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Accessing Cornerstone

If you do not receive an email with a direct link to the assigned training, please navigate to Cornerstone LMS

As a DHHS Employee you can use the Single Sign On (SSO) option located directly below the username and
password options.

Oy DHHS

HEALTH & HUMAN SERVICES

Welcome to NH DHHS Learning Management
System - Production Site|

If you know your credentials, please enter them
below.

Username: | |

Password: | |

Forgot Userna

password?

If vou are a DHHS Emplovee, please use this link to access
the Learning Management System. Click herel

Meed help logging In7 T

State of New Hampshire
Department of Health and Human Services

After you are successfully logged in you will be directed to your Learner Home page where you can access the
training that has been assigned to you.

You are currently logged in as RICHARD HILL

Hi RICHARD! What would you like to learn today?

© 15 completions
@ X 1.72 Hours
£ 16 Badges

Your Subjects
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https://dhhs.csod.com/login/render.aspx?id=defaultclp

Learner Home

If Learner Home does not automatically open, you can access this location by selecting the E in the top right
corner of the screen.

Learning v
Learner Home

Learning Search

Here you will find all courses that have been assigned to you or are in progress.

To open your instance of the DCYF/CWEP Special Education curriculum you have three options. First, choose
Open Curriculum in the bottom right-hand corner of the learning object. Second, hover over the three dots to
open the curriculum. Third, click the title of the training to open the object and choose the option Open
Curriculum in the top right corner

2  Click "Open Curriculum"

Continue Learning

Pl
CWEP

Child Welfare

- i Caliimmbi men Dol

DCYFICWEP Special DCYFICWEP Blood ARCHIVE Blood

Education Borne Pathoge Borne Pathog:
e Opén Curmigeulum ams Open Curriculum - In
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Once the curriculum is open the Cornerstone Course Menu will appear.

Accessing CWEP’s Training Calendar

Cornerstone has a built-in calendar feature that you can access. This calendar has options for viewing CWEP’s in-person
and virtual training by the day, week, month, or in an agenda format. Additionally, there are filter options on the left side
of the screen that will allow you to filter specific training available to you including title and location.

1 Mavigate to https://dhhs.csod.com/ui/lms-learner-home/homeZ?tab... 3 </ Guide Me

O i i Hi TRACY! What would you like to learn today?
‘Completions

. E 0 Hours

- Q 2 Badges
Your Subjects i lt Wele
CWER/DCVE ’[;!lf ENce
Vour Languagels) ¥
Your Frrylists
1] li] [i]
Created Frallnwers Fraflomsred
Create New Playlist Featured
Anatyens” CRITICAL Ll . -:-
1-|'erw‘ M
Wi W - ﬁi’l“ o @x lzlﬁ
1 1] 29
e e :I -I‘ et I:'ﬂtu;al Thinking Resilience for Youw or Problem Solving Meetings Ondine and

When Prablen Your Team In-Person

PAST DUE Fallow
Fedless Follow Follow
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2 Click here.

255 i Hi TRACY! What would you like to learn today?
Completions

. E 0 Hours
® oo

Ll Sl
four Subjects -—

CWERMCYF
Four Languageis) ¥

Your Praylists

o o

Created Fe coeer
Create Now Playlist
Franscripé View

1 ] 29

WET DU UE SOON  RSSGNED 7 ND T 4
DT Critical Thinking Resilience for You or Problem Solving Mestings Online and
When Problen Your Team In-Person

3 Click "Learning Search"

Learrng w

Learpdi Home ™

Tr Biyncts Edm Leatning Search |
CWERTICWT Playling,___"
My Tiaining
ouciam = Mansge Dingloyee Lesming
LT >
Your Playlists
(] 0 0 4
Crmated Follommm Follued >
Creane Mew Playlst 3
>
Transcript View
1 o 29
FAST DU EHIE SO0 ASSIGRIED ¢ WO TUE
DATE
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4 Click "Event Calendar”

»  Learner Mome
Learning Search
iiters Reset 1,046 Ressifts B fver Calenglar
URATION W 1 3 4
PE W
KDALITY W
a i i
et = DCYFICWEP 5Y3C DCYFICWER History of CWEFICore - DCYFICWER Juvenile
Documentation for OT Child Welfare Evaluation Assessment JPPO Justice Case Planning
BTG L Bk
FOWIDER w - - - o
AMGUAGE hd oo el
¢ =) .
" & 4
BB v OhiLy MOBILE EABLED L@ - .Q
2 il
A =

