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This job aid will help you successfully launch Ohio Learn in order to find, enroll in and complete a
Learning Plan.

Launching Ohio Learn
1. Employee Navigates to: myOhio > My Workspace > Ohio Learn.

]
@hlo HOME MY WORKSPACE MY LIFE & CAREER RESOURCES
Dashboard Applications
Resources Directory
By Topics A-Z
Q
Self Service Quick Access Quick Access How do I...
myPay Cognos Enterprise @ Update Security Options
myKronos Customer Relationship Management Forgot password
myBenefits Enterprise Learning Management & Change Current Password
mylearning Financials & Sign in for the First Time (Employee)
myTravel Human Capital Management & Update Profile (Employee)
myPerformance Tableau Enterprise & Update Profile (Contractor)
myinfo Careers Website
Employee Development Fund Applications C|iCk on Ohio Learn
OAKS EPM
Self Service Plus myOhio Tour
Manager Tasks
Self Service Reference Guide
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2. On the Ohio Learn main page, click on Training Catalog, hover over Statewide Catalog and then
click on Statewide Training by Topic.

Oh' Department of u My Training ® Training Catal R Administrati
lO Administrative Services ome T AT Rewoeee'® S i

Statewide Catalog Statewide Training by
"S] Back to MyOhio = Topic

Statewide Competency
Library

Hi, STANLEY

Get started immediately with your
Ohio training!

Getting started overview =
View my agency training -
View my statewide training -
View my transcript -

View my team -

Announcements

The new DAS LearnCenter is LIVE! We are excited to present this Getting View instructor led trainings that you are enrolled in or eLearning courses
Started overview to familiarize you with Ohio Learn. Please click the Launch that are in progress.
button to begin the overview.

View my agency in-progress training -

3. Type “Ins and Outs of Communication” in the search bar and click Find.

Statewide Training by Topic

Search or browse the catalog below to find training organized by topic or category. Launch courses, enrall in instructor-led training, and map yourself to Learning
Plans—all directly from the catalog. You may click on a training title to view more information. Your in-progress courses and ILTs accessed from the catalog will
appear in My Statewide In-Progress Training, and in-progress Learning Plans accessed from the catalog will appear in My Statewide Learning Plans.

P Search the Statewide Catalog

Ins and Outs of Communication - {} ADVANCED SEARCH
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4. When the search results display, click next to the Learning Plan you wish to enroll in.

Statewide Training by Topic

Search oc bro

Plans

e the cats o find tra

anized by topic or category. Launch cours

led training. an

rself to Learning
all dir

ning title to view more information. Your in-pr

< and LT

the catalog will
Sppear in My S

and

vprogress Leaming Plans accessed from the c

£ Search the Statewide Catalog

Improving Microsoft Office Skills ce m {3 ADVANCED SEARCH

NARROW RESULTS ¥ |= RELEVANCE
ITEM TYPES Ins and Outs of Communication m
Learning Plan (1 This Learning Plan contains 15 individual learning events. Each Learning event must be -
launched from Ohio Learn to complete the Learning Plan.
CATEGORIES
Professional Developmes TYPE Learning Plan STATUS Incomplete

1 CATEGORY Professional Development

B START DATE Training

5. You will receive confirmation that you have successfully added the Learning Plan to your Ohio
Learn Statewide Training.

Statewide Training by Topic

Search or browse the catalog below to find training organized by topic or category. Launch courses, enroll in instructor-led training. and map yourself to Learning
Plans—all directly from the catalog. You may click on a training title to view more information. Your in-progress courses and |LTs accessed from the catalog will
appear in My Statewide In-Progress Training, and in-progress Learning Plans accessed from the catalog will appear in My Statewide Learning Plans.

£ Search the Statewide Catalog

remote working - (:} ADVANCED SEARCH

You have successfully added yourself to the Remote Communications Resources. Learning Plan. There may be a delay before you see updated completion information.
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6. Go back to the menu at the top of the page and select My Training, hover over My Statewide
Training and then click on My Statewide Learning Plans.

