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Locating and Launching a Web-Based Course 

Ohio Learn Users 
 

The Situation: Use this procedure when needing to locate, launch and complete a Web-Based Training (WBT) 
Course in the Ohio Learn System. 
 
Objective: Upon completion of this job aid, you will be able to locate, launch and complete a WBT course in 
Ohio Learn. 

 
1. Log-in to the Ohio Learn System. 

 

 
 

2. Once logged into the Ohio Learn System, there are two basic methods for locating and launching 
courses. 

a. To start a new course, use the Training Catalog menu (see Step 3). 
b. To continue a course or take a completed course again, use the My Training menu (see Step 

11). 
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3. To start a new course, hover over the Training Catalog menu, then click the Training by Topic 
menu item. 
 

 
 

4. There are two methods for locating online courses, both on this page:  

1. Search the Statewide Catalog (see Step 5). 

2. Browse the Statewide Catalog topics (see Step 9). 
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5. To search the catalog, enter a search term, then click the Find button. The search function will search 

the course titles and descriptions. 
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6. Learning items matching the entered search term are displayed. Note the matching search term is 

highlighted in yellow. 
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7. Use the Narrow Results feature to reduce the list of learning items. 

F  
For example in this image, there are 5 courses and 2 enrollments (Instructor Led Training) displayed in 

the list. To show only the courses, click the Courses checkbox. 
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8. When the course of interest is located, click the Launch Course button to start the course. 

 

The course will typically be displayed in a new tab, or window, in your browser. For details on 

completing the course, see Step 18. 
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9. To find a course by topic, scroll down the page and view the topics. When you find the topic of 

interest, click on the topic title. 
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10. Review the list of learning items and click on the Launch Course button for the preferred item.   

 

The course will typically be displayed in a new tab, or window, in your browser. For details on 

completing the course, see Step 17. 
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11. To continue a course that you have started, or retake a course previously completed, hover over the 

My Training menu.   

To continue a course in progress, use the My Training Items menu (see Step 12). 

To retake a completed course, use the My Transcript menu (see Step 14). 
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12. To continue a course already in progress, use the My Training Items > My In-Progress Training 

menu.  
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13. Review the list of items and click the Launch Course button for the desired item.  

 

The course will typically be displayed in a new tab, or window, in your browser. For details on 

completing the course, see Step 17. 
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14. To retake a previously completed course, use the My Training Items > My Transcript menu.   
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15. Review the list of items and click the Launch Course button for the desired item. 
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16. When retaking a course, the system will ask if you would like to create a New Attempt, which creates 

a new item on your transcript, or simply Preview the course. In Preview mode the course can be 

viewed, but no progress is recorded on your transcript. Click the desired option. 

17.   
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17. The course will typically open in a new tab or window in the browser. Course navigation may vary by 

course. After viewing the course content, it is important to exit properly to have the completion 

properly recorded. After viewing all course content, click the Next Page arrow at the upper right of the 

course window. 
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18. The system will indicate Course Completion. Click the Exit button (small x) at the upper right of the 

window.    
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19. Click Yes to confirm exiting the course. 

 

  



 

 

   

Page 18 of 18 

20. Close the course tab or window. 

 

21. Task Complete! 


