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KHBE Application Assister LMS Quick Reference

This Quick Reference Guide is desighed to help Application Assister
access the My Purpose learning management system to view and
complete Application Assister trainings.
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Introduction

Kentucky Health Benefit Exchange (KHBE) is introducing a new Learning
Management System to the Application Assister program. A Learning
Management System (LMS) is a web software application that hosts online
trainings for organizations. KHBE has partnered with the Kentucky Personnel
Cabinet to bring their My Purpose LMS to the Application Assister Program.
Application Assisters will access My Purpose through their already
established KYID accounts. My Purpose allows Application Assisters to not
only complete and track their required trainings but take courses that will
expand their knowledge and skills!

774PURPOSE

System Requirements

The My Purpose Learning Management System does not require special
hardware requirements. However, Application Assisters will need to use the
one of the supported web browser versions below to access My Purpose.
Links are provided for download.

Brower Versions

e Internet Explorer 11
o Download Internet Explore = HERE

e Firefox 4 and above
o Download Firefox = HERE

e Safari 8 and above
o Download Safari = HERE
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https://support.microsoft.com/en-us/help/17621/internet-explorer-downloads
https://www.mozilla.org/en-US/
https://www.apple.com/safari/
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O

e Opera 27 and above

o Download Opera = HERE

e Microsoft Edge

o Download Edge = HERE
.0

e Google Chrome
o Download Chrome = HERE

Accessing the My Purpose Learning Management System

To access the My Purpose Learning Management System Application
Assisters should follow the steps below.

1. Navigate to the KYID Homepage
e KYID Homepage can be accessed here: LINK
2. Log into KYID using your Application Assister KYID credentials
e For help accessing KYID reference the Application Assister
Quick Reference Guide here: LINK

KYID Help Center English (English) v | signin

All your g
applications' one * Indicates a required field
secure place.

Signin

Through KYID, you can access all your Kentucky
applications—simply and securely.
O 1consent to the System Notice

( Create Account )
™
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https://www.opera.com/
https://www.microsoft.com/en-us/windows/microsoft-edge
https://www.google.com/chrome/
https://kog.chfs.ky.gov/home
https://healthbenefitexchange.ky.gov/Agents-Assisters/Documents/KOGQRGforAssisters.pdf
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3. Navigate to the Assister Training Tile from the KYID My
Apps dashboard.

Assister Training Tile:

wy apps () < -

Search my apps
Type app name or keyword -2 Sortby | Date added: Newest v Showing All v C Refresh
© &

Assister Training

Launch =

Finding and Completing a Training Course in the My Purpose

LMS

When an Application Assister has been registered for a training by the KHBE
team, they will receive a registration email in the same email account linked to
KYID. See an example of a registration email below.

TGPURPOSE Loy

Dear Justin Mullins,

You have regi: d for the following training item:

Title: KHBE Pilot Exercise

A four page course introducing the KHBE Assister Training/MyPurpose Learning
Management system.

Hours: 0 Hours 0 Minutes

Credits: 1

Description:

Thank you,

Personnel Cabinet,
Commonwealth of KY

Want to be in the know? Who doesn't!

Get the Personnel Cabinet app at the App Store or Google Play to receive
employee news, access your recent pay info, and more!

in v o f
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Once an Application Assister has received a registration email or decided to
view and complete a training, they should first access My Purpose. Then,
they should follow the steps below to find and complete Application Assister
training courses on the My Purpose Learning Management System.

1. Navigate to the My Purpose homepage.

gl

Home  Need Assistance?  Profile  Connect Leaming  Ceriificaion  Conteni LT OpenOpporiumiies  Reports  Admin

KlewWlEDGE

Ly s ABILTY

§w (OMPETENCE

TRNNING GrRowTrt

LEARNING v MyPROFILE MEOMMUNITY

2. Scroll down and locate the "My Training” box.

Due Date
View transcript
(0 approved training selection(s)) P
(Registered for 3 training selection(s)) Active Shaoter 33172020

KHBE Assister KI-HIPP Policy Training None
iSTEP for Non-Personnel Cabinet Users None
_ 07 et e
OCR Access to Health and Human Services
Jobs FAQs CHFS New Employee Orientation
Learning FAQs Understanding and Abiding by Title V1 of the
Civil Rights Act 1984
Performance FAQs
MyPROFILE FAQs
al sure you are using Inte

