COMMONWEALTH




KENTUCKY Office of Diversity,

PERSONNEL Equality, & Training
CABINET

The Office of Diversity, Equality, and Training (ODET) is responsible for the development
and implementation of policies, procedures, and programs to promote and monitor
statewide workforce management in the areas of equal employment opportunity,
affirmative action, retention, inclusion, and diversity. ODET, actively strives for a more
diverse work environment and works with all executive branch agencies to increase
diversity and cultural sensitivity among state employees. ODET also serves as the
centralized resource for the education, training and development of state employees and
agencies. Our instructor led classes, online courses, certificate programs, consultation
services and other statewide programs are provided to support the agencies we serve in
their mission to grow and develop employees of all types. We offer a variety of training
and development programs to assist state employees of all levels with leadership skills,
individual performance, skill building, and career development. Many of the courses
offered, are designed not only to help employees meet minimum qualifications for
advancement, but also to build the skills, competencies and sensibilities necessary to
grow, learn, lead and serve the Commonwealth in a variety of different influential and
leadership roles.

ODET is located at the Kentucky State Office Building, 501 High Street, 15* Floor, and
Frankfort, KY 40601. For more information, contact the: Office of Diversity, Equality and
Training.

This administrative manual provides a guide for Commonwealth of Kentucky State
agency personnel to train and maintain qualified personnel in the Commonwealth
University Learning Management System referred to as CommonwealthU.
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System Requirements

There are no hardware requirements, no software maintenance and no network administration
required.

Minimum Desktop Requirements:

e Browser Versions Supported Include:
o Internet Explorer 11
= Internet Explorer 11 works best with MyPURPOSE, lower versions of IE will not
be compatible. Must have pop up blocker turned off.
Firefox 4 and above
Safari 8 and above
Opera 27 and above
Microsoft Edge
Google Chrome
= Google Chrome also works well with MyPURPOSE- the pop up blocker must be
turned off and the Flash player enabled.

O O O O O

e Browser Compatibility Settings and Security Requirements:
o Support for Transport Layer Security (TSL) (Must support 256 or 128 bit TLS
encryption)
o Cookies and JavaScript are REQUIRED to be enabled.
o Pop-up blocker must be disabled for the Cornerstone Application

e Display Resolution:

o A-resolution of 1024x768 or higher is recommended.

o Display color: minimum color quality requirement is 16 bit; optimal is 32 bit.
e Network and Connectivity

o Minimum 128kbps. 256kbps is recommended.

e Plug-ins
o The Performance and Succession platforms require Adobe Acrobat Reader to view
reports that export to PDF. Adobe Acrobat Reader is also required to view training
completion certificates. Additional plug-ins may be need to be enabled for users to
access e-learning courses hosted on Cornerstone, such as Shockwave, Java, etc.

e Mobile Device
o Mobile applications are available on devices running iOS 8 and above and Android 4.4
and above. Additionally Cornerstone is mobile browser accessible through Windows
Phone 8 and above, iOS 8 and above, and Android 4.4 and above.
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Organization Breakdown in MyPURPOSE

The organizational breakdown in MyPURPOSE is structured very similar to the organization
breakdown within KHRIS. Administrators and Coordinators will have the ability to select availability for
Learning Objects based on the break down.

Branch of Government All Cabinets are located
within the Executive Branch

Cabinet

Department/ Office

Division

Branch

Section

Unit
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Meet the MYPURPOSE Team

MyPurpose is managed by the Personnel Cabinet. The infographic below will highlight each of the
areas and the functions that they serve in MyPURPOSE.

DIVISION OF TECHNOLOGY

MyPURPOSE
SERVICES ¥
The Division of Technology Services is responsible for the design, « Overall Administration for the MyPurpose System, including:
development, implementation and ongoing support of Cabinet « Security Role
Information technology and projects which impact internal and « Community Setup

external human resource administration

MyPURPOSE Division of Human
Below we have listed some helpful Resource Administration

phone numbers. If you are not sure M EET THE Ove|r-see.s the of the employmendt
application process; creates an
A MYPUR POSE issues employment, and the sate wide

contact, call KOG Security Help Desk
TEAM Performance Management Program.

MyPurpose is your new talent management

Kentucky Online Gateway MyPURPOSE
KOG Security Help Desk « Administrators for:
502-564-0104 EXT 2 asset. + On-Boarding

system- an investment in you, our greatest

KOGhelpdesk@ky.gov MyPurpose is managed by the Personnel + Recruitment
Contact for account related issues Cabinet + Performance

+ KHRIS Training

Office of Diversity, Equality and Training MyPURPOSE
ODE&T serves as the centralized resource for the education, training and| « Administrators for the LMS
development of state employees and agencies. Our instructor led classes,| « Provides Training for PN
online courses, certificate programs, consultation services and other| ~ Administrators and Coordinators i iéi'a;;;vu'}
statewide programs are provided to support the agencies we serve in their| « ODET Classes p U ﬁ'ﬁ O S E

mission to grow and develop employees of all types.
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What is Pilot?

= Pilot is the test site for MyPURPOSE. This site can be used as a playground to ensure that
system settings are configured properly.
» Pilot contains old data.
= Training Administrators and Training Coordinators are encouraged to test in pilot before
entering into production.
» To access My Purpose please logon to the Pilot: My Purpose web address:
https://kypersonnelcabinet-pilot.csod.com

What should you test for?
Pilot is a great tool to test the way we do business. Some items that you may test in Pilot include:

CSOD Learning Object Training Training What to test for?
Coordinators Administrators

All pages of the course play.

Audio has been attached.

The course reports to the LMS score/ completion.
Does the course launch within the system

Can you search for it?

Online Course
Uploads(SCORM or
AICC)

<

YV VVVYY

Does the material launch?
Does the material complete on the transcript?
Is the training viewable?

Material- PDF,
PowerPoint, Word

YV V

Does the material launch?

Does the material complete on the transcript?
Is the training viewable?

Is this the correct URL Link?

Material- URL

Y VVYVY

Does the video play?

Does it give credit on transcript when completed?
Does the video have audio?

Are all parts of the video visible?

Video

YV VYV

Set up of curriculum

Structure of curriculum

Functionality of curriculum

Does it fit your business need?

Does the curriculum give credit for completing?

Curriculums

NERERER

YV VVVY

Set up of the learning assignment

Does the assignment process

Does the due date for an assignment work
How does this look on transcript

Learning Assignment
Tool \/

Y VYV

How to create a test

How does the test look to end user?

How does test look on transcript?

How to create an evaluation

How does the evaluation look to end user?
How to attach to the ILT Event.

Tests

Evaluations

YV VV|VVYVY

ILT Events Creation of the Event

Creating a Session

Completions on Roster

How it appears on transcript (should show at the Event
level)

Parts- how to set them up including part breaks

ILT Sessions

<
NVERVERER

A\
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Requesting Learning Security Role for MyPURPOSE

Security Process Update

STEP 1: STEP 2: STEP 3:

All requests for access as a Training Users will then need to complete the ASC's will need to verify that both

Administrator or Coordinator will need to appropriate instructor led training training requirements have been
be reviewed by your agency Training class for the corresponding role. Users completed prior to requesting access
Administrator. MUST also complete iSTEP into the system.

e All requests for security must go through the Kentucky HR Administrator Portal. These must be
submitted by your Agency Security Contact. Before the ASC submits the request they must
verify that all training has been completed prior to the request.

KENTUCKY =

Personnel Cabinet's human resource administrator portal Sesrch

> Access Control

System Access

KHRIS / MyPURPOSE / CICS
Please note that Personnel Cabinet policy urity and Breach
Investigation procedures and Practices ACt{ kit 61.531). requires that training be completed through the Information, Security,
Training, Education, z s submitted. Additionally, the same training is
required annually in order to maintain access.

Click ® HERE to learn more about the procedures that are in place for requesting and obtaining access to Personnel Cabinet
Systems.

How to Submit a Request for User Access

Before submitting any access request. the Agency Security Contact (ASC) shall verify through the training iaison, that ISTEP has
been successfully completed.

. ik HERE 1 Access Request ticket and necessary fields.
Click RHERE for instructions on completing the Access Request ticket

If a coordinator or administrator leave the role as the training liaison, the ASC MUST submit a
REVOKE access request to MyPURPOSE.
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Logon Issues

All password resets/ logon issues should go through the KOG helpdesk (Kentucky Online Gateway).
ODET no longer has the ability to do password resets for production. If the user receives the screen

below they will need to use the Employee ID and the password that they log into their
workstation with.

Help ‘ @ English ~
MyKentucky.gov

@ State Employee Log In WARNING

This website is the property of the Commonwealth of
Kentucky. This is to notify you that you are only
authorized to use this site, or any information
accessed through this site, for its intended purpose.
Unauthorized access or disclosure of personal and
confidential information may be punishable by fines
Enter KHRIS ID or Domaim\Username under state and federal law. Unauthorized access to

this website or access in excess of your authorization
® Password Forgot/Reset Password? may also be criminally punishable. The

Commonwealth of Kentucky follows applicable

Login with your Kentucky Online Gateway Employee Account.

rr & Employee ID (KHRIS) Forgot Employee 1D

Enter Password federal and state guidelines to protect the

information from misuse or unauthorized access

Click here to select user account type
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Locating Personal Preferences and Setting Out of Office

Learners and Managers have the ability to edit their personal preferences and set their “Out of Office”
in MYPURPOSE. Select this option to indicate that you are out of the office or absent for an extended
leave. If the “Out of Office” functionality is checked and the user is a manager/approver with training
requests to approve, the approval request is routed to the next person in the approval chain (if the
approval process is required).

1. To set the “Out of Office” setting from the homepage select “Settings Icon.” From the drop
down menu select “My Account.”

77PURPOSE
(74

KoWLEDGE

T
., (OMPETENCE Qs SEL:TY

GROWTH

: Tﬂlimu(y

Be the BEST Version of Yourself!

? & el [0 ZR

LEARNING MECOMMUNITY

2. On the Preferences screen you will be able to update information, including your Time Zone,
E-signature font and the “Out of Office” status. To enable the “out of office feature add a check
mark in the indicator box. Select save.

o R —

fornerstone

The out of office feature is now enabled. If the user is a manager and this option is enabled, all
request from their employees will be directed to the next line supervisor, including pending requests.
Managers that will be out on an extended leave, must enable this option within the system.
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Locating a User Transcript

Locate the Global Search in the upper right corner of the screen. Enter the name or user id that

you would like to find.

#yPURPOSE @ @ ead s

Home  Profle  leaming  ILT  Performance  Repors  Admin

PILOT

1. Global Search will return matching results under the People tab. Select the user's name.

@PURPOSE

of caming

o

A Goow seen

Global Search

Certifications

le results (245)
Kathy HutchersonADMIN

Kathryn Hutcherson

- T Kooy 9

,  Kathy Fugate

- KATH TE@K 9

, | Kathy Wetzel

- ATHNE °
. Kathy Clouse
- ?

2. To review the User Record, select the User Name hyperlink. Once selected, this will pull up the
Universal Profile. The Universal Profile screen will show the general information from the account.

%wpunpose
NADMIN Bio ¥ Feedback Transcript Snapshot
A > sio
Bio
A
Email
o
Summary

Team

ODET TRAINING ADMIN MANUAL UPDATED 2/2020
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3. To view the user’s transcript, select Transcript at the top of the page.
4. The Transcript page will show all completed and registered trainings. Trainings that have been
completed will show at the top of the screen with total hours.

P Teanscript: Kathy HutchersonADMIN
Transcript: Kathy HutchersonADMIN

o5 RS )

5. Training Transcripts can be exported to PDF by selecting the ellipsis®...” tab.

Add External Training
Export to PDF

Print Transcript

Run Transcript Report
Add Learning Reporter

From the drop down menu the options below will appear:

e Add External Training- This option will allow you as a Training Coordinator to add a self-
reported training to another user’s transcript. (See PAGE 15)

e Export to PDF- This option will allow the transcript to be reported to a PDF file. Each page
of PDF must be printed individually. ONLY EVENTS will show on the PDF.

e Print Transcript- This option will print the training transcript.
e Run Transcript Report- This option will allow Coordinators and Admins to run a report
exported out in to EXCEL. This option will pull up a report page, you must enter in the

criteria that is desired. You must leave sessions off of the report to get an accurate amount
of training hours.

6. To Exit the user profile, select My Purpose at the top of the screen.

1 ————
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Archiving a Training on User Transcript

Many times users may have training that no longer applies on their transcript. Users and
administrators have the ability to archive the training to the transcript. This will still keep the record of
the completed training, however it will remove it from the active transcript. To archive a training:

1. Locate the Global Search in the upper right corner of the screen. Enter the name or user id
that you would like to find.

%PURPOSE Grow. Lest ead. Serve o

PILOT

2. Global Search will return matching results under the People tab. Click on the user's name.

yPURPOSE

Global Search

3. To review the User Record, click on the User Name hyperlink. Once clicked, this will pull up the
Universal Profile. The Universal Profile screen will show the general information from the account.

1 ————
ODET TRAINING ADMIN MANUAL UPDATED 2/2020 12



#lyPURPOSE

B o Bo v Feedbock Tomscript  Snapshor
> B

Kathy HutchersonADMIN

Email

Loeation

Summary

Team

4. To view the user’s transcript, click Transcript at the top of the page.

Home Profile Learning ILT Performance Reports Admin
A

“ Kathy HutchersonADMIN

Open Opportunitiy

Bio ¥ Feedback Transcript Snapshot

5. Once on the transcript the Active trainings will show. Trainings can be moved to an archived state by click
on view training details.

omws ODET Business Writing (Starts 7/10/2018)
L] Due: No Due Date  Status: Cancelled

')

View Training D... o

6. The Training details screen will show specific information regarding the entry on the users transcript. In the

top right Admins and Coordinators should have the option to Move to Archived Transcript. Click Move to
Archived Transcript.

7.

