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Introduction

Welcome to the Tech Goes Home Portal User Guide

We're thrilled to introduce you to the new Tech Goes Home (TGH) Portall This powerful
platformis designed to streamling access to our resources, improve collaboration among
staffand partners, and ensure a seamless learning experience for all users. Wnether you're
a TGH team member, partner, instructor, or learner, this quide will walk you through
gverything you need to know to get started.

The guide is divided into seven sections to help you navigate the portal with
ease:

e 01] Logging In: Discover how to log into the portal securely and
troubleshoot common login issues.

e 02| Onboarding Staff: Learn how to onboard TGH staff efficiently, manage
accounts, and provide access to essential tools and resources.

* 03 | Onboarding Partners: This section covers the process for setting up
partners, assigning roles, and ensuring they're ready to collaborate in the
portal.

e 04 | Onboarding Instructors: \We'll guide you through onboarding
instructors, equipping them with resources, and supporting them as they
deliver impactful learning experiences.

e 05| Onboarding Learners: Learn how to onboard learners, register them
for courses, and provide guidance for a smooth start.

e 06 | Frequently Asked Questions: Find answers to common questions,
including troubleshooting tips and best practices for maximizing the
portal’s features.

* 07 | Next Steps: Gain insight into how the portal will evolve, including
future updates and how to contribute feedback for continuous
improvement.

This guide is here to empower you to make the most of the TGH Portal. If you
have additional questions or feedback, we encourage you to reach out. Let’s
work together to close the digital divide and create opportunities for all.
Welcome aboard!
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Message from our team

\e are excited to snare an update on now the Tech Goes Home (TGH)
Portal IS helping us achieve our ampitious goal of providing devices,
Internet, and digital kills training to one million marginalized and

excluded earners inurban areas by 2034.

Central to this effort is access—ensuring
that learners and their families can easily
connect to essential resources and services
through a robust digital portal. As part of
our strategic plan, we aim to build a
platform by the end of 2025 that supports
learners’ goals and empowers them to
share the benefits of digital equity with
their communities.

To meet this goal, we are focused on several
key results, including developing an
instructor training module tailored to
learners’ needs, creating effective feedback
channels to maintain portal accuracy and
relevance, and implementing a tracking
system to measure its impact. By
encouraging learners to recommend the
portal to family and community members,
we are expanding its reach and impact
exponentially.

We deeply value your participation in this
transformative initiative and encourage you
to explore, engage, and provide feedback
on the portal to help us refine its features
and resources. Together, we can close the
digital divide and create a brighter, more
connected future for all.
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Priority 1: Access
Provide devices,
internet, and digital
skills training
to one million of
the most
marginalized and
excluded
populations of
learners in urban
areas by 2034.



Logging In

L6T"s Start Your Digital Skills Journey
tghportal.myabsorb.com

@ tghportal.myabsorb.com

To get started, log in to the portal at tghportal.myabsorb.com. Once logged in,
you'll find resources, training modules, and tools designed to meet your needs
and support your digital journey. If you're new to the portal, be sure to explore
the onboarding section for step-by-step guidance on navigating the platform

and making the most of its features.

Log-In Location

Instructions

Contact

TGH Website

You can visit our
website and select
Portal from our
menubar

e For support, you

can email us at
program@techgoes
home.org

Instructor Email

You can login
from the link your
instructor sent to

For support from
this link, you can
email or meet with
your instructor/

our email .
Yy course assistant
For support, you can
You can .
On your Own email us at
save/bookmark
] program@techgoes
our website to
home.org
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Language Accessibility

Inere are 48 [anguages
)n the Portal and 9
anguages forcourse
modules &=

STEP 1

Once you enter the main login in page, users first see content in
English. For learners who prefer language alternatives, search for
the globe icon on the bottom left hand corner of the page.

Once you select the globe icon on the bottom left hand corner of
the page, you are free to select from the list of 48 languages. Please
note, text in images and media will not be translated.

STEP 3

Once your are on the portal, and you select your course, more than
60% of our courses will be available to you in 9 languages. All original
Tech Goes Home materials are available in 9 of the most common
languages our learners speak.

Original Tech Goes Home courses are avaible in English, Spanish,
Haitian Creole, Mandarin Chinese, Vietnamese, Hindi, Portuguese
Cape Verdean Creole and Arabic.
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Portal Tiles

=ITGH

* tech goes home
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How to Navigate PowerPoint

Resume »

Latest TGH News

Keep up to date on all the hottest news.