(P4 Al-.l-‘l. LI

DCYFICWEP Make Up CWEP/AT Assessment DCYFICWEP Selbect DCYFICWEP Dr. Oral

5 The calendar has day, week, and month views. Click "Day" if you want to view a
specific day.

ts Calendar
¢ March, 2026 » ( I
{ }-wn Agenda
L N J/
LR Calendar View @ siEver Oy Everiz - =
v 7
; '_: TUESDAY WEDINE SOAY THUR SOAY FRIDAY SATURDAY
T 4 5 [ T
- Dispostonal
o, NN IIIHIH!.IIV\”:'
CWEPAT Language and
o o Acowos 4l
.
| T BAIS . CHOT
v,
o CWERAT Language and
o Cormmumicwbon Acceas sl
DHHS
+
5
B a 1 12 13 14
CWERC o - Trauma CWEPYC ot - Ipact of CWERIAT Dosurcires Tocties  CWEPIT Thrapsiubic
rap i Weltere [hdmeastic Viclence vl Hanaesffing Retreste: Cnus Interventon (T
- HHE-DCV » EDT - HHS-DCTP 100 AN EDT - CITY OF KEERE AN MOt AL

BT

O

anal dmrmrte
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6 Click "Week" if you want to view a specific week.

ts Calendar

¢ Wednesday, March 04, 2026 »

5 S e
Calendar View & s Coenis Wy Everils a
Py
14
ooan 12:80 Akd
Tm
LE
2500 A
40 i)
-
o
- v
Fev

7 Click "Month" if you want to view the entire month.

ts Calendar

¢ Sunday, March 01, 2026 - Saturday, March 07, 2026 » R sz s

Calendar View & sfvenin Oty Evens

=
4 MARCH 01 MARCH 02 MARCH 03 MARCH 04 MARCH 08 MARCH 06 MARCH o7
: ;“ {SUNDAY) [MONDAY) [TUESDAT) WEDNE 3DAY) [THURSDAY) [FRIDAY) [SATURDAY)

LY. ]
1-00MM
o
¥00AM
_ 0040

#
am

w
M
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8 Click specific training title to view more information about the course and to

register.

its Calendar

< March, 2026 » b m o

L
ok Calendar View & saEventz O My Eventz
o
e SUMDAY MONDAY TUESDAY WEDNESOAY THURSOAY FRIDAY
| 1 2 5 1] af
¥ CWERAT Language and
i, 20 Cammumlion Actans 8l
OHi
.
I CWEPAT Language and
¥ vt 0l
o
»
B g M 12 13 14
CWERTC org - Trauma. CWREPIAT Deensres Tactics  CWEMAT Therapaut
Chi ¥ antl Hyne e rmrvannon [T01]
St 0 AN KEERE el

g Relresher
FWEne ext et

Moving through the curriculum

SATURDAY

Choose Activate and Launch to open the first module. Upon completion of this module, the next module will

become available for you.

3  Click "Activate"

al Education Options ™

4  Click "Launch Test"

al Education Options ~

children and youth in the care of

f education reguirements and considerati
roduction t

icses. Participant standmng of the importance of

educatonal needs of children and youth

wcial Education Pre-course Knowledge Launch Test

1 C C 5 §
Dhse § Mo Due Date  Traknbieg Howrs : 5 hrs 50 min

tcial Education Post-course Knowledge Actvate
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First: Pre- and Post-Knowledge Checks

Each course curriculum has a pre- and post-knowledge check. Select Continue to open the list of questions.

5  Click "Continue"

You ere axpected bo maintain intagrity throughout the examiration procass.

Te bagan this test. click “cantinus”,

Warning:
Plaasa do Aol uss your Bravwier bullans e navigals i the Tasl
Ploass uss the mavigation buttons at the botiom of sach page.

Your test answers will not be recorded if you navigate using the Browser bultons

I Cnnul] I Caontinis I

Answer each of the questions listed. If you must exit the knowledge check before completing, select

“Save/Return Later”. This option will close the knowledge check and retain the questions that were completed
Once all questions are complete, select “Summary”.

20 Click "Summary"

LI Mark for follow up

Question T of 8.

I & child does not currenthy have an IEP, thaey do nol need a special education referral meating when antering or changing placements
Trug False

.

LI Mark for follow up

Question B of 8.

An educational surrogate has the ability 1o (select all that apply)
Decide which school & child can atiend
Request appropriate evaluations for the child’youth

Activaly paricipales in $pacial educalion leam maslings

Advocate for the child to ensure the child recenes a Free and Appropriate Education in the Least Restnctive Enviranment
L SGign the chid's permission form o gttend 3 field irip.

follow up

Ruturn Later ] [ SUmmany i
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The summary will confirm if all questions have been answered, if so select “Submit Final Answers”.

