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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, administrators and Nominating Officials.
Role Definitions
ELM Nominating Official – Each agency will identify a Nominating Official(s) within their respective agencies to manage their Learning Environment for their employees.
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.

Enter answer in the Response field.

Click [image: image5.png]
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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 

Set Learning Environment

To obtain access to the various Learning Environments to be able to see the courses offered from CORE and Office of Personnel Management, the Learning Environment must be changed.  Your agency will be the default environment.  To be able to enroll employees in CORE or HRDS courses, the Learning Environment must reflect either Office of State Finance or Office of Personnel Management respectively.

Navigation:  Enterprise Learning > Set Learning Environment
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Choose [image: image7.bmp] to select Office of State Finance for CORE courses or Office of Personnel Management for HRDS courses.
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To view your agency’s courses, choose the [image: image9.bmp] and select your agency’s name and click [image: image10.png]



Administering Enrollment and Registration

Nominating Officials 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, (courses). Enrolling in activities is a separate step.

Enterprise Learning Management uses scores, grades, attendance, passing status, and completion status to track learners' progress through learning components and activities.  The system bases a learner's activity progress upon the learner's performance in the activity's components.

Nominating Official Enrolls Learner into Activity (Course)

Nominating Officials enroll specific learners into an Activity, (course).

Navigation:  Enterprise Learning > Learner Tasks > Enroll Learners

For the enrollment process the requester is the individual requesting training on behalf of another individual, i.e., the ELM Nominating Official.  The screen below helps identify who requested the training.

The ELM system allows individual learners, as well as Managers to directly enroll in courses and this functionality will be provided if the agency requests the additional access.
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Enter Requester’s Last Name, (Nominating Official).
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 on the appropriate Employee ID line.


NOTE:  Whoever is enrolling the learner is the Requester.
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 for the appropriate Activity, (course).
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Click [image: image19.bmp] on the Leaner field, choose the correct Learner.
[image: image20.png]Look Up Learner

Searchby: [Lesthame S cegins witn [Adams

Crootp J[cancet Joorue

Search Results

Adams 999987 John John Adams




Click [image: image21.bmp] on the Search by: field, choose Last Name.  Caution:  The ELM system will provide all employees with the same last name for the entire state, (not just from your individual agency).

Enter Last Name and click [image: image22.png]
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Choose correct Last Name link.


NOTE:  Fastest way to search for a learner, (employee) will be by entering the Employee ID, (six digit number) in the Employee ID field and click. [image: image23.png]Search



.
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 Select Box field next to the correct learner Employee ID.
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NOTE:  The Enroll Learners - Enrollment Confirmation Page reflects the employee has successfully been enrolled and provides a Confirmation number.

ELM has a value added feature that will help you manage enrollment.  If your agency has entered the employee’s email address in the Human Capital Management System or has rolled out Employee Self Service where the employee can enter their email address directly, the employee will receive an email ‘automatically’ of their successful enrollment or wait list status for each course enrolled.  Through email the employees can also receive reminders or changes in the Activity, (course) status such as cancelations or facility changes.


Enrolling Multiple Learners into Activity (Course)

Group enrollment enables Nominating Officials to enroll or register multiple learners into an activity or program in one operation, as opposed to enrolling or registering one learner at a time and repeating the process for every learner. During group enrollment, the term enrollment is applicable to both activities and programs. It is implied that learners are registered for programs and enrolled in activities. For the sake of simplicity, the group enrollment pages use the term enroll.

REMINDER:  When Office of Personnel Management goes live on ELM, the Nominating Official must continue to only enroll up to three (3) employees in each HRD activity, (course).

Navigation:  Enterprise Learning > Learner Tasks > Enroll Learners
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Enter Requester’s Last Name.
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NOTE:  Use this group box to select a requester from the list of search results. The system sorts by Employee ID.
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Use the Enroll Learners - Search for Learning page to search for and select the requested Activity, (Course).
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NOTE:  You can Search for Learning by entering the Title of the Activity, (Course) name, i.e., COR123 or HRD001 in the Title field and click [image: image38.png]Search
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NOTE:  Use this group box to select an activity or program from the list of search results. Based on the search criteria, the results can include both activities and programs. The system sorts results by name and then code. The system displays only activities and programs that are in the learning environment of the requester.
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 for the appropriate Activity, (Course).