Tech Goes Home receives $150,000 grant from Patrick J. McGove... 4 months ago

S

How to Navigate PowerPoint

Resume »

ity

{ o [
{ |

My Courses

See courses you are enrolled in

Catalog

See a complete list of available courses

Resources

Browse or download resources

Check your earned competencies
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Resources

Browse or download resources

Badges

Check your earned competencies

My Courses

See courses you are enrolled in

Catalog

See a complete list of available courses

Leaderboards Frequently Asked Questions

{1l Your company leaderboards The answers to your questions
Tech Goes Home - Leaderboard o Rank 2 Whatis the Tech Goes Home Portal?
How can | use the Portal to learn a new skill?

1 would like to request a course or resource to be added to the TGH Portal. Ho...
How can | access my completed courses?

How can | view my in-progress courses?

RESUME

The resume tile allows learners to continue where they last left off during their last session
logged into the portal.

MY COURSES

Once learners enroll into a course, this tile directs them to a list of all of their courses. The
learner course list can than be categorized based on the user preference.

CATALOG

This tile shows the entire catalog of courses offered by TGH and external content
developers. The learner catalog list can than be categorized based on the user preference.

RESOURCES

The resource tile allows learners to browse and download resources that support their
learning plans.

BADGES

The badges tile shows learners a compilation of competencies they have earned since they
have begun their journey on the portal.

ui
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Gourse Gategories

TGH continues to provide a digital skills packages that helps learners gain the
core competency skills of learning how to use emails, video chat, safely
searching online and navigating their device.

Know Email

Our email courses teach learners
e Creating an Email
e Email vs. Instant Messages

Know Search

Our search sources teach learners
e How to Google Search
e Internet Safety

Know Digital Health

Our health curriculum teaches
e Using Patient Portals
e Naviagting Telehealth Visits

Know Video

Our video courses teach learners
e Basics of Zoom Video Chat
e Basics of Google Meet

Know Your Device

Our device course teach learners
e Introduction to Chromebooks
e |Introduction to iPads

Know Business

Our Business Curriculum teaches
e Intro to Entrepreneurship
e Starting a Small Business

Launching with 6 internal and external courses on the Learning
Management System, the portal will feature 10 new courses a
year that helps our learners explore more ways to further

develop their digital skills.
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Onboarding Staff

How do TGH Sttt enter the portal? Check
your 1GH email and accept your Invitation:

tghportal.myabsorb.com

Log-In and Bookmark Toda

A User is an account in the LMS used by a person to complete training or other
learning modules. Users with certain permissions can also manage, create, and
delete other User accounts. Users are able to have different roles in the LMS
including Learner, Reviewer, Manager, Instructor, Creator, or Administrator.
Each of these roles has specific permissions that allow Users to access and use
different parts of the LMS. TGH admin can follow these instructions to learn
how to create a new User in the LMS.

To create a new User in the Admin Experience, please advise the following
steps:
1.Click on the Users Report in the left-hand menu.
2.0n the Users Report page, click the Add User button in the Actions menu
on the right-hand side of the page.
3.Fill out the details for the new User. Fields marked with an asterisk (*) are
required fields and cannot be skipped. The Account is set to Learner by
default and can be changed to another role. Multiple roles can be selected
for a User.
4. When done, click the Save button in the right-hand menu.
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Onboarding Instructors
& Partners

Once [nstructor and Gourse AIJ[]H[}E]_UUHS il
completed and approved, partner sites and
Instructors will receive an Invite via email.

Admin dashboard to learner: Learner dashboard to admin:

EXI-R |
101

Alyssa Douglas

Help & Support

# View Support Site @

! Dashboard
EJ My Courses

rard canvas. System Ad

g r other admins. Until 2 CIRGGLEEAYS =2
R:
B Privacy Policy E
s¢

Test Email Settings

@ Profil

@ * Absorb Academy
® oo

Submit Idea n

Getting Around:

When you log into the site, the first page
you will land on is the Learner Dashboard.
You can switch between the Admin
Dashboard and the Learner Dashboard by
selecting Learner Experience or Admin
from the drop-down menu in the top right
corner.

Getting Support:

You can access our Support Site
knowledge base and Absorb
Academy training from the Help &
Support menu. You can also send a
support ticket to us using the
dashboard of the learner experience.
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Greating an Instructor Led Gourse

Add Instructor Led Course
Courses » Add Instructor Led Course N Publish <L
et s ieas
2 &3]
2J[E)[E] ’
General -
Quick Publish =
Status
m Your course willnot be viibieto your learers i ths s set o ‘nactive:
Title (Required)
Course Name
Description
B i U A SriE-Mm ® @ B8

Creating an Instructor Led Course

The following steps will walk through setting up an ILC. These are the required
steps for creating an ILC; for additional options and common settings in ILC
Courses, please see the An Overview of ILC Course Settings article.

