=0,
MOUNT VERNON PROJECT

The Mount Vernon Project:

School of Public Service User Guide

i =
i
¥

2
5]
¥ C
Tirg 5 (IS

AND
WILSON

—=wWk=

OHIO ATTORNEY GENERAL




The Mount Vernon Project: School of Public Service User Guide

Table of Contents

SECTION 1: INTRODUCTION ....uuiiiiiiiiiiiiiii ittt e 3
GENERAL INFORMATION ABOUT THE MOUNT VERNON PROJECT.......cccovviuiiiiiiinniinnnen. 3
SECTION 2: HOW TO LOG ON TO THE MOUNT VERNON PROJECT .....ccouviiiiiiiiiiiiinncennn, 4
FIND THE MOUNT VERNON PROJECT ..ccuviiiiiiiiiiiiiiiiiicicci it 4
CREATE AN ACCOUNT ...uttiiiiiiiiicii ettt st s e e e s e saa e s e aaaes 4
LOG INTO THE MOUNT VERNON PROJECT ....ccuiiiiiiiiiiiiiiiiiiiinciciici i 4
USER ACCOUNT IS LOCKED OR DISABLED .......iiiiiiiiiiiiiiiiiiiii i 5
RESET YOUR PASSWORD ..ottt 6
OTHER TECHNICAL SUPPORT ...cutiiiiiiiiiiiii ittt 6
SECTION 3: ENROLL AND TAKE ACQURSE ..ottt 7
ENROLLMENT INTO COURSES .......citiiiiiiiiiiii e 7
ACCESS AND TAKE A COURSE ....couuiiiiiiiiiiiiici it 8
COURSE IS NOT RESTARTING AT THE POINT WHERE | LEFT OFF ....coiiiiiiiin 9
COMPLETED COURSE IS NOT SHOWING AS “COMPLETED”......ccciiiiiiiiiiiiiiiiniiiinne 10
REPLAY A COMPLETED COURSE ...ttt 11
SECTION 4: CERTIFICATES.....cuuiiiiiiiiiiiii e e e 12
VIEW /PRINT A CERTIFICATE.....ouiiiiiiiii e 12
CERTIFICATE IS SHOWING THE WRONG NAME.......coiiiiiiiiiiii e 13
SECTION 5: TRANSCRIPTS ...ttt 14
VIEW / PRINT ATRANSCRIPT ..ceuiiiiiiiiiiii ittt 14
SECTION 6: USER ACCOUNT INFORMATION .....iiiiiiiiiiiiiiiiiiiciicc e, 15
VIEW / EDIT YOUR USER ACCOUNT ..ottt 15
NOT RECEIVING AUTOMATIC EMAIL NOTIFICATIONS .....ccouiiiiiiiiiiiiiiinii e, 15
SECTION 7: THE MOUNT VERNON PROJECT COMPLETION CERTIFICATE ......ccccocvvvunnnnnn. 16
THE MOUNT VERNON PROJECT COMPLETION CERTIFICATE REQUIREMENTS.............. 16
CHECKYOURPROGRESS ...ttt ettt 16



SECTION 1: INTRODUCTION

GENERAL INFORMATION ABOUT THE MOUNT VERNON PROJECT

The Ohio Attorney General’s Office and their partners have put together a series of
video-based courses that we call The Mount Vernon Project: School of Public Service.
Each video explains an important topic of interest for newly elected public officials.

Our aim with The Mount Vernon Project is to help you successfully navigate your first
term in office and provide guidance in:

Structure of Local and State Government
Constituent Relations

Ethics

Government Finance

Civility

Public Records

After completing all courses, you will receive a completion certificate.



SECTION 2: HOW TO LOG ON TO THE MOUNT VERNON PROJECT

FIND THE MOUNT VERNON PROJECT

From any web browser, visit https://mountvernonproject.inquisiglms.com/Default.aspx
to log in or create a new account (directions for both are below).

