ePerformance Training in ELM

DAS-HRD ePerformance Training Job-Aid

This guide has been developed to assist participating ePerformance training agencies to navigate in
Enterprise Learning Management (ELM) to launch ePerformance training and/or to enroll into
ePerformance courses in ELM.
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Launch ePerformance Web Based Training

This job aid is intended to illustrate how state employees can launch ePerformance Web Based Training
in Enterprise Learning Management (ELM).

Note: You may have already been enrolled into the ePerformance web based training. Follow the
steps below to launch the training.

Launch ePerformance Web Based Training

1. Loginto myOhio.gov using your OAKS ID and password.

Note: for password resets, contact OAKS Helpdesk:
e Email: oaks.helpdesk@oaks.state.oh.us

e Phone: 1-888-OhioOaks (1-888-644-6625) or 614-644-6625

Note: Contact Ohio Shared Services Help Desk for questions or issues with ELM:
e Email: OhioSharedServices@ohio.gov

e Phone: 614-338-4781 or 1-87780HI0SS1 (1-877-644-6771)
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2. Go to Career Resources menu, click on All Learning (ELM) under the My Learning (ELM) section.
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3. Click on the yellow Launch Button to start the process to launch the ePerformance Web Based
Training.

Note: You may be enrolled into multiple ePerformance Web Based Training courses. Click on the Title
header to filter your transcript to show all ePerformance WBT courses you are enrolled into.
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4. After clicking the Launch button, now click the blue Launch Link to start the ePerformance Web
Based Training.
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5. Aseparate web browser window will appear displaying the ePerformance training.
You now have started the ePerformance training. Please follow all the instructions described in the
training and maneuver through all simulation activities to receive COMPLETION credit for taking
the ePerformance training.

(@ capti : o e T— - B %
/€ Captivate E-Learning Course - Windows Internet Explor_er‘— L C=ee
.. - e —-
OO | €] https://elqa.caks.ohio.gov/content/DAS/DAS-PM-003/EE320TOC/EE20TOC htm > &[4[ x ][ 2 aing p -

File Edit View Favorites Tools Help

¢ Favorites i 5% (@ Suggested Sites v & | Upgrade Your Browser v | Free Hotmail [§i§ LogMeln | Maintain Activities

ILJeCaptivateE-LearningCourse l [ [ R v [ d= v Pagev Safetyv Toolsv @~ ted

-

Table of Contents
Ta b"e 0{ COV\'teV\atS Chapter 1: Introduction to ePerformance Overview

Lesson 1: Reviewing ePerformance......

' Lesson 2: Receiving Notifications......... - - - SRR

Chapter 2: Introduction to the ePerformance Process (Demonstration).......................... 1

Lesson 1: Demonstrate the Review Process from Beginning to End .. 1

. Create an Electronic Performance Document and Add Performance Criteria............................ 1
. Supervisor/Manager (Rater) Completes a Performance Evaluation & Submits for Approval.......... 1
. Track a Performance Document Through the Approval Process...................................... 1
Mark a performance document available for review by the employee

. Mark a performance document as “Review Held"

m Mmoo @ »

. Employee Acknowledges the Performance Document ........

G. Supervisor/Manager (Rater) Completes the Performance Document

Chapter 3: Introduction to the Performance Management Tool

Lesson 1: Understanding Performance Review Templates.........

Lesson 2: Understanding the Sections of a Performance Review Template...................._.._.._.._._. 2

Cone Click to Continue

OhidAS

Himan Réaources Dvaion

el Sl=Elal=]e@

The next step is outlined on the next page.



6. Your ePerformance training may have multiple training modules to complete to receive full credit
for taking the ePerformance course. When you are done with the first module and exit out of the
training, click on the Return to Activity Progress Link.
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7. After clicking Return to Activity Progress, your ePerformance course progress page appears. After

completing the first module, the progress page shows you have completion credit for the first
module of the particular ePerformance Web Based course you are taking.

Notice there may be more ePerformance Web Based training modules for the course.

Launch each remaining module separately. Complete each module separately and Return to Activity
Progress to finish each module to receive completion credit for the course.