ODET Business Writing

Event: ODET Business Writing

J Edit Transcript Details

+ Mark Exempt [ Move to Archived Transcr{
Training Details

Provider: Legacy
Duration: 7 Hours 30 Min

Description: Today people judge individuals and organizations on the proper use of the English language. Words are the foundation of our interaction with each other. They communicate definite impressions. This course looks at what you need to know before you write, now to write, and how to edit your
words. During this workshop participants will look at sentence siructure, the choice of words, and the tone of all interactions in written form. Business wriling is different from the writing most students are taught. Managers expect a certain level of communication, and employees must demonsirate
proficiency in the communication required for the position.
Locator Number: 34056
Subjects: Empioyee Development
Training Topics:
LEGACY ACTIVITY CODE:

Training Contact: Comerstone Admin  clientservices@cyberu.com
Student Roster: @ View Student Roster
Registration Deadline: 7/10/2018 8:30 AM EST
Schedule:

Part Name Description Starts Ends  AddtoCalendar  Training Hours Instructor Location
Tuescay 1 71012018 702013 Add o Calendar & Hour(s) 30 Minute(s) Kentucky State Office Building - ODET Training
2:30 AM EST 4:00 PM EST

Room 139A view map
’— Event Custom Field

LEGACY ACTIVITY CODE: g¢700/, TPGDPSEW 101
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8. A system message will appear to confirm the move to the Archived Transcript. Click archive. Users will no
longer see this on their Active Transcript. Please note that this does not remove the training from the users
record, it moves it to an archived state.

Move Training to Archived Transcript x|

A% You have Indicated that you would like to archive this training. This will move the
{' l },’ training from your Active Transcript into your Archive transcript. The purpose of
the Archive Transcript is to store training that the user no longer needs to
access. The act of moving training to the Archive does not remove any

responsibility the user may have in completing this training.

Archive ][ Cancel

1 ————
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Adding External Training to Transcript

WHEN TO ENTER EXTERNAL TRAINING

o]
agency.

This includes CSE training classe
O

External training should only be used for users that attended a training from an outside

Trainings that are conducted by ODET should not be entered in as External Training.

S.

Employees have the ability to record their own External Training. Managers must

approve the training before it is completed on the transcript.

To Record an External Training

1. Locate the Global Search in the upper right corner of the screen. Enter the
name or user id that you would like to find.

i%yPURPOSE

PILOT

user's name.

To review the User Record, cl

Global Search will return matching results under the People tab. Click on the

ick on the User Name hyperlink. Once clicked, this

will pull up the Universal Profile. The Universal Profile screen will show the general

information from the account.

#yPURPOSE

nnnnnnn

M

4. To view the user’s transcript, click Transcript at the top of the page.

Profile
o

Home Learning

ILT Performance Reports Admin Open Opportuniti

M Kathy HutchersonADMIN

Feedback Snapshot

Bio ¥ Transcript

ODET TRAINING ADMIN MANUAL UPDATED 2/2020
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5. The Transcript page will show all completed and registered trainings. Trainings that
have been completed will show at the top of the screen with total hours.

Kathy HutchersonADMIN Bio ¥ Transcript Actions ~ Snapshot User Record

> Transcript: Kathy HutchersonADMIN
Transcript: Kathy HutchersonADMIN

Use the transcript to manage all active training.

FISCAL YEAR ENDING N cosT
0.5 HRS &) 12/3172018 %) s.00

AGGREGATE TRAINING COMPLETED

Active™ | ByDate Added™ | All Types™

Search Results (0)

6. Training Transcripts can be exported to PDF by clicking on the “...” tab.

Add External Training
Export to PDF

Print Transcript

Run Transcript Report
Add Learning Reporter

e Add External Training- This option will allow you as a Training

Administrator/Coordinator to add a self-reported training to another user’s
transcript.

e Self-Reported training- requires manager approval. Once approved the

user must go back to their transcript page and mark the training as
completed.
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Completing Training on User Transcript

There may be instances where Training Administrators must complete a training on a transcript of
another user. Administrators now have the ability to complete online courses and, external trainings
on user’s transcripts.

1. To complete a training on a user transcript use the Global Search to look up the
user.

2. On the Transcript page locate the external course or online class that needs to be
completed. Select View Training Details.

Transcript: Thomas Wolfe B

Use the transcript to manage all active training. ***Please make sure you are using Internet Explorer 11 with the pop up blocker turned off. If you do not have Internet Explorer 11 you will need to
use Google Chrome with the pop up blocker turned off and the flash player enabled. ***

m FISCAL YEAR ENDING » COST
0 HRS = 12/31/2020 \ $.00
AGGREGATE TRAINING COMPLETED
Active ¥ By Date Added ™ All Types ™ | Search for training ‘

Search Results (11)

gmrs  TEST for JESSICA WOLFE (Starts 3/2/2020 8:30 AM)

L] Due: Mo Due Date  Status: Cancelled
4

Select Session v

iSTEP for Non-Personnel Cabinet Users
- Due: No Due Date  Status: Registered

II

View Training D...

3. The View Training Details screen will allow Admins the option to select “Mark
Complete”.

Training Details

Training Type: Online Class
Provider: Personnel Cabinet - ODET
Version: 5.0
Training Hours: 2 Hours 0 Min
Description: iISTEP is the Information, Security, Training, Education, Policies/Procedures Portal, it is a fool for awareness, training and understanding of policies and procedures for acceptable use and security data)
Cabinet policy and the need to ensure awareness of the Personal Infermation Security and Breach Investigation Precedures and Practices Act (KRS 61.931), the Personnel Cabinet requires that all us
access is granted to any of the Personnel Cabinet systems(KHRIS, COS, MyPurpose, Governors Non-Merit Candidate Portal) and then annually, in order to maintain access
Status: Registered
Training Purpose:
Due Date: None[Z#

LEGACY ACTIVITY CODE:

TRAINING PROGRESS

Progress:[_____ 10% (0 of 1 units complete)
View Time: 0 Hour(s) 0 Minute(s)

Status: Registered ¥ Mark Complete

Score: gy, & Edit Score
Modules: ®./8 View details of modules for iSTEP for Non-Personnel Cabinet Users.
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4. By selecting Mark Complete, a pop up window will appear. Administrators will be
prompted to provide comments regarding the reason for marking the training as
completed. Once provided select “submit,” the training will now appear on the users
completed transcript.

iSTEP for Non-Personnel Cabinet Users

* Edit Transcript Details
@ Mark Training Complete - Google Chrome = m} K
Training Detail & kypersonnelcabinet-pilot.csod.com/LMS/UserTranscript/TrainingMarkComplete.asp... &
rainin etalls
d Enter a comment explaining why the status was changed to complete

Comments: * Comments Required

Training Type: Online Class
Provider: Personnel Cabinet - ODET
Version: 5.0
Training Hours: 2 Hours 0 Min

Description: ISTEP is the Information, Securty, Training, Education, P nd prog
Cabinet policy and the need to ensure awareness of the B { Cancel } [ Submit ] B61.931
access is granted to any of the Personnel Cabinet system! rder to

Status: Registered
Training Purpose:
Due Date: None[E¢

LEGACY ACTIVITY CODE:

TRAINING PROGRESS

Progress: [ ]0% (0 of 1 units complete)
View Time: 0 Hour(s) 0 Minute(s) !

Status: Registered v Mark Complete
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Searchinqg for Learning Objects

1. To search for a Learning Object, select the Global Search Box.

é(@g'pURPOSE Gro earn ead. Serve ©

KloWLEDGE
Swys  ABluty

§,,__£,0M‘PETENCE

. PP 6 GROWTH

PEOPLETOPURPOSE

Be the BEST Version of Yourself!

il

LEARNING P ERF ORMANG E

2. Type in the name of the training. This will pull back any matches.

IyPURPOSE

A G sewen

Global Search

aEEa -
EpE®
s o T

—

;

O

3. By selecting the course tile, users will be able to request the training from this page.

- iSTEP for Non-Personnel Cabinet Users

Online Class - Personnel Cabinet - ODET - 2 hours

Croves [

STEP is the Information, Security, Training, Education, Policies/Procedures Portal, it is a tool for awareness, training and understanding of policies and procedures for
bcceptable use and security data.In accordance with Personnel Cabinet policy and the need to ensure awareness of the Personal Information Security and Breach

nvestigation Procedures and Practices Act (KRS 61.931), the Personnel Cabinet requires that all users complete this training before access is granted to any of the Per|
[Cabinet systems(KHRIS, COS, MyPurpose, Governors Mon-Merit Candidate Portal) and then annually, in order to maintain access
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Requesting Training

MyPurpose is designed to allow users to enroll themselves for a variety of different learning objects.
When a learner requests a session or course, an email notification is then sent to the manager
requesting approval to attend/complete the training. Managers also have the ability to assign training
to their direct reports. As training administrators and coordinators we should be encouraging learners
and managers to navigate in the system to enroll or assign training.

¢ In the picture below you will notice that there is both a request and assign option. The assign
option here will not assign the training to users. By clicking assign you are looking at those
users that directly report to you. This is how managers would assign training to their
employees.

iSTEP for Non-Personnel Cabinet Users
- Online Class - Personnel Cabinet - ODET - 2 hours

s L

STEP is the Information, Security, Training, Education, Policies/Procedures Portal, it is a tool for awareness, training and understanding of policies and procedures for
bcceptable use and security data.In accordance with Personnel Cabinet policy and the need to ensure awareness of the Personal Information Security and Breach

nvestigation Procedures and Practices Act (KRS 61.931), the Personnel Cabinet requires that all users complete this training before access is granted to any of the Per
[Cabinet systems(KHRIS, COS, MyPurpose, Governors Non-Merit Candidate Portal) and then annually, in order to maintain access

e There may be instances where as a training administrator or coordinator you will need to
assign training. Assigning training will put the training directly on the learner’s transcript. To do
this you will need to go to the Learning Assignment tool.
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Using the Learner Event Calendar

Learners also have the ability to view upcoming training, using the Event Calendar will allow a quick

glance at upcoming dates.

To access the Event Calendar hover over Learning> select Event Calendar.

A calendar view will show all upcoming training dates. Users will be able to select from the date or

can switch over to an agenda view.
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Learner Homepage

The Learner Homepage allows users to have a quick glance at their transcript, subjects and more.
The learner homepage is designed to give users suggestions for training opportunities, and allow for
a detailed search for upcoming training events.

© 129 Completions
X 269 Hours
£ 40 Badges

Your Subjects Edit

Hi Jessica! What would you like to learn today?

Compliance, Employee Development, Finance &
Accounting, Health & Wellness, Leadership &...

Your Playlists
0 ] 0
Created Followers Followed

Create New Playlist

Transcript View

. . g o
PAST DUE DUESOON  ASSIGNED / NO DUE o \ 1
DATE d
?.’ku
[
Online Class Online Class External Training Session
Creating an Ethical iSTEP for Non- Using Data To Drive 'ODET Personal
Culture Personnel Cabi: Diversity Aware Accountability
° L} o In Progress Registered Registered Withdrawn
-0-
4 * .
L} oce Launch e Launch oo Mark Complete voe Select Session
All done!

Al assigned training has been completed.
Learn something new or complete what you

have started. T
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Admin Console

Learning Administrators have access to the Learning Admin Console, which consolidates several
training management actions into one central location, allowing them to more easily access critical
training information and manage training.

To Access You Admin Console

1. From the My Purpose home page hover over ADMIN > Select Learning Admin Console.

2. The Learning Admin Console page will appear. This page will show several different graphs and
charts. These will provide a comprehensive overview of the following:
e Assigned Training- View the number of started, in progress, and completed users.
e Assigned Past Due Trainings- the number of users that have assigned training that is
past the due date.
e Prior ILT Sessions- view the number of submitted rosters.
e Learning Assignments- shows the total number of assigned learning assignments.

wPURPOSE

Learning Admin Console )

16k 71% Y

534

EEEm oz

3. From the Admin Console, Admins will have the ability to create a new Learning Object (LO) by
selecting create in the top right > then select the Learning Object.

== -

Assignment

Certification
Curriculum
Event
Material
Online Class
Test

,,,,,,,,,,,,,,,

Videa

Once selected this will redirect to the Learning Object Creation Screens. (Please see the
corresponding section in this manual for more information regarding the creation of the Learning
Object.)

I ——————————————————
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Using the Course Cataloqg

The Course Catalog is the repository of all learning objects in the system including online
courses, quick courses, events, libraries, test, material and curricula. The Course Catalog enables the
administrator to edit the description; associate learning with subjects, competencies, and certification;
create custom emails by learning objects; set availability, and tie Level 1-3 evaluations to learning
objects. All new versions of a training item that are published within the system are added to the
Course Catalog as soon as they are created, even if the effective date has not yet occurred. This
allows administrators to search and manage all the different versions of a training item. The Course
Catalog enables administrators to search for LOs, edit LOs, view the Course Console pages for LOs,
and view the LO Details page for LOs.

1. To access the Course Catalog

2. Go to Admin > Catalog > Course Catalog. The Course Catalog can also be accessed by
searching for training via the Learning Admin Console.

Course Catalog

Course Catalog

What would you like to search for? All Training v

Refine search

3. The Search functionality enables administrators to search for LOs within the Course Catalog
using search fields and filters. You can enter text in the “What would you like to search for?”
field, select training types, enter a course code.

4. When a search is performed, the search results are displayed in a table below the search
criteria

Course Catalog

5. From the drop-down menu, select the appropriate sort option for the Results table:
e By Title
e Created Date.

e By Modified Date
I ——————————————————
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e By Provider
6. Selecting the Status filter allows users to filter based on the following training statuses:
o All
e Draft
e Pending Version
e Previous Version
e Published

7. From the filter, select one of the following options:
e Active
e Inactive
o All

8. Select this option to only include in the search results courses that allow recurrence. This
option is unselected by default.

Show Courses with Recurrence

9. The Results table only appears when at least one LO matches the search criteria.

10.The following information is displayed for each LO in the Results table:

11.Checkbox - To batch edit multiple LOs, select the checkbox to the left of the appropriate LOs.

Then, click the Edit Selected button. See the Course Catalog - View/Edit LO section for
additional information.

o Title

e Provider

e Version

e Language

e Added

e Modified

12.0nce the training has been located in the catalog, administrators can Assign, Edit or View the
training as a user. By selecting the drop down menu.

