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KHBE Application Assister LMS Quick Reference Guide

This Quick Reference Guide is designed 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 Kentucky Online Gateway
(KOG) accounts. My Purpose allows Application Assisters to not only complete and
track their required trainings but take courses that will expand their knowledge and

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

e Internet Explorer 11
o Download Internet Explore > HERE

\\

J

1

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/

KHBE Application Assister LMS Quick Reference Guide

O

e Opera 27 and above

o Download Opera > HERE

e Microsoft Edge
o Download Edge > HERE

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

3. Navigate to the Assister Training Tile from the KOG My Apps
dashboard
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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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Assister Training

MyPurpose Lear ning Management

system for Application Assisters

Launch

Launch

Assister Training Tile:

Assister Training

MyPurpose Learning Management
system for Application Assisters

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 KOG. See

an example of a registration email below.
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f??%gf?Ljfzf?c>:sts_T” £ﬂ5§g;;>

CABINET

Dear Justin Mullins,

You have registered for the following training item:

Title: KHREE Pilot Exercise

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

Description: Management system.

Hours: 0 Hours 0 Minutes
Credits: 1

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 (> | f

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

JPURPOSE

gl

Home  NeedAssistance?  Profile  Connect Learnin g Ceriification  Content  ILT  OpenOpportunities  Reports  Admin

Ko EDGE
Sy s ABlLTY

&nw?ET'ENC’E

TﬂN NG GROWIH

CONNECTINC

PEOPLETOPURPOSE

LEARNING MyPROFILE MEOMMUNITY

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

View transcript
(0 approved fraining selection|s))
{Registered for 3 training selectionis)) Retive Shooter 1020

KHBE Assister KI-HIPP Policy Training Mone

ISTEF for Non-Personnel Cabinet Users Mona
FAGS New Emplayse Drientation None
OCR Access to Health and Human Services

Jobs FAQs CHFS New Employes Orientation

Learning FAQs Understanding and Abiding by Title V1 of the
Civil Rights Act 1964

Performance FAQs
MyPROFILE FAQs

NYCOMMUNITY FAGS Hlocher hormed off IFyou da not have Intern et Exploner 11 peu vl head 5 4 oe Gasgle
Accessibility Assislance FAGSs Chreme with the pop up blocker turned off and the flash player enabled.

Click here if you have quections or need assistance. 2 KY Training znd Development Professionals - Mark Kennedy has created the
discussion:

~
The Energy and Environment Cabinet has had a very successful leadershi
872572018 4:12 Pl - 0 Gomments - Gy
KY Training 2nd Davelopment Profescionals - Jessica Wolfe has ereated the
discussion:
A Tiffany Yeast What an amazin

from ODET's E; i
/252018 347 PM - 0 Comments - Connect
KY Training and Development Professionals - Alan Meister has oreated the
disous sion:
Just want everyone to know that due to the small size of our classroom
/42019 5:27 AM - 0 Comments - Connect

KY Training and Development Professionals - Alan Meister has created the
eiSCUS SO

Bood Aftemoon Ta all of you, My name is Alan Meister and | am the Mic
SE2012 1:06 PR - 0 Comments - Gonnss!

a KY Training and Development Professionals - Mark Kennedy has received s W
ey n

3. To launch the training, locate the Application Assister training and click
“Launch”

My Training

Due Date Action

View transcript
(0 approved raining sslection(s))
(Registared for 3 training selectionfs)) Aetive Shaoter 3121/2020

KHBE Assister KI-HIPP Policy Training Mone Lauw
ISTEP for Non-Personnel Cabinet Users Nonz
FAGs New Employee Orientation Hone None
OGCR Access to Health and Human Services Monz RNone
Jobs FAQs CHFS Hew Employee Drientation Mone None
Learning FAQs Understanding and Abiding by Title ¥1 of the
0 Civil Rights Aot 1964 Hane Nene

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 Goagle
S = Chi with thy blecker turned off and the flash pla bled.
Accessibility Assistance FAQs reme ' PO UR snd theflash player enable

