HOW TO USE ILE

STEP 1: GO TO ORACLE LEARNING

Open up your web browser and go to InsideOKC. Note: If you ever forget how to get to
InsideOKC, you can find the link at okc.gov/employees.
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Go to One OKC Cloud (Oracle) by clicking on Tools and Resources drop-down menu and
selecting One OKC Cloud (Oracle).

InsideOKC

¥ Folowing &8 Site

Home  Tools & Senvices & Programs ~  Departments -~ Find People
Building Management Requests >
+ New @ Pag Published 10/11/2024 @ Share 2 it A

Careers

City Channel

The City of Oklahoma Even a small Y - Thank you for
Councl Charnber Calendar City Choir is scheduling contribution, as little GAgG"E' town hail mesting taking the
== ol

COVID-18 Safety Guide  diates for December. as $2, can have a 2024 Gauge

y meaningful impact on employee
Departmental Memos and Management Bulletins | ;. Somacne's Bl sy
Disaster Preparedness with Ready.gov |y
Employees
1T Support Utilities armance for your department, " hit thy

| Shriver et (405) 207-3486 /e encourage everyone to give what they can,
IT TOX Chent Portal | o knowing that together, we can make a difference
P— R without feeling pressured or obligated

ti Read the Gauge results and
——— ke ooyt i
eFledge. watch the town hall
Metro Tech Class Envollment
MECU
OHCgav See all
I one 0K Cloud (Oracle)
Oracle Training « City Insideoke
HOC: Oct. 17 Don't miss out on turkey legs & comn Former OKC Ward 3 Councilman Larry McAtee
Peoplesoft Financials & tha 2abb. piaslplif
PeopleSoft Human Rescurces (now Oradle) AFSCME and Human Resources have teamed up for this Former OK 3 Councilman Larry McAtee dies at 87
Rivas Lopes, Barbara A 3 days ago Rivas Lopes, Barbara A 3 days ago

Click on the black Company Single Sign-On button to log-in. Do not use the User ID section.
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https://oklacity.sharepoint.com/sites/InsideOKC

From the main menu, click on the “Me” section at the top left of the screen. Then click on the
Learning button.

My Client Groups

QUICK ACTIONS

Learning

You are now in Oracle Learning! Oracle Learning has three pages: My Learning, Search, and
Browse, seen at the bottom left of the screen. When you first open Oracle Learning, you will
automatically be taken to the My Learning page. On this page you can see current and past
enrollments, download transcripts, and record external learning.

< My Learning Experiences Click here to Actions ¥ View Transcript

see past

Coiv, eted Date | Enrolled on Date Clear (1)
courses.

Due date

Click here to
m «— These are the download
course offerings .
transcripts.
you are currently

Sort By ‘ ‘

Open Lab: Oracle Inclusive Leadership enro | |ed in_
Performance - Manage... Excellence - Listen...

Self Enrolled Self Enrolled

Enralled Enrolled

08/20/2024 10/11/2024

ravigation mene N
© Browse C{ Search 9 My Learning . .
\ nawgatlon menu.

Use Browse to get Use Search to get to Use My Learning to view
to Instructor Led search for specific \ current and past
Courses - where course titles. enrollments, download
you can see all transcripts, and upload
available training external training.
opportunities.
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STEP 2: NAVIGATE TO ILE RESOURCES

There are two ways to search for the ILE program resources, READ, WATCH, LISTEN, and
ENGAGE. One way is to use the search function. Click on search at the bottom left of the page.

Open Lab: Oracle
Performance - Manage...

Inclusive Leadership
Excellence - Listen...

Self Enrolled Self Enrolled
Enrolled Enrolled
08/20/2024 10/11/2024

9 My Learning

Type Inclusive Leadership Excellence in the search bar. All four resources will show up. Click
on the resource you would like to explore.