CREATE AN ACCOUNT
You can create an account by using the registration link in the login box on the home

page (see below). You will receive a confirmation email after successfully creating an
account.

USERNAME

PASSWORD

Forgot Password?

N

[Not a member yet? Register Now |

LOG INTO THE MOUNT VERNON PROJECT

Enter your username and password, then click the “Sign In” button. Your username is
the unique email address you included when you registered. Your password is the one
you created at the time of registration.

If you are using the correct username and password but still cannot login, email
ITSSupport@OhioAGO.gov.

USERMAME

PASSWORD

Forgot Password?

Not a member yet? Register Now



https://mountvernonproject.inquisiqlms.com/Default.aspx
mailto:ITSSupport@OhioAGO.gov

USER ACCOUNT IS LOCKED OR DISABLED

If you receive a message that your user account is locked due to too many failed login
attempts, wait 15 minutes then try to log in again.

@ User account is locked due to too many failed login

attempts.
USERMAME
PublicOfficial 0]
PASSWORD
am @

Forgot Password?

Mot a member yet? Register Now

If you receive an error message that your account has been disabled (see below), email
ITSSupport@OhioAGO.govto request that your account be re-enabled.

Sign in Fziled

Your account has been disabled. Please contact an administrator.

USERNAME
PublicOfficial (D

PASSWORD
am ®

Forgot Password?

Mot a member yet? Register Now



mailto:ITSSupport@OhioAGO.gov

RESET YOUR PASSWORD

If you have forgotten your password, you can reset it using the Forgot Password link in the login
box on the home page (see below). You should receive an email with a link to reset your
password momentarily. If you don’t receive this message within 15 minutes, email

ITSSupport@OhioAGO.gov.

USERMAME

PASSWORD

Forgot Password?

Mot a member yvet? Register Now

OTHER TECHNICAL SUPPORT

If you experience issues with the website — for example, you cannot access a course or print a
certificate — send a message to ITSSupport@OhioAGO.gov.



mailto:ITSSupport@OhioAGO.gov
mailto:ITSSupport@OhioAGO.gov
mailto:OPOTAOnline@OhioAGO.gov

SECTION 3: ENROLL AND TAKE A COURSE

ENROLLMENT INTO COURSES

When you create an account, you will automatically be enrolled in all courses required for a
completion certificate. The My Learning tab shows all enrollments and the status of each course.

MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE

VERNON PROJECT

@ My Learning(6)

01- Structure of Government 02 - Constituent Relations 03 - Rules of Ethics 04 - Government Finance, 05 - Civility in Today's 06 - Public Records and Open
Budgeting and Audits Governments Meetings
Deta Details Details Details Details Details




ACCESS AND TAKE A COURSE

You can access your courses from the My Learning tab in The Mount Vernon Project: School of
Public Service.

Simply click on a course tile to launch it.

Click on Details to learn more about the course contents.

04 - Government
Finance, Budgeting
and Audits

Details




Please note that, at the end of each course, you must click the red X in the top right corner of
the screen to save your data to the system. If you do not click this red X you may need to
restart the course.

v
The G

MOU_NT VERNON PROJECT

Constituent Re

Click the €3 in the tap,
right-hand corner of
the screen to save
our progress and exit.

After clicking the red X, you should see a “Saving data” message before the system takes you to
the course details page.

& THE IMPORTANCE OF CONSTITUENT RELATIONS

J

Saving Data

COURSE IS NOT RESTARTING AT THE POINT WHERE | LEFT OFF

If you need to stop the course before it is finished, you can click the red X in the top right corner
of the screen — this saves your data to the system. When you relaunch the course, it will resume
where you left off. Make sure to click the red X every time you complete or leave a course to
save your progress in the system.

THE IMPORTANCE OF CONSTITUENT RELATIONS ---. Q




COMPLETED COURSE IS NOT SHOWING AS “COMPLETED”

If you have not clicked on the red X after the course is complete, the data will not save to the
system. You will need to return to My Learning, launch the course again and make sure to click
on the red X after completion.

