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How do I get to OPOTA Online?
From any web browser, visit https://opotaonline.inquisiglms.com/ to log in or create a new
account,

How do I create an account?
You can create an OPOTA Online account by using the registration link in the login box on the
home page (see below). OPOTA will review your request to confirm whether you are a
commissioned or non-commissioned officer before activating your account. You will receive
email correspondence once the request is processed.

Usernarme

Password (case-sensitive):

What do I do if my account registration is rejected?
If you believe your registration was rejected is in error, email OPOTAOnline(@OhioAGO.gov.

How do I log in?

e Enter your username and password, then click the “Sign In” button.

e Username format (for OHLEG Users):
First initial (uppercase), last name (lowercase), and last five digits of your Social Security
number (example: Jdoe12345).

e Username format (non-OHLEG users)
If you are not an OHLEG user, your username is the unique email address you included in
your registration form. Your password is the one you provided at the time of registration.

Username

Password (case-sensitive):

| forgot my password.

To create an account, register here.

Contact OPOTA Online Support
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How do I reset my password?
Forgotten password:
e Reset it using the link in the login box on OPOTA Online (see below).
e You will receive an email with a link to reset your password momentarily.
e Ifyoudon’t receive this message, email OPOTAOnline(@OhioAGOgov.

Username

Password (case-sensitive):

To create an account, register here

What if I am unable to login?
1) Verify that you are using the correct username and password.
2) If you still cannot login, contact OPOTA Online support: OPOTAOnline(@OhioAGOgov.

What if I get locked out of my account?

Wait 15 minutes then try to log in again. If you receive an error message that your account has

been disabled (see below), email OPOTAOnline@OhioAGO.gov to request that your account
be enabled.

Sign In Failed

Your account has been disabled. Please contact
an administrator.

Username
jprince

Password (case-sensitive):

| foergot my password

To create an account, register nere.

What if I need other technical support for OPOTA Online?

If you experience issues with the website — for example, you cannot access a course or print a
certificate — send a message to email OPOTAOnline@OhioAGO.gov.
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How do I find a course?
e Click on “Catalog” in the top menu.
e C(lick on a catalog name or tile to view the courses within that catalog.
e (o to “Search catalog” and enter the course name or course code.
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How do I enroll in a course?

1. Find the course, click on the course name to see the course page.
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These courses are required by legislation to be completed by all officers.
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2. Click the Enroll button.
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3. For most courses, the course will be available momentarily under the Enrollments
icon on your My Dashboard page.
NOTE: If the enrollment requires approval, you will receive an email within three
days indicating whether the enrollment was approved or rejected.

I enrolled in a course — how to I access it?
¢ (Go to My Dashboard
e C(Click the Enrollments icon. NOTE: Enrollments can be viewed either as a list or as tiles.

e C(Click 0 to see the course information.

e C(lick o to launch a course module.
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Important: You must click the red X (top right) to save your data to the system after each
module. After clicking the X, you will see a “Saving data” message. Then, the system
takes you back to your My Dashboard page.
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I completed a module, but it is not showing as “Completed.” What do I do?

1. Make sure you are clicking the red X (top right) to save your data to the system
after each module. (See previous question.)

2. Make sure you have completed all the requirements of the module.
For example, if you fail to take a required quiz within a module, it will not be
recorded as completed.

3. If you need to step away, click the red X to save your progress. If you do not,
the website might time out and log you out. For longer courses, especially, to ensure
your progress and completion is recorded, we suggest you occasionally exit the
module to save your data. When you access the module again, it will resume where
you left off.

I completed a course, but it is not showing as “Completed.” What do I do?

Check the course page, to be sure that all the modules are marked as “Completed,” not “In
Progress” or “Not Attempted.” The course will not show as completed until all required modules
are marked as completed.

Mot Attempted

This module describes the litigation process for officers invelved in civil lawsuits involving use |
survey. You will need to pass the 7-guestion quiz in order to complete the course. Discussion td
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This module tests your knowledge of the concepts in the main course. You will need to pass th

main course, 7} a quiz, and 8) an optional survey. Discussion topics, two worksheets, and cours

I completed an online course. Where is my certificate?
1. Go to My Dashboard.
2. Click on the Certificates icon (seal and ribbon) to save, print, and/or view a certificate.
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e To sort your certificates, click the triangle next to the “Award Date” column.
Tip: If you have many certificates - use the Page arrows to view more certificates.

e C(lick on the icons below to save, print, or view the desired certificate.
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I completed an in-person course. Where is my certificate?
e Certificates for in-person courses are not stored on OPOTA Online.
e You can find them in OPOTA Portal (https://opota.ohioattorneygeneral.gov/), which is a

separate system.
e For questions about obtaining in-person certificates, email

OPOTARegistration@OhioAGO.gov.