Request Noncatalog Learning

¢ Sparch the | parnine Catalns Actions =

Inclusive Leadership Excellence Q

Type here first.

tart on or After End on or Before Language

Then click on any one of
these four resources. -

208 results

Inclusive Leadership
Excellence - Read
Resource

Co

Inclusive Leadership
Excellence (ILE) Self-

Inclusive Leadership
Excellence - Read
Resource

Course

Course

Inclusive Leadership
Excellence - Watch
Resource

Adopting New
Leadership Mindsets to

Inclusive Leadership
Excellence - Watch
Resource

Course

Inclusive Leadership
Excellence - Engage
Resource

L’Embeddir;g Inclusion

into Everyday

Inclusive Leadership
Excellence - Engage
Resource

Course

Inclusive Leadership
Excellence - Listen
Resource

Course

Adopting an Inclusion

Inclusive Leadership
Excellence - Listen
Resource

Course

Inclusive Leadership Excellence - Watch Resource

Published on 0&/13/2024

This program contains resources that you can watch (e.g., movies, documentaries, TED Talks,
etc.) that have been approved to count towards your Inclusive Leadership Excellence (ILE) credi...

ILE - WATCH

Add to Journey

P.3



You can also get here by clicking on Browse at the bottom left of the page. Then click on the
Inclusive Leadership Excellence Self-Study Program and then click Learn More.

Featured courses

Conducting Alliance Work
Departmental Partners Webinar Metro Technology
Interviews for... Viewing Room Center Trainings

Print Shop Pro for
Users

Course Course C

Featured topics

Inclusive Leadership
Excellence (ILE) Self- Instructor Led Alliance Work
Study Program Courses Oracle Performance Partners (AWP)

Learning Community Learning Community Learning Community Learning Community

I & Browse Q Si 9 My Learning

The Community will open to reveal all four ILE resources. Click on the one you are interested in
to proceed to the next steps.

Topic Community [ Actons ~

Inclusive Leadership Excellence (ILE) Self-Study Program

Learning Catalog + Addtocotaiog v | A

Search... 2 Show Filters

Sort | Rating - Highest to Lowest

—I Inclusive Leadership Excellence - Listen Resource I

COUTSe
ILE - LISTEN

This program contains resources that you can listen to {e.q., podcasts, audiobooks, etc) that have been approved to count towards
— your Inclusive Leadership Excellence (ILE) credits,

-I Inclusive Leadership Excellence - Engage Resource I

ILE - ENGAGE

This program contains oppertunities for e
towards your Inclusive Leadership Excellence

engagement (e.q., Mentor Circle Program, etc.) that have been approved to count

credits.

-I Inclusive Leadership Excellence - Watch Resource I
ILE - WATCH o




STEP 2: ENROLL IN A RESOURCE OFFERING

When you click on a resource, a screen like the one below will open up. The Details section
provides information on how to complete the resource item for credits. The Related Learning
section provides a PDF on where to find a full list of resources that count towards ILE credits.
The Available Offerings section shows the resource items you can “enroll” in to complete ILE
credits.

Inclusive’leadership Excellence - Watch Resource

Overview

This program contains resources that you can watch (.., movies, documentaries, TED Talks, etc) that have been approved to count towards your
Inclusive Leadership Excellence (ILE) credit hours.

Published Learning Item Number

Published 4 months ago 0LC455093
Details i
Related Learning =

Click here to access
Available Offerings . S v
different activities.

Each item under Available Offerings is listed as Self-Paced. You have to click on View Details
to see the item (movie, book, podcast, activity) name on the next screen.

Note: The City is aware that this is not the best user experience and is working to fix it.

Available Offerings -
[ Search.. S| Hide Filters
Filters o] Sort [ Start Date - Earliest to Late
Expand All  Collapse All
Self-Paced
~ Format American English . .
Click here to view
O mstructorLed different titles. ;
L self-paced Self-Paced Enroll
~ Start Date American English
.mm/dd/yyyy te oK I View Details
~ End Date Self-Paced
mmydd/yyyy “‘5‘ oK American English
View Details
~ Price
J- Self-paced
~ City American English
l?\l View Details
~ Country Self-Paced

American Enalish



The Course Offering Details page tells you the name of the resource, how to complete the ILE
item, provides the link to the resource, and the activities required to receive credit. For every
ILE program you must complete the resource item and take the self-reflection evaluation. It is
recommended to save the resource link before enrolling. Click on the white Enroll button at
the top right of the screen.