MyCOMMUNITY FAQs blukerlurr\éd off. If you do not have Internet Explom“ yon‘wul! neeum use Guuale
- Chi with thy blocker turned off and the flash pl bled.
Accessibility Assistance FAQs itz s krteiokichidontl s plnn

CRck veyou hava queshions o nead asslstance; E KY Training and Development Professionals - Mark Kennedy has createdthe
discussion:

The Energy and Environment Cabinet has had a very successful leadershi
/2572019 4:12 PM - 0 Comments - Gonnest

. KY Training and Development Professianals - Jessica Walfe has created the

mmmmmm
A message from ODET's Executive Director Tiffany Yeast What an amazin
/252019 3:41 P - 0 Comments - Connect

I KY Trainin g and - Alan Meister the

discussion:
Just want everyone to kmow that due to the small size of our classroom
5/4/2015 8:27 AN - 0 Comments - Connect

JFE  KY Training and it F - Alan Meister the
mswss-m

Afternoon To all of y Myv\zm is Alan Meister and | am the Mic
3/3/2015 1.06 PM-0 Cvmmeﬂrs Conne

a KY Training and Development Professionals - Mark Kennedy has received 3 v
Sindba 7
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3. To launch the training, locate the Application Assister training and select
“Launch”.

View transcript

(0 approved training selection(s)) ¥
(Registerad for 3 raining selection(s)) Aiiva; Shiolas By
R s

Due Date Action

iSTEP for Non-Personnel Cabinet Users None

FAGS New Employee Orientation None None
OCR Access to Health and Human Services None None

Jobs FAQs CHFS New Employee Orientation None None

Learning FAQs Understanding and Abiding by Title VI of the Mone o

Civil Rights Act 1364
Performance FAQs

MyPROFILE FAQs
For Training: Please make sure you are using Internet Explorer 11 with the pop up
MyCOMMUNITY FAQs blocker turned off. If you do not have Internet Explorer 11 you will nead to use Google
e = Chrome with the pop up blecker turned off and the flash player enabled.
Accessibility Assistance FAQs i ik

System Requirements & Miscellaneous Social Feed

CRGA Mo you v Quechions; or Nieed Secictance: KY Training and Development Professionals - Mark Kennedy has created the
discussion:
The Energy and Environment Cabinet has had a very successful leadershi
82572019 4:12 PA - 0 Comments - Gonnest

aiswssan
e from ODET's Executive Director Tiffany Yeast: What an amazin
!/ESQD‘IQ 3 47 PAd - 0 Cornments - Connect

KY Training and - Alan Meister the
discussion:
Just want everyone to know that due to the small size of our classroom

8/4/2019 8:27 AM - 0 Comments - Connect

KYT d -Alan Meister the
. discussion:
< Good Afternoon To all of you, My name is Alan Meister and | am the Mic
onnect

93/2019 1.06 PA - 0 Comments - Ce

! KY Training and Development Professionals - Jessica Wolfe has created the

a KY Training and Development Professionals - Mark Kennedy has recsived 3\

4. If the training is part of a curriculum the training details screen will
appear, otherwise proceed to Step 6.
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(L Need Asustance ” Protde Connect lLeatnng Caruificaton Conment ny Performance Opon Opportunites Heporns Adrmun

KHBE New Application Assister Training

i Move 1o

Tratning Type: Cumncutum
Provider: Cabinet for Heaith & Famdly Services
Version: 16

Traming Mowrs: 0 Hours 0 Min

Description: A fundamental raniny for Appbcaton Assisiors and Certifed C n KHEE's Assister Program Thes raining provides Applcation Assesters and O
ang for helping 0CeVe Dealth coverage
flaten. Regestered
Training Purpose:
Oun Date: Nooe
Exparation Date
Curriculam
Select A Traming View
® AL Trawing ) Activated Trammg Wot Acivated Trameng | Chack 10 scet by due dete {uncheck S o returs to default view )
TITLE (CUICK ON '® 1O SEE COUREE ORSCIIPTION) e DU DATE LXCUSED BYATUS OFTIONS
KN New Applcation Assister Traiming (M. requirsds 4) Saction
T RHIE New Applic atusn Assister Traimeng Module | Orine Class Nore ~o agatersd Lssmch
= KHRE New Application Assister Traimeng Module 2 Oriee Clans e no Sending Pror Traewg
T HBE New Application Assister Traiming Module 3 Oniene Clans Nare ~ Pendrng Pras Tipmng
2 ML e Applh - Ovdoe Class Nore o Pendng Prior Trsmmg
n "
5. Scroll down and select on the “Launch”.
1ooeen Need Assstance 7 Protde Connect L eatnng Cartificaton Content ny Performance Opon Oppotunites Hepons Adrmun

