Training Coordinator 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.”

"7:PURPOSE iR,

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.

774PURPOSE

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

WePURPOSE

/)

L

Home Profile eaming Certification Content nwr Performance Reports Admin Open Opportunities

Global Search

m=s s = - TN
EpE®
i o
Training results (4)
ertificat
B  Wes Test
ple i

KELMS Basics of Navi
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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
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Profile, and Selected Subjects, which help power their

recommendations in one click.

"?‘f%%PURPOSE

Home  MeedAssistance?  Profls  Comnect  Leaming  Cerbfcabon  Content LT Pedformance  OpenOpporfunities  Reporls  SuccessCenter  Admin

(2 266 Completions
Q £ 143 Badges
Your Subjects —

i skills,
E'"'pl aDM iopme . n».su |

Created Followers Followed

Create New Playlist

Continue Learnlng

ramscript View
o o 2
PAST DUE DUESOON  ASSIGNED / NO DUE
oate

[ nsconen mopuenare ERRTRRNY GSC 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.

Hi Jessica! What would you like to learn today?

Continue Learning

uﬁuﬁuﬁuﬁ

GeC Tlainillg G5C Executive Branch G5C Virtual KHRIS Time
Administrato. Ethic: Classroom: W Administrator
- Select Session — Seledt Session - Select Session - Select Session

Inspired by Your Subjects

E &gmu

Think Before You Ag le Leadership and Cyber Security for Develop ing
Ci ck Ieam Sk Ils lhe E nd Us.a Emotional
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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.

(2 266 Completions

E 417 Hours
£ 143 Badges

Your Subjects

Edit
Business Skills, Compliance, Creative, Diversity,
Employee Developrrent, Health 8 Wellness, .
Your Playlists
1 4 0
Created Followers Followed
Create New Playlist
Transcript View
0 0 2
PAST DUUE DUE SO0MN ASSIGMED f NO DUE
DATE

ASSIGNED / NO DUE DATE

GSC Training Administrator Training
Withdrawn
voa Select Session

GSC Virtual Classroom: What is Discipline

ses Select Session

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

appear, learners must first select Subjects. To set your Subjects in
MyPURPOSE:
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1. Access the Learner Home Page, hover over the Learning tab,

and select Learner Home from the dropdown.

() 266 Completions
E 417 Hours
£ 143 Badges

Your Subjects Edit

Business Skills, Compliance, Creative, Civersity,
Employes Development, Health & Wellness,..

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.

12
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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
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
L

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.

13
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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.

14
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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?

£ 146 Badges

Continue Learning

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

All done! Featured

Sl

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

17
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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

18
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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

19
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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.

20
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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.
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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

23
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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

Training Type: Online Class

Version: 5.0
Training Hours: 2 Hours 0 Min

Status: Registered
Training Purpose:
Due Date: None &y
LEGACY ACTIVITY CODE:

TRAINING PROGRESS

Progress:

21
= " @ kypersonnelcabinet-pilot.csod.com/LMS/UserTranscript/TraningMarkComplete.asp... &
Training Details e -
Enter a comment explaining why the status was changed ta complate
Provider: Personnel Cabinet - ODET

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

View Time: 0 Hour(s) 0 Minute(s)

Status: Registered v Mark Complete

Comments. * Commenis Required

0% (0 of 1 units complete)

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 & Sessions

Facilities & Resources

Vendors & Instructors

View Your Sessions

2. Locate Vendor (Organizational Unit) by searching.

3. Select the instructor link to the right.

25
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4. Select Add New Instructor.
Instructors

View Instructor Requests ]

Search for Instructor Name:

| |

Ih_fl Wiew active instructors only

@ Add New Instructor

5. Select the Call Out icon.

First Name Last Mame

Instructor Name: @{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 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.

26
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To create an ILT Event:
1. Navigate to ILT > Select Manage Events and Sessions.

'7773? URPOSE WEERY
Grow. Learn. Lead. Serve. = | Search B8 =
me  NesdAssisnce?  MyPROFILE  MyCOMMUNI TY  MYLEARMNG  Certficaion  Comment G, wreomcs wycaR MyREPORTS dmi
Pacilties & Resources

oias Erene & St ®
@ Vendors & Instructors i 4 :
& MyPROFILE
2 rerorue —
MyLEARNING Q m o
&
(o
U’ MyCAREER P .
o -
#8% MyCOMMUNITY .
— Be the BEST Version of Yourself!

2. Select Create New Event.

‘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 @

@ Search for all Events :: 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.

o Properties
o Availability

e Session Defaults
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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

Add New Event

Properties

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

........

2iucE

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.