[image: image41.png]Enroll Learners -Find Learners

By request of Betsy Ross, Informatio, ISD: CORE Accounting

‘Search forsn individusl o enoll by ntaring he individuals name in the Leamer ield, spaciylast
name fistname. To find & group of ndividusls eareh by e manager,crganizstion. o group. For

‘example, searching by & mansgers nams will el st o al of i o s irectreports.

Activiylame: S8 OKio Yourtisaltn Type: Classoom
Activity Code: 1 Contact: -

Price Per Seat: o00usD. DropCharge: 000usD
StartDate: 08042009 Endpate: 08042009
LastEnrolimentDate: _ LastOropDate: -
Availsble Seats: 24 Availsblewaitist 10

—— 1Q eusinessunic | Iy
Employesin: | e sobcodeDeser: | Jo
Mansger: I J Positondesor: | To
Learmercrou: | 0 organizstentype: [T
Wreoste:  Fom | 1639 organizatontiame: |

o —

=) =)

Sesonforleaming  Add CitriaBssed LeamerGrovp  ASG Query Bazes LesmerGrovo





NOTE:  Use the Enroll Learners - Find Learners page to confirm that you selected the appropriate activity and to enter the search criteria for learners.
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 Select Box field next to the correct learner Employee ID.
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The Enrollment Confirmation page appears. If the enrollment was unsuccessful, it would be identified as unsuccessful on the confirmation page.


NOTE:  Use the Enroll Learners - Payment Details page to ensure the enrollment was successful.


REMINDER: CORE and HRD courses do not have a cost that is reflected through ELM.  Later the agencies may choose to offer internal courses that they will be able to collect a fee for providing.

When you click [image: image52.png]Submit Enrolment



 on the Payment Details page, one of two (2) pages appear:

· The Review Enrollment page appears if there are any unsuccessful enrollments.

· The Enrollment Confirmation page appears if all enrollments are successful.

Enrolling Learners in an Activity (Course) with Wait List

Nominating Officials can enroll and register small groups of learners through group enrollment.

Activities have a capacity limits. When the capacity limit is reached, the system automatically creates a wait list. If an enrolled learner drops enrollment in the activity, the system enrolls the first person on the wait list automatically.

REMINDER:  When Office of Personnel Management goes live on to ELM, the Nominating Official must continue to only enroll up to three (3) employees in each HRD activity, (course).

Navigation:  Enterprise Learning > Learner Tasks > Enroll Learners
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  Select Box field next to the correct learner Employee ID.
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Click [image: image69.png]Submit Enrolment
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Notice the learners have been Waitlisted.  Activities, (courses) can have a capacity limit. When the capacity limit is reached, the system automatically creates a wait list. If an enrolled learner drops enrollment in the activity, the system enrolls the first person on the wait list automatically and enrolls the waitlisted learner. As per previous practices, the Nominating Official must inform the employee if they have successfully been enrolled in the course.
NEW FEATURE:  If your agency has entered the employee’s email address in the Human Capitol Management System or through Employee Self Service, the employee will receive an email ‘automatically’ of their successful enrollment or wait list status in each course enrolled.  Through email the employees also receives reminders or changes in the Activity, (course) status such as cancelations or facility changes.

Add Supplemental Learning

You can add supplemental learning for the employee.  Supplemental learning examples could include; attending a conference, attending training to gain certification or retain certification.  Other examples include attending training to gain a new skill set, such as Excel or Word or Access.

Navigation:  Enterprise Learning > Learner Tasks > Add Supplemental Learning
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Enter Employee ID or choose [image: image72.bmp] on the Learner field.
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Change Search by field.

Click [image: image74.bmp] and choose Last Name.

Enter Last Name and click [image: image75.png]
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Choose the last name link.
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On the Type Field click [image: image82.bmp] and select type of learning.
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Enter Title.

