How to Complete a Training Curriculum
(Employee Instructions)

KENTUCKY
PERSONNEL

CABINET W\(ZLPURPOSE

This document explains how to complete an assigned training curriculum. For any 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 played enabled.

Accessing your training curriculum
When you log into MyPURPOSE, training you have registered for or have been assigned, is listed under My Training.

For this example, the Executive Branch Onboarding: New Employee Training is shown below.

My Training

Due Date Action

]E_xe_cptive Branch Onboarding: New Employee None Open Curriculum
raining
;. m—

Skype for Business Mone Launch
Connect and Communicate using Skype for
Business MNone Launch
QDET Executive Branch Ethics (Online) (2.0) Mol Launch
KHRIS Basics of Navigation Launch

For Training: Please make sure you are usi
off. If you do not have Internet Explorer
blocker turned off and the flash playe

nternet Explorer 11 with the pop up blocker turned
you will need to use Google Chrome with the pop up

Select [Open Curriculum] to view the courses included in the curriculum.

~ Executive Branch Onboarding: Mew Employee Training
Executive Branch . .
Onboarding: N Exec;.ltlve Brarlc_h Onboarding: New Options ™
i s Employee Training

@ LEARNING YOUR Wiy
s e o This curriculum contins training that is required for il state employes
WITH COMMONWEALTH from the employes’s hire dste. NOTE: The following are not required
u bosrd/commission members, PViAs, contractors, day laborers, UPS, el

nd must be completed within thirty (30) days
ompisted this curriculum- county faes,
d officials, and Chapter 16 employsss

(O EMPLOYEE HANDSOOK Learning Your Way with Commenwealth U'® View Details

Completed: 0 Min Required: 0 Total tems: 1

O ACCURATE TIME
REPORTING

) ACTIVE SHOOTER

O EXECUTIVE BRANCH
ETHICS QVERVIEW

Q SECURITY AWAREMESS

Employee Handbook @
Completed: 0 Min Required: 1 Total tems: 1

Accurate Time Reporting @
Completed: 0 Min Required: 1 Total Items: 1

Active Shooter @
Completed: 0 Min Required: 1 Total ltems: 1

Executive Branch Ethics Overview ©
Completed: 0 Min Required: 1 Total ltems: 1

Security Awareness €@
Completed: 0 Min Required: 0 Total Items: 1

View Details

View Details

View Details

View Details

View Details
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Your progression through the curriculum is tracked in this section to the left.

Executive Branch

Onboarding: New
Employee Training

Q- RMNING YOUR WAY
WITH COMMOMNWEALTH
U

(O EMPLOYEE HANDBOOK

(O ACCURATE TIME
REPORTING

(O ACTIVE SHOCTER

O EXECUTIVE BRAMCH
ETHICS OVERVIEW

o SECURITY AWAREMNESS

It would appear that the first and last courses have been completed, but that is not the case. Look to the right to see that

completion is actually set at 0.

Executive Branch Onboarding: New

Employee Training

This curriculurn contains training that is reguired for

from the employee’s hire date. NOTE

board/commission members, PVAs, contractors, day

Completed: 0  Min Required: 0

Employee Handbook @

Active Shooter @

Security Awareness 1]
Completed: 0 Min Required: 0

zll state employess and must be completed within thirty
he following are not required to completed this curriculum- county
|laborers, URS, elected officials, and Chapter 16 employess.

Learning Your Way with Commonwealth U L

Completed: 0 Min Required: 1  Total lems: 1

Accurate Time Reporting L
Completed: 0 Min Required: 1 Total Hems: 1

Completed: 0 Min Required: 1  Total Hems: 1

Executive Branch Ethics Overview @
Completed: 0 Min Required: 1 Total lems: 1

Options ™

View Details

i
:

:
:

:
:

:
:

i
:

Some employees are not issued computers and therefore do not need to complete these two computer-related courses,
so we’ve set these up in this manner to allow for the remaining curriculum to be completed. For the majority of employees
who are required to complete this training, compliance reports will be generated to track actual completion.
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Completing training

To begin training, select the [View Details] button on the first course.

Learning Your Way with Commonwealth U'®
Completed: 0 Min Required: 0 Total Items: 1

Then select [Launch]

Learning Your Way @ Commonwealth U 4.0
- Status: Registered Dwe: Mo Cwe Detz Training Hours: 1 hrs

Thiis onfine cowrse will teach you the basics of navigating Commonwealth U, the

leaming portion of the MyPurpose poral. This course contains both employes.

For each course you will be required to review and agree to the training disclosure in order to proceed.

Extensive Content. Countless learning opportunities.
Free to you. Wherever you go. Thals CommonweaathU?

Reaady o dive in? & Tew guick things...

To view courses during regularty scheduled working hours,
gaek approval Trom your superviser before Laking the course.

You're ree 0o take courses at home, any Lirme of day, withoul
appraval! Please be aware, however, that you will not be
compensated for raining completed oulside of your regularky
goheduled working hours without advanoe approval of your
SUPET VSO

Hawe FUN! Commanwealthl has THOUSANDS of oourses that
are free for you. YouTl find many courses from Uhird-party
wendors. Please remeamiber that il a course oonflicts with
Kentucky and/or federal law, Kentucky and/or Mederal law will
cantrol.

Please Note: This training is developed and maintained by
vour emgloying agency. Please oonbact your traiming liaison or
human resources ofTice il you have difficulty acoassing Uhe
training. Please contact the Personnel Cabinels Governmental
Saervices Center (GSC) il you conlinue [0 have issuas
accessing Uhe raining.