28
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Add New Event

Availability

No Availability Added
Select who cansee or request this training

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.

e You can set how the waitlist is set up.

Add New Event

Session Defaults

H

<]

. 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.

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



‘Additional Requirements

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.

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.
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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.

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

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
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Sessions.

i -
WPURPOSE Grow. Learn. Lead. Serve. == [ I

sssssssssssss MyPROFLE  MyCOMMUNTY  WyLEARNNG  Cerficson  Content I

Hi Jessica, Select your path below.

& MyPROFILE

MyLEARNING

- 9
0 v
Be the BEST Version of Yourself!
My Training
e heion
ADMIN TESTING JW 8-29-2023 9282023 Open Curriculum
T ——
e aer

wwwwwwwwww

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

to the event, select View Sessions.

LR ——

Manage Events & Sessions

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

Session.

anage Everts & Sessions

GSC Adapting Your Behavioral Style
Search

: Create New Personnel Cabinet- GSC Session
o o e e e e e o .

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

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

mmmmm

7. Once the Parts Schedule has been completed, select Details.
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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

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.
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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.

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 users in avallability 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) Please selectaRequestForm v Remove

- ]

Modification History ~

¢ 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

e 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 >
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Manage Events and Sessions.

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

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 or schedules. When a user registers for this session, they will be automatically enrolled in each part. I 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 location, resource, or facility conflicts between your sessions or with other scheduled sessions, click "Check for Conflicts!"

L]
Parts Schedule
O @@ CheckConflicts Export to Excel View Events Calendar
Status Day Part Name Starts Ends Training Hours Location Instructor Options
Wednesay O5C TraiNINg Administrator Trainin 4/13/2022 4/13/2022 3 Hourls) 30 Minute(s) Virtual J Wolfe (Primary) Edit | Delet
ednesday H 20 AMEDT 12:00 PMEDT 3 Hour(s) inute(s irtual essica Wolfe (Primary) i elete

‘ Cancel ‘ “ “

5. The Details screen will appear. Enter the general settings.
e 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.
¢ Credits-the number of credits that are awarded for this

session.

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

record.

¢ 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.
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P

Manage Events & Sessions

Waitlists | | ExceptionRequests | | Interest Tracking | @

@ searchforallEvents O Search for all Sessions

GSC

View Active Events Only

Create New Event Export to Excel

Tentative Approved Completed
Event Name Subjects Vendor Language(s) Sesslons. Sesslons Sesslons. Options
GSC- MyPurpose Tralning Administrator and Coordina  Technical Training  Zoom Video Webinars for Cornerstone  English (US) 0 [ 3 ViewSessions | EditEvent | s
tor User Group () Learning Suite
GSC elLearning Basics () Technical Zoom VILT Integration English (US) 0 0 2 ViewSessions | EditEvent | s
GSC Tralning Coordinator Training Technical Training  Zoom vILT Integration English (US) 0 1 8 ViewSessions | EditEvent | s
GSC Tralning Administrator Training Technical Training  Zoom vILT Integration English (US) 0 1 3 View Sessions | EditEvent | s

Manage Events & Sessions

nts, edit existing events, and schedule new sessions. Note that the search will return a maximum of 10,000 entries.

uled instances of events. Use the options below to create new

information for instructor-led training. Sessi

Subject 4 Vendor g

Enable Enhanced Search

(33Results) 1 2 > »

3. By selecting the waitlist option, admins will view users that

are added to the waitlists for sessions.

aitlisted Users

Event Title

Current by User

Senubert, Megan

Ramos, Betty

Yi. Anna

Bet. Cominique:

Butier, Anna

Metton, Myra

Claunch, Geraid

Hoiman, Rick

Claunch, Gerald

Claunch, Gerald

Cusrent by S

3 Export to Excel

Employee

Locator M

vendor 3|

o)

(34 resuts) [{l[2]> »

UseriD Organizational Unit(s) Locator Number  Phone Titie session ID Session StatDate  Respond

XRNOOR1  Distret 7 Section (Organization) 86505 2020 Probabon and Parole Asst. Supervisor n-Senice 2020 Probation ana Parole ASst. Supenvisor 1n-Serv 412372020 8:30 AM View
Probation and Parole Officer IV (Position)

NWI0E22  Distrct 12 Section (Organization) 86509 2020 Frobation and Parole Office Support Asst In-Service 2020 Probation and Parole OSA In-Service #3 41142020 8:30 AM View
Office Support Assistant i (Pasition)

NWP00SS  Distict 17 Seclon |0|ganuahnrl) 86509 2020 Probation and Parole Office Support AssL In-Sevioe 2000 Probation and Parole OSA In-Service #3 41142020 8.30 AM View

aordinator (Postion)

