State Ethics Training —
Using the System

How do | access the system?

If this is your first time accessing the system, you will first
need to register.

To do so, go to massethicstraining.skillburst.com and
click on the “First time logging in?” button.
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SIGN IN

First time logging in?
Forgot your password?
Need help?




How do | access the system?

Next, enter the following information:

Email Address: use your official email
Address, if you have one. Otherwise, use a

personal email address.

Name: Enter your first and last name in the

appropriate fields.

Organization: Select your organization from
the list. Hold down the CTRL key to select

multiple organizations, if applicable.

Your Department or Agency: Enter your
municipal department, agency, or
committee/board in this field. If you are part

of multiple boards, please note each one (i.e.

“Beach Committee; Community Preservation
Committee”)
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Please enter your information to gain access

Email address
Please use your official public employee email address if you have

one. Otherwise, use a personal email address.

Your first name
Your last name

Select your organization(s):

Hold the CTRL key and click to select multiple organizations.
Dedham "
Deerfield
Dennis
Dennis Water District
Dennis Yarmouth Reaional School District

Your department, board, or agency

ter the denart nt hoard anddor aoency vou waork for IFvou don't Fnow
nier e departmelti, board, Gna/or agency you Waork Jor I you aon 1 Know

At o P I ce el o o Cpdar 'MAA iF mof onnlicable
wral fo enter, piedse ask you employer citer NJA if nof applicabie,

MNeed help?

We highly recommend using the Chrome browser

(on laptop and mobile) to access this service.
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To Lisa Jones

Once all information is entered, click on the
“Get Access” button.

Subject Massachusetts Conflict of Interest Law Training - Create your password

Lisa Jones:

An email message Wl" then be sent to the email You have successfully registered for system access. Please click on the following
ar- . . ) link d.

address you specified with instructions for i o crete your passwer

creating your password.

https://massethicstraining.skillburst.com/User/login -selfreg-create-

Once received, simply click on the link to create This link will expire in 24 hours.
your password.
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Your password must be a minimum length of 8
characters and include at least one upper case
letter, one lowercase letter, and one number.

CREATE YOUR PASSWORD
Once entered, click the “Save Password” button.

You will then be prompted to log into the
system.

New Password
Re-enter Password

Please create a password with a minimum length of 8
characters and at least one upper case letter, one lowercase

letter, and one number.

Save Password

If you are having trouble logging in with the username and password you created, try selecting
“Forgot My Password” then “Reset Password”. You will receive an email containing a link to create
a new password. Please note that you may need to omit any special characters (!, *, $, etc.) for the
system to correctly accept your password.



FAQs and Troubleshooting Guide

How do | launch the course?

Once you've accessed the system, you'll see a box with
the course title and a thumbnail image.

This will also include the course due date, a course
progress indicator, and two buttons.

The progress indicator will read “Not Started”, “In
Progress” or “Complete” depending on how much of the

course you have reviewed.

Click on one of the two buttons to either read a brief
description of the course (the “i” button) or begin taking
the course (the “Launch” button).

Upon launch, the course will open in a new window.

STILL HAVING TROUBLE?

Conflict of Interest Law Training

Commonwealth of Massachusetts

Conflict of Interest Law Training

STATE
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COMMISSION

State Ethics Commission Conflict
of Interest Law Training

Complete by: 2022-07-14

i ~ Launch

You can stop and subsequently resume the course once started, as long as you select the
“Resume” option rather than the “Restart” option. Please note that when resuming, you will begin at
the start of the Chapter you left off on, rather than the exact section within the Chapter.



= FAQs and Troubleshooting Guide STILL HAVING TROUBLE?

How do | launch an Annual Acknowledgment?

ease review one or more of the following Acknowledgments as appropriate based on your role

Similar to launching the course,
click on the appropriate
“Launch” button to access an
Annual Acknowledgement.

t t t y y t Anoust Ackrowiedgment - Annual Acknowledgment - Annual Acknowledgment - State
Municipal Employee Edition County Employee Edition Employee Edition
access and complete more than i ployee Edit ployee Edit

Oone Annual ACknOWledgement Length: 10 minutes Length: 10 minutes Length: 10 minutes

s Please complete if applicable Please complete if applicable Please complete if applicable
(state, county, and/or municipal) el e i
based on your specific role.

i f Launch i ‘f Launch i f Launch




= FAQs and Troubleshooting Guide STILL HAVING TROUBLE?

I’m having trouble launching the course.

The course and Annual Acknowledgements are designed to open in a new browser window. If
you’re not seeing your course after clicking the “Launch” button, it is possible that your browser
may be blocking this new tab or window from opening. Check your browser to see if there is an
indication that it is blocking the course from opening in a new window.

The course and Annual Acknowledgements should launch on any current browser and do not
require plug-ins of any kind. Make sure you are accessing the courses from a recent version of
any of these browsers: Google Chrome, Microsoft Edge, Mozilla Firefox or Apple Safari, either
on a desktop/laptop or mobile device. (If you are using Internet Explorer, please try another
browser.) If a course does not play on any of those browsers, please shut down your device and

then restart before trying again. You may also want to be sure you have sufficient internet
bandwidth.

If you see an icon like this in your browser, then it
is most likely blocking a new tab or window from |:> Ea
opening to launch your course.

*Example: For those using an Apple product (iPhone, iPad, etc). Navigate to “Settings”, then “Safari”
on the left, then in the “General” section, turn off “Block Pop-Ups”. You should now be able to go
back and launch the course. Please note that pop-ups will now be allowed on all sites until you go
back and disable this feature.



= FAQs and Troubleshooting Guide STILL HAVING TROUBLE?

How do | let my organization know I’'ve completed the course?

Once you have successfully completed the course

(or one of the Annual Acknowledgements) the

system will generate a Certificate of Completion Lisa Jones

which will be emailed to you immediately - and b complted e

will be available under the “Your Certificates” State Ethics Commission Conflict of Interest
button in the system as well. THinu

JUNE 17, 2022 CERTIFICATE NUMBER:
SEC-243091714301

The certificate and associated completion
information is automatically recorded in the
system and made available to your organization.

Unless directed otherwise, there is nothing more
you need to do. Lisa Jones

has completed the
Annual Acknowledgment - County Employee
Edition

JUNE 19, 2022 CERTIFRCATE NUMBER:
SEC-243091711529