System Requirements & Miscellaneous Social Feed

Click here if you have questions or need assistance 2 KY Training and Development Professionals - Mark Kennedy has ciestedthe

discussion:
The Energy and Envirenment Cabinet has had a very successful leadershi
5252018 412 PM - 0 Comments - Gonnect

A from

ODET™s i
252018 347 PM - 0 Comments - Connect

KY Training and Davelopment Professionals - Jessica Wolfe has orested the
discus sion:
Tiffany Yeast: What an amazin

KY Training and Development Professionals - Alan Meister has oreated the

dliscus sion:
Just want everyone to know that due to the small size of our classroom
8/4/2018 8:27 AM - 0 Comments - Cc

KY Training and Development Profe ssionals - Alan Meister has created the
discus sion:;

Good Aftemoon Ta all of you, My name is Alan Meister and | am the Mic
/32019 1:06 PAI - 0 Comm ents - Connect

a KY Training and Development Professionals - Mark Kennedy has recsived a - i
il i

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% Nood Assstance ! Protide Connect Leatnng Carunicaton Content ny Performance Opon Opportunies Hepons Adrmun

KHBE New Application Assister Training

Move 3
Tratning Type: Cunncuium
Provides: Cabinet for Health & Famdly Services
Version: 16
Traming Hours: 0 Howrs 0 Mn
Description: A raning for Assisiors aod Certied Appicaton Counselons in IHBE 's Appiication Assister Program This raining provides Appication Assesters and Cf
ang for helping LO0HVE DRalh COvTae
st Regestered
Training Purpose:
Oue Date: Nene
Exparation Date
Curriculam
Seloct A Traming View
AL Traming ) Activated Tramng | ot Activated Tramng | Chvackc 10 scrt by due dete {unchack Sax to retur to defalt view )
TITLE (CUICK ON '® 10 S8 COUREE OESCIIPTION) e DU DATY LXCUSED BYATUS OFTIONS
KB New Applacation Assister Traiming (M. requirnds 4) Section
K Wew Agplicatinn Assistor Training Module 1 Crikee Class Nore ~o Regatersd [y
= KRS Now Application Assister Traimeng Module 2 Orira Claas neome no Sending Prior Tramwg
mewmu-.w Ondere Clans e o Bendrng Perie Tipmang
# KL Waw Appl - Ovdoe Class nore o Pendng Prior Trsmmg
H A\ ”
5. Scroll down and click on the “Launch
(L% Nood Assstance ! Protide Connect Leatnng Carunicaton Content ny Performance Opon Opportunies Hepons Adrmun
-
KHBE New Application Assister Training
Move 3
Traming Type: Cumcutum
Provides: Cabinet for Health & Famdly Services
Version: 16
Traming Hours: 0 Howrs 0 Mn
Description: A raning for Assisiors aod Certied Appicaton Counselons in IHBE 's Appiication Assister Program This raining provides Appication Assesters and Cf
ang for helping LO0HVE DRalh COvTae
st Regestered
Training Purpose:
Oue Date: Nene
Exparation Date
Curriculam
Seloct A Traming View
AL Traming ) Activated Tramng | ot Activated Tramng | Chvackc 10 scrt by due dete {unchack Sax to retur to defalt view )
s
TITLE (CUCK ON '@ 1O S8 COUREE OESCAIPTION) e UL DATE LXOUSED BYATUS OFTIONS
KB New Applacation Assister Traiming (M. requirnds 4) Section
K Wew Agplicatinn Assistor Training Module 1 Crikee Class Nore ~o Regatersd [y
= KRS Now Application Assister Traimeng Module 2 Orira Claas neome no Sending Prior Tramwg
mewmu-.w Ondere Clans e o Bendrng Pevie Tipmang
# KM Naw Applh - Ovdoe Class nore o Pendng Prior Trsmmg

6. Click “Agree” from the Training Agreement page

Page 8 of 17



KHBE Application Assister LMS Quick Reference Guide

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 your 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
sthedqled working hours without advance approval of your
supervisor.

