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Enrolling in Instructor Led Training from a Learning Plan
Ohio Learn Users

The Situation: Use this procedure when Enrolling in an Instructor Led Training session that is in a Learning
Plan in the Ohio Learn System.

Objective: Upon completion of this job aid, you will be able to:

- locate and view items in a Learning Plan you have been assigned, or self-selected
- enroll in an Instructor Led Training (ILT) session in the Learning Plan

1. Log-in to the Ohio Learn System.

hio LE ARN Home My Training @ Training Catalog @ Resources @

%] Back to MyOhio You are logged in as: Jane Doe e Logout ¢

Hi, Jane

Get started immediately with
your Ohio statewide training!

Getting started overview -

View my training -

Search the catalog -

View my transcript -
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2. Once logged into the Ohio Learn System, navigate to the My Learning Plans page by hovering

over the My Training > My Training Iltems menus, then click on the My Learning Plans menu to

display the Learning Plans on you have been added to.

Home

My Training [tems

My Transcript

My Training & Training Catalog @ Resources @

> My Leajwing Plans

My In-Progress Training

3. The My Learning Plans page is displayed. To interact with the Learning Plan, click on the Title of

the Learning Plan.

[%f My Learning Plans

2 2 2

PLANS ASEIGMED NCOMPLETE
|5 DUEDATE (RECENTTOOLD)  “y FILTERS (#)
[ NEW

Demo Learning Plan

This Learning Plan has no description.

DUEDATE N/A

0s

COMPLETED

0

PAST DUE

0

DUE 500N

This online training| LeanOhio White Belt Training
why and how LeanOhio utilizes... more

LeanOhio Wh"@fe“ Training

DUEDATE N/A

O

COMPLETED
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4. The Learning Plan details are displayed.
Each item in the Learning Plan is displayed. The order of items is specified by the Instructor

a.

who created the Learning Plan.

©hio LEARN

Notice, multiple types of learning items can be in the plan. This example shows an ILT

Enrollment and an Online Course.

To begin signing up for the ILT, click on the Title of the Enrollment.

LeanOhio White Belt Training
2 O% 0 0

ITEMS COMPLETED TEMS PAST DUE ATTACHMENTS

|= SEQUENCENUMBER S/ FILTERS (#)

Iy Learning Plans LeanOChio White Belt Training

LeanChio White Belt 01/15/2020

1 LeanOhioWhiteBeltOl!lS@OZO
DUE DATE January 15, 7020 STATUS Incomplete

TYPE Enrollment START DATE January 15,2020

2 LeanOhio White Belt Training (online)
DUE DATE N/A STATUS Mot Attempted

TYPE Course

OPTIONAL

No

END DATE January 15,2020

OPTIONAL

MNo
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5. The Enrollment details are displayed.

a. Enroliments can be configured in many ways. The key is to look for the Enroll button at the top
of the display.

b. Notice the Current Status (Not Enrolled) in this example, and the number of Seats Remaining. If
the number of seats remaining is zero, the Enroll button may not be visible, if the waitlist is not
enabled.

c. To Enroll, click on the Enroll button to the upper right.

LeanOhio White Belt 01/15/2020

1/15/2020 9:00am 0 30 30 0
START DATE STARTTIME MIN SEATS MAX SEATS REMAINING SEATS ATTACHMENTS
My Learning Plans = LeanOhio White Belt Training = LeanOhio White Belt 01/15/2020 %’:@ NROLL

TYPE Enrollment CURRENT STATUS Not Enrolled h

EVENT TYPE Instructor Led Training Session EVENT LeanOhio White Belt 01/15/2020
(100184472)
ENROLLMENT OPENS January 9, 2020 8:00 AM
MINIMUM SEATS O
ENROLLMENT CLOSES January 15, 2020 8:00 AM
MAXIMUM SEATS 30

START DATE January 15, 2020 9:00 AM
SEATS REMAINING 30 h

END DATE January 15,2020 10:00 AM
WAIT LIST REMAINING Unlimited

ADMIN CONTACTS eSkillz Admin
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6. After enrolling, the display will update.

a. Notice the confirmation message and the Current Status. In this example the user is Nominated,
which means the Instructor (or Supervisor, depending upon configuration) must approve your
request.

b. You may also drop the enroliment (withdraw) by clicking the Drop button.

LeanOhio White Belt 01/15/2020

1/15/2020 9:00am 0 30 30 0
STARTDATE ESTARTTIME MIN SEATS MAX SEATS REMAINING SEATS ATTACHMENTS
My Learning Plans = LeanOhio White Belt Training > LeanOhio White Belt 01/15/2020 ‘5: DROP

You have been nominated for LeanOhio White Belt 01/15/2020 /

TYPE Enrollment CURRENT STATUS MNominated h

EVENT TYPE Instructor Led Training Session EVENT LeanOhio White Belt 01/15/2020
(100184472)
ENROLLMENT OPENS January 9, 2020 5:00 AM
MINIMUM SEATS 0O
ENROLLMENT CLOSES January 15, 2020 8:00 AM
MAXIMUM SEATS 30
START DATE January 15, 2020 9:00 AM
SEATS REMAINING 30
END DATE January 15, 2020 10:00 AM

WAIT LIST REMAINING Unlimited

c. Ifthe enroliment is configured for automatic Approval, or after you are approved if Nominated,
the display will look like this:
d. Notice the Current Status of Approved, and the change in the number of Seats Remaining.

LeanOhio White Belt 01/15/2020

1/15/2020 9:00am 0 30 29 0
STARTDATE STARTTIME MIN SEATS MAX SEATS REMAINING SEATS ATTACHMENTS
My Learning Plans =~ LeanOhioWhite Belt Training = LeanOhio White Belt 01/15/2020 &[: DROP

TYPE Enrollment CURRENT STATUS Approved _

EVENT TYPE Instructor Led Training Session EVENT LeanOhio White Belt 01/15/2020
(100184472)
ENROLLMENT OPENS January 9, 2020 8:00 AM
MINIMUM SEATS O
ENROLLMENT CLOSES January 15, 2020 8:00 AM
MAXIMUM SEATS 30

SEATS REMAINING 29 _

WAIT LIST REMAINING Unlimited

START DATE January 15, 2020 9:00 AM

END DATE January 15, 2020 10:00 AM

7. Task Complete!
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