Oh. Department of H My Training @ Training Catalog ® R © Administration @
lo Administrative Services ome My Training raining Catalog esources ration

M ency Trainin; >
"S] Back to MyOhio ¥ Agency 2 are locs 2 SIKORSKI B Logout ()
My Statewide Training » My Statewide Learning

= - - Plans
Statewide Training by Topic B et
My Statewide In-

Progress Training hp yourself to Learning
e rom the catalog will

Search or browse the catalog below to find training organized by topic or ¢
Plans—all directly from the catalog. You may click on a training title to vie
appear in My Statewide In-Progress Training, and in-progress Learning Plans accessed from the catalog will appear in My Statewide Learning Plans.

tegory Laum:h courses, enroll i

£ Search the Statewide Catalog

FIND {:} ADVANCED SEARCH

7. The Learning Plan(s) that you selected on the previous screen will display. Click the title of the
Learning Plan to access the courses within.

My Learning Plans

Below you will find all Learning Plans you are mapped to. These may include assigned or required plans as well as elective plans added from the training catalog.
Learning Plans are comprised of individual training items that must be completed in order to achieve a completion for the plan.

[%/ My Learning Plans

6 6 6 0 0

PLANS ASSIGNED INCOMPLETE PASTDUE DUE SOON

Ins and Outs of Communication
This Learning Plan contains 15 individual learning
events, Each Learning event must be.. more

DUE DATE N/A

0%

COMPLETED
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8. To launch a Course within this Learning Plan, click the button next to the courses.

My Statewide Learning Plans

Below you will find all statewide Learning Plans you are mapped to. These may include assigned or required plans as well as elective plans added from the
training catalog. Learning Plans are comprised of individual training items that must be completed in order to achieve a completion for the plan.

Ef My Learning Plans < BACK

Ins and Outs of Communication

15 0%

ITEMS COMPLETED ITEMS PAST DUE ATTACHMENTS

J= SEQUENCENUMBER 'y FILTERS (#)

My Learning Plans = Ins and Outs of Communication

1 Audience and Purpose in Business Writing
To write effective and appropriate business messages, you need to know your audience and your purpose. In this course, you'll discover how to
identify your readers and create messages that convey the appropriate tone for different reader roles. You'll also explore how to write.. more

]

DUEDATE N/A STATUS Not Attempted OPTIONAL No
TYPE Course

2 Business Grammar: Parts of Speech

Do you know what the eight parts of speech are? Such a question probal Click “Launch Course” to Launch
where you first heard the term parts of speech. What's the point of lear ore

the Web based courses.

DUEDATE N/A S

TYPE Course

3 Clarity and Conciseness in Business Writing
Beingclear and concise in business documents and messages isn't always easy. But it's essential in the workplace if you want what you write to be
read. In this course, you'll explore techniques you can use to make your writing more clear. Spedifically, you'll learn about the importance of.. more

DUEDATE N/A STATUS Not Attempted OPTIONAL No

TYPE Course

4  Communicating Vision to Your Employees
Leaders should strive to communicate vision with a sense of integrity and authenticity. Engaging vour team with enthusiasm and honesty will help
build trust in your leadership and belief in your message. This course provides a general introduction to communicating vision, including its.. more

0 0
| 0

L

DUEDATE N/A STATUS Not Attempted OPTIONAL No
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9. On the next page, Click the Launch button once again to be taken to the course.

Audience and Purpose in Business Writing
To write effective and appropriate business messages, you need to know your audience and your purpose. In this course, you'll discover how to identify
your readers and create messages that convey the appropriate tone for different reader roles. You'll also explore how to write effectively
for the three most common purposes: to inform, respond, or persuade.

Course: 29 minutes

Click Launch to begin the course

N wr

10. Once you complete all courses within the Learning Plan, the Learning Plan will be placed on your
transcript and all courses can be re-launched and reviewed from there.

11. Completion credit will be given in Ohio Learn once the course is launched.
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