How to Access Charge Card Training

Within the Knowledge Center (also known as KC Global, or LMS) is a course catalog, which allows you to quickly locate a
specific course and launch it.

Step 1. Open the Knowledge Center Login Page (https://covkc.virginia.gov/). NOTE: If your agency has its own
domain, you will receive a message indicating you are a member of another domain and be directed to select
your domain from the list that appears, or you may be prompted to request access to the DOA domain. For

illustration purposes, these instructions will show the DOA Knowledge Center. However, the instructions will be
the same for all domains.

Step 2. Enter your Login ID and Password. Click the Log In button.

% OA_ Register  Email Administrator

Virginia Department of Accounts

Financial Accountability. Reporting Excellence.

Welcome to the Department of Accounts Knowledge Center.

(. )

s@» Recent Announcements @ Login ID

Forgot Login 107

W Password

Step 3. The Knowledge Center Home Page opens.

“ Welcome, Maranne Madison | Logout Site Map | Domain Console | My Messages | Site Help

[ Enter Search Text.., (-’\ Advanced Search

Learning Center  Reference Center  Collaboration Center  Administration

Home =» iy Waorkspace == My Homepage

My Homepage ¢ o

Use this page to quickly access areas in the system and view the most recent content that is most relevant to you, Use the link above the areas to change the layout
of this page.

Custamize

—
S Online Courses W Scheduled Training

Mo records found. Mo records found.
hore. .. MAOFE..

= Required Training ) *8* Announcements
Mo records found. Mo records found.
bhare. . Mare...
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https://covkc.virginia.gov/

Step 4. From the Learning Center menu, select the Course Catalog option.

“ Welcome, MARIANNE MADISON | Logout Site Map | Domain Console | My Messages | Shopping Cart (0) | Site Help

[ Enter Search Text... ] (-)\ Advanced Search

My Worksp: ce Learning Center F eference Center Collaboration Center  Administration

Home Course Catalog

Bundles

My Homepage 7

Use this page to quickly access areas in the system and view the most recent content that is most relevant to you. Use the link above the areas to change the
layout of this page.

Customize

Step 5. Type a keyword to search for the course and then click the Search button.

-
“ Welcome, MARIANME MADISON | Logout Site Map | Domain Console | My Messages | Shopping Cart (0) | Site Help

Enter Search Text... ] C)\ Advanced Ssarch

My Workspace  Learning Center  Reference Center  Collaboration Center  Administration

Home == Learning Center == Course Catalog

Course Catalog 7]

Search for courses and curriculums and enroll in them. Depending on the system’s configuration, enrollment may be automatic.

To perform a search, enter keywords in the Search Text field. Select items from other search criteria options to refine the results and then click Search. Use
the Advanced Search link to select criteria to further refine the results.

Search Tex{ doa gold m All words "| Advanced Search | Calendar View | Print Version
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The matching course(s) will be displayed. Note that the courses in your list may differ based on your

Step 6.
keyword(s). Click the course title link to open the course. In this example, we will choose the Gold Cardholder
Training.
a Welcome, MARIANNE MADISOM | Logout Site Map | Domain Console | My Messages | Shopping Cart (0) | Site Help

Home == Learning Center = Course Catalog

Course Catalog

Search for courses and curriculums and enrcll in them. Depending on the system's configuration, enrollment may be automatic.

Enter Search Text... ] ()\ Advanced Search

ing Center  Reference Center  Collaboration Center  Ad

To perform a search, enter keywords in the Search Text field. Select items from other search criteria options to refine the results and then click Search. Use

the Advanced Search link to select criteria to further refine the results.

| ‘AU words "| Advanced Search | Calendar View | Print Version

Search Text “joa gold

Records found: 1

Delivery method Rating

Online

Step 7. The first time you access a course, you must enroll in it. Click Enroll.

