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The go-to destination for humanitarian courses and
all you need to prepare for your role with CTG.
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What is CTG Learning?

What is Kaya?

How to Log on to CTG Learning?

What is the CTG Onboarding Pass?

Where can | find the CTG Onboarding Pass?

What else can | find on Kaya?

Is CTG Learning compulsory?

Are the courses in different languages?

How to upload the CTG Onboarding Pass for Candidates
How do | download the Kaya mobile app?

How do | access CTG Learning on the mobile app?

What happens if | have a problem with CTG Learning?
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We have created this easy-to-read guide so you can take full advantage of our online
portal for humanitarian learning and career development, called CTG Learning.

CTG Learning is CTG’s e-learning platform

for all staff, providing access to humanitarian
courses designed by leading organisations in the
development sector. Access to CTG Learning is
free and you will find courses covering a range
of topics, from anti-corruption, to safety and
security, to programmatic support. You will also
find information that will help you with your role
with CTG, including details about your Duty of
Care, and resources to support your wellbeing.

Kaya is the global learning platform of the
Humanitarian Leadership Academy. This is
where CTG Learning is hosted.

Kaya is designed to be accessed from phones,
tablets, laptops and PCs, so you can use it
whenever and wherever you are. You can also
access the platform in either English, French,
Spanish or Arabic with some of the courses
available in other languages.

If you do not have an internet connection, you
can simply download the courses you want to
take on the Kaya Mobile app and sync your
progress back to your profile once you have a
stable internet connection.

What you’ll find on CTG Learning:

« CTG Onboarding Pass (compulsory for ALL
CTG staff to complete before deployment)

« CTG Policies
« Information on our Duty of Care

» Wellbeing Support

Kaya has a wide catalogue of
humanitarian-focused courses and
learning including:

- Online self-directed courses and pathways
+ MOOCs (Massive Open Online Courses)

« Webinars (video streams of events that you
can access from your phone or computer)

- Information and registration for face-to-
face workshops and events

- Videos, documents and resources
- Games, quizzes and assessments

« And much more!

humanitarian
leadership
academv
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http://www.humanitarianleadershipacademy.org/

HOW TO LOG IN TO
CTG LEARNING

THIS APPLIES IF YOU ARE ON A DESKTOP OR A CELLPHONE:

STEP 1: Visit www.ctg.org
STEP 2: Click on Login then CTG Learning

ese [ < LI} & ctg.ong

<..) CTG EXPERTISE - ABOUTUS - IMPAGT - ENGAGE -

CTG LEARNING

CTG Learning

Upskilling CTG staff with the tools neede ullyland safely
support humanitarian.and development |

+ LOG IN HERE

STEP 3: Login or create an account

ese M L] & KaYCORNACL oG

kq yq Home About v English | Espanct | Frangais | ..  UMmanitarion

leadership
academy

Is this your first time here? Already have an account?
To take part in courses on Kaya you will need to create a free account. Do this
by following the steps below ®

Why do | need an account? @

We need to know which courses you take 2o that we can keep a record of your
progress, aword you your certificates, and suggest other courses you might be

Remambar uismame

We also need to know wha is toking part in coursas so that we can look at tha
impact of the courses we offer and make sure we are creating courses that you

want to join
Fingl many of our courses are created using donations. We need to be able to =
roport to our donars on the numbars of paoplo Who are Using tha contant we & Coolsee must b

criate. We will not pass your personal information to our donors,
How do | create an account?

Complete the re
2. When you subey
U

m your registration, click the link in thi emal

Your account will be confirmed and you will be abe to log in and start toking
COurses

ration form at kayaconnact
e form, an email will be sent to the email address you
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http://www.ctg.org

Create an Account. Click on Create New Account, which is a blue
button on the left hand side of the screen.

English

kaya rome sou-

Is this your first time here? Already have an account?

Ramamier ssmar

sistration ferm at
thie form, an email will be sent to the email address you

[ ]

This will take you to a ‘New Account’ page. Please fill out your details,

and click on create new account button.