THE IMPORTANCE OF CONSTITUENT RELATIONS \-—‘ Q
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REPLAY A COMPLETED COURSE

Follow the steps below to replay a completed course.

1. Go to My Learning. Find the course you wish to re-play and click on Details.

®
n

MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE

'

01- Structure of Government 02 - Constituent Relations 03 - Rules of Ethics 04- Government Finance, 05 - Civility in Today's 06 - Public Records and Open
Budgeting and Audits Governments Meetings

IT VERNON PROJECT

a = ®

@ My Learning(6)

Details Details

Details

2. Click on the to launch the course.

& 01 - Structure of @
GCovernment MODULES

Course

Structure of Government

Your rating: Mot yet rated Completed °
In Ohio, there are multiple levels and types of government. Newly elected ...+

1Modules, 12 mins duration

100% Complete

No Due Date No Expiration Date

Description

In Ohio, there are multiple levels and
types of government. Newly elected
officials can benefit from knowing
more about how they are structured
and function. Associate Director Dr.
Matthew Akers from The University
of Akron's Bliss Institute of Applied
Politics describes both local and
state government structure and also
gives strategies for local officials to
utilize this knowledge.
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SECTION 4: CERTIFICATES

VIEW /PRINT A CERTIFICATE

Follow these steps to save, print, and/or view a certificate.

1. Go to My Activities, and under My Certificates, click “VIEW ALL”.

MY ACTIVITIES

N/ me :
Gl MOUNT VERNON PROJECT
&

Transcript

e Courses: 6 e ILT:0 ® Learning Paths: 0

- VIEWALL

MY LEARNING CATALOG

Certifications

al

A
0 1

In Progress Active

- VIEWALL

FAQS CONTACT US

&
0

Due To Expire

USER GUIDE

My Certificates

N\

- VIEWALL |

1

Certificates

2. Click on the appropriate icon to view, print, or download the certificate.

MY

UNT VERNON PROJECT

My Activities | My Certificates

Q My Certificates

ACTIVITIES

MY
LEARNING

CATALOG

FAQS

@ Completion Certificate for the Mount Vernon Project: School of Public Service

Apr 09, 2030 QO Credits

Expiration: Apr 09, 2034

CONTACT
us
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CERTIFICATE IS SHOWING THE WRONG NAME

1. Click your initials i in the top right of the top menu,

T VERNON PROJECT MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE

@ My Learning(6) a = P =[E)

2. Then select My Profile.

E
English (United States) ®
MY PROFILE
SIGN OUT Signed in as Test

3. Ensure that your account information accurately reflects the first and last name you want
on your certificate.

2 My Profile
ACCOUNT PROPERTIES SECURITY QUESTIONS

Account Information

FIRST NAME*

Jane

MIDDLE NAME

LAST NAME®

Smith

EMAIL¥

Charitable.63@gmail.com

Update
4. After you change any information, be sure to click - at the bottom of the

profile page. If you make changes, it might take a few minutes for them to take effect and
see the results on your certificate. If your account information is correct but you still see
the wrong name on your certificate, email I[TSSupport@OhioAGO.gov.

13
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SECTION 5: TRANSCRIPTS

VIEW / PRINT A TRANSCRIPT

To view your transcript, go to “My Activities” and under Transcript, click “VIEW ALL”.

T VERNON PROJECT MY ACTIVITIES MY LEARNING CATALOG

FAQS CONTACT US USERCUIDE ¥ & @&

MY ACTIVITIES

FI'rans.c:ript Certifications

ul A
1 0

® Courses:1 @ |[LT:0 @ Learning Paths: 0

- MIEW ALL

My Certificates

" O

0 Certificates

In Progress Active Due To Expire

=2 VIEW ALL

Once your transcript opens, you can sort by Course (alphabetically), and/or Date Completed.

