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Assignments can be set up to allow the Learner, Manager or ELM Administrator to set 
completion.   This job-aid directs Learners on how to launch assignments from ELM and give 
Completed status. 

 
 
  

1. Sign into ELM through the My Ohio portal. From the main portal page select Career 
Resources > My Learning (ELM) > All Learning (ELM).  

 

 
2. Locate the training in your ELM Training Transcript and click on the name of the training: 
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3. Under the Activity Syllabus, click the link for the training: 
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4. Click on the link for the training; 

 

 
 
 
 

5.  Content will open:   
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6. Once you have completed reading the content, click the X at the top of the page to close 

the content; 
 

 
 

 
7.  Use the dropdown for the Progress and change it to Completed and click the Save 

button: 
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8.  On the Learner Agreement, click the I Agree and then the Submit button: 

 

 
 

9.  To verify your identify, your State of Ohio User ID will populate, enter your password for 
myohio.gov and click continue 
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10. Your Progress status will change to Completed.  Click the return to Previous Page link: 
 

 
 
NOTE: You will receive a notification that you have been given completion credit for 
completing the assignment. 
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11. On the Activity Progress screen, your enrollment status will show as Completed 
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12.  Your ELM Transcript will also show as Completed for the Assignment: 

 

 
 

 

 

 
 

 