L] 1 by g

kaya
New account
+ Login details
esce |
Ernail oddress”
w Newslatter

Ernaill (agein)

Pazsword
Subaeribn 1o nowaktte

w Personal information w Terms and conditions

Display/preferred name

First name” :
Privacy Policy”

| understand and ogree to the
Torms and Conditions "

FD
E
e A

L——> Please make sure to click the box for the privacy policy and the
terms and conditions.
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You will then see this message — a confirmation email would have been
sent to your email.

o 0 FEannectorg . +

qua P s m Engish | Espar

1kl at air

Refresh your web browser of inbox = Occasionally you may need to manually refresh your browser of inbo to check for

new emalls,

Check your Spam or Junk folder - Your ISP or corporate demain may be configured to deliver cur emails to your Spam or
i ! nor 2 ]

rmation email to be sent - Click the &

Use a different email address = Whan oll else failz, try u:

Check your inbox for the email from Kaya and click on the link to activate. «—

Message
i s e . QL e . -
rT E 57 [ [ wesueg - Ll ) .|_, o O
Dois Rty Reoly Forsand B5Y wuschment Mow  Jurk Rule Rusdfunresd Cateperiss Follow  Shanke  Gandio Vi
iy : ™ Teams | Onatiie | sl

Kaya: account confirmation

o Kaya Team <no-reply@humanitarian. academy=

kaya

Hi Jeanmari Blignout,

A naw account has been registered on Kaya using this armail address. To
confirm your account, please chck here:

R =

If the link doesn't work, copy and paste the address into your web browser.

if you hawve any difficulties confirming your account, please contact the
Kaya Team on riter pcad
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You will then be taken to a screen with a confirmation message.

ece M@ 0 & KayaTonnact org / ® ¢ ]

qua Home About v English | Espanal | Frangais | s  hUmanitarian
leadership
aeadermy

Thanks,
Your registration has been confirmed

If you click on continue it will take you through to the Kaya platform. D EE—

However, because the CTG Learning platform is not included in their
catalogue you need to go back to the CTG website and click on LOGIN,
CTG Learning.

eoe [M < L] & ctg.org . @d + 0

CTG LEARMING

CTG Learning

Upskilling CTG staff with the tools needed to yand safely
support humanitarian.and development

+ LOG IN HERE

Then fill in your username (email) and password and it will take you through
to the CTG Learning page.
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Once you’ve logged in you will be taken straight to the CTG Learning
homepage, with its different modules.

Welcome to CTG Leamning

Navigate the portal by clicking on each section below, starting with ‘Welcome' if it's your first time here.

If you ever want to explore the catalogue of courses available through Kaya,
please head up to the navigation ‘hamburger’ at the top left of the page.

w, starting with ‘Welcome' if it's your first time here.

Course catalogue

wsar bookmarks for easy occess

My dashbeoard 2ya mobile app which is available to download from Goeogle Play Store and the Apple App

My learning "R can change your language preference in your settings.

Duty of Care Health & Wellbeing

.
.' . I\ ~

- “
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WHAT IS THE CTG
ONBOARDING PASS?

Before deployment or upon starting your new role at CTG, every staff member must complete
the CTG Onboarding Pass. It includes compulsory courses as well as key information to keep
you safe and support you in your role, including our company policies.

HOW TO FIND THE CTG ONBOARDING PASS:

STEP 1: Visit www.ctg.org
STEP 2: Click on Login then CTG Learning

ese M < Li] W etgong : @ d + 0

CTG LEARMING ‘

CTG Learning

Upskilling CTG staff with the tools need fullyand safely
support humanitarian.and developmen

+ LG I HERE

STEP 3: Login or create an account

ece [ U & kayaconnect.org ’ @ dh + 0§

ka C  Heme About~ English | Eepanel | Frangais | ..  hUMmanitarion
leadarship
academy

Is this your first time here? Already have an account?

To take part in courses on Kaya you will need to create a free account. Do this
by following the steps below

Why do | need an account? @
We need to know which courses you take $o that we can keep a record of yous

progress, aword you your certificates, and suggest other courses you might be
interested in REMambBEF EENaT

We aleo need to know who is toking part in courses so that we con look at tha
impact of the courses we offer and make sure we are creating courses that you

want 8o join

Finolly, many of our courses are created using donations. We need to be able to
report to cur donors on the numbers of paople wha are using the content we & Cookies must be
eriate. We will not pass your personal infarmation to our donars.

