or
kate K@TE Job Aid: How to Access
Teiing Ecslence Your Compliance Courses

Step 1
e Navigate to K@TE:

https://kate.tennessee.edu/ U & httpsy//katetennessee.edu

Step 2

e Choose the “UT Faculty and Welcome to K@ TE
Staff” login button.

K@TE (pronounced "Kate") represents "Knowledge and Training Excellence"” and is the University of
Tennessee's comprehensive Learning Management System for training and professional development.

To access K@TE, log in using one of the two buttons below:

UT Facutty and ste ol —

Not sure which button to choose?

Visit the Getting Started or Programs pages to learn more about accessing K&TE.

Step 3
] Log in to K@TE using your CENTRAL AUTHENTICATION SERVICE
NetID and password.

Two Factor at UT

Be two times as safe - enable two factor. Select your campus to learn more.

uTK ute ( uTM ) ( umse )

Not sure which campus to choose? Find out online.

Step 4
® FO”OW the necessary tWO'faCtOI’ Choose an authentication method

authentication steps. Duo Push sscoumeceo

E Passcode Enter a Passcode

Remember me for 7 days
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kate K@TE Job Aid: How to Access

Knowledge and

Knowedgend Your Compliance Courses

Step 5
e Navigate to the bottom-center
portion of the K&@TE “Home”
page and find the “Your
Transcript” widget.

Step 6
* The “Your Transcript” widget
will include your curriculum with §

Type Due Date Status Action

all of the Compliance courses UTK 2020 Compliance Training - General Curriculum 1211812020 Registered
assigned to you.

e Click “Open Curriculum?”.

Step 7

e The “Curriculum Player” page
will appear, which includes all of -
your assigned courses. o o T e

your affil
ments (Executive, IT, safety, etc)
CURRICULUM PROGRESS

e The courses may be completed | Miais
in any order, except for the Wil pr——
IT Security Awareness modules, R
which must be completed in the J o < R
order assigned. O s .
e Click “View Details” for the B Tl e i
course you will start first. S——

e Tip: Click on the “Instruction”

(9 icon for course-specific
information.
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g Exctenc Your Compliance Courses
Step 8
e When the course page appears, T e
click on the “Activate” bUtton, UTK 2020 Compliance Training - General Options ™
which will then change to

“ 1z Code of Conduct Training @
La U n C h . 0%  Completed:0 Min Required: 1 Total |tegms:1

- Status: Not Activated Due: No Due Date  Training Hours: 15 min
This course discusses the impartance of the Code of Conduct's eight basic
principles, @ medel for ethical decision making, and the four key elements of ..

e Click “Launch” to open the
applicable course.

‘ 2020-2021 Code of Conduct Training - UTK

Step 9

e A new window will open with oo it i

the course. \ , ,

e Navigate through the course,
per the instructions for that
specific course.

\ THE UNIVERSITY OF /‘
Ol TENNESSEE

g~ (Code of Conduct
e Tip: Ensure pop-ups are
enabled for your Internet
browser and that you follow all
instructions for each course.

Step 10
e To verify completion and view -
your transcript of all completed .
courses in K@TE, hover over Learner Home
“Learning” in the top left-hand

corner of the “Home” page. Learning Search

View Your Transcript

e Select “View Your Transcript”
from the dropdown menu that ' Events Calendar
appears.
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Knowledge and
Training Excellence

K@TE Job Aid: How to Access
Your Compliance Courses

Step 1N
e Click on the “Active” filter and
select “Completed” from the
dropdown menu that appears.

Step 12

e Important: Your compliance
curriculum will only appear on
your “Completed” transcript in
K@TE after you complete all of
the courses assigned to you.

Step 13

e To review your “My HR 128
Training History List” in the
IRIS Web Portal, return to the
K@TE “Home” page.

e Click on the “IRIS Web Portal”
link in the “Welcome” message.

e For IRIS reporting purposes,
your individual compliance
courses will update in the
IRIS Web Portal the day after
you complete the course(s)
assigned to you in K@TE.

Transcript:

Use the transglipt to manage all active and completed training. To view
appears. The ompleted" view of the transcript also includes access to

Active ¥ By Due Date ™ All Types ™

| & Active
Completed

. {0 Compliance Training - General
Archived (2020 Status: Registered

Search Results (18)

UTSA IT Securi

[ e

Or THE UNIVERSITY OF TENNESSEE SYSTEM

Home Learning Help
-

Welcome,

K@TE (pronounced "Kate") is the University of Tennessee's Learning Management
grants UT employees access to more than 400 in-person and e-Learning professional
courses, seminars and conferences all from one, central location.

The system also allows employees to save courses of interest, track progress towa
training goals and print transcripts of completed courses.

To view a complete training history from your time as a UT employee, access the IRIS Web Portal.
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Q: If | experience technical A: Please contact the OIT Helpdesk for

difficulties, who should | contact assistance.
for assistance?

Q: What Internet browsers are A: The latest versions of Mozilla Firefox,

recommended for K@TE? Google Chrome, and Apple Safari are
recommended, and Microsoft Edge for
Windows 10.

Q: Do | need to disable pop-up A: Yes, pop-up blockers must be disabled
blockers? to launch online courses in K@TE.

Q: What should | do if my course A: Try accessing K@TE from a different

will not launch in K@TE? Internet browser and/or clearing your
browser cache/history on the browser
you are using.

Q: What other technical A: Adobe Acrobat Reader is required to
requirements are there? view training completion certificates
launched from K@TE.

Q: What if my course in K@TE A: If you are still listed as “In Progress”

does not complete for a specific course, please ensure that

automatically? you completed all of the necessary
requirements within that course.

If you still need assistance, please contact
the OIT Helpdesk and your request will
be routed appropriately.
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