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Within ELM, activities are the actual classes associated with a Catalog Item.  There will be a 

separate Learning Component Session added for each date and each facility that the class is 

offered. 

1. In OAKS ELM, navigate to Enterprise Learning > Catalog > Maintain Activities.  
 

 
 

 
2. The Maintain Activities page appears.  Click the Add a New Value tab.    
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3. On the Add a New Value tab, click the magnifying glass next to the Delivery Method ID 
field. 
 

 
4. Enter the name of the item in the Catalog Item field to search for the delivery method. 

 

 
 

5. Click the Look Up button. 
 

6. Click the appropriate link from the list of available Catalog Items.  This will associate your 
activity with the appropriate Catalog Item (course.) 

 

v 
 v 
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7. The Delivery Method ID field is populated with the Catalog Item code.  Click the Add 
button. 
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8. On the Activity Details tab, add the specific details to your activity: 
 

 

  

The Activity Code will be 

entered automatically when 

the Activity is saved. 

Pricing and Training 

Units sections remain 

blank. 

Status is Pending 

until the Learning 

Components are 

added. 

Click the magnifying glass to 

select the appropriate 

Facility/Room ID. 

Fields with * 

asterisks are 

required. 

Determine 

the Owner 

within your 

agency. 

Enter both the Start 

and End Date, even 

for a one day class. 

Approval 

Type will be 

the default 

added for 

Catalog 

Item.  You 

can change. 



Creating an Activity - Instructor Led   

Page 5 of 15  Revision Date: 04/11/2013 
 
 

 

 

 

Click the magnifying glass and 

select the LM_ACT_RMNDR 

template — the generic system 

reminder template. 

Max Enrollment is the amount 

of seats available in the 

Facility/Room. 

Enter the number of learners that can 

be placed on the activity waitlist in 

Waitlist Capacity. 

Enter the Last 

Enroll Date or 

select Last Enroll 

Date = Start Date. 

Select Enable 

Waitlist. 

Min Enrollment is the number of 

seats that need to be filled in order to 

conduct the class. 

Select Enforce Enrollment 

Limit to enforce max 

enrollment rules. 

Enter a number 

value for the 

number of days 

before the 

activity start date 

that the system 

will send the 

reminder 

notification to 

learners. 

Learning Period and 

Published Duration 

sections remain blank. 

These are used for web-

based courses.  
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9. At the bottom of the Activity Details tab, your agency’s Learning Environment will already 
be selected as a Learning Environment.  This fills the Learner Group field with the 
learner groups designated at the Catalog Item level. 
 
Click the Add Learning Environment link. 
 

 

 

10. Select State of Ohio as the other Learning Environment. 
 

 
 
 
 
 
 
 

  

Notice that the default 

learning environment, which 

is your agency environment, 

is ALWAYS the Primary 

environment. 

Auto Mark Completion is used to automatically mark 

sessions complete after a session occurs. 

Launchable from History and Allow Completion from 

History  are used for web-based courses. 

Select Enforce Prerequisites only if there are classes the 

student MUST take before enrolling in this one.   

Mark Completion After, indicates the number of days after 

the session occurs that the system will Auto Mark Complete 

the session. 
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11. Click the Default Learner Groups button next to State of Ohio. 
 
The Leaner Groups associated at the catalog item level will be populated in the Learner 
Groups section. 
 

 
 
Note: You can remove any learner groups that should not be associated at the 
activity level by using the Edit Learner Group Security link. You cannot add 
additional learner groups at the activity level. To add a learner group, maintain the 
catalog item and add the learner group there.  

 

12. Click Save. 
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13. Next, click the Learning Components tab. 
 

 
 
 

NOTE: The Activity code is the unique ID for the activity. It can be used search for activity 
rosters or to enroll learners into this specific activity. 
 
For example: DAS-BI-112DAS00100120130422797 

 DAS-BI-112 = Course Code 

 DAS = Primary Learning Environment for the Activity 

 001001 = Facility/Room ID  

 2013 = Year 

 04 = Month 

 22 = Day 

 797 = Random Generated 3 digit # 
 
 
 
 
 

  

Notice that the Activity Code 

field is filled in when you save 

the activity. 
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14. On the Learning Components tab, click the Add Component button. 
 
 

 
 
 

15. For the classroom portion, select Sessions. 
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16. Complete the Basic Data fields, (Component Name, Short Name, and Description are 
required fields) and click the Save button. 

 

 
 
 

17. Click the Sessions tab. 
 

18. Click the Add Session button. 
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19. On the Session Details screen, verify the Date. 
 

 
 
 

20. Click the magnifying glass next to the Facility field. 
 
 

21. On the Look Up Facility screen, select the building by clicking the appropriate link. 
 

 
 

  

 

To search by facility’s 

description, click the drop 

down arrow and select 

Facility Description. 
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22. To select the room, click the magnifying glass next to the Room field. 
 

 
 
 

23. On the Room Search screen, click the Search button to display a list of all available 
rooms for that Facility. 
 

 
 
 

24. Select the room by clicking the appropriate link. 
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25. Enter the Start and End Times. 
 

 
 
 

26. If necessary, click the magnifying glass next to the Instructor field. 
 
NOTE:  If the Activity Details tab has a Primary Instructor designated, this instructor’s 
name displays automatically in the Name Display field. 

 
27. On the Instructor Search screen, click the Search button to display a list of all available 

instructors. 
 

 
 

 

 

 

Be sure to enter am or pm. 
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28. Select the instructor by clicking the appropriate link. 

 
 
 

29. Click the Apply button. 
30. Click the OK button. 
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31. The session displays on the Sessions tab.  Verify the information is correct and click the 
Save button. 

 

 
32. Click the Return to Activity link. 

 
33. On the Activity Details tab, change the Status to Active. 

 

 
 

34. Click Save. 
 

 
 

 
NOTE:   The system is set up to “refresh” every hour.  You will not be able to see 

your activity until the next refresh takes place. 
 

 

 

 

 

 


