How to Search & Take LinkedIn Learning Courses in KLPM
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Search for Course
1. Click the Search tab.

Kansas

Click here for a quick tour!

# Overview & Q) Search @ Help Performai

2. There are multiple ways to search.
a. Typeinall or part of a course name and review the auto-fill options. Click the course
you are interested in.

Excel H a

Excel for Mac Essential Training (Microsoft 365)

Excel Spreadsheet Design: Extreme Makeover

Excel for Mac: PivotTables in Depth

Excel 2019 Essentizal Training

Excel PivotTables: Mastering PivotTables and PivotCharts
Excel PivotTables: Real-World Case Studies

Excel: Advanced Formulas and Functions

Excel 2010 Essential Training

Excel 2016: Data Validation in Depth

Excel 2013 Essentizal Training

Excel Weekly Challenge

Excel: Tracking Data Easily and Efficiently

Excel: You Can Do This

Excel: VLOOKUP and XLOOKUP for Beginners

Excel for Sales Professionals

Excel 2013: Shortcuts

Excel 2013: Advanced Formulas and Functions

Excel Data Analysis: Forecasting

Excel Data Visualization: Designing Custom Visualizations
Excel 2021 Essential Training (Office 2021/LTSC)
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b. Type in all or part of the course name then click the Search button to view all options.

Search Criteria

Result

Excel

Catalog

Learning Object Type

Al
Classroom
Online
Certification

Advanced Search

]

]

]

m ﬂ' Learning Object Name

20 Nano Tips for Maximizing Excel with Mike Tholfsen
Type: On-Line Training Course - Duration (in Hours): 0.20

Descripthon:
LinkedIn Learming Course

Access 2019: Building Dashboards for Excel
Type: On-Line Training Course - Duration (in Hours): 1.78

Description:
Linked|n Learning Course

Access Basics for Excel Users
Type: On-Line Training Course - Duration (in Hours): 0.45

Description:
LinkedIn Learning Course

c. Click Catalog and click the plus sign to expand the Catalog. Expand the LinkedIn
Learning Catalog. Expand each topic to reveal subtopics. Click the box to the left of the

subtopic folder to review the courses within.

% Overview & Profile ) Search | )

Search Criteria Results
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Catalog
=] Catalog Wi
Dot CATLOG
= KANSAS CATALOG

=8 Linkedin Learning Catalog P
=N - | Business e

Business Analysis and Strategy
Business Software and Tools

/ Career Development
Customer Service

Diversity, Equity, and Inclusion (DEI)
+ Show List View

Learning Object Type

W ¥ Learning Object Name

Access 2016 Essential Training
Jb Type: On-Line Training Course - Duration (in Hours): 6.75

Description:
LinkedIn Learning Course

Access 2019: Forms and Reports
Ja Type: On-Line Training Course - Duration (in Hours): 4.00

Description:
LinkedIn Learning Course

Access: Building a Sales Database
Jb Type: On-Line Training Course - Duration (in Hours): 2.23

Description:
LinkedIn Learning Course



Enroll in Course
1. Click the Details — Enroll (Self) button.

ﬁ ¥ Learning Object Mame

Access 2016 Essential Training ﬁ Bretalls - Enroll {Seif
Type: On-Line Training Course - Duration (in Howrsk 4.75

Drescription:
Linkedin Lesming Course

2. Click the Enroll button.

Course Instance Details

Learning Object Instance [ Enrol |

Please chick 'Enroll” button for enrolling in this learning acthvity

Course Info

3. You will receive an enrollment confirmation email from klpm-noreply@I|earnsoft.com.

You have been enrolled in

Kipm Noreply <klpm-noreply@learnsoft.com>
To

KN
o

4. Click the Overview tab at the top and view the course below on your dashboard.
*If you choose to not take a nonrequired course, you can click the Unenroll button to the right
of the Launch button on the course row. Required courses will not have the Unenroll option.
Kansas
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# Overview ; Profile O, Search (@) Help Performance

User Dashboard

Hours in Training
0
0 Online / 0 Classroom

1 Past Due
0

Upcoming Courses
1 Online /0 Classroom

Corthcatiofl Total Credt

D Overdue 0
.0 Hours / .0 Units / .0 Others

Completed Courses plete Evaluations Printable Certificates You are up to date!
0Online /0 Classroom / 0 Others 0

Print Transcripts Report
@ Certifications  Assignments

¢ Course

Access 2016 Essential Training [ouid

Enrollment Type: Elective (Self) fb m @

Duration (In Hours): 6.75 Ondine Unencoll
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Launch & Complete LinkedIn Learning Course
1. Click the Launch button next to the Online button on the course row.

