Training Administrator Guide 7.0

COMMONWEALTH




Governmental Services Center (GSC) 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 to help
employees meet minimum qualifications for advancement and build the
skills, competencies, and sensibilities necessary to grow, learn, lead,
and serve the Commonwealth in various influential and leadership roles.

GSC is located at the Kentucky State Office Building, 501 High Street,
2nd Floor, and Frankfort, KY 40601. For more information, contact the:
Governmental Services Center at persgsc@ky.gov.

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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Pilot Access
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 and is not updated regularly. All items should be

tested in the pilot environment before being uploaded into

Production.

To access Pilot:

https://kypersonnelcabinet-
pilot.csod.com/client/kypersonnelcabinet/default.aspx

Requesting Access to MyPURPOSE
All requests for security must go through the Kentucky HR
Administrator Portal; these must be submitted by your Agency Security
Contact (ASC). The ASC must verify that the user has completed all

requirements for the requested role. Those requirements include:

e GSC Training Coordinator or GSC Training Administrator

e Security Awareness

e HIPAA Rules and Compliance
If a coordinator or administrator leaves the role as the training

liaison, the ASC MUST submit a REVOKE access request to the
Personnel Cabinet.
General Navigation
Locating Personal Preferences and Setting Out of Office
Learners and Managers can 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
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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 dropdown menu, select “My

Account.”

77PURPOSE WERTERY

Hi Jessica, Select your path below. o e
e 5590

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 checkmark in the indicator box. Select save.

74PURPOSE f Lt

fornerstone i L

3. The out-of-office feature is now enabled. If the user is a
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manager and this option is enabled, all requests 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.

Searching for Learning Objects

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

¥n, TEAM s
7 7/4/;/IPU RPOSE " KENTUCKY.
g : = Searct
Home Need Assistance? MyPROFILE MyCOMMUNITY MyLEARNING Certification Content LT MyPERFORMANCE MyCAREER MyREPORTS Admin

Hi Jessica, Select your path below.

& MyPROFILE

MyLEARNING

v MyPERFORMANCE

9 MyCAREER

#3% MyCOMMUNITY

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

’”ﬁ, PURPOSE

Home  Profile  Leamin g Certification Content  IT  Performance Reports  Admin  Open Opportunities

#  Global Search

Global Search

ET ¥ Search
SECE s ]
EpE®
i o

ing results (4)
riificati

o Test - Big Bang
€1
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By selecting the course tile, users will be able to request the training

from the Course console.

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

STEP is the Information, Security, Training, Education, Policies/Procedures Portal, it is a tool for awareness, training and understanding of policies and procedures for
hcceptable 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 MNon-Merit Candidate Portal) and then annually, in order to maintain access

Requesting Training

MyPURPOSE is designed to allow users to enroll themselves in 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 can assign training
to their direct reports. As training administrators and coordinators, we
should encourage learners and managers to navigate 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 selecting assign, you look at those users who 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

STEP is the Information, Security, Training, Education, Policies/Procedures Portal, it is a tool for awareness, training and understanding of policies and procedures for
kcceptable 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

There may be instances of a training administrator or coordinator you will

need to assign training. Assigning training will put the training directly on
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the learner’s transcript. You will need to go to the Learning

Assignment tool to do this.

Using the Learner Event Calendar
Learners will 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.
e A calendar view will show all upcoming training dates. Users

will select from the date or can switch over to an agenda view.

March, 2018 » Day  Wesk m Agenda

® Al Events O My Events

UNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
26 27 28 1 2 3

S
25

9 10

Bridging the Generation Gap in the
jonin | Workplace (Sample)

11 12 13 14 15 16 17

Bridging the Generation Gap in the
Workplace (Sampie)
EST - Executive Branch Eihic:

25 26 29 31

Learner Home

Learner Homepage
The Learner Home screen consists of several distinct parts that will
allow users to view their profile and search for training all in one place. The

Learner Home Page consist of:

e User Profile: The User Profile on the top left of the page lets
learners quickly see their all-time learning completions,
badges, and hours. They can access their Transcript, Universal

10
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Profile, and Selected Subjects, which help power their

recommendations in one click.

PHPURPOSE . f

Home  Nesd Assistance? Profle  Connsct  Leaming  Certhcabon  Content ILT  Performance  OpenOpportunities  Reports  Success Cemter  Admin

£ 143 Badges

Your Subjects. -

Busiriess Skills, Comgliance, Creative, Diversity,
Employee Develapment, Health & Wellness, Human...

Continue Learning

ranscr View s
f [ [ [
Rt Tt e TR

T i G5C Exccutive Branch __GSC Virtual KHRIS Time

e Carousels: Learners have different learning carousels to browse
on the page. These learnings are based on the learner’s history,
saved learning, admin-defined, interested subjects, and

recommendations.
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Hi Jessica! What would you like to learn today?

Continue Learning

uﬁuﬁuﬁuﬁ

GSC Trainin G5C Executive Branch G5C Virtual KHRIS Time
Admi nlstl'aln' Ethic: Classroom: W Administrator
— Select Sesshon — Select Session — Select Sesshon — Seledt Session

Inspired by Your Subjects

E é&%u

Think Before You P«g ile Leadership and Cyber Security for Deuelop ing
(1 ck Ieam 5|< Ils lhe E vd Us-: Emotional

e Learners do not need to leave the page to access their
Transcript. The Side Bar on the left side of the page contains
learning on which they must act. It is conveniently broken down
by learning that is Past Due, Due Soon, and Assigned with No

Due Dates.
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(2} 266 Completions
E 417 Hours
£ 143 Badges

Your Subjects

Edit
Business Skills, Comipliance, Creative, Civersity,
Employee Developrrent, Health & Wellness,.
Your Playlists
1 4 0
Created Followers Followed
Create New Playlist
Transcript View
0 2
PAST DUE DUE SO0M ASSIGNED / WO DUE

DATE

ASSIGNED 7 NO DUE DATE

GSC Training Administrator Training
Withdrawn

ses Select Session

GSC Virtual Classroom: What is Discipline

WO SO

e Select Session

Setting Your Subjects
Learners will see a carousel based on Subjects. For this carousel to

appear, learners must first select Subjects. To set your Subjects in
MyPURPOSE:

1. Access the Learner Home Page, hover over the Learning tab,

and select Learner Home from the dropdown.

13
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Your Subjects

Business Skills, Compliance, Creative, Diversity,
Emnployes Developrment, Health & Wellness,.

() 266 Completions
E 417 Hours
£ 143 Badges

Edit

2. From the Learner Home page, locate the sidebar, users will find

their profile and an option to Add Subjects. Select Add.

3. Once selected, the system will generate a pop-out box that

will allow users to search recommended subjects or browse

all subjects.

Your Subjects

Management/Leadership

Sales & Service

4. To add the desired subject, users must select the

checkmark box. Once all subjects have been added,

select “Save” in the bottom right corner.

Searching for Courses Using Learner Home

Aside from using the learning carousels, the Learner Home page

features a search box. This search box will allow users to see more

14
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training options than what is displayed in the carousel. To use the

search box:

1. On the Learner Home Page access, the search box. Type

in the name of the course, subject, provider, or keyword.

Hi Jessica! What would you like to learn today?

1
g

2. For this example, we will use CyberU as the provider. A
complete listing of CyberU courses will return. If searching does
not do the trick, learners can use filter options including
Duration, Type, Subject, Rating, Provider, Language, and Mobile

Enabled to find exactly what you are looking for quickly.

15
Governmental Services Center Training Admin Guide Edited 10-3-2023




B

Learner Home » Leaming Search

Learning Search

Filters Reset 1,950 Results [E Evert Calendar
DURATION ~
TYPE ~ !l 4*_! ey B -
“ L o ey
SUBJECT = Y i —"
SUBJEC v AR I
b N —
PROVIDER b Omiine Class Onfine Class Online Class Online Tass
Sales Mastery: Trust and Building Interactive Access 2010 Advanced Hand and Power Tool

LANGUAGE ~ Rapport Dashboards with T s s Safety

SHOW ONLY MOBILE ENABLED

After Effects - Learn

Excel 365 VBA., Expert Safety Awareness for
Motion Graphic D Administration (E .

New Employees

3. If you find a learning you want to take but do not want to
request it yet, they can use the Save for Later option using the
three dots at the bottom of each tile. Learners can quickly
access the Event Calendar to find sessions using the Event

Calendar button.

4. If you find the course you want to take, select the course title.
This will take you to the registration page. Here users will be
able to request the course, or if you are a manager, you will be

able to assign the course to your direct reports.

Playlist

Playlists are collections of learning content curated by the Personnel
Cabinet. Playlists can be found on the Learner Home Screen. Playlists will
help guide employees and managers with training opportunities. To find a

playlist, you will need to navigate to the learner home screen.

16
Governmental Services Center Training Admin Guide Edited 10-3-2023



Hi Jessica! What would you like to learn today?

mpletions
T 413 Hours
£ 16 Badges

Edrt
e
eliress,
o Playists
5 10 1
redted Fedoers Foowe
Continue Learning
Transcnpt

D

G5 Wirtwal GSC Wirtual
Classroom; W Classroom: W
- it Session = ot S

All done! Featured

| Weacwan /

Leading Others Communication Skills Office Productivity Customer Service

Playlists created by the Personnel Cabinet will be marked as a featured
item. By selecting the playlist title, you will see what courses have been

curated for the topic.

£ 3 Sessca’s Fiayists

Playiist

Communication Skills

lessica Wolfe
Description Views Profie
By e N T v s e

e W) | s

Effective Communication in the
Warkplace

m
Executive Communication m
Training
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Do not forget to hit the follow button. This will allow you to see the latest
updates to the playlist.

Sharing Playlists
If you find a playlist that you find beneficial and want to share with

your team, this can be done in an easy step.

1. First, you will need to access the playlist from the Learner Home

screen.

Hi Jessica! What would you like to learn today?

Continue Learning

GSC Virtual Gst\f tu¢r
Clagsroom: Wi N

All done! Featured

i o ‘ e lrm

Leading Others Communication Skills Office Productivity Customer Service

2. Once located, you will need to select the playlist title. Once
you have opened the playlist, you will find an ellipsis option in

the top right. Select the Share option.
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£} > Jessicas Playlists

Playlist

Communication Skills

ITEMS LAST UPDATED FOLLOWERS
7 October 21, 2021 1
Jessica Wolfe

Description View Profile

Become a better communicator, learn the skills that will help you further your career

Playlist =

Y o = Playlist Followers
e
- View all followers

3. Once you have selected the share option, you will have the

ability to copy the link to the playlist. This can then be shared in
an email with co-workers or direct reports.

Share this playlist

https://kyp

Transcripts
Locating a User Transcript

1. Locate the Global Search in the upper right corner of the

19
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screen. Enter the name or user id that you would like to find.
flPURPOSE

)

! #

&

Home Profile Leaming LT Performance Reports Admin Open Opportunities
A

PILOT

2. Global Search will return matching results under the People tab.
Select the user’s name.

/vPURPOSE

Global Search

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

the account.

#yPURPOSE

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

20
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page.
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.
m Kathy HutchersonADMIN -~ i, Transcript — Actions ¥ Snapshot  User Record

D Transcript: Kathy HutchersonADMIN

Transcript: Kathy HutchersonADMIN

0.5 HRS 12/31/2018 ol

By Date Added * Al Types ¥

Search Results (0)

6. 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 dropdown menu, the options below will appear:
e Add External Training-This option will allow you to add a

self-reported training to another user’s transcript as a Training

21
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Coordinator.

