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Introduction 
 
 
Saba @ UConn Health is designed to deliver and track your UConn Health 
learning requirements.  
 
The primary tasks you will perform as a learner in Saba are: 
 

• Complete online courses assigned to you 
 

• Register for web based & instructor lead courses 
 

• Print certificates of completion  
 

• Print transcript of completed learning 
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Home 
 
When you log in to the learning management system (LMS) you will be 
brought to the Home section.  
 
The Home section has two options on the top navigation bar:  
 
• Home (icon) 
• Me 
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The Home Dashboard  
 
My Learning   This section shows any courses you have been 

assigned and need to complete. If the course is 
web-based you can click on the ‘Launch Now’ link to 
begin the course. If the course is instructor led you 
will see the date of the course listed.  

 
Completed Learning  This section will show any recently completed 

courses and offer the ability to print a certificate of 
completion. 
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My Learning Portal  
 
The My Learning Portal is located within the Home tab.  This is where you 
can view courses that you currently have outstanding.  The box will show 
the first five outstanding courses. To view them all you need to click the 
‘View all’ link.   
 
 
• You now have the ability to associate due dates with courses and 

learning activities.  In the My Learning portal outstanding courses are 
sorted by the due date with the most overdue course(s) listed first. 

 
• In the case of a Web Based Training (WBT) you can simply click on the 

‘Launch’ button to view the course content  
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Completed Learning Portal  
 
The Completed Learning Portal is located within the Home tab.  This is 
where you can view  courses that you have recently completed.  The box 
will show your most recently five completed courses. To view them all you 
need to click on the ‘View all’ link.   
 
To view and/or print a copy of your Transcript, click the ‘View all’ link in the 
Completed Learning Portal.  
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To search for a specific Date Range, select Date Range in the Show box.  
Enter the “From” and “To” dates then click Search  
 
 

 
 
 
 
To print a copy of your Transcript click the printer icon in the right hand 
corner of the My Completed Learning screen.   
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Register for an Online Course as Part of Certification  
  
To enroll yourself into an online course as part of a certification:  
 
1. Log into the system and make sure you are on the Home tab.   

 
2. Click the REGISTER button next to the Certification Name 

 

 
 

3. Locate the E-Learnings and click the SELECT CLASS button 
 

 
 

4. Click on SELECT 
 

 
 

5. Repeat steps 3 & 4 for each E-Learning course listed 
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6. Once you have selected a class for each E-Learning, click 
COMPLETE REGISTRATION 
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Register for an Online Course (WBT) 
 
To enroll yourself into an online course:  
 
1. Log into the system and make sure you are on the Home tab.   

 
2. Click on the ‘Browse’ button in the top navigation bar.  

 
 

 
 
 
3. If you are searching  for a specific course, type the name of the course  

into the search box next to the Browse button  
 

 
 
Here you will see a short description of the course. For more detailed 
information click on the course.  
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Here you can see more information associated with the course.  If you wish 
to enroll click the ‘Enroll’ button. The course will be added to your list of 
outstanding courses. You will receive an automated email once you have 
enrolled.  
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Register for a Live Course (ILT)  
 
To enroll yourself into an Instructor Lead course:  
 

1. Log into the system and make sure you are on the Home tab.   
 

2. Click on the ‘Browse’ button in the top navigation bar.  
 
 

 
 
 

3. If you are looking for a specific course, type the name of the course 
into the search box next to the Browse button  
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Here you can see more information associated with the course.  If you wish 
to enroll click the ‘Enroll’ button. The course will be added to your list of 
outstanding courses. You will receive an automated email once you have 
enrolled.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Version 1.2  - 14 - 

Act as a Proxy 
 
If you are NOT the primary KRONOS time approver then you will not have 
access to the ‘My Team’ link.  The primary KRONOS time approver can 
designate you as a Proxy within Saba, this will allow you to go into the 
system and assign learning elements to team members.  
 

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

 
 

1. Click on the Drop-Down Arrow next to your name and then click on 
Proxy Settings  

 

 
 
 
 
 
 
 

http://uconn-health.sabacloud.com/
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2. See who you are permitted to act as a Proxy for here 
 

 
 
You can now assigned Certifications/Class sessions to individual team 
members.  

 

 
 
Once you are all done simply exit the Proxy mode.  

 

 
 


	Introduction
	Home
	The Home Dashboard
	My Learning Portal
	Register for an Online Course as Part of Certification
	Register for an Online Course (WBT)
	Register for a Live Course (ILT)
	Act as a Proxy