Have FUN! 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/er federal law will
control.

System Requirements:

***You must allow pop-ups on this site.
Supported Browsers:

Microsoft 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

SOMMONWEALTH

7. Click 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.

1. Navigate to the My Purpose home page

KloWLEDGE

Sy e ABluTy

&WETENCE
' . Tﬂ’h'nmﬁ

CONNECTING
PEOPLETOPURPOSE

Be the BEST Version of Yourself!

L= A ™ .FJ
] dhd dnr [l
t" o
LEARNING FE‘:QI.RWE MyPROFILE MEOMMUNITY

2. Hover over the “Profile” tab
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P
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O
0
m
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Badges

MyPROFILE

KNoWLEDGE
Ly s ABILTY

§%£,m?ETENCE

T&mu& ot T

PEOPLETOPURPOSE

Be the BEST Version of Yourself!

[
9 N e

‘L'& . £,y
od?
-
A S 55
MyPROFILE MEOMMUNITY

KNOWLEDGE

ABIL
§%£,onpere~ce Leis BluTY

TRUNING Lo

PEOPLETOPURPOSE

Be the BEST Version of Yourself!
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& Justin Muliins
-

Bio T Feedback Transcript Actions ™ Snapshot

€ > JustnBulins > Bio
Bio

Justin Mullins
Senvices Conrdination 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)

a Justin Mullins Bio - Feedback Transcript Actions * Snapshot

€ > JustnBulins 3 Bio
Bio

Justin Mulling
Services Conrdination Branch

About Resume

Current Position

Education +

Work Experience +

Special Training/Development/Skills or Abilities +
License +

Occupational License/Certification +

2. Click on the “Transcript” tab

@ Justin Mullins i i
- Bio = Feedback A:’llons - Snapshot

{2 % JusinMuline ¥ Transcript: Justin Mullins
Transcript: Justin Mullins

Use the transcript to manage sl 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 1o
use Gaogle Chrome with the pop up blocker tumed off and the flach player enabled. T

FISCAL YEAR ENDING cosT

5 HRS ) 123172018 % 500

AGGREGATE TRAINING COMPLETED
Active ¥ By Date Added ¥ All Types ™

¥ Active

Completed
Ar<hived 2020 Status Registered
iSTEP for Non-Personnel Cabinet Users
- Duec Mo Duz Date  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”

= Justin Muliins Bio = Feedback Transeript Actions ¥ Snapshot

{2 % JusinMuline ¥ Transcript: Justin Mullins
Transcript: Justin Mullins

Use the transcript to manage sl 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 1o
use Gaogle Chrome with the pop up blocker tumed off and the flach player enabled. T

FISCAL YEAR ENDING cosT

5 HRS | 1272172010 % 500

AGGREGATE TRAINING COMPLETED

By Date Added ¥ All Types ™

¥ Active

.
= jooker Launch -
i T R

iSTEP for Non-Personnel Cabinet Users
- Duec Mo Dug Date  Status: In Progress

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

o FISCAL YEAR ENIDING COsT

5 HRS 12/2172019 % 500

AGGREGATE TRAINING COMBLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

KHBE Assister KI-HIPP Policy Training View Completio s
- Completed: 10/17/2018  Status: Completed

iew Completion Page

iew Certificate

omn  ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM) Launch
" Completed: 97472019  Status: Completed

iew Training Details

3. Click on the “View Completion Page” link to go to the "Completion Page”
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o+ FISCALYEAR ENIDING COsT

5 HRS ) 1272172019 % 500

AGGREGATE TRAINING COMBLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

KHBE Assister KI-HIPP Policy Training
- Comipleted: 10/17,/2019  Status: Completad
View Certificate
ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM) Launch

] Completed: 542019  Status: Completed — .
g iew Training Details

usin hulins snozipt  Traning Completion

Training Completion

> Justin Mullins
-
o fou have completed KHBE Assister Ki-HIPP Policy Training!
L Feedback
What's next?
(23] vranscript

