“How To” LOG INTO

1. Open up your Internet Explorer. @

2. Type the following web address into your browser: http://dtool.dhss.delaware.gov.
It will bring you to this screen:

DELAWARE HEALTH AND SOCIAL SERVICES
Divison of Substance Abuse and Mental Health

DSAMH Training Office On Line

Mission of the Training Office:

To ensure serdces are delivered thraugh systems of care that represent state ofthe art approaches to treatment, prevention and intervention. To maximize the knowledae, skills and
ahbilities of staff within these services through innovative staff development activities. To accomplish this through partnership and collaboration with providers, consumers, and service
systems and accepting the responsibility of leadership in these areas.

Please login using your email address as your username.
Username;

Password:

g Office you do NOT have to register as a new user. Contact the Trai

If you have taken a class with the DSAMH Tr g Office for details.

New User Forgot Your Forgot Your
Registration password? Email I0?

Having a technical problem? Send us an email by clicking here. We will respond as soon as possible.

Yyant to check out our current training publications? Click on an icon below! ||

([ pone

3. Before you log in, go to the “TOOLS” Menu and make sure your pop up blocker is off.
@ Welcome to Dtool: DSAMH Training Office On Line! - Microsoft Internet Explorer u@]w

Fle Edit ‘View Favortes Tools  Help

Mail and News
O Back ~ () Iﬂ Pop-up Blocker

Manags Add-ons...
Address | http:fidool.dhss.dd  Synchronize...

M= E %'

Windows Lipdate
~
Windows Messenger I
Diagnose Connection Prablems...
Internet Options...
DSAMH Training Office On Line
Mission of the Training Office:
To ensure services are delivered through systems of care that represent state of the art approaches to treatment, prevention and intervention. To maximize the knowledge, skills
and ahilities of ¢taffwithin these services through innovative staff development activities. To izh thig through partnershin and with providers, consumers, and
service systerns and accepting the responsibility of leadership in these areas
Please login using your email address as your username.
Username:
Password:
If you have taken a class with the DSAMH Training Office you do NOT have to register as a new user. Contact the Training Office for details.
Mew User Forgot Your Fargot Your
Begistration password? Email ID?
Having a technical problem? Send us an email by clicking here. We will respond as soon as possible. v

Enable o diable pop-up blacker,
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http://dtool.dhss.delaware.gov/

4. Inthe Username field, type in the state email account or home email account you have given us
previously on your Learning Contracts.

|@ Welcome to Dtool: DSAMH Training Office On Line! - Microsoft Internet Explorer u@]ﬂ
I
Ui

File Edit Yew Favarites Taok Help
A ) < 3) ﬁ 28
i Qﬁack © > Iil IEL‘ o/ Search y 44 Favorites {f} T ‘A‘i

Address | htep:ffdeool dhss. delaware. govil oginPage. asp? @SITE=1B@ROLE=1 bl a Go @ i

DELAWARE HEALTH AND SOCIAL SERVICES
Divison of Substance Ab al Health

~

DSAMH Training Office On Line

Mission of the Training Office:

Toensure senvices are delivered through systermns of care that represent state ofthe art approaches to treatment, prevention and intervention. To maximize the knowledge, skills
and abilities of staff within these services through innovative staff development activities. To accomplish this through partnership and collaboration withbroviders, consumers, and
senvice systemns and accepling the responsihility of leadership in these areas.

Please login using your email address as your usernagne.

Username: |john doef@state de us

Password:

If you have taken a class with the DSAMH Training Office you do NOT have to register as a new user, Contact the Training Office for details.

New User Forgot Your Forgot ¥aour
Registration password? Email ID?

