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Learners can launch and point to external websites for web based training from ELM as 
an assignment. For example learners can launch to the external FEMA training 
websites for training from Enterprise Learning Management, take the FEMA exam and 
notify their Manager that they have completed the training. 
 

The Manager can then give their direct report completion credit for completing the 
assignment. This job-aid directs Managers on how to give completion credit to their 
direct report for completing an assignment.  
 

1. Sign into ELM through the My Ohio portal. From the main portal page select Career 
Resources > Manager Tasks > Training Approvals Pending.  
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2. The Team Members page lists all your direct reports.  The Direct Reports 
component appears towards the bottom of the page.   
 
 

 
 
3. To see the assignment on your direct reports transcript that needs completion credit, 

navigate to the Action column and choose Team Learning from the dropdown, then 

hit GO.  
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4. To find your direct reports assignment that needs completion credit, filter their training 

by Type and click on the Type column header. Continue clicking the Type header 

until the assignment types are displayed and you see the assignment course that 
needs completion credit given. The assignment course that does not have completion 

credit will have a status of Enrolled. 

 
 
 

5. Next click on the Title of the assignment course that you need to give your 
direct report completion credit for. 
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6. The Activity Progress page is displayed, now click on the Activity Component 

Title ( ).  
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7. The Assignment Progress page is displayed. Here is where you can give your 
direct report completion credit for completing the assignment. Click on the 
dropdown under Progress and select the status of Completed. Then click the 

Save yellow button to save the completed status for your director report for completing 

the assignment. 
 
NOTE: The employee will receive a notification that they have been given 
completion credit for completing the assignment. 

 
 

8. Click the Return to Previous Page link to return to the Activity Progress page.   

 
9. Repeat steps 1-4 to validate completion credit are displayed on your direct reports 

transcript for the assignment. The assignment status will be displayed as Completed. 
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