0 ‘Welcome, MARIANNE MADISON | Logout

DOA -- Gold Cardholder Training 2013

Site Map | Domain Console | My Messages | Shopping Cart {0} | Site Help

[ Enter Search Text... ] (-)\ Advanced Search

Collaboration Center ~ Administration

My Workspace  Learning Center  Reference Center

Home =» Learning Center =» Course Catalog =» DOA -- Gold Cardholder Trai...

Return|

Manage Required Training Save Shortcut

@ DOA -- Gold Cardholder Training 2013
Mo Rating Available

Course Provider : Department of Accounts (DOA)

Cost: 50.00

Version # : 2013

Locale : & English (United States)

Type scorm 1.2l

Duration (Hours) @ .25
Credit(s) : None
This annual training is for all Gold cardholders. Users must review the training and achieve 100% on the quiz to receive credit for the course.

You must enrollin this item if you want to access it.
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Step 8.

Step 9.

How to Access Charge Card Training in the Knowledge Center (KC Global)

Verify that the Credit and the Normal checkboxes are selected. Click the Enroll button. This will return you to
the course window.

A Enroll -- Webpage Dialog
& | https mksi-Ims.net

Enroll

Search for courses and curriculums and enroll in them. Depending on the system's configuration,
enrollment may be automatic.

Review the information below to ensure that you are enrolling for the correct course/item. Then
select the options you want (if options are displayed) and click Enroll.

Title : DOA -- Gold Cardholder Training 2013

Type : SCORM 1.2
Description : This annual training is for all Gold cardholders. Users must review the training

and achieve 100% on the quiz to receive credit for the course.
* Course Credit Options
@ Credit No Credit

L—Course Made Options

@& Normal O Browse O Review

[Evel] ] ot

<

hktps:ffcovpreprod-ky mksi-Ims. netfdoa/kviewCustomCodeBehind/Base/LearningCenter [ CaurseE @ Internet

Once you have enrolled in the course, you must access it. Click the Access Item button to open the course.

Site Map | Domain Console | My Messages | Shopping Cart (0) | Site Help

“ Welcome, MARIANNE MADISON | Logout

] O advanced Searct

Enter Search Text...

My Workspace  Learning Center  Reference Center  Collaboration Center  Administration

Home => Learning Center == Course Catalog =» DOA -- Gold Cardholder Trai...

DOA -- Gold Cardholder Training 2013 )

You are enrolled in the course.

Retum|

Manage Required Training Save Shortcut

® DOA -- Gold Cardholder Training 2013

Mo Rating Available Type : SCORM 1 ‘2.
Course Provider : Department of Accounts (DOA)

Cost : $0.00

Version # : 2013

Locale : & English (United States)

Duration (Hours) : .25
Credit(s) : Mone

This annual training is for all Gold cardholders. Users must review the training and achieve 100% on the quiz to receive credit for the course.

You enrolled in this item on 2/5/2013. Cancel Enrollment
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Step 10. Click the course section name to begin the course. Notice that there is an empty yellow checkbox next to the
course name, indicating this is your first time accessing the training. You may click the Toggle Table of
Contents button on the right to view the course in the entire course window. X

DOA -- Gold Cardholder Training 2013 @

( ) |
lJGoldCardholderTrﬁining2013 ]

Step 11. A PDF copy of the slides and notes is available by clicking on the Attachments button in the upper right corner
of the training window. If you would like to view the closed captions / slide notes on the screen, click the Notes
button at the bottom right corner of the window.

DOA -- Gold Cardhelder Training 2013 @ e

Gaold Cardhalder Training 2013 Attachments it

Dutline Thumbmails

& Procedures

Gold Cardholder
Training
2013

Fimancial Aceoumability, Reporting Excellenoe

El MoTEs

How to Access Charge Card Training in the Knowledge Center (KC Global) Page 5 of 8
Revised 2-28-13



Step 12. The required training quiz is embedded at the end of the course. It will automatically begin after you view the
last training slide. The course is designed so that you must view all the slides before attempting the quiz.
When you are ready to begin the quiz, click the Next button.