21 Click "Submit Final Answers"

FOLLOW P SECTION
Pre-HC
Queston I of
Queston 2 of
Qeestion 3 of
Queston 4 of
Question 3 of
Quaston & of
Quastisn 7 af 8

< B

Question B el B

m Mmoo

| Submit Final Answers |

You may view your knowledge check results by selecting “Review Test” otherwise click “Done”.

22 Click "Done"

Test Results - TRACY SMITH

Questions on Test: §
Quastions Corract: L
uestions Incorrects 7
Parcant Corract: 13%
Passing Scores 0%
PansFail: Paised
Review Test: Roview

Pre-KiCi 13% (1 Out OF B)
Owerall Score” 1306 (1 Dut Of 8)

[ 5 Print
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Second: Move through the course content
Next, Activate and Launch the course content.

23  Click "Activate"

rdeng specs

IMpoance g

iP Special Education Pre-course Knowledge m

Due : No Due Date  Training Howrs : 5 min
ed imowledge check prior to beginning

adge check at the.

Tradnkng Houwrs = 5

P Special Education Post-course Knowledge

ctivated Due:NoD
te the following end-

eck at the conclusson of the oo

Training Houwrs : 5 men
xrowledge check. This second
hedps ws to compare your,..

iP Special Education Evaluation m
ctivated Due: No

24 ick"

aunch”

wiew of education regui - e care of
de an introduction tg nation regarding special education

understand ng o the imponance c:'

ices, Particp.

Dhse : Mo Dus Date Trabning Hours ¢ 5

o mon-qraded kn
g non-graded kn

will be asked Lo complete & second

gred  Due i bo Due Date  Training Hours = 3 b

iP Special Education Post-course Knowledge

Activate ik
Training Howrs : 5 men
wiegge check. T
e heldps us to compare yo!
iP Special Education Evaluation Activate -

ctnated Due: No Due Date
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Selecting “Start Course” will open the Introduction where the course description and learning outcomes are.

25 Click "START COURSE"

Special Education

Below the learning outcomes will be any DCYF policies, SOPS, and forms that are referenced during the course.
It is recommended to access the Policy Library on the R Drive to access these documents. Next, at bottom of
screen, select Lesson 2.

26 Click "Lesson 2 - Educational Considerations and an Introduction to Special
Education”

* DCYF Policy 1667 Educational Reguirements for Children and Youth with Disabilities
*« DCYF Policy 1668 Educational Surrogates

* DCYF Form 1666 Educational Best Interest Determination

+ DCYF Form 1667 Notice to School District of Residence Change

s DCYF Form 1668 Immediate Public-5choal Enrollment for Child in DCYF Care

& DCYF Form 1669 School Transition Plan for a Child in DCYF Care

* DCYF Form 1693 Educational Transition Letter

Lesson 2 - Educational Considerations and an Introduction to Special Education
W

11| Page



Course Activities

Many courses have various activities that must be completed before continuing through the course.
Instructions on how to complete these activities are included in the course. Below is a general
description of common activities you will see.

Process Cards

Appear like a mini book. Click “Start” to begin

27 Click "START"

Passagesi

5 impartant legal passages from special education laws to provide workers with knowledge to

help advocate for childrenfyouth they work with.

Select “Start” to read about the 5 Special Education VIPs. Use the left and right arrows

to navigate forward and backward.

Select the right arrow key to continue through each page (process card) until all pages have been viewed.

28 Click here.

VIP 1

2ublic Education

ilable to all children with disabilities ... between ages
ith disabilities who have been suspended or
of the Individuals with Disabilities Education Act

lucation means that public schools must provide
5 without charge. You and the school might not

igh. If that's the case, you have options.

12| Page



Accordions
The accordion style will have a plus sign image “+”. Click each of the “+” signs to reveal additional information.

All “+” signs must be opened before continuing.
33 Click "+"

o learn the definitions to each education vocabulary EXIT COL

+

Flip Cards

Select the “click to flip” icon (bottom right of the card) to view the backside of each card.

46  Click this icon.

Special Education Acronyms

13| Page



In the example below, there are 14 cards. Click the bottom right arrow key to reveal the next card. Proceed

until all cards have been viewed (front and back).

47  Click this icon.

THIMN
A1UN3FY354(

&

i °
1of 14

Complete the content above before moving on,

Tabs

Select each tab to view the information.