T a s = —
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An online course or publication is an electronic learning course that can be completed
asynchronously within the system or offline using the Offline Player. An online course is comprised of
SCORM or AICC compliant files that are bundled into a zip file.

All uploaded files must be SCORM 1.2, SCORM 2004, or AICC compliant and in a zip file.

Online Content

©)

An online course or publication is an electronic learning course that can be completed
asynchronously within the system or offline using the Offline Player.

An online course is comprised of SCORM or AICC compliant files that are bundled into
a zip file.

All uploaded files must be SCORM 1.2, SCORM 2004, or AICC compliant and in a zip
file.

Online Classes DO NOT have rosters

You can find step-by-step guide in the Training Administrator Manual. Training
Coordinators do not have security access to upload online content.

WHAT FITS YOUR BUSINESS NEED?

______ Online Course vs. Document

Type Online Material Video
Course

PowerPoint

Word
Document

Excel
Sheet
PDF

Video
URL
YouTube
SCORM

SOV

NS

AICC

To create a new online course
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1. From the My Purpose home page hover over > Content > select Content Uploader.

2. The Content uploader screen will appear, allowing the admin to drag and drop the SCORM

file.

# | Tools | Leaming  Content Upicader

Content Uploader

Upload Files®

Drag and drop files here

Select a file

Use this tool to upload SCORM and AICC courses to the Course Catalog. Courses must be zipped into a single zip file. You can upload up to 750 MB per file.

@ nNote: Leaving this page will interrupt the uploading process. You can open a new window and work on other parts of the system.

3. Once you have selected the SCORM file that you wish to upload, the system will begin to

upload the zip file. The system will process the file- YOU MUST STAY ON THIS PAGE.

caming  Content Uploader

Content Uploader

Upload Files®

Drag and drop files here

Select afile

20160901 _152636_5279.zip
File Type: ZIP Status: Uploading...

Use this tool to upload SCORM and AICC courses to the Course Catalog. Courses must be zipped into a single zip file. You can upload up to 750 M per file.

@ nNote: Leaving this page will interrupt the uploading process. You can open a new window and work on other parts of the system.

4. Once the file has been successfully uploaded, the system will ask for a provider.

Content Uploader

Use this tool to upload SCORM and AICC courses to the Course Catalog. Courses must be zipped into 3 sin

Upload Files®

B Drag and drop files here

Needs Provider
Ta finish the uploading process, please select a Provider for each upload.

20180206 112758 4649.zip

Date: 4/25/2016 1:00 P Status:

zip file. You can upload up to 750 MB per file.

@ Note: Leaving this page wil interrupt the uploading process. You can open a new window and work on other parts of the system.

Select Provider ¥ | Delete
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5. By selecting the drop down menu, this will show all agencies within Cornerstone.

6. Once a provider has been selected, select View Catalog.

' Select Provider
American Red Cross
Attorney General's Office
Auditor of Public Accounts
Cabinet for Economic Development
Cabinet for Health & Family Services
Citrix GoTeMeeting
Comerstone On Demand
Council on Post Secondary Education
Department for Local Government
Department for Public Advocacy

Department of Education

Delete

Draft Ready

The following uploads have completed. The Draft courses are available on the Course Catalog.

20180206_112758_4649.. le
Date: 4/25/2018 1:00 PM  Status: U

View Catalog

Archive Completed Items

Delete

7. To access the course details, select the drop down menu under Actions > select Edit.

Course Catalog

What would you like to search for? Online Class

Refine search

Draft ¥ Active ¥ By Created Date ¥ Show Courses with Recurreny

[ [nvoduction to Self-Emplayment

Draft Personnel Cabinet - ODET

- Modifid Bate

8. Selecting edit will take you to a general overview screen for the upload.
Review each tab:

General- Covers the general settings, title, and description.

Prerequisites- Will this training have any prerequisites that must be completed prior to
starting this training?

Subjects- Allows admins to assign the subject category to the training.
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e Skills- Allows you to add any skills that the training covers.

e Acknowledgements- Allow you to add an acknowledgement that users must sign as
they complete the training.

Edit Introduction to Self-~Employment

Requirements: [V] Completion of acknorledgement farm required

Acknowledgement Texti 1, o rcicwed this training |

e Availability- Determines Who will be able to view the training. This does not set the
availability for the Course Catalog.

Edit Introduction to Self-Employment

Salect an) el 10 &t czurse information. Maving to 3 dffenent ta il autsematically s3ve Ehe Informaicn on the previous page.

Prorsquisites suects suis Compeencies  Acknowesement  [CITITTTR  Recommendations Transactions Evalustions

e Recommendations- this will allow Admins to set other classes that are recommended
for completion based on training preference.

e Evaluations- Evaluations can be set to send out to users after they have completed the
online course.

Edit Introduction to Self-Employment

9. Once all tabs have been completed, select Save. This will redirect the screen back to the
course catalog page.

10.0nce on the course catalog page select the course name in blue. This will direct you to
the course catalog availability screen.

[ Iueduction to Self Employment Personnel Cabinet - 10 English
ODET : us)

4/25/2018 4/25/2018 v
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11.Scroll Down for information regarding settings, the information that was configured in the edit
screen should pull to the catalog screen. Users will need to edit the provider, training hours,
subjects and description. Scroll down to verify that the availability has been set.

Introduction to Self-Employment @

Price

$0.00

Credits

0
Mobile Exclude from Recommendations
off off
Subjects
N/A
Available Languages = Online Class
English (US)

| 10
Keywords
Self-Employment Inactive
Description Edit (%] wA
<p>Training test upload.</p>
Created Date Created By Default Language Last Modified Date Effective Date

78268e5a-1304-44a3-bd78-225c25¢8b9db Draft 4/25/2018 Agency Training Administrator English (US) N/A N/A

12.Select Save. Scroll down to Availability then Select Users. By selecting the organization this
will limit the online course to only the organization that the Training Admin is in.

Select Users

Mobile Exclude from Recommendations
off off

14.The course is now available for users to register for.

1 ————
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Creating a Version of an Online Course

If the content uploaded has any changes, you must create a Version of the class. To create a new
version of an online course:

1. Go to Admin> Tools> Learning> Catalog Management.

2. Select the course Catalog Link

“““““““

PINNED LINKS. Catalog Management

'RECENTLY VIEWED

3. Find the online course in the Course Catalog and then select the course title. From the Course
Console page, select the Options drop-down menu and select the Create Version option.

PURPOSE

Profils  Connect  Lesming  Cerfication  Content LT OpenOpporunities  Reporis  Success Center  Need Assistance?  Admin

~

Learning Your Way @ Commonwealth U 2.0 #

Provider Exclude from Recommendations
Personnel Cabinet - ODET oft

Training Hours Price
1 hour 50.00

Mobile Credits
05

4. To upload a new set of course files: Drag and drop your zipped SCORM or AICC course files into
the Upload Files box, or select the Add Files button and select the zipped course files from your
computer. Note: Courses must be zipped into a single zip file. You can upload up to 750 MB per
file.

1 ————
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5.

New Version for Learning Your Way @ Commonwea Ith U 2.0

[SRR AL I @ oo can oy be creseud with one Oriine Cass. f there s mare than one Oriine Class contined witin your 2 i you il not b stde o proceed. it

‘you ke this page YOur upioad will D intermupted and you will GSE yOuI WOTE.

Upload Files

After the course files have been added, they will begin uploading. Select the Refresh Status
button to view the most current status of the upload. A progress bar below the files displays the
ongoing upload progress for the files. Each set of files displays the following information: File
Name, File Type, Status (i.e. Uploading, Critical Error).

Training Information

6.

Once the files have finished uploading, you can preview the course by clicking the Preview button
next to the files. If needed, you can delete the files and upload a new set of course files by clicking
the Delete icon. If the course previews as expected, populate the following fields for the new
version of the course:

Training Title - Enter the title for the new online course version. By default, the title for the previous
course version is populated. This field is required.

Training Description - Enter the description for the new online class version. Formatting options
are available for the training description. By default, the description for the previous course version
is populated. This field is limited to 5000 characters.

Training Hours - Enter the number of training hours received for completion of the online course.
The training hours from the manifest of the new version populate in this field automatically.

10.Provider - This field displays the provider of the online course. This field is read-only and is

automatically populated from the original course version.

11.Enable for Mobile App - Choose the Yes option to enable this online class version for the mobile

app. Choose the No option if the online course should not be available through the mobile app.

In the Training Preferences section, configure the following versioning options:

12.Version Option - In this section, define the criteria for upgrading users and decide who should be

upgraded: Append Enablement - Checking this option allows two versions of the online course to
exist in the portal at the same time. Both versions can be assigned to users.

ODET TRAINING ADMIN MANUAL UPDATED 2/2020 32



If this option is enabled, the version uses the Append option, meaning it will require a
start date and allow two versions of the same online course to be available at the same
time on users' transcripts. If not selected, the new course version replaces the previous
version on the effective date. The previous version becomes the old version or expires.
Note: This option is only available when the first version of a course is being created.
Once aversion is created of a certain version type (Append/Replace), following
versions must be of that type.

Training Preferences

Version Options

13. Effective Date - Select the date that the new online course version will be effective in the system.

14. Start Date - Select the date that the new online course version can be started by users. This
option is only available if Append Enablement has been selected.

15.Impacted Curricula - This field displays the number of curricula that are impacted by the online
course reversioning. Note: Inactive curricula are not included in the list of impacted curricula. It is
not possible to apply the updated version of an online course to an inactive curriculum. This helps
maintain the historical integrity of inactive curricula, and organizations can report accurately on the
structures of inactive curricula.

16.Due Date - In this section, select a due date option for reversioned courses. Available options
include: Apply Previous Version Due Date - The following behaviors result from this selection: If
the online course is standalone, the previous version's due date is applied

()

) Training Preferences
O Version

Version Options

17.1f the online course is within a curriculum, the new class version does not display a due date in its
structure.

18. Specific Date - The following behaviors result from this selection: If the online course is
standalone, the new version receives a fixed due date.
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19.1f the online course is within a curriculum, the new class version displays a fixed date in its
structure.

20.Relative Date - The following behaviors result from this selection: If the online course is
standalone, the new version receives a relative due date.

21.1f the online course is within a curriculum, the new class version displays a relative due date in its
structure.

22.No Due Date - The following behaviors result from this selection: If the online course is
standalone, the new version receives the previous version's due date.

23.1f the online course is within a curriculum, the curriculum due date for the original version is also
applied to the new version within the curriculum structure.

24.Version Equivalency - In this section, choose an equivalence option for reversioned training.
Available options include: Requires retraining (New training version will be Registered)

25.Completed Equivalent (New training version will be Completed Equivalent based on previous
version completion)

26.Comments - In the Comments text box, enter any text that should appear in the Audit History and
Transcript History for the reversioned course.

User Filter Preferences

27.In the User Filter Preferences section, configure the following user filter options, to determine
which users receive the new version:

User Filter Preferences

User List

wiors [

28.Training Version - This drop-down filters the users according to the version of the course in which
they are currently enrolled. The list of versions displays the current versions available on the
users' transcripts. This enables administrators to easily assign the new online course version to
users who are currently enrolled in a specific version of the course. Administrators can select one
of the existing versions of the course or all versions.

*For example, if All Versions is selected, then users who have any version of the course on
their transcript are displayed in the User List section.*
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29.Training Status - In this section, select which training statuses will be replaced or appended by the
new version of an online course. See Online Course Versioning - Training Status Equivalents.
Available statuses include: Not Started, In Progress, Completed.

30.Assignment Type - In this section, select which users receive new versions of an online course.
Available options include: Select Users with a previous version - Selecting this option includes all
users, regardless of the assignment method (Requested, assigned, or via learning assignment).

31.Select Users assigned by Dynamic Assignment - Selecting this option only includes users who
were dynamically assigned the course. Permissions for dynamic and dynamic recurring learning
assignments and their associated constraints apply to this option.

32.Select Users by OUs - This option allows the administrator assign the new version to specific
organizational units (OUs), such as divisions, locations, groups, etc. If no OUs are selected, then
no users receive the new version.

33.The User List section displays users who have a version of the online course on their transcript.
The users that display in the user list are controlled by the constraints applied to the permission
for publishing online course versions.

34.1f you make any changes to the User Filter Preference selections in the section above, click the
Refresh User List button to view an updated user list. To remove any user from the user list and
prevent them from receiving the new version of the online course, uncheck the box next to the
user's name. Note: This option is not available if the Effective Date is in the future. The system
automatically recalculates the users impacted from the filter selection when the version becomes
effective.

Publish

After configuring all versioning options and verifying that the user list applies to the number of
users expected, click the Publish button to publish the new online course version, which will be
applied to users as specified in the User Filter Preferences section. When the new version is
successfully published, the version number and the Last Modified Date are updated on the Course
Console page, and the new online course version is active in the portal. Further modifications to
the online course can be made on the Course Console page and via Course Catalog.
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Uploading Materials

Material (PDF, Office Document, URL)
o A material is a learning object (LO) type that can be used to manage various types of
items maintained in an organization.
o A material can be a website URL or an uploaded file such as an image, text document,
or presentation document.
o Because a material is a LO, it behaves similar to other LO types.
Materials DO NOT have Rosters
o There is no way for the system to track who has completed the material. If using a
material as the learning object, users will have to select that they have completed
viewing the information.
o You can find step-by-step guide in the Training Administrator Manual. Training
Coordinators do not have security access to upload online content.

(@]

To create a material
1. Goto ADMIN > TOOLS > LEARNING > CATALOG MANAGEMENT > MATERIALS

2. Select Create Material in the top right corner.

Material Administration

[SESTVENSE  Material Types

Active Options

Version | Language  Effective Date  Created By &
English /A

& & & &
B O OB K

K 6K

3. Enter atitle for the material. The character limit is 500.

4. Select the appropriate material type from the drop-down list. When creating a material,
this drop-down only includes active material types. Material types can be configured on the
Manage Material Types page.

5. Select the appropriate provider from the drop-down list. Note: This field cannot be edited
when editing a material. Example: YouTube or Owner of the Material (Personnel)

6. Enter the number of hours and minutes that are required to complete the training.
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7. Enter a description for the material, this field accepts HTML.