DOA -- Gold Cardholder Training 2013

Gold Cardholder Training 2013  (15:31/1536 )

Dutline

Gold Cardholder Training Quiz

Question v

Gold Card Cardholder Training

You must answer all of the questions on this quiz correctly to get credit for the course.
You will only have 2 opportunities to answer each question, so read the questions and
answers carefully before you make your selection.

After successful completion of the quiz, click the "Finish" button to close the window.
You can then print your certificate from the Knowledge Center. Go to "My
Workspace" > "My Transcript” and click on this course title. Click the *View
Certificate" instructions to print your certificate.

If you do not pass, you may click the "Retry Quiz" button at the end of the quiz to
make another attempt, or click the "Finish" button to exit.

Good luck!

Score so far: 0 points out of 0 NEXT I»
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Step 13. If you do not successfully complete the quiz with a score of 100%, you may try again. Just click the Retry Quiz
button at the end of the quiz. You will also have the opportunity to review the questions and answers by
clicking the Review Quiz button. When you successfully complete the quiz, click the Finish button.

DOA -- Gold Cardholder Training 2013 ég e

Gold Cardholder Training 2013 (1531 /15:36) EXIT

Outline

Gold Cardholder Training Quiz

Gold Cardholder Training Quiz

Your Score: 100% (100 points)

Passing Score: 100% (100 points)

Result:

Congratulations! You passed the annual Gold Card Cardholder training!
You may print the results from this page, or print a certificate from the
V Knowledge Center. Go to "My Workspace" > "My Transcript” and click
on this course title. Click the "View Certificate" instructions to print
your certificate.

You can click the 'Review Quiz' button for a play-by-play recap of your results.

Ta orint vaur results_ click the 'Print Results' buttan.

)

Step 14. You will be taken back to the screen shown in Step 10. Notice that the course name how has a check mark
beside it and the course name is highlighted in yellow, indicating that you have accessed the training.

Close the window by clicking the e in the course window. Do not use the red Windows X g button to
close the course; if you do, the system will NOT award completion credit

DOA -- Gold Cardholder Training 2013 € 9 e
4l Gold Cardholder Training 2013 /

If you see this dialog box, click OK.

Message from webpage

\_‘{‘j Are you sure you wank ko exit this course?

[ K Cancel
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Step 15. The course information window shows the date and time you completed the training. You can click the View
Details link to see more information. You can also click the View Certificate button to view or print your course

completion certificate. If you did not pass the quiz and want to retake the training, or if you just need a
refresher, click the Open New Attempt button.

-
“ ‘Welcome, MARIANME MADISON | Logout Site Map | Domain Console | My Messages | Shopping Cart (0) | Site Help,

[ Enter Search Text... C_J\ Advanced Search

My Workspace  Learning Center  Reference Center  Collaboration Center  Administration

Home == Learning Center == Course Catalog == DOA -- Gold Cardhalder Trai...

DOA -- Gold Cardholder Training 2013 g2
Bt

Manage Required Training Save Shortcut

® DOA -- Gold Cardholder Training 2013

Mo Rating Available Rate Type : SCORM 1 .2.
Course Provider : Department of Accounts (DOA)

Cost : $0.00

Version #: 2013

Locale : & English (United States)

Duration (Hours) : .25
Credit(s) : None

This annual training is for all Gold cardholders. Users must review the training and achieve 100% on the quiz to receive credit for the course.

Open Current Attempt l [ Open New Attempt ]

What's this? i

You completed this item on 2/5/2013 %:18

Step 16. To view your transcript at anytime, click My Workspace and My Transcript. All attempts for the course will be

listed on your transcript.

WAL E:I  Learning Center  Reference Center  Collaboration Centef

My Homepage page

My Learning Plan
I My Transcript 4_

My access Requests

My Calendar

My Shortcuts

My Contacts

My Functions

as in the system and view the most recent con
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