How to Create an ILC

1.In the Admin Experience, navigate to the Courses Report from the Courses
tab on the left.

2.Select Add Instructor Led on the right. This will open the Add Instructor Led
Course page.

3.Begin by expanding the General tab and entering information such as
Course Name and Description.

4. Next, move to the Sessions tab. This section is where you will add
upcoming Instructor Led Sessions for Learners to enroll into. If you require
further details on how to set up a Session, please see the Sessions section of
this article.

5.Configure the Enrollment Rules and Course Administrators tabs to select
which Users have access to this course.

6.Click Publish.
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How to Greate an ILC Report

The ILC Sessions Report provides details of
Sessions and Learners who are enrolled into
each Session. You can use this report to
perform a variety of actions related to
Attendance, Waitlist, and Instructors.
Common uses of this report are to:

* Manage Attendance
e View Waitlists
Enroll Learners

* Message Instructors

The ILC Sessions Report is located in the
Reports tab on the left side of the Admin
Interface. Selecting the report name will
redirect you to the ILC Sessions Report page.
From here, you can filter results based on a
variety of data points.

Customizing Reports

You can customize this report to provide information on many different data
points in order to tailor it to your preferences. The available data fields, which
are the columns in the report, are listed below.
Please note the following regarding data fields on this Report:
* Fields that have an asterisk (*) symbol are included in the Report's default
layout.
e Custom fields configured in your Portal Settings will also be available.

TECH GOES HOME 10
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Report Data Descriptions

Column Description

# of Users Absent

# of Users Completed

# of Users Enrolled

Class Start Date

Class End Date

Course

Date Added

Date Edited

Enrollment End Date

Enrollment Start Date

TECH GOES HOME
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This column displays the number of Users whose Status was
marked as Absent for this Session.

This column displays the number of Users whose Status was
marked as Complete for this Session.

This column displays the number of Users whose Status was
marked as Enrolled for this Session.

This column displays the calendar date and time the Session will
begin.

This column displays the calendar date and time the Session is
finished.

This column displays the name of the Instructor Led Course the
Session is attached to.

This column displays the calendar date and time the Session was
created in the ILC.

This column displays the calendar date and time the Session was
last updated.

This column displays the calendar date and time Users can no
longer enroll into the Session.

This column displays the calendar date and time Users can begin
enrolling into the Session.

1



I —
Report Data Descriptions

Column Description

This column displays the value populated in the External ID field

External ID . . . .
of the Session’s Settings > Attribute section.

This column displays the first name and last name of the
Instructor Userlisted in the Instructor field of the Session. If there is more
than 1 Instructor, the column will display Multiple.

This column displays the number of Users on the Waitlist of the

Learners on Waitlist .
Session.

This column displays the maximum class size required for the

Max Class Size .
Session.

This column displays the minimum class size required for the

Min Class Size .
Session.

Session This column displays the Title of the Session.

This column displays the GUID (unique ID) for the respective

Session ID .
Session.
Spaces Left This column displays the t:1urr-1ber of spaces open until Max Class
Size is reached.
Time Zone Name This column displays the Time Zone of the Session.
This column displays the Name of the Venue where the
Venue q ;
Sessionwill be held.
TECH GOES HOME 12
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Onboarding Learners

Instructors will invite learners to the portal
USINg customized enroliment keys.

Enrollment keys can be generated by TGH staff, by partners and instructors.
We recommend instructors use the enrollment keys created by TGH staff
alongside the course management page emailed to them when their course is
approved. TGH instructors are then able to autogenerate emails to send their
learners the course enrollment key using the portal. Instructions can be seen
for learners below.

Enrolliment Key Information (Extemall D nbox x

4 Summarize this email

Tech Goes Home Portal <noreply@myabsorb.com>

tome v n

Please be advised that you have been provided an enroliment key which can be redeemed for the following courses with Tech Goes Home Portal:

+ Building your Self Esteem and Self Confidence Slgﬂ Up
« Business Writing That Works !
. Creating a Gmail Address Please enter the enr'o.llment' key name, then click
« Credit and Debt Management 'Sign Up'.
In order to redeem this kev nlease go to techgoeshome.myabsorb.com, then enter the following information: Key Name

Enrollment Key Name: IKUJrfq-9Byfa.bHdaan

Thank you, Sign Up
Tech Goes Home

portal@techgoeshome.org Back To Login

Note: This is a system generated message. Please do not reply to this email.