Having a technical problem? Send us an email by clicking here. We will respond as soon as possible.
&] Done # Internet

5. If this is your first time logging in use the following information to create your Password:
Lowercase state abbreviation, example: de
Uppercase first 2 letters of last name, example: DO
Last 4 digits of your Home Phone Number, example: 9999
Uppercase gender abbreviation: M or F

It should look something like: deDO9999F

6. Click Login.
**DO NOT click ‘New User’ because you may already be in the database.**

7. Read the instructions carefully to change your password.

8. Once you have changed your password successfully, you will see your “Profile” and you will need to
verify and/or update the information in addition to creating security questions.
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“@ DEWebBuilder - Microsoft Internet Explorer =

File Edit Wiew Favorites Tools  Help
! @Back < J @ @ (h /OSearch *Favnrites @ L/t%- ,{_; - \_‘J ﬁ 3

| Address |@ http: /idkocl.dhss. delaware .gov/def ault. asp?@SITE=1&%@R.OLE=1#%@ ID=08@BID=08&cmdSubmit=Login M Ga @ i

Contact Us | DSAMH Home | Log Dut
Division of Substance Abuse and Mental Health Traing ice

Training Home Page P Update Your Profile

Manage Your Learning

Find Learning Opportunities

Locate Learning Resources

Review Your History

Update Your Profile

Training Lacations and Directions

| Clinical Supervisor

For security reasen you will need to select 2 security questions and answers. This will be used to unlock you account if yeu
forget your password or if you have suspended due to mactvity

| Mame of your first pet or car? M :

[1ame of cry), S|

- Powered by
'DKkWebBuilder™

@ Error on page. 0 Inkernet

9. Click Submit. You will see your updated Profile screen.

10. Look to the left side of the screen. Click on the folder that says “Find Learning Opportunities”.

11. Click on “Scheduled Events”.

]l@ DKWebBuilder - Microsoft Internet Explorer o | WJ
Flle Edit Wiew Favorites Tools Help 'R.

! @Ea:k @ ‘\_;l @ @ ::] pSsarch *Favuritss @ &2' ‘?\ﬁ "~ | LJ ﬂ .‘5

‘ Address ‘@ http:f{deoal. dhss, delaware, gov/default, asp?@SI TE=1 @R OLE=1 @ CID=02@BID=0&cmdSubmit=Login

Contact Us | DSAMH Home | Log Out
Division of Substance Abuse and Mental Health Training Office

{3 Training Home Page P Schedule nstructor-Led For: AllCourses |
Manage Your Learning T toolbar to filter the list, Use the lower toolbar for other operations.
a Find Learning Opporkuni
Locate Learning Resources
v

Rewiew Your History
{23 Unclats vour Profle GO, Course Till -— Enter text at left and click the GO button ta search

(1 Training Locations and Directions

---Showring: All Events—-

14 Previou: ruary 2010 Next b [ [iad

1 z 3 4 S ]
7 g ) 10 11 1z 13
14 15 1a 17 18 19 20
B CPL: Key Point P ELS for B CPL: Key Point B 12 Step Recovery
Refresher --- Healthcare Refresher --- Model --- M
Powered by
DKWebBuilder™

&] Done ® Internet
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12. In the box to the right, search for a class and click the “Go” button to the right.
|@ DKWebBuilder - Microsoft Internet Explorer [._]E]ﬂ
4:

File Edt View Favorites Tools  Help
i eﬁatk v \_) lﬂ lg _;j /_\J Search \f‘\'{FavnntEs @] < - :‘6 - _J ﬂ ﬁ

| iddress ‘@ http:/dtool. dhss. delaware., gov/def ault, asp?@SITE=18@ROLE= 1 &@CID=08@EID=0&cmdsubmit=Lagin [v] Go @ &

Contact Us | DSAMH Home | Log Out
Division of Substance Abuse and Mental Health Training Office

2 Training Home Page = Scheduled Events - Instructor-Led i

{1 Manage Your Learning Lise the upper taolbar to filker the list, Lise the lower toolbar For other Sk ations,

For: All Courses

E!a Find Learning Cpportunities
-8 Scheduled Events
Q Locate Learning Resaurces

Cl Review Your Hiskory

12 Step G0 Course Title -— Enter text 2t leRt and click the GO button ko search |

{1 Training Locations and Directions

---Showing: All Events--—-

219/2000 12 Step Recavery Madel 975 Milford State Service

Center - Anmex Classroom Ful 2.75

o Powered by
DKWebBuilder™

.@ C] ® Internet
13. If there is a class in the system, there will be a list of dates. Click on the date you wish to attend and

then click on the red “Register for Class” button at the bottom of the screen.
|@ DEWebBuilder - Microsoft Internet Explorer u[i]ﬂ
'l'l

