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1. Log into myohio.gov with your State of Ohio User ID and Password: 

   

2. Navigate to OAKS Quick Access and click on Launch Application for Enterprise Learning 

Management 

 

Please note: Identify the course that you want to include the print certificate 

template for that you will set at the activity level. 
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3. Navigate to Enterprise Learning > Define Certificate template 

4. Click on the Add A New Value Tab 

 
5. Tab is displayed: 

 
Please note: for the free fields if you choose to use them an example may be to 

have the learner add a Position Title or their State of Ohio User ID to be 

displayed on their print certificate. 
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6. Enter the following information: 

a. Effective Date: (Required) 

b. Type:  (ex: DRC Print Certificate) 

c. Status:  Active 

d. Free Field One: (Optional)  example – State of Ohio User ID 

e. Free Field Two: (Optional) example – Position Title 

f. Free Field Three: (Optional) 

g. Free Field Four:  (Optional) 

h. Check the “Display Education Type & Units” (Optional) 

i. Check the Date to be displayed – if you would like to see the Activity End Date or 

the Completion Date, click the respective Radio Button, and none for either date 

to be displayed. 

j. Select your agency logo in the Agency Logo dropdown field – Make sure you do 

not see any other Agency’s Logos 

        

8. Click on the Owner Name magnifying glass 
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9. Enter your last name in the Last Name field and your first name in the First Name 

field 

 

10. Click the yellow LOOK UP  button 

11. Click on the Person's name that returned this will populate the Owner Name on 

the Certificate Template 

12. Enter the following information in the Instructions field:  (Enter instructions based 

on the Free Field information) 
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13. Click the yellow SAVE button This will also update the Certificate Template ID 

               

14. Click the Security Tab at the top of the page:
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a. Your Agency Learning Environment will automatically populate

 
 

b. Click the + button to add another Learning Environment
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c. Use the Maginifying Glass to search for State of Ohio 

 
d. Click on State of Ohio 
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e. Make sure your Learning Environment is checked as the Primary Learning 

Environment. Click the Save Button 

 

 

You have just set up your ELM Print Certificate Template.    

To add this template to an Activity, follow the steps below. 

1. Navigate to Enterprise Learning > Catalog > Maintain Activities.    

2. Enter the Activity Code or the Catalog Item Name and click Search.  This will bring back 

the Activity Details page: 
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3. Click on the dropdown arrow for the Certificate Template 

 

4. Click the Certificate Template you would like to use (you may have more than one 

template set up). 

 

 

 

 



Administrator Print Certificate                  

Page 10 of 13  Revision Date: 03/21/2014 
 

5. Click the Save Link.  NOTE:  The Verity Index will need to run to update the Activity (this 

is scheduled to run at the top of the hour).

 
6. Once the learner has completed the training, they can log into myOhio.gov and navigate 

to Career Resources > My Learning (ELM) > All Learning (ELM).   Find the course on 

their All Learning Transcript.   
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7. They will then need to click on the name of the Course.  The Activity Progress page is 

displayed.   Click on the Print Course Certificate link.
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8. Enter the information requested.  Click Apply and OK buttons. 

 

9. This will take then back to their Activity Progress screen.  In one hour they will received 

a email with their Course Certificate attached. 
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