Enter Description.

On the Status field, click [image: image85.bmp] and select status.

Enter Start Date.

Enter End Date.

Enter Institution.

Enter Location.

Enter Provided by.

* Indicates Required Fields

Click [image: image86.png]Save
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After you click [image: image87.png]Save



, you will receive the following message.  “You have successfully added the supplemental learning Coping Skills for “NAME” with Planned status”.
Viewing Learner Transcripts 

Nominating Officials can use ELM to view a listing of the learning activities, programs, supplemental learning, and learning requests associated with any learner within the Nominating Official learning environment.

Navigation:  Enterprise Learning > Learner Tasks > View all Learning
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Click [image: image89.bmp] on the Learner field.
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Click [image: image91.bmp] and choose Last Name.

Enter Last Name.
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Choose Last Name link.
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Use the Learner View page, (Transcripts) to view a listing of the learning associated with the learner.
Drop Learner from an Activity (Course) 

Learners, managers, and Nominating Officials can drop a learner's enrollment in an activity or registration in a program. However, learners cannot drop activities or programs if they were not the requesters during enrollment or registration. A learner can only drop activities and programs that he or she self-enrolls or self-registers in. When a learner drops an activity or program, the system removes it from the learner's schedule. 

Navigation:  Enterprise Learning > Learner Tasks > View All Learning
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Enter Employee ID 

OR

Click [image: image98.bmp] on the Learner field.

Click [image: image99.bmp] and choose Last Name.
Enter last name and click [image: image100.png]
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Choose the correct name and click the blue link.
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Click [image: image106.png]Select
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NOTE: Be patient, it takes time to pull the Learner’s page.
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Click the selected Title link on the Activity that the Leaner wishes to drop.


NOTE:  From this page you can see the learner’s status of all activities.  In this example, you see Completed, Waitlisted and Enrolled activities, (courses).
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 if you choose to continue, or [image: image110.png]Cancel



 if you have chosen the wrong activity.  You receive a Drop Confirmation page. If the Learner has an email in the HCM System or in Employee Self Service, they will receive a notice of the dropped activity, (course), automatically.
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Run Reports 

The Process Scheduler's primary role is to support the PeopleSoft application environment. It is used to run PeopleSoft processes, including programs, batch programs, and reports. There are several advantages to using Process Scheduler to run reports. This lesson focuses only on running reports and not on any other types of processes. Because a report is a type of process, these two (2) terms may be used interchangeably, depending upon the context in which they are used.

Run ELM Reports

Using Process Scheduler, running a report is a simple process. Before beginning, it is important to understand a few basic Process Scheduler terms.

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

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

· 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.

Navigation:  Enterprise Learning > Learning Reports > Activity Roster
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Step 1 – Set Up Run Control ID

Notice that there is a blank Run Control ID field. A Run Control ID is an identifier that, when paired with your USER ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.
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Click Add a New Value Tab.

Enter Run Control ID.  Make your Run Control ID unique using letters and numbers. i.e., JR429 or LB888.

The next time you run reports, you select or enter your run control, and the system fills in the settings. You only need to set up your Run Control ID once to use to run reports.

Click [image: image114.png]
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Step 2 – Select Activity
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Click [image: image116.bmp] on the Activity Code field, and select Activity.  Reminder:  You will have to identify the number of the Activity you are requesting to ensure you have selected the correct roster.

Click [image: image117.png]Run
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Step 3 – Choose Server and Format
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Choose Server Name:  PSNT
Type:  Web
Choose Format:  PDF
Click [image: image119.png]


.

Step 4 – Note the Process Instance Number 
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The system will provide a Process Instance Number.  Note the number.
In this example the number is 353.  If there is a problem with the report, you will need to provide the Process Instance Number to the Help Desk Case for the Technical Team to address the problem.

Click Process Monitor link.
Step 5 – Refresh for Success and See Results 
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Click [image: image122.png]


 button repeatedly until the Report indicates Success in the Run Status field.

After the report has a status of Success, Click Details link.

