How Do I....

Enroll and Complete a WBT?

To enroll/complete a WBT:

e Onawork computer, double click on the myUK icon on your desktop

e Enter your User ID (this is the same as your UK email id — typically first initial, middle initial, first couple of letters
in your last name, number(s))

e Enter your Password (this is the same as your UK email password)

UNIVERSITY OF

KENTUCKY"

Welcome to myUK

Use your link blue ID to Sign On to this portal.

User 1D
Password

William T Young Library

e Click on the Employee Self-Service tab in the myUK portal
e C(Click on the Training tab

Note: Mandatory annual Safety WBTs will be automatically assigned in early January and show up under Mandatory
Courses; if not auto assigned, the mandatory Safety WBTs can be found under the Course Catalog, UKHC Safety WBT

e C(Click the Extended Search button in the Find box to search for a WBT

my Training
=]
— 4 [7 Messages and Notes
| Search Term Mandatory Courses (9 )
The following courses are mandatory for you. You can display more information about a course, register or make a prebooking for one by clicking on the
[ Find] Extended Search
Course Delivery Method
Guarantor Training WBT
My Learner Account 2012 Emergency Preparedness WBT
« Training Activities 2012 Hazardous Wasle Mgmt Communication WBT
- Course Prebookings 2012 Hospital Security WBT
* Eavorites 2012 HIPAA Privacy and Security Refresh WBT
. U“"'“"Ci“”"b Profile 2012 Cultural Awareness and Sensitivity WBT
. 2’:’“3 Latehup 2012 Infection Prevention and Contral WBT
Seilina: 2012 Blood Bome Pathogens WBT
2012 Abuse and Negect WBT
Course Catalog
« Faculty Affairs
» Facilties My Training Activities
Management
+ Gracuale Teaching | | MMEUNEEEL
Assistans Your current training activities In summarized format. |
+ HB Emoloyment Course - Delivery Method - Schedule
- HRTraining and The table d 1 contai tri
Development e table does not contain any entries
« IRIS Training
- Office of Sponsored | || Refresh
Project Admin
* UK HealthCare
+ UK HealthCare
Safety WBT
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Click in the Search Term field in the Find box area that is now located near the top of your screen

e Type a word in the title of the WBT you are searching for (ex: type HIPAA for a WBT on Hipaa — all WBTs with
Hipaa in them will appear in the results)

myTraining
Navigation il ;I Find P
Training Home Search Term  [HPA& q— ———
= Information
Classification
Find Delivery Method |Web-Based Training -| + ———

Subject Area IA\I Subject Arsas j
Search Term

Qualification

Extended Search - -
No Specific Qualifications 'I

Prerequisite

Aspired He Specific Qualifications VI

My Learner Account

Target Group
= Training Actiities
= Course Prebookings Intended for | [IType  [1ov =]
= Favorites Mandatory for | || Type |Job -

= Qualifications Profile

e Change the Delivery Method to Web-Based Training ***Note: changing the delivery method will limit the
search to WBTs ONLY! If you do not change the delivery method you will get results that are both classroom and
web-based***

e Click the Find button that is located to the right of the Search Term box area

e The system will search for all the WBTSs that contain the word you are searching for

e The results will appear in the bottom of your screen under # Hits Found ***Note: you may have to scroll down
to see all of the results***

6 Hits Found endent on the search options stored in "Settings’)

sonalize the search results. To do so, click Settings

Web-Based Training (6 )

Course

2011 HIPAA Privacy and Security Refresh
HIPAA - New Hire WBT

HIPAA Educ Level 2- Clin Faculty & Staff
HIPAA Education Level Two: Basic Release
HIPAA Level Two: Managers & Supervisors
HIPAA-Advanced Release of Information

e Click on the title of the WBT you wish to take

e If you have taken all of the prerequisites for the WBT you may click either Book this Course option located in
both the top and near the bottom of this page.

Web-Based Training : HIPAA - New Hire WBT :

Course Catalog > UK HealthCare > UK HealthCare Web Bas; e BT

The results of the prerequisites check indicate that you | n book this course, /# more information on the prerequisites check and on booking, see the section enfitled ‘Book' on this page.

Course Duration

The average complation time for this caurse is 25 Minutes (minimum 1 Minute, maximum 60 Minutes)

Fee

Free of Charge

Course Languages Available

- English

Book

The results of the prerequisites check indicate that you can baok this caurse.

[Book ths cowse] s o = <
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e (Click OK
e C(Click the Start Course Now button to begin the course now OR

Note: If you want to start the course later, you can click on Training Activities to go back to your list that
contains My Training Activities to view your WBTs in which you are enrolled and to start the WBT later

myTraining
Navigation [F]=] web-Based Training : HIPAA - New Hire WBT :
Training Home Course Catalog > UK HealthCare > UK HealthCare Web Based Training > HIPAA - New Hire WBT

* Information

Participation was successfully booked.

Eind <4-----

Search Term Course Duration

E ExdcndcdlSach The average completion time for this course is 25 Minutes (minimum 1 Minute, maximum 60 Minutes).

My Learner A T

v

Free of Charge

Training Activities
S ———

= Favorites

Start Course
* Qualifications Profile
+ Profle Matchup (I Start Course Now| e = = == == ==
= Settings

Cancel

Course Catalog You have already canceled this course date 1 times.