How do | create on account? Organisations (850) ~

1. Complete the registration form at kayaconnect org/register

2. 'When you submit the form, an email will be sent to the email address you
henve givan us

3. To confirm your registroton, click the link in the ema

Your acecunt will be confirmesd and you will be able to log in and start toking

COurses

&
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http://www.ctg.org

Click “CTG Onboarding Pass”
eoe | Y AFEONNACLONG d + 0
Welcome to CTG Learning
Naovigate the portal by clicking on each section below, starting with ‘Welcome' Iif It's your first time here.
Miandatory Troindng: UHSCEF Consultants. CONIB-TH Bsventicls for Frontline Workens Further COND=19 Buscurces
[ 4 F -} A
Click “START THE COURSE”
see M < L] layaconnact.org : @ a + 0

= kaya B wme @)

@ toshboard | Courses | CTG eleaming portal | CTG Onboarding Pass Sharing Link

Table of contents

CTG Onboarding Pass

Welcome

Your new humanitarion or development role awaits you. But before you can start with €16 enabling change, there

are some essential actions you need to take. CTG Onbearding Pass

» done before your deployment. Cur ¢ is to e 105 p
informeation from you to ke 5 ole.
ve been warking for CTG for some time, as it will provide a good remind

This co
we have all t
Onboording
i rration ¢

Health &

Mar

ick (\'* START THE COURSI Consul

starts here! ~OVID-1

r compulsory Onboarding Pos

Frontling W

4 Previous

Support
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Click “l agree - join course”

CTG Onboarding Pass

Essential actions you need to take before you can deploy and start enabling
change with CTG.

Topic:

e sre
Provider:

i To jsin this course click the button below, Once you
Region; have joined your information will be shared with
Compatibility. artphone

Committed to Good (CT6), 0s described in the
COUrSE SUMMary.

| agree - join course |"

Add to playlist v

oMo

Work your way through the different sections including: Policies for Your
Protection;, Compulsory Courses, Meet Flo and Onboarding Pass. <——

@ Dashbcard | My courses | €76 Onboarding Pass

Sharing link

Welcome

It's great to have you onboard. This course is divided into different modules ranging from our palicies to our duty of care. This is all fer your protection and to

ensure you are as informed as possible balore you start with CTG,
@ At the end of it all you will receive a CTG Onbearding Pass, which you will then need to upload onto Tayg, our onling HR portal

Compulsory courses: Diversity, Inclusion & Security Meet FLO

Policies for your Protection

L =1 l——.—,——-——}_ = —
% Cantinue Learning

Onbearding Pass Certificate
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Once you have completed all the sections you can download your
Onboarding Pass certificate.

Sharing link

@ Dashboard | My courses | €TG Onboarding Pass

Welcome

It's great to have you enboard. This course is divided into different modules ranging from our policies te our duty of care. This is all for your protection and to

ensura you are as informed as possible before you start with CTG,

At the end of it all you will receive o CT@ Onboarding Pass, which you will then need to upload onto Tayo, our onling HR portal
Click on the links below to access each learning module
[rg—__ - e \ i F o
! 'u‘ 1 4

W —
F 2
4

k\:-’o_ l . = g
1 f 4N ht= Fi—ae m L LN
Meet FLO

Compulsory courses: Diversity, Inclusion & Security

gl

Policies for your Protection

S ¥ A =

= —
Onboarding Poss Certificate Continue Learning

Remember, you have to complete the two quizzes on ‘Policies For Your Protection’ as
well as the four courses on ‘Compulsory Courses’ which are Safeguarding Essentials;

Prevention of Sexual Exploitation and Abuse; Equality, Diversity and Inclusion and

BSAFE in order to receive your certificate.

To download your Onboarding Pass Certificate, click on ‘Onboarding Pass <
Certificate’. You will only be able to download it if you have completed everything.

sne M e 0 ey @
= kaya o e @

Sharing ink

Onboarding Pass Certificate
Administration

Well done. You are now prepared to start your role with CTG.

@ pashboard | Mycourses | CTG Onboarding Pass | Onboarding Pass Certificate

Flease download the attached certificate and head to Tayo to upload ento your profile.
ce’ tob on Tayeo

licary

Certificates should be upleaded to the ‘Cor

“ontact CTGLearning@ctg.org if you

Once you've downloaded your certificate, click here to return to the Home page.

