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This job aid has been developed to assist in helping the OAKS Employee enter an In-Progress, 
Planned or Submit for Approval for OAKS Supplemental Learning in ELM. 
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ELM Supplemental Learning Employee Access 

 

This job aid is intended to illustrate how to enter OAKS Supplemental Learning in ELM. 

Supplemental learning is added to ELM as a way to track training and enable credit for 
job-related courses taken outside those offered by a State agency (including off-site 
training providers and other agencies.)  

 

OAKS Supplemental Learning – Submit for Approval: 
 

To sign in to ELM: 
 

 
 

1. Go to http://myohio.gov. 
 

 
2. Enter your Employee ID in User ID. 

 

3. Enter your OAKS password in Password. 
 

NOTE:  This is also your ePay Password. 
 

http://myohio.gov/
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4. Click the Sign In button. 
 

NOTE:  For password resets, contact the OAKS Help Desk at 
oaks.helpdesk@oaks.state.oh.us, or call 1-888-OhioOAKS (1-888-644-
6625) or 614-644-6625. 

 
 
 
 
 
 
 

 

5. From the Career Resources dropdown, Navigate to:   Career Resources > My 

Learning (ELM) > Supplemental Learning 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:oaks.helpdesk@oaks.state.oh.us
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6. Use the drop down arrow to select the type of OAKS Supplemental Learning:: 

.

 
 
 
 

 

7. Click the Continue Button: 
:. 
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8. Enter the Title and a brief Description of the OAKS Supplemental Learning 
Course. 

 
All fields with an ( * ) are required fields. 
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9. For the Status of the OAKS Supplemental Learning, click the drop down arrow and 
choose from In-Progress, Planned or Submit for Approval: 

 
 
 

 
 
 
 

 
In-Progress: Select status if you are currently attending the supplemental training. The 

supplemental learning training will show as “In-Progress” on your ELM transcript until 

you modify the training details to be submitted to your manager for completion approval. 

 

Planned: Select status if you are planning to attend supplemental training during a 

future date. The supplemental learning training will show as “Planned” on your ELM 

transcript until you modify the training details to be submitted to your manager for 

completion approval. 

 

Submit For Approval: Select status if you have already completed the supplemental 

training and you are needing your Manager’s completion approval for attending the 

course. 
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10. Complete the remaining fields for the Supplemental Learning Details:  Start 
Date, End Date, Location, Education Units, Provided by, Start Time, End Time 
and Certification Credit fields for your OAKS Supplemental Learning.: 

 
 
 

11. Click the Save button: 
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12.   You will get a message that you have successfully added the supplemental    

learning:  NAME OF COURSE with pending Approval status.  
 
Status will change to Pending Approval. 
 

Your Manager will receive a notification of the Pending Approval. 
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13. Click the My Learning Link at the bottom of the page to go to your ELM My Learning 
Transcript.   

 

 
 
 

14. This will take you to My Learning (your ELM Transcript) and show the OAKS 
Supplemental Learning Course in Pending Approval Status.   This screen will bring 
back five of the ELM courses that are in In-Progress, Enrolled or Pending Approval 
status.  If you do not see the OAKS Supplemental Learning type, Click the All My 
Learning Link. 

 

: 
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15. This will take you to your ALL Learning Transcript and you can filter the search for your 
OAKS Supplemental Learning.  If you do not see the OAKS Supplemental Learning 
type from the All Learning, use the Filter Name drop down to select the type All 
Supplemental Learning Progress then click the Go button.  This will filter your All 
Learning transcript for just the filtered choice. 

 
 

16. This will list all your OAKS Supplemental Learning in all Status.. 
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Supplemental Learning – In-Progress: 
 
To sign in to ELM: 
 

 
1. Go to http://myohio.gov 

.  

  

2. Enter your Employee ID in User ID. 
 

3. Enter your OAKS password in Password. 
 

NOTE:  This is also your ePay Password. 
 

