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This job aid is intended to answer Manager related questions about using ELM. 
 

Signing In to ELM 
 
 

1. Go to http://myohio.gov to sign into the My Ohio portal. 
 

 

1. Enter your Employee ID in User ID. 
 

2. Enter your OAKS password in Password. 
 

NOTE:  This is also your ePay Password. 
 

3. Click the Sign In button. 
 

NOTE:  For password resets, contact the OAKS Help Desk at 
oaks.helpdesk@oaks.state.oh.us, or call 1-888-644-6625 or 614-644-6625. 

 
 
 
 
 
 
 
 
 
 

http://myohio.gov/
mailto:oaks.helpdesk@oaks.state.oh.us
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Navigating to ELM 
 

4. From the main portal page select the  dropdown from the portals 
main navigation. 

5. Select Training Approvals Pending, under Manager Tasks. 

 
NOTE: The links listed under Manager Tasks will depend, based on your access to other OAKS 
applications. 
 

 
 

  

Approving/Denying Team Member Training 

 

Direct reports that are awaiting training approval will appear in the Pending Approvals section of 

the Team Members Page. 

6. Select the checkbox next to the name of the direct report that you would like to approve 

or deny training for. 

 

 

7. Click the Approve or Deny button. 
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Enrolling Direct Reports into Training 
Managers have the ability to enroll their direct reports into training. Managers can do this by 

searching or browsing for a course. 

 

8. From the Team Member page, select the Search Catalog link.     

 

9. In the Search the Catalog field, enter the course that you would like to enroll your 

direct report into.  
 

10. Select Enroll link. 

 
 

11. Select the box next to direct report that you would like to enroll, or click the Select All link 
to enroll all. 

 

 
  

12. Click the Go button. 

 

13. Click the Submit Enrollment button. 
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Drop Team Member from Training 

Managers can drop a team member from a learning activity or program from the Team 

member’s page. 

14. From the Team Members page, click the Team Learning link. 

 

15.  Locate the Learner and Course title that you would like for your direct report to 

drop and click  button. 

 

 
 

16.  Click  on the Drop Activity Review Information page. 

 

Check Activity Status 
 

Managers can check activity or program status for team members from the Team Learning 

page. 
 

17. From the Team Members page, select the Team Learning link.     

 

18. Use the drop down filter to select what training you would like to review for which team 

member. 

 

19. Click . 
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Recertify Approvals 
 

Managers can review current and expired certifications for their entire team within a specified 

date range. For each certification, managers can view certification name, current status, 

expiration date, recertification date, and history. Managers also have the option to register a 

team member for a recertification program 

20. Click on the Team Certification Status 

 

21. This will bring up the Team Certification Status page.  Click on the Recertify Link 

for the employee you want to approve/enroll to Recertify for training. 
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22. You can use the View drop down for other types of status.  Click the Recertify link. 

 

23.  On the Available recertifications page, click the Register button 
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24. On the Register for Certification page, click the Submit Registration button 

 

25. You will received the follow message after clicking the Submit Registration Button:
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26. Status will show as Registered on the Learners ELM Transcript: 

 

 

 

 

Questions 

If you need assistance with ELM, please contact the Ohio Shared Services Contact Center. 

 Email: ohiosharedservices@ohio.gov 

 Phone: (877) OHIO-SS1 

 
 

 


