Approving/Denying Training Requests

Instruction Guide

Success Factors
Learning Management System
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This instruction guide will show you:
« An overview of the training registration process
 How to approve training requests

* How to deny training requests
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LMS Training Registration Process

The process below takes place if your employee registers for a training in the LMS:

Email from LMS is sent to
Employee registers for a employee’s supervisor
training session in LMS requesting approval/denial
in the LMS

Manager logs into LMS to
approve/deny training
request for employee

. . If training is APPROVED, <.
Email from LMS is sent to the email from LMS to If training is NOT

manager and employee emplovee and manaaer will APPROVED, employee
confirming the cor?tai)r,l calendar inv?ta tion receives email notification
approval/denial of request . from LMS and is not
to add session to Outlook

in the LMS enrolled in training
calendar
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STEP 1 | Login to the LMS

Learning Management System I

Learning Management System

Learning Partners

1 N avi g ate to th e C L D < . Prince George's County Learning Management System (LMS)
. uppor

The County’s Learning Management System is a unique tool that streamlines the employee learning experience to support the County’s
Training Resources priority of professionalizing the workforce. The LMS is used to facilitate the management, delivery, and measurement of employees learning

We b S ite and development activities.

LMS Access

Please click here to access the Prince George's County Learning Management System.

2. Click on the tab titled
Learning Management Manager Guidance Instructor Guidance

If you need additional guidance on how to perform specific actions in the LMS use the links below to view the appropriate instruction guide

Syste m and video.

How to Login the LMS

« Instruction Guide
« Instruction Video
—

3. Click on How to Login
LMS Instruction Guide

Please Note: Use Internet Explorer browser to access the LMS
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https://www.princegeorgescountymd.gov/3376/Quick-Reference-Guides
https://www.princegeorgescountymd.gov/DocumentCenter/View/30025/How-to-Login-to-the-LMS-Instruction-Guide-FINAL?bidId=

STEP 2 | Supervisor Approval Training Email

* As the supervisor you will
receive an email (from
CLD@co.pg.md.us) to approve a
training request from LMS

* Please keep in mind training
requests can only be approved
in the LMS

* You must login to the LMS to
review and approve/deny the
training

o m Office of Human
Resources Management

To

Wed 3/18/2020 1:21 PM

C cld@co.pg.md.us

Immediate Manager(Supervisor) Approval Required for Pilgrim Alexandra

(i) You forwarded this message on 3/18/2020 1:58 PM.

Dear Supervisor,
has requested your approval to attend the following course:
Course Name: Retirement Readiness (Mass Mutual- Webinar)
Date & Time: 930/2020 01:00:00 PM America/Mew York
Location: Career Enrichment Center (1400 McCormick Drive, Largo, MD 20774)(L30068)
Follow the steps below to approve training requests:
1. Login to Learning Management System
2. Select "Learning” from the dropdown menu at the top of your screen
3. On the right side of your screen under "Links™ click "Approvals™
4. Select "Approve” or "Deny”, then click "Next" to submit your response

Click_here to view job aids for additional guidance.

Click here to access the Leaming Management System.
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STEP 3 | Supervisor Registration Notification Email

 After you have approved your employee’s
training request, you will receive a
registration notification email from
CLD@co.pg.md.us

A calendar invitation attached with the
email will be added to your calendar as a
tentative appointment if you click on it

« Calendar appointment will not include
the employee registered for the training,
however you can edit the appointment to
include additional information about the
training

Office of Human
Resources Management

ORR

Tue 3/31/2020 4:54 PM

C

cld@co.pg.md.us

Supervisor Registration Notification

To

P —

schedl.ics
| 855 bytes

The following Users received this message

EEEEEEEEE

This note confirms your registration in the followi

Retirement Readiness (Mass Mutual- Webinar)

The schedule is as follows:

Start:  9/30/2020 01:00:00 PM America/New Yo
End: 9/30/2020 02:00:00 PM America/New Yo
Instructor:

Facility: Career Enrichment Center (1400 McCorn|
Location: Pensions & Investments Conference Ro

If you have any questions about the registration, g

Mone
C CLD - OHRM
Retirement Readiness (Mass Mutual- Webinar)

Required

@The organizer has not requested a response for this meeting.
This appointment conflicts with another one on your calendar.

When Wed 9/30/2020 Location Career Enrichment Center (1400 McCormick Drive, Largo, MD 20774)
1:00 PM-2:00 PM [Pensions & Investments Conference Room)

| |LPOD Division Telewarking (Monday - Friday}; Otiji-Spizler, Adaora N. o

Retirement Readiness (Mass Mutual- Webina
Career Enrichment Center {1400 McCormick Di
CLD - OHRM

PST C5T EST

Instructor_Led PGC-10012 2/27/2020 11:24:07 AM America/New York - Retirement Readiness (Mass
Mutual- Webinar) - Segment 1
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STEP 4 | Navigate to My Learning

=]

* Once you've logged into the
LMS click on the drop-down
menu and select Learning ) Learing et
to navigate to the My (G couseramearin | _SelectAl 2 T
Learning homepage

Find Learning

What do you want to LEARN today? m

~ OVERDUE
\ 93 DAYS OVERDUE | REQUIRED CONTINUE COURSE | -
) % ) . o
\' Information Technology Security Awareness Learning History

* Navigate to the Links tile e —
and Select Approvals I Part of IT Security Awareness

51 DAYS OVERDUE | REQUIRED v

- Employee Ethics Training: Requirements for all

employees, elected and appointed officials
Instructor_Led PGC-0040 rev.1 1/1/2020
& Assigned by Pavan Abraham [57]

31 DAYS OVERDUE | REQUIRED START COURSE | ~-

Mandatory Ethics Training 2018

Online PGC-19004 rev.1 1/1/2020
Il Part of Ethics Training

~ DUE ANYTIME

om Office of Human Angela D. Alsobrooks
Resources Management County Executive




STEP 5 | Approving or Denying Training Requests

To approve or deny training Swperveo ks — d :
requests for one of your

% || ¥ Internal Training (1)
e m p I oyees: Approvals i ¥ Enter Reasons for Approvals or Denials ¢ All 0 Direct Reports Only Next

b
Dashboard "

User Name « Title Price Type 2 Action [Approve AlliDeny All]
Reports b Smith, John Stay Alerf! Drive Defensivaly 0.0 US Dolar (USD | Registration

1. Click on “Approvals” in the
Links menu

* Approve Deny Skip '

“ 174 “ 14 5 F.‘T'Tf",'?'%’.‘?pp;"“a'% _ Ll
2. Select “Approve” or “Deny e e e rooseEsmE
for the training requests listed

Previous Mext

Approval Reasons

in your queue and click “Next” | venemesac

Smith, John
Stay Alert! Drive Defensively

3. Provide a reason for the
approval or denial

Pending Approvals

4. Click “Confirm” to finalize and [4 (eows ) comn) |

Approve
| | . f M User Namme Title Price Cancellation Policy
you will recelve a confirmation e

window
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Questions?

Please contact the OHRM Center for Learning and ]
Development team for questions or support Email
accessing the SuccessFactors LMS. CLD@co.pg.md.us

The CLD team will respond within three (3)
working days.
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