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

¢ Print Transcript-This option will print the training transcript.

¢ Run Transcript Report-This option will allow Coordinators
and Administrators to run a report exported out into EXCEL.
This option will pull up a report page. You must enter the
criteria that is desired. You must leave sessions off the report

to get an accurate amount of training hours.

7. To Exit the user profile, select MyPURPOSE at the top of the
screen.
Removing Training from a Transcript
There may be times that Training Coordinators and Administrators
may have to remove training that no longer applies to a user’s transcript.

To remove a training:

1. On the training transcript, users will have the ability to
select from the active training. Using the dropdown menu,

select the remove option.

22
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Q > Jeanna Hawkins Transcript: Jeanna Hawkins

Transcript: Jeanna Hawkins ‘ ‘

Use the transcript to manage all active training. Effective July 1, 2021, MyPURPOSE no longer supports Internet Explorer 11. Please use the most up-to-date version of Chrome, Firefox, Edge or Safari.

FISCAL YEAR ENDING . CosT
26.87 HRS 12/31/2021 %) $.00
AGGREGATE TRAINING COMPLETED
Active ¥ By Date Added ¥ | | All Types ¥ Search for training

Search Results (11)

omn  GSC Virtual Classroom: Articulate Storyline Deep Dive (Starts 9/8/2021 1:00 PM, Next Part 10/6/2021 1:00 PM)

n Due: No Due Date  Status: Registared

Remove ‘

2. Once the remove option has been selected, users will be

prompted to provide a reason and comment for the removal.

Transcript: Jeanna Hawkin

Removing Digital Marketing Masterclass: Get Your First 1,000 Customers

Once you remove this training item, it will no longer appear on the user's transcript. You may always restore this item later, if needed. Additionally, remove training filters have been added to certain training reports.

Cancel Submit

Adding External Training to Transcript
External training should only be used for users that attended training
from an outside agency. Trainings that GSC conducts should not be
entered in as External Training. This includes CSE training classes.
Employees can 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.
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JyPURPOSE

PPPPP

2. Global Search will return matching results under the People tab.

Select the user’s name.

3. To review the User Record, Select the Username hyperlink.
Once selected, this will pull up the Universal Profile. The
Universal Profile screen will show the general information from

the account.

#yPURPOSE

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

Governmental Services Center Training Admin Guide Edited 10-3-2023
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m Kathy HutchersonADMIN Bio ~ Transcript Actions ¥ Snapshot User Record ~

D Transcript: Kathy HutcharsonADMIN
Transcript: Kathy HutchersonADMIN

0.5 HRS 12f!1/‘2.013. 50;

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

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 as a Training

Administrator/Coordinator.

¢ Self-Reported Training-requires manager approval. Once
approved, the user must go back to their transcript page and
mark the training as completed.
Completing Training on User Transcript
There may be instances where Training Administrators must complete

training on a transcript of another user. Administrators can now complete

25
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online courses and external trainings on users’ transcripts.

1. To complete 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, then select View Training
Details.

Transcript: Thomas Wolfe

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. ***

N\ FISCALVEARENDING /™ COST
0 HRS 12/31/2020 ¥ 500

AGGREGATE TRAINING COMPLETED

Active ¥ By Date Added ¥ All Types ¥

Search Results (11)

cmmn  TEST for JESSICA WOLFE (Starts 3/2/2020 8:30 AM)
L] Due: No Due Date  Status: Cancelled
iSTEP for Non-Personnel Cabinet Users View Training D... ~
- Due: No Due Date  Status: Registered

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

Training Type: Online Class
Provider: Personnel Cabinet - ODET
Version: 5.0
Training Hours: 2 Hours 0 Min
Description: iSTEP is the Information, Security, Training, Education, Policies/Pracedures Portal, it is a tool for awareness, training and undersianding of policies and procedures for acceptable use and security data)
Cabinet policy and the need to ensure awareness of the Personal Information Security and Breach Investigation Procedures and Practices Act (KRS 81.931), the Personnel Cabinet requires that all usq

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[g¢

LEGACY ACTIVITY CODE:

TRAINING PROGRESS

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

Status: Registered ¥ Mark Complete
Score: g% & Edit Score

Modules: BE View details of modules for ISTEP for Non-Personnel Cabinet Users

4. By selecting Mark Complete, a pop-up window will appear.

Administrators will be prompted to provide comments regarding
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the reason for marking the training as completed. Once
provided, select “submit,” the training will now appear on the

user’s completed transcript.

i1ISTEP for Non-Personnel Cabinet Users

P Edit Transcript Details
@ Mark Training Complete - Gacgle Chrome - =] *

Enter a comment explaining why the status was changed to complete
Comments. * Commenis Required
Training Type: Online Class
Provider: Personnel Cabinet - ODET
Version: 5.0
Training Hours: 2 Hours 0 Min
Description: iSTEP is the Information, Security, Training, Education, Pa nd prog
Cabinet policy and the need to ensure awareness of the B | Cancel 61.931
access is granted to any of the Personnel Cabinet system: srder tof

Status: Registered
Training Purpose:
Due Date: None &y

LEGACY ACTIVITY CODE:
TRAINING PROGRESS
Progress: [ ]0% (0 of 1 units complete)

View Time: 0 Hour(s) 0 Minute(s)
Status: Registered v Mark Com plete

Training Removal Tool
The Training Removal Tool will allow Admins to remove training that
the user was incorrectly assigned or training that they no longer need 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 dropdown list, select Tools.

2. From the Tools screen, select Learning.

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
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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

4. On the Training Tools page, select the 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 holding
tank for all training removals jobs that have been created. To

create new, select “Create New Training Removal Job.”

28
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Training Removal Tool
[Remeve raining in bulk from user transcripts by creating a training removal job.
9 Craate New Training Removal Job
ssresurs) [l 2][3][«][5]> »
Pre Removed Training Created By Status. View Details
b Hoprook, T Processeq =3
- Howrook, Ti Processed o8
- wiotte, Jessica Processeq =5
- wore, Jessica Processea =g
B excelfor 2172020 11:49 AM Wolte, Jessica Processed L |
: ODET Bui 2AN2020 11:47 AM 211372020 11:49 AM Wotte, Jessica Processed =8
: ODET Leadership Communication 211372020 1146 AM 211372020 11:48 AM Wolle, Jessica Processed L |
= ODETWorking Through Change 21372020 11:46 AM 21132020 11:47 AM Wiolte, Jessica Processed =5

6. To begin creating your training removal tool, select the Course
Title you need to remove from the user’s transcript. For training
purposes, our example will create a removal job for an online

course.

7. Select the Course Type in the name of the training. From the
list, use the plus button to select the correct course. Once

added, select Next.

[Create a New Training Removal Job @

TRAINING USERS STATUS REASON P CONFIRM
Search Training
UncheckiCheck All (4 onine Class 4 quick course o event o cumiouum O worary [ test Ul posing. L material T wigeo
Bloodborn | [Desaipbon | [Provider 5|

All Languages v [Cocstor Humber ] [Cocaton ) (&, searcn

Please nale — training removal Is processed for a single Iraining fiem al a time

Add Training

@  |m| Bloodborne Pathogens Price Not Set Cyberl)
= Despen your undsrstanding of bloodborne pathogens.

8. The availability screen will allow the user to select the training to
be removed. If the training to be removed is from a single user’s
transcript, select the User Option. This will allow you to choose

the usernames individually.
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Create a New Training Removal Job @

(Position)

Wesley Swarner (Manager)

TRAINING USERS STAT & Realze Your Potential kypersonnelczbinet - Internet Explorer - [m] X
g £ nttps//kypersonneicabinet csod.com/ com ups/SelectOrgUnits.asprlgs= %56 %5e% 3¢ HepHEis @
N, s Uscr | E=—
Availability Search is limited to 1000 records only
= v#  ER—_——
Last Name: | 1 Manager's Last Name: |
- Nm-][ca First Name: User Name:
(1 Result)
Search Results
ADD NAME IDENTIFIER i USER NAME MANAGER
nerstone Ofice o Diversty, Eauaiey, and Trmg
(Organization)
@ Wolfe, Jessica Resource Management Analyst IT1 SWROD49 SWRD049

Swamer, Wesley

9. The status screen will show the training status on the user’s

transcript. For online courses, this will show as registered.
Select Next.

Create a New Training Removal Job @

TRAINING USERS STATUS REASON CONFIRM

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

[V Registered (Also includes Not Available.)

' e SE T

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

[Create a New Training Removal Job @

TRAINING USERS STATUS REASON

CONFIRM

Select Reason for Removal

Please cho

removing this item [Training is no longer required v/

Comments:
Training is no longer required |

11. The confirm screen will show the 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’'s
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transcript.

[Create a New Training Removal Job @

TRAINING USERS STATUS REASON CONFIRM

Training

| Eloodborne Pathogens

Users
Wolfe, Jessica (SWR0049)
status
Registered (Also includes Not Avalable.)
Reason

Training is no longer required
Training is no longer required

<

I onfirm Training Removal and Submit

SelectiDeselect All Name Current Status User ID

] Wolfe, Jessica Registered SWRO0049 Office of Diversity

Indlude Subordinates

(1 Result)

Creating Instructor Led

Events Adding Instructors

Before an instructor can be added to a session, they must be added

as an instructor for the agency. To add an instructor:

1. Hover over ILT > Vendors and Instructors.

ILT Performance Reporis

Manage Events & 5essions

Facilities & Resources

Vendors & Instructors

View Your Sessions

2. Locate Vendor (Organizational Unit) by searching.

3. Select the instructor link to the right.

gEEdfesd
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4. Select Add New Instructor.
Instructors

View Instructor Requests ]

ISearch for Instructor Name:

| | &, search

Ih_fl Wiew active instructors only

@ Add New Instructor

5. Select the Call Out icon.

First Name Last Mame

Instructor Name: I@I[select an existing user)

6. Using the call out window, 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.
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 when setting up courses. Classrooms and buildings in which
classes are held will follow the format:

e Each entry will begin with “@Classroom_" to designate that
entry as a location where classes are taught. Following
@Classroom__ will be 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
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a dash.

e After the classroom name will be a comma followed by the
classroom’s street address and city location. Example
Format: @Classroom_Room/Building
Name_Address_City. Please follow this naming convention
to keep all classrooms easily searchable and at the top of the
list when classes are set up. This will ensure anyone
searching for a given facility will find it based upon its
expected name.
To create a new facility or edit a facility already in the system, please do the

following:

1. Log onto MyPURPOSE.
2. Go to ILT > Facilities and Resources.

3. To add a new classroom, Select Add Facility.

77%4PURPOSE : s

Facilities & Resources @

Requests | [ Vie Requests | | Layouts |
Search for Facility Name:

acilities only View Both On-site and Off-site Facilities

Facilities For: kypersonnelcablnet

View Usage

CREAE SRR AR S AT

U R I 2

4. Enter/update the fields on the Create/Edit Location page.

o Enter a name for the classroom.
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Create Location

Define Location

MName @Classroom_ODET Training Room - KSOB First Floor Ken

o If desired, enter a description for the classroom.

Create Location

Define Location

Name @Classroom_ODET Training Room - KSOB First Floor Ken

Training Room for ODET

Description

e Do not change the value in the Parent field.