View My Certificate

[* actions .—
—
—
{a) Snapshot l

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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a Justin Mullins Bio = Feedback Transeript Actions ~ Snapshot

@ ¥ JustinMuling P Transcripe Justin Mullins

Transcript: Justin Mullins

Use the transcript to manage sl active training. “**Please make sure you are using Intemet Explorar 11 with the pop up blocker turned off. If you do not have Internet Explorer 11 you will need 1o

Usa Gaogle Chroma with the pop up biocker tumad off and the flash player enabled 6

FISCAL YEAR ENDING cosT

5 HRS ) 1272172019 % 500

AGGREGATE TRAINING COMPLETED

By Date Added ™ All Types ™

Active
ooter
Archived 2020 Status: Registered

iSTEP for Non-Personnel Cabinet Users
- Dues o Duz Date  Status: In Progress

2. Click 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 ) 1272172019 % 500

AGGREGATE TRAINING COMBLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

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

ODET- MyPurpose Training Administrator (Starts 9/4/2019 9:00 AM)
Completed: 2°4/2019  Status: Completed

View Completio... |

iew Completion Page
iew Certificate
Launch

iew Training Details

3. Click on the “View Certificate” link to go to the “Certificate” screen

AGGREG)

FISCAL YEAR ENDING COsT

5 HRS ) 1272172019 % 500

ATE TRAINING COPMPLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

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

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

View Completio...

Launch

iew Training Details
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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”

a Justin Mullins Bio = Feedback Transeript Actions = Snapshot

£ P JusinMuline B Transcripe Justin Mullins

Transcript: Justin Mullins

Use the transcript to manage sl active training. “**Please make sure you are using Intemet Explorar 11 with the pop up blocker turned off. If you do not have Internet Explorer 11 you will need 1o

Usa Gaogle Chroma with the pop up biocker tumad off and the flash player enabled 6

FISCAL YEAR ENDING cosT

5 HRS (1) 1272172010 % 500

AGGREGATE TRAINING COMPLETED

By Date Added ™ All Types ™

¥ Active
Completed "
ooter
~ Launch 2
Ar<hired 2020 Status: Registered _

iSTEF for Mon-Personnel Cabinet Users

- Duec Mo Dug Date  Status: In Progress

2. Click 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 COsT

5 HRS ) 1222172010 % 500

AGGREGATE TRAINING COMBLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

KHBE Assister KI-HIPP Policy Training View Completio...  *

- Completed: 10/17,/2019  Status: Completed

iew Completion Page
View Certificate

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

] Completed: 542019  Status: Completed . .
5 iew Training Details

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

o FISCAL YEAREMDING osT
3 \
5 HRS 1243172019 £.00

AGGREGATE TRAINING COMBLETED

Completed ™ By Completion Date ™ All Types ™

Search Results ()

KHBE Assister KI-HIPP Policy Training

- Completed: 10/17,/2019  Status: Completed
iew Completion Page

Wiew Certificate

ODET- MyFurpose Training Administrator (Starts 9/4/2019 9:00 AM)
" Completed: 97472019  Status: Completed

KHBE Assister KI-HIPP Policy Training

l raining Details

Training
Desription

Training Type: Online Class
Provider: Cabinet for Health & Fag
Version: 1.0

Training Hours: 013
Deseription: This web-based training is intended for Application Assisters. This training provides 3 raview of the current KI-HIPP program as well as insights on the upzoming changas to the propram baginning on November 4, 201,

Status: Completed View Completion Fage
Training Purpose:
Due Dite: Mane
Certificate: Print Certifioste

TRAINING PROGRESS

Progress: I 100% (1 of 1 units complete)
Last Accessed: 10172019
Total Views: 2
View Time: 0 Haur(s) 5 Minutzis)

Status: Complated View Compledion Page Traini
raining

Modules: & 3 View details of madules for KHBE Assister KHHIPP Policy Traimimg
Details

Assignment and Version History

Transcript History
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