74  Click "WHO QUALIFIES FOR SPECIAL EDUCATION?"

SETELT BEJ0IT OT UTE [a0s DETOT [UTETE al e e TERrn apout Important special eay

concepts.

SPECIAL WHO QUALIFIES
EDUCATION FOR SPECIAL
TODAY EDUCATION?

DISABILITIES

LEAST

COVERED BY
SPECIAL RESTRICTI
ENVIRONM

EDUCATION
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Click the right arrow to reveal those tabs that did not fit on the first page. Each tab must be opened and read to
complete this activity.

77  Click this icon.

TETETT IO eI aROUt IMPortant special eaucaton
EXIT COUR

DISABILITIES
L COVERED BY L ehat
\L SPECIAL RESTRICTIVE >
7 ENVIRONMENT
EDUCATION

Quizzes

All quizzes within the course allow for unlimited attempts to reach the passing score of 80% (Sexual
Harassment and Assault Awareness (PREA) requires a passing score of 100%). Learners must receive a
passing score before continuing through the course.

Quiz Results

PASSING

Your score 100%

TAKE AGAIN

Q

15| Page



Download Resources

When downloading a PDF select the download icon and open the file to view. When the file is open, you will
have the option to save or print. Once complete, close the file. This will return you to the Cornerstone course
menu. DO NOT LAUNCH THE COURSE, instead minimize this screen. The reason is the course is still open in the

background. Course links follow the same instructions.

89 Click this icon.

YNI3 RAUTMAnN, M3 IS TNe Senior Manager of eamonal
1er educator and presents nationwide at education
isco, JD is a practicing attorney in the areas of education

law.

pdf

| &
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Exiting the course
If you must exit a course before completion, click “EXIT COURSE” (top right)

Emotional Issues and School Discipline

"

Trauma is common for kids in foster care. It might be the result of abuse or neglect, or of being

Returning to Cornerstone Dashboard

The course will appear as “in Progress” Select “Open Curriculum”. The Curriculum progress will be provided.
From the course menu launch the course content. You will be able to continue where you left off.

Special
Education

3% COMPLETE

= Introduction o

= Educational Considerations and o
an Introduction to Special
Education

= Ensuring Educational Stability
and Supporting the Educational
Needs of Children and Youthin
Care

Finishing the training

Course Completion

Congratulations!! You have completed the

course, you may exit and proceed to the

post-course knowledge check and evaluation.

“Exit Course” to return to the Cornerstone Course Menu

17| Page
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Notice the curriculum progress is 50% this is because the Post-course Knowledge Check and DCYF/CWEP
Evaluation must be completed. Post-course instructions are the same as the Pre-Course.

L] DCYF/OWEP Specia Egucation

DCYF/CWEP Special Education Options ™

50%

This course pri
DCYF.
legislation and rele
supporting and advecating fo

(]

ents and consider

ons for children and youth in the care of

ducation, including information regarding special education
icies. Participants will gain an increased understanding of the importance of

the educational needs of children and youth

CURRICULUM PROGRESS

DCYF/CWEP Special Education Pre-course Knowledge Review
Check

Status : Completed  Due: No Due Date  Training Hours : 5 min

Please complete the following non-graded knowledge check prior to beginning
the class. You will be atked 10 complete a second knowledge check at the,

(]

Special Education Eatinch v

Training Hour
N reg

ining Hours : 5 min

edge check This second
Ps US 8O COMPArE YOUr.

Status : Pending Prior Training  Due
Your opinian and expernience are importss
onling learning envitenment snd matena:

o

tinuous imprevement to the

it will 3kl 0 CWEP yout
is will signal to CWEP you

The next step is to “Activate and “Launch” the evaluation.

4 DCYF/CWEP Special Education Evaluation
' '] Status : Regrstered  Due: No Due Date

Your cpinion and expenence afe impartant for continuous smprovement to the
onling laming envirenment and matenal. This will Signal 1o CWEP your

The course evaluation will open in a separate window.

| X4 Qualtrics Survey | Qualtrics Experience Managament - Werk - Microsoht Edge - [m] b4

& nitps/iunh.azl.qualttics.com/jfe/form/SV S0h2sy xaEeQWNM AR

NH
DCYF s
Child Welfare Q,-

Education Partnership = “==wsisis

Training Evaluation - Special Education

18| Page



Read and rate each of the evaluation statements and provide your comments. Once complete select “Submit”.
You will receive a “Thank you” message once complete. Close this window to return to your Cornerstone
Course Menu.