Create Material

Material Details

* Title Jessica's Test Material Upload
* Material Type Document ts v
* Provider Personnel Cabinet - ODET v
Training Hours o hours 30 minutes

This is a test document upload for materials.

8. Under Material Source please select if the upload will be a URL or Uploading a source.

Please Note: Resources - This section enables administrators to view and manage
attachments for the material. The visibility of each attachment can be determined by the
administrator. For example, some attachments may be visible to only administrators, while
other attachments may be visible to all users. This section is only available for users that have
permission to view or manage LO attachments.

9. Enter Keywords to associate with the training. When a user searches for training and
enters any of the keywords specified here, the course title will appear in the search results. If
multiple languages are enabled for your portal, select the Translate icon to translate the field
into other available languages.

10.From the drop-down list, select the languages in which the material is available. The
available languages are mainly used for searching purposes and they are independent of the
material's default language. At least one language must be selected.

11.Default Language - This displays the default language of the material. If a user views a
material in a language that does not have a translation, the information is displayed in the
default language for the material. When an administrator creates a material, the default
language for the material is the administrator's default language at the time they create the
material. Note: This field cannot be edited when editing a material.

1 ————
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12.Select Add Subject link to add one or more subjects to the material.

Create Material

Material Details

- Material Type Documents v

Provider Personnel Cabinet - ODET v

Keywords

Available Languages nglish (US

Default Language English (US)

Subjects + Add Su

13.Enter the number of credits a user receives upon completing the LO. This number must be
greater than zero and less than 1000.

14.Material Image - Select an image to upload if applicable. The image will be visible to the
user when viewing the Training Details page for the LO.

15.To Create a Material with a URL In the Material Source section, select the URL radio
button. In the URL field, enter the URL of the material source. If multiple languages are
enabled for the portal, a Translate icon appears to the right of the URL field. Administrators
can click the icon to enter a unique URL for each available language. The URL must be
provided in the material's default language, which is the language of the administrator who
created the material.

Material Source ® urL O Upload Material

Material URLs need to begin with one of the following formats:
ftp:// - ftp location

http:// - external website

https:// - external website with secure connections

To create a Material with a document- select the radial button by upload
document. Once that has been selected, you will have the ability to browse the
computer to locate the document to upload.

16.Select Next.

1 ————
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17.To set the availability for the class use the drop down menu > select Criteria > Organization
> select Add.

Create Material

General Availability

All Users v Add

18.select Next.

19.Emails determine which email setting to use for the material.

System Defaults - Use default emails based on settings and availability from email administration area. All emails related to this learning object will be sent based on the
templates in the main email administration area. Changes made to the templates in the main email administration area will apply to emails that have not yet been queued.

Custom Emails - All emails related to this learning object may be customized. By default, triggers related to the selected training will be copied from the main email
administration area (you must click 'Save’ in order for these triggers to be copied over). All emails sent related to this training will be sent based on the custom templates below.
Changes made to the custom training emails will only apply to emails that have not yet been queued

No Emails - No emails will be sent in association with this training. Email actions that are bypassed with the selection of this option can be viewed in the Custom Email list
above,

20.Select Save. The material is now in the catalog.

21. Once save the Material has been saved, the screen will redirect to the course catalog.

22.Select the drop down menu to edit. Here you will need to go to through the general settings
to verify they are all set.

23.As default all activities are set to be preapproved- this means that the users will bypass

manager approval when requesting a training. Do not add training approvals- the system
is automatically set up to require a training approval

Place a value in this box greater than 0 to require this number

Required Training Approvals: l:l transcript

24. Once saved, the availability will need to be set in the Course Catalog.

1 ————
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Adding Instructors

Before an instructor can be added to a session, they must be added as an instructor for the agency.

1. To add an instructor hover over ILT> Vendors and Instructors

ILT Performance Reports

Manage Events & Sessions

Facilities & Resources

Vendors & Instructors

View Your Sessions

2. Locate Vendor (Organizational Unit) by searching.
3. Select the instructor link to the right.

— ; | (@ searoh

ERzabeth Cram 5027820326

4. Select Add New Instructor

~

Instructors

[ View Instructor Reguests ]

Search for Instructor Name:

| | &, search

E View active instructors only

@& Add New Instructor

Select the Call Out

First Name Last Mame

Instructor Name: | | | | @(select an existing user)

Using the call out search for the name of the instructor. This will auto populate the
information for that user.

Verify that they are marked as active.

Select submit.
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Creating Locations for ILT Events and Sessions

Since it has been difficult for training coordinators and administrators to find the correct classroom
when initially setting up an ILT-course, we have updated the names of the classrooms to bring them
to the top of the list you see when setting up such courses. Classrooms and buildings in which
classes are held will follow the following format: each entry will begin with “@Classroom_" to
designate that entry as a location where classes are taught. The entry is followed by the name of the
room or building; due to how entries were initially loaded into the system, this part of the facility name
may be repeated with each iteration separated by a dash. After the classroom name, there will be a
comma followed by the street address and city in which the classroom

So, each entry will follow the format: @Classroom_Room/Building Name_Address_City

In order to keep all classrooms easily searchable and at the top of the list when classes are
set up, please follow this naming convention to ensure that anyone searching for a given
facility will be able to find it based upon what its expected name would be.

To create a new facility or edit a facility already in the system, please do the following:

1. Log onto MyPurpose
2. Goto ILT >>> Facilities and Resources
3. To add a new classroom, click Add Facility.

/”@' Grow. Learn. Lead. Serve. LR | seach = I
Home  NesdAssistance?  Profils  Connect  Lsaming  Cenificaion  Content LT Performance  Open Opportunities  Repors  Admin
Facilities & Resources @
[ View Facilities Requests | | View Equipment Requests | [ View Room Layeuts |
Search for Facility Name:
? view view Bath Facilities
o Add Facllity
Subordinate Facllities For: kypersonnelcabinet «Previous[1-20 00602 v | Mext»
FACILITY TYPE G OFFSET _ FACILITY E-MAIL ACTIVE _OMSITE _ VIEWUSAGE _EDIT _RESOURCES
@ @Classroam_1024 Capital Center Drive - 1024 Capital Center Drive 1024 Cagital Center Drive, Frankfart Bulding {UTC-05-00) Yes Yes 3
@ ©Classroam_1024 Cagital Center Drive - Confarence Room A 2nd B 1024 Capital Center Drive, Frankfort Buiting  (UTC-05:00) e ves 3
@ Dlassroam_3rd Floor of Admi - Kentu 3001 West Hwry 146, LaGrange Room  (UTC-a3:00) Yes Yes ViewUsage B
Adair Youth DevelopmEnt Center - ADAIR TOC 01 Agpleby Drive, Columbia Building  {UTC-05:00) es ves -4
imiristrativa Ofica of the Courts 1001 Vandalay D, Frankfort Building _ (UTC-05:00) Yes Yes 3
1001 vandaley Drive, Frankfort o c 0s:00) ves ves °3
ASHLAND G - ASHLAND GH 1301 WEST LITTLE GARNER RGAD, ASHLAND BulGng  (UTC-05:00) et ves [
Sonal Office 1550 Ashiand Bulding  {UTC-05:00) Yes Yes 3
@ @Ciassroom_Ashland Service Center - AShiand Conference Room 1538 Greenup Ave, Ashiand Building  {UTC-05:00) Yes ves -4
@ DClassroam_Bath County Extension Service Office 2514 US-80, Gwingsuille Region  (UTC-05:00) Yes Yes 3
@ pCiassroom._Ball County F P - BOFC - Multi Purpos room 560 Corractionsl Drive, Pineville Bullding  {UTC-05:00) Yes ves 4
@ @Classroom_Blackburn Carrectional Complex - The training raem 3111 Spurr Road, Lexingtan Yes Yes 3
@ @Ciarmroom_Board Confersnios Roor - Suks 300 312 Wiikiington Farkeay, Loisvile Py ves =
@ @Ciassroom L oor Caunty Co-op Bxtiruin Servica , Bulging  (UTC-05:00) e ves [
@ @Classrcam, _Bawil i - Bewling jional Office 2642 Russellville Road, Bowfing Green Builfing _ {UTC-06:00) Yes Yes (3
@ @lassroam_Bowling Green Service Canter - Bowiing Green Conferénce Roam 201 West Profassionsl Park Court, Bowling Gresn Builging  (UTC-06:00) es ves (3
Define Location
Name @Classrcom_QODET Training Room - KSOB First Floor Ken
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e |f desired, enter a description for the classroom

Create Location

Define Location

Name ’@C\assroom_{)DET Training Room - KSOB First Floor Ken

ID ’

|

Training Room for ODET

Description

e Do not change the value in the Parent field.

Create Location

Define Location

Name I@C\assrm}m,ODET Training Room - KSOB First Floor Ken

D I ‘

Training Room for ODET

Description

Details

Parent Kentucky Personnel Cabinet X

e Add the faux-owner by clicking the match-code icon in the Owner field and finding

the owner that corresponds to your agency. (ODET will distribute a list of the names

of the faux-owners that correspond to each agency.)

Select Owner

Search is limited to 1000 records only

Last Name First Name 1D User Name Manager's Last Name
C— [ |
Name % UseriDs User Name % Manager#
MyPurpose, Pers MyPers MyPers
PERS, PERS PERS PERS

=

(2 Results)
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e In the Facility Type field, choose building or classroom as appropriate.
e Inthe Address #1 field through the Occupancy field, fill in the appropriate values.

Facility Information

Facility Type Room ¥

Country United States v
Address #1 ‘ 507 High Street ‘
Address #2 ‘ ‘

City ‘ Frankfort ‘
State Kentucky v
Postal Code ‘ 40601 ‘

TimeZone | e None sel lected -——------ v
Contact ‘ ‘
Phone ‘ ‘

Fax ‘ ‘
Email ‘ ‘
Occupancy ‘ ‘
Approval Required C

On Site 2

e Update the Approval Required field and the On Site field as appropriate.

5. Click the Save button to commit the values you have entered.

When updating the facilities in MyPurpose, every effort was made to ensure that each facility
was assigned to the correct cabinet / department. However, due to the decentralized nature of
maintaining these facilities in the current and previous systems, it is entirely possible that
errors were made when updating the naming convention. If you find any errors, please feel
encouraged to correct those errors. Reach out to ODET with any questions or concerns you
may have on this process in general or a particular entry in the classroom listing.
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Creating an ILT Event

The Event is the shell for ILT sessions. Events and sessions have a parent child relationship. There
cannot be a session without the event. Events and sessions must have the same name- The event is
what appears on the transcript, by keeping the event and session names the same this will make
reporting easier. As we move toward our first full year with the new MyPURPOSE system, we
encourage agencies to build new events. This will ensure that the Events are being properly set up,
and will help to troubleshoot any issues that may be experienced with sessions.

To create an ILT Event:
1. Navigate to ILT > Select Manage Events and Sessions.

#fyPURPOSE r— .

KloWlEDGE

ey Swys  ABILTY

§‘UN1‘PETENCE
TRANING GrRowTrt

“ONNECTING
PEOPLETOPURPOSE

Be the BEST Version of Yourself!

B A el il 2

LleNG ”E"mi MyPROFILE My{ZOMMUNlTV

2. Select Create New Event.

Manage Events & Sessions [
Evast racands are the genaric catalog indsrmation for instructor-led trasming. Gessions are spesific

[(waitists | [ Requests | | interest Tracking | @

) Search for all Events () Search for all Sessions

Ensglish (US)
or search for sessions directly by using locstor number

3. By selecting Create New Event, the ILT Event properties page will appear.
o The event creation process is separated into three sections.
o Properties
o Availability
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o Session Defaults

4. To create the event, each required field will need to be filled out.
Required fields include:

o Event Name

Primary Vendor- Must be added. This will ALWAYS be the Cabinet that is
offering the training.

Secondary Vendor-Leave blank

Description

Subjects-Must be added

Objectives

Legacy Activity Code-Leave blank

(@]

O O O O O

5. Once these fields have been completed, select Next.

6. Select the availability for users- this will control who can see the event. This can be
limited to just users in your organization, a specific position, location, group, ETC.

7. Select Next.

8. The Session Defaults page will set the general parameters for how the sessions will be
created.

o As a Training Administrator, you will have the ability to set a registration deadline,
minimum and maximum registration number, and training topics.
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o You will also have the ability to set how the waitlist is set up.
tuu New Event (SN

(Before /] frstpart of session stars (Request and Regiter
e - Tiving Selec1ed Above = RegsYaton Deadine|
Tienng Sseciec Abgre = Repatatie Dsscine)

a7

wanTST

9. As a part of the settings, you can opt for users to be able to see the start and end times in
their time zone. To do this, select the Display time Zone of User Box.

ADDITIONAL REQUIREMENTS

Pre-Work: Add Pre-Work {2
PostWork: Add Post-Work (2

Request Form: [Please select a Request Form v
Place a value in this box greater than 0 to require this number of training approvals to all users who request this training. If this box is blank, the system will look at the user record for the required number of training approvals.
ript.

NOTE: Changes to this field will only apply fo users who do not have this Cohort on their transcri
Place a value in this box greater than 0 to require this number of training completion approvals to all users who complete this training. Upon completion user's status will proceed to Pending Completion Approval before moving to

Required Training Approvals:
Completed. If this box is biank, the LG will not require completion approval. NOTE: Changes to this field will only apply to users who have not completed this Cohort

Required Completion Approvals:
Display Times in Time Zone of User: ] select this option if you would like the Start and End times for all Sessions to display 1o Users in their Time Zone. Typically, this option is useful if users can join remotely.

10.0Once completed, select save, this will direct you to the Manage Events and Sessions

page.
11.To verify that the event has been created, search for the title of the training. In the search

field type in the name, subject or vendor.

#lyPURPOSE

Bdmn Open Oppostunites

Manage Events
et s e gt i et et . s st i e oo v o e e e g e e
[ rstis ) [Exsmpton Rramers ) Cinerest Trachins )@

® Saaren o a vt Boarehfor b Sessans

PR ——

@ suarcn

vvvvv
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ILT Session

Sessions must have a start and End date. The dates of the training should be reflective of the date
the training was held. Sessions should not have dates that range for days, weeks or months. If
sessions range for extended periods of time, users will receive credit for the hundreds of hours.

