Accessing Course Completion Certificate

Instruction Guide

Success Factors
Learning Management System
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This instruction guide will show you how to:
« Access your course certificate

* Print your course certificate
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STEP 1 | Login to the LMS

To Iogin the LMS: Human Resources Management o ooscen oo aed
CORONAV]

COVID-19

Home » Government » County Government » Departments & Offices » Human Resources Management » Center for Learning and Development » Quick Reference
Guides

* Navigate to the CLD
We b S ite Learning Partners

Support

Quick Reference Guides

Learning Management System (LMS) Quick Reference Guides

[ ) C | i C k O n th e ta b titl ed I Quick Reference Guides I I T T — (f-_[ﬂ

Training Resources « How to Complete the Online Telework Training Instruction Guide (PDF)
Quick Reference Guides e
+ Manager Introduction Guide (PDE)

« How to Register for a Course (PDFE)

+ How to Access the Learning Catalog (PDE)
+ How to Assign a Learning Curriculum (PDE)
)

o C | iC k O n HOW to Loqin « How to Access Your Learning History (E
o + How to Access and Run Reports (PDE)
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 | Navigate to My Learning

Once you have logged into [] N |
the LMS:

Goals

Performance

Featured Learning

Development
. J ] Succession
* Click on the drop-down :
e My Employee File
Employee Telework Reports

menu and select Learning Crie g 2620

Featured Course

 This will take you to the My

° My Learning Assignments E= EE sonbyDale| v
Learning Homepage B - o oo Losecim o | rorcsmen vees -
~ OVERDUE
~_
58 DAYS OVERDUE CONTINUE EVALUATION>
‘\
R ~ —~ Course Evaluation
= For Course Microsoft PowerPoint 2016: Introduction
< €
\ 20 DAYS OVERDUE | REQUIRED CONTINUE COURSE |
; Empblovee Ethics Training (Online)
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STEP 3 | Navigate to My Learning History

« Navigate to the Learning PG —

History tile
e Click View All
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STEP 4a | Access Course Certificate

 All completed courses will Fonpeavor ]
appear under Completed

Show Completions: All -
Completion Date * Title ' Status = Al - Actio
R . . 4/2/2020 03:18:16 PM [ Making a Life While Making a Completed Online Course =
Living: Work-Life Balance
* Click on the printer icon
3/31/2020 03:38:35 [& Creating a Personal Development Completed Online Course =

under Actions next to the P
CO u rse Of yo u r C h O i Ce gfra1f2020 03:37:53 [ glr;?ting a Personal Development Completed Online Course =

3/31/2020 02:52:53 [ Building Positive Relationships at Completed Online Course =
PM Work
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STEP 4b | Access Course Certificate

— — - S
B i i g N o " N .

R . . 5f Successfactors: Learning X @ rmunCertificateCompletionReport. X b "I : w Qf’ . /-. >

o YO u r C e rt I fl C a te WI I | < > C @& princegeor.plateau.com/leaming/user/report/runCertificateCompletionReport.do?OWASP_CSRFTOKEN=BN4L-XY5N-ISDM-2SCL-8020-VUC2-W0Q6-ZPXF

runCerti ionReport.do 1/1

populate in a separate
window

dnvu‘i?/

ERTIFICATE OF COMPLETION

This is to certify that

* Click on the printer icon
in the top right corner to
print your certificate

has completed the course

Making a Life While Making a Living: Work-Life Balance

2 April 2020
Date

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




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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