Note: You may sign out of ELM and return to the ePerformance training if necessary. If you have

already completed the first module and need to continue with finishing the additional modules,
log back into myohio.gov.

Navigate to Career Resources > All Learning (ELM) and filter the Title to find the ePerformance
course you need to finish. Click the yellow Launch button, then click Return to Activity Progress
and find the module you need to finish. The progress will say “In-Progress”.
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8. Once you have completed all the necessary modules for the ePerformance Web Based course you
are taking. All modules will show the progress as completed and under the Activity Progress
Summary will show the following:

Progress Completed Grade Not Marked
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Congratulations you have successfully completed an ePerformance Web Based
course. You may re-launch the training as many times as you need.

Note: for password resets, contact OAKS Helpdesk:
e Email: oaks.helpdesk@oaks.state.oh.us

e Phone: 1-888-OhioOaks (1-888-644-6625) or 614-644-6625

Note: Contact Ohio Shared Services Help Desk for questions or issues with ELM:
e Email: OhioSharedServices@ohio.gov

e Phone: 614-338-4781 or 1-87780HI0OSS1 (1-877-644-6771)
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Browse for ePerformance Training

This job aid is intended to illustrate how state employees can browse for ePerformance Training in
Enterprise Learning Management (ELM).

Note: You may not have been enrolled into the ePerformance Instructor Led Training. Follow the steps
below to browse for the training.

Browse for ePerformance Instructor Led Training

1. Loginto myOhio.gov using your OAKS ID and password.
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The next step is outlined on the next page.
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2. Go to Career Resources menu, click on Browse ELM Catalog to browse the Catalog.
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3. Click on Statewide Training under the Browse Categories page.
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4. Click on ePerformance Training under the Related Categories page.
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5. Click on Training you are looking for under the Catalog Items page.
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6. Click the Enroll button for the training you want to take.

()| @ https://myohic.caks.ohio.gow/psp/PAPRD/EMPLOVEE/ELI/c/LM_S5_ LEARNING.LI_BROVISE_LEARNER.GBL o-acx| mirial
® Browse ELM Catalog ]
File Edit View Favortes Tools Help

9 [i] Shar... [[] Home.. () FLOA.. £7ELM... 3% DMO.. £ Trai.. & Exte.. 3% ELDEV &) OAKS.. £]ELQA... () DAS {3) myOh... [2] Sugg.. = £]Web.. v
Main Menu > myOhio Main Menu > Career Rgsources > My Leamjng (ELM) > Browse ELM Catzlog E
@h l
10 Searcl ] [myonio.gov Izl

Home My Info Time & Money Health & Benefits Career Resources Employee Phone Se:

] Help ¥  Ohio.gov

Welcome RUSTY L MARTIN. You last signed in on Wednesday, January 09, 2013 at 03:08 PM | Sign out

Functions(WBT). You can view the complete activity details by clicking the View Details link. You can -
enroll in the activity by clicking the Enroll button or bookmark the activity to view Iater in your Planned
Learning page by clicking the Add to Plan button.

[ g Supplemental Learning Job Please note that activities without a specified Start Date can be taken at any time.
Aids = Abstract:

B Basics of ELW for Learners - Administrators will gain an understanding of the complete performance evaluation process,

-Job Aid where workflow impacts the process, and how managers/supenisors complete their

ﬂ Basics of ELM for Managers - specific tasks within the system -
Job Aid This course begins with an ePerformance demonstration that illustrates how the system

ELM 101 - Self-Service works from the beginning of the performance evaluation process to completion.

Administrators will gain an understanding of the complete performance evaluation process,
where workflow impacts the process, and how managers/supenisors complete their
specific tasks within the system. They will be introduced to the ePerformance electronic
templates, their components, and how to they are used to create performance evaluation
documents, performance improvement plans (PIP), and career development plans.
Understanding where the various elements of a perfformance evaluation are located within
the system templates, how they are setup to be used, and when to apply them will also be
discussed. Elements of the performance evaluation template include: Performance Goals
and Objectives, C cy, Agency C ies, and the Rating Model.

4 Atthe conclusion of this course administrators will learn the unique tasks that are specific
to their system support role. Administrators will understand how to create group templates,
transfer a document to a new manager, assign ad-hoc approvers, cancel documents, and
how to re-open a document when necessary.