You should never build a session with the start time of 01/01 and end time of 12/31, this will give
thousands of hours to participants

Sessions allow Administrators and Coordinators the ability to create parts. Parts are further breakouts
of the session. Creating Parts within a session is not always the best business process. Parts are
very difficult to use and can give large amounts of credit hours to the employee that completes the
training.

e Parts must contain part breaks which account for the lunch time as well as the time
from the ending of one part to another. If these are not given users will receive
hundreds of credit hours.

o If creating a part is the best solution for your agency, these ALWAYS need to be tested in
pilot first.
e Somethings to look for would be:
e Adding Part Breaks
e Completing out roster- does this fit the need for our agency?
e Credit given on transcript- are users receiving large amounts of credit hours
for the training.
o ODET does not recommend using Parts- as they are so difficult to set up, and may give
training hours that were not attended. If you have a training that has multiple days, an
ODET recommends a curriculum, events can be created for each day.

To Create a One Part Session:

1. Tocreate an ILT Event session, go to ILT > Manage Events and Sessions.

Y-
¥yPURPOSE
by

Home Profile Leaming Centification Content ILy Performance Regx
o —

Manage Events & Sessions
PILOT iidag !

Facilities & Resources
Vendors & Instructors

View Your Sessions

Personnel Cabinet
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2. Search for the appropriate event and in the Options Column next to the event, select View
Sessions.

(11 Rosuts)
Event Name Subjects Vendor Language(s)  Tentative Sessions Approved Sessions Completed Sessions ~ Evaluation  Options
Anti-Harassment (Sample) Compiance Personnel Cabinet - DEI Engiish (US) 0 3 230
Diversity Personnel Cabinet - DEI English (US) 0 5 (] z@o
Customer First English (US) 0 1 0 z&0
G2M Test General Training Cirix GoToMeeting Engish (US) o ] ] zao
Introduction to Mediation (Sample) General Training Personnel Cabinet - DEI English (US) 0 0 1 z30
Miscellaneous Classes (Sample) General Training Personnel Cabinet - DEI English (US) 0 3 0 zaa
Forward: &inclusion Diversity Personnel Cabinet - DEI Engish (US) 0 3 ) 230
Telephone Etiquette General Training Personnel Cabinet - ODET Engiish (US) 0 o o z@a

3. Once the View Sessions page opens, select Create New Session.

elephone Etiquette

[ Tentative ¥ Acproved [] completed [ Canceied

Session D ] [Cocator urmber

] startoate: =R | a

4. Under the section Parts, you will need to enter the following information:

Name
Description
Location

o Users will need to search by the owner, using their cabinet abbreviation.

Show Me

Created by Jessica Wolfe on 1/30/2020

Select Facility

Schedule Wizard Name: |1 | Name: | | 10: | | Owmer: [pers
Description] ‘ » View Hierarchy
Detalls Location: | El (22 Resuits) [l 2][2]> »
Availability S Search Results
Emails ADD TITLE it OWNER PARENT
Pricing Start Date: [ End: |y/31/2020 ° fCIaﬁr?omE::t:lr“ < I(t:y I"temath;?u:lamr 164 PERS PERS Kentucky Personnel Cabinet
Summary 8:30 AM ¥ 221 South Fourth Street, Louisville
e Start/End Date Start and End Time MUST reflect the training hours on the EVENT.
e Start/End Time Example if EVENT shows 8 hours, class must have start and end time that
e Time zone
e If the training that you are creating is a full day class, you must add a Part Break

to account for the lunch break.
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5. Occurrence select Save Part.

6. Once the Parts Schedule has been completed, select Details. This will be where the general
details are entered for the session.
e Session ID- the title that will be used to identify the session.

e Locator number- is system generated and automatically populated.

e Credits- the number of credits that is awarded for this session.

e Required Training Approvals- this will be the number of approvals that are required. If
left blank, it will default of the number of Required Training Approvals set in the user

record.

e Required Completion Approvals- this will be the number of the completion approvals
that are required for the session to be marked as completed.

e Attendance- this is the number of parts must be attended to be marked completed in
the user’s transcription.

e Minimum Registration- this is the number of minimum participants for the session.
e Maximum Registration- this is the number of maximum participants for the session.

e Waitlist- be sure Allow waitlist for sessions in this event and Auto-Register User upon
Granting Waitlist are checked.
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7. To set the availability use the drop down menu Select Criteria who will be able to register for
this training. Once the availability has been selected, select Add.

e Organization- ODET Recommends using this selection to drill down from your
cabinet.

e Position- DO NOT USE

e Cost Center- DO NOT USE

e Location- DO NOT USE

e Group- Must be set up by the Personnel Cabinet

e Job- DO NOT USE

e Users- Requires that individual user names be selected

e All Users- All Users Commonwealth Wide- DO NOT USE

Telephone Etiquette
- Created by Agancy Traming Administrator on

8. The Summary Screen will go over the session details. If all details are correct, select Save.
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Copying an ILT Session

[ —

. Navigate from the My Purpose home page to ILT > Manage Events and Sessions.

Locate the name of the Event and select the View Sessions icon. @

no

3. Once the Session Screen has appeared find the session that you wish to copy. Select the
Copy Session Icon

4. The Parts Schedule will appear and, the settings for the ILT session will appear. Change the
date in the search box, select Apply, this will create an exact duplicate of the session.

Telephone Etiquette

5, S—

6. The Details Screen will appear, enter the general settings:

7. Session ID- a number that will be used to identify the session. Start date and agency
abbreviation would be appropriate to use here.

8. Locator number- this is system generated and automatically populated.

9. Credits- the number of credits that is awarded for this session.

10.Required Training Approvals- this will be the number of approvals that are required. If left
blank it will default of the number of Required Training Approvals set in the user record.

11.Required Completion Approvals- Enter the number of the completion approvals that are
required for the session to be marked as completed.

12.Select Next.

13.For Availability, select the users that will need to have access to this training.

14.Select Next.

15.The Summary screen will show an overview of the training. Here you will be able to view the
general settings for the Session Copy.

16.Select Save.
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Adding Users to Roster and Updating Status

1. To add users to an ILT Event session, go to ILT > Manage Events and Sessions.

WyPURPOSE _
Grow. Learn. L«

Home Profile Learning Certification Content T Performance

Manage Events & Sessions
PILOT o

Facilities & Resources

Vendors & Instructors

View Your Sessions

Personnel Cabinet

2. Search for the appropriate event and in the Options Column next to the event, select View
Sessions.

3. To enroll users to the roster for an ILT Session, select the Roster icon by the session
details.

%PURPOSE Grow. Learn. Lead. Serve.

Telephone Etiquette [EXETIN

M Tartanve ¥ approvea [ compiessa [ cancaiies

e 1 = I e - ] E—

== 8 ]

s Cn oo T Seni

Sessions
Doy Strt Do End Do Session D Locator Nursbor Locstion o — Evalvaton St Options

s snamg 3 Ba . 5

s A, St o 7 Parsomsl Camnet vars 285 rogvea LFET R

Wanvgs Evants and Sessors + TeMphoaS CUaRE +

Telephone Etiquette Roster

)|

Wemea  Usrid Lacator Qrganizadional Unitls)

1 ————
ODET TRAINING ADMIN MANUAL UPDATED 2/2020 52



5. The Add Users screen will appear, a search can be done on the User Name or Manager’s Last
name. To add a user, click the plus sign beside the name. Multiple names can be added at
once.

Please Note: If the instructor also needs to receive credit for the training, you must add them
to the roster.

Select User

Search fs limited to 1000 records only

e | ] mes | [& search

0031
MHT0027

mizgose
(17 resots) [ Z]> »

...............

6. Select Done.

7. The users that have been added will then appear on the training roster with a pending status.

8. Select Add Pending Users to the Roster- this will bypass manager approval. For ILT
sessions that require managers approval, managers will need to log into their direct
reports.

9. The users will now show as registered.

10.To update the status to attended, select the Attendance and Scoring Tab.
— |

ey Unassigned (0 ) Penting Payment (01 Watisied (5
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11.Users will need to have Attendance marked and Passed marked. The completion date of the
session can also be changed by using the pen and paper icon.

telephone Etiquette
PareotRaster | Anandance and Scarin
T o1 R sy’ oo 1 s ance.
e ore 3030548 1518 wOerE g a5

1ans o users QU o SoEs0n COMUEON. ATEASNGE, SE0NNG 310 PESS S1H03 Wi hol D8 X130 WIen I [0S0 5 SUDIISO 30 3 USer a8 3 a0t 01 “COMDIe, The

i
= = T = ——

Cram. Eizaostn 7 MHTO0ZT = =l sz @

Fiteharsan, Kathrin 7 Muzoo 7. ® sme »

Linvite, Gialen E4 BKHO031 2 = s @

Swamer, wesiy B Er = 2w L2

()

12.Select Submit Roster, the users status will now update and show that they have completed
the training. Note-There is a 5-10 minute delay in the system before viewing the roster.
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Manager Approval

Approving Training Requests

Managers have the ability to approve or deny training request for employees. Approving the training
request MUST be done in MYPURPOSE.

Training requests can be located in two locations in MyPURPOSE.

Dashboard widget

On the main MyPURPOSE homepage users will have access to the “Inbox.” The “Inbox” will provide
managers a quick view of their training requests, as well as any training that has been requested by
an employee.

View transcript
(2 approved training selection(z))
(Regiztered for 34 training sel=ction(s))

Approve fraining
Mour employees have 2 training request{z) pending approval)

View connection requests
(2 pending connection request)

By selecting the “Approve Training” option managers will be taken to the “View Pending Requests”
page. Here managers can select to approve or deny the request.

[View Pending Requests

Views cutstanding training requasts you must approve, dafer, or dany. Dafarring 2 request will send tha raquast to the next parson in the approval chain for that ampleyse. Click on the employes's name & view thair transeript, If you would like others to maks aparvals on your behalf, you may shars your approving permissions for usars for whom you are the following:

Training Pending Approval

2, Printable Version 3 Export to Excel

Name [ 0O | & search

Requested By Training Type Date Purpose Options

(2 Resuits)

Crawford, Mary (] 2 ODET-MyPURFOSE Learning User Group  Inial 311912018 10:48 AM %
Training and Employee Development Branch (Organization) (Starts 4/17/2019)

Rerformance Consultant | (Position)

Elizabeth Cram (Manager)

Standard Reports

If the training request does not appear on the widget on the homepage, the Manager may use the
reports tab across the top of the screen. From the Reports tab Managers will need to select standard
reports.
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Once the standard reports screen opens, Managers will have the ability to select the report titled
Pending Requests.

Reports

Click on & report category to view those reports. You may search for any reperts by title or deseription

= = =

Track Employees wr Training System

No Show Details

Session Withdrawal
Displeys sessions where ane or mare students did net stiend the required number of paris. Detsil view lists no-show employzes.

Displays a list of emgloyees who registered for sessions and lster withdrew their regisiration, including reasans for withdrawal

Past Due

Training Progress Pie Chart
Displays employses past dus frsining.

Displsys = pie chart summary of subordinstes' training prograss.

Training Status Summary
requests you have siresdy approved, deferred, or denied. You may change your decision for trsining that sn employes has not yet registered for.  Displs mary of now many trsining tems ach empioyes has tha

55, or complated.

Transcrij
'g training requests you must spprove, defer, or deny.

RRRRRR s
Displays user dsts, transcripts for individusl employees.

The pending request report will allow managers the ability to approve or deny training requests.

[View Pending Requests

Jvier: outstanding treining requests you must approve, defer, or deny. Deferring 2

request will send the request to the next person in the approval chain for that employee, Click on the emplayee’s name to view their transcript I

Training Type Date Purpose Optior
= ODET-MyPURPOSE Learning User Group  Initial 311912019 10:48 AM %
L2 (starts 4/17/2010)

External Training: All users now have the quick link for adding External Training. The link can be
found under the Learning Tab. Managers must approve all External Training that is entered,
regardless if the training was entered by the Training Administrator or Coordinator. Once the training

has been approved by the manager the user must go back to the transcript and “Mark as
Complete”
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Creating an Evaluation

Level 1 Evaluations are used to measure and record a learner's reaction to training they’ve recently
completed, such as their rating of the course content, materials, and relevance. Level 1 Evaluations
are the most commonly used type of Cornerstone evaluation and can be attached to various learning
object (LO) types. The information gathered by Level 1 Evaluations can drive decisions about the
types of training that are most effective and engaging to your learning audience.

o Evaluation Availability: With most learning objects (LOs), the evaluation is available to the
user after the LO is completed. However, when an evaluation is used with an event session,
the evaluation is only available to the user at the session start time. In the case of a multi-part
session, the evaluation is only available at the session start time of the final part.

e Evaluations must be attached to the Event prior to sessions being created.

1. To access Level 1 (Reaction) evaluations, go to Admin > Catalog > Evaluations.

ifyPURPOSE

Home Profilo Learning Centification Content T Performance Reports Admin Open Opportunities
-

PILOT Catalog

Learning Admin Console

Leaming Assignment Tool

Personnel Cabinet

Catalog Management

2. Select the Level 1 (Reaction) link on the left navigation panel.

Evaluation Administration @

[ Y Lovet 1 (Remciom Evatuntions

Level 1 (Reaction) @ Create New Evaluation CQuestion Bank
Level 2 (Knowledge)
Level 2 (Scorsd) saarch: English (US)| @, Search Show Inactive

Level 3 (Behavior) Previous [1-1 of 1 v Next
Evaluation Defaults Name 4 Default Language Date Created Last Modified Active Options

Delault Tempiate English (US) 52018 12:14:33 PM ¥ *RZ
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3. To create an evaluation, click the Create New Evaluation link, or copy an existing
evaluation by selecting the Copy icon in the Options column.

ospen scnoNs D cuRsTORS © e MPUTSCTONRY  §  pEOMEREOURED oPTIONS

4. Header- Select Header - From the drop-down list, select a header image for the
evaluation. The available images are taken from the Corporate Preferences images. A
preview of the header image is displayed in the Header Preview field. This is optional.

e Header Preview - This displays a preview of what the header will look like on the evaluation.
The selected image is always aligned in the upper-left portion of the header. Any empty space
in the header is filled with the selected header color. The selected logo is not resized.

