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, 15t 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 Aresolution 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 MYyPURPOSE 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?

= Pilotis 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)

<

VVYVYY

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

Material- PDF,
PowerPoint, Word

Y VY

Does the material launch?

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

Is this the correct URL Link?

Material- URL

YV VYVYYV

Video Does the video play?

Does it give credit on transcript when completed?
Does the video have audio?
Are all parts of the video visible?

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

4 < < <

VVYVYVYYVY

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

YV 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

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

<
N I« K

\4
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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.

1 ——
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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.

z%yPURPOSE Grow. Learn. Lead. Ser s
Grow ear ead. serve
PILOT

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

of caming

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
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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.

m Kathy HutchersonADMIN Bio ¥ Transcrif pt Actions ¥ Snapshot User Record ¥

Transcript: Kathy HutchersonADMIN

Use the transcript to manage all active tra
FISCALYEARENDING /= COST
0.5 HRS 12/31/2018 ¥ ) s.00

AGGREGATE TRAINING COMPLETED

Active™ | ByDateAdded~ | All Types™

Search Results (0)

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

Home  Profle  Leaming  ILT  Peformance  Reports  Admin  Open Opportunities

PILOT

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

lyPURPOSE

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 ——
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#lyPURPOSE

Open oy
Snapshot
e > ®
Bio =
Kathy HutchersonADMIN
Abous
Email
Locst
Summary
Team

\ 9

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

Home Profile Learning ILT
A

“ Kathy HutchersonADMIN

Performance Reports Admin 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

ODET TRAINING ADMIN MANUAL UPDATED 3/2020 12




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

©)
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 Learning

r.

Home

ILT Performance Reports Admin Open Opportuniti

M Kathy HutchersonADMIN

Bio ¥ Feedback Snapshot

Transcript
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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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Searching 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

ODET TRAINING ADMIN MANUAL UPDATED 3/2020



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.

March, 2018 »

9 Al Events O My Events

4 5 6
11 12 13
Anti-Harassment [SﬂmD\E)
12,00 PM EST - Execuive Branch Ethics
Comm (Sample)
18 19 20
25 26 27

Womn \ace (sample)
200 AM

Somm (S

Gapin the
e Branch Ethic

14

Bridging the Generation Gap in the
Workplace (Sample)

9.00 AM EST - Executive Branch Ethics.
Comm (Sample)

2

28

ucky
Eml nmcmu nwersmy 5 Inclusmn n
the Workplace (Sample)
1:00 PM EST - Exceutive Branch Ethic
Comm (Sample)

8

Moving Kentucky Forward:
Embracing Diversity & Inclusion in

Comm (Samy

15

22

Bridging the Generation Gap in the
Workplace (Sample)

9:00 AM EST- Executive Branch Ethics
Comm (Sample)

29

vy week m .

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

9

Bridging the Generation Gap in the
Workplace (Sample)

0 AbkEST - Exebutve Branch Etic
‘Gomm (Sampie)

16

Moving Kentucky Forward:
Embrating Diversty & inciusion in
the Workplace (Sample)

1:0D PM EST - Exetutive Branch Ethic:
Comm (Sampie)

23

30

ration Gap in the

WurkDIace 15amule)
cufive Branch Ethic
Gomin (Samey

24

31
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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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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 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
Properves
A
o

wanTST
cost
Price per Ses 000
e st users fom wPcrawing from Sessions in 1 Eveet
ADVANCED CRITERIA

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

R N, . Place a value in this box greater than 0 fo reguire this number of training approvals te all users who request this training. If tnis box is blan, the system will loak a the user record for the required number of training approvals,

& Il g NOTE: Changes to this field wil only apply fo users who do not have this Cohort on their franscript

S Place a valus in this box greater than 0 to raquire this number of training completion approvals to all users who complets this training. Upon completion user's status will proceed ta Pending Completion Approval befors moving to
a P pp! - Completed. If this box i blank, the LO will not require completion approval. NOTE: Changes to this field will only apply to users who have not completed this Cohert

Display Times in Time Zone of User: V] select this option if you would like the Start and End times for all Sessions to display to Users in their Time Zone. Typically, this option is useful I 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

@ suarcn
Croaie New Event. 3§ Expor i E
Events
et e samecs  vesor Languagetsy ntatve Sessicn pprowea sessin Complessa sesion —
Tabaphons Eliquets [—— Persorme! Cate cat- 00 Engian U3 [ [} ° =] @30
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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.

e |
(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 Engiish (US) 0 1 0 z&0

Gam 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
DL Location: ‘ ?‘ (22 Results) n@ > »
Availability S Search Results
Emails ADD TITLE 1 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. @

N

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.

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

% G earn. =
Homo  Profle  Leamig  Coricaon  C orts  Adm
Sineas Events and Semors >
Telephone Etiquette [EXETIN
A rartans. 9 aggeovsa [ competsa [ cancies
== 1 B I - ] E— |
st T 2
o o ce T Sessh
Seasions
Day Star Daie End Dain Session D Losaior Number Locaiion Enotinent Evaluasion siats opiians
12018 snama s Ba . a
s AR o om z Parscnnel Canet vars 11 Asprovea LIFE JEES

omse. | [Upiesd]
ResouRces

pra—

P ——

schEpuLE

users

——— Nprpm————r

s usm — [re—
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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

MHT0027

mizgose
(17 resots) [ Z]> »

6 ) Sel eCt DO ne. WA Wubcherson, Kathryn ~ (Organisatien) o HMZooso WHZOOSO  Swamer, Wesley

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.

awzos0

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

RESOURCES

N RS it Emen IR o [ Sesgon
SCHEDULE
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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

Il = = W

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 s list of employees wha registered for sessions and later withdrew their registration, including ressons for withdrawal,

Past Due

Training Progress Pie Chart
Displays employses past dus frsining. D

i summary of subordinstes' training prograss.

=n employes has not yet registered for

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

[View Pending Requests

| vier: outstanding training requests you must approve, defer, or deny. Deferring

a request wil send the request o 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 %
L= (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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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

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

¢ [ XELMS Manager Basics Module 1
oider: | pcacy Ciine. Version: 1. Trainima Maurs: 15 merce

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

6. Click Next after Trainings have been selected.

Training Selection
P —
Sclec Traning

Sclectod Training

Cancel

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 Redistered - 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

o

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 Redistered - 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.

ODET TRAINING ADMIN MANUAL UPDATED 3/2020 41



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:
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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?

Let us know.

Be the BEST Versidg

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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