Create Location

Define Location

Name @Classroom_QDET Training Room - KSOB First Floor Ken

1D

Training Room for ODET

Description

Details

Parent Kentucky Personnel Cabinet

« Add the faux-owner by selecting the match-code icon in the

Owner field and finding the owner corresponding to your agency.

(GSC will distribute a list of the names of the faux owners that
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correspond to each agency.)

Select Owner

Search is limited to 1000 records only

Last Name First Name ID User Name Manager's Last Name

| | s | | =
Name % UseriD#$ User Name % Manager %

MyPurpose, Pers MyPers MyPers

PERS, PERS PERS PERS

(2 Results)

 In the Facility Type field, choose building or classroom as
appropriate.
e In the Address #1 field through the Occupancy field, fill in

the appropriate values.

Facility Information

Facility Type Room v

Country United States v
Address #1 |sm High Street ‘
Address #2 | |

City Frankfort ‘
State Kentucky v
Postal Code |40601 |

Time Zone s DO NE SElECted e AV
Contact | ‘
Phone | |

Fax | ‘
Email | ‘
Occupancy | ‘
Approval Required

On Site v

o Update the Approval required field and the On-Site field as
appropriate.

5. Select 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
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maintaining these facilities in the current and previous systems,
errors may have been made when updating the naming
convention. If you find any errors, please feel encouraged to

correct those errors. Reach out to GSC with any questions or

concerns you may have on this process in general or a particular

entry in the classroom listing.
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. Keeping the event and session names the
same will make reporting easier. We encourage agencies to build new
events. This will ensure that the Events are correctly set up and help
troubleshoot any issues experienced with sessions.
To create an ILT Event:
1. Navigate to ILT > Select Manage Events and Sessions.

7PURPOSE KERTUOERY.

& MycommMuNITY

2. Select Create New Event.
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ﬁ > Manage Events & Sessions
Manage Events & Sessions
Event are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the
Waitlists Exception Requests Interest Tracking @
::é:: Search for all Events 3:_::3 Search for all Sessions
Event Name Subject &
Locator Number m
View Active Events Only Enable Enhanced Search
Create New Event

3. By selecting Create New Event, the ILT Event properties

page will appear. The event creation process is separated into

three sections.

Properties
Availability

Session Defaults

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

The required fields include:

Event Name
Primary Vendor-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
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Add New Event

nnnnnnnnn

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

rcuEE

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

Add New Event

Availability

No Availability Added
Select who cansee or request tistraining

6. The Session Defaults page will set the general

parameters for creating the sessions.

e As a Training Administrator, you will have the ability to
set a registration deadline, a minimum and maximum

registration number, and training topics.
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e You can set how the waitlist is set up.

Add New Event

Session Defaults

¢ B 8§

7. As part of the settings, you can opt for users to see their time
zone’s start and end times. To do this, select the Display time
Zone of User Box.

= - |
8. Once completed, select Save. This will direct you to the
Manage Events and Sessions page.
9. To verify that the event has been created, search for the training
title. In the search field, type in the name, subject, or vendor.
39
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Creating Instructor Led Sessions

ILT Session

Sessions must have a Start and End date. The training dates should

be reflective of the date the training was held. Sessions should not have
dates that range from days, weeks, or months. If sessions range for
extended periods of time, users will receive credit for 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 training 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 exceedingly
difficult to use and can give enormous amounts of credit hours to the

employee that completes the training.

e Parts must contain part breaks that account for the lunchtime
and the time from the ending of one part to another. If these are

not given, users will receive hundreds of credit hours.

e |If creating a part is the best solution for your agency, these
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ALWAYS need to be tested in pilot first.

e Some items to look for would be:
o Adding Part Breaks

o Completing out the roster-does this fit the need for our

agency?

o Credit given on the transcript-are users receiving

enormous amounts of credit hours for the training?

GSC does not recommend using Parts as they are difficult to set up and
may give training hours that were not attended. If you have training that
has multiple days, GSC recommends a curriculum. Events can be created
for each day.
To Create a One Part Session:
1. To create an ILT Event session, go to ILT > Manage Events and

Sessions.

TEA <
791 URPOSE Grow. Learn. Lead. Serve. K%—“ Search . o

Home  NeedAssistnce?  MyPROFE  WYCOMMUNITY  MyLEARNNG  Certfiatin  Coment [T MyPERFORMANCE  MyCAREER

Hi Jessica, Select your path below.

2. Search for the appropriate event, and in the Options column next

to the event, select View Sessions.

41
Governmental Services Center Training Admin Guide Edited 10-3-2023



((((((((

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

Session.
GSC Adapting Your Behavioral Style
Search
= E=)
Sessions

4. Under the section Parts, you will need to enter the following
information:
e Name
e Description
e Location (Users will need to search by the owner using their

cabinet abbreviation.)

e Start/End Date

e Start/End Time **Start, and End Time MUST reflect the
training hours on the EVENT. For example, if EVENT
shows 8 hours, the class must have start and end times

that reflect 8 hours.**
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e Time Zone
5. If the training you create is a full-day class, you must add a

Part Break to account for the lunch break.

6. Occurrence select Save Part.

GSC Adapting Your Behavioral Style

7. 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 are awarded for this

session.

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

number of Required Training Approvals set in the user
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record.

e Required Completion Approvals-this will be the
number of the completion approvals required for the

session to be marked as completed.

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

transcription.

¢ Minimum Registration-this is the number of minimum

participants for the session.

¢ Maximum Registration-this is the number of maximum

participants for the session.

e Waitlist-be sure to Allow waitlist for sessions in this
event, and Auto-Register User upon Granting Waitlist is

checked.

8. To set the availability, use the dropdown menu Select
Criteria who will register for this training. Once the availability

has been selected, select Add.
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GSC Training Administrator Training
Created by Jessica Wolfe on 3/23/2022

Select the group(s) of employees who should be allowed to register for this session. You may enter any combination of the criteria below. Employees who have not been selected for availability may still register if they are granted an exception.

Availability

[] Donotallow users to Request this session by Exception Request. If checked, only usersin availability below will see this session.

Select Criteria v
Criteria Include Subordinates  Pre-Approved  Register Upon Approval Tralning Request Form
Allusers in Organization: Kentucky Human Resources Information (10000001) PleaseselectaRequestForm v/ Remove

C e |

Modification History v

¢ Organization-GSC 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

¢ Group-Must be set up by the Personnel Cabinet

e Job-DO NOT USE
e Users-Requires that individual usernames be selected
e All Users- All Users Commonwealth Wide-DO NOT USE
9. The Summary Screen will go over the session details. If all details
are correct, select Save.
Copying an ILT Session
1. Navigate from the MyPURPOSE home page to ILT >
Manage Events and Sessions.
2. Locate the name of the Event and select the View

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

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

the session.

Manage Events and Sessions

GSC Training Admin Refresher

Created by Jessica Wolfe on 2/15/2022

Sessions may be composed of an unlimited number of separate parts o schedules. When a user registers for this session, they will be automatically enrolled in each part. If this session is made up of multiple parts, enter schedule information for each
part separately by clicking "Add Part" and entering the information on the new line. To check for lacation, resource, or facility conflicts between your sessions or with other scheduled sessions, click "Check for Conflicts.”

E——
Parts Schedule
©@® checkConflicts | Export toExcel View Events Calendar
Status Day PartName Starts Ends Training Hours Location Instructor Optiens
Wednesay O5C TraiNng Administrator Trainin 4/13/2022 4/13/2022 2 Hourls) 30 Mi , - Jessicn Wolfe (rimar) Eait | Delet
ednesday s 530 AMEDT 1200 PM EDT 3 Hour(s) inute(s irtual essica Wolfe (Primary) i elete

‘ Cancel ‘ “ “

5. The Details screen will appear. Enter the general settings.
¢ Session ID-this is a number used to identify the session.
The start date and agency abbreviation would be

appropriate to use here.

¢ Locator number-this is system generated and automatically
populated.
e Credits-the number of credits that are awarded for this

session.

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

record.
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¢ Required Completion Approvals-Enter the number of the
completion approvals required for the session to be

marked as completed. Select Next.

6. For Availability, select the users who will need access to this

training. Select Next.

7. The Summary screen will show an overview of the training. Here,
you will view the general settings for the Session Copy. Select
Save.

Viewing Interest and Waitlists
To view users who have Expressed Interest or have been added to a

Waitlist, 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.

A > Manage Events & Sessions
Manage Events & Sessions

nces of events.

® h forall B Il Sessions
GSC Subject (4 Vi ©
View Active Events Only Enable Enhanced Search

m Lol

(33Results) 1 2 > »

Tentati Approved Completed
Event Name Subjects Language(s) Sessions  Sessl fons  Sessions Opti
GSC- MyPurpose Training Administrator and Coordina  Technical Training English (U! 0 View S Edit Event
tor oup 0
GSC eLearning Basics () Technical English (US) 0 0 2 View Sessions | Edit Event
GSC Tralning Coordinator Training (2 Technical Training Zoom VILT Integration English (US) 0 1 8 View Sessions | Edit Event
GSC Training Administrator Training [ Technical Training Zoom VILT Integration English (US) View Ses: EditE
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3. By selecting the waitlist option, admins will view users that

are added to the waitlists for sessions.

:an;:s(ed Users

Event Ttle ] [vender #| [sesson Locator Humber
(Suzceen]
Current by User | Cutment by Session | Past Requesls
3 Export to Excel
(34 resuts) [{l[2]> »
Emplayee UseriD Organizational Unit(s) Locator Number  Phone Title session ID Session StatDate  Respond
cnubert, Megan XANOOT1 - Duinc 7 Section (Onganizaton) 86508 2020 Probalion and Parole ASsL SUPENVISOr In-Service 2020 Prodation and Parole ASsL. Supervisor In-Serv 412372020 8:30 AM View
bation and Parole Officer IV (Posiion)
Ramos, Betty NWI0E22 an) 86509 2020 Frobation and Parole Office Support Asst In-Service 2020 Probation and Parole OSA In-Service #3 4/14/2020 8:30 Al View
i il (amwm)
Yi. Anna NWP0035 85509 2020 Probation and Parole Office Support Assl. In-Service 2020 Provation ang Parole OSA In-Service #3 4114/2020 8.30 AM View
Beit Dominique: NXJ0B14 8509 2020 Probation and Parole Office Support Asst In-Service: 2020 Prosation and Parole OSA In-Service #3 4/14/2020 8:30 AM View
Butler, Anna MRX0435 88273 DuJ Ennancea Awareness 88273 D Ennanced Awareness 40772020 500 AM View
Metton, Myra TJR001S  Eastern Mental Health Services (Organization) 88273 DJJ Enhancad Awareness 85273 D Enhanced Awareness 4772020 3:00 AM Views
G PoygauSyeh AScAIca Peye a1 T (osiony
Ciaunch, Gerald MZO01  Traf Engieerng & Perms Secion (Oanzakon) 85116 Embracing Change 8/26/2020 8:30 AM View
ranspontation Engmg Technoiogist il (Positon)
Hoiman, Rick ZIPo0t4.  Rchmona Sectn (Organe 85114 Embracing Change 4182070 8 30 AM View
Transportation Engmg Te mr'dwgal Il (Position)
Claunch, Geraid NZOO11  Teac Engieert) & Pers Sectkn (Orgarzeton) 85114 Embracing Change 4182020 8:30 AM View
ansportation Engmg Technologist il (Positon)
Claunch, Geraid NZZOOT1  Trafe Engineering & Permits Section (Organization) 85115 Embracing Change 7112020 830 AM Views
Transpartation Engmg Technologst I (Position)

4. Selecting view under the Respond column will give admins full
access to the waitlist for the session. Admins will have the ability
to grant an opening to the user. NOTE: Administrators should

only do this for the courses that their provider owns.

s somn bk, ualty allowing somebody (o0, you are registering them for it as wel. Al biling tskes place 3t time of waitist oran, and the user does not need to take any action at al. Auto-procsssing works by automatically
aion (1 Swo-regstr s tumod o o » spctwil b resaed for #al eal:parso (1 aso-regar s

robation and Parola Asst. 5upamsor In Serwca J

) Allow pato-Management of Waitlist

@ Grant 3 waitist apening to one user at 3 time based on priorty
© Grant opening to il waitlisted users at once for first come first served registration
M Auto-register user upon granting waitist

86505

% Printable Version 3¢ Export to Excel|

Order Name Organization Unit(s) Locator Original Request Date Response Comments Respond

L] Schubert, Megan T SR T 95’%{.‘;5"““,}@@ o 86505 2/19/2020 10:15:34 AN [ O Grant O Deny

Once the waitlist has been updated, users will receive notification if
they have been granted a seat.