Hassa - |T;m
" #yPURPOSE

5. General Information-_Enter the following information for the evaluation:

e Evaluation Name - Enter the evaluation title. For portals with multiple languages enabled,
localize the field by using the Translate icon to enter localized text.

e Default Language - This displays the evaluation's default language. When adding an
evaluation, the default language is the language of the administrator adding the evaluation.
When editing or copying an evaluation, the default language is the language of the
administrator that created the evaluation. The default language is read-only and cannot be
changed.

e Directions - Enter instructions for the evaluation. The instructions appear on a separate page
when the user launches the evaluation. If the field is left blank, an introductory page does not
appear when users access the evaluation. For portals with multiple languages enabled,
localize the field by using the Translate icon to enter localized text.
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6. Add Section- To add a section, select the Add New Section icon to the right of the Sections
and Questions column heading. This opens the Add Section pop-up. Note: Each section is
considered a page break on the evaluation, and at least one section is required.

ORDER SECTIONS AND QUESTIONS ¢ TYPE

Enter the following information for the section:

7. Section Title - Enter a title for the section. For portals with multiple languages enabled,
localize the field by using the Translate icon to enter localized text.

8. Section Directions - Enter directions for the section. On the evaluation, the directions
display beneath the section name. For portals with multiple languages enabled, localize the
field by using the Translate icon to enter localized text.

9. Select Done.

v
ORDER SECTIONS AND QUESTIONS @ TYPE R ATaoTon ®Y D RESPONSEREQURED OPTIONS
L How was training =0 E T

The section appears as a row in the Questions panel. To edit the section title or directions, click the
Edit icon in the Options column. To remove a section, click the Remove icon in the Options column.
Note: Removing a section also removes all questions in the section.

10.Add Question- To add a question to a section, select the Add Question icon. This opens the
Search Questions pop-up.

11.Select submit when all desired questions are placed in the Selected Questions panel. The
questions appear under the section title. You can reorder by changing the number in the Order
column. The question type appears in the Type column.
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Adding Evaluations to an Event

1. Search for Learning Objects in Manage ILT Event and Sessions.

2. To edit an individual learning object, select the Edit icon to the right of the learning object.
To edit all learning objects in search results simultaneously, select the Edit Selected button at

the bottom of the page.

3. Select Evaluations link.

Telephone Etiqustte [l

S Tentatve  pprovea [l compisea [l cancedca
[Sessien D ] [Locator Number

] surtoae e o

B [ &

9, search

s sa018 3
Tussday 1 00PMEST 300PMEST 2 n Parsonnel Cabmet 050 48 %

@ Craste New Personnel Cabinet - ODET Session

Day Start Date End Date Session 10 Locator Number Location Enroliment Evaluation

{1 Resutl
Status Options

Approved [ JFJeJER

4. Active - Select this option to activate an evaluation.

5. Select the option to add a custom evaluation.

[Telephone Etiquette - Evaluations

that you would like to attach to this course. The standard corparate svaluations
‘custom svakation.

will be used by default, but you may create a custor evaluation by editing the defaut. If you later decide to replace a custom evalustion with the default then you w

EvaLUATION AcTIve REQUIRED INCLUDE PRE-TRAINING PREVIEW e Tver opTions
111 - Reaction Evaluati =] [m} wa ® Dafaul Tempiate Gofaule a

P praview & select custom - Rastors Defaun

Select Evaluation

Search: | | English (US)

Name a Default Language Date Created
@ Default Template English (US)
& Jessica's Test Evaluation English (US) 4/26/2018 12:48:04 PM

« Previous |1-2 of 2 v |Next »

Last Modified
3/5/2018 12:14:33 PM

4/26/2018 12:45:04 PM

6. By marking required - Select this option to make the evaluation required.

Note: Evaluations that are set as required in the Course Catalog will display a Pending
Evaluation status on the User Transcript after completion of the associated training. Learners
will not receive credit for the course in a Curricula, Certification, or satisfy a requirement until

the evaluation is completed or expired.
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7. Preview - select to see the Evaluation.

PERSONNEL CABINET
-

The instructor was knawiedgeable on the course content
Siongl Disagree  Disagiee  Neural  Agroe  Sitongy Disagres

8. Select Custom - to select an evaluation.

9. Restore Default icon - to replace a custom evaluation with the default.

10.Select Save.

Helpful Hints - Editing Evaluations

Evaluations can only be edited if they have not been started by a user. Once any users
completes that evaluation for any learning object it is tied to, the evaluation cannot be edited.

If the evaluation for a learning object is changed, the evaluation report will display all the
guestions from both the old and the new evaluations. The number of responses for each
guestion will help indicate what was on the old evaluation and what is on the new one.

Helpful Hints - Attaching Evaluations

Attaching a Level 1 evaluation to a learning object that previously had no evaluation and if set
as not required will display the Evaluate link and allow users to complete the evaluation who
have currently have the course on their transcript in a Completed status. If the evaluation is set
to require for that learning object, then users in a Completed status will not have the Evaluate
link because their status will not change back to Pending Evaluation.

If you attach a different evaluation to a learning object that previously had an evaluation, then
the users who completed the old evaluation will not be able to complete the new evaluation. If
the users did not complete the original evaluation they will see the new evaluation when they

click on the Evaluate link.

The default evaluation will appear for all new learning objects created in that learning type.

Changing the default evaluation will not change evaluations already associated to learning
objects.

If using evaluations set a due date.
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Viewing Interest and Waitlists

To view users that have Expressed Interest or that have been added to a Waitilst, administrators will
need to access the manage events and sessions screen.

1. To do this select ILT>Manage Events and Sessions.
2. From the Manage Events and Sessions Screen select the view from the top left. For this
example we will view the waitlists.

Manage Events & Sessionsm

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below to create new events, edit existing events, and schedule new sessions.

Interest Tracking |@
Search All Events

’75ear:h for events or session:

'® Search for all Events (- Search for all Sessions

[Event Name | [subject 8|  [vendor 3|
English (US)

or search for sessions directly by using locator number

[Locator number ¥/ Viiew Active Events Only

Legend
|4 Edit Evaluation View Evaluation Report |4 Edit Event [ Copy Event [ view Sessions |

@ Create New Event 3£ Export to Excel

(1454 resutrs) [El[ 2 ][ 3[4 ][5]> »

Event Name Subjects Vendor Language(s) Tentative Sessions Approved Sessions Completed Sessions  Evaluation Options
1 Day Leadership (for HT Series) Leadership/Management Transportation Cabinet English (US) [ 2 4 2H# ZE2mE
1hr Interim Review Workshop Management/Leadership Transportation Cabinet English (US) 0 0 1 E{ E \:d @ o
2018 - KCCD Conference Colene Elridge - Diversity Leadership & Management Justice - Department of Corrections English (US) 0 0 1 =@ H# 2@

3. By selecting the waitlist option admins will be able to view users that have been added to the waitlists
for sessions.

[waittisted users

[Event Titie ] [vendor 8 [session ID [Locator Humber

Current by User | Current by Session | Past Requests

€ Export to Excel

(34 Results) n\z| > »

Empioyee UseriD Organizational Unit(s) Locator Number  Phone Title Session ID Session StartDate  Respond

Schuberi, Megan XANDO21  Drsirict 7 Seciion (Organization) 86505 2020 Propation and Parole Asst. Supervisor In-Senvce 2020 Probation and Parole Assi. Supervisor In-Serv 472312020 6:30 AM View
Probation and Paroie Officer IV (Position)

Ramos, Betty NWJ0E2Z  District 12 Section (Ofganization) 86509 2020 Probation and Parole OMMce SUppor ASSL In-Sefvice 2020 Probation and Parole OSA In-Sefvice #3 A/14/2020 8230 AM View
Office Support Assistant || (Posilion)

Yi, Anna NWPD055  District 17 Section (Organization) 86509 2020 Probation and Parole Office Support Asst. In-Service 2020 Probation and Parole OSA In-Sefvice #3 4142020 830 AM View
Office Coordinator (Posibon)

Beit, ominigue NXJ0814 District 17 Section (Ofganization) 86509 2020 Probation and Farole OfMce SUpport ASSt In-Sefvice 2020 Probation and Parole OSA In-Service #3 471472020 8230 AM View
Office Support Assistant || {Posilion)

Butier, Anna MRX0435  Classification Branch (Organization) 88273 DJJ Enhanced Awareness 88273 DJJ Enhanced Awareness 47772020 9.00 AM View
Justice Program Administrator (Position)

Melton, Myra TURO0T9  Eastem Mental Health Services (Organization) 88273 DJJ Enhanced Avareness 88273 DJJ Enhanced Awareness 47712020 9:00 AM View
Crifd Psygs/Psych AsciLicd Psych Pra Il {Position)

Claunch, Gerald NZZOD11  TraMfic Engineering & Permils Section (Organization) 85116 Ermbracing Change 872672020 8:30 AM View
Transportation Engmg Technalogist lil (Psition)

Holman, Rick ZIPOD14  Richmond Section (Organization) 85114 Embracing Change 47872020 630 AM View
Transportation Engrng Technologist I {Position)

Claunch, Gerala NZZOO11  Tramc Engineenng & PEMMits SEction (Organization) 85114 Embracing Change /82020 830 AM View
‘Transporialion Engmg Technologist Il (Pusition)

Claunch, Gerald NZZ0011  Traffic Engineering & Permils Section (Organization) 85115 Embracing Change THI2020 830 AM View

Transportation Engrng Technologist Il (Position)
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4. By selecting view under the Respond column this will give admins full access to the waitlist for
the session. Here Admins will have the ability to grant an opening to the user. (PLEASE
NOTE: Administrators should only do this for the courses that their provider owns)

Waitlist for 2020 Probation and Parole Asst. Supervisor In-Service
Control the waitlist for this session below. Auto-registering a user means that by automatically or manually allowing semebedy into a session, you are registering them for it as well. All billing takes place at time of waitlist grant, and the user does not need to take any action at all. Auto-processing werks by automatically
inserti i i on (i jister i ill be reserved for that specific person (if auto-register is off).

e 1
[¥] Allow Auto-Management of Waitlist

® Grant 2 watlist opening to one user at a time based on priority
O Grant opening to all waitlisted users at once for first come first served registration
V] Auto-register user upon granting waitlist

| 86505 =]

~a Printable Version € Export to Excel

Order Name Organization Unit(s) Locator Original Request Date Response Comments Respond
Dt Sectn ety - —
] Schubert, Megan Probation and Parole Officer IV (Position) 86505 R/D2U2GH0-15 3 Orant O peny

5. Once the waitlist has been updated users will receive notification if they have been granted a
seat.
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Learning Assignment Tool

The Learning Assignment Tool allows administrators to easily create learning assignments and
deliver training to users, organizational units (OUs), and groups. Administrators can also track and
manage assignments via the Manage Assignments Page, and view data related to specific
assignments via the Assignment Summary page.

Administrators can create new learning assignments via the Learning Assignment Tool's Create
Workflow to assign training to individuals or groups of users at one time.

1. To begin creating a new learning assignment, go to Admin > Tools > select the Learning
Assignment Tool link.

2. From the Manage Learning Assignments page, select the Create Assignment button.

» Learning Assignment Tool
Manage Learning Assignments m Options

(-] YrFilter  Sort by Created Date (Newest-Oldest) ¥

Training Title Created By

Created Date

Last120 Days ¥ | fom 127312007 @8 | To | 4/30/2018
Type * Status * Recurrence *

2 Selected M 6 Selected v 2 Selected 2
User Criteria

Select Users Al Users

Reset Filters Apply Filters

3. Enter a Title and Assignment Description.

Create Assignment

| Q setup i
General Information

Assignment Title

4. Select “Select Training”.
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Training Selection
Select the training for this Assignment

Select Training

Selected Training

=

5. Select the training that will be a part of the assignment then select “Select”.

Select Training

Search

Reset Filters Apply Filters

KELMS Basics of Navigation
Catinel - ODET  Version:

Il KELMS Manager Assigning Trainings Module 3(Online)
Provider: Legocy Orfine. Versione 10 Training Hours: 15 it

¢ [ XELMS Manager Basics Module 1
Provider: | aacy Onine. Versian: 1.1 Trainina Mours: 13 e

Note: You can select multiple trainings in the Select Training window.

6. Click Next after Trainings have been selected.

Training Selection
P —

Sclect Training

Sclectod Training

7. Set the Assignment Type.
e Standard- This is a one-time assignment for the users who meet the defined criteria of the
learning assignment. This assignment will process one time only.

e Dynamic- A dynamic learning assignment processes daily or one time per year and
attempts to assign the learning objects to users who newly meet the criteria set for the
assignment. Selecting this option causes a Dynamic Removal section to appear on the
Options page.
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8. The Training Assignment Workflow will allow you to determine how the user is assigned for
training based on the following options.

e Assigned Only - The training will only be assigned and may still require the user to
receive approval and register for the training before they can take the training.

e Assigned and Approved - The training will be automatically approved. No approval
will be necessary before users are allowed to take the training, regardless of any
configured approval workflows.

e Assigned, Approved, and Reqgistered - The training will be automatically approved
and registered, regardless of any configured approval workflows. No approval and
no registration will be required before the users are allowed to access the training. If
selected, an additional option to bypass user payment appears:

e Bypass User Payment - Enabling this option prevents users from being prompted
to pay for training. The training will be placed on their transcripts and no payment is
needed from the user.

e Completed - Only available when assigning a session which occurs in the past. The
session will be added to users' transcripts in a status of Completed. If any other
training items are being assigned with the session, this option is not available.

e Curricula with Auto-Registration - If the assignment includes one or more
curriculum, this option appears. This setting gives the administrator the ability to
suppress Register Training emails that are configured for the training within the
Curriculum that is set to auto-register when the user is registered for the curriculum.

9. The Email Settings will allow the system generated emails to be sent to the users.
e Training Specific Emails - This option uses the email settings configured at the
individual training level (via Course Catalog).
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e No Emails - This option suppresses all emails from firing for this learning
assignment, no matter what emails are configured in Email Administration or for the
LO type.