System Requirements:

==y must allow pop-ups an this sibe *=*=

Supparted Browsears:

Microsa Internet Explorer 11 or Edge, Google Chrome,
Safari & ar higher, Firefox 4 or higher, Dpera 27 or higher,
Molile devices running 05 9 or higher or Android 5 or higher

COMPOAWERLTH

¥ Dasgres o Aqres
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Once you agree, the course will load. Select the button to start the course.

Learning Your Way @
COMMONWEALTH

77PURPOSE v
[/ ‘.Q

Welcome te Commonwealth U! This course will help you

make the most cut of your experience herel Let's take a

look around at what's available so that you can take your
learning to the next level.

Let's Get Started

Once you complete the entire course, select the final button within the course to exit the training, your status for the
course is updated. If you do not select the [Complete] button at the end of the course it will not track it as completed.

© Lear i Way @ Commonwealth U 4.0 m
- Staue: Mo Due Date  Training Hours: 1 hrs
This teach you the basics of navigating Commaonwealth U, the
leaming portion of the MyPurpose portal. This course contains both employee...

NOTE: Some curriculums contain training materials, like the Employee Handbook. For these, you will view the materials
and then select the [Mark Complete] button.

Within the progress section, select the curriculum title to return to the main curriculum screen, or select one of the other
courses to proceed with training.
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~ Executive Branch Onboarding: Mew Employee Training

Executive Branch . . e
Executive Branch Onboarding: New Options *

Onboarding: New L
Employee Training Employee Training

& LeARNING YOUR Wiy o
WITH COMMONWEALTL Learning Your Way with Commonwealth U

U Completed: 1 Min Required: 0 Total ltems: 1

O EMPLOVEE HANDEOOK © Learning Your Way @ Commonwealth U 4.0 m
- Status: Completed Due: Mo Due Date  Training Hours: 1 hrs
This online course will teach you the basics of navigating Commonwealth U, the

O ACCURATE TIME leaming portion of the MyPurpose portal. This course contains both emplayee...
REPORTING

QO acmive sHoOTER

O ExecuTIVE BRANCH
ETHICS OVERVIEW

@& SECURITY AWARENESS

Once you have completed all courses within the curriculum, the courses will all show as complete within the progress
section and in the main listing.
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Executive Branch Executive Branch Onboarding: New

Employee Training

Onboarding: New
Employee Training

o LEARMING YOUR WAY

Options ™

This curriculum contains training that is reguired for all state employees and must be completed within thirty (30) days

WITH COMMOMWEALTH from the employee’s hire date. MOTE: The following are not required to completed this curriculum- county fees,
U board/commission members, PVAs, contractors, day laborers, UPE, elected officials, and Chapter 16 employees.

Expired training is mot included in section or curriculum progress percentage calculations
@& EMPLOYEE HANDSOOK

Learning Your Way with Commonwealth U'®
o ACCURATE TIME Completed: 1 Min Required: 0 Total ltems: 1
REPORTING

@& ACTIVE SHOCTER Employee Handbook ©

Completed: 1 Min Required: 1 Total Items: 1
o EXECUTIVE BRAMNCH

ETHICS OWVERMIEW

Accurate Time Reporting @

@ SECURITY AWARENESS Completed: 1 Min Required: 1 Total ltems: 1

Active Shooter @
Completed: 1 Min Required: 1 Total Items: 1

Executive Branch Ethics Overview @
Completed: 1 Min Required: 1 Total Items: 1

Security Awareness o
Completed: 1 Min Required: 0 Total Items: 1

The curriculum is now removed from your current training assignments.

Due Date Acticn
Skype for Business MNone Launch
Connect and Communicate using Skype for
Businese MNons Launch
KHRIS Basics of Mavigation None Launch

For 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.

View Details

View Details

View Details

View Details

View Details

View Details
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To view completed trainings, hover over Learning and select Transcript.
/4 @PU RPOSE

' o 1 4 € o
Home Need Assistance? Profile Connect @ Certification Content ILT Performance
A A

Events Calendar
COVID-18 Alert - 12 novel coronavirus in Kentucky, pleass visit kycoy
KEAP- TipstoF d anxiety.

Exemption Tracking

Interests and Waitlists

Learner Home

The transcript initially displays all current and active courses assigned to you.

By selecting the [Active] button, you can select and view completed courses.

Transcript: E

Use the transcript to manage all sctive training. ***Please make sure you are using Intemet Explorer 11 with the pop up blocker twmed off. If you do not have Internet Explorer 11 you will need to use
Goagle Chrome with the pop up blocker tumed off and the flash player enabled. ==

FISCAL YEAR ENDING cosT

20.05 HRS T 123172020 % s

AGGREGATE TRAINING COMPLETED

‘ Active ™ ’ By Date Added ™ All Types™ Search for training |
Search Results (11)

- KHRIS Basics of Navigation Launch -

Due: No Due Date  Status: In Prograss

Transcript:

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

sa i FISCAL YEAR ENDING CosT

20.05 HRS 12/31/2020 % <m0

AGGREGATE TRAINING COMPLETED

Search for training |

[ Completed ™ ] By Completion Date ™ All Types ™

Search Results (48)

Executive Branch Onboarding: New Employee Training View Completio...
‘ Completed: 11/20/2020  Status: Completed

ODET Executive Branch Ethics (Online) (2.0} View Completio... =
- Completed: 11/20/2020  Status: Completed

Active Shooter View Completio...
- Completed: 11/13/2020 Status: Completed

oms KEAP Habit, Willpower and Change (Webinar) (Starts 11/4/2020 10:30 AM) View Completio... =
L] Completed: 11/4/2020  Status: Complated
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