<COR199 ELM Nominating Official Refresher>

January 26th and 27th, 2011
Welcome – Stacy Bonner

· HRDS Courses – policy is still three (3) per agency per class.

· HRDS Course Enrollment coordination within the larger and/or dispersed agencies will be necessary.

· Email Notifications – Sent when employees are enrolled or waitlisted or moved to enrollment from the wait list. Email notifications sent in batch process at 12:00 and 9:00 PM.
ELM Enrollment Changes – Jeanie Robards

· REVISED COR199 ELM Nomination Official Manual

· CORE Manual link:  http://www.ok.gov/OSF/CORE/HCM/index.html
· Change learning environment from Office of State Finance for CORE courses to Office of Personnel Management for HRDS courses, (see page 2).

· ELM will allow the Nominating Official to enroll more than the three (3) for the HRDS courses.  This is an OPM policy and is in effect.  Do not enroll more than three (3) for any given activity.  After the OPM schedule has been in place for two (2) weeks, you may enroll up to three (3) on the waitlist for any given activity, but not before.
· Due to the change in the new email notification and the utilization of the automatic waitlist functionality, we have drafted a message to send to your Supervisors and other that attend HRDS courses concerning the changes within the ELM system.  Please feel free to utilize this message, (or any part you feel appropriate) as a regular reminder from you to your employees to help keep you informed of any changes:

Change is on the way!  You have been enrolled in an HRDS course(s) through the Enterprise Learning Management system, (ELM).  To effectively use ELM, an integrated training system, we must drop employees that have discovered a conflict on the day(s) you have been enrolled.  ELM sends email notifications directly to the employees enrolled, waitlisted and dropped, as well as, the employee that has moved from the waitlist to enrolled status.  Due to this change in functionality, please keep me informed, at your earliest convenience if you discover a conflict in the enrollment date(s) you requested so I, as your Nominating Official for this agency I can drop you from the course and re-enroll you in the date that will suit your schedule.  Because the system will automatically move the wait list employees to an enrolled position and send an email notification to both employees, (dropped and enrolled),the more time we can provide to the waitlist candidates, the better.  There will be a time that you will be on the waitlist and the sooner you know you are scheduled for the course, the better chance you will be able to attend.  If you receive a notification that has moved you from the waitlist to an enrollment, and you cannot attend, please notify me ASAP so I can drop you from the course and the waitlist functionality can move down the list.
This is a change in how we will be utilizing the ELM system.  The new integrated functionality and the email notification will provide the employees direct updates and status to their training requests and a chance for all employees to be able to attend the course and date they would like to attend.  If you have any questions, please advise.

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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Leamer ID: 99
Name: Betsy Ross
Current Learning Environment:




Choose [image: image2.png]


 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: image4.png]


 and select your agency’s name and click [image: image5.png]



ELM Enrollment Tricks – Jeanie Robards

[image: image6.png]Enroll Learners - Enroliment Confirmation
By requestof Ben Franklin , Informatio, ISD: CORE Accounting

For successiul enrollments, each individual's Leaming Plans is updated. To enroll new leamers in an
‘activity,find a new activity or find a new requester, selectthe links atthe bottom of the page.

Activity Name: CORA01 AR Accounts RecelvableType: Classroom
Activity Code: 70 Contact: Andy Giiffn
Price Per Seat: 0.00USD Drop Charge: 000USD
Start Date: 1012912000 End Date: 1012912000
Last Enroliment Date: — Last Drop Date: -

Available Seats: 2 Available Waitist: 0
Language: English

Price Per Seat: usD Training Units:
Drop Charge: usD Drop Units:

EmployeelD  Name Job Title HireDate  Confirmation Status.
999998 BelsyRoss 4595 Enrolled

Enroll New Leamers  GoTo Actvity Roster  Search for Leaming  Find New Requester




Utilizizing the links at the bottom of this screen can speed up the enrollment process.

Enroll New Learners

Got to Activity Roster

Search for Learning

ELM – How to Drop – Jeanie Robards
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Learning Viewis a lst ofthe Learing the Leamer is enrolled in and curricula and certifications for which they
are registered. You can view the details, progress status, and schedules for their leaming by clicking on the

name of the activity or program. To fiter the results select a fiter and click the Go buton
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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).


OPM Going Green – Grayson Bedwell

· Workshop Nomination Forms will no longer be used.  All enrollments will be completed through the Agency’s Nominating Official.
· 2011 Supervisory Report will change
· Annual Training Reports will change

· Nominating Officials MUST drop participants in a timely manner, to utilize the waitlist functionality

· Classes will become full due to the waitlist functionality, leaving no room for those the “just show up to class”
Q & A – Stacy and Grayson and Jeanie
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