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Locating and Adding a Learning Plan
Ohio Learn Users

The Situation: Use this procedure when needing to locate and sign up for a Learning Plan in the Ohio Learn
System.

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

- locate and sign up for a self-service Learning Plan
- navigate to the My Learning Plans page to interact with 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, search for a Learning Plan. Hover over the Training
Catalog menu, then click the Training by Topic menu item.

hio LEARN Home My Training @ Training Catalog @ Resources @

Trainin‘r“by Topic

] Back to MyOhio Logout ()
Competency Library
Hover over Training
= Catalog to access
H11 Jane the Training by
Get started immediately with your Topic menu.
Ohio statewide training!

Getting started overview ->

View my training -

Search the catalog =

View my transcript =

ohiogov.learn taleo.net/page/38/3-1853550
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3. There are two methods for locating learning items, both on this page:
1. Search the Statewide Catalog (see Step 4).

2. Browse the Statewide Catalog topics (not shown in this Job Aid).

-
Ihlo I |E ARN Home My Training @ Training Catalog @ Resources @

' Back to MyOhio You are logged inas: JaneDoe @ Logout ()

Training by Topic
Two methods for locating learning items...
Search or browse the catalog below to fil

tructor-led training, and map yourself to
Learning Plans—all directly from the cat:

progress courses and ILTs accessed from the
catalog will appear in My In-Progress Training, and in-progress Learning Plans accessed from the catalog will appear in My Learning Plans.

H Search the Statewide Catalog

m R

Browse Catalog
by Topic

il statewide Catalog

1= NAME(A-Z)  \/ FILTERS (#)

e Business Intelligence (BI) 9 Employee Assistance Program Equal Opportunity Division
(EAP)

Learning Events (14) Sub Categories (3)
e Financials e Human Resources Systems e Management Training
Sub Categories (15) Learning Events (35) Sub Categories (3) Sub Categories (3)

Page 3 of 6



Ohio

4. To search the catalog, enter a search term, then click the Find button.

The search function will search the learning item titles and descriptions.

Training by Topic

Search or browse the catalog below to find training organize Enter the Search burse Click the Find . and map yourself to
Learning Plans—all directly from the catalog. You may click of Term iformg Button nd ILTs accessed from
the catalog will appear in My In-Progress Training, and in-pr rom t rning Plans.

O Search the Statewide Catalog

LeanQhio “ {} ADVANCED SEARCH
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5. Learning items matching the entered search term are displayed. Note the matching search term is

highlighted in yellow.

a. Note the “TYPE” of learning item is Learning Plan. Also, the Narrow Results feature on the left

can be used to display only Learning Plans, by clicking the checkbox under item types.

b. This example shows a “Self Service” Learning Plan which is configured to allow users to enroll

in or sign up for the Learning Plan. Learning Plans that are not self service do not have the Add

Plan button.
c. Enroll in the Learning Plan by clicking the Add Plan button to the right.

£ Search the Statewide Catalog

LeanOhio - {¥ ADVANCED SEARCH

NARROW RESULTS Wy |= RELEVANCE

E_ITEM TYPES

Learning Plan (1)

LeanOhio White Belt Training
This online training is a high-level overview of why and how LeanOhio utilizes

[E CATEGORIES continuous improvement methodologies to help make state government... more

Al e e e ﬂTYPE Learning Plan # STATUS Not Attempted

& START DATE
CATEGORY Professional

Enroliments with Seats Available (0) Development Training

Add Plan
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6. The page refreshes to show a message confirming the Learning Plan has been added to your list of
Learning Plans. The page also shows your current status for the Learning Plan, shown as Incomplete

in this example.

You have successfully added yourself to the Lean Ohio White Belt Training . Learning Plan. There may be a delay before you see updated
completion information.
NARROW RESULTS ¥ |= RELEVANCE

B ITEMTYPES

Learning Plan (1)

Lean Ohio White Belt Training
This online training is a high-level overview of why and how Lean Ohio utilizes

[E CATEGORIES continuous improvement methodologies to help make state government... more

Professional Development Training (1) TYPE Learning Plan STATUS Incomplete

START DATE
CATEGORY Professional

Enrollments with Seats Available (0) Development Training

7. Once added, to interact with the Learning Plan, 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 @ Training Catalog @ Resources &

My Training ltems > My Leeiwing Plans

My Transcript My In-Progress Training
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8. The My Learning Plans page is displayed. To interact with the Learning Plan, click on the Title of

the Learning Plan.

@ My Learning Plans

2 2

PLAMS ASSIGMED

1= DUE DATE (RECENT TO OLD)

Demo Learning Plan

This Learning Plan has no description.

DUEDATE N/A

0%

COMPLETED

2

NCOMPLETE

W FILTERS (#)

0

PAST DUE

0

DUE 500N

LeanOhio Whigpelt Training

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

DUEDATE N/A

0%

COMPLETED

9. Task Complete!
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