How to Complete Online Ethics Training in the LMS
Instruction Guide

Success Factors
Learning Management System
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This instruction guide will show you how to:
e Search for the online Ethics Training in the LMS
* Complete the online Ethics Training in the LMS

 Complete the online Ethics quiz in the LMS
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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

1. Navigate to the CLD
Web S ite Learning Partners

Support

Quick Reference Guides

Learning Management System (LMS) Quick Reference Guides

2. Click on the tab titled Losremesicn ] p——————

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 Leamning Catalog (PDF)

3 . C I iC k O n HOW to Loqin « How to Access Your Learning History (PDE
o + How to Access and Run Reports (PDE)
LMS Instruction Guide

+ How to Assign a Learning Curriculum (PDE)
)

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 Online Ethics Course

Navigate to the Find Learning tile:

1. Place your cursor in the search
field

2. Enter New Online Training (2020)
in the box and click Go

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

Find Learning

‘ New Online Ethics Training (2020) m

New Online EthicsTraining (2020)
(Online PGC-11063)

Assign ta Me > | 3 “More
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STEP 4 | Begin Online Ethics Course

— Back
1. Click Start Course Online Content Structure
2. In the Online Content _ New Online EthicsTraining (2020) &
Structure window click on Online PGC-11063
the flle tltled New online Revision: 1-5/14/2020 10:40:16 AM America/New York
. . o Downloaded Date:
Ethics Training (052020) at prToREEE e

Synchronized Date:

the bottom of the screen

I_New Online Ethics Training (052020)]
Course Description.
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STEP 5 | Complete Online Ethics Course

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

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

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

Please note: Your progress is tracked throughout the
course so you can stop and start the course as you
please
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STEP 6 | Complete Online Ethics Quiz

1. To receive credit you must
complete the quiz included at
the end of the course

2. You must score at least an
80% to pass the quiz

3. Thereis no limit on the
amount of times you can take
the quiz
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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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