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

To Iogin the LMS: Human Resources Management

Wtu'l‘ YOU NEED 'I'O_ICNOW A_BO
CORONAV]
COVID-19
1. Navigate to the CLD
! . Home » Government » Coumy Government » Depanmems & Offices » Human Resources Managememv Center for Leaming and Developmem: Quick Reference
website Course ffengs
Learning Partners , .
Quick Reference Guides

2. Click on the tab titled Support
Quick Reference Guides |-l

Learning Management System (LMS) Quick Reference Guides

I « How to Login LMS Instruction Guide (PDF) I

Training Resources « How to Complete the Online Telework Training Instruction Guide (PDE)
« Employee Introduction Guide (PDE)
« Manager Introduction Guide (PDF)

3 . C I iC k O n HOW to Login « How to Register for a Course (PDF)

« How to Access the Learning Catalog (PDF)

LMS Instruction G"ide + How to Assign a Learning Curriculum PEE)

« How to Access Your Learning History (PDE)

(
(
+ How to Access and Run Reports (PDF)

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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Missing Info

AP — missing slide on what to click on to get to Learning section
and then to navigate to links to approve team training (5/19/20)
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STEP 4 | Approving Training Requests

Supervisor Links « Back

To a p p rove t ra i n i n g req u eStS fo r Assign/Remove Leaming Pending Approvals 0
o n e Of yo u r e m p I oyeeS: % ' ‘Te{g:lt:a;::fo{:: for Approvals or Denials ¥ Al 'V Direct Reports Only Next

b
Dashboard n -
User Name Title Price

1. Clle "ApprovaIS" |n the Reports b Smith, John Stay Alerfl Drive Defensively  0.00 US Dolar (USD, E:;Tsmﬂn
Supervisor links menu on the
"My Employees” home page

2 <lon[Approve AllDeny Al

* Approve Deny Skip

Pending Approvals © Help
Approve or Deny — Approval Reasons

Enter a reasen for approving your empl oy

2. Select “Approve” or “Deny” | erevos | (e
for the training requests listed Approval Ressons

User Name and Schedule

Pilorim  Aleswandra

in your queue and click “Next”

Stay Alert! Drive Defensively

3. Provide a reason for the
approval or denial

Pending Approvals

I 4 Previous Confirm I

Approve

4. C | iC k " Co nfi rm i to fi n a | ize a n d v User Name Title Price Cancellation Policy
yo u Wi | | rece ive a CO nfi rm atio n Smith, John Stay Alert! Drive Defensively 0.00 US Dollar (USD)
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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