KHBE New Application Assister Training

ihyn- 10

Training Type: Cumncutum
Provider: Cabinet for Health & Famdly Services

Version: 16
Traming Hours: 0 Mours 0 Mn
Description: A fundamental raminy for Aphcation Assisters and Certifed Appicaton C n IHBE's Assister Program Thes raining provides Applcation Assesters and (]
ang for helping COCHNVE DRath COVrage
flates. Regestered
Training Purpose:
Dus Date: Nooe
Exparation Date
Curriculam
Select A Traming View
® A8 Trawing () Activated Tramimg | Not Activated Tramng | || Chack 19 sort by dus dete {uncheck Sox o retur to defadt view)
TITLE (CUCK ON ' 1O S8 COURSE OESCIIPTION) e OUL DATE LXOUSED SYATUS OFTIONS
KM New Applcation Assister Training (M. requirsds 4) Saction
MR New Agplcatinn Assister Traiming Module 1 Crire Class Nore No Tegatewd Lmomch
= RS Now Application Assister Trameng Module 2 Oriea Claas None No Sending Pror Tramng
T KHBE Now Application Assister Traiming Module Onlre Clans e ~ Pondeng Prios Tonmang
2 KHIE o Applh . Ovdoe Class ~ore o Pendeng Pror Trsmmg

6. Select “"Agree” from the Training Agreement page.
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Extensive Content. Countless learning opportunities,
Free to you. Wherever you go. That's CommonweathU!

Ready to dive in? A few quick things..

To view courses during regularly scheduled working hours,
seek approval from yeur supervisor before taking the course,

You're free to take courses at home, any time of day, without
approval! Please be aware, however, that you will not be
compensated for training completed outside of your regularly
scheduled working heurs without advance approval of your
supervisor.

Hawe FUN!I CommonwealthU has THOUSANDS of courses that
are free for you. You'll find many courses from third-party
vendors. Please remember that if a course conflicts with
Kentucky andfor federal law, Kentucky and/or federal law will
control.

System Requirements:

=**You must allow pop-ups on this site.*=*

Supported Browsers:

Microseft Internet Explorer 11 or Edge, Google Chrome,
Safari 8 or higher, Firefox 4 or higher, Opera 27 or higher,
Mobile devices running i0S 9 or higher or Android 5 or higher

COMMONWEALTH

7. Select the training play button once the training pop-up appears to
start the training.

®

HIPP

Application Assister KI-HIPP Policy Training
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Please Note: You may need to disable your pop-up blocker for the
training window to appear. This can be done by going to your browser’s
settings.

Navigating to the Training Profile

After logging into My Purpose Application Assisters can view their training
profile called “"MyProfile”. The training profile allows Application Assisters to
view profile information, training status, training confirmation, and training
scores. To access the training profile, follow the steps below.

7%PURPOSE

KWL EDGE ,
Siys ABlLTY

&{,MPETENCE

2NN 6 GROWIH

CONNECTING

PEOPLETOPURPOSE

Be the BEST Version of Yourself!

ol

LEARNING PER:&EWE MyPROFILE MEBOMMUNITY

nr

1. Navigate to the My Purpose home page.

2. Hover over the “Profile” tab.
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o
ren
s
¢ | Leaming  Cerfificaion  Content LT  OpenOpportunies  Repods  Admin
Badges
MyPROFILE !

KlawlEDGE

| ABIL
§kgmp§r&um Luiys BlutY

TRNNING S
CUNNEC | ING
PEOPLETOPURPOSE

MEOMMUNITY

Home Need Assistance? Profile Connect Leaming Certification Content T Open Opportunities Reports Admin

KlawWlEDGE

| ABIL
§%f:m??r'ewce Skius o

GROWTH

Téﬁmn&

CONNECTING
PEOPLETOPURPOSE

PERF
JOBS LEARNING 'm?hmi MyPROFILE MEOMMUNITY
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& Justin Mullins
-

Bio ~ Feedback Transcript Actions * Snapshot

£¥ ¥ Jusinbulins 3 Bo
Bic

Justin Mullins
Services Coordination Branch

About Resume:
Current Position
Education +
Work Experience +
Special Training/Development/Skills or Abilities +
License +

Occupational License/Certification +
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Navigating to the Training Transcript

Application Assisters can go to their training transcript to view their training status,
certificates, and details from within the training profile. Going to the training
transcript allows Application Assisters to verify that the training was completed. See
the steps below to access the training transcript.

