How to Complete Online Ethics Training in the LMS
Instruction Guide
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This instruction guide will show you how to:
« 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: LMS User Guidance

Specific guidance on how to complete key functions in the Learning Management System as an employee, manager, and

. . instructor are included below. Each guidance section includes an instruction video and downloadable PDF guide with step-by-
1 B ClICk here tO |Og|n LMS step instructions.

2. If you need additional guidance PLOvEE CUDANCE

O n h OW to |Og i n th e L M SI g O to The employee guidance section provides detailed InSI-rUC“On gLIIde_S and \l'ldeCIS. on key u_ser fUnC“OﬂS. in the Learning
the Center for Learning & O
Development website, click on P <Y Enploree uidance Tpi
th e Lea rn | N g M ana g eme nt How to Logi-n the LMS Instruction Gufde Instruction Vfdeo
System tab and follow the et o e o Gowes | s —
i N St ru Ctio N S u N d e r " Emp [Oyee How to Withdraw from a Course Instruction Guide Instruction Video

How to Access a Course Certificate Instruction Guide Instruction Video

Guidance” section )

Please Note: Use Internet Explorer browser to access the LMS
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https://performancemanager8.successfactors.com/sf/learning?Treat-As=WEB&bplte_company=princegeor
https://www.princegeorgescountymd.gov/3376/Learning-Management-System

STEP 2 | Navigate to My Learning

Once you have logged into
the LMS:

Goals

Performance

Featured Learning

Development
. 2 _\ Succession
* Click on the drop-down =
My Employee File
Employee Telework Reports

menu and select Learning

Featured Course

* This will take you to the My

° My Learning Assignments = EE sonbByDate| v
Learning Homepage oo T CTTE CITTNTR
~ OVERDUE :

58 DAY S OVERDUE

N
-
E ~~ . Course Evaluation
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CONTINUE EVALUATIONZ>

For Course Microsoft PowerPoint 2016 Introduction

\ 20 DAYS OVERDUE | REQUIRED CONTINUE COURSE |
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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 2020 Online Ethics
Training in the box and click Go

3. Once you've found the course,
click on the title then click on
Assign to Me
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STEP 4 | Begin Online Ethics Course

Eiiﬁ(ne Content Structure

1. Click Start Course

. 2020 Online EthicsTraining &

2, |n the Online cOntent ~ Online PGC-11063
. . Revision: 1-5/14/2020 10:40:16 AM America/New York
Structure window click on Downloded Date
the file titled 2020 online Synchronized Date:
EthiCS Training at the C %gfrgeg)er;::iﬁoﬁthicsTraininq 1

bottom of the screen
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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. There is 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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