4. Click the Sign In button. 
 

NOTE:  For password resets, contact the OAKS Help Desk at 
oaks.helpdesk@oaks.state.oh.us, or call 1-888-OhioOAKS (1-888-644-
6625) or 614-644-6625. 

 

 

 

http://myohio.gov/
mailto:oaks.helpdesk@oaks.state.oh.us
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5. From the Career Resources dropdown, Navigate to:   Career Resources > My 

Learning (ELM) > Supplemental Learning 

            

  

 

6.  Use the drop down arrow to select the type of OAKS Supplemental Learning: 
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7. Click the Continue Button 
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8. Enter the Title and a brief Description of the OAKS Supplemental Learning 
Course. 
. 

 
All fields with an ( * ) are required fields 
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9. For the Status of the OAKS Supplemental Learning, click the drop down arrow and choose 
from In-Progress, Planned or Submit for Approval: 
 
 
 

              
 

 

In-Progress: Select status if you are currently attending the supplemental training. The 

supplemental learning training will show as “In-Progress” on your ELM transcript until 

you modify the training details to be submitted to your manager for completion approval. 

 

Planned: Select status if you are planning to attend supplemental training during a 

future date. The supplemental learning training will show as “Planned” on your ELM 

transcript until you modify the training details to be submitted to your manager for 

completion approval. 

 

Submit For Approval: Select status if you have already completed the supplemental 

training and are needing your Manager’s completion approval for attending the course. 
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10. Complete the remaining fields for the Supplemental Learning Details:  Start 
Date, End Date, Location, Education Units, Provided by, Start Time, End Time 
and Certification Credit fields for your OAKS Supplemental Learning.:: 

 

 
 

11. Click the Save button: 
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12. You will get a message that you have successfully added the supplemental 

learning:  NAME OF COURSE with In-Progress status.  
 
Status will show as “In-Progress” until you modify the training details to Completed.  
This will trigger an email to your manager for approval 
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13. Click the My Learning Link: 

 

 

 

 

14. This will take you to My Learning (your ELM Transcript) and will show the OAKS 

Supplemental Learning Course in Pending Approval Status.   This screen will bring 

back five of the ELM courses that are in In-Progress, Enrolled or Pending Approval 

status.  If you do not see the OAKS Supplemental Learning type, click the All My 

Learning Link. 
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15. This will take you to your ALL Learning Transcript and you can filter the search for your 
OAKS Supplemental Learning.  If you do not see the OAKS Supplemental Learning 
type from the All Learning, use the Filter Name drop down to select the type All 
Supplemental Learning Progress then click the Go button.  This will filter your All 
Learning transcript for just the filtered choice. 

 
 

 

 
 

 

 

16. Once you have validated your OAKS Supplemental Learning is on your All 

Learning transcript and is In-Progress Status, STOP.   The following steps are 

for when you have completed the OAKS Supplemental Learning and need 

Approval from your manager. 
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17.  Once you have completed the OAKS Supplemental Learning that was entered   

as In-Progress, you can now modify the OAKS Supplemental Learning for 

Managers approval. 

 

18.  Sign back into myohio.gov with your OAKS ID and password.     

   
19. From the Career Resources dropdown, Navigate to:   Career Resources > My 

Learning (ELM) > All Learning (ELM) 
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20. If you do not see the OAKS Supplemental Learning type from the All Learning, use the 
Filter Name drop down to select the type All Supplemental Learning Progress then click 
the Go button.  This will filter your All Learning transcript for just the filtered choice. 

 

21.  This will list all your OAKS Supplemental Learning in all Status.  Click the 

Modify Button. 

 

 

 



 

22 | P a g e  
 
Modified   12-04-12 

22.   This will take you to the Supplemental Learning Details page. 

 

 

 

 

 

 



 

23 | P a g e  
 
Modified   12-04-12 

23.  Click the Drop Down for the Status and select Completed Status.  Click the 

Save Button. 
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24. You will get a message that you have successfully updated the 
supplemental learning:  NAME OF COURSE with Pending Approval status.  