Reconciling Rosters

Adding Users to Roster and Updating Status
1. To add users to an ILT Event session, go to ILT > Manage

Events and Sessions.
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?3] URPOSE Grow. Learn. Lead. Serve.

Home  NeedAssistance? ~ MyPROFILE  MyCOMMUNITY ~ MyLEARNING Certification

............ . 10

Content % MyPERFORMANCE ~ MyCAREER  MyREPORTS  Admin

Hi Jessica, Select your path below.

& MyPROFILE

MyLEARNING

V' MyPERFORMANCE

ol MyCAREER

MyCOMMUNITY

jaasrptvo:

Faciiies & Resources
Manage Events & Sessions

Vendors & Instructors.

-
¥ B
W
.0

Be the BEST Version of Yourself!

Due Date

View Your Sessions

e

°
3
/

Action

ADMIN TESTING JW 8-29-2023 92812023

1088 Yoga FiowforWkcromHome D

(GSC- Hiring and Selection: After the Interview

11612023 None  Launch

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

A Manage Events & Sessions

GSC Training Coordinator Training

Search

Tentative [ Approved [ ] Completed [ ] Cancelled

Start Date t©
Session ID Locator Number E) MM/DD/YYYY ‘ E) MM/DD/YYYY
Location (i) Instructor () m
N Create New Zoom vILT Integration Session
Sessions _
Day = Start Date 1= End Date 1= SessionID 1= Locator Number 1= Location Enroliment Evaluation Status Options
5/17/2022 5/17/2022 .
Tuesday ° 5/17/2022 111406 40f30 Edit | View | Print Approved Roster .-
1:00 PMEDT 4:30PM EDT

(1 Result)

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

. The roster screen will appear. From this screen, select Add
Users.
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Add participants

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

NOTE: If the instructor also needs credit for the training,

you must add them to the roster.

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.

oster | [ send emais

Name User ID Locator Organizational Unit(s)

Training and Employee Development Branch (Organization)
Cram, Elizabeth MHT0027 27 e ger (P )

Hutcherson, Kathryn MMZ0050 27 jcovsm
Linville, Galen JXHOO31 27

Swarner, Wesley JPJ0027 2

ffice of Diversity, Equalty, and Trng (Organization)
Deputy Executive Diractor (Position)

Pencing

Pending

Pending

Penging

9. The users will now show as registered.

10. To update the status to attend, select the Attendance and

Scoring Tab.
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Parent Roster |  Attendance and Scoring

27

Start Date: 5/1/2018 6:00:00 AM

Session Status:  Approved
ses
s

ession End Date: 5/1/2018 $00:00 AM
Seats Available;  46/50
Attachments: B

RESOURCES

Add Attachment &

No attachments have been uploaded for this Session
SCHEDULE

USERS

[3) Print Sign-In Sheet (4] Email Registered Users & Add Users g Withdraw / Move Users

WE SA.SWARNER@KY.GOV

Name & User ID Locator Organizational Unit(s) Email

Cram, Elizabeth MHT0027 27 ELIZABETH.CRAM@KY.GOV
Hutcherson, Kathryn MMZO050 27 KATHY.HUTCHER SON@KY.GOV
Linville, Galen JXHD031 27 GALENLLINVILLE@KY.GOV
Swamer, Wesley JPJ002T 27

Inventory Unassigned (0) Pending Payment (0)  Waitlisted (0)

Attendance

00f 1 Parts Attended

00f 1 Parts Attended

00f 1 Parts Attended

00f 1 Parts Attended

[ show withrawn/Removed Use:

Score  Pass/Fail

Status

Registered

Registered

Registered

Registered

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.

elephone Etiquetie

Parts.
USERS

KU
Name Locator User D Attendance
Cram, Elizabetn 27 MHT0027 .
Hutcherson, Kathryn 27 MMZ0050 M.
Linville, Galen 7 JXH0031 [z
Swamer, Wesley 27 JPI0027 9.

o0

for Attendance, scoring and Pass status wil not be editable when the roster is submitied and a user has.

astatus of ‘Completed”. The

Session Completion
512018 &
512018 &
512018 &

512018 &

12. Select Submit Roster, the user’s 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.

Creating Learning Assignments

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
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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

g

roups 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.

Manage Learning Assignments

Training Title Created By
Created Date

Last120 Days ¥ | pom | 12/31/201

Type * Status * Recurrence *

2 Selected > 6 Selected > 2 Selected
User Criteria

Select Users All Users

Reset Filters

m Create Assignment Options ™

T Filter Sort by Created Date (Newest Oldest) ™

Apply Filters

3. Set the Assignment Type.

Governmental Services Center Training Admin Guide Edited 10-3-2023

52




Create Assignment Em

© s

Assignment Type
O options

Witich Asssgmment Type wenid you like io create?

Training Assignment Workflow

Hewn woule you Bk e Trmsning 1 B Egned 1o USErs? Your Sehectsn will sepat wha ! STt The taiming vl B4 in o0 USErs ITanuph.

Prerequisite Options

Se1 e rerequivile PrETRENCE, o0 N Lasriing Assigrenent

(D) Mo changes can be made to these email setings after the Assignment & submitted,

Email Settings

What el settimgs would you lie to appky bo this Assgrement!
Training Specific Emalls =

Training Specific Emaile

Assign Trang eais {

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.

¢ Dynamic-A dynamic learning assignment processes daily
or once 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.

4. Enter a Title and Assignment Description.
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QO setup .
General Information

Assignment Title
Required Training

Assignment Description

Test assignment for Jessica Perry|

Create Assignment Ex

H

5. Select “Select Training.’

Training Selection

Select the training for this Assignment

Select Training

Selected Training

T

Nao training selected yet

6. Select the training that will be a part of the assignment, then

select “Select.”

Governmental Services Center Training Admin Guide Edited 10-3-2023

54



Select Training

Search
KELMS T Filter

Training Types Provider Location
10 Training Types - Select Provider Select Location

Languages Locator Number Description

English (US) =

Reset Filters Apply Filters

KELMS Basics of Navigation
v

- KELMS Manager Assigning Trainings Module 3(Online)
Dnline  Varsion: 10 nutes

Provider: Legscy © 6 Training Hours: 15 minu

r - KELMS Manager Basics Module 1

Pravider: | pnacy Online  Version: 1.0 Trainina Haurs: 15 mintes

NOTE: You can select multiple trainings in the Select Training

window.

7. Select Next after the training has been selected.

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 before

taking the training.

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

workflows.

o Assigned, Approved, and Registered-The training will be

automatically approved and registered, regardless of any
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configured approval workflows. No approval and no
registration will be required before the users can 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 that
occurs in the past. The session will be added to users’
transcripts in a status of Completed. If any other training
items are 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 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.
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@ No changes can be made to these email settings after the Assignment is submitted.

Email Settings
What email settings would you like to apply to this Assignment? [ -]
Training Specific Emails ¥
Training Specific Emails
Send emails to users based on the email settings configured at the training level. You can review these email settings on the Confirm tab.

Send Assign Training emails (@)

Send Register Training emails (@)

Training Specific Emails-This option uses the email settings configured

at the individual training level (via Course Catalog).

¢ No Emails-This option suppresses all emails from sending
for this learning assignment, no matter what emails are
configured in Email Administration or for the Learning Object
(LO) type.
10. Select Next.
11. The Processing date will allow you to start processing and

assign training to users

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 the assignment is submitted, users will not
see the training on their transcript until they have met the

specified relative criteria.

o Specific date-A date picker and time picker appear (if you
have the appropriate permission), which allow you to select a

particular future date and time. At that point, the assignment
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will process.

e Available processing starts 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 when the assignment will begin to
process. The assignment will process annually on this date

and time.

12. The training start date will allow administrators to determine

when the training will start.

13. A training due date can be set if a specific period in which

the training must be completed.

14. Select Next.
15. User Criteria will allow the admin to select the users to assign

that training. Select “Select Users.”

User Criteria©®

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

Add users by selecting crganizational units, groups and/or individual users. [ 7]

Select Users All Users
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Select Users

Search

User ID Username Manager

Position Organization Location

Reset Filters Apply Filters

16. Once the users have been selected, select “Select.”

17. At the bottom of the page, select Next.

18. The confirm page will summarize all the basic settings for the
assignment. If this is correct, select Submit. The assignment
has been created.

Learning Assignment Best Practices
e Employees should be self-registering in the system, and
managers can assign training you employees. Learning
assignments should not be a habit to enroll users in the

system.

e Learning assignments cannot be edited once they have

been processed, nor can they be deleted.

e Please select users cautiously. Most Coordinators and

Administrators can see everyone throughout the state.

e Learning Assignments have a processing delay. While the
assignment is being processed, the training will not be
immediately available to the end-user. The processing

time takes up to ten minutes.
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Administrator Only
Duties Admin Console
Learning Administrators have access to the Learning Admin Console,

which consolidates training management actions into one central
location, allowing them to access critical training information and
manage training.

To Access the Admin Console

From the MyPURPOSE home page, hover over ADMIN > Select

Learning Admin Console.

1. The Learning Admin Console page will appear. This page will
show 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 with

assigned training 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.
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"?’P@PURPOSE Grow. Learn. Lead. Serve. ')(:}

Repors  aamin

Learning Admin Console [ snerch the consicn B

Assigned Training ~ Assigned Past Due - Prior ILT Sessions

16k 71% Y

4786 758 5544 2 28 0

2. 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.

. B

Assignment

Certification

Curriculum

Event
Material
Online Class

Test

Video

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).
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Using the Course Catalog

The Course Catalog is the repository of all learning objects in the
system, including online courses, quick courses, events, libraries, tests,
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.

When created, all new versions of a training item published within the
system are added to the Course Catalog, 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 Learning Objects (LO), edit LOs, view the

Course Console pages for LOs, and view the LO Details page for LOs.

