How to Complete Online Telework Training in the LMS
Instruction Guide

Success Factors
Learning Management System
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Success Factors Learning
Management System

» The SuccessFactors Learning Management SAP SUCCESEFaCtﬂrE

System (LMS) is a unique and customizable
tool that Prince George's County
Government uses to facilitate

the management, delivery, and
measurement of learning and
development activities

* This instruction guide will show you how to
access your learning assignments and
complete the Online Telework Training

. w ,',‘:"‘"";—'— I}
Om Office of Human Angela D. Alsobrooks | mw=iea| S
Resources Management ‘ County Executive H B e




PROCESS | Complete an Online Training

STEP 4

STEP 1 STEP 2 STEP 3 Find a training by STEP 5
Navigate to LMS either (a) searching

: Login to the LMS for a course OR (b)
Login Page :
completing an
assigned training

Navigate to your LMS
My Learning Page

Complete the course
in the LMS
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d.

b.

ORR

From your browser window
navigate to
https://www.princegeorgesco

untymd.gov/3187/Career-

Enrichment-Center

Click SuccessFactors LMS
button

Office of Human
Resources Management

SuccessFactors LMS
Employee-Only Access

Learning Partners
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https://www.princegeorgescountymd.gov/3187/Career-Enrichment-Center

STEP 2 | Login to the LMS

a. Once you reach the login
page, enter your county
email address and password,

PRINCE GEORGES COUNTY
MARYLAND

and click “Sign In”

Please Note: You should use the

same email and password used
to login your computer
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STEP 3 | Navigate to My Learning Homepage

d.

ORR

Once you have logged in,
click on the drop down menu
and select Learning. This will
take you to the My Learning
Homepage

Office of Human
Resources Management

Home
| Goals
Performance

Featured Learning

Development
Succession
Company Info
My Employee File

Employee Telework Reports
Online Training (2020)
Featured Course

Admin Center

My Learning Assignmenis

m Course name or ID I Select All = I All Assignment Types .
L

~ OVERDUE
s %
58 DAYS OVERDUE
‘\
r ~~ ~. Course Evaluation
<> For Course Microsoft PowerPoint 2016: Introduction
o< €

\ 20 DAY S OVERDUE | REQUIRED

-

CONTINUE EVALUATION>

CONTINUE COURSE | -~
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STEP 4 | Find a Training

You can complete a training in the LMS two ways:

a. Search for the course using the Find Learning tile

b. Complete assigned training using the My Learning Assignments tile

Please Note: Training that is required for you to complete will be automatically
assigned to you in the system and can also be accessed from this tile
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STEP 4a | Search for a Course

Find Learning

Navigate to the Find [Q vnat 50y vant o LEARN ey [
Learning tile:

Results for "Employee Telework Online Training (2020)"
I.  Place your cursor in the 2 _
. COURSES E N

search field

ii. Enter the training Refne By
search term in the box caegory
and CliCk Go Source

lii. Once you locate the rpope Etics Taing e
Rating Employee Telework Online Training (2... Online PGC-0210)

training you are looking B oneepoc i
for, click Start Course v

Topics
lready Assigned
& START COURSE | 4 More ontinue Course 4 More
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STEP 4b | Complete Assigned Training

Navigate to the My Learning
Assignments tile

My Learning Assignments EE sortByDate| v

), Course name or ID Select All > All Assignment Types  «

» Common Money Mistakes (Mass Mutual)
Instructor_Led PGC-10007 rev.1 2/27/2020

I.  Employees will have
Employee Telework Online

Training (2020) listed under
their Learning Assignments

REQUIRED START COURSE |

Employee Telework Online Training (2020)

Online PGC-11018 rev.1 4/15/2020

ii.  Managers will have Manager
Telework Online Training
(2020) listed under their
Learning Assignments

REQUIRED START COURSE | -

Manager Employee Telework Online Training
- (2020)

Online PGC-11016 rev.1 4/15/2020

iii. Click on Start Course
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STEP 5 | Complete Course

a. Click Continue Course. A \ :
screen titled Online Content
Structure will appear

You may also On your learning plan
Recommend > Due Anytime >

Online PGC-11018
(rev1 4/15/2020)

I.  Employees- click on the file at = e =
the bottom of the screen titled P SRS e
Employee Telework online B Employee Telework Online Training (2020) &
Tra ini ng  Online PGC-11018
Revision: 1 -4/15/2020 04:42:32 PM America/New York
.  Managers- click on the file at Downloaded Date:
the bottom of the screen titled Synefronized pete
Manager Telework Online Cp——— II Z—————
Training
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STEP 5 Continued | Complete Course

@ princegeor.plateau.com/icontent_e/CUSTOM/princegeor/self-managed/PRODUCTION/EmployeeTeleworkTraining2020v...

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

®

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

ii.  Once you have completed the Sl Ed .
course click the X to close out

- =
OIR Office of Human Angela D. Alsobrooks [ & £
Resources Management County Executive H > Bl

RYLAY
1



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 48 business
hours.
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