“ Pravious
Meet FLO
Onbearding Pass Certificate
Continue Learning
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\7/ CTG

Certificate of Completion

Name & Surname

has successfully completed the course

CTG Onboarding Pass

This course was provided by:
CTG

Date Issued:

ka a humanitarian
leadership
academy
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STEP 10: This Onboarding Pass certificate must be uploaded to your CTG profile on
Tayo, on the Compliance section of your profile. Login to Tayo — either via
the red login button the CTG website (www.ctg.org) or via www.tayohr.io <

ese [ < )] i ctg.org J @ h + 0

CTG Learning

Upskilling CTG staff with the tools neede 1llyiand safely
support humanitarian.and development

+ LW IM HERE

OR

tago

Recruit » Support * Protect

Forgot password?
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Once you have logged in to Tayo, you will be taken to the home page to
your profile.

eswe [ - < L)) app tayohr io © 0 + =

‘e | HR HA dashboard Team calendar Profect = Staff = Leave = Experses = 1 Name

[P [ EF ) P 2 rpey
= F——+

Personal information Contact information

&
@
A
()
Q

&

Name &
Surname

Parsonal dats completion

B

Compliance complation

CTG number
CTG 8107

Job title

Connbin Daainmar

Click on the Compliance tab which is on the far right of the page, next to the <—
Documents tab.

Once in Compliance, scroll down until you see the Onboarding Pass section.

ese M- < 0 app.tayohria @

HA dashboard Team calendar Project - Staff - Leave - Expenses -

UMOP ||0JDS

o L] Leave L] L]
B £
Acknowledgements
Code af conduet Rcknewlodgemant
By apelying for Bis posiion, | CTGhasa of CTG's Gode of Canduct
o A :rdmmwn:kwpemallsmmmbymmwM\en‘.Rn:ndmnCadnclccnmlct el
| acknowledge and
agres
Jeanmari Document and informaticn deciaration
1 cartify that al informaion and documentation incuded in this apgiication is sutharsc, completn and up 1o data,
Name &

| agres that | am scleky responsible for the information submitied bry me t CTG and that | am saisky responsible for
su rname ansuring that all information provided by me i snd remains irue. accurste, up lo date; | acknowledge that lalum o
. provide and maintain accurate information may aiect the way in which CTG provides me with products and senvices. |
- Turtruee agro thak ail informaton Gravided by Ma 1§ BNd femaing NGt Misloading of Bkaly 1o Miskaad of Cecaivs and hat it
s nat dscriminatory, obscena, offensive, defamatory or otherwise ilegal, unlawiul or in breach of any applicable
logiskation, regulations, guidalings or codes of practce of (ke copyTight, Irademark of olher intelleciual property rights of
any perscn in any urisdiction.

Compliance complotion

CTG number
CTG 1T 1 eertify and confirm
Jab title. Consent for background cheoks
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eae [ - < [ )] apptaychria @ M + =
J’ HR HR dashboard  Team calendar  Project = Stafl = Leave = Expenses = 2 Jeanmari Blignaut
o Lo K
L] L] Leave L]
A ) e E2E3) EPP EES
@ Onboarding pass
m Plonse upiaad your CTG Ovboarding Pass cortificatn here. i you hawe not completed € yet, plnase sign up
©TG Onboarding l & CTG Onboarting Pass_Completion cerificate.pefl |
Q e ]
CTG Trainings
=
Pluase add hens a the raining courses you have completed during your emplayment with CTG.
J .
eanmari Trisirilrg Lithe Shert descriptien Loeation Dt Haabed by Teairar
Blignaut
Personal data compietion
—
Compliance complation
—— 100
CTG numbaer
CTG 6107
Induction checklist
Job tite CTG Global roquines thal al i stafl ba briafed on CTG nd sacurity | gy y 2 hours
Oraphic Cisigoe should ba allocaled 1o the briefing. Some of the elements below may have been coverad offin the pre deployment
briefing Already ared can be skipped cver, Please confirm that all of the below sieps have been followesd by ticking the
Empioymant calagory bomes. If the manual form of Ehe induction st is used. please upicad the completed & signed copy as attachment bekw.
Project Managar Manager vesified  Staff Staff verified

You have now completed your CTG Onboarding Pass.

On CTG Learning, if you want to carry on exploring head to the ‘Continue Learning’
button to make your way back to the CTG Learning page OR head to the Kaya
navigation bar at the top left of your screen and search for courses.

Besides the CTG Learning page, Kaya offers various courses to further your
knowledge in the humanitarian sector, webinars, workshops, videos, quizzes, games,
assessments, events and more.

No, but the CTG Onboarding Pass is compulsory and imperative for all CTG staff to
complete before they start working. The CTG team monitor who has completed the
courses and will reach out to those who haven’t finished them.