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

7PURPOSE [ ©an}

Course Catalog Enable Enhanced Search

2. 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, or enter a course code. The search results are
displayed in a table below the search criteria when a search is

performed.
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Course Catalog

mmQ
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3. From the dropdown menu, select the appropriate sort option for the

Results table:

By Title
Created Date

By Modified Date
By Provider

4. Selecting the Status filter allows users to filter based on the

following training statuses:

All

Draft

Pending Version
Previous Version
Published

5. From the filter, select one of the following options:

Active
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¢ [nactive
o All
6. The Results table only appears when at least one LO matches the

search criteria. The following information is displayed for each LO

in the Results table:

e Checkbox-To batch edit multiple LOs, select the
checkbox to the left of the appropriate LOs. Then,
select the Edit Selected button. See the Course

Catalog-View/Edit LO section for additional information.

e Title

e Provider
e Version
e Language
e Added

e Modified

7. Once the training has been located, select the dropdown menu for

administrators to Assign, Edit, or View the training as a user.

Creating Online
Courses Online
Courses

An online course or publication is an electronic learning course that
can be completed asynchronously or offline using the Offline Player.
An online course comprises SCORM or AICC compliant files bundled
into a zip file. All uploaded files must be SCORM 1.2, SCORM 2004, or

AICC compliant and in a zip file.
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¢ An online course or publication is an electronic
learning course that can be completed

asynchronously or offline using the Offline Player.

¢ An online course comprises SCORM or AICC

compliant files bundled into a zip file.

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

e Online Classes DO NOT have rosters

¢ Training Coordinators do not have security access to upload

online content.

To create a new online course
1. From the MyPURPOSE 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 Content Uploader

Content Uploader

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

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

Upload Files®@

Drag and drop files here

3. Once you have selected the SCORM file to upload, the system
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will upload the zip file. The system will process the file- YOU
MUST STAY ON THIS PAGE.

A | Toos saming ~ Content Uploader

Content Uploader

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.

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

Upload Files@

Drag and drop files here

: 20160901_152636_5279.zip
. File Type: 7ZIP  Status: Uploading...

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

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

Upload Files®

Drag and drop files here

Needs Provider

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

20180206 112758 4649.zip

Date: 4/25/2018 1:00 PM  Status: Uploaded Successfully

Select Provider ¥ Delete

4. By selecting the dropdown menu, all agencies within Cornerstone

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

Department of Education

Select Provider ™

Delete

]

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

Draft Ready

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

20180206_112758 4649.zip

Date: 4/25/2018 1:00 PM  Status: Uploaded Successfu

Archive Completed Items

Delete

6. Select the dropdown menu under Actions > select Edit to access the

course details.
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Course Catalog

What would you like to search for? Online Class v
Refine search
Draft ¥ | Active ¥ By Created Date ¥ Show Courses with Recurrence (| Created by Me

Title = Provider Version Created Date ¥ Meodified Date

. Introduction to Self-Employment
Draft

Personnel Cabinet - ODET 1.0 English (US) = 4/25/2018 v

7. Selecting edit will take you to a general overview screen for

the upload. You should review each tab:

M0 atachmants have been upiaaded for fis Criln Class
a Aualiable Languagess =Nl (LS)
mtault Languunge: Engliah (15) © THE  tha INnSUASA B the utes £ cnama 1 e ecalmad i har bnguage.
Badgu: s o)

¢ General-Covers the general settings, title, and description.
¢ Prerequisites-Will this training have any prerequisites that

must be completed before starting this training?

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

e Acknowledgements-Allows you to add an
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acknowledgment that users must sign as they complete

the training.

¢ Availability-Determines who will be able to view the
training. This does not set the availability for the Course

Catalog.

e Recommendations-this will allow Admins to set other
classes 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.

8. Once all tabs have been completed, select Save. This will redirect

the screen back to the course console page.

9. Scroll Down for information regarding the settings. The
information 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.

10.To publish the course, select Publish at the top of the screen.
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L Catalog Course Console

Provider
Personnel Cabinet - ODET

Training Hours
0 Hours, 0 Minutes

Meobile
Off

Subjects
Employee Development

Available Languages
English {US)

Keywords
Selt-Employment

Description Edit
<p>Training test upload. </p>

Introduction to Self-Employment @

Price
$0.00
Credits
1)

ie from tion:
Off

B oOnline Class

1.0

! Inactive

N/A

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

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 version of an online course:

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

2. Select the course Catalog Link.

774PURPOSE

Certifical

T lkn
L g Admi
Learming Assig
[ and
Suzanie Sexh

Lara Panayotoff ...

Home Profile Conmect Learning thon Content L Open Opportunil i Reports Suc Cents Noed Assistance? ndfln
[ Confguemtion Too earmng  Catalog Management
PINNED LINKS Catalog Management
Manage all aspects of the training catalog including training, providers, subjects and evaluations.
RECENTLY VIEWED

Course Catalog General Learning

Course Catalog #
Manage all training courses tha
in your portal

Learning Objects
Ci ons #
snage centificates, fa

Evaluations

t have already been created Create and m ations that can be attached to all

5, which allow users to use
to create or publish

Events and Se:
Create and manage instructor led training

3. Find the online course in the Course Catalog, then select the
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course title. Select the Options dropdown menu from the Course

Console page and select the Create Version option.

PURPOSE
4l
(e
Profile Connect Learning Certification Content T Open Opportunities. Reports Success Center Need Assistance? Admin
A
A Co (¢ le
Learning Your Way @ Commonwealth U 2.0 ~ - COMMONWEALTH
Edit
Provider Exclude from Recommendations Assign
Personnel Cabinet - ODET oft View as User
Training Hours Price Create Version
Lhour $0.00
Mobile Credits
on 05

Desci n
This online course will teach you the basics of navigating Commonwealth U, the learning portion of the MyPurpose portal. This course
contains both employee and manager modules.

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.

New Version for Learning Your Way @ Commonwealth U 2.0

O Training Content o Wersions can only be created with one Coling Class, TF there is more than one Onlire: Class contained within your zige file you will not be atde to prooeed, 7

yous beawe this page your upload will be interruptod and you will |ose your work:

Upload Files

If you leave this page your updoad will be interrepted and you will lose your work.

Drag and drop your zip file(s) here

Cancel

5. After the course files have been added, they will begin uploading.
Select the Refresh Status button to view the most status of the

upload. A progress bar below the files displays the ongoing upload
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progress for the files. Each set of files shows the following
information: File Name, File Type, Status (i.e., Uploading, Critical

Error).

6. Once the files have finished uploading, you can preview the course
by selecting the Preview button next to the files. If needed, you
can delete the files and upload a new set of course files by
selecting the Delete icon. If the course previews as expected,

populate the following fields for the latest version of the course:

e Training Title-Enter the title for the new online course
version. By default, the title from the previous course

version is populated. This field is required.

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

five thousand characters.

e Training Hours-Enter the number of training hours
received to complete the online course. The training hours
from the manifest of the latest version populate in this field

automatically.

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

populated from the original course version.

¢ Enable for Mobile App-Choose the Yes option to enable

this online class version for the mobile app. Choose the No
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option if the online course will be unavailable through the

mobile app.

7. In the Training Preferences section, configure the following

versioning options:

e Version Option-Define the criteria for upgrading users and

decide who should upgrade.

e 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.

= |f 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 simultaneously on users’ transcripts.

= |f not selected, the new course version replaces the
previous version on the effective date. The previous
version becomes the previous version or
expires. NOTE: This option is only available

when the first-course version is created.

o Effective Date-Select the date that the new online course

version will be effective in the system.

o Start Date-Select the date that users can start the new
online course version. This option is only available if Append

Enablement has been selected.

o Impacted Curricula-This field displays the number of
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curricula impacted by the online course reversioning. NOTE:
Inactive curricula are not included in the list of impacted
curricula. It is impossible 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.

Due Date-Select a due date option for the reversioned
courses. If the online course is within a curriculum, the new
class version does not display a due date in its structure.

Available options include:

= Apply Previous Version Due Date-If the online course
is standalone, the previous version’s due date is

applied.

& Traning
QO wersion...

Training Preferences

Version Options

Effective Date »

Duse Date

Version E quiu.ﬂilnry

Comments

o Specific Date-If the online course is standalone, the
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latest version receives a fixed due date. If the online
course is within a curriculum, the new class version

displays a fixed date in its structure.

o Relative Date-If the online course is standalone, the
latest version receives a relative due date. If the
online course is within a curriculum, the new class

version displays a relative due date in its structure.

o No Due Date-If the online course is standalone, the
latest version receives the previous version’s due
date. Suppose the online course is within a
curriculum. In that case, the curriculum due date for
the original version is also applied to the latest

version within the curriculum structure.

e Version Equivalency-Choose an equivalence option for

the reversioned training. Available options include:

e Requires retraining-The new training version

will be Registered.

e Completed Equivalent-The new training version
will be Completed Equivalent based on the

previous version completion.

« Comments-In the Comments text box, enter any text that
should appear in the Audit History and Transcript History

for the reversioned course.

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

User Filter Preferences
Training Version

All Versions =

Training Status

User List Refresh User List

Training Version-This dropdown 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 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, users who have any version of the
course on their transcript are displayed in the User List

section.

Training Status-Select which training statuses will be
replaced or appended by the latest version of an online
course. The available statuses are Not Started, In Progress,

Completed.

Assignment Type-Select which users receive new

versions of an online course. Available options include:
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o Select Users with a previous version-This option
includes all users, regardless of the assignment method

(Requested, assigned, or via learning assignment).

o Select Users assigned by Dynamic Assignment-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.

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

the latest version.

o User List-displays users with an online course version on
their transcript. The users displayed in the user list are
controlled by the constraints applied to the permission to

publish online course versions.

If you make any changes to the User Filter Preference selections in
the section above, select 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 latest online course version,
uncheck the box next to the user's name. NOTE: This option is not
available if the effective date is in the future. When the version
becomes effective, the system automatically recalculates the users

impacted from the filter selection.
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9. After configuring all versioning options and verifying that the user
list applies to the number of users expected, select 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 latest version is successfully published, the version
number and the Last Modified Date are updated on the Course
Console page. 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 the Course Catalog.

Videos

Uploading a Video to MyPURPOSE

To upload a video to MyPURPOSE:

1. Go to the admin tab at the top of the screen and select Catalog.

2. From the Catalog Management screen, select “Videos.”
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PINNED LINKS

Catalog Management

# Cuminuls

# Conirse Cafaleg

Course Catalog

Course Catalog #
|.-|2"'Al'_|.= all trair M COAUPSRE that have .:lh’-:.'.':- been creata
in your portal

RECENTLY VIEWED

Lsers

Lunch and Leam ...

sarning Objects

Certifications #

b Conirse Catalog

Libraries ¢

Lunch and Leam ... Cr i ma librariz
Materials
Lunch and Leam ... o

ate ard marage matenals, a general lzam
ry that can be uzed to manage vanou
Thaes @ an arganzaton

PV TEST ADMIN ... m

Programs and Cohorts #

d programs and cohorts f

&3 AW TEST ADMIM ...

Question Banlk #

Create amd ma questicns Eo ke used in tests

Tests

alries, 1 Categores
Curricula #
Create i
Cumicula
Events and Sessions Mar
2022 Disclosure Craate and manage instructor les raining leaini

Training Purposs

Subjects #
the cabagory names Lhal
g abjects 1o helo wwers find &

General Learning

Evaluations #

3. From the Video Administration screen, select

Course.”

