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This instruction guide will show you how to:

« View course roster

View scheduled and past classes

e Record Attendance

Email users
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STEP 1 | Login to the LMS

To Iogin to the LMS: Human Resources Management I
(CORONAV]

COVID-19

1. Navigate to the CLD
website

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

Course Offerings Guides

Learning Partners

Quick Reference Guides
Support

2 . C I ic k O n th e ta b titl ed I P —— I Learning Management System (LMS) Quick Reference Guides

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

Qu ic k Refe re n ce G u id es Training Resources « How to Complete the Online Telework Training Instruction Guide (PDF)

« Employee Infroduction Guide (PDE)

« Manager Introduction Guide (PDF)
« How to Register for a Course (PDFE)

3 . C I iC k O n HOW to Login + How to Access the Learning Catalog (M))
)

+ How to Assign a Learning Curriculum (PDE

= How to Access Your Learning History (PDF

LMS Instruction Guide " How o Acses nd R Repors £0E)

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 Classes

t Lﬁ @ [ Leaing -
Once you have logged into — |- |

the LMS:

Featured Learning

Development

Succession

* Click on the drop-down > =

My Employee File
Employee Telework Reports

menu and navigate to oot yanes 2020 S i coe
the My Learning
Homepage

My Learning Assignments E= EE sonbyDale| v

m Course name or |D I Select All = I All Assignment Types - .

-

~ OVERDUE

58 DAY S OVERDUE

—
o
R ~ —~ Course Evaluation
=
=

For Course Microsoft PowerPoint 2016: Introduction

\ 20 DAYS OVERDUE | REQUIRED CONTINUE COURSE |
v Emplovee Ethics Training (Online)
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* Click on My Classes
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STEP 3 | Navigate to My Classes

Click on My Classes to view e 6 s~

the following tabs: ’

1. Scheduled Classes

I SCHEDULED CLASSES PAST CLASSES AUTHORIZED TO TEACH I

2. Past Classes

FUTURE CLASSES

3. Authorized to Teach

Training Development

Mon EEE——

09:00 3 of 5 registered

MAY 11
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STEP 4 | View Scheduled and Past Classes

Click on Scheduled and Past Classes tabs
to perform the following actions:

1. View upcoming and past courses

2. Click on Users to view employees enrolled in
course. Check the boxes next to employees
and click send email to message the class

3. Click on About to see course details (date,
time, location)

4. Click on view roster to see everyone
registered for a course

5. Click on Document Links (you must email
documents to CLD team to be uploaded) and
view documents

Office of Human
Resources Management

ORR

I SCHEDULED CLASSES PAST CLASSES I ALUTHORIZED TO TEACH

Training Development

Select All All (3) ~
la)
Mary Cook Owen Salter

I Send Email
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STEP 4 | Record Attendance

To record attendance,
follow the steps below:

1. Click Past Classes

2. Click Edit
Attendance

3. Check boxes next to
employees who
attended the course

4. Click Done
o I'R :\:ii;::rz:.: ;':::gement

SCHEDULED CLASSES | PAST CLASSES]  AUTHORIZED TO TEACH

SSSSSSSSSSSSSSSSSSSSSSSSSSSSSSS

Record Attendance: Time Slot 1

B sk Al Attended

Number of Users Attended: O

Jane C Doe02 Janet Eleazar ~
Janice A Doe04 Joy A Doe05
Joyce K Doe03 Pavan Abraham v
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STEP 5 | View Authorized to Teach

. The Authorized to
Teach tab displays all
courses where you SRR —— ——
are listed as an
instructor g

2. Attendance can also dy
be recorded in this gy T s
section by clicking on
Record Completions

Record Completions
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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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