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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.

hio LEARN Home My Training @ Training Catalog @ Resources @

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

Get started immediately with
your Ohio statewide training!

Getting started overview -

View my training ->

Search the catalog -

View my transcript -

Mot e Ot A A

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.

hio LEARN Home My Training @ Training Catalog @ Resources @

Trainin‘r“by Topic

S] 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 ->

N View my training -
Search the catalog =

| View my transcript =

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).

L]
hlo LEARN Home My Training @ Training Catalog @ Resources @

"®] Back to MyOhio Two methods for |°cating courses... You are logged in as: Jane Doe e Logout ¢
Training by Topic
Search or browse the catalog below to find training organized by topic s, enroll in instructor-led training, and map yourself to Learning
Plans—all directly from the catalog. You may click on a training title to Search for Ir in-progress courses and ILTs accessed from the catalog will
appear in My In-Progress Training, and in-progress Learning Plans accq courses ppear in My Learning Plans.
£ Search the Statewide Catalog \

m {:} ADVANCED SEARCH

i Browse the
il statewide Catalog Catalog by Topic

|2 NAME(A-Z)  \f/ FILTERS (#) I
e Business Intelligence (BI) e Employee Assistance Program e Equal Opportunity Division
(EAP)
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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.

©hio LEARN

8] Back to MyOhio
Training by Topic

appear in My In-Progress Training, and in-progress Learning Plans accessed

Enter Search

£ Search the Statewide Catalog term.

Business Intelligence

iiii statewide Catalog

|52 NAME(AZ) T/ FILTERS (#)

e Business Intelligence (Bl)

Learning Events (37)

Employee Assistance Program
(EAP)

©

Learning Events (14)

e Human Resources Systems

e Financials

Home

Search or browse the catalog below to find training organized by topic or category. Launch courses, enroll in instructor-led training, and map yourself to Learning
Plans—all directly from the catalog. You may click on a training title to view more information. Your in-progress courses and ILTs accessed from the catalog will
= Gl appear in My Learnin,

e

My Training @ Training Catalog @ Resources &

You are logged in as: Jane Doe e Logout O

Click the Find
button.

{:} ADVANCED SEARCH

]

e Equal Opportunity Division

Sub Categories (2)

©

Learning Events (4)

Office of Collective Bargaining
(OCB)
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6. Learning items matching the entered search term are displayed. Note the matching search term is

highlighted in yellow.

-
hlo LEARN Home My Training @ Training Catalog @ Resources &

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

Training by Topic
Search or browse the catalog below to find training organized by topic or category. Launch courses, enroll in instructor-led training, and map yourself to Learning

Plans—all directly from the catalog. You may click on a training title to view more information. Your in-progress courses and |LTs 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.

£ Search the Statewide Catalog

Business Intelligence - {:} ADVANCED SEARCH
NARROW RESULTS ¥y |= RELEVANCE
= ITEMTYPES Business Intelligence Overview
Enroliment (36)
Course (1) TYPE Course STATUS Completed CATEGORY Business
Intelligence (BI)

Bl CATEGORIES

Business Intelligence (BI) (37)
Bl Dashboard for FIN (DAS-BI-111) - 1/28/2020 1:30 PM - State Library

START DATE Hands on Finance-oriented dashboard lab intended for users of Bl Cognos. The lab will provide

Enroliments with Seats Available (35) instruction on methods for creating dashboards and each participant will have the time to build... more

TYPE Enroliment STATUS Not Enrolled CATEGORY Business

Intelligence (Bl)

START DATE January 28, 2020 AVAILABLE 5
SEATS
Standard Bl Cognos Reports - AP/PO/Spend (DAS-BI-144) 1/09/2020 8:30 AM - State L... -
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7. Use the Narrow Results feature to reduce the list of learning items.

Home

©hio LEARN

) Back to MyOhio

My Training @ Training Catalog @ Resources @

£ Search the Statewide Catalog Search Results are

displayed.
OHMS
NARROW RESULTS ¥y |= RELEVANCE
B ITEMTYPES OHMS Web Based Training - Recruiter Role
Course (5)

Enrollment (2) TYPE Course

Use attributes to
narrow search.

