED PEOPLE, there should be
NOTHING under MANDATORY USERS, Certification should
appear under TYPE, and ‘No due date” should appear und
DUE DATE. When ready click ADD TO PLAN

ANDATO!
TITLE PEOP - TYPE DUE DATE
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VIEW SUMMARY

R Anesthesia Provider

assigned successfully.

Julio Rivera (UConn HealthONE) Learning event has been

CLOSE

13. Click CLOSE
14. Repeat process for each Certification.
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Register for a specific class session

Log into Saba http://uconn-health.sabacloud.com

UCONN HEALTH

Please login with your UConn Health network
username password.

Log in to Health_Saba_Cloud

1. Click on “My Team”
2. Click on learners name

UCONN HEALTH

-«
’\\
_ll
OVERVIEW DASHBOARDS AN S

Direct Team

NAME UPCOMING OVERDUE APPROVAL
2 l

Julio Rivera +

Offline Gotowv
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3. Click “View Detail” for the Certification

Learning & Certifications Y Filters v

NAME PROGRESS DUE ACTIONS
ED Nurse 100 Progress 0% 12-01-2017 VIEW DETAIL o
g Certification 31 days remaining
Source : epic cert - N

4. Find the Required Instructor Led Class section and click “View
Classes”

Required Instructor Led Class * Complete 1 of 1

i‘ Scheduling Appointments 100 ENDING R ATION VIEW CLASSES
Course

5. This will bring up all the sessions the particular class is being offered.
Review the “Important Details” and select the class session you want
to enroll your learner into by clicking the ENROLL button.

COURSE: SCHEDULING APPOINTMENTS 100

Narrow your resuits -
Start date [£8, CiassiD:00009936 S
- Instructor-Led . Important Details
a ‘

Delivery type Farmington

v Class description : In this course, you will Lm the basiCENf scheduling, such as Interpreting Provider Schedules, Scheduling with
Blocks and Pools, Canceling and Rescnealng Appointmef@ and Utilizing the Wait List

m

Location
Language : English Available seats
Q Duration : 07:00 Waitlisted : 0 \‘

Available credits : 0 View detail Attachments >
APPLY Clear

= ]
LT. Class ID : 00009951 ENROLL
Instructor-Led

03-13-2018
Farmington

Class description : In this course, you will leamn the basics of scheduling, such as Interpreting Provider Schedules, Scheduling with
Blocks and Pools, Canceling and Rescheduling Appointments and Utilizing the Wait List

Language : English Available seats : 11
Duration : 07:00 Waitlisted : 0

Available credits : 0 View detall Attachments > 03-13-2018 (7:00 AM - 2:00 PM EDT) >

6. Repeat Steps 5 & 6 for each Required Instructor Led Class listed in
the Certificate
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