ELM 102 - ELM Managers

n

Itis important to note that content from the course *Performance Management Tools for
Supenvisors,, is included in this course; therefore it is not necessary for ePerformance
System Administrators to attend both courses.

Please note that Activities which appear in bold have multiple Sessions. Click the View Details and
Schedule links to view the multiple Session information.

|Activity Options for ePerformance Administrative Functions(WBT)

Activity Code Type StartDate Start Time EndTime  Pri 0l to Plan
DAS-PI- _
DO ASWEBTRAZO1 21220474 WeD Based 1212012012 0.00 USD View Details Add to Plan

Add Item To Plan Return to Previous Page ContactUs

#100% ~

The next step is outlined on the next page.
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7. Tofinalize your enrollment, click the Submit Enrollment button for the training you want to take.

[E=E IR

)| @ https://myohio.oaks.ohio.gov/psp/PAPRD/ EMPLOVEE/ELM/c/LM_SS_LEARNING.LM_BR:

E_LEARNER.GBL

o-acex| maral

® Browse ELM Catalog ]

File Edit View Favorites Tools Help

5 [ shar.. [7] Home.. (3 ELQA.. 2)ELM.. 38 DMO.. &]Trai.. 2] Bte.. ®SELDEV 2] OAKS.. £]ELQA.. ()9 DAS () myOh.. [=] Sugg.. v &) Web.. v

Main Menu > myOhio Main Menu > Career Rgsources > My Leamjng (ELM) > Browse ELM Catalog

@hio 0

Home Myinfo ® Time & Money Health & Benefits Career Resources ¥ Employee Phone Search Help ¥ Ohio.gov

Welcome RUSTY L MARTIN. You last signed in on Wednesday, January 09, 2013 at 03:43 PM | Sign out

New Window | Help | Customize Page | .5, =

g Materials L.
y Enroll In Activity
" Supplemental Learning Job
Aids Fal

Review Information

ﬁ Basics of ELW for Learners -
Job Aid

) Basics of ELM for Managers - RUSTY MARTIN, Sr. Busn., OAKS Management
Job Aid

ELIM 101 - Sel-Service Activity Name: ePerformance Administrative Functions(WBT) Typ Web Based
ELM 102 - ELM Managers Activity Code: DAS-PM-D0BDASWEBTRA20121220474 ontact: =
Price Per Seat: 0.00USD Drop Charge: 0.00USD
Start Date: 1212012012 End Date: -
Last Enroliment Date: — Last Drop Date: —
Available Seats: - Available Waitlist: 0

Language: English

Eearch Catalog Browse Catalog

n

#100%

The next step is outlined on the next page.
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Search for ePerformance Training

Note: You may not have been enrolled into the ePerformance Instructor Led Training. Follow the steps

below to search for the training.

Search for ePerformance Instructor Led Training

1. Loginto myOhio.gov using your OAKS ID and password.
QC moio.gov Windows internetxplorer X

!@‘\/‘ < |@ nhtps:/; - ohio.gov, b=PAPP_GLEST v & [%[x] [Fen e
Fle Edt View Favorites Tools Help x @convert ~ [Select
¢ Favorites | 5% [ FootPrints Service Core - C... i User LogIn () Welcome to Ohio ~ OHIO - Home || Privacy Library - Home £ | Home - OISP Portal

. | @ myohio.gov ] % v B [0 @ - Page~ Safetyv Toos~ @-

El

| @hi [
10 Search: ] [myonio.gov v ]
Home Heaith & Benefits ¥  Career Resources ¥  Employee Phone Search ~ Help ¥ Ohio.gov

Employee Signon
Combined Charitable Campaign Kicks off

Agencies throughout the state are kicking off the 2012
Combined Charitable Campaign.

Read More ...
Rgstem, which may be ac;
Wl state busine: Fauthorized persor
Unautho WeRETESS or use of this compute
0 2 3 4 5 6 7 8 Archives | ‘View Mare +- may subjectviolators to criminal, civil, an
administrative action.