“Create a Video

77sPURPOSE
&

e Meed Assistance?  Profis  Connect  Leaiming Partamance

Reports  Admin

i L

Video Administration @

[ Manage curent vieos and aperove or deny pending videos uplcaded by end users.

Manage Videos | 7 o Videos (0) @B
Creale a Video Course m
o0 Title e #| Engish (US) [ inclids inactive a

Tme Description Language Creation Dato =

IPRA Tror 1 Stumlegies for Retivement Wity s August 1al & populer lins o rebe? How cei purchss g servics Engiat) (US) 12292021

Wisninar erame incraaza my ranramant

pwsement Breventon for guidancs to shipon e Engleh (US) wnzzoz

Faqcutive Laadership 2.0 Impartanca af having & workplace

EWDC Opan Mastings VImusi TRining  The Danatal ASssmbly daciarad Mat 1ns [ stion of pubic poscy (5 EROESN (US) 72021
PUBNC BuZING33 and NIl ot b.

KEAP Re-entry: MASIMIING FEsilERcE,  Aoat ail SIESE OF DU IUES NAVE BEER IMBASIS By e pandemc Engezn (us) 5102021

Hoxibility and Intarpersanal skills as pasticutarly aur wark Ivas. b

workplaces returm o normal (Webinar)

Understanding Intmate Bartner Vaclence s 30 minute presentabon, Understendng inbmsts Vivence  Engish (US) arurzuzt

(1B for HR and Manogers for HIR 50 Mangers GPV) i pr

1V Panet iscussion T s0min. presentuon, Ungerstanding Inimate Parner Vislence  Engesn (US) pree
(IFY) &s prasenied by Dr Ranca Ga

Understanding intimate Pariner Violence  This Somin. preseniation Understanding Infimais Parinar Vilanca Engesn (s szt

apvy IFV) & prazantad by Dr Ransa Ca

HR B251C5: WOKDIacE ITVESHQANONS  ATENA SN O 1ha VIS0, FAMCOANTS Wik DA 30(@ 10 SaMONSIrara 1ha Engesn (us) 40021
Bz sk 1 canuct A W

KEAP: A Suparvisar's Teal Attha and of tha videa, particinants will ba ahla ko appraciate and Engaen 1% amanazt

descnbe to emplayees the benet.
The Practical Coach Atthe end of the vicea, partcpans will be able 1o apply the prackcal  Engieh (US)
sclions of cosening, lsin.

1

MY HEalth: RUN. HIDE. FIGHT. SUrviving \des Gopyrght @ 2012 Crty o1 Houston. — a1z
An Avtive Shovles Event
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Nerman, Saran

Swamer, vy

Sione, Hobert

Piarce, Retiacea
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Domaschko, Karen
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Fersonnel Cabinet
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4. Once the Create a Video Course screen opens, there are two
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options for uploading a video. The first option is to upload a video
file. This option is limited to 500MB and must be in the listed file
type. The second option is to embed a video from a URL. You must

select Embed for the upload, then choose Next.

Create a Video Course @

ADD A VIDEO GENERAL INFORMATION conrrv [T

Add a Video:
© upload a New Video @

Attach File Mo file atiached

Supported file types: .mpg, .mpeg, wmv, -fiv,_may, mp4. Max file size: 500 MB

O Embed a video
Input or paste @ URL from YouTube (e.g. hitp:/www.youtube.com/watch?v=sn2giX2ffoU)

.
(G (s @

& cornerstone

5. Once the video is uploaded (or embedded), the general settings

will need to be configured. This will include the following:

o Title

e Provider

e Training Hours
o Keywords

e Credits

e Subjects

e ADA compliance certification
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Back ) Cancel )

6. The confirm screen will review the information that has been
configured. NOTE: You will need to access the Course Catalog
and edit the settings to set the availability.

Materials

Uploading Materials (PDF, Office Document, URL)
o A material is a learning object (LO) type that can manage
various items maintained in an organization. A material can be
a website URL or an uploaded file such as an image, text

document, or presentation document.

e Because materials are a LO, they behave like other LO types.
e There is no way for the system to track who has completed
the material. Using a material as the learning object, users

will select “Mark Complete” after viewing the information.

e Training Coordinators do not have security access to upload
online content.
To create a material:
1. Go to ADMIN > TOOLS > LEARNING > CATALOG
MANAGEMENT > MATERIALS.

2. Select Create Material in the top right corner.
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Catalog Management
Material Administration

PO Engich (U
Q  Searchby Material Title Select Material Type ~ nclude inactive m

Materials

1=Type = Provider Description

ctively Lead 2 Remote Team URL Personnel Cabinet

ss Training peT

Module 1Introduction

Module 105ite SpecificCriteri  PDF Energy & Environment Cabinet

Version

£eC jater Quality Standards Academy Training Video: Module 11 Antidegradation PDF Energy & Environment Cabinet  This module e
tion

£eC jater Quality Standards Academy Training Video: Module 12 Standards Tools PDF Energy & Environment Cabinet  This modul qualitystzndard 10
sin-cludi compliance schedul

iule 13 Economic Consider  PDF Energy & Environment Cabinet e and how economic impacts can

ule 14

3 FDF Energy & Environment Cabinet ces and requirements for their use.

Quality Standards Academy Training Video: Module 15 NPDES Permits. PDF Energy & Environment Cabinet  This module pro
mits, types of permit limi

Quality Standards Academy Training Video: Module 16 Permit Tools FDF Energy & Environment Cabinet  This module provides

es.

Quality Standards Academy Training Video: Module 17 401 Certification ~ PDF Energy & Environment Cabinet  This module provides an overview of the 401 Water Quality Certification program.

ofmixing zones and complianceschedu 10

Language  |= EffectiveDate  |= Created By Active  Options

English (US)  NUA Wolte, Jessica Edit e

Hall, Teresa Edit -

Austin, Sarsh Edit
English (US) N/A Austin, Sarsh Edit ..
English (US) N/A Austin, Sarsh Edit ..
English (US) N/A Austin, Sarsh Edit e

N Austin, Sarsh Edit s
English(US) N/A Austin, Sarsh Edit s
English (US) N/A Austin, Sarsh Edit s
English(US) N/A Austin, Sarsh Edit
English (US) N/A Austin, Sarsh Edit e

w

I

. Enter a title for the material. The character limit is five hundred.

. Select the appropriate material type from the dropdown list.

The dropdown list only includes active material types. Material

types can be configured on the Manage Material Types page.

5. Select the appropriate provider from the dropdown list. NOTE:

This field cannot be changed when editing a material. Example:

YouTube or the Owner of the Material (Personnel).

6. Enter the number of hours and minutes required to complete the

training.

7. Enter a description of the material. This field accepts HTML.
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Create New Materials

General

Title

Material Type

Select Material Type

Provider

Select Provider

Training Hours

Description

Resources

T~ Add Attachment

Keywords

Available Languages

8. Under the Resources section, this section enables administrators
to view and manage attachments for the material. The
administrator can determine the visibility of each attachment. 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.
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10.Select Add Subject to add one or more subjects to the material.

11.Enter the number of credits a user receives upon
completing the LO. This number must be greater than zero

and less than one thousand.

12.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.

13.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 select the icon to enter a unique URL for
each available language. The URL must be provided in the
material's default language, the language of the administrator who

created the material. Once completed, select next.

Material Source

. URL P 1) 23

Materia s need to begin with one of the following forma
p-/f - foplocation

hittp: - external website

https: - external website with secure connections

e To create a Material with a document- select the
radial button by Upload Material. Once that has been

chosen, you will have the ability to browse the computer
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to locate the document to upload.

14.To set the availability for the class, use the dropdown menu >

select Criteria > Organization > select Add.

alog Management  Material Administration

Create New Materials

Availability

No Availability Added

Select Criteria v

15.Select Next.

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

17.Select Save. The material is now in the catalog. Once saved,
the Material has been saved. The screen will redirect to the

course catalog.

18.Select the dropdown menu to edit. You will need to go

through the general settings to verify they are all set.

19.By default, all activities are preapproved. This means that the
users will bypass manager approval when requesting training. Do
not add training approvals-the system is automatically set up

to require a training approval.
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20.0nce saved, the availability will need to be set in the Course

Catalog.

Curricula

A curriculum is a defined group of learning objects (LOs) which act and

function as a single learning object in the system. A curriculum can

include:

Classroom events

Online courses

Tests

Materials

Postings from the Knowledge Bank

Connect

Even administrator-defined action steps

Freeform items

Once created, the curriculum acts as a single learning object for

users to search for and request, managers to assign and approve, and

administrators to track and report. For example, a new hire curriculum

may include all the training a new employee needs to complete during

orientation.

Curriculum functionality allows administrators to create blended

learning programs that are flexible and easy for learners to manage.

Administrators can set specific parameters and conditions for each

training item in a curriculum, including the display order and the

order of completion. Curricula can be organized into sections, and

administrators can determine the order of completion.
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To Create a Curriculum:
1. From the MyPURPOSE home page, go to ADMIN > Catalog.

@J URPOSE Grow. Learn. Lead. Serve.

Search

Hi Jessica, Select your path below. @ /Go S
- g - Learming Admin Conzole
-
Vs o rires Ao ooy
@
o
#28 ™MycoMMUNITY -

— Be the BEST Version of Yourself!

_ b it

(AR Ean o) ADMIN TESTING Jw 5.2 omazoas Gpen Cameuam
(REGEISES (726 Saining selocton =) 2 =
b ot st orzerz023 Launch

_ ©2C. Hiring and Setection: Afiar the Interview —— ianisns

2. Select the Curricula Option.

A | contiguation Too

PINNED LINKS Catalog Management
Curricula

Manage all

Course Catalog ects of the training catalog including training, providers, subjects and evaluations.

RECENTLY VIEWED Course Catalog #
fanag ring con

Cantent Uploader in vour partal

Learning Assign... Learning Objects

Learning Admin . Certifications
Creatz and manage carti familiss, and « Providers

Events and Sessio_. Curricula # Manage whid
(Create and manage ou .

Overview of the . Subjects
Events and Sessions th

Create and manage instructor led training

Learning Assessments - BETA Training Purpose
(Crezte and manage maining purposes and categories

MyPURPOSE Trai...

Course Catalog

LAY 08-30-2022 Libraries
(Creatz and manage Fbrariss

LWY 08-30-2022 ... Materials

Creats and manage mats

LWY 08-30-2022 ...

Programs and Cohorts
Create and manage programs and cohaorts for guid
lezaming

Question Bank

Creatz and manage guestions to be usad in testz
Tests

(Creates and manage tests

Videos
(Creatz and manage lzaming

3. From the Curricula Administration screen select Create New.
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Curricula Administration

Manage Curricula ViewPending Requests @
e echeDate ouners optins

fecdRAIlORREE A §

]

4. The curriculum creation process is separated into five sections.
o General-the general properties such as the title,
keywords, description, and prerequisites will be
configured. The Curriculum Player will need to be

selected. Select Next.

5. Availability-select which users will have the ability to enroll in the
curriculum. Once the desired availability has been set, select
Next.
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Emails-will allow you to set how users are notified of

their enrollment in a curriculum. Select Next.

Structure-will allow the admin to set the structure of the
curriculum. Setting up a Recurrence will determine if the

curriculum needs to be reassigned.

Allow this training to be assigned to the same user more
than once- This option allows managers to assign the
curriculum to a user more than once. For example, suppose

a manager wants an employee to demonstrate

they are maintaining current knowledge on the information
contained in a previously completed curriculum. In that case,
their manager can reassign the curriculum, and the

employee can record a new completion for the curriculum.

