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LEARNER USER GUIDE

This guide provides learners with step-by-step instructions for registering for
Academy for Community Behavioral Health courses and navigating the LearnUpon
learning management system.

LearnUpon



For assistance, please email academy4cbh@sps.cuny.edu.
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LOG IN TO AN EXISTING ACCOUNT

Note: If you registered for and/or attended an Academy course prior to August
2022, your registration data and course history have been transferred to
LearnUpon. An email with your login information was sent to you. Please follow
those instructions, which include a temporary password. If you did not receive
that email, please contact us at academy4cbh@sps.cuny.edu.

e Login here using your email and password.
o Forgot your password? Click Forgot your password? Do not create a
new account under a different email. If your email has changed,
please email academy4cbh@sps.cuny.edu.

U = acodemyacbh@sps.cuny.odu

Academy Portal Sign In
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CREATE AN ACCOUNT (FOR FIRST-TIME USERS)
1. Register here using your email and by creating and confirming your

password.
2. Click Register.

Register for
academy4cbh

3. Click the confirmation link sent to your email.
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SET UP YOUR USER PROFILE

1. Enter your first and last name.

the
fcademy @& Dashboard @® Catalog
Sanadors potitn
é
Basic Info
0 First Name: * Last Name: *
First Name Last Name
Info
You need to complete your profile before going any
further!

2. Complete all mandatory questions marked with an * in the user profile.
o These questions must be answered before you can access courses.
o Optional questions (without asterisks) may appear when you log in to
the portal in the future. Feel free to answer them or click Save.
3. After completing your profile, you will be brought to the homepage where
you can explore course offerings and current enroliments.

Hi Colin, welcome!

My live sessions View oll

Learning in progress

y o

Psychological First Aid (PFA) 2 ng Sociopolitical Grief with Joyful
Course)

Processing
Empowerment (Self-Paced Course]

Learning not started

LearnUpon Learner Guide (8.10.26) 4


mailto:academy4cbh@sps.cuny.edu?subject=LMS%20Helpdesk%20Question

For assistance, please email academy4cbh@sps.cuny.edu.

ACCESS YOUR USER PROFILE
1. Click the icon with your initials in the top-right of the homepage.
2. A pop-up window will appear, click your name.

My live sessions

October

2025

o Here, you will be able to:
= Edit your first name and last name.

= Change your password.
= Edit responses on your user profile.

o Looking to change the email associated with your account?
= Please email the Academy at academy4cbh@sps.cuny.edu so
that we can update your email. This ensures your records,
including courses you have previously completed, are in one
account.
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ACCESS THE COURSE CATALOG
1. Click Catalog at the top of the homepage.

W LearnUpon 1} Home [J] Mylearning [5] Live leaming (S Catalog

Welcome

Courses Learning journe

Learning not started

2. You may search for a course by typing its name into the search bar under
“Explore your learning options” or by scrolling through the course catalog.
—

Explore your learning options

— g ™
| () Search l I Content Type ~ | | Category -
@ Course @ Live session
—

3. In the course catalog, you will see all of the Academy’s course offerings,
including the name of the course, course description, and course length.
4. To view additional course information, click the course name.

LearnUpon Learner Guide (8.10.26)


mailto:academy4cbh@sps.cuny.edu?subject=LMS%20Helpdesk%20Question

For assistance, please email academy4cbh@sps.cuny.edu.

REGISTER FOR AN OPEN ENROLLMENT COURSE
1. Inthe course catalog, scroll down to locate the course you would like to

register for.
2. Click the desired course to access the course page, then click Enroll or Start

Now.

Processing Sociopolitical Grief with Joyful
t (Self-Paced Course)

the
academy

CONTENT COURSE LENGTH
6 modules 45 minutes

o Clicking Start Now will enroll you and launch the course.

o Clicking Enroll will only enroll you in the course without launching it.
You can then access the course through the Dashboard page where
you will be able to see all of the courses that you are enrolled in.