The final step is to mark the evaluation as “Mark Complete”.

L DCYF/CWEP Special Education

DCYF/CWEP Special Education Options ¥
0,
75%
URRICULUM PROGRESS . .
O b cvrieWEP Special Educati led

Check
Status: Completed  Due Training Hours :
St

‘ODCVF/CWEPSpociaI Education Post-course Knowled m

-';‘I Check

d Due:No

te Training Hours: 5 min

Status: C

- DCYF/CWEP Special Education Evaluation
™

Once this has been done, the course menu will show 100% complete.

100%

CULUM PROGRESS

M
C

x
X

Accessing Transcripts

Go to “Learner Home”, select “My Training”, to review your completed training on your transcript. Here you
can review the completion page, your certificate, or reopen the curriculum.

19| Page



<« C () hitps://dhh.csod.com/phnxidriver.asp)(?routename=SornilflniversalProfile{Transcript&fargetUser o_id=-8

I IR < I R % -0
@ Introductions | The.. K CPSO-CWEP-FS-D.. @ Suggested Sites Rise 360 ¢ Boston MedCenter (@ Home-Canva i ApplytoUMA Grad. @ Harm Reduction | Ru

© Comerstone Stagin.  [J + Cornerstone OnDu. [+ Cornerstone OnD... B Lack of buprenorph.. >

B Other faverites

& TRACY SMITH Profile + Transcript Snapshot User Record ..

TRACY SMITH
{tl ) TRACYSMITH ) My Tanng

My Training

Use the transcript to access and manage your active, completed, and archived training. Learning \%
Learner Home

Filter by Training Status Sort by Filter by Training Type Learning Search

Active Due Date All Types Playlists

Search Results (11) My Training

- Workplace Ethics ILT
i Due: 9/15/2.023  Status: In Progress/ Past Due  Training Type: Curriculum

Reports

ARCHIVE Blood Borne Pathogens
Due: No Due Date  Status: In Progress. Training Type : Online Class Profile

>

>

Administration >

| >
>

Content
[

hittps ) DM s TMserioUM@inYicw™ x/Ri-s e=TRUI:&tab

@ =8

Cartification >

Htems: 2020

This foider is up to date.  Connected to: Microsoft Exchange

P Type here to secirch

Workplace Ethics
Completed: 5/2/2023  Status: Completed Training Type: Curriculum iew Compietio | |

View Completion Page
View Certificate

Open Curriculum
View Training Details

Move to Archived Transcript

TrainingiCo1mpletion

NEW HAMPSHIRE

Wy DHHS

HEALTH & HUMAN SERVICES

You have completed Workplaoe Ethics! Please print your completion certificate and pmvide a rating
for the trniniing below.

What's next?

Rate This Training View My Certificate

-‘. Evaluation Compl'eted

16| P hge


https://dhh/

Adding External Training to your Transcript

From your transcript (My Training) page you can add external training you have completed to your
individual transcript. Start by choosing Learning | My Training.

Learning v
Learner Home
Learning Search

Playlists

My Training

From this page you will see an ellipsis in the right-hand corner of the page.

{ > SysAdminHill My Training
My Training

Use the transcript to access and manage your active, completed, and archived training.

Filter by Training Status Sort by Filter by Training Type Search by Keywerd

Active = | | Due Date ™ | | All Types = Search Q

Search Results (1)

From this dropdown list you will see the Add External Training link.

E

Download Metwork Player

Add External Training

Export to PDF
Print Transcript
Run Transcript Report

Download Offline Learning

Add Learning Reporter

17| Page



From this page you can begin to add general information about the training including the Title,
Description, and Institution.

Title =

Training Description

Institution

Additional information you will want to add includes the Training Dates which should include start
and end dates.

Training Dates

Start Date End Date

MM/DDAYYYY | B || MM/DDAYYYY | B

Schedule, Cost, Credits Earned are not required fields but be sure to enter the number of hours
under Training Hours in order to ensure your annual training hours are accurate.

Schedule

Cost

suso || |
Credits Earned

Training Hours

Hours Minutes

° IC

18| Pa g e



To support your training hours, upload proof of attendance, such as a training certificate, using the
Attachment(s). You can select the applicable file from your directory by clicking the blue “Select a

file” button and navigating to the corresponding file.

Attachment(s)

After all information is completed you will choose the Submit button at the bottom of the form
which will generate a email to your Supervisor for approval. Once approved it will then be added to

your transcript as a permanent record.

19|Page
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