Sign Up

Please enter the enrollment key name, then click

Learners

type in 'Sign Up'.
Enroliment Key Name
Key or
click link
sent to : NP

them from Back To Login

their email

https://tghportal.myabsorb.com?KeyName=Test Instructor
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onboarding Learners [ - .
Enroliment keys can befound ang 2 == &
managed through the Enroliment ===

KBVS H 8 D 0 ”: . User Enroliments

Enrollment Keys can be found and managed through the Enrollment Keys Report.
This Report can be accessed through the Users tab on the left-hand menu in the
LMS. When adding an Enrollment Key, there are a number of options that you can
choose from to set one up. These options will affect how the Enrollment Key is
used, and what results the use will have for Admins and Learners. We will outline
these options in the sections below, and then explain how to create a new
Enrollment Key.

General
Below is a list of the options under the General tab, and their function:

e Name: This is the name that you will use for reference when looking at your
Enrollment Keys Report. This name will not be shown to Learners, and can only
be seen by Admins with access to Enrollment Keys, so you can make it as
unique as necessary. This is a required field.

e Department: Selecting a Department from the drop-down list will ensure that
any new accounts created with the Key are added to the selected Department.
This is a required field.

e Username: You can check the box next to either Email Address,
FirstName.LastName, or Userlnput to determine a Group assignment method
and how a Username will appear in the LMS.

o Email Address: The Enrollment Key will create a Username from the
provided Email Address.

o FirstName.LastName: The Enrollment Key will create a Username from the
provided FirstName and Last Name.

o User Input: The Enrollment Key will create a Username from the provided
input.

TECH GOES HOME 14
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Onboarding Learners

e Use Temporary Password: Enabling this option sets a temporary password
when the EnrollmentKey is redeemed, and Users are prompted to set a
new password through a link in the New Usermessage.

e Assign Courses to Key: Click the Add Courses button to open a model to
search for an select Courses. Any Courses selected by clicking on the Add
Courses button will be added to the User'senrollments and be available
once the Enrollment Key is redeemed.

o Generate Keys: Use this toggle to select Single or Bulk Key generation.
These options are outlined in further detail in the table below.

e Once learners access their enrollment key, they will directed to the sign-up
page. An example of what they should have prepared is below:

Sign Up

To use the key Test Instructor, please sign up for a
new account or login to an existing one.

Country Required
United States

State/Province Required
State/Province

First Name Required

City Required
Middle Name
Last Name Required

Partner Organization
Email Required
Password Required

Sign Up
Re-enter Password Required
Back To Login
TECH GOES HOME 15
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Resources

EXplore more [630UICES and references
through the modules listed below:

How to Videos
e TGH Instructors Videos
e TGH Learner Videos

TGH Staff
e How to Create a User
e User Log-In Best Practice
e User Management
e Admin Roles & Permissions
e How To: Access the Admin Experience
e New Admin Guide: Overview
e Admin Dashboard Widgets
e How To: Access Absorb's Admin Training,
e Introduction to Absorb Academy: A Training_Portal for Admins

Instructors
e How to Create an Instructor Led Course
o« How to Mark Attendance
e How to Create an ILC Session Report
e How to Create a Curriculum
e How To: Add a Course
e An Overview of Course Settings
e Creating_ Curricula
e How to Create a Course Bundle