3. You are now registered for the course! You will receive an enrollment
confirmation email from the Academy/LearnUpon and you will receive an
email from Zoom with a calendar invitation and the session link.

o On the day of the live session, you can join the session through the
link in your email or by visiting the homepage:

= On the homepage, you can view “My Live Sessions” to see a
list of all your live sessions. You can click the desired session
and then click Join session in the pop-up window.

My live sessions
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ACCESS COURSE MODULES

1. On your homepage, you will see courses divided into “Learning in progress”
and “Learning not started” sections.

Welcome

My live sessions View all

Learning in progress

I Learning not started I

o Clicking on a course under “Learning in progress” will take you
where you last left off.

o Clicking on a course under “Learning not started” will take you to the
course page, showing you the course’s description, course length,
and content (modules).

2. To start a course, click Start Now.

Processing Sociopolitical Grief with Joyful

Empowerment (Self-Paced Course)

the
acadomy

6 modules 45 minutes

Description

Thslsa 45 minutes

o If you are unable to complete the modules in one sitting, you can
save your progress and come back. You will then see the course
displayed on the homepage under “Learning in progress.”

3. After starting the course, you will see a column on the left showing you the
different modules.
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« Exit 1N}

Processing Sociopolitical Grief
with Joyful Empowerment
(Self-Paced Course)

17%

o Welcome to Processing
Sociopolitical Grief with...

Video: Contemplative
Practices and Fierce...

Video: Introducing
Discomfort Resilience

Video: Joyful Grieving

Activity: Sketching
Liberation

Resources

4. To go to the next module, click Next Module in the lower-right corner of
your screen or the name of the next module in the course contents panel.

E

Logistics

Welcome! This course includes audio

Turn on your speakers or plug in your headphones to hear the
course

i domy

o If you are unable to access the next module, a pop-up window will
explain why you cannot proceed. This may be due to the following:
= The course is sequenced: Modules must be completed in
order. You cannot skip ahead.
= The previous module has not yet been completed: If a module
includes a document or video, you must fully read or watch it
before continuing.
= The module is not yet released: A pop-up window will show
the date and time when the module will be released.
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ACCESS COURSE RESOURCES

e At the end of the course, a Resource Module will become available,
containing handouts, a copy of the slides, and any additional materials
provided by the instructor. You’ll be able to access it like the other
modules, but resources won’t be released until after the live session has
ended.

VIEW COURSE HISTORY
1. Click My learning at the top of the homepage.

(] Live learning (5 Catalog

bahaviaral hasitn

R2omy ) HomaI Q] My learning

2. Under your learner profile icon, click Download training history.

@ s s @
| 4, Download training history |

3. A pop-up window will appear, select PDF or CSV format and date range.
Click Generate download link once finished.

Download Training History X
Download as *

(@ POF

O csv

Date from Date to

4 =1 mmidd/iyyyy ~ ‘ ‘ =1 mm/ddiyyyy v ‘

Close Generate download link

4. A copy of your training history will be downloaded to your device.
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ACCESS CERTIFICATE AND REVISIT MATERIAL
To access course certificates after course completion:
1. Click My learning at the top of the homepage.

Ho

>

P mMerorning Live learning (5 Catalog

the
academy
behavioral heath

2. Find and click the desired course (or learning path for multi-session
courses).
3. Scroll down and click Download.

Course details Live learning

Certificates and credits
A You earned a new certificate Download
P Grief in Children ownloa

To revisit course resources and other materials after course completion:

1. Click My learning at the top of the homepage.

e {3 Hom§ [ Mylearning [&) Live learning (5 Catalog

2. Find and click the desired course.
3. Scroll down and click on desired content (e.g. Resources).

Course content

Welcome to Processing Sociopolitical Grief with Joyful Empowerment

[Nu) Module 9 P v P @ Completed
Video: Contemplative Practices and Fierce Compassion

[§n) Module P P @ Completed
Video: Introducing Discomfort Resilience

@ Module 9 @ Completed
Video: Joyful Grievin:

o Madule 4 9 @ Completed
Activity: Sketching Liberation

@ MOdu‘Ey 9 @ Completed
Resources

[Nu) Module @ Completed

Show less

Note: If the course has not been completed, some modules, including
resources, will remain locked and cannot be accessed.
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