1. Navigate to the training profile (MyProfile).

= Justin Mullins Bio * Feedback Transcript Actions ¥ Snapshot

€ > JusinMulins » Bio
Bic

Justin Mulling
Services Coordination Branch

About Resume:
Current Position
Education +
Work Experience +
Special Training/Development/Skills or Abilities +
License +

Occupational License/Certification +

2. Select on the “Transcript” tab.

——
= Justin Mullins Bio ¥ Feedback Actions ¥ Snapshot

) > ustinMuling > Transcripe: Justin Mullins

Transcript: Justin Mullins

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 Intemet Explorer 11 you will need to
use Google Chrome with the pop up biocker tumed off and the fiash player enabled. 111

ol FISCAL YEAR ENDING A COsT
5 HRS 12/21/2019 ¥ 500

AGGREGATE TRAINING COMPLETED

| Active™ | ByDateAdded™ || All Types™

¥ Active

Completed
Archived 2020 Status: Registered
iSTEP for Non-Personnel Cabinet Users
- DuezNo DueDate  Status: In Progress
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Navigating to the Completion Page

The “Completion Page” allows Application Assisters to verify they have completed a
training. See steps below to view the “Completion Page”.

1. Locate the training status drop down on the “Transcript” tab and select
“Completed”.

a Justin Mullins Bio ¥ Feedback Transeript Actions ¥ Snapshot

) > Justinbuling > Transcripe: Justin Mullins
Transcript: Justin Mullins
Use the transcript to manage all active training. **Please make sure you are using Internet Explorer 11 with the pop up blockar tumed off. If you do not have Intemet Explorer 11 you will need to

use Google Chrome with the pop up biocker tumed off and the flash playar enabled. 111

L YEARENDING cosT

o FISCA
5 HRS 12/21/2019 % 500
AGGREGATE TRAINING COMPLETED

By Date Added ¥ All Types ™

ive

Completed .
ooter
- Launch 5
Archived 2020 Status: Registered _

iSTEP for Non-Personnel Cabinet Users
- Due:No DugDzte  Status: In Progress

2. Select on the “Launch” drop-down arrow to show the links to the
“Complete Page”, the “Certificate”, and the “Training Details”
screens.

FISCAL YEAR ENDING COsT

ey ®
5 HRS 12/21/2019 5.00
AGGREGATE TRAINING COMPLETED

Completed ¥ By Completion Date ™ All Types ™

Search Results (3)

KHBE Assister KI-HIPP Policy Training
- Completed: 10/17/2019 Status: Completed

View Completio... | ¥

View Completion Page
View Certificate

ommn ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM) Launch
. Completed: 97472019 Status: Completad

View Training Details

3. Select on the “View Completion Page” link to go to the "Completion Page”.

Page 14 of 18



KHBE Application Assister LMS Quick Reference

T FISCAL YEARENDING ® cosT
5 HRS 12/21/2019 $.00
AGGREGATE TRAINING COMPLETED

Completed ¥ By Completion Date ™ All Types ™

Search Results ()

KHBE Assister KI-HIPP Policy Training View C o ~
- Comipleted: 10/17/2019 Status: Completed

View Certificate

ommn ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM)

Launch
- Completed: 97472019 Status: Completad

View Training Details

astin Mulins ranscript Traning Completion
@ i Training Completion
-
o You have completed KHBE Assister Ki-HIPP Policy Training!
PB4 Feedback
What's next?
@ =] Transcript
— | View My Certificate
[™ Actions . o
=
£a} snapshot .

Navigating to the Certificate Screen

The “Certificate” screen allows Application Assisters to view a certificate of their
training that can be printed off if needed. This screen also shows Application Assisters

to see the date when their training was completed. See the steps below to view the
“Certificate” screen.