Scroll down to see more courses.

@ Transcripts

COURSES ILT LEARNING PATH

NAME CODE
05 - Civility in Today's Governments

04 - Government Finance, Budgeting and Audits

01 - Structure of Government

03 - Rules of Ethics

Ohio Attorney General's Office

COMPLETION DATE ~ CREDITS
Apr 11,2026
Apr 11,2026
Apr 11,2026

Apri0, 2026
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SECTION 6: USER ACCOUNT INFORMATION

VIEW / EDIT YOUR USER ACCOUNT

1. Click your initials i in the top right of the top menu.

®
]

OUNT VERNON PROJECT MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE

@ My Learning(6) a = P =F

Update
2. Select My Profile. After you change any information, be sure to click -
at the bottom of the profile page.

English (United States) ®

MY PROFILE

SIGN OUT Signed in as Test

NOT RECEIVING AUTOMATIC EMAIL NOTIFICATIONS

Check your junk or spam folder to ensure the messages, such as confirmations of course
enrollments and completions, were not routed there. If so, mark no-reply@inquisiglms.com as

safe senders. If you continue to experience issues with not receiving these notifications, email
ITSSupport@OhioAGO.gov.

15


mailto:no-reply@inquisiqlms.com
mailto:ITSSupport@OhioAGO.gov

SECTION 7: THE MOUNT VERNON PROJECT COMPLETION CERTIFICATE

THE MOUNT VERNON PROJECT COMPLETION CERTIFICATE REQUIREMENTS

To successfully complete the training requirements of The Mount Vernon Project: School of

Public Service, you will need to complete all six courses.

Structure of Local and State Government
Constituent Relations

Ethics

Government Finance

Civility

Public Records

CHECK YOUR PROGRESS

1. Go to My Activities

2. Under “Certifications”, click “VIEW ALL”.

&)@
- MOUNT VERNON PROJECT MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE
Transcript Certifications
al A »
In Progress Active Due To Expire
® Courses: 0 ®|LT:0 ® Learning Paths: 0
My Courses
L)
a, O &
Enrolled Overdue Expired
- VIEWALL

My Certificates

= VIEWALL

0

Certificates
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3. Click the arrow next to “The Mount Vernon Project Completion Certificate” to see the
certification status.

+* The Mount Vernon Project: Sch X + - [m] X

& C M 23 mountvernonproject-dev.inquisigims.com/v3/myactivities/certifications w o O (R ®

The \ 7/
MOUNT VERNON PROJECT MY ACTIVITIES MY LEARNING CATALOG FAQS CONTACT US USER GUIDE

My Activities | Certifications

& Certifications

4. You will see the list of Required Courses and your progress toward completion.
e Any courses with a are completed.

e Ifyouseea next to the Unit: The Mount Vernon Project Certification
Unit, you have The Mount Vernon Project Certification completed!

\ ) The Mount Vernon Project Certification

Certification Details
INITIAL

CERTIFICATION

The Mount Vernon Project
UNIT: THE MOUNT VERNON PROJECT CERTIFICATION UNIT Certification
Users who finish all sections of the six core topic areas will earn a certificate of
completion showing their commitment to equipping themselves with the tools to
better serve their community.

DESCRIPTION
Users who finish all sections of
the six core topic areas will earn

Segment: Required Courses a certificate of completion
showing their commmitment to
Requirement: New Requirement equipping themselves with the
tools to better serve their
Complete all of these course(s): community.
o 01 - Structure of Government COMPLETED ON: APR 09

CERTIFICATION TRACK
Initial

02 - Constituent Relations
INITIAL AWARD DATE
None

03 - Rules of Ethics

LAST EXPIRATION DATE
None
04 - Government Finance, Budgeting and Audits

CURRENT EXPIRATION DATE

None
05 - Civility in Today's Governments

06 - Public Records and Open Meetings
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