Ohio’s Statewide Job Matching System

Instructional Documentation 

Subject:  Self Directed Learning
Date:  October 25, 2007
Procedure:  Self Directed Learning (WBT)
The SCOTI application Web Based Training (WBT) has significantly changed.  The new WBT is a more “hands-on”, self guided staff assisted training in the actual training environment.  The lessons represent a large portion of having the user create seekers, employers; run job matches perform eligibility, enroll in trainings, just to name a few.  This feature will efficiently train and prepare the user on how the application functions.  The WBT is no longer graded on 80% or higher to pass a lesson. If the user follows the lesson and completes it successfully, then the user has “Passed” the lesson.  Once a user completes the required lessons (for the specific SCOTI role) they will be given the “full SCOTI” access role.
When to Use this procedure

Use this Procedure to access the Self Directed Learning application also referred to as “Workforce 411 WBT”.
Before You Begin: 

If you are a new user you must access the Workforce 411 “What’s New” page, click on the new “WBT” button. 
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Reminder

There are no reminders at this time.

There are no WIA Tips at this time. There are no LE Tips at this time.





If you are an existing SCOTI user, you can access the “WBT” from the What’s New Page or from the Help menu option within SCOTI staff assisted screen.
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· The Self Directed Learning sign-in screen will display

Step I
Enter your user name for the SCOTI self directed application and click on the submit button.  Note: (this is usually your last name and the last 4 digits of your SSN).  If you have difficulty logging in please contact the SCOTI Helpdesk at 1-888-2WORK-411 then press option 2.
General Tip: Your supervisor should inform you which courses and lessons are required.  It is suggested that each user complete the “Using This Training” course first.  This lesson provides a general overview of the training, and how to navigate.
How To Begin:

Step I

To begin a course, click on the course name.  For example if a user wants to take the “Using This Training” course,  they would click on the “Using This Training” course title.
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Step II

In order to begin a lesson, click on the lesson name.  For example if you wish to start “Introduction to the WORKFORCE 411 Web-Based Training” click on the lesson name.
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General Tip: Course and lesson status will automatically change to complete once all subordinate lessons are completed.    For example, in order for the course “Using This Training” to change to complete status, the “Introduction to the WORKFORCE 411 Web-Based Training and “Recording LE Lesson Data” lessons must be completed.
General Tip: There are two types of ‘WBT” statuses for lessons, and  three types of statuses for courses.
Lesson Status:
Incomplete = the lesson has not been completed in a way that's acceptable to the system. Complete = the lesson has been completed in a way that's acceptable to the system.
Course Status:
    Incomplete = no lessons in this course have been completed

   In Progress = one or more lessons in this course have been completed, but there is at least one lesson that is not completed.

   Complete = All the lessons in this course have been completed. (Certificate printing link becomes available at this point.) 
Step III
There are two types of lessons:  


1. The first type of lesson requires that user read the entire lesson and then click on the “COMPLETE” button located at the bottom of the lesson.
2. The second type of lesson will change to “Complete” status automatically once you have read the lesson and completed an “action” in the Staff Assisted application (i.e., create job seeker, new job match, update data, etc.).
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When you complete a course, you will be able to print a certificate of completion. To print your certificate, click
Print in the Certificate calumn on the Welcome page. The Print link is available only after you complete a course.

Use the fallawing steps to view a report of your lesson results:

Oin the SCOTI Training environment, click the Administrative menu
Oon the Administrative menu, click WBT Lesson Results.
O The report application launches. Click Run Report under the Personal heading

Oour lesson report will then appear, showing you a list of your courses and lessons. You will also see your
status for each course and lesson

Lesson Clean-up

Oclick the Gomplete button at the bottom of the lesson page. The WORKFORCE 411 W8T application will
display the Course page and update the lesson's status to Complete. N

Hint: If the lesson status does not change to Complete as expected, click the Update button on the
WORKFORCE 411 W8T application and fallow the on-screen prompts.

End of Lesson





Step IV
Click the “Update” button to view the most recent status of your courses and lessons.  The status of your courses and lessons is stored in a SCOTI database. After you click the Update button, there may be a delay while your data is retrieved from the database. If the update fails, you will see an error message. There are three things you can do if you see an error message:

1. Try clicking the Update button again.

2. Continue with the next course or lesson.

3. Exit the application and try again later.
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Step V
Once you have completed a lesson(s) click on the “BACK” button. 
Note: You can not “Quit” a lesson midway through the course.  You will lose what you had started.  Try to completely finish a lesson before you log out.
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General Tip:
Another available feature is the ability to print a ‘Certificate’ when a course tiopic is completed.  When “Print” is clicked, the certificate is displayed and can be sent to the printer.
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Step VI

To exit the system click the exit button. Then click yes to close out of the application.
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