Forgot Password Contact Info

OAKS System Alerts

EIN System Alerts
= OAKS BPM is available for FY 2014-2015
Biennium

FIN System Alerts Archive

System Availability  Contact/Help Desk Information  Privacy Statement

&J Local intranet 4a - Ri0% -

The next step is outlined on the next page.
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2. Go to Career Resources menu, click on Search ELM Catalog under the My Learning (ELM) section.

[E=8 IR
'l|® https://myohio.oaks.ohio.gov/ psp/PAPRD/EMPLOYEE/EMPL/h/?tab= DEFAULT Lo-ac x| S ser I
& myOhio.gov | |
Eile Edit View Favorites Tools Help
95 [ shar... [7] Home.. (3 ELQA.. £)ELM.. 38 DMO.. &]Trai.. & Bte.. ®SELDEV &) OAKS.. £]ELQA.. ()9 DAS () myOh.. [=] Sugg.. v &) Web.. v

Main Menu

®@hio

Home Myinfo ¥ Time & Money ¥

Welcome RUSTY L MARTIN. You last signed in on Thursc

Certified Public Manager program a|
due

Health & Benefits ¥  Career Resources ¥

[Search:

=)

] [myChio.gov

Employee Phone Search

Career Aids

- State Job Search nout
Professional Development

P = OLPD Home Page

lication - OLPD Class Registration

- Employee Development Funds
= Leamn It Ohio (Exempt & IT)

Take the first step toward eaming the official designation of
Certified Public Manager (CPM), a professional credential th
exemplifies recognized standards for excellence in public

management and leadership.

Re

My Learning (ELM)

Supplemental Learning
Search ELM Catalog zer
Browse ELM Catalog

OQAKS System Alerts

EIN System Alerts

= December. 2012 has been closed Reparts are
now available.

Subscribe

FIN System Alerts Archive

ad More .

All Learning (ELM

OAKS Home Pages and Job Aids
Portal Admin Home

Bl Infarmation Home

CRM Information Home

ELM Information Home

EIM Information Home

HCM Information Home

ore +-

- Access to your perfformance documents coming
so0n

= Congratulations to our DAS retirees. promotees
and new employees

myChio.gov Job Aids

¥ Howto- Access Coanos or Business Intelligence

Subscribe

DAS News Archive

Help ¥ Ohio.gov

Self Ser”’ e Quick Access

—

[@ myTravel [@ myBenefits

OAKS Access

~ l‘ Customer Relationship Mgmt
% »CRUMHome wLaunch Application

Business Intelligence
»Bl Home wLaunch Appli

"',‘.' Enterprise Learning Management

—
\\‘5', »ELM Home  »Launch Application

Financials
»EIN Home

Human Capital Management
»HCM Home  wLaunch Application

»Launch Application

® How to - Download documents in myOhio qov -
Text Version

¥ How to - Find Enterprise L earning Management
ELW) classes

I@ How to - Post a System Alert

B Howto- Subscribe to News

B Howto- Subscribe to the WEEKLY

® How to - Troubleshaoting myOhio.gov - TEXT

ol January 2013 o]
sun | Mon | Tue | Wed | Thu | Fri | Sat
1 2 3 4 5

B8 7 8 9 10 bl 12
20 21 22 23 24 25 26
27 28 29 30 N

Click Customize to select Calendars.

Commuter Choice
Deferred Compensation

Emplovee Assistance Program
Health Benefits

Learning and Pr
Take Charge! Live Welll

Development

m

hitps://myohic.oaks.ohio.gov/psp/PAPRD/EMPLOYEE/ELM/.
- T T

'c/LM_S5_LEARNING.LM_SEARCH.GBL

#100%

The next step is outlined o

n the next page.
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3. Type the name of the training you want to search for, type ePerformance in the Search the Catalog:
text box and click the Search Activities button.