(@ o changes can be made to these email settings after the Assignment is submitted.

Email Settings
What email settings would you fike to apply to this Assignment? @

Training Specific Emails ™

Training Specific Emails

10. Select Next

11.The Processing date will allow you to start processing and assign training to users

o
Processing Start Date

When would you like the assignment to start processing and assign the training to users?
®) As soon as Assignment is submitted

Specific date

e As soon as assignment is submitted, when selected, the assignment begins to process as
soon as it is submitted, but users will not see the training on their transcript until they have met
the specified relative criteria.

e Specific date - A date picker and time picker appear (if you have the appropriate permission),
which allow you to select a specific future date and time, at which point the assignment will
process.

e Available processing start date options for assignments that process annually include:
When would you like the assignment to start processing and assign training to users? - Using the
date picker and time picker, select a date and time at which the assignment will begin to process. The
assignment will process annually on this date and time.

12.The training start date will allow administrators the ability to determine when the training will
start.

13. A training due date can be set if there is a specific time frame in which the training must be
completed.

14.Select Next.

15.User Criteria will allow the admin to select the users that the training will be assigned to.
Select “Select Users”.
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User Criteria®

Select the user criteria that will define who is included in the Assignment.

Select Users

Add users by selecting organizational units, groups and/or individual users. @)

Select Users All Users

Select Users

Search Selected (4)
User ID Username Manager
Position Organization Location

Reset Filters Apply Filters

16.0nce the users have been selected select “select.”

17.At the bottom of the page select next.
18.The confirm page will go over all of the basic settings for the assignment. If this is correct,

select Submit. The assignment has been created.
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LEARNING ASSIGNMENT BEST PRACTICES

©)

Step by Step instructions can be found in training manuals for both Administrators
and Coordinators.

Employees should be in the system self-registering for trainings, and managers have the
ability to assign training you employees. Learning assignments should not be something
that is a habit to enroll users in the system.

e Learning assignments cannot be edited once they have processed, nor can they be

deleted.

Please select users cautiously, most Coordinators and Administrators have the ability to
see everyone throughout the state.
Learning Assignments have two different types.

e Standard- This is a one-time assignment for the users who meet the defined criteria of
the learning assignment. This assignment will process one time only. Best used for
training that needs to be assigned to users one time. Best used for New Employee
Trainings.

e Dynamic- A dynamic learning assignment processes daily or one time per year and
attempts to assign the learning objects to users who newly meet the criteria set for the
assignment. Selecting this option causes a Dynamic Removal section to appear on the
Options page. Best used for capturing any new user in the system for automatic
registration.

Be aware that through the Learning Assignment tool, Administrators and Coordinators have
the ability to bypass manager approval. There are several different workflows that you can
choose from.
e Assigned Only - The training will only be assigned and WILL still require the user to
receive approval and register for the training before they can take the training.

e Assigned and Approved - The training will be automatically approved. No approval
will be necessary before users are allowed to take the training, regardless of any
configured approval workflows. Users will still have to go out and select the session
that they want to attend.

e Assigned, Approved, and Registered - The training will be automatically approved
and registered, regardless of any configured approval workflows. No approval and
no registration will be required before the users are allowed to access the training.

Learning Assignments have a processing delay. While the assignment is processing the
training will not be immediately available to the end user. The processing time takes up to
ten minutes.
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Training Removal Tool

The Training Removal Tool will allow Admins the ability to remove training that the user was
incorrectly assigned or training that the user no longer needs on their transcript. This tool will only
remove training that has a status of registered or in progress.

To access the Training Removal Tool:

1. From the main MyPurpose page hover over Admin. From the drop down list select Tools.
2. From the Tools Screen select Learning.

N Configuration Tools

Configuration Tools

LEARNING
Configure settings to optimize all aspects of learning in your organization with customizable, targeted training.

3. The Learning page will allow you to select which tool you would like to use. To run the Training
removal tool select Training Tools.

Learning

E Configure settings to optimize all aspects of learning in your organization with customizable, targeted training.

Catalog Management # Content Uploader #
Manage all aspects of the training catalog including training, A better way to upload content
providers, subjects and evaluations.

Learning Admin Console Learning Assignment Tool ¢
Manage, deliver, and track all aspects of learning in your Directly assign training to users through standard (one-time) or
organization. dynamic (continuous) assignments with the ability to bypass

availability, approvals, and prerequisites.

Training Tools #
Helpful tools to manage training data including the ability to
upload historical data
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4. On the Training Tools page select Training Removal Tool.

Training Tools

E Helpful tools to manage training data including the ability to upload historical data

Training Tools

Training Removal Tool #
Remove a single training from multiple users' transcripts

5. The Training Removal Tool page will appear. This is a hold tank for all training removals jobs
that have been created. To create new select “Create New Training Removal Job.”

Training Removal Tool
g bulk from user g a training removal job.
@ Greate New Training Removal Job
pssresurs) 213 ][4][5]> »
Previously Removed Training Creats Date Process Date Created By Status View Details

M) HiPAA Rules and Compliance 21872020 10°54 AW 21872020 10'55 AM HOIDIooK, Tim Processed =5
M) Preventing Workplace Harassment 2/18/2020 94D AM 21872020 941 AM HoIDiooK, Tim Processed =8
W] Mastering PowerPoint 2016 - Advanced 212020 11:50 AM 212020 11:52 AM Vioife, Jessica Processed =5
B PowerPoint 365 Advanced 212020 11:50 AM 212020 11:51 AM Vioife, Jessica Processed =5
B Excel for Project Management 211372020 11:49 AW 211372020 1151 AM Wolfe, Jessica Processed *E
= OpETBuiaing Trust 2132020 11:47 AM 2132020 11:49 AM Wolfe, Jessica Processed =8
™ ODET Leadersnip Communication 2132020 11:46 AM 212020 11:48 AM Wolle, Jessica Processed 208
™ ODETWorking Through Change 2H2020 11:46 AM 2HA2020 11:47 AM Wolfe, Jessica Processed =8

6. To begin creating your training removal tool, select the title of the course that you need to
remove from the user’s transcript. For this example we will create a removal job for an online
course. To select the course type in the name of the training. From the list use the plus button
to select the correct course from the list. Once added select next

Create a New Training Removal Job @

TRAINING » USERS P STATUS | P REASON P CONFIRM
Search Training
UncheckiCheck Al [V onine Class M quick course B event 1 cumicuum 4 vibeary [ Test [ posting [ material [ video
[Blocdbom Description | [provider ]|
Al Languages ] [Loceor umber | [Cocaion =

(oance ]

Please note - Iraning removal IS Processed for 3 SINgIE ITANINg e 3t 3 time.

(11 Resuls)

A Training

@ | Bloodborne Pathogens Price Nat Sat Cyberl)
=" Despen your understanding of bloadbome pathogens.
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7. The availability screen will allow user to select who the training will be removed from. If the
training is to be removed from a single users transcripts select the user option. This will allow
you to individually select the user names.

Create a New Training Removal Job @

P —— USERS STA7 (& Reslize Your Potentiat kypersonnelcabinet - Intemet Explorer - B X
— —
P e SCUUOZEHIGQT%2AHZDINIOVHIPHEIS @]

Availability Search is limited to 1000 records only |
[Users v

Last Name: | | 1o:| | ManagersiastName:| |

restame| | oo s | (s ]
(1 Result)
Search Results
ADD NAME IDENTIFIER pu) USER NAME MANAGER
nerstone e
(¢
@ Wolfe, Jessica Re jement Analyst I11 SWRO0049 SWR0049 Swarner, Wesley

Wesley iager)

8. The status screen will show the current status of the training on the user’s transcript. For online
courses this will show as registered. Select next.

Create a New Training Removal Job @
TRAINING (__ 5 USERS _ o STATUS _ . REASON ._ o CONFIRM

' onfirm Removal By Status

The status(es) below are applicable to Bloedborne Pathogens. Training will be removed for the selected status(es).

[V Registered (Also includes Not Available.)

[ « Back ][ Next » M Cancel ]

9. Admins must provide a reason for the removal of the training.

Create a New Training Removal Job @

TRAINING _ 5 USERS [ & STATUS (__ » REASON (_ _ CONFIRM

Select Reason for Removal

Please choose a reason for removing this item | Training is no longer required v

&
Training is no longer required|

[«Back M Next » ][ Cancel ]

1 ————
ODET TRAINING ADMIN MANUAL UPDATED 2/2020 72



10. The confirm screen will show all users that will have the removal job. If the information looks
correct, select submit. The removal job will take about 20 minutes to process. Once processed
the training will no longer appear on the user transcript.

Create a New Training Removal Job @

TRAINING - USERS - STATUS — REASON - ‘CONFIRM
roepea ]
Training

~
fam) Bloodborne Pathogens

Users
Wolfe, Jessica (SWR0049) Include Subordinates
status
Registered (Also includes Not Available.)
Reason
Training is no longer required
Training is no longer required

< >

l onfirm Training Removal and Submit l

(1 Result)

Select/Deselect All Name Current Status User ID Organizational Unit(s)

[~ Wolfe, Jessica Registered SWR0049 Office of Diversity ..
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Curricula

A curriculum is a defined group of learning objects (LOs) which act and function as a single learning
object in the system.

e A curriculum can include:
e Classroom events
e Online courses

e Tests

e Materials

e Postings from the Knowledge Bank
e Connect

e Even administrator defined action steps
e Free form items

Once created, curriculum acts as a single learning object for users to search for and request, for
managers to assign and approve, and for administrators to track and report. For example, a new hire
curriculum may include all the training a new employee needs to complete during their orientation.

Curriculum functionality allows administrators to create blended learning programs that are flexible

and easy for learners to manage. Administrators are able to set specific parameters and conditions
for each training item in a curriculum, including display order and order of completion. Curricula can
be organized into sections and administrators can determine the order of completion.

To Create a Curriculum:

1. From the My Purpose home page go to ADMIN > Learning Admin Console

#lyPURPOSE

2. In the top right of the screen select Create.
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Learning Admin Console m o

3. From the drop down options select Curriculum.

4. The curriculum creation process is separated into 5 sections. General- under the General Section,
the general properties such as the title, keywords, description and, prerequisites will be configured.
The Curriculum Player will need to be selected. Select Next.

create [T
asabi

PREREQUISITES

Users must complete one of the prerequisite options before registening for this traning
@ Add New Option

(et (i)

5. Availability- Here you will be able to select which users will have the ability to enroll in the
curriculum. Once the desired availability has been set, select Next.

6. Emails- The email tab will allow you to set how users are notified of their enroliment in a
curriculum.

e Child LOs defined under the Curriculum’s Structure will not be affected by the
criteria listed in the Email Tab. Child LOs receive their Email criteria based on
their respective settings in the Course Catalog.

e select Next.

7. Structure- This tab will allow the admin to set the structure of the curriculum.

e By setting up a Recurrence this will determine if the curriculum needs to be
reassigned.
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mmon with oth: 9 I

is re-requested or re-assigned, the internal leaming objects will be reset. Recurring

Availability

= [ Allow this training to be assigned to the same user more than once (Warning: In order to re-assign the latest version of the c rsion of the curriculum, the admin must also activate this option for the previous versions of lum.)
[ Allow users to request this training mare than once.
Pricing Allow subsequent instances of training to be approved based on original approval. Leave unmarked to apply approval workflow for every request.
G sessicars Testcumicuium & GRaay

e Allow this training to be assigned to the same user more than once- This option allows
managers with the ability to assign the curriculum to a user more than once. For example, if a
manager wants an employee to demonstrate they are maintaining current knowledge on the
information contained in a previously completed curriculum, their manager can re-assign the
curriculum and the employee can record a new completion for the curriculum.

e Allow users to request this training more than once- This option allows learners to request
a curriculum again after they have completed it. For example, if an employee has a
performance goal requiring them to stay up-to- date on hospital guidelines, they can request
the Hospital Guidelines curriculum every year and record a new completion for it.

e Allow subseguent instance of training to be approved based on original approval. Leave
unmarked to apply approval workflow for every request. - This allows learners to request a
curriculum a second time without needing to receive approval again (if approvals are required
for training in your portal). For example, if a user received approval from their manager when
they requested a curriculum in 2013, when they request the curriculum again in 2016, they are
automatically approved to take the training again.

8. Select the Add Section icon. Add the first section to the curriculum. At least one section is
required. Enter a title and instructions for the section.

Title: [section 1

nstructions:

\_n S Tli= =

This Section Must be completed first. |

/" Design €% HTML

9. To add Learning Objects to the curriculum select the Add Training icon
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Recurrence:
When a curriculum active for recurrence is re-requested or re-assigned, the internal learning objects will be reset. Recurring curricula are allowed to have courses in common with other
recurring curricula.

¥ Allow this training to be assigned to the same user more than ance (Warning: In order to re-assign the latest version of the curriculum to a user with a previous version of the
curriculum, the admin must also activate this option for the previous versions of this curriculum.)

Allow users to request this training more than once.

Allow subsequent instances of training to be approved based on original approval. Leave unmarked to apply approval workflow for every request.

G sessica's Test curmicutum & WR e

10.You will be able to select the Learning Objects for the curriculum, to select the LO’s, search for
the training using title or keywords.

Select Training

|

Search for Training
REMOVE TITLE

TYPE
T Telephone Etiquette

Event

Search for training

Inelude the fellowing training types:

[ onine 54 M quick ¥ ~ M External ~
Class Eveni  Course Cumiculum  Test  Training Material  Posting  Video
Search by Title or Keyword:

[tetep English (US) [ @ search |
Or add free Torm Training:

Search Results.

g

ADDTITLE e PROVIDER DESCRIPTION

1WA Telephane Etiquette Event persannel

Cabinet - Telephane Etiquette training with Offca of Diversity, Equalty and

oo Training. This course wil cover proper customer service
techniques with staff.

Cancel || Done

Once all of the desired classes have been added select done.

11.Next to each section and learning object, there is a sequence value. This sequence value
determines the order in which a user must complete the training items. Items with a sequence

number of 1 are completed first in the curriculum. If items have the same number, they can be
completed in any order.