Note: You can only enroll in one offering per ILE resource at a time. You must complete the
enrollment before enrolling in another item.

Actions

¢ Course Offering Details

WATCH: Future of Oklahoma

Overview

Self-Paced
American English Once yOU have
decided you want to

. . .
Offering Details complete this
This pregram contains resources that you can watch (e.g. movies, documentaries, TED Talks, etc) that have been approved to count towards your Inc

particular activity for
Leadership Excellence (ILE) credit hours. Each self-paced offering will contain a brief description and the associated number of credit hours. Please nc

.
that Oracle’s “Expected Effort” is NOT equal to the actual amount of time it will take Learners to complete the activity. Since each Learner will a n I L E c red It'
complete the activity at a different rate, the "Expected Effort” hours reflect the number of credit hours that each employee will receive after reading tt

specific resource. savelboo kma rk the

To complete a self-paced resource in Oracle Learning you must complete the following three steps:

1. Click the “Enroll” button. resou rce I i n k, a nd
2. Watch your selected resource. t h e n CI ic k E n ro I I )

3. Mark the activity complete.
4. Answer the lessons learned question in the evaluation,

If you have any questions about resources in ILE - WATCH, or would like to submit a resource not included in this self-pace
can email your questions to equity@okc.gov.

g for consideration, you

https.//drive.google.com/file/d/1mhAPIIS2uEgeSqAFIDHIROOUXyb QRxR/view

Viewing Oklahoma through the eyes of our younger generations, i.e., teens through Millennials; how to apply the lessons of this yearlong program. (April '

Save the link!

related Materials

ILE Resource List.pdf (73497 KB) &, On 10/11/2024

Activities

WATCH: Future of Oklahoma

Activity

Evaluation

Evaluation
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When you successfully enroll in the ILE item, you will be directed to this page with a blue box
at the top of the screen. It shows the two items you must complete under Completion Status.

< Inclusive Leadership Excellence - Watch Resource

[ Actions ¥

For details an how to complete this learning, view the Completion Status section

Enrolled By
MARIA CHAVERRI

Information
You're enrolled in this learning item.

Completion Status

Search.. Show Filters

View By | All Activities

O Not started

WATCH: Future of Oklahoema = Regquired

Manual Activity

Expected Effart
2 hours

O Not started

Evaluation = Required
Evaluation

Selected Offerings [+ ad | I~

Self-Paced = Primary Not started [ Withdraw }
American English
View Details
Related Materials v
Enrollment Life Cycle 2

Learning Record Details

If you did not save the link to the resource, click on the +Add button. It takes you back to the
Available Offerings page. Look for the Self-Paced item that says View Enrollment, but don’t
click on it. Click on View Details. The resource link will be there.

Available Offerings

Search..

Hide Filters
o Sart | Start Date - Earliest to Late
wpand All e Ml
Self-Paced Mot started View Enrollment

Format Amedcan Eng

Blended View Details

Instructor-Led

Self-Paced Self-Paced Enrall

s i American Enalish

P.7



Note: Resources have multiple types of links

Subscriptions

Free Direct
Links

Links that
Require
Purchases

Book Rental

Some resources can be viewed on streaming
platforms like Netflix or Hulu. These can be
accessed if individuals have those services. The City
does not provide subscriptions.

Some podcasts and videos can be viewed by directly
clicking on the link provided.

Some resources like books and movies can be
purchased or rented online and the links have
been provided.

Some books can be rented from the Metropolitan
Library System.
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STEP 3: HOW TO COMPLETE (THE EVALUATION)

To complete an ILE resource, first read, watch, listen to or engage in the resource. Then go
back to your My Learning page and click on the resource you completed.