F=E )
* ) @ https://myohio.caks.ohio.gov/psp/PAPRD/EMPLOYEE/ELM/c/LM_55_LEARNING.LM_SEARCH.GBL P-ad X‘ {n} ﬂ? {g} I
() Search ELM Catalog

File Edit View Favorites Tools

Help

5 [ shar... [[]Home... &) ELQA.. £)ELM ... B8 DMO ... £]Trai.. £]Exde.. 3 ELDEV &) OAKS.. £]ELQA.. (9 DAS {2 myOh.. [2] Sugg.. v &) Web.. v

Main Menu > myOhio Main Menu > Career Rgsources > My Learnjng (ELM) > Search ELM Catalog

©hio |

[search: | [myonio.gov |Z|
Home Mylinfo¥  Time & Money ¥

Health & Benefits ¥ Career Resources ¥ Employee Phone Search  Help W Ohio.gov

Welcome RUSTY L MARTIN. You last signed in on Thursday, January 10, 2013 at 08:19 AM | Sign out

New Window | Help | Customize Page |,E,
ELM Training Materials ’
‘ g&:}gglemema\ Learning Job’ SearCh cataloQ
Alds .

ﬁ Basics of ELM for L earners -

Job Aid Select Search Category: Ac1ivitie5‘ Catalog tems | Programs | All
) pasics of ELML for Managers -
Job Aid

— Search the Catalog
ELM 101 - Self-Senice

ELM 102 - ELM Managers

eperformance

Search Activities

Advanced Search Browse Cald Request Mew | earning

Search Tips  Preferences

ContactUs

T — 1

H100% ~

The next step is outlined on the next page.
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4. Click the Enroll button for the training you want to take.

E= =3
([ nttps://myohic.oaks ohic.gov/psp/P APRD/EMPLOYEE/ELIM/c/LM_S5_LEARNING LM_SEARCH.GEL o-acx]| el
(& Search ELM Catalog x ‘
File Edit View Favorites TIcols Help
i [ Shar.. [ Home.. () ELQA.. &]ELM .. 3¢ DMO ... £ Trai... £ Exte... v ELDEV £ OAKS... &7 ELQA... (§9 DAS (Z} myOh... Sugg.. v £ Web ... ~
Main JMenu > myOhio Main Menu > Career Rgsources > My Learnjng (ELM) > Search ELM Catalog [t
@hi
10 [Ssarcn: ] [myonio.gov EI
Home Myinfo'¥ Time &Money ¥  Health & Benefits ¥  Career Resources Employee Phone Search  Help Ohio.gov

Welcome RUSTY L MARTIN. You last signed in on Thursday, January 10, 2013 at 08:19 AM | Sign out

Mew Window | Help | Customize Page | [&,

Search Catalog

@ Supplemental Learning Job
Aids ”

) Basics of ELM for Leamers -
Job Aid

) Basics of ELM for Managers -
b

Lid Search the Catalog:  eperformance Search Activities

ELM 101 - Self-Service
ELM 102 - ELM Managers

Select Search Category:  Activities | Catalog ltems | Programs | All

Search Browse Catslog Reguest New Learning Search Tips  Preferences
Search Results: Previous ~ Next

Results 1-1 of 1 for eperformance

« ini; i i IT) (DAS- web Based
PM-008)
This course begins with an ePerformance demonstration that illustrates how the system works from the
g g ofthe p: n process to pl

This activity Starts on 12/20/2012 at 2 price of 0 USD

Search Results: Previous ~ Next

Contact Us

#100% -

Note: You may see more training available to you on your screen then what is showed in this job aid.
Also note that Instructor Led Training shows extra information specific to start time and location.

=5 E

~
C_/J‘@ https://elqa.oaks.ohio.gov/psp/elqa/EMPLOYEE/ELM/c/LM_S5_LEARNING.LM_SEARCH.GBL?PORTALPARAM PTCNAV=LM_55_TRNS_SRCH_GBL&EOPP.SCNode=ELM&EOPP.SCPortal=EMPLC O ~ @& & X ‘ ™ ﬁ {‘3,} I

(& Search Catalog x | |
File Edit View Favorites Tools Help
Home.. () ELQA.. £7ELM... 38 DMO... £]Trai... £ Exte.. 3% ELDEV £ OAKS... £ ELQA... (9 DAS (& myOh... . e

.., Enterprise
Leaming
Management

search: MNew Window | Help | Customize Page | /&, =

[ My Favarites
> Self Service Search Catalog

I> Personal Information

= Learning o
Select Search Category. Activities| Calalogltems | Programs | All

Browse Catalog
~ AllLeamning Search the Catalog:  epert
— Centification Status
- Learning
[ Manager Self Service dvanced Search Browse Catalog Request New Learning Search Tips Preferences
1> Enterprise Learning
I Parners .
1> Catalog Management Search Results: Previous  Next
- Set Up ELM
I Reporting Tools
U PeopleTools

m

Results 1 - 5 of 5 for eperf

ePerformance - Toolfor |nstructor Led Enroll
Everyone(ILT) (DA S-PM-004]
Preparing to inthe 1ce evaluation process is the key focus of this course.

