Print Certificate — E1.M Learner Basic Job Aid
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This job aid is designed to assist the learner to print a certificate for completion of an Activity in

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

State of Ohio User ID Sign In

official state business by authorized pers
Unauthorized access or use of this compi
may subjectviolators to criminal, civil, andfor
administrative action.

Forgot Password Contact Info

.-'/

2. Once you have completed the training, navigate to Career Resources > My Learning

(ELM) > All Learning (ELM).

Career Resources W  Phone Search

My Learning (ELM) i
- All Learning (ELM) :

3. The All Learning page appears. Find the course on your All Learning Transcript.

All Learning

completed. You can view details, progress status, and schedules by clicking an the name of the activity or program.

Fiter Name:  All Learning for Last 6 Months - Gl
*Education Type NONE T TotalCount (.00
Title Education Type Education Units Type Date Action
) DAKS

il

W Training 250 Supplemental B Completed 10123113

~1aining Learning
DAKS

BasketWeaving CEU 350 Supplemental Completed  02/03114
Learning

DAS Ethics Training -

E02013-03K Training 1.00 Web Based i Completed  10/08M13

All Learning is a list of the activities you are enrolled in or completed and curricula and certifications for which you are registered or
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4. You will then need to click on the name of the Course. The Activity Progress page is

displayed. Click on the Print Course Certificate link.

Activity Progress

DAS Ethics Training E02013-03K
Kathy Vanhoose, Business T, OAKS Management

Activity Name: DAS Ethics Training E02013-03KType:

Web Based
Activity Code: DASET- Contact: SHELIA SMITH
101DASWEBTRAZ0131007066
Price Per Seat; 0.00USD Drop Charge: 0.00 USD
Enroliment Status: Completed Confirmation Number: 1732229
Start Date: 1000712013 End Date: -
Last Enrollment Date:  10/31/2013 Last Drop Date: -

Progress Schedule Grades and Attendance  MNotes and Attachments

Payment Defails  Approvals

Activity Syllabus

To receive credit for this activity you must complete all required tasks.

1 DAS Ethics Training E02013-03K
Short Name Web Based

Progress: Completed

o]

Return to Previous Page

| Print Course Certificate |
Activity Progress Summary
Progress: Completed Grade: Mot Marked
Passing Status: Completed Comments:

Re-Launch
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5. Enter the information requested. Click Apply and OK buttons.

Print Certificate Request

Please enter your State of Ohio User ID and Position Title so it will show on your certificate of
completion

*E-Mail To: Ikatherine.vanhoose@das.state.oh.us I
State of Ohio User ID l12245678 |
Position Title |ELm BTA |

oK “ Cancel | Apply |

6. This will take you back to your Activity Progress screen.

Activity Progress
DAS Ethics Training EO2013-03K
Kathy Vanhoose, Business T, OAKS Management

Activity Hame; DAS Ethics Training EC2013-03K Typa: Web Based

Activity Code: DAs-ET- Contact SHELLA SMITH
101DASWEBTRAZ0131007066

Price Par Seat: 000 USD Drop Charge: 0.00 S0

Enrollmant Status: Completed Confirmation Number: 1732299

Start Date: 1072013 End Date:

Last Enroiment Date: 1003172013 Last Drop Date:

Progress Schedule Grades and Atendance Motes and aftachmends  Pagment Dgtails  approvals
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7. In one hour you will receive an email with your Course Certificate attached.

From: noreply.oaks @oaks. state.oh.us

To: (¥ Yanhoose, Katherine

Cc

Subject: DAS Ethics Training EQ2013-03K Certificate

-] Message ] @Dﬁs Ethics Training EQ2013-03K Certificate.pdf (256 KB}
Hello,
Please find your certificate attached with this email.

If you have any questions please contact Ohio Shared Services at ophiosharedservices@ohio.gov or 1.877.644.6771.

Regards,
DAKS Application Support

PS: We request you not to reply to this automated mail trigger.

8. Your Certificate:

State of Ohio User ID: 12345678

Position Title: ELM BTA

mwmmwmmmﬁwm Education Type: Training Education Hours:

et i

Certificate of Completion

This is to certify that
Kathy Vanhoose

has successfully completed the

DAS Ethics Training E02013-03K course
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