
REQUEST A CLASS IN OLM – QUICK REFERENCE SHEET 

1. Log into OPUS  
 

 
 
then select PIN OLM Learner then Learner Home 

2. Search for a Course, example type Team to search for the Team Building class Click GO  
 
 

 

3. Click on Course desired, Team Building 
 

 

4. Click on Offering name 
 

 

5. Click on Class date desired 

 

6. Review Class information then click Enroll button 

 



Note – steps 7 & 8 are not required if your supervisor is aware of the reason you are 
requesting the Class 
7. Once at the next screen click the Enrollment Justification icon  

 

8. Click GO button at this window then click Quick Select icon, example 
Career Development 

 

9. Click Review button 

 

10. Click Submit button 

 