This activity Starts on 01/10/2013 in DAS General Services Division at a price of 0 USD

This Activity Session starts at 4:00 PM and concludes at 5:00 PM . There may be more sessions
Please click on the location link above to view this information.

ePerformance - Toolfor yweb Based Enroll
Everyone(VVBT) (DAS-PM.-003)
Preparing to ipate in the 1ce evaluation process is the key focus of this course

This activity Starts on 12/12/2012 at a price of 0 USD

ePerformance - Toolfor yweb Based Enroll
Supervisors{WBT) {DAS-PM-005!

This course begins with an ePerformance demonstration that illustrates how the system works from the
beginning of the performance evaluation process to completion

This activity Starts on 12/13/2012 at a price of 0 USD

ePerformance Administrative ions(WBT) (DAS- yeb Based Enroll
PM-008)

This course begins with an ePerformance demonstration that illustrates how the system works from the

®100% ~

——— T == ——b
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5. Tofinalize your enrollment, click the Submit Enrollment button for the training you want to take.

= =
6\‘@ https://myohio.oaks.ohio.gov/psp/PAPRD/EMPLOYEE/ELM/c/LM_SS_LEARNING.LM_SEARCH.GEL L-ac x\ 1Yo I
|@ Search ELM Catalog | |
Eile Edit View Favorites Tools Help

5% [Z) shar... [l Home.. ) ELQA.. £ELM... 3% DMO ... ] Trai.. £]Exte.. 3 ELDEV &) OAKS.. £]ELQA.. (9 DAS () myOh.. [2]Sugg.. v &]Web.. v

Main Menu > myOhio Wain Menu > Career Rgsources > My Learnjng (ELM) > Search ELM Catalog

i
®hio Sy Badlanieg

Employee Phone Search Help ¥  Ohio.gov myLinks: :

Welcome RUSTY L MARTIN. You last signed in on Thursday, January 10, 2013 at 08:19 AM | Sign out

Home Myinfo ™ Time & Money ¥  Health & Benefits ¥  Career Resources ¥

New Window | Help | Customize Page | &, *

ELM Training Materials )

f Supplemental Learning Job
Aids

Enroll In Activity

ﬂ Basics of ELM for Learners - Review Information
Job Aid
T Bacics ofELU for banagers - RUSTY MARTIN, Sr. Busn_, OAKS Management
Job Aid
ELM 101 - Self-Senice Activity Name: ePerformance Administrative Functions(WBTITy Web Based
ELM 102 - ELM Managers Activity Code: DAS-PH-008DASWEBTRA20121220474 ontact: -
Price Per Seat: 0.00UsD Drop Charge: 0.00USD

Start Date: 121202012
Last Enrollment Date: —
Available Seats: -
Language: English

4

| SubmitEnroliment | §Search Catalog Browse Catalog

End Date: -
Last Drop Date: -
Available Waitlist: 0

m

Ll

®100% ~
m — 1

Congratulations you have successfully search for and enrolled into an
ePerformance training course.

Note: for password resets, contact OAKS Helpdesk:
e Email: oaks.helpdesk@oaks.state.oh.us

e Phone: 1-888-OhioOaks (1-888-644-6625) or 614-644-6625

Note: Contact Ohio Shared Services Help Desk for questions or issues with ELM:
e Email: OhioSharedServices@ohio.gov

e Phone: 614-338-4781 or 1-87780HI0OSS1 (1-877-644-6771)
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ELM Glossary

e Browse Catalog — browse training topics such as Statewide Training, to search for training
offerings under topics to enroll into

e (Catalog Item - training Course name
e  Activity — training courses class or course event
e All Learning — training transcript in ELM

e Search Catalog — search for training courses in ELM by typing in the name of the course
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