El CATEGORIES
OHMS - RecruitOnboard (6)

CATEGORY Professional Development
Training, OHMS -
RecruitOnboard

Professional Development Traini

START DATE

OHMS Web Based Training - Hiring Manager Role
Enroliments with Seats Available (2)

TYPE Course

CATEGORY Professional Development
Training, OHMS -
RecruitOnboard

You are logged in as: Jane Doe e Logout

ADVANCED SEARCH

STATUS Not Attempted

STATUS Incomplete

For example in this image, there are 5 courses and 2 enroliments (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.

=
hlo LEARN Home My Training @ Training Catalog @ Resources @

"] Back to MyOhio You are logged in as: Jane Doe e Logout O

Training by Topic

Search or browse the catalog below to find training organized by topic or category. Launch courses, enroll in instructor-led training, and map yourself to Learning
Plans—all directly from the catalog. You may click on a training title to view more information. Your in-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.

£ Search the Statewide Catalog

Business Intelligence - {:} ADVANCED SEARCH

NARROW RESULTS ) |= RELEVANCE m

E ITEMTYPES Business Intelligence Overview Launch Course
Enroliment (36)
TYPE Course STATUS Completed CATEGORY B

Course (1) iness

Intelligence (BI)
E CATEGORIES

Business Intelligence (Bl) (37)
Bl Dashboard for FIN (DAS-BI-111) - 1/28/2020 1:30 PM - State Library
START DATE Hands on Finance-oriented dashboard lab intended for users of Bl Cognos. The lab will provide

Enrollments with Seats Available (35) instruction on methods for creating dashboards and each participant will have the time to build... more

TYPE Enrollment STATUS Not Enrolled CATEGORY Business
Intelligence (BI)

START DATE January 28, 2020 AVAILABLE 5
SEATS

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.

lohio LEARN

Y] Back to MyOhio

il Statewide Catalog

|= NAME(AZ)  \f/ FILTERS (#)

Business Intelligence (Bl)

Learning Events (37)

e Financials

Sub Categories (13)

Ohio Public Procurement
Certification Program

Sub Categories (2)

Learning Events (32)

earn.taleo.net/page/38/3-987784

Home

Employee Assistance Program
(EAP)

Learning Events (14)

e Human Resources Systems

Sub Categories (3)

Professional Development
Training

Learning Events (26)

My Training @ Training Catalog @ Resources @

You are logged in as: Jane Doe e Logout

e Equal Opportunity Division

Sub Categories (2)

Office of Collective Bargaining
(OCB)

Sub Categories (1)

e State Budget Training

Learning Events (2)

Learning Events (4)

Learning Events (22)
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10. Review the list of learning items and click on the Launch Course button for the preferred item.

Ihio LEARN Home My Training @ Training Catalog @ Resources @

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

il Statewide Catalog < BACK

Statewide Catalog - Business Intelligence (BI)
NARROW RESULTS B  |= RELEVANCE

B ITEMTYPES

Business Intelligence Overview
Enroliment (36)

Laurch Course

Intelligence (Bl)
E CATEGORIES

Business Intelligence (Bl) (37)

Course (1) TYPE Course STATUS Completed

Tableau Server Web Authoring (DAS-TB-202) - 1/23/2020 - State
Library

Enrollments with Seats Available (35) For users with the 'Explorer(can publish)' security role only. This instructor-led

START DATE

training will show users how to use data saved to the Tableau Enterprise... more

TYPE Enrollment STATUS Not Enrolled CATEGORY Business
Intelligence (Bl)

START DATE January 23, AVAILABLE 5
2020 SEATS

Standard Bl Cognos Reports - T&E (DAS-BI-142) 1/10/2020 10:30 AM

seicloseonexit=

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.

@ hio LEARN Hpme My Traingg Q© TrainingfCatalog @ Resources &

My Training ltems
] Back to MyOhio ggeq in as: Jane Doe e Logout

My Transcript

Hi, Jane

Get started immediately with
your Ohio statewide training!

Getting started overview -

View my training -

Search the catalog -
View my transcript -

Getting Started

To continue a course in progress, use the My Training ltems 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.

¥ Back to MyOhi My Training ltems > My Learning Plans
ack to MyOhio

My Transcript My In-Progress Training
; . y %3 Wt T ‘“.
Lead Ohio &=, o - E N uld
The State of Ohio recognizes 3
the importance of cultivating
internal talent. Lead Ohio is the
State's initiative to develop
successful leaders at every level
of state government by
standardizing supervisor
expectations, providing
opportunities for networking,
professional growth and skill-
building.

