
Approving/Denying Training Requests
Instruction Guide
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Success Factors 
Learning Management System



OBJECTIVES
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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



Employee registers for a 

training session in LMS

Email from LMS is sent to 

employee’s supervisor 

requesting approval/denial 

in the LMS

Manager logs into LMS to  

approve/deny training 

request for employee

Email from LMS is sent to 

manager and employee 

confirming the 

approval/denial of request 

in the LMS

If training is APPROVED, 

the email from LMS to 

employee and manager will 

contain calendar invitation 

to add session to Outlook 

calendar 

If training is NOT 

APPROVED, employee 

receives email notification 

from LMS and is not 

enrolled in training 

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



STEP 1 | Login to the LMS

To login the LMS:

1. Navigate to the CLD 

website

2. Click on the tab titled 

Learning Management 

System

3. Click on How to Login 

LMS Instruction Guide
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Please Note: Use Internet Explorer browser to access the LMS

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=


• 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
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STEP 2 | Supervisor Approval Training Email

mailto:CLD@co.pg.md.us


• 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

6

STEP 3 | Supervisor Registration Notification Email

mailto:CLD@co.pg.md.us
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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 
to navigate to the My 
Learning homepage

• Navigate to the Links tile 
and select Approvals



To approve or deny training 
requests for one of your 
employees: 

1. Click on “Approvals” in the 
Links menu 

2. Select “Approve” or “Deny” 
for the training requests listed 
in your queue and click “Next”

3. Provide a reason for the 
approval or denial

4. Click “Confirm” to finalize and 
you will receive a confirmation 
window
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Smith, John

Stay Alert! Drive Defensively

Smith, John

Smith, John
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STEP 5 | Approving or Denying Training Requests



Questions? 

Email

CLD@co.pg.md.us

Please contact the OHRM Center for Learning and 

Development team for questions or support 

accessing the SuccessFactors LMS.

The CLD team will respond within three (3) 

working days. 
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