L Jessica’s Test Curriculum & 313 3@ v
#PEP SOE o

£, 5| Telephone Etquetie

29
lpayupkost [ IPre-Approve | Auto-Register Auto-Launch

: h_| Anti-Harassment (Sample) 4D
[Clrayuptront IPre-Approve | Auto-Regrster Auto-Launch

E ‘Communication Video Test - Big Bang TR
[lpayupkront [ IPre-Approve | Auto-Register Auto-Launch

W 5| KELMS Basics of Navigation d

Clpayupkomt  [IPre-Approve | Auto-Register Auto-Launch

12.select Save.

13. The Curriculum will now be avaialble in the Global Search.

.} Global Search

Global Search

Refine search
Training results (1)

Jessica's Test Curriculum
Curriculum | Personnel Cabinet - ODET

This is a test curriculum created by Jessica for Training Administrator manual.
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Administrators can edit or reversion curricula for users in a Registered or In Progress status, and also
for future users of that curriculum. If the structure of the curriculum is modified and there are users
registered for that curriculum, then the modified curriculum is saved as a new version so that the two
versions can be tracked separately.

e If a user is updated to a new version of a curriculum, an email may be triggered, if enabled by
the administrator in Email Administration.

e Note: The processing time that is required for the system to process the curriculum changes
and to display the newest version as the current version may vary. The version that is listed
first is the version that any users who request this curriculum or any manager or administrator
who assigns will be requesting or assigning. Before assigning a new version of a curriculum to
a user, verify that reversion process is complete.

e The following components of the Curriculum Structure if edited WILL cause the curriculum to
create a new version:
= Adding or removing an object,

= Training,
= Note,

= Form,

= Section

A new version of a curriculum is triggered when these types of changes are made ONLY IF the
curriculum has already been assigned to one or more users.

The following components of the Curriculum Structure if edited WILL NOT cause the curriculum to
create a new version:

e Editing Title

e Editing Instructions

e Editing Pay Upfront settings

e Editing Pre-Approval settings
e Editing Max Attempts for a test
e Editing Due Dates

e Editing Auto-Register settings
e Editing Auto-Launch settings
e Editing a Note

e Editing Recurrence

e Changing the Display order
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1. To edit a curriculum, go to Admin > Tools > Learning > Catalog Management > Curricula.
2. Next to the curriculum, select the Edit icon.
3. The process for editing a curriculum is similar to the process of creating a curriculum.

If there are no users registered for this version of the curriculum, the administrator can decide
whether or not to create a new version. If there are users registered for the curriculum, then a new
version must be created. In this case, the Update Current Option button does not appear.

Note: Each version of a curriculum retains its original title and owner information, even when new
versions of the curriculum are created

After saving changes which trigger a new version of the curriculum, you are navigated to the
Reversion Options page.

Enter the following information:

1. Version - Select which previous versions of this curriculum will be replaced by the new curriculum
using the Version drop-down menu.

2. Status - Choose which curriculum statuses can be replaced by the new version. For example,
you can decide that all users with the old version of the curriculum in a Not Started status on their
transcript will automatically receive the new curriculum version. If none of the boxes are selected,
then only users who register after the changes have been made get the new version of the
curriculum.

3. Not Started - Select this option to only upgrade users with the status of Registered for another
version of this curriculum.
e In Progress - Select this option to upgrade users with the status In Progress for another
version of this curriculum.
e Complete - Select this option to upgrade users with the status Completed for another version
of this curriculum.

4. Assign To: - Choose additional options to determine which users receive the new curriculum.
Users with Previous Version(s) on Transcript - Users with an old version of the curriculum on their
transcript will receive the new version, if the status requirements set above are also met.

Users Assigned by Dynamic Learning Assignment - Users who were assigned an old version of the
curriculum via dynamic learning assignment will receive the new version, if the status requirements
set above are also met.

Define by OU- Users who meet organizational unit criteria you select will receive the new curriculum
version, if the status requirements set above are also met.

5. Select the Next button.
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Enter the following information:

e Effective Date - Enter a date that this curriculum is effective or choose immediately.
Immediately - If this option is selected, the new version is implemented immediately after
saving the curriculum. However, the time required for the system to process the changes
varies.

e Set Date - If this option is selected, the new version is implemented shortly after 12:00 AM on
the selected date. The effective date cannot be in the past. The Effective Date may be
modified as long as the date has not yet passed.

e Apply Changes to - Choose to whom the changes are applied on the effective date. If neither
of the boxes is selected, then only users who register after the changes have been made get
the new version of the curriculum.

e Users Not Started - Select this option to only upgrade users with the status of Registered for
another version of this curriculum.

e Users In Progress - Select this option to upgrade users with the status In Progress for
another version of this curriculum.

e Comment - Enter any comments to explain the changes that being implemented in the new
version. This helps others to distinguish the differences between versions. The comments may
also explain why the changes were made.

e Select Save.

e Note: The processing time that is required for the system to process the curriculum changes
and to display the newest version as the current version may vary. The version that is listed
first is the version that any users who request this curriculum or any manager or administrator
who assigns will be requesting or assigning. Before assigning a new version of a curriculum to
a user, verify that reversion process is complete.

. The Modification History table appears at the bottom of the page displaying when the curriculum
was created and also every time the curriculum was modified. When a new version is created, the
administrator is required to enter comments describing what was changed. These comments
appear in the modification history table.

Any courses that are removed from a curriculum no longer appear on the transcript details page
for that curriculum. If a user had already registered for, started, or completed a course that was
removed from the old curriculum, then that course appears on that user's main transcript page.
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Creating a Test Question

All test questions for a test should be created before creating the test itself. It is not possible to create
guestions from within the test creation process. All test questions must be created from the Question
Bank page.

1. To create a test engine question, Go to Content > Test Engine.

2. Select the View Question Bank link, and then select the Create New Question link. This
opens the Create Question page.

Create Question

3. Question - Enter the text for the question. The question should be descriptive and include
all of the details necessary for the test taker to understand what is expected. If an image or
video is included, you should explain what the test taker should be looking for or analyzing in
the image or video.

4. Response Type - Select the type of response that is required from the test taker. This
also affects the question options that follow. For example, if the response type is Multiple
Question/Single Answer, you must then provide the response options that are presented to the
test taker.

Question: [What color is the sky?

Response Type: [Multiple ChoicelSingle Answer v/
@ Add Response Choice

Order Response Choice Correct Always Display Remove

1 blue ) o
2 green ] [m]
| [

m]

3 purple
4 brown

A A

o
o
w

5. Answer Explanation - In this field, enter an explanation for the question. For example, if
the correct answer is True, explain to the test taker why this is the correct response. Answer
explanations can only be viewed by the test taker after the test is complete. The character limit
for this field is 300.

6. Select Submit.

7. Repeat as necessary to build the assessment.
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Test Engine Administration

The test engine is used to create, categorize, and deliver tests to meet your corporate training goals.
By creating tests, administrators are able to evaluate employee's progress, knowledge, and
understanding. The tests can be delivered as standalone learning objects, or can be associated with
any variety of learning objects contained in Cornerstone. Administrators can use this tool to create
follow-up exams for compliance training, to measure employee competence in strategic knowledge
areas, to perform placement exams for new hires, to evaluate the effectiveness of certain training
programs, and more. Tests act as standalone learning objects.

1. To access the Test Engine page, go to Content > Test Engine.

2. Create New Test - select this link to create a new test. This takes you to the General step
of creating a test.

Test Engine

Creats New Test > View Question Bank

Engish (1S}l show nactive [ G, Search 5 Resus)

Test Name Version Effective Date Created By Available Languages tions on Test Questions in Pool Options @

23ZReWD
Introucton fo Sell Employment Post Test 10 4z Admin, Gomersione Engish (US) JEEPST ]
Introducbon fo Vocational Assessrmant Post Test 1 4zre0s Admin, Gornarsione Engish (US) JR=ED
OVR Confidentisity Post Test 1 4208 Admin, Gornarsione Engish (US) JR=ED
232ReWD
4

OV HDI DD Crline Assessment 10 42n0mE Admin, Comerstone Engish (US)

Questions.
CAP Post Test 10 42T0M Admin, Comerstone Engish (US) o

o

0

0

[

o

OV New Employee Orientation Post Test 10 4om0t Admin, Comerstone Engish (US) L5 -]

3. Test Name - This column displays the name of the test. The name appears in the language of
the administrator that created the test. Or, if available, the name appears in the user's display
language. If the administrator's language is not available, the test displays in the test's default
language.

4. Enter atest name, training hours, credits, and grader.

GENERAL

5510 Ungraded e e Test Graang Inic)

5. Select Next.
6. Under structure, you will be able to set the specific settings for the Assessment, including:
Time limit, Passing Score, Number of Test Entries and the Questions that you wish to use.
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7. To add a section to the assessment, select the plus sign.

SECTIONS AND QUESTIONS

8. Once the section has been created, questions can be added. To add a question, select the
guestion icon.

9. Add the questions to the section. Select done.

10. Select Next to continue to the Availability section.

11. Select the availability criteria for the test using the Select Criteria drop-down.
12. Define the following settings for the selected OUs.

13.Check Register upon Approval to automatically register the selected users in the training,
thereby allowing them to bypass the register link on the transcript.

14.0n the Confirm page, verify the details of the test and click Finish to finalize the test. Note: If
course code functionality has been activated in your portal, a course code is automatically
generated for the LO immediately after the administrator saves the new LO.

GENERAL STRUCTURE AVAILABILITY PRICING TRAINING UNITS CONFIRM

Review Test Details

Test Name: Annual Secunty Awareness Test
Provider. Internal
Test Description: This is to test your general knowiledge of the organization.
Avadlable Language{s): English (US),Spanish (Spain)
Default Language: English (US)
Time Limit: 45

nent: Record irst passing score and disallow retries
of Test: 3

Number of Questions Overalk: 3
Price: 0.00
Lockout: 0 week(s)
Early Exit: Allow the person being tested to save any progress and refurn to the fest at a later point
Instructions: This les! will measure your general knowledge of the organization within a 5 minute lime limit

«Back || Cancel || Finish
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15.You can also select Back to return to a previous screen, or select Cancel to cancel the test
entry.

16.The following options are available in the Options column:

e Print - Click the Print icon to open a printable version of the test.

e Copy - Click the Copy icon to copy the test. All areas of the test are copied.

e Edit - Click the Edit icon to edit the test.

e Edit Evaluation - Click the Edit Evaluation icon to edit the test evaluation.

e View - Click the View icon to view each section of the test. Note: Changes to a test cannot
be saved when accessing a test from the View Details icon. Changes can only be made
when accessing the test from the Edit icon.

e Remove - Click the Trash Can icon to delete the test. Note: If a user has registered for the
test or the test is the first version of a multi-version test, it cannot be removed but can be
inactivated.

e Review - Click the Review icon to open the Review Test page on which you can review
user's tests. This icon only appears when there are tests available for you to review.

1 ————
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Running a Standard Report

Standard Reports allow Training Admins to gather general information regarding training data. The
Standard Reporting Tool will allow you to create, run and schedule reports to view agency progress.

To use a Standard Report. It is important to know how to use filters and parameters to retrieve the
needed information. Filters will allow you to select the information that is needed for the report
Parameters will further define the information that pulls back.

e MyPurpose offers a variety of standard reports, these reports are out of the box from the
vendor. We do not have the ability to add fields to these reports.

e All reports run on the criteria as follows, Date Range, User Criteria, and Training Selection.
Below you will find a listing of some of the Reports that are recommended for user. The report
titles that are highlighted are

1. From your My Purpose main page, hover over Reports.
2. Select Standard Reports.

%PURPOSE

e i v e g e

Eesusines. To emimsmens: Lo Evsunton oo

4. For each selected report the filters will show. For the example below: The Training
Progress Summary Pie Chart:

1 ————
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Training Progress Summary Pie Chart

Report Criteria
Select a training to view training progress information for your users in this organization. The date filters below refer to the training registration date. For Events and Sessio

Click on a slice of the pie to see a detailed breakdown of users with that status. To return to the overview of all statuses, click on the "View All Statuses” link that appears i

DATE CRITERIA

Date Criteria: [Select v From:| @ To:| O

5. The advanced filters will further define the information that the report is pulling. Under
users you can select which users to pull the report for. Once the users have been
selected click done.

Select User

Search is limited fo 1000 records only

Last Name: | | o[ | Manager'sLastName:[ | serve
First Name: | | userName: | | [0 search | Pl ¥R
REMOVE NAME D
o i MHT0027
o IXHO031
o SWR0049
i rner, Ip30027
(2 Results)
Search Results -
ADD MAME @ USER NAME MANAGER fstration date.
Johnson, [View All Status]
WA Swarner, Wesley P10027 1030027 s
@ SwarnerADMIN, Wes  5J5tem Administration Divisian Wswarner ADMIN  WswarnerADMIN
(Organization) L
[e=]
User Criteria: |[Users v

Under the advanced filters, the training title can also be selected. Once the filters have been set,
select Search.

6. The pie chart will show and give a breakdown of the registrations. By selecting in the
pie chart fields, you will get a more specific overview of the Progress of users.

Training Progress Summary

— ]

NOTE: The Standard Reports should provide information on any Learning Object in the system. By
filling out the required filters, a comprehensive overview of user activity will show.
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TES Tickets

Training Administrators are the first point of contact for Training Coordinators, and users at
agencies

o The TFS ticket system is designed to allow users to report any technical issue that they
may have while in the system.

o TFS tickets should not be logged for agency specific questions. These questions should
be fielded by coordinators and administrators.

o TFS site can be accessed through MyPurpose. Once the TFS Site has populated, users
are encouraged to provide as much detail as possible regarding the issue they are
experiencing.

D RS ¥ R TR
' Do you have any questions?
‘\ Having issues with our site?

Be the BEST Versidg

Let us know.

Jobs FAQs
Learning FAQs

Performance FAQs

MyPROFILE FAQs

MyCOMMUNITY FAQs

System Requirements & Miscellaneous

| Click here if you have questions or need assistancs.
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Office of Diversity,
Equality, & Training

KENTUCKY
PERSONNEL
CABINET
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