Getting Started

v.lea eo

Page 10 of 18




Department of

OhiO Administrative Services hiO LEARN

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

Ihio LE ARN Home My Training @ Training Catalog @ Resources &

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

My In-Progress Training

Below you will find all of your current web-based and instructor-led training in progress. This includes courses and ILTs that have been assigned to you,
as well as courses and ILTs you have launched from the topical catalog or the competency catalog.

My In-Progress Training

1 0 0 1

MY TASKS PAST DUE DUE SOON NO DUE DATE

1= START DATE (FUTURE TO CURRENT) W FILTERS (#)

Launch Course

¥
—Ov

COMPLETED

OHMS Web Based Training - Hiring Manager Role

DUE DATE N/A STATUS Incomplete TYPE Course

Copyright © 2019 State of Ohio. All rights reserved

https://ohiogov.learn.taleo.net/course/courseplayer/redirect?courseclassid=203548&titemtype=course8icloseonexit=18tsessionid=3-98

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.

] Back to MyOhio

The State of Ohio recognizes
the importance of cultivating
internal talent. Lead Ohio is the
State’s initiative to develop
successful leaders at every level
of state government by
standardizing supervisor
expectations, providing
opportunities for networking,
professional growth and skill-
building.

Learn more -

Getting Started

e

My Training @ Trainifjg Catalog @ Resources @

My Training ltems

My Transcript

led in as: Jane Doe e Logout ¢
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15. Review the list of items and click the Launch Course button for the desired item.

Ihio LEARN Home My Training @ Training Catalog @ Resources @

') Back to MyOhio You are logged in as: Jane Doe e Logout

My Transcript

Below you will find all of your training completed within the Ohio Learn Enterprise LearnCenter. Click on the export button to generate a downloadable
copy of your transcript, or click on a certificate icon (where applicable) to print a certificate of completion for a specific item.

ﬁ My Transcript

15 COMPLETED DATE (RECENT TO OLD) W FILTERS (#)

Business Intelligence Overview

COMPLETED DATE December 20,2019 TYPE Course STATUS Completed

OHMS Web Based Training - Recruiter Role

COMPLETED DATE December 18,2019 TYPE Course STATUS Completed
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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.

New Attempt / Course Preview

You have previously completed this course
START DATE 12/16/2019
COMPLETED DATE 12/16/2019

What would you like to do?
© NEW TEMPT A PREVIEW

Closing the cour: eate a new attempt
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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.

‘“ %)
Next Page
Ohi MBE/EDGE Report Exampl I
Business Intelligence
[]
Equal Opportunity Division — Scorecard System
Business Intelligence
EOD 0001 - Vendor Utilization Analysis Report Data Dictionary
( This report includes adjusted EOD data.
Report Run By: Certified Vendor Report Run For: MBE 12/15/14 3:42 PM
BUID BU Name Vendor ID Vendor Name [ Account Account Descr Total MBE Total MBE Total | MBE Non-Set | Total MBE | Total
| Number Eligible Set Aside | MBE Set | Aside Expenditures | MBE
‘ Aside % | | Expenditures %
%
DMRO1 Developmental 0000026855 A INDEPENDENT 526052  JANITORIAL SERVICE  $3,765.00 $0.00  0.00% $0.00 0% $0.00 0%
Disabilities EXTERMINATORS
DMRO1 Developmental 0 250 BRYSON-TUCKER = 521502 BLDG. EQUT $518.60 $518.60  100.00% $0.00 0% $51860 100%
Disabilities ELECTRIC LLC MAINTENANCE SUP 2
»
hio e o]
https://of e eo.ne e " r2sessionid= 4 o A eview=false sePla >
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18. The system will indicate Course Completion. Click the Exit button (small x) at the upper right of the

window.

-

Course Completed

You have completed the course and may click Close Course in the action bar

The system will
indicate completion.
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19. Click Yes to confirm exiting the course.

©hio LEARN

You hav

Exit Course

Are you sure you want to exit the course, all progress may

not be saved?
= -

bar.

Page 17 of 18



Ohio

Department of
Administrative Services

20. Close the course tab or window.

©hio LEARN

@ Training Catalog

c O

x E Business Intelligence Cvgrview )i} -+

@ ohiogov.learn.taleo.net/Course/Courseflayer/player?sessi

It is now safe to close the browser window.

= O X

nicl=3-9877843E-8884-439F-3B3E-6376201000F4&c.. v @ H O | @

21. Task Complete!
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