My Tsk

ﬁ Course
Access 2016 Essential Training m m E

IR St > Launch]
Duration (In Hours)k: 6,75 Cnline Unenroll

2. The WBT Launcher window opens. *Do NOT close this window until you are done taking the
course. This will allow KLPM to talk to LinkedIn Learning and record your course progress and
completion. Click the Launch button to start taking the course.

WBT Launcher

Access 2016 Essential Training

This course requires a State of Kansas LinkedIn Learning employee account. Login will be required. More Information

— Launch

1. Important! Do Not Close 2. Take Course 3. Complete Course
Do not close this WBT Launcher window. Click the Launch link above to start. The When the course is complete, return to
This window allows the course to course will open in a new window. this page. Click the EXIT button to finish
communicate with the LMS. Complete the course (located in the top right of the page)
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3. If prompted to sign in, enter your agency work email address in the Email field and click the
Continue button. Then enter your password in the Use your LinkedIn password field and click
the Continue button.

MiearninG

MiearninG Lil‘lkedm

@ks.gov Change

Sign In
LinkedIn Learning is connected to your Linkedin

Sign in using the same email address you use for - >
profile, enter your Linkedin password

Linkedin.com or your organization email

Use Your LinkedIn password
‘ Show

Forgot password?

Email

Sign in with your library card

MNew to LinkedIn? Join now - :
f Sign in with a one-time link

4. If you have forgotten your password, try using the Forgot Password? link or Sign in with a one-
time link button.

BLearninG

Linked [}

@ks.gov Change

LinkedIn Learning is connected to your Linkedin
profile, enter your LinkedIn password

Use your LinkedIn password
Show

# Forgot password?

. .
* a" Sign in with a one-time link )
A
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5. When you are done for the day or have completed the course, close the course window by
clicking the X in the top right corner of the screen.

= Contents

Introduction
@ Welcome

Using the exercise files

Chaflenges explained

1. Getting Started

s and the badkstage

Understanding the Trust Center

Digging into Ribbon tabs Dl® &

K D o22/0%

w @ 3 Il
Using the Navigation pane

Using the Quick Access Toolbar e Adam Wilbert

Signing in to a Microsoft account

Course details
Making backups

Next, click the Exit button on the WBT Launcher window. *You must complete this step for
LinkedIn Learning to talk to KLPM and record your completion on your transcript in KLPM.

This course requires a State of Kansas LinkedIn Learning employee account. Login will be required. Mere Informatien

Launch

1. Important! Do Not Close 2. Take Course 3. Complete Course
Do not close this WBT Launcher window.
This window allows the course to
communicate with the LMS.

Click the Launch link above to start. The
course will 6pen in a new window.
Complete the course.

When the course is complete, return to
this page. Click the EXIT button to finish
(located in the top right of the page).
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7. If you did not complete the course, you can continue to access it from the My Task list on your
User Dashboard in KLPM. Once you complete the course, it will disappear from the My Task list
on your User Dashboard in KLPM and will be recorded on your KLPM training transcript.

A Overview | & Profile  Q Search Performance A/ Learning Object  48% Team [ Reports (@) Help &% Resources

User Dashboard
4 7o T o
0 o)
Sun Mon Tue Wed Thu Fri Sat

Upcoming Courses 0 Online / 0 Classroom

4 Online /0 Classroom

+ N N " 1 2 3 4 5 6
Certifications Total Credits
4 Due Soon / 0 Overdue 22 7 8 9 10 11 12 13
22.0 Hours / .0 Units /.0 Others
1 59 14 15 16 17 18 19 20
Completed Courses Incomplete Evaluations Printable Certificates Some items are due soon! 21 22 23 24 25 26 27
76 Online / 4 Classroom / 79 Others O 9 View Assignments due soon

Print Transcripts Report View Certificates due soon 8 29 20
Certifications Assignments

My sk =m0

£+ Course
My Transcript
Region
Facility:
Department:
Name: Employee ID: Hire Date:
Course Number Course Name Date Score Credit Hours Applicable CEUs

Completed
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