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Rutgers, The State University of New Jersey

For technical assistance, please email: 
CDSTA@rutgers.edu

(please note: this email address is only 
for New Jersey agency designated CDS 

Administrators) 

CDS Administrator Supplement: 
Reassign Training and 

Transcripts

What is Reassignment?

• The process of archiving training that was already completed 
and assigning it again to staff as a refresher course.

• Completed training is NEVER deleted from the CDS.

• Agencies may choose to reassign already completed training 
to staff and require them to retake the lesson again as a 
refresher.
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From Homepage, click E-Learning then Assign Training 

Click Choose Individuals. A pop-up box labeled “Select the 
Users you would like to have added” will appear.
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Search for the staff’s account, then click Search

Click the box next to the name of the staff you would like to 
reassign training, then click “ok” at the bottom
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Click on the staff’s name (hyperlinked). A new window will 
appear with Modules Assigned

Modules Assigned lists all training the staff has been assigned. 
To reassign, click on the Reassign button to the right.
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} Check the box/boxes 
most appropriate

*Please read the options before making a selection

There are three options. Check box(es) most appropriate, then click  
Reassign Module button. A green confirmation banner will appear.

Rutgers, The State University of New Jersey

Accessing the Transcript
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To check, go back to 
Homepage and look up 
the staff’s account again 
under Learner Lookup

Enter the last name or Learner ID, then click Show Results. 

To access the transcript, click on 
the Transcript icon.
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Reassigned training with 
old date and new due date

Filter the transcript. Click the box next to Show Module (the 
page will refresh). Select the reassigned module from the 
drop-down menu, then click Filter by Module button.

*To view all past and current training, 
change the status on the transcript to 

Current and Archived. 

Failure to follow the 
guidelines set by the CDS 
Central Administrator and 
the CDS Admin Manual will 

result in the loss of your 
CDS Admin privileges.
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Questions?

please email us at CDSTA@rutgers.edu


