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Purpose and Overview 

Ethics training is mandatory for all state officers, employees and special state 
appointees.  All persons who have a business relationship with an agency are also 
obligated to abide by the Code of Ethics.  Ethics Training is required for all new 
employees and special state appointees within six weeks of the employee's date of hire 
and the special state appointee's appointment.  Thereafter, all employees and special 
state appointees must participate in Ethics Training at least once every two years during 
their time of service with an agency. 

Ethics training will now be delivered state-wide via a web-based system that is powered 
by PeopleSoft.  This manual is intended to give you step-by-step instructions on how to 
access the online training course via the PeopleSoft ELM system. 

PeopleSoft Terminology 

The PeopleSoft ELM system uses specific terms to describe important PeopleSoft 
elements you will need to know to access the training.  Below is a table which lists the 
PeopleSoft term against more familiar terms.  Use this table to familiarize yourself with 
the PeopleSoft terminology. 

PeopleSoft ELM Term More familiar term 

Catalog directory, index of classes 

Category department conducting training, type of 
training available 

Activity class, course 

Component lesson, specific section of course 

 

A few things you should know 

Since the PeopleSoft ELM system is web based, links drive your navigation through the 
system.  Therefore, you only need to click on a link once, not double click as if opening 
a folder on your desktop. 

It is important to note that even though the system is web based, you should never click 
the back button on the browser menu.  You should always use the menu to navigate to 
the previous page or click the Home link to return to the main page. 
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Accessing the OIG Training Website 

To launch the ethics training course, state officers, employees, and special state 
appointees will have to log in through the Enterprise Learning Management (ELM) 
portal of PeopleSoft.   

The OIG website has a link to the PeopleSoft ELM portal.  The link is located on the 
OIG website under the “Training” link.  The training can be reached at the following link: 
http://www.in.gov/ig/training.html. 

 

NOTE 

Clicking on the 
“Ethics Training 
Course” link will 
direct users to the 
ELM portal of 
PeopleSoft.  

Home Link

NOTE 

Use these links to 
return to a previous 
page.  Use the 
“Home” link to return 
to the home page.  
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Getting Started in PeopleSoft 

After clicking the “Ethics Training Course” link on the OIG website, you will be directed 
to the PeopleSoft ELM portal.  

There are three different PeopleSoft portals that state officers, employees, and special 
state appointees can log into: PeopleSoft Financials, PeopleSoft HR, and PeopleSoft 
ELM.  The online ethics training course can only be accessed via the ELM portal.  The 
“Ethics Training Course” link on the OIG website will link users directly to the ELM 
portal. 

The PeopleSoft ELM login page has two different looks. 

 

 

NOTE 

Signing on to either 
page will direct 
users to the online 
ethics training 
course. 
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Logging In to PeopleSoft 

Enter your PeopleSoft User ID and Password in the fields shown on the previous page.  

 
User ID:  
Your user ID is the first letter of your first name (use a capital letter) plus the last six 
digits of your PeopleSoft employee ID number.  The PeopleSoft employee number may 
be found on the back of your Indiana Government Center Access control badge below 
the barcode.  If you do not work on the IGC campus, please see your HR representative 
to obtain your employee ID.  

 

 

Password: 
Enter your PeopleSoft HR password.  This will most likely be the same password you 
use to log in to your state computer.  If you have not accessed PeopleSoft HR in more 
than 60 days, your password has been reset.  The reset password is the first initial of 
your first name plus the last four digits of your Social Security number plus the first 
initial of your last name. Make sure that the CAPS Lock is on at all times. 

EXAMPLE: 

Employee: John Smith 

SS#: 123-45-6789 

PeopleSoft HR Reset Password: 
J6789S
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Taking the Ethics Training 

After logging in to PeopleSoft the following screen should appear: 

 

Click the “Employee Self Service” Link. 

 

NOTE 

The screen may look 
different than this. 
As long as the 
“Employee Self 
Service” menu 
appears on the 
screen, you will be 
able to access the 
Ethics Training 
course. 

This is the next screen that will appear. 
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Taking the Ethics Training – (continued) 
Click on “Current Learning” to show learning events currently scheduled for you. 

 

This is an example of the “Current Learning” list available to the user. 

 

OIG Ethics Training 
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Taking the Ethics Training – (continued) 
Click on the “IG – Indiana Code of Ethics” activity. 

 

A screen with the course detail and other information appears. 

 

John Smith, Broad Band Executive 

OIG Ethics Training 

OIG Ethics Training 

OIG_ET_OIG 

Ethics Course Content 
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Taking the Ethics Training – (continued) 
Click the “Launch” link to initiate the training. 

 

This warning may appear, if so, click “Yes” to continue the session. 

 

Ethics Course Content 
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Completing the Online Ethics Training 

Once you click on “Launch” the Ethics Training module will begin.  The first screen that 
will be displayed will be an introductory screen. 

 

Clicking the Play ( ) button will allow the course to begin.  At this point simply follow 

along with the course, reading each page and using the navigation ( ) buttons at 
the bottom of the screen to control your progress through the course. 

Click the Play button and begin the training. 
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Completing the Online Ethics Training – (continued) 
After clicking the Play button the actual training will commence.  The following is the 
next page that will be displayed. 

 

NOTE 

This screen will tell 
you how to navigate 
through the system. 
Use the arrows to 
move between 
screens.  The “x" 
on the bottom-right 
will give you a full 
screen.   

Upon completing the training a screen like this will appear.  
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Completing the Online Ethics Training – (continued) 
Click the radio button next to the acknowledgement statement and then click “Submit.”   

 

NOTE 

Radio button 

 

 

NOTE 

Submit button 

After an acknowledgement screen appears that says the user has finished the training, 
the learner is provided with a  button. Clicking Finish returns the learner 
to the PeopleSoft View Progress page. 