= Faculty Affairs
= Facilities Management | Cancel booking for this course |
= Graduate Teaching
Assistants
= HR Employment Favorites
= HR Training and
Development Add Course to Favorites
= HR Work-Life
= RIS Training
= Office of Sponsored Refresh

e If you selected Start Course Now, then another window will open with the WBT
e To navigate through the WBT use the arrows at the bottom left side of the window

HIPAA / New Hire Training UKHealthCare

Author: Lynn Crothers
Cathy Masoud
Service Area: UK HealthCare workforce
Phone: 323-8002
Email: Lynn.Crothers@uky.edu
cesams0@email.uky.edu

Date Developed February, 2011
“ Or Revised:
Y
\
\
\

a1l Anerials on this template are Copyriaht © 2009 Universivy of Kentucky Chandler Medical Center Learning Center unless otherwise noted, All ights

resenged. Certain graphic images, text elements and logos are derived from The University of Kentucky and are used by permission.
U 1@

|l e g ®ix

=

Enroll and Complete WBT 2012.docx UK HealthCare Enterprise Learning 3



o *¥*¥*Note: you MUST go through ALL of the slides in order to take the test***

e After reviewing all the information, click the Start Test button to take the test

Review material or begin the test U¥KHealthCare

We hope this Web Based Training course has been both
informative and helpful.

Feel free to review the material presented in this course until
you are confident about your knowledge of the material
presented.

This WBT requires a score of 80% to pass. If you do not pass,
you will be required to retake the WBT until you earn the
passing score. You may repeat this WBT and test as many

times as needed to pass. ’,’
’
x
Review I Start test I
[ UK varvinsio oF karuci]
Er[ ey . o

e Answer the questions by clicking in the appropriate checkbox
e Click on the Submit button

What does HIPAA stand for? '
@

——+ « A) Health Insurance Portability Accountability Act
0 B) Health Insurance Personal Accountability Act

2 Q) Health Insurance Payment and Accounting

1. Click the answer you wish to select

2. Click the Submit button

©

HIPAA New Hire

e Proceed through the questions until the test is completed
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e Once the test is finished the Quiz Results screen will appear
e If you did not pass the test, two options are available:

1. Review the content of the WBT by using the Back button to review any slide
2. Retake the quiz by clicking the Retake Quiz button

Quiz Results

You Scored: 70 g

Maximum Score: 100
Correct Questions: 7
Total Questions: 10

Accuracy: 70%

Option 1 I Attempts: 2
v Sorry, you did not pass. Option 2 I

i
\‘ You cannot "Continue" until you pass the test. II
I
If you wish to review y
content, use the “back” Continue | Retake Quiz |
button to review any slide
e When you pass the test, click the Continue button
Quiz Results @ ;
You Scored: 90 L}
Maximum Score: 100
Correct Questions: 9
Total Questions: 10
Accuracy: 90%
Attempts: 3
Congratulations, you passed the quiz!
1
1
\
\
Continue | Review Quiz |
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e An Exit screen will appear, indicating successful completion of the WBT
e Click the Log Off button in the bottom right corner of the screen to proceed

Exit

|+

UKHealthCare

Module.

Congratulations!!

You have successfully completed this WBT.

Select Log Off to close the Web Based Training

L]

v
=
'z

\

ne— =
-------" Logoft]

| —

e You will be taken to the myTraining screen
e A message will appear indicating “Your participation in this course has been completed”

myTraining
Navigation |i|

I>]

Training Home

= |nformation

Find

| Search Term

Find | [ Extended Search|

My Learner Account

= Training Activities

= Course Prebookings
= Favorites

* Qualifications Profile
= Profile Matchup

= Settings

Web-Based Training : HIPAA - New Hire WBT :

Course Catalog > UK HealthCare > UK HealthCare Web Based Training > HIPAA - New Hire WBT

Your participation in this course has been completed.
a8

y
S
Course Duration

The average completion time for this course is 25 Minutes (minimum 1 Minute, maximum 60 Minutes). The course is licens

Fee

Free of Charge

Start Course

Start Course MNow

e The completed WBT will now be listed in the Completed Courses section of Training Activities
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If you wish to view the Completed WBTs and any classes you have attended:

e Under the My Learner Account area, click on Training Activities

myTraining
Navigation Ij‘

I»

Training Home

= Infarmation 3

Find I

| Search Term

L1
Extended Search

My Learner Account o

e
= Training Activities ‘
= Course Prebookings
= Favorites
= Qualifications Profile
= Profile Matchup
= Settings

In the Completed Courses area, the last WBT completed will be at the bottom of the list

My Learner Account

= Training Activities

Completed Courses
= Course Prebookings

= Favorites
* Qualifications Profile

= Profile Matchup
= Setting

T

Ehiisfies D D0 SHHIPAA - New Hire WBT
L

ar Released until 11/25/2011

While viewing the Completed Courses area, if you wish to print a transcript of the completed courses:

e Click the All tab

-
Completed Courses - -

e Look above to the My Training Activities area to locate the Print button
e Click the Print button to print a transcript of your completed trainings
Note: the transcript will no longer show test scores or passed after approximately Oct. 1, 2011

Refresh

My Training Activities

This is a list of all the training activities in which you are currently participating or for which you are booked. Click on a course to display defails of the course, to cancel your booking, or to
set the course fo ‘completed'.

Your current training activities in summarized format.
The table does not contain any entries
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