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ELM Overview
Enterprise Learning Management, (ELM) is internet-based training solution that enables the State of Oklahoma to manage, track, deliver and report on learning delivered through established methods, within or outside of the organization. ELM is the State of Oklahoma's central system of record for learners, managers, instructors, and administrators.
Role Definitions

ELM Internal Manager – Each agency will identify Internal Managers within their respective agencies to manage their employees within the Learning Environments.

ELM Glossary

Activity Roster:  Shows all learners enrolled in an activity, (course).

Activities:  Activities is an instance of a catalog item, (equals “course”).

Catalog:  This is a repository of detailed information about all learning activities and programs available to the agencies employees, partners and customers.  Learners can browse and search the catalog for relevant learning activities and programs.  Rule: The categories, learning activities, and programs that learners can view are determined by the learner group(s) the user belongs.

Category:  Classification of catalog items and programs to help the learners and managers easily find appropriate courses.  Rule:  Catalog items and programs can belong to multiple categories.

Catalog Item:  Represents a specific topic of study for which learning activities are offered, (equals course).  Rule:  May have multiple learning activities associated.

Certification:  Program enforces a fixed time period within which the learner must complete all items to become certified in a particular area.  Rule:  There is an expiration date, completion rules and recertification rules.  Can apply a single set of expiration rules to the entire program or define different expiration rules for each section of the program, (cascading expirations).

Certification Status:  Status of Certification Program.

Component:  This is a descriptive title for types of training that can be provided: Web-Based, Sessions, Assignment, Survey, Test, Webcast, Recorded Webcast or Podcast.

Curriculum:  Program has no built-in frame for completion.  Rule: The record of completion does not expire; therefore, the learner needs to only complete the curriculum once.

Delivery Method:  Defines how course offerings are presented to users, i.e., Classroom, Self-paced, Blended.

Enroll vs. Register:  The term enrollment is used for activities, (course) and the term registration is used for programs.  Rule:  Before learners can participate in a learning activity or program, they must enroll in the activity or register for the program.

Learner Group:  Learner Groups are defined groups of learners that share some of the same learner attributes, such as the same department, region or job code.  Rule:  Specify the categories, catalog items, activities and programs a learner can access through the catalog.

Learning Component:  Building block of an activity or course.  There are six (6) basic types of components: Session, Web-Based, Webcast, Test, Survey and Assignment.

Learning Environment:  Provides a way to create separate domains within the learning catalog for Office Personnel Management HRDS courses and CORE courses and individual agency offered courses.  Rule:  Also enables administrators to access the resources available for assignment, i.e., equipment, facilities, rooms, materials instructors.

Learning History
The history of completed activities for a learner.

Learning Plan:  The Learning Plan is a list of planned activities for a learner.

Nested Program:  A Nested Program exists as a section within another program.  Rule: Nested Program cannot include another nested program.

Objectives:  Enables learner of manager to target and recommend learning for an individual.  Rule:  The system can assign objectives to learners based on their position or job requirements.  Managers can assign objectives to team members; learners can self-assign objectives; and administrators can assign objectives to groups of learners.  Learners can search the catalog for activities and programs to meet specific objectives.  The system can track learner progress toward meeting objectives and maintain a history of each learner’s met objectives.

Process Instance:  A unique number that identifies each process request. This value is automatically incremented and assigned to each requested process when the process is submitted to run. 

Process Request:  A single "run request," such as an SQR or Crystal report.

Program:  Represents a significant learning goal that can be achieved by completing multiple learning activities, i.e., certificate, license, skill or competency.  Programs can be used to guide learners along a specific learning path, presenting activities in a logical sequence.  Two (2) types of programs:  Curriculum and Certification.

Program Roster: Summary showing all learners for a program.

Run Control ID:  A unique ID, associating each operator with his or her own run control table entries.

Supplemental Learning:  Learning offered outside of learning catalog, i.e., conferences, skill development training, agency required training, etc.

ELM Sign In

As with all other Oracle applications, you will receive a User ID and Password for the Training Administration module from CORE Security.  The Sign-In Screen example is provided below and is the same as other PeopleSoft sign-in applications.
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Oracle - PeopleSoft Sign-in Link:
https://corehr.oklaosf.state.ok.us/psp/mrhri/?cmd=login&languageCd=ENG&

After your initial log in, the system will prompt you to change your password.  The new password must be at least eight (8) characters long with at least one number.  You can choose small or capital letters.
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On the My System Profile Link on the Menu bar set up forgotten password help.

Click My System Profile.

Click Change or set up forgotten password help link.
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Choose the [image: image4.bmp] on the Question field, and select the question.
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If you forget your password, please call the Office of State Finance Help Desk:  405 521-2444 or 866 521-2444.  The Help Desk can reset your password over the phone.  If you have not been active in the Enterprise Learning application for more than 60 days, you will lose your security access.  To regain security access, resubmit the OSF Form 304.

CORE Security Link:  http://www.ok.gov/OSF/CORE/Security/index.html
Manger Functions

Managers can enroll learners in activities (courses) and register learners in programs. Registering a learner in a program does not automatically enroll the learner in the program's activities. Enrolling in activities is a separate step.

Enroll and Approve Team Member into Activity (Course)

Managers can enroll specific learners into a course.

Navigation:  Manager Self Service > Team Learning > Team Members
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Check the box next to the Team Member Name and click [image: image7.png]Approve
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NOTE:  The Team Member has been enrolled in the course.

Drop Team Member from Activity (Course)

Navigation:  Manager Self Service > Team Learning > Team Members
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Check the box next to the Team Member Name and click [image: image10.bmp] and choose Team Learner, click [image: image11.bmp].
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NOTE:  The system is asking if you are sure you want to drop the course.
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The system verifies that the course has been dropped.
View Team Member Learning
Navigation:  Manager Self Service > Team Learning > Team Learning
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You can utilize the Search Filter field to narrow your search.  You can choose the For: field to choose All Learners, (Team Member) or an individual Team Member and click [image: image18.bmp].
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This Team Member Learning example shows that Mary Poppins has a planned conference.
View Team Member Certification Status

Navigation:  Manager Self Service > Team Learning > Certification Status
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Click [image: image21.bmp] on the View field and choose All Certifications.

Click [image: image22.bmp] on the For field to choose Team Member.
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Click View History link to see additional details.
Learning Objectives (Future Feature)

ELM allows employees to access their Learning Objectives information using Self Service.  Employees can search, select and view their Current Learning Objectives. They can also see who has assigned an objective, add new objectives, search for activities that satisfy learning objectives, and view details of in-progress activities and programs that are linked to objectives.

Navigation:  Self Service > Learning > Learning Objectives
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Security Access Process

OSF Form 304ELM must be completed and signed and sent to the CORE Office.

CORE Office

3115 N. Lincoln Blvd
Oklahoma City, OK 73105
The Internal Learner must check off the following boxes on the OSF Form 304ELM to gain access to the ELM System:
 FORMCHECKBOX 
 
Internal Manager
CORE Security Link:
http://www.ok.gov/OSF/CORE/Security/index.html 
ELM Resources

CORE Website Link

http://www.ok.gov/OSF/CORE
CORE Website – What you will find

· ELM Manuals
· Training Schedule - (provided on the CORE Calendar)

•OSF Help Desk
· E-Mail: helpdesk@osf.ok.gov

· Phone Numbers: 405 521.2444 or Toll Free 866 521.2444
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