NXJOB14  District 17 Section (Organization) #6509 2020 Protiation and Parole Office Support Asst In-Service: 2020 Probation and Parole OSA In-Sarvice #3 4/14/2020 8:30 AM View
Office Support Assistant i (Position)

MRX0435  Ciassificanion Branen (Organization) 88273 D4 Ennanced Awareness 88273 DJJ Enhanced Awareness 47112020 500 AN View
Justice Program AGTInSIalor (Poson)

TJR001S  Eastern Mental Health Services (Organization) 88273 DJJ Enhancad Awareness 85273 DJJ Enhanced Awareness 41712020 3:00 Al Views
Citf PsygsUPsych ASCALica Psycn Pra i (Positon)

NZZ0011  Traffc Engineenng & Permits Section (Organization) 85116 Emoracing Change 8/26/2020 8:30 AM View
Transponatien Engmg Technologst il (Positon)

ZIPOOT4  Richmond Section (Organization) 85114 Embracing Change 4182070 8 30 AM View
Transportation Engmg Technologst Il (Position)

NZZOO1  Trafic Engineering & Permis aton) 85114 Embracing Change 4182020 8:30 AM View
Transportation Engmg Te'mndogsl W (nn-;m]

NZZOOT1  Trafe Engineering & Permits Section (Organization) 85115 Embracing Change 71172020 8 30 AM View

Transpartation Engmg Technologst I (Position)

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.
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Control the waitiist for this session below. Auto-ragistering a user means that by automatically or manually allowing somebody into a session, you are registering them for it 25 well. Al hilling kakes place at time of waitlist grant, and the user does not need to take any action at all. Auto-processing works by automatically
inserting a wser Into an open spot in a session (if aule-register Is turned on) or 2 spot will be reserved for that spedific person (if auto-register is off).

Waitlist for 2020 Probation and Parole Asst. Supervisor In-Service
Options
 Allow Auto-Management of Waitist

® Grant a waltist opening to one user at a time based on priorty
© Grant opering to all waitlisted users at once far first come first served registration
W Auto-register user upon granting waithst

86505

 Printable Version  3€ Export to Excel|

Ordar Name Organization Unit(s) Locator Original Request Date Response Comments Respond
Disict 7 Section (Organization) ; | o )
1 Schubert, Megan Prooation and Parole Qffcer IV (Posiion) gt AL/ AR Graak 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.

—

Tl A
?;‘l URPOSE Grow. Learn. Lead. Serve. @E’C—K—' Search . ]

Home  NeedAssistance? ~ MyPROFILE  MyCOMMUNITY ~ MyLEARNING  Certfication  Content % MyPERFORMANCE ~ MyCAREER  MyREPORTS  Admin

Facilies & Resources

Hi Jessica, Select your path below. e ©
a MyPROFILE Vendors & Instructors [
View Your Sessions. /
MyLEARNING ) m L]
ey 9

' MyPERFORMANCE

10
'Y

Be the BEST Version of Yourself!

I (R

I MyCAREER

#8 MyCOMMUNITY

Due Date Action
View transcript
tgea;z:::: o ?&"ﬂ:ﬁ'ﬁ?&?ﬁfﬁ%mq ADMIN TESTING JW 8-28-2023 9282023 Open Curriculum
ini )
{088 o i e Wt i -
(GSC- Hiring and Selection: After the Interview i -
11612023 i =
masrptvo0; TS "

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

to the event, select View Sessions.
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Manage Events & Sessions

GSC Training Coordinator Training
Search

Tentative Approved (] Completed ] Cancelled

Start Date o

Session D Locator Number E) MM/DD/YYYY ) MM/DD/YYYY

Sessions Create New Zoom vILT Integration Session

Day = Start Date 1= End Date ]=Session ID 1= Locator Number 1= Location Enrollment Evaluation Status Options

Tuesday /17/2022 5/17/2022 5/17/2022 111406 40f30 Edit | View | Print

Approved Roster -=-
1:00 PMEDT 4:30PM EDT

3. To enroll users to the roster for an ILT Session, select the

Roster icon by the session details.

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

Event and Session Summary

Session End Date Seats Avalable
5/17/2022 at 4:30 PM 260130

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
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roster with a pending st

atus.

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.

