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Completing KYHMIS Trainings and
Assignments in LearnUpon

1 Navigate to https://kyhousing.learnupon.com/dashboard

https://scribehow.com
https://kyhousing.learnupon.com/dashboard
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2 From your Dashboard, click "Start" or "Resume" to begin a Course.

3 Most courses will launch to the Course Description.

Review information.
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4 When ready to begin, click "Start".

5 Next you may see a description of the specific Module you are on, within the
Course.

Review this information.
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6 When ready, click the "Play" or arrow button in the middle of the Video screen.

7 Once you have finished watching the Training Video, below you will find copies of
the PowerPoint and other Course resources.

You can click this "Download" icon to save the information.
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8 You will see this pop-up: click "Download".

9 When you are ready to proceed, click "Next module" in the top right corner of the
screen.
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10 If there is an Exam or Quiz, click "Start exam" to begin.

11 Click "Start exam", and then answer questions as prompted.
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12 Once finished with Exam/Quiz, click "Submit answers".

13 Click "Next module" when ready to proceed with the Course.
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14 When you get to an Assignment, click "Assignment Details" to review the
instructions for the assignment.

15 Some Courses, like the KYHMIS New User Training, may ask you to navigate to
other websites to complete tasks.
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16 Some Courses may have Reference Materials attached to the actual Assignment.

These are often Guides and Workflows specific to the training covered in that
Module of the Course.

17 Click "Your Response/Notes" to be taken to a text box where you can submit your
work and leave notes/information for the Instructor.
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18 Click "Submit Assignment" in the bottom right hand corner of the screen when
ready to send your work to the Instructor for approval/review.

19 You will see this prompt- click "Yes" when ready to submit.
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20 Once you have submitted- you will see "Status Pending review" on your
Assignment. This tells you it was sent to the Instructor for review.

Once reviewed, you will receive a message in LearnUpon (and an email
notification), letting you know your Assignment was either Rejected or
Approved/Completed.

If Rejected, you will see a button next to "Your Response/Notes" that says
"Feedback"- click here to see what you need to do. Keep Submitting your
Assignment until you receive approval/completion.
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21 You are also able to download any feedback/corrections from the Instructor by
clicking "Download As PDF" under the Feedback section of the Assignment.

22 Once your Assignment has been Approved and shows "Completed"- click "Next
module" in the top right corner of the screen to continue forward with the
training.