1. Locate the training status drop down on the “Transcript” tab and select
“Completed”.
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= Justin Mullins Bio ¥ Feedback Transeript Actions ¥ Snapshot

@ > JustinMulling > Transcript: Justin Mullins
Transcript: Justin Mullins
Use the transcript to manage all active training. “**Please make sure you are using Intemet Explorer 11 with the pop up blocker turned off. If you do not have Intemet Explorer 11 you will need to

use Google Chrome with the pop up biocker tumed off and the flash player enabled. 7t

‘o FISCAL YEARENDING cosT

5 HRS 12/21/2019 % 500
AGGREGATE TRAINING COMPLETED

By Date Added ¥ All Types ™

Completed .
= ooges Launch 57
Archived 2020 Status: Registered _

iSTEP for Non-Personnel Cabinet Users
- Due:No DugDate  Status: In Progress

2. Select on the “Launch” drop-down arrow to show the links to the
“Completion Page”, the “Certificate”, and the “Training Details” screens.

FISCAL YEAR ENDING COST

5 HRS 1) 1272172019 ¥ 500
AGGREGATE TRAINING COMPLETED

Completed ¥ By Completion Date ™ All Types ™

Search Results (3)

KHBE Assister KI-HIPP Policy Training
- Completed: 10/17/2019 Status: Completed

View Completio... |

View Completion Page
View Certificate

o ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM) Launch
. Completed: 9/472019 Status: Completed

View Training Details

3. Select on the “View Certificate” link to go to the “Certificate” screen.
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,PURPOSE

)

This certificate is awarded to
Justin Mullins

Jor the successfil completion af the course

KHBE Assister KI-HIPP Policy Training

Date

Completed

Date Completed: 10/17/2019
Training Hours: 0 Hours 0 Min

Navigating to the Training Details
The “Training Details” screen allows Application Assisters to view training details such
as training description and training progress. To view the “Training Details” screen

follow the steps below.

1. Locate the training status drop down on the Transcript tab and select
“Completed”.

= Justin Mullins Bio ¥ Feedback Transeript Actions ¥ Snapshot

) % JusinMullins D Transcript: Justin Mullins

Transcript: Justin Mullins
Jse the transcript to manage all active training. ***Please maks sure you are using Internet Explorar 11 with the pop up blocker turned off. If you do not have Intemet Explorer 11 you will nesd to

use Google Chrome with the pop up biocker tumed off and the flash playar enabled. ***

R FISCAL YEAR ENDING COsT
5 HRS 12/21/2019 % 500

AGGREGATE TRAINING COMPLETED

By Date Added ¥ All Types ™

¥ Active

Completed g
ooter
Launch v
Archived 2020 Status: Registered _

1
‘ iSTEP for Non-Personnel Cabinet Users

DuecNo DueDate  Status: In Progress

2. Select on the “Launch” drop-down arrow to show the links to the
“Complete Page”, the “Certificate”, and the “Training Details”

screens.
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FISCAL YEAR ENDING o\ COST

! »
5 HRS 12/21/2019 .00
AGGREGATE TRAINING COMPLETED

Completed ¥ By Completion Date ™ All Types ™

Search Results (3)

KHBE Assister KI-HIPP Policy Training
- Comipleted: 10/17,/2019 Status: Completed

View Completio... v

View Completion Page
View Certificate
omn ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM) Launch

Ll Completed: 9/47/2019 Status: Completed = s i
2 View Training Details

3. Select on the “View Training Details” link to go to the “Training
Details” screen.

FISCAL YEARENDING L\ COsT

) 1273172010 ¥ 500
5 HRS :
AGGREGATE TRAINING COMPLETED

Completed ¥ By Completion Date ¥ All Types ™
Search Results (3)

KHBE Assister KI-HIPP Policy Training
- Completed: 10/17/2019  Status: Completed

View Completion Page

View Certificate

ommn ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM)
-

Completed: 9742019 Status: Completad
Yiew Training Details

KHBE Assister KI-HIPP Policy Training

[Training Details

Training
Desription

Training Type: Oninz Class
Provider: Cabinet for Health & Famil
Version: 1.0
Training Hours: 0 e
Deseription: This web-based training is intended for Application Assisters. This training providas 3 raview of the cument KI-HIPP program as well as insights on the upzoming changas to the program beginning on November 4, 2010,
Status: Compieted View Completion Page
Training Purpose:
Due Date: None
Certificate: Print Certificate

TRAINING PROGRESS
Progress: [N 100% (10f 1 units complete)
Last Accessed: 10/17:2019
Total Views: 2
View Time: 0 Hour(s) 5 Minute(s)
Status: Complated View Completion Page Tl’a i n i n

Modules: %3 View details of modules for KHBE Assister KI-HIPP Policy Training g
Assignment and Version History
Transcript History
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