Add Pending Users to Roster | [ send emails

Name User ID Locator
Cram, Elizabeth MHT0027 27
Kathryn MMZ0050 27
Linville, Galen JXHD031 27
Swarner, Wesley JPJ0D27 2

Organizational Unit(s)

Training and Employee Development Branch (Grganization)
Consulting Services Manager (Position)

Governmental Services Center (Organization)
Systems Gonsuttant IT (Position)

Training and Employee Development Branch (Crganization)
Performance Consuftant Iil (Pasition)

Office of Diversity, Equality, and Trng (Organization)
Deputy Executive Director (Position)

Status

Pending

Pending

Pending

Pending

9. The users will now show as registered.

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

Scoring Tab.

Parent Roster | Attenca

Session Status:  Approved
Session Start Date: §/1/2018 6:00:00 AM
Session End Date: 5/1/2018 9.00:00 AM
Seats Available:  46/50

Attachments: Browse... | [ Upload

RESOURCES

Add Attachment &

No attachments have been uploaded for this Session

SCHEDULE.

USERS.

[ Print Sign-in Sheet [+ Email Registered Users & Add Users g Withdraw | Move Users

Deputy Executive Director (Position)

Name & User ID Locator Organizational Unit(s)

ERELD a2y & oot Semvees anager (ospon T Crganzaton
Hutcherson, Kathryn MMZ0050 z ol oo Con G
e ToEm] ] Fetormance Consutant i Postiony T ot
Swamer, Wesley RIS 7 Office of Diversity, Equality, and Tmg (Organization)

Email

ELIZABETH.CRAM@KY.GOV

KATHY.HUTCHER SON@KY.GOV

GALENLLINVILLE@KY.GOV

WE SA.SWARNER@KY.GOV

Inventory Unassigned (0) Pending Payment (0) Waitiisted (0)

] show witharawn/Removed Use:

Attendance Score  Pass/Fail Status
00f 1 Parts Attended Registered
00f 1 Parts Attended Registered
00f 1 Parts Attended Registered
00f 1 Parts Attended 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.
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t Roster for Completed Users” button to submit Attendance, scoring and Pass status for users who have o Atendance, scoring and Pass status wil not be editable when th roster is subitted and a user has a status of “Completed”. The
date the user's atendance, score and pass status where the users status is not yet complete.
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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
to specific assignments via the Assignment Summary page.
Administrators can create new learning assignments via the Learning
Assignment Tool’s Create Workflow to assign training to individuals or

groups of users at one time.

1. To begin creating a new learning assignment, go to Admin >

Tools > select the Learning Assignment Tool link.

2. From the Manage Learning Assignments page, select the

Create Assignment button.
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I3 Learning Assignment Tool

Manage Learning Assignments m Options ™

o T Filter Sort by Created Date (Newest-Oldest) ¥
Training Title Created By

Created Date

Last120 Days ™  From | 12/31/2017 | B8  To 4302018 | B8
Type * Status = Recurrence *
2 Selected ¥ 6 Selected > 2 Selected >

User Criteria

Select Users All Users

Reset Filters Apply Filters

3. Set the Assignment Type.

Create Assignment =m
O seng .
Assignment Type
O options
Wiich Asugmmsent Tyge wesukd you ke I create!
» Stancians {process one-tme oty )

Training Assignment Workflow

How would yeu Ble the raning (o be assgred 10 users? Your sehechon wil mpact wha ! stahes the training wil be in on users iransoripts.

Prerequisite Options

Sed the prevequisite preferences for thin Learning Avsigrenent.

# Brereauiiles Wher erabied Users ot SYTRAING raRing Srereastites il nel ieteve the Bieriated iye g

(i) o changes can be made (o thase email settngs after the Assignment & submrted.

Email Settings
What email scttings would you like to apply e this Naigrment!

Training Specific Emalls ™

Training Specific Emails

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.
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¢ 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.

Create Assignment Exa
QO sety, :
I . General Information

Assignment Title

Recuired Training (]

Assignment Description

Test assignment for Jessica Perry]

Y

5. Select “Select Training.’

Training Selection

Select the training for this Assignment

Select Training

Selected Training

T

No training selected yet

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

select “Select.”
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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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Reporting
Running a Standard Report
Standard Reports allow Training Admins to gather general

information regarding training data. The Standard Reporting Tool will
allow you to create, run and schedule reports to view agency progress.
To use a Standard Report, it is important to know how to use filters and
parameters to retrieve the needed information. Filters will allow you to
select the 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.

WgPURPOSE KERERY

Grow. Learn. Lead. Serve. Search B =

Home Need Assistance? MyPROFILE MyCOMMUNITY MyLEARNING Certification Content T MyPERFORMANCE MyCAREER MyREPORTS  Admin

Hi Jessica, Select your path below.

Be the BEST Version of Yourself!

My Training

91282023 Launch

nnnnnn

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

is desired.
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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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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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