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Below is a summary of the steps. If you prefer a more detailed explanation or want to refer to
the screenshots, please go to page 3.

1. Joining the Training Programme

Step 1: You will receive an email with an invitation to join a Training Programme set up by
IPS. Open the email and click on “Join now”.

Step 2: If you have a CORP account, please select Login with Institute for the Public Services
and sign in through MITA using the CORP credentials. Officers who do not have a CORP
account, should select Sign Up and input the email address on which invitation was received
and create a new password. Officers who do not have a CORP account will then be directed
to the screen as explained in Step 5.

Step 3: Officers who have a CORP account will be directed to the Coursera screen. Officers
who do not already have a Coursera account should click on “'m a new Coursera user” and
go to Step 4. If you do have an existing Coursera account (either with the same email to which
you have been invited or a different personal email), select “I'm an existing Coursera user”
and go to Step 6.

Step 4: Insert your work email address (the same one on which you received the email with
invitation) and a password of your choice. Whilst you are following your course with IPS, you
will be asked to do this only once, but it is important that you remember your Coursera account
password in case you might need it in the future.

Step 5: You will then be prompted by a screen. If you would like to receive promotional
material from Coursera, tick the box. Should you change your mind at later stage, these email
preferences can be changed from your account settings by clicking here.

2. Enrolling in a Course

Step 6: By now you should have received another email. Open the email and click on “Go to
Courses”.

Step 7: Once you click on “Go to Courses” you are directed to the Catalogue of the
Programme you have been assigned to. If applicable, courses are then divided by topics (give
the screen some time to load).

Step 8: Click on the course that is of particular interest to you to find out more about the
outcomes of the course and how the modules of the course are structured.

Once you find the course you are looking for, click on the “Enroll” button. This will then change
to “Go to Course”. You are now ready to start your training journey!

3. Courses assigned by IPS

Step 9: If the Institute for the Public Services assigns you to a particular course that you need
to follow, you will at a later stage receive an email accordingly. Open the email and click on
the “Get started” button. You are now ready to start your training journey!

Page 1


https://www.coursera.org/account-settings

INSTITUTE
. . FOR THE
public service PUBLIC SERVICES

4. Resuming a Course

Step 10: Once you are enrolled in a course, go to www.coursera.org. If you are already signed
in, skip to Step 11. If you are not signed in, it is suggested that you retrieve the email you
received to join the training programme and click on the blue button “Join now”. If not possible,
click on Log In and sign in using your work email address and Coursera account password.

Step 11: Once you are signed in, you will be automatically directed to your Training
Programme. Click on the "My Learning" tab to view all the courses that you are enrolled in.
Click on the “Resume” button to return to a course where you last left off.

5. Other important Settings

Step 12: A pop up will come up to change your time preferences. Click on the “Change my
timezone setting” button to change the settings of the Time zone and the Language.

If the pop up does not come up, or by mistake you closed it, please change the settings from
your account by clicking here.  You must be logged into your Coursera account to be able to
do so.

Step 13: Additionally, change the Time zone to Malta. You can either find it from the list
(categorised by continent) or else start typing it and it will come up. Then change the
Language to English. When ready click on the “Save” button.

Step 14: You are also encouraged to include an alternative email address in the same page
of the settings, so that when the IPS license is withdrawn you will still have access to your
personal Coursera information, including certificates issued by Coursera.

If the system does not let you save your email, because you have already used it in the past,
please inform IPS.

Step 15: Next step is to verify the name that will appear on your Coursera certificates, by
going to the Name Verification section in the same page of the settings. If you do not agree
with the name displayed, click on the “Request Name Change” button. Fill in as needed and
press the “Submit” button.

At the end of the guidebook, you can also find a list of Frequently Asked Questions.
Please refer to them for additional important information.

IMPORTANT: For those courses sponsored by IPS you are not required to pay. After you sign
in, please ensure that there is the Public Service and IPS Logo at the top of the page as
indicated by the red circle in the below image.

e Search Coursera

Home My Learning

| 7 O
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1. Joining the Training Programme

Step 1: You will receive an email with an invitation to join a Training Programme set up by IPS
(see Image 1 below). Open the email and click on “Join now”.

Image 1

You're invited to join the IPS Internal Training learning program on Coursera

Institute for the Public Services partnered with Coursera, the global online learning platform, so
that you can learn new, job-relevant skills to advance your career.

There are limited spots available. Claim yours to start learning now!

With Coursera, you can learn

g~ Atyourown pace
Whenever you want, wherever you want

1 From the best

With online courses from the world’s top universities and most innovative companies

Step 2: Click on Log In as indicated by the blue arrow in Image 2 below.

Image 2

v € Leadership & Management A X +

www.coursera.org/programs/leadership-management-academy-i0lut?authProvider=ips&utm

Home

© We have updated our Terms of Use

Starting January 1, 2025, our updated Terms of Use and Privacy Notice are in effect. Please review each one in full.