< My Learning Experiences

Er nents Teda X Completed Date Enrelled on Date

4 results

o]

Clear (1)

Actions = Wiew Transcript

Due éare

Inclusive Leadership
Excellence - Listen...
Self Enrclled

@ Browse Q. Search

Inclusive Leadership
Excellence - Watch...

Self Enrolled

& My Learning

Managing Conflict

Self Enrolled

Open Lab: Oracle
Performance = Manager...
Self Enrolled

Scroll down to Completion Status and click on the name of resource you completed.

Enralled By
MARILA CHAVERRI

Completion Status

Search..

Show Filters

WATCH: Future of Oklahoma = Reguired
M

Expected Effort

2 hours

Evaluation Required

Ewaluation

Click on the green Mark Complete button.

< WATCH: Future of Oklahoma

View By | All Activities

View Instructions

Completion Status

Q Me

t started

How to Complete

Manual Activity

P.9



Then click the Next button at the top right of the screen.

WATCH: Future of Oklahoma

<

Completion Status

& Completed an 11/12/2024 231 PM

How to Complete

Manual Activity

This activity has been completed,

Click on Evaluate to take the mandatory self-reflection.

< Evaluation

Completion Status

O Not started

How to Complete

Take Evaluation

Click the: butte

Fill out your evaluation and click the Submit button at the top right of the screen. Note: It is
recommended that you fill out your answers in a separate word document first because
Oracle Learning will not save your answers if you get kicked out of the system or have any

technology issues.

Submit Cancel

Evaluation

Evaluation
ILE Self-Study Course Reflection

* What were the three most impertant things you learned from this resource?

Show Attachments

Someone from the Office of Equity will review your submission. Your offering will be marked
complete once the review has been finished.
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STEP 4: VIEW TRANSCRIPT / CERTIFICATES

To view your transcript, go to your My Learning page. At the top right of your screen you will
see a View Transcript button. Click on it.

L4 Mv Learning Experiences 0 Actions ¥ View Transcript
5 I nr 3 Q
Completed Date  Envolled on Dt Clear (1)
e
4 results Bue date v
Inclusive Leadership Inclusive Leadership Managing Conflict Open Lab: Oracle
Excellence - Listen... Excellence - Watch... Self Enrolled Paerformance - Manager...
Self Enrolled Self Enrolled Self Enrolled

Enter the dates you would like to view or download your transcript for. Then click the black
Submit button.

My Learning Experiences
Transcript date range

11/13/2023 l I 1/12/2024
¢

Movernber 2023

Cancel

Inclusive Leadership L Inclusive Leadership

A new webpage will open up. You can print your transcript by clicking on the white Print
button at the top right of the screen.

Learning Transcript

HRB 22-02 Online Training for Supervisors Completed on 09/29,2023 Effort Oh 54m
Course

The Hiring Process

Course Completed on 10/30/2023 Effort 2h 30m
I-’;‘: Ililfe:riuz Manager - The MNuts & Bolts of Success Completed on 02/20/2024 Effort 32h
HRB 22-02 Online Training for General Employees Completed on 03/01/2024

Course
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To view a certificate, go to your My Learning page. Click on the white Enrollments To do
button and change it to Completed. Then click onto the main screen.

O Required
O Todo

Find the course offering you would like a certificate for and click on it. In the new window,
click on Actions and then Print Certificate.

Vi Laaaning Ieen Detais

Ratings

. Riepert
Infarmation
Ratommend
Completed on 06/13/2024 418 PM

2 pm—

Enrolled By
MARIA CHAVERRI

Completion Status

Search... Q Show Filters

A new webpage will open up with your certificate. Follow your normal printing procedures to
print or saving procedures to save.

TR
g ii? }} CERTIFICATE OF COMPLETION
(N

Your Name

has successfully completed the course

¢
U

Inclusive Leadership Excellence -
Read Resource

June 13, 2024 1.00 hours

.,'(;',ﬁ;,: .

C Fueee
Craig Freeman, City Manager Aimee Maddera, Chief HR OFficer
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