Checking Your Completion 

Once the training is complete the PeopleSoft window should be visible.  To check the 
status of the course and ensure it was documented as being completed, click on 
“Return to Activity Progress”. 
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John Smith, Broad Band Executive 

OIG_ET_OIG 

OIG Ethics Training 

OIG Ethics Training 

The next screen will display the details for the recently completed training.  After you 
have completed the training, the system will change your enrollment status to 
Completed. 

 

OIG Ethics Training 

Joe Smith, Broad Band ExecutiveJohn Smith, Broad Band Executive 

OIG_ET_OIG 

NOTE 

The progress for the 
training is indicated 
here. 

Ethics Course Content 
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Resuming the Activity 

You are allowed to re-launch the training at any time, given that your enrollment period 
has not expired.  (If your enrollment period has expired, you must contact your agency 
Ethics Officer or HR representative.)  The system will remember where you were in the 
lesson once it is re-launched. 

 

NOTE 

The enrollment 
period for this user 
ends on 6/20/2007.  
Click the re-launch 
link to start the 
training where you 
left off. Ethics Course Content 

The Learning History Page 

The Learning History page can be accessed through the menu or by clicking the option 
on the Learning Home page. 

This page provides a history of all of your completed learning activities. 
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Troubleshooting 

If you have this problem: Try this: 

You cannot get to the web page to log in to ELM. Make sure you have the correct information in the 
address line of your web browser.  Refer to the 
section of this manual that provides that information 
(page 4). 

You cannot log in – you get a message telling you 
that your USERID or Password is incorrect. 

Try entering the information again. 

Consider the following tips: 

Be sure your USERID and/or Password are in the 
correct case (caps versus lower case). 

• If this doesn’t work, contact the IOT 
helpdesk and validate that your USERID 
and/or Password are correct.  They may 
need to re-set your password for you if it 
has expired. 

• Remember that three failed attempts to log 
in will lock you out of the system.  If this 
happens, you will have to call the IOT 
helpdesk. 

IOT Helpdesk:  (317) 234-HELP(4357) or Toll-Free 
at 1-800-382-1095.  State employees may also 
access the helpdesk via the Helpdesk Assistant 
located on their computer desktop. 

You can log in to ELM, but you cannot see the 
online training catalog, and you get a message that 
reads something like “you are not authorized to view 
this page.” 

Contact the IOT Helpdesk: (317) 234-HELP(4357) or 
Toll-Free at 1-800-382-1095, or state employees 
may also access the helpdesk via the Helpdesk 
Assistant located on their computer desktop. 

You cannot see the online training catalog, but you 
are not getting the error message above.  The 
problem is that you cannot see the links to click on 
to find the training, as illustrated in the steps to enroll 
in this manual.   

Contact the IOT Helpdesk: (317) 234-HELP(4357) or 
Toll-Free at 1-800-382-1095, or state employees 
may also access the helpdesk via the Helpdesk 
Assistant located on their computer desktop. 

You can see the online learning catalog links you 
need, and can find the course, but cannot complete 
your online enrollment for some reason. 

Contact the IOT Helpdesk: (317) 234-HELP(4357) or 
Toll-Free at 1-800-382-1095, or state employees 
may also access the helpdesk via the Helpdesk 
Assistant located on their computer desktop. 

If you cannot start the training within PeopleSoft – 
when you click the “launch” link (as illustrated in this 
manual), the new window doesn’t open to start the 
training. 

It is possible that the pop-up blocker is enabled on 
your computer.  Disable the pop-up blocker, and try 
again.  The Helpdesk can walk you through this, if 
necessary. 

You can launch the training and start it but you are 
experiencing a problem within the training once you 
get it started. 

Contact the IOT Helpdesk: (317) 234-HELP(4357) or 
Toll-Free at 1-800-382-1095, or state employees 
may also access the helpdesk via the Helpdesk 
Assistant located on their computer desktop. 
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You are a new employee or special state appointee 
and you aren’t in the PeopleSoft system. 

Contact your agency HR representative, and if 
necessary, contact the IOT Helpdesk: (317) 234-
HELP(4357) or Toll-Free at 1-800-382-1095, or state 
employees may also access the helpdesk via the 
Helpdesk Assistant located on their computer 
desktop. 

You have questions regarding the information you 
read/learned in the training. 

Contact your agency Ethics Officer.  If you would like 
your information to remain confidential, you may 
request an informal advisory opinion from the staff of 
the Office of Inspector General.  You may submit 
your information via the Office of Inspector General 
website at http://www.in.gov/ig/advice.html.  Various 
examples of the ethics rules are also available via 
the Office of Inspector General website at 
http://www.in.gov/ig/codecomplete.html.  Examples 
of the rule applied in real-life situations are listed 
under every rule. 

You experience an issue that is not listed in this 
table. 

First consult your agency HR representative or 
Ethics Officer, and if you are still having issues, 
complete an IOT Helpdesk ticket. 

 

 

17 

http://www.in.gov/ig/advice.html
http://www.in.gov/ig/codecomplete.html

	Table of Contents
	Purpose and Overview
	PeopleSoft Terminology
	A few things you should know
	Accessing the OIG Training Website
	Getting Started in PeopleSoft
	Logging In to PeopleSoft
	Taking the Ethics Training
	 Taking the Ethics Training – (continued)
	 Taking the Ethics Training – (continued)
	 Taking the Ethics Training – (continued)

	Completing the Online Ethics Training
	 Completing the Online Ethics Training – (continued)
	 Completing the Online Ethics Training – (continued)

	Checking Your Completion
	Resuming the Activity
	The Learning History Page
	Troubleshooting