Categories: Arts and Humanities isir Comput e v ata Science v formation Technology v Math and Loy ersonal Dev went  Physical Science (5 )

Leadership & Management Academy

Decision Making & Problem Solving

Q p P i - ‘f;’ Q‘, @ (il 2
CREAT!VE | R, ¢
PREBEREM B | >
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The below screen will appear (see Image 3). If you have a CORP account, click on the “Log
In with Institute for the Public Services” box and sign in using the CORP credentials, i.e. the
CORP work email address and password. If you do not have a CORP account, click on Sign
Up and use the work email address on which you received the invite email to sign up. If you
are asked to verify your address, please follow the instructions given by Coursera. You will
then be directed to the screen as explained in Step 5 (see Image 6).

Image 3

Welcome back

Lag in with Inatitute dzr the Public Service

Step 3: Once you are logged in, officers who have a CORP account will be directed to the
Coursera screen. If you do not have a Coursera account, click on “I'm a new Coursera user”
and go to Step 4. If you do have an existing Coursera account (either with the same email to
which you have been invited or a different personal email), select “I'm an existing Coursera
user” and go to Step 6. See image 4 below.

Image 4

Start your program
Welcome to You're invited to join Institute for the Public Services Learning Program through
coursera -

(@ r'manew Coursera user
(@) r'manew Coursera use

I'm an existing Coursera user

Keep your Coursera accomplishments all in one place.
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Step 4: Insert your work email address (the same one on which you received the email with
invitation) and a password of your choice (see image 5 below). Whilst you are following your
course with IPS, you will be asked to do this only once, but it is important that you remember
your Coursera account password in case you might need it in the future.

Image 5

Set up a new Coursera account

Welcome to Get immediate access to enroll in your company’s sponsored courses right away!
coursera
B@gov.mt

Password
Between 8 and 72 characters

Enter your Coursera password

Cancel

By creating an account, you agree to Coursera’s Terms of Use and Privacy Policy and to join Learning Programs
associated with Institute for the Public Services. Institute for the Public Services may track your grades and other
activity in its Learning Programs.

Step 5: You will then be prompted by the below screen (Image 6). If you would like to receive
promotional material from Coursera, tick the box. Should you change your mind at later stage,
these email preferences can be changed from your account settings by clicking here.

Image 6

&

Let's keep in touch

I'd ke to receive emails from Coursera about produwct recommaendations, promations, and surdeys.

For more information about our privacy practices and how we use your information see our Privacy Polcy.
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Step 6: By now you should have received another email as per below Image 7. Open the
email and click on “Go to Courses”.

Image 7

Q public service

Welcome to your learning program

Hi, o B3 350 D0 a LK IS o YT W BCongratulations! You've joined IPS Internal
Training — that's a big step, and we're excited for you. Browse the courses available to you and

begin your career development now.

Ef'l"@ Go Beyond the Numbers: Translate Data into Insights

[a%.0= Analyzing and Visualizing Data in Looker

See all courses

Step 7: Once you click on “Go to Courses” you are directed to the Catalogue of the

Programme you have been assigned to, as can be seen in Image 8 below.

If applicable,

courses are then divided by topics as shown by the red oval (give the screen some time to

load).

Image 8

Recommended by your organization

Enroll in any course hand-picked by your organization. These courses cover topics and skills your organization is focused on improving.

ustom IPS Internal collection

This collection includes those courses chosen by IPS employees,

S0
Misg :
University of California, Irvine B recnotsgico de Monterrey B coursera Project Network B Macquarie
Conflict Resolution Skills Critical thinking: reasoned decision Data Cleaning in Excel: Techniques to
making Clean Messy Data Visualization
Guided Project Specialization

Course

University

Excel Skills for Data Analytics and
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Step 8: Click on the course that is of particular interest to you to find out more about the
outcomes of the course and how the modules of the course are structured.

Once you find the course you are looking for, click on the “Enroll” button as shown in Image 9
below. This will then change to “Go to Course”. You are now ready to start your training
journey!

Image 9

Communicating In Groups and Teams

This course is part of Communication For Everyone Specialization

° Instructor: CareerCatalyst

Enroll Assign this course
Starts Dec 16

B tor the Public Services

3. Courses assigned by IPS

Step 9: If the Institute for the Public Services assigns you to a particular course that you need
to follow, you will at a later stage receive an email accordingly. Open the email and click on
the “Get started” button as shown in Image 10 below. You are now ready to start your training
journey!

