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Getting Started Overview

Ohio Learn Users

Welcome to Ohio Learn, the one-stop-shop for State of Ohio training!

The Ohio Learn portal has been customized to reflect each agency’s unique branding and content. As each
agency’s layout is customized, the view may differ from what is seen in this job aid, but the overall layout,
organization, and site map of each agency’s portal is the same.
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Key terms and concepts to understand when using the Ohio Learn portal:

All training in Ohio Learn is designated as either agency-specific or statewide training. Statewide
training is typically training that is available to all state employees, or required training that all state
employees must complete. Agency-specific training focuses on learning within the specific agency
and may not be learning available to other agencies.

Web-based trainings (WBTs) are self-paced online courses that launch directly within the Ohio
Learn site. One common example of an Ohio WBT course is “IT Security Training’.

Instructor-led trainings (ILTs) are training sessions that take place in actual physical locations
with live instructors. Enroll in these sessions via enrollments within Ohio Learn; the system tracks
and records enrollment and attendance.

Learning Plans are comprised of individual training items. Theses individual items must be
completed to achieve completion for the entire plan. Some will be assigned directly as required
training, and others are electives to add from the topical catalog.

In-progress training includes training that has been assigned, as well as launched WBT courses
and ILTs enrolled in from the catalog.

Supplemental training, or external training, is any training that is taken outside of Ohio Learn. This
training is manually added to Ohio Learn by the user. Not all users will see supplemental training
within their agency site.

Transcript is a record of all completed training, including training completed in Ohio Learn or
previously in ELM.

A. The Ohio Learn Home page is the first page displayed when launching Ohio Learn. It gives quick
access to top tasks while also highlighting important information specific to your agency.
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»= While scanning the home page, you will see announcements and a spotlight section. You can also
scroll through the featured training carousel.

= Use the arrow at the bottom right corner to quickly scroll back to the top of any page.
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* Inthe welcome banner is a getting started menu with quick-start navigation buttons.

o Click “Getting started overview” to watch the Getting Started video.
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o “View my agency training” should be the first stop—uvisit this page to see if training has been
assigned to you.

Notice the navigational “jump buttons” at the top which display throughout each agency site.

This page contains the learning plans you're mapped to and any web-based or instructor-led
training in-progress. Supplemental training taken outside of Ohio Learn is added here.
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¢ This is an example of an Ohio Learn dashboard. These will become familiar with more
experience in Ohio Learn. Dashboards are used on most pages and are equipped with
filtering options and other helpful features. Use dashboards to view, enroll in, launch,
and complete training—and more.
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o The welcome banner will have several more quick-start navigation buttons, pointing to important
pages. These buttons differ by agency.

B. The site header displays consistently throughout Ohio Learn.

» The information bar contains a link back to MyOhio and a link to log out of Ohio Learn. When on a
shared computer, verify that this name matches yours!

» Click the logo in the top left or the “Home” link to return to the home page at any time.
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C. The drop-down navigation provides access to each page and section of the Ohio Learn portal.

= Notice that the quick-start buttons in the welcome banner also appear in the top navigation, which
can be accessed from any page.

o The word “My” indicates that all of this content is specific to YOU, as the user! “My Training”
contains the “My Agency Training” and “My Statewide Training” pages and the “My
Transcript” page.
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¢ The “My Statewide Training” page is separated into sections similar to “My Agency
Training”.

¢ The “My Transcript” page shows all completed Ohio Learn training, as well as training
previously completed in ELM.

Home My Training @ Training Catalog {

My OBM Training >
as: Demo UserOl

My Statewide Training >

My;ﬁanscript
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The page is divided into three sections: My Agency Transcript—for all training completed
in your current agency, My Statewide Transcript—for all completed statewide training,
and My Complete Training History—here, run a report to obtain a transcript of ALL
training completed through ELM and Ohio Learn as a State of Ohio employee.

Under “Training Catalog”, find both the “Agency Catalog” page and the “Statewide Catalog”

page.
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¢ On the “Agency Catalog” page, training is organized into a topical catalog, and some
agencies also feature a competency catalog.

To search or browse for a particular training, use the search, or drill down into the
catalog categories and sub-categories to locate specific training.

Page 11 of 14



Ohio

Rglri:igig:i\: Services hiO LEARN

¢ The “Statewide Catalog” page is similar to the “Agency Catalog” page, with the same
features and functions for statewide training.

Home My Training @ Training Catalog @ Resources @

OBM Catalog

ogo

Statewide Cat%')g Statewide Training by

Topic

Statewide Competency
Library

Statewide Catalog -

Search or browse for training in the statewide topical catalog or the statewide
competency catalog as needed.
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o “Resources” may include various links, the two most common are the Getting Started video
and the “Help” page.

¢ On the “Help” page, Ohio Helpdesk contact information is found. Agencies have also
provided specific links to various helpful resources, organized into tables on this page.
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Training is at your fingertips with Ohio Learn—qget started today!
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