Learners
e Enrollment Overview
An Intro to Enrollment Keys
Learner Progress Report
Learner Activity Report
Overview of the Learner Competencies Report
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https://www.loom.com/share/folder/b6520d70ae1b42e5a2c913e8c8e6da7f
https://loom.com/share/folder/34ee5b17b51742aa8de1ace548722ba1
https://loom.com/share/folder/34ee5b17b51742aa8de1ace548722ba1
https://support.absorblms.com/hc/en-us/articles/30527353421715-How-To-Create-a-User
https://support.absorblms.com/hc/en-us/articles/4401856562195-User-Login-Best-Practices
https://support.absorblms.com/hc/en-us/articles/4407928382483-User-Management
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiZQNjUUwA6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJZaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMzYwMDUzMjI3NjczLUFkbWluLVJvbGVzLVBlcm1pc3Npb25zBjsIVDoOc2VhcmNoX2lkSSIpOGE5YzAxNGYtMDM0Yi00ZjVlLWE4NDgtMzcxYjAyOTc2MWNlBjsIRjoJcmFua2kPOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIQaW5zdHJ1Y3RvcnMGOwhUOhJyZXN1bHRzX2NvdW50aVY%3D--03c4400fca823063905a8b3d543dab23dee7b6c7
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiTphsoZhs6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJmaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMzAxMjU1NzM1MTQ4OTktSG93LVRvLUFjY2Vzcy10aGUtQWRtaW4tRXhwZXJpZW5jZQY7CFQ6DnNlYXJjaF9pZEkiKWE1NTZkZDkxLWZlYTktNGEzMy04MDYyLTM5OGFiNDNlZmQ3OQY7CEY6CXJhbmtpCDoLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiCmFkbWluBjsIVDoScmVzdWx0c19jb3VudGkCKQE%3D--ecd2005582946312ab69e948d797a6376d66f1d6
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiTfy58LBs6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJcaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMjk4Nzc4NzU5MzMwNzUtTmV3LUFkbWluLUd1aWRlLU92ZXJ2aWV3BjsIVDoOc2VhcmNoX2lkSSIpYTU1NmRkOTEtZmVhOS00YTMzLTgwNjItMzk4YWI0M2VmZDc5BjsIRjoJcmFua2kJOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIKYWRtaW4GOwhUOhJyZXN1bHRzX2NvdW50aQIpAQ%3D%3D--dcac3e7e598e1b5bd31bd797b325d188b8c736c1
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwgdBW3UUwA6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJZaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMzYwMDQ2MjAwMDkzLUFkbWluLURhc2hib2FyZC1XaWRnZXRzBjsIVDoOc2VhcmNoX2lkSSIpYTU1NmRkOTEtZmVhOS00YTMzLTgwNjItMzk4YWI0M2VmZDc5BjsIRjoJcmFua2kKOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIKYWRtaW4GOwhUOhJyZXN1bHRzX2NvdW50aQIpAQ%3D%3D--4811017c885987bfade7da5acf85d28c445e7f52
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwgTpMl7Sxs6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJpaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMzAwMTEwMTMzMDk0NTktSG93LVRvLUFjY2Vzcy1BYnNvcmItcy1BZG1pbi1UcmFpbmluZwY7CFQ6DnNlYXJjaF9pZEkiKWE1NTZkZDkxLWZlYTktNGEzMy04MDYyLTM5OGFiNDNlZmQ3OQY7CEY6CXJhbmtpDToLbG9jYWxlSSIKZW4tdXMGOwhUOgpxdWVyeUkiCmFkbWluBjsIVDoScmVzdWx0c19jb3VudGkCKQE%3D--51c5edb1fab95737faa1719723c5daac14d07858
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwg7y%2FHGGgA6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJ9aHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMTE1MDA2ODg0NjY3LUludHJvZHVjdGlvbi10by1BYnNvcmItQWNhZGVteS1BLVRyYWluaW5nLVBvcnRhbC1mb3ItQWRtaW5zBjsIVDoOc2VhcmNoX2lkSSIpYTU1NmRkOTEtZmVhOS00YTMzLTgwNjItMzk4YWI0M2VmZDc5BjsIRjoJcmFua2kPOgtsb2NhbGVJIgplbi11cwY7CFQ6CnF1ZXJ5SSIKYWRtaW4GOwhUOhJyZXN1bHRzX2NvdW50aQIpAQ%3D%3D--c0fd18e105e396b1849413ce0797a2c9b904fc4d
https://support.absorblms.com/hc/en-us/articles/4552337175699-How-to-Create-an-Instructor-Led-Course-ILC
https://support.absorblms.com/hc/en-us/articles/22775255768211-Instructor-Led-Courses-Attendance
https://support.absorblms.com/hc/en-us/articles/22775255768211-Instructor-Led-Courses-Attendance
https://support.absorblms.com/hc/en-us/search/click?data=BAh7DjoHaWRsKwiT%2FlgCvBQ6D2FjY291bnRfaWRpA4E6DzoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJeaHR0cHM6Ly9zdXBwb3J0LmFic29yYmxtcy5jb20vaGMvZW4tdXMvYXJ0aWNsZXMvMjI3OTc3MjU3OTM5MzktSG93LXRvLUNyZWF0ZS1hLUN1cnJpY3VsdW0GOwhUOg5zZWFyY2hfaWRJIik4YTljMDE0Zi0wMzRiLTRmNWUtYTg0OC0zNzFiMDI5NzYxY2UGOwhGOglyYW5raQk6C2xvY2FsZUkiCmVuLXVzBjsIVDoKcXVlcnlJIhBpbnN0cnVjdG9ycwY7CFQ6EnJlc3VsdHNfY291bnRpVg%3D%3D--6db7824278954ba1813e41e7ca9e0b797ec6b13c
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