 
Status will change to Pending Approval. 
 

Your Manager will receive a notification of the Pending Approval 

 

25. Once your manager has approved the OAKS Supplemental Learning, the Status 

will change to Completed Status on your ELM All Learning Transcript. 
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Supplemental Learning – Planned: 
To sign in to ELM: 
 

 
1. Go to http://myohio.gov 

 

 
 

2. Enter your Employee ID in User ID. 
 

3. Enter your OAKS password in Password. 
 

NOTE:  This is also your ePay Password. 
 

4. Click the Sign In button. 
 

NOTE:  For password resets, contact the OAKS Help Desk at 
oaks.helpdesk@oaks.state.oh.us, or call 1-888-OhioOAKS (1-888-644-
6625) or 614-644-6625. 

 
 

 

 

 

http://myohio.gov/
mailto:oaks.helpdesk@oaks.state.oh.us
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5. From the Career Resources dropdown, Navigate to:   Career Resources > My 

Learning (ELM) > Supplemental Learning 
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6. Use the drop down arrow to select the type of OAKS Supplemental Learning 

 

 

 

7. Click the Continue Button: 
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8. Enter the Title and a brief Description of the OAKS Supplemental Learning 
Course. 

 
All fields with an ( * ) are required fields. 
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9. For the Status of the OAKS Supplemental Learning, click the drop down arrow and 
choose from In-Progress, Planned or Submit for Approval: 

 

 

 

 

In-Progress: Select status if you are currently attending the supplemental training. The 

supplemental learning training will show as “In-Progress” on your ELM transcript until 

you modify the training details to be submitted to your manager for completion approval. 

 

Planned: Select status if you are planning to attend supplemental training during a 

future date. The supplemental learning training will show as “Planned” on your ELM 

transcript until you modify the training details to be submitted to your manager for 

completion approval. 

 

Submit For Approval: Select status if you have already completed the supplemental 

training and are needing your Manager’s completion approval for attending the course 
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10. Complete the remaining fields for the Supplemental Learning Details:  Start 
Date, End Date, Location, Education Units, Provided by, Start Time, End Time 
and Certification Credit fields for your OAKS Supplemental Learning. 

 

 

 
 

11. Click the Save button 
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12. You will get a message that you have successfully added the supplemental 
learning:  NAME OF COURSE with pending Planned status.  

 
Status will not change until you have completed the course and modified the 
status. 
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13. Click the My Learning Link: 

 

 

14. This will take you to My Learning (you ELM Transcript) and will show the OAKS 

Supplemental Learning Course in Pending Approval Status.   This screen will bring 

back five of the ELM courses that are in In-Progress, Enrolled or Pending Approval 

status.  If you do not see the OAKS Supplemental Learning type, Click the All My 

Learning Link. 
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15. Once you have completed the OAKS Supplemental Learning that was entered   

as Planned.  From the Career Resources dropdown, Navigate to:   Career 

Resources > My Learning (ELM) > All Learning (ELM) 

 

16. If you do not see the OAKS Supplemental Learning type from the All Learning, use the 
Filter Name drop down to select the type All Supplemental Learning Progress then click 
the Go button.  This will filter your All Learning transcript for just the filtered choice. 
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17. This will list all your OAKS Supplemental Learning in all Status.  Click the Modify 

Button for the OAKS Supplemental Learning you have completed and need to 

update. 
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18. This will take you to the Supplemental Learning Details page: 
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19. Click the Drop Down for the Status and select Completed Status.  Click the 

Save Button 
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20. You will get a message that you have successfully updated the 
supplemental learning:  NAME OF COURSE with Pending Approval status.  

 
  Status will change to Pending Approval. 

 

   Your Manager will receive a notification of the Pending Approval 

 

 

21. Once your manager has approved the OAKS Supplemental Learning, the Status 

will change to Completed Status on your ELM All Learning Transcript.. 