I need to take a course that I have previously taken. How do I do that?
e If you need to retake a course to earn a certificate with a new completion date, you'll need
to re-enroll in the course to retake it.
e After finishing the course with your new enrollment, you'll get a certificate that reflects the

updated completion date.

My name appears incorrectly on my certificates. How do I correct that?
To verify and update your account information:

¢ Go to My Profile.

e View your first and last name, and make updates, as needed; to reflect the name you want
on your certificate.

e Tip: If you make changes, it might take a few minutes for them to take effect and see the
results on your certificates.

e Questions? Contact OPOTAOnline@OhioAGO.gov.
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How do I view/print a transcript of all the courses I have completed on OPOTA
Online?
To view your transcript:
1. Go to My Dashboard.
2. Click on the Transcript icon (pictured below.)
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3. The Transcript widget will open.

NOTE: You can sort courses by Course name, (alphabetically), Credits (numerically), and/or Date
Completed (chronologically).

To see your full transcript:
e Click on the green icon pictured below.
e A pop-up window will open.
e Use the scroll bar on the right to see your entire transcript.

m Transcript
Course Learning Path ILT
Course Credits Date Completed
Direct and Circumstantial Evidence (#168) 02 4016/20271 815 AM
Proving Intent (£167) 02 4/16/2021 9:05 AM

Sort your transcript based on:
e Course (alphabetically),
e Credits (numerically)
e Date Completed (chronologically)



Course Status (alphabetically),
Module (alphabetically),

Module Status (alphabetically), and
Score (numerically).

To print your transcript:
e Click the purple Print icon (top right, in the pop-up window.)
e Print the current tab or the entire transcript.
e Click the red X to close the pop-up window.

R TRANSCRIPT Gﬁ
0

Course Learning Path ILT =9 J
Course CreditsCourse StatusDate Completed Module Module § e T P =
Direct and Circumstantial Evidence 5 F e 5 - = = s
;'-IZEE-,' and Cireumstantial Bvidenes 02 Completed 4/16/2021 915AM Direct and Circumstantial Evidence Completed 100
\Fibo)

Direct and Circumstantial Evidence o - Rk o -

'_Ibg and Gictmatantial sadencs 02 Completed 4/16/2021%:15AM End-of-Course Survey Incomplete / In Progress
(#168) Y

Proving Intent (#167) 02 Completed 4/16/ AM End-of-Course Survey Incomplete / In Progress
Proving Intent | 02 Completed M Proving Intent Completed 100
Drafting Search Warr. 02 Completed 4/16/ 8 AM Drafting Search Warrants Completed 100
Drafting Search Warrants (#1665} 02 Completed 4/16/20218:48 AM End-of-Course Survey Incemplete / In Progress
Missing Persons (#77) 1 Completed 3/4/2021 219 PM  End-of-Course Survey Incomplete / In Progress

How do I update my account information?
e Click the face icon (top right menu)
e Click My Profile.
e If you change any information, click “Save Changes” at the bottom of the profile page.
NOTE: Any changes will only be reflected in the OPOTA Online training website.
o To update information in-person training records, contact
AskOPOTA @OhioAGO.gov.
o To update information in OHLEG, contact OHLEGsupport@OhioAGO.gov.
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You do not have permission to change the following information:
+ First name
+ Middle name
» Last name
* Username
« Officer ID
+ Language
* Account expiration date
+  Current agency/employer
+ Agency ORI

+ User type
+ Rank
* Gender

+ Billing agreement consent

To request changes to the above fields, contact OPOTAOnline@OhioAGO.gov from your official
email address.

My online course certificates are showing in OPOTA Online but not OHLEG. What
do I do?
Contact OPOTAOnline@OhioAGO.gov.

I am not receiving email notifications from OPOTA Online. What do I do?
e Check your junk or spam folder to ensure the messages for email notifications of course
completions, etc.
¢ You can mark OPOTAOnline@OhioAGO.gov and no-reply@inquisiglms.com as safe
senders.

e If you take these steps and still are not receiving these notifications, email
OPOTAOnline@OhioAGO.gov.
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