Completing an Online Course

Instruction Guide

Success Factors
Learning Management System
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This instruction guide will show you how to:
« Search for an online course

« Begin an online course
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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 | 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 | Search for an Online Course

Find Learning

You can search for an online
course by navigating to the . SEEERETEET X | Go |
Find Learning tile:

«— Back
SAP Finance & Finance Overview (FI01) &

1. Place your cursor in the
search field

2. Enter the name of the
instructor-led course in the
box and click Go

You may also:
ﬂ Assign to Me > Start Course ? Start Course ? Assign to Others >
Assign to Others » Recommend » Recommen d>

Online PGC-0207
(rev.112/12/2017)

3. Once you've found the
course, click on the title
then click on Assign to Me

[ Online Course

omM Office of Human Angela D. Alsobrooks % E
Resources Management County Executive H 3




STEP 4 | Complete Online Course

1. To begin an online course,
click Start Course

«— Back

SAP Finance & Finance Overview (FIO1) &

\ g 1 category more ~

You may also
Assign to Others > Remove >
Recommend >

On your learning
plan
Due Anytime >

Online PGC-0207
(rev.1 12/12/2017)

2. A screen titled Online |
Content Structure will =

appear e °

. SAP Finance & Finance Overview (FI01) & This content is Ibl offlin "y u dont

have the Offlin P n your machine you
‘Online PGC-0207 d whload it fror mth Opt and Settings

3. Clle on the fl|e at the R 1 010000 e
bottom of the screen

Synchronized Date:

(& SAP_Finance_Overview

[& SAP Finance and Finance Overview

L sAP Finance and Finance Overview

o m Office of Human
Resources Management

Angela D. Alsobrooks

County Executive




STEP 4 Continued | Complete Online Course

ORR

The online training will open
In a separate window. Click
on the play button to begin
the course.

Use the first set of arrows to
advance to the next screen, or
revisit a previous screen

Once you have completed the
course click the X to close out
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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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