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

completion for it.

Allow subsequent instances 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
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in your portal). For example, suppose a user received
approval from their manager when they requested a
curriculum in 2013. When they requested the curriculum
again in 2016, they were automatically approved to retake the
training.
6. 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.

rrrrrrrrrr

___________

...........

7. To add Learning Objects to the curriculum, select the ellipsis icon

and then select Add training.

ssssssssss

e \jH J
= -
8. Select the Learning Objects for the curriculum by searching for
the training using title or keywords.
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9. Once all the desired classes have been added, select done.

10.To each section and learning object, there is a sequence value.
This sequence value determines how a user must complete the
training items. Items with a sequence number of one are
completed first in the curriculum. If items have the same

number, they can be completed in any order. Select Save.

11.The Curriculum will now be available in the Global Search.
Versioning a Curriculum
Administrators can edit or reversion curricula for users in a
Registered or In Progress status and for future curriculum users. If the
curriculum structure is modified and there are users registered for that
curriculum, then the modified curriculum is saved as an updated version

so that the two versions can be tracked separately.

e If a useris updated to an updated version of a curriculum,
an email may be triggered if enabled by the administrator

in Email Administration.

e« NOTE: The processing time required for the system to

process the curriculum changes and display the newest
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version as the current version may vary. The version listed
first is the version that any users who request this
curriculum or any manager or administrator who assigns will

be requesting or assigning.

o Before assigning an updated curriculum version to a

user, verify that the reversion process is complete.

The following components of the Curriculum Structure, if edited,

WILL cause the curriculum to create the latest version:

e Adding or removing an object

e Training

e Note

e Form

e Section
An updated curriculum version is triggered when these 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 an updated version:

o Editing Title

o Editing Instructions

o Editing Pay Upfront settings

o Editing Pre-Approval settings

o Editing Max Attempts for a test
e Editing Due Dates

o Editing Auto-Register settings
o Editing Auto-Launch settings
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o Editing a Note
o Editing Recurrence
e Changing the Display order
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 like the process of creating a
curriculum. If no users are registered for this curriculum version, the
administrator can create an updated version. If users are registered
for the curriculum, an updated version must be created. In this case,
the Update Current Option button does not appear. NOTE: Each
curriculum version retains its original title and owner information,

even when new curriculum versions are created.

4. After saving changes that triggered an updated curriculum
version, you are navigated to the Reversion Options page.

Enter the following information:

e Version-Select which previous versions of this curriculum
will be replaced by the new curriculum using the Version

dropdown menu.

o Status-Choose which updated version can replace the
curriculum statuses. For example, you can decide that all
users with the previous curriculum version in a Not Started
status on their transcript will automatically receive the new
curriculum version. If none of the boxes are selected, only

users who register after the changes have been made get the
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updated curriculum version.

o Not Started-Select this option to upgrade users with
Registered status for another version of this

curriculum.

o In Progress-Select this option to upgrade users with In

Progress status for another version of this curriculum.

o Complete-Select this option to upgrade users with

Completed status for another version of this curriculum.

e Assign To-Choose additional options to determine which
users receive the new curriculum. Users with Previous
Version(s) on Transcript-Users with a previous curriculum
version will receive the updated version if the status

requirements set above are also met.

o Users Assigned by Dynamic Learning Assignment-
Users assigned an outdated version of the
curriculum via dynamic learning assignment will
receive the updated version if the status

requirements set above are also met.

o Users Define by OU-Users who meet the
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.
6. Enter the following information:

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

varies.

o Set Date-If this option is selected, the updated 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 if 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 updated version of the curriculum.

o Users Not Started-Select this option to upgrade users with

Registered status for another version of this curriculum.

e Users in Progress-Select this option to upgrade users with

In Progress status for another version of this curriculum.

« Comment-Enter any comments to explain the changes
implemented in the updated version. This helps others to
distinguish the differences between versions. The
comments may also explain why the changes were

made.

7. Select Save. NOTE: The processing time required for the system
to process the curriculum changes and display the newest version
as the current version may vary. The version that is listed first is
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the version that any users who request this curriculum or any
manager or administrator who assigns will be requesting or
assigning. Before assigning an updated curriculum version to a

user, verify that the reversion process is complete.

8. The Modification History table appears at the bottom of the page
displaying when the curriculum was created, and every time the
curriculum was modified. When an updated version is made, the
administrator must enter comments describing what was changed.

These comments appear in the modification history table.

9. Any courses 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 removed from the
old curriculum, that course will appear on the user’'s main

transcript page.
Evaluations

Creating an Evaluation
Level 1 Evaluations are used to measure and record a learner’s
reaction to the training they have recently completed, such as their
rating of the course content, materials, and relevance. Level 1
Evaluations are the most 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 kinds of
training that are most effective and engaging to your learning audience.
Evaluation Availability: With most 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
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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.
Evaluations must be attached to the Event before sessions are created.

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

Evaluations.

’m;PURPOSE KEKFOERY
Grow. Learn. Lead. Serve. ez | Search B -
Home  NecdAssistince?  MyPROFILE  MyCOMMUNITY  MyLEARNING  Cemificaion  Comment  ILT ¥ T g TS Admin

Catalog ‘

Hi Jessica, Select your path below. ® N R
Custom Field Administration
; MyPROFILE ‘/o_o Learning Admin Console

Learning Assignment Tool

MyLEARNING Q T
& Tools
=

v MyPERFORMANCE

' MyCAREER

f2% MyCOMMUNITY

é&
1
\
i
‘-i

Be the BEST Version of Yourself!

My Training
Due Date Action

nnnnnnnnnnn
(0 approved training selection(s)) 29- e Curriculom
(Registered for 26 training selcction(s)) ADMIN TESTING JW/8:29-2023 erzerzozs Open Gty

418 Mk Yo Fiow v Weaehcti i Homs SR el

GSC- Hiring and Selection: After the Interview e s

JavascrptvoialO; HB Basice: " baucch | Macc

Catalog Management

E Manage all aspects of the training catalog induding training. providers, subjects and evaluations.

Course Catalog General Learning

Course Catalag # Evaluations #
Manage all training courses that have already been created Create and manage evaluations that can be attached to all
n your portal training in the catalog

Learning Objects

Certifications #
Create and manage certificates, families, and categornies

Curricula #
Create and manage curricula

Events and Sessions #
Create and manage instructor led training

Materials #

Creale and manage materials, a general learning object

sed to manage various types of items

ganization

Question Bank #

Create and manage questions to be used in tests

Tests #

Create and manage tests

Videos #
Create and manage leaming videos

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

il

_ Level 1 [Reaction) Evaluations
Level 1 (Reaction) @ Create New Evaluation Question Bank

Level 2 (Knowledge)

Level 2 (Scored) Search: | English (US)| &, Search | [l show mactive -
Level 3 (Behavior) u Previous | 1-1 of 1 v|Next»
Evaluation Defaults Name & Default Language Date Created Last Modified Active Options

Default Template English (US) 52018 121433 PM W ER2

3. To create an evaluation, select Create New Evaluation or
copy an existing evaluation by selecting the Copy icon in the

Options column.

Add Level 1 Evaluation

InchiBE 3 Cowrne Svakiation b §an immadlate fedbacs Trom the iy dent on Sher REacTan te thi coers

Saiect Header: | Select L
Hesger Color: ] | Setect Golar
Heade Provew

Evaluaiion Name:
Ditaen Lamgusge: Eng o i)
Drechions
QUESTIONS
ORDER BECTIONE AND QUEETIONS @ TYPE REPEATSECTRNET  |D  RESPONSE REQUIRED OPTIONS

4. Header-Select Header-From the dropdown 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.

o Header Preview-This displays a preview of the header’s
appearance 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.
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The chosen logo is not resized.

Add Level 1 Evaluation

s Ehesie rraction ¢

indude o eoursa svaluation to gaks immadiate feadback from the stud burss

Salect Haadar: | MyPupmiadDlvsd |pg w

Header Color [ [ setsct cotor |

" #yPURPOSE

nnnnnnnnn

5. General Information-Enter the following information for the
evaluation:
o Evaluation Name-Enter the evaluation title. Localize the
field using the Translate icon for portals with multiple

languages enabled to enter localized text.

o Default Language-This displays the evaluation’s default
language. When adding, editing, or copying an evaluation,

the default language is the language

of the administrator adding the evaluation. The default language

is read-only and cannot be changed.

e Directions-Enter the 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. Localize the field using the Translate icon for
portals with multiple languages enabled to enter localized

text.

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
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a page break on the evaluation, and at least one section is

required. Enter the following information for the section:

Lewsl 1 - Reaction Evaluation

Evalustion Name: | Jasscas |est valanon
Default Language: Engish {U%)
Directions: | Pagsa il aut the following Evaluation

GUESTIONS

TYPE REPEAT SECTION BY

ORDER SECTIONS AND QUESTIONS 2 INETRUCTOR D RESPONSE REQUIRED CPTIONS

| cancel | Submit |

o Section Title-Enter a title for the section. Localize the field
using the Translate icon for portals with multiple languages

enabled to enter localized text.

e Section Directions-Enter directions for the section. On the
evaluation, the directions are displayed beneath the section
name. Localize the field using the Translate icon for portals

with multiple languages enabled to enter localized text.

7. Select Done. The section appears as a row in the Questions panel.
Select the Edit icon in the Options column to edit the section title or
directions. To remove a section, select the Remove icon in the
Options column. NOTE: Removing a section also removes all

qguestions in the section.

8. Add Question-To add a question to a section, select the Add

Question icon. This opens the Search Questions pop-up.

100
Governmental Services Center Training Admin Guide Edited 10-3-2023



I Selected Questions

REMOVE QUESTIONM RESPONSE TYPE

pearch All Questisms:

- Cnglsh (US) | ©, Search
== @ [ @, search ]

s lion Mama Al Categonies

[Ralact CoiiFsa Ta Wiew Quiastioms Fromm:

F Add All 3 Questions (3 Rezulis)
Questions
ADD QUESTION CATECORY AUTHOR RESPOMSE TYPE m VIEW
[ ] I wioikd recommend his Baining course I oiiers Palirg %‘é‘;&ﬂﬁ' Likert Scak: 52 - ]
@ 'I::.:ia;:l:mdsd adequale opportunily o ask queslionsclarnify my understanding of CC-?sr.-::.:ﬁl g‘.d;}lligli:lﬁ:gr. Likerl Scale 7 =
@ The mstructor was knowledgeabla on the courss confent. nstructor miggmbgn Likart Scale A1 =

9. 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.

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 the Evaluations link.

Telephone Etiquette Bl

M Tentatve & Appraved | complsted [ Cancelied
[Session 1D Localor Number Start Date: O to =]
[Locatian 2 tnstructor &
& Creats New Personnel Gabinet - ODET Session
(1 Hesin
Day Start Date End Date Session ID Locator Number Location Enrallment Evaluation Status Options
Tucsday - A - D1z EN Personnel Cabnet oetrso Ef= Poproved BEEAx

4. Select Active to activate an evaluation.
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Telephone Etiquette - Evaluations

Activate each evaluation that you would ke ta attach to this course. The stancard corperate evaluations il be used by default, but you may create a custom evaluation by editing the default. If you later decide to replace a custom evaluation with the defaul: then you will
not be able to retrieve the old custom evaluation.