Run Status Values that could be seen as the system processes the reports:

Queued = waiting to start

Initiated = starting

Processing = running

Posting = formatting report

Success = finished

Error = error

Step 6 – View/Log Trace
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Click View Log/Trace link.

Step 7 – Choose Report 
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Under the Name column, choose the Link with the PDF file name to view the Report.

Run Queries  

Step 1 – List Queries 

Navigation:  Enterprise Learning > Reporting Tools > Query. > Query Viewer
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Enter LM in the Begins with field and click [image: image126.png]Search



.

Step 2 – Select Query 
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The system will display only a certain number of queries on one page.  Click [image: image128.png]iew All



 to show all queries OR click [image: image129.bmp] to go to the next page(s).

Select the query you want to run.

Step 3 – Enter Parameters and View Results 
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To run the query directly to your screen, click the HTML link.
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Enter the appropriate parameters and click [image: image132.png]View Results.
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To view all results click View All link or click [image: image134.bmp] to go to the next page(s).

Step 4 – Download to Excel Spreadsheet

The query results can be downloaded into an Excel Spreadsheet.  You have two (2) options:

1. Click the Excel SpreadSheet link after you have run the query to HTML.

(If you receive an error message, use the CSV Text File link instead.  This link allows you to download files that are too large to be handled by the Excel SpreadSheet link.)

OR

2. Run the query directly to Excel by clicking the Excel link on the Query Viewer page.
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Security Access Process

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

CORE Office

3812 N. Santa Fe Ave., Suite 100

Oklahoma City, OK 73118

The Nominating Official must check off the following box on the OSF Form 304ELM to gain access to the ELM System:
 FORMCHECKBOX 
 
Nominating Official
CORE Security Link:
http://www.ok.gov/OSF/CORE/Security/index.html
HCM Resources

CORE Website Link

http://www.ok.gov/OSF/CORE/HRMS/index.html

CORE Website – What you will find

· Full Suite of HCM Manuals

· HCM Module News

· Training Schedule - (provided on the CORE Calendar)

CD HR Navigation Tool (upon request)

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

· Phone Numbers: 405 521.2444 or Toll Free 866 521.2444

OSF Notification Groups

To ensure the Oracle Nominating Official receives all the current information about managing their CORE training needs, the Office of State Finance provides a Notification Group called Oracle Nominating Official (CORE).

Initially, designated Oracle Training Coordinator will be subscribed to the Notification Group.  The following steps provide the Nominating Official the means to subscribe, unsubscribe or manually unsubscribe.  The Notification Group will be the means by which CORE keeps the officials informed of CORE training and updates, changes and training opportunities.

Step 1 – Subscribe

To sign up for notifications from the OSF Website go to  http://ok.gov/OSF/
Select Notifications Sign Up
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3. Select the group(s) desired.

4. Enter your first name

5. Enter last name.

6. Enter your e-mail address.

7. Re-enter email address

8. Click Submit

A confirmation screen will automatically populate your email address used to sign up.  
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Once you receive the confirmation code in your email address, enter the code or copy/paste code from e-mail into the Confirmation Code Field.  Click Confirm.
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You will receive a message that reads,
“Your e-mail address has been subscribed!  Thank you”.

Step 2 – Unsubscribe

Each time you receive an e-mail from OSF, the e-mail will afford you the opportunity to unsubscribe from that particular group.  Click the link provided with each message sent.
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The link will take you to the unsubscribe area for that account.
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9. Enter your email address

10. Click Unsubscribe.

If the entered email address is in that group's database, the system will automatically unsubscribe the e-mail from the group account and provide the confirmation message as seen below.
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Step 3 – Manually Unsubscribe

In the event you would like to unsubscribe, but you do not have an email from that group, Click the Contact link at the top of the OSF web pages.
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11. Enter your name

12. Enter e-mail address

13. Select “Unsubscribe from Notification Groups

14. In the Message box, identify the group(s) you would like to unsubscribe.

15. Click Send Message


NOTE: Alternately, you may e-mail the OSF Help Desk.    HelpDesk@Osf.Ok.Gov
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