The Kaya platform itself is available in French, Spanish or Arabic. You can change
your language preference in your settings. However, many of the courses are
translated into multiple languages. For example the Prevention of Sexual Exploitation
and Abuse Course by UNHCR (one of the compulsory courses for CTG staff) can be
taken in Arabic, English, French, Spanish or Russian.
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HOW TO UPLOAD THE CTG ONBOARDING PASS FOR CANDIDATES:

STEP 1: The Onboarding Pass certificate must be uploaded to your CTG candidate
profile on Tayo, on the “Attachments / Acknowledgements” section of your
profile. Login to Tayo — either via the red login button the CTG website
(www.ctg.org) or via www.tayohr.io

eee M < L] & ctg.eng

CTG Learning

Upskilling CTG staff with the tools nee: fullyand safely
support humanitarian.and developme!

+ LW IM HERE

tago

Recruit * Support * Protect

How To Guide | 17



http://www.ctg.org
http://www.tayohr.io

On your Candidate Profile, please navigate to the top of the screen and click
— > ‘edit’ in the right hand corner. You will then be able edit your profile.

& app.tayohr.io/my/homa

wn

(@]

Edx =

o

100 e

B | Q

)

I o C fered f il B @ o o E

« First Mar -]

= Last Mame egal nam

« Primal d; W Nat
Cendear « Birthday Date

Scroll down to ‘Documents’ which is beneath the Language section. Click on
the Tab to expand it.

« Have atf
U
5 whil - Doy w
[
- Boy warking with
[
* Edh
2 e ] . s
ok
I
- |
x 1 |
® kel
edgr
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STEP 4: Click on the ‘Add more’ button and upload your certificate.
Then press the ‘Co/l(lfirm’ button.

® o T x  + e

“« @ app.taychr.io/my/account (U -
! Apps ®

= Sector experience
» Language

Documents

Attachment category  Atachment type File Motes  Attachment number  lssue date  Expiry date @ a

# Add updated CV
References

» Acknewledgments

STEP 5: Your candidate profile is now complete.

see M- ¢ 0 1 sepercielo & h + &
Profile Complete

Congratulatiors! ¥our candidate profike |s now complese. You can now
SppY 0 our active vacanches.
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Kaya Mobile allows you to access all the courses that you have joined on Kaya via your
smartphone or tablet without an internet connection. You can download Kaya Mobile from your

Google Play Store or Apple App Store.

Go to Google Playstore or Apple App Store

Search “Kaya Mobile” and download the app

ull MTNSA Go Big Go... = 15:29

Q, kaya mobile @ Cancel

I Kaya Mobile
For humanitarian learning

¢ B @
a L0
a MODULE ONE

WHAT IS IHL?

e e

=]ty
Ganra@
S Radio South Africa
P‘ Music GET

% 7 o o

Arcade Search

@ 8 75% 04

Log in ﬁg

humanitarian

kaya ==
academy

Kaya

https:f/kayaconnect.org

Forgotten your username or password?

Don't have an account? You can create one for free on
the main Kaya platform - www.kayaconnect.org

Once you have an account, search for and join the
courses that you are interested in. These courses will
then display in Kaya Mobile, where you can continue to
learn while on the move and even offline!

Log in if you have already created an account or create an account on the
main Kaya platform — www.kayaconnect.org. Once you have created an

account, you can continue on the mobile app.
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https://play.google.com/store/apps/dev?id=5367753087866553739&gl=ZA
https://apps.apple.com/za/app/kaya-mobile/id1485706840
http://www.kayaconnect.org

To ensure CTG Learning is on your Kaya mobile app, please first access CTG
Learning via your desktop or your web browser on your phone. Remember you can
access CTG Learning by heading to www.ctg.org and accessing via the ‘Login’ button
on our home page, top right. Once you’ve accessed it here, it will automatically
appear on your Kaya app.

It is not possible to find the CTG Learning page on the catalogue
search functionality on Kaya.

If you do not have an internet connection, you can simply download the
courses you want to take on the Kaya Mobile app and sync your progress back to
your profile when you have a stable internet connection.

Are you stuck? Can’t log in? Having issues navigating CTG Learning? Can’t
download your Onboarding Pass certificate? Finding it difficult to upload your
certificate to Tayo? Please reach out to us on CTGLearning@ctg.org.

How To Guide | 21



mailto:CTGLearning%40ctg.org?subject=