B previen qu Select Custom (‘J' Restore Default

EVALUATION ACTIVE REQUIRED INCLUDE PRE-TRAINING PREVIEW TITLE TYPE OPTIONS

Level 1 - Reaction Evaluation [ /A B Default Template Default @

5. Select the option to add a custom evaluation.

Select Evaluation

Search: | English (US)

« Previous Next »
Name 4 Default Language Date Created Last Modified
@ Default Template English (US3) 352018 121433 PM
& Jessica's Test Evaluation English (US) 4/26/2018 12:45:04 PM 4/26/2018 12:48:04 PM

6. By marking required, this option makes the evaluation required.
NOTE: Evaluations set as required in the Course Catalog will
display a Pending Evaluation status on the User Transcript after
completing the associated training. Learners will not receive credit
for the course in a Curricula or satisfy a requirement until the

evaluation is completed or expired.

7. Preview - select to see the Evaluation.
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KENTUCKY

PERSONNEL CABINET
il

Telephone Etiquette
5172018 1:00 PM EST - 57172018 3.00 PM EST
Session ID: 012 Locator Number: 31

Section 1

Question 1.

| would recommend this training course to others.
Strongly Disagree Disagres Meuiral Agree Strongly Disagree

Optional Comments

Question 2.

| was provided adequate opportunity to ask questionsiclarify my understanding of concepts.
Strongly Disagree Disagree Meutral Agree Strongly Disagree

Ophional Comments:

(Cuestion 3.

The instructor was knowledgeable on the course content.
Strongly Disagree Drsagree Meautral Agree Strangly Disagree

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
e Evaluations can only be edited if a user has not started them.
Once users complete that evaluation for any learning object,

the evaluation cannot be edited.

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

evaluation and the new one.
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Helpful Hints - Attaching Evaluations
o 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 would see the new evaluation when

selecting the Evaluate link.

o The default evaluation will appear for all new learning

objects created in that learning type.

e Changing the default evaluation will not change

evaluations already associated with learning objects.

e If using evaluations, set a due date.

Tests
Creating a Test Question
All test questions should be created before creating the test itself. It
is not possible to create questions 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 select the Create

New Question link. This opens the Create Question page.
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Create Question
Queston . &

Response Type: select Response Type -
Question Image or Video | Browse Upload
Browse and upload an image or video. Maximum file size is SOMB. Suppored file ypes are gif. jpg. bmp, wmw. v, and mp4

Answer Explanation ™ ]

Category:  select Cabegary -

AcCtve: [

| Canced J Subemit

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

or analyze 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 a
Multiple Question or Single Answer, you must provide the

response options for the test taker.

Question: |\What color is the sky?

Response Type: | Multiple Choice/Single Answer
< Add Response Choice

Order Response Choice Correct Always Display Remove

[1 | [blue | ~ ]
[2 | [green | | R~ w
‘3 ‘ |purple | | 4| o
‘4 ‘ |Drown | O 4] o

5. Answer Explanation-In this field, enter an explanation for the

question. For example, if the correct answer is True, explain why
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this is the right response to the test taker. The test taker can only
view answer explanations after the test is complete. The character
limit for this field is three hundred.

6. Select Submit.

7. Repeat as necessary to build the assessment.

Test Engine Administration

The test engine creates, categorizes, and delivers tests to meet your
corporate training goals. Administrators can evaluate employees’
progress, knowledge, and understanding by creating tests. The tests
can be delivered as standalone learning objects or associated with any
learning objects in Cornerstone. Administrators can use this tool to
create follow-up exams for compliance training, measure employee
competence in strategic knowledge areas, perform placement exams for
new hires, evaluate the effectiveness of certain training programs, and

more. Tests function 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

Test Engine @

@ Create New Test > View Question Bank

] English (US) [ Show Inactive | 9, Search | (6 Results)

Test Name Version Effective Date Created By Available Languages Questions on Test Questions in Pool Options @
CAP Post Test 10 4272018 Admin, Cornerstor English (US) o 0 »BZRsET

Introduction to Self Employment Post Test 10 41272018 Admin, Corner: Enghsh (US) 0 0 ~3& BF 4 2ET

g 3 8

Introduction to Vocational Assessment Post Test 10 412772018 Admin, Corner: English (US) o »BZEsED

OVR Confidentiality Post Test 10 4/27/2018 Admin_Cornerstone English (US) o 1] »BZRsEs

OVR HDI DD Online Assessmeant 10 412712018 Admin, Corner: English (US) o 0 »AZRsEw

4 2 8 £ £ =2
g g g

A

OVR New Employee Orientation Post Test 10 412712018 ‘Admin_ Cornarstol English (US) o 1] = 3 (& 230

3. Test Name-This column displays the name of the test. The name

appears in the language of the administrator that created the
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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 a test name, training hours, credits, and grader.

GENERAL

. -+ AVAILABILITY .+ PRICING __ _ CONFIRM

Test Detalls @

Test Name: | |

* Provider: [Select Provider ~]
Test Description:

Training Hours: {Q hours [0 |r|'|nulss

Available v
nguages: ENgish (US)

Default Language: English (US) @
Credits: [0
Subjects: 44 subject &

Test Graders:

Select Grader &2 (Test Graders will have equal access 1o grading free-form questions, if included in the test Test graders will dynamically have access to ungraded free-form questions under the Test Grading link )
Attempts Allowed: | (leave blank for uniimited retries) @)
View Test Score: i/|manager ] User (Allows review of score after test submission.)

Allow Test
Review: ™/Manager | User (Allows review of score breakdown on test results page after submission (pass or fail). Also, allows test review link in transcnpt after completion )

Allow Review

'“';;EEVCF[V [ (Atiow users to review their test afler every submission. Provides user with a review link for each test atlempt. They will only see answers 1o questions they attempled )
mpt:

Review Level: ) ajow users to review quastions and comect answers Wil also display answer explanations, if available

O Allow users 1o review questions only
2 Allow users 10 review question category and answer explanation only.
Price: 5 [0.00 |
Lockout: [0+ [week(s) v| Default lockout period betwesn retries is zero (meaning no lockout)
Instructions: ‘ ‘

Sctica: oo

5. Select Next.
6. Under the 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 you wish to use.

GENERAL STRUCTURE AVAILABILITY | PRICING

CONFIRM
- - - .

 Tast stracture Tips:
= Al questians for sacn section will SPPESr BR Sna page. Far snhanced performante, me recommend no mEre than 1015 questena per section.
w Grder Randomlzation Options: For these eptions, plasss slect shether r not you woud e comphots randomezation to occur, B the bas I selecind, 8l ks wB appear in random e 1 1t bs sncheckid, tha Bews will appus In the orignl order Bsted, By default ab

options e swiacted for randem crder. Ths otien Is separate from Random Selaction eetions.
® Random Selection Ooelns: When creating sections. yau have the aptise o show 3 random subset of questions frem a larger question pool. Use the display colsmn bs dhaose how many geestons in each section pocl should appear on the page.

Test Dutails @

Tires Limit Misutes: (50 Wi 5 300 minutos - Leave blank for no ime: it on test)
Koo Imr nanning I (ssar eots 1ost eay.
Passing Score (%) [AD | fdebaulis i 50 % Tha fred s scone draliows sy rmanrng filnes )

Early Exit: ) Ak the peescn Bang fesend B0 5av any progross and reem 10 1ne iost at & later pont
% The person EAONG e S must proceed Al 1he way hough, o Scoapk Ihe SCor ASSessac A Iha pond of aarty il The Scons will only be CAICLIANAD If 1 URAT MAs SUDMINAD (heir Avswars DAl Bme nas mn ot
[T Whumber of temess wser may launch 1ost bofons bung scored. Tast must have me remainig. Mior masamum has beon reached tost wil b9 scorod. Entorng & 0 vell alow unlimasd tost eranas)
Grder Randomization OPYONS: R pandomizs Sactions
! Frandomure Cuesbons

Maimum Numbar of Test Encries:

Seone Test Using Custom Weighting: [ chacking this bee will slow you Lo enber & poinliweight distribution o the hest. Leaving this Blank wil scces all questions squally

= The Tolal waighl inr all sections musi squal 100

= Total weight for al quesiions in & secton must sum ko e weight of the secion
= M using random ueshon dstrbuton | ax 2 of § queshons in 8 Secton) a8 questions wil be sconed squally based on the SAcHon weight

ORDER SECTIONS AND GUESTIONE 9 DISPLAY TVPE o ALWAYS O

7. To add a section to the assessment, select the plus sign.
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8. Once the section has been created, questions can be added. To add

a question, select the question 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

dropdown.

12.Define the following settings for the selected Organizational Units.

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

14.0n the Confirm page, verify the test details and Select Finish to
finalize the test. NOTE: If the course code functionality has been
activated in your portal, a course code is automatically generated
for the Learning Object (LO) immediately after the administrator

saves the new LO.

GENERAL STRUCTURE AVAILABILITY PRICING TRAINING UNITS CONFIRM

Test Name: Annual Secunty Awareness Test
Provider: Internal
lest Description: This is 1o test your general knowledge of the organization
#{s): English {(LIS), Spanish (Spain)
ge: English (US
5

g
3
Number of Questions Overalt 3
Price: 0.00
kout: 0 week(s)
Early Exit: Allow the person being tested to save any progress and refurn to the test at a later pont

nstructions: This test will measure your general knowledge of the organization within a 5 minute ime limit

Cancel | Finish

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

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

Reporting

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

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

Edit-Select the Edit icon to edit the test.

Edit Evaluation-Select the Edit Evaluation icon to edit the test

evaluation.

View-Select the View icon to view each section of the test.
NOTE: Changes to a test cannot be saved from the View
Details icon when accessing a test. Changes can only be

made when accessing the test from the Edit icon.

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

be inactivated.

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

review.

Running a Standard Report

Standard Reports allow Training Admins to gather general

information regarding training data. The Standard Reporting Tool will

109

Governmental Services Center Training Admin Guide Edited 10-3-2023



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 necessary information to the report Parameters will further
define the information that pulls back. MyPURPOSE offers a variety of
standard reports. These reports are out of the box from the vendor. We
cannot add fields to these reports. All reports run on the following

criteria: Date Range, User Criteria, and Training Selection.

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

JW hi i
JPURPOSE Grow. Learn. Lead. Serve. K*% Search B8 =

Be the BEST Version of Yourself!

My Training

3. The Reports page will open. From this page, select the report that

is desired.
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Fuogus my 04 summanzed  smpayes or oSNNS

4. For each selected report, the filters will show. For the example

below: The Training Progress Summary Pie Chart.

Training Progress Summary Fie Chart

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

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 in

DATE CRITERIA

Date Criteria: |Select | From: 23 T0:| =

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, select Done. 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 the pie chart fields, you will get a more specific

overview of users’ Progress.
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Registered! ot Started |
8 completed
8 No Shew/Withdrawn
37.5% 125% Not Activated
view Datals - B
5 Printable Version 3£ Export to Excel « Previous Next»
STRATI LEONDATE  sTAlus DETAL
0471312 os/277201 eted  Adwe 8
WA negated  Adwe 28
WA wihden A 28
WA wibdmn A 28
7 wA withdmwn A oE
na
W
WA

NOTE: The Standard Reports should provide information on any
Learning Object in the system. A comprehensive overview of user

activity will show by filling out the required filters.
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