File Edit Wew Favortes Tools Help

.i eﬁack . | lﬂ lg ;\] /,_] Search \ci“\'(Favnrites 6‘2 <~ :? - _J ﬁ 3
| Address |@ http:/{dtool.dhss. delaware. gow/default. asp?@SITE=1 B@ROLE= 1 &@CID=08@EID=0%cmdSubmit=Login [v] Gn @ ki

Contact Us | DSAMH Home | Log Out
Division of Substance Abuse and Mental Health Training Office

-0 Training Hame Page P Scheduled Events - Instructor-Led

{11 Manage Your Learning Use the upper toalbar to lter the list, Use the lower toolbar For ather operations,

E| a Find Learning Opportunities
i3 Scheduled Events

B Locate Learning Resources [v]

{:l Review Your History

; 12 Step b

{10 Update Your Profile

For: All Courses

J Course Title --- Enter taxt at left and click the GO button to search |

“{ Training Locations and Directions

—

: All Events-——

| Powered by
DKWebBuilder™

_@J Done

0 Internet
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14. You will be asked to confirm your choice of date. Click “Yes”.

I
L

;@Ba(k - ﬂ ﬁ _;\ - search ';;”".’Favnrwtes e i~ ﬁ 32

= " e
I Address =@ http:fidtoal.dhss. delaware. govidef ault, aspP@SITE= 1 S@ROLE =1 #@CID=08@BID=08cmdSubmit=Login | E’ Go @ 7

Contact Us | DSAMH Home | Log Out
Division of Substance Abuse and Mental Heallh Training Office

..[10 Training Home: Page

#{] Manage Your Learning
=423 Find Learning Opportunities
{23 scheduled Events

B Locate Learring Resources
@Q Review Your History

(3 update vour Profile

] System Message -- Web Page Dialog

o

Please confirm that you wish to be registered for 12
Step Recovery Model at Milford State Service Center
- Annex on 2/19/2010 at 09:00AM.

Registration Confirmation

“{I3 Training Locations and Directions

. qov/modal.hem & Inrermet

Powered by
KWebBuilder™
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® Internet

15. If you are eligible for attendance, and there are seats available, you will receive a confirmation email.
All communication regarding your registration is automated and will be emailed to you prior to the
workshop start date.

16. Click “OK”. If you are finished registering, click on “Log Out” in the upper right corner of the screen.

|@ DKWebBuilder - Microsoft Internet Explorer
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{21 Update vour Profile

(23 Training Lacations and Directions

| Powered by
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Division of Substance Abuse and Mental Health Training Office

Contact Us | DSAMH Home | Log Dut

Welcome to OnTrack Online
p  home
Welcome to Dtool: DSAMH Training Office Online!
Below you will find policies and procedures, as well as a brief list of frequently asked questions,
|Frequent|y Asked Questions | |Pu|icies & Procedures
Howt do I navigate this site? LEGAL DISCLAIMER
The menu te the left will guide you through aspects
of Dtool, be sure to use the navigstion bar within the site, The views and opinions contsined in these educational
not your browswer buttans! Hitting the back butkon, offerings do not necessarily reflact those of the Division
instead of using the menu to the left, may result in error of Substance Abuse and Mental Health and shauld not be
messages: construed as such,
How do I register? ELIGIBILITY
Registration is quick and easy!
tMost trainings are open to all interested persons,

1. Click on Find Learning Oppartunities folder, then however, sests are limited and DSAMH fundad programs
the Scheduled Events falder to the left to view the are given priovity, Specific narkshop admissions may
calendar of offerings. include a representative sampling of service providers in

2. Find the warkshop you'd like to attend, and click keeping with DSAMH's cornmitrnent toward integration of
on the red triangle, services, Additional sests are confirmed on a first-

3. Click "Register For Class® at the battom of the requested, first-served basis. Select workshops are
sereen. designed for a targeted audience,

4. Follow on screen directions to complete
registration. Some workshops raquire prarequisites andfor & specific

knouledge base. Dacumentation may be required.

o are ble for ob any and ol ADMISSION CONFIRMATION

necessary approvals.
. Notification is made by e-mail regarding admission or wait
How do 1 cancel out of a workshop? list stskus, Ernail confirnstions are sent prior to the
To cancel, notify the Training Office through one of scheduled date. ~

&] http: fdtocl.dhss. delaware, goviendsession. asp?@site=18@role=1
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