or
k@te Job Aid: How to Access Assigned
Training

Training Excellence

K@TE is the University of Tennessee’s Learning Management System. In this
job aid, you will learn how to access your assigned mandatory training in
K@TE, successfully complete it, and how to review your training history.

Step 1

e Navigate to
https://kate.tennessee.edu/ B kate.tennessee.edu

in your browser.

Step 2
® Click “UT Faculty and ¢ > o G

S t a ff ” U THE UNIVERSITY OF TENNESSEE  search tennessee.edu

Welcome to K@ TE

k@ l ( E K@TE (pronounced "Kate") represents "Knowledge and
g Excellence

Training Excellence” and is the University of Tennessee's

comprehensive Learning Management System for training
and professional development

Knowledge and Trainine

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

Programs
UT Faculty and Staff

Getting Started

Not sure which button to choose?
Help

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

Terms of Use

Step 3

Y Log|n us|ng your NetID and Please enter your NetlD and password:
network password.

|

Password:
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Step 4

Follow the necessary two-
factor authentication steps.

Step 5

The K@TE home page will
appear.

Click on the “My Active
Courses” icon in the top
row.

Step 6

Review your list of active
courses to see which
required trainings you have
been registered for.

If your assigned training is
in the form of a curriculum,
click “Open Curriculum.”
Otherwise, click “Launch”
(or “Activate” and then
“Launch”).

Choose an authentication method

Duo Push RECOMMENDED Send Me a Push

Passcode Enter a Passcode

Remember me for 7 days

Click Here to Learn More! » '“ ‘

\ CHECK OUT THE NEW AND IMPROVED ke te

)
e

My ur kete My Completed

Learning

Ca®
fan

Add External
Training

Help

My HR 128 Resources

Training History

w > > Transcript:
Transcript:

Use the transcript to manage all active and completed training. To view your completed training, click on the
then choose "Completed” from the dropdown menu that appears. The "Completed” view of the transcript als
applicable training completion certificates.

Active ¥ By Due Date ™ Curriculum ¥

Search Results (19)

ining-New Employ

UTHSC 2021 Annual Compliance Tr
s Due: 12/31/2020  Status: In Progress / Past Due
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Step 7

e A new window will open
with the course.

e Navigate through the
course per the instructions.

e Tip: Ensure pop-ups are
enabled.

Step 8

® To verify completion and to
view your transcript of
completed courses, return
to your K@TE home page
and click on the “My
Completed Courses” icon.

Code of
Conduct

Compliance Module
Oferta de idiomas: escritura en espafiol disponible. Envienos un
correo electrénico 2 uteod@tennessee.edu

CHECK OUT THE NEW AND IMPROVED ur kete

ﬁ
My ur kete
Learning

Click Here to Learn More! » '“ ‘

My Active
Courses

Search Learning
Opportunities

Help

Resources

My Completed
Courses

'

Ca®
<9

Add External
Training

My HR 128
Training History
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Step 9

® Review the list of o> e
completed courses on your [ Tanseript

Use the transcript to manage all active and completed training, To view your complef]

t ra n S C r | p t . appears. The "Completed" view of the transcript also includes access to any applicabl

Completed ¥ All Types ™

Search Results (2)

UTSA IT Security Awareness 2019-Low

i Completed: 8/20/2019  Status: Completed

2018-2019 Title IX Mandatory Reporter Training
Completed: 8/13/2018  Status: Completed
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FAQ

Q: Whom can | reach out to if A: Please contact your campus/institute’s
I’'m experiencing technical local Help Desk to troubleshoot technical
difficulties? difficulties.

Q: What internet browsers are A: Latest Chrome

recommended? Latest Mozilla Firefox

Microsoft Edge for Windows 10
Apple Safari 10 and greater

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

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

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

Q: What other technical A: Cookies and JavaScript are required to
requirements are there? be enabled in K&@TE.
Adobe Acrobat Reader is required to
view training completion certificates
launched from K@TE.
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