Image 10

COURSE
Design 1 hinkKing ror innovation

+ What design thinking is and when to use it
« How to prepare to see and take action when opportunity arises
« How to use design thinking to generate innovative ideas

+ Howto take the many ideas you generate and determine which ones are likely

e specific, desired outcomes

Get started
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Resuming a Course

Step 10: Once you are enrolled in a course, go to www.coursera.org. If you are already signed
in, skip to Step 11. If you are not signed in, it is suggested that you retrieve the email you
received to join the training programme and click on the blue button “Join now”. If not possible,
click on Log In as per Image 11 below and sign in using your work email address and Coursera
account password.

Image 11

You're invited to join the IPS Internal Training learning program on Coursera
Online Degrees  Career @' b

Institute for the Public Services partnered with Coursera, the global online learning platform, so
that you can learn new, job-relevant skills to advance your career.

Join now

There are limited spots available. Claim yours to start learning now!

With Coursera, you can learn

t-) Atyourown pace
Whenever you want, wherever you want

Jyi  From the best

With online courses from the world’s top universities and most innovative companies

Step 11: Once you are signed in, you will be automatically directed to your Training
Programme. Click on the "My Learning" tab to view all the courses that you are enrolled in.
Click on the “Resume” button to return to a course where you last left off (see Image 12 below).

Image 12

Home My Learning

My IPS Internal Training Learning

sovet ) Completed ) | sl

= Design Thinking for Innovation
iiversity of Virgin
Universi irginia Week 5 of 5
2 Progress: 33% m

o ¥ Ends on Jan 6, 2025

1assignment this week
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4. Other important Settings

Step 12: A pop up will come up to change your time preferences as per Image 13 below. Click
on the “Change my timezone setting” button to change the settings of the Time zone and the
Language.

If the pop up does not come up, or by mistake you closed it, please change the settings from
your account by clicking here.  You must be logged into your Coursera account to be able to
do so.

Image 13

i:: Your computer's timezone does not match your Coursera

account's timezone setting ¢

may not be displayed in the timezon

[1°]
T

‘ Change my timezone setting Don't show this again

Step 13: As per Image 14 below change the Time zone to Malta. You can either find it from
the list (categorised by continent) or else start typing it and it will come up. Then change the
Language to English. When ready click on the “Save” button.

Image 14

Timezone Language

Malta ~ | | English ~

Save

Step 14: You are also encouraged to include an alternative email address in the same page
of the settings (see Image 15), so that when the IPS license is withdrawn you will still have
access to your personal Coursera information, including certificates issued by Coursera.

If the system does not let you save your email, because you have already used it in the past,
please inform IPS.

Image 15

Personal Account

Add your personal account here, so you'll still have access to Coursera courses after you leave
your current company

Add Alternative Email
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Step 15: Next step is to verify the name that will appear on your Coursera certificates, by
going to the Name Verification section in the same page of the settings. If you do not agree
with the name displayed, click on the “Request Name Change” button (see Image 16). Fill in
as needed and press the “Submit” button.

Image 16

Name Verification
Your name,. e s e B RS, IS Verified. This is the name that will appear on your
certificates.

Request Name Change
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Frequently Asked Questions

1. Will | be requested to pay for the Coursera Courses?

For those courses sponsored by IPS you are not required to pay. To make sure that you are
in the IPS Training Programme, after you sign in, please ensure that there is the Public Service
and IPS Logo at the top of the page as indicated by the red circle in the below image. If you
have queries on other training courses offered by Coursera but which are not in your Coursera
Training Programme, please contact IPS.

G Search Coursera

Home My Learning
e |

2. The emails | receive from Coursera are not being displayed correctly. What do |
need to do to fix this?

To ensure that emails received from Coursera are displayed correctly, kindly add the Coursera
email address no-reply@t.mail.coursera.org to your Safe Senders List.

Right Click on the error message (see red oval below). Click on “Add Sender to Safe Senders
List” (see red arrow below).

Fle  Mesage Hop T .

e il 5|52 &1 5

E K
"5

. Dl Reply Reply Forward * a . p— Samign Mark Categoriae Follow Amad Wmmensive | Tranclate | Dooen gy with

You're invited to learn on Courseral
g.ll'.ﬂ: < NO-repdrd . malk courera.ong >
carta w i

A Geaser 1o Safe Senwiers List

Vel i bl e s Tt DS vt T il b o oo 1 Cirr i

Ratitists for Bl Public Sarvikons e mili
i U] s s B o, -t AR N i st i
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3. Where can I find further support on how to use Coursera?

For general technical assistance on how to use Coursera you can refer to the Learner Help
Centre available through this link htips://www.coursera.support/s/learner-help-center. Please
note that not all contents in this link are applicable to IPS Training Programmes.

For more specific queries or queries related to your Training Programme, you can contact IPS
directly.

4. Where can | find Coursera’s policies and terms and conditions

For more information on Coursera’s policies and programme terms you can click on this link:
https://www.coursera.support/s/learner-help-center-coursera-policies.
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