
Registering for an Instructor-Led Course
Instruction Guide

Success Factors 
Learning Management System
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OBJECTIVES
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This instruction guide will show you how to:

• Search for an instructor-led course

• Register for an instructor-led course



STEP 1 | Login to the LMS

To login the LMS:

1. Navigate to the CLD 

website

2. Click on the tab titled 

Learning Management 

System

3. Click on How to Login 

LMS Instruction Guide
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Please Note: Use Internet Explorer browser to access the LMS

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 | Search for Instructor-Led Course 
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After logging into the LMS, 

navigate to the Find Learning 

tile to search for a course:

1. Place your cursor in the 
search field

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

3. Once you locate the course 
you are looking for, click 
See Offerings



STEP 4 | Register for Instructor-Led Course 
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Locate the date and time of the 

course you want to attend under 

the Offerings tab 

1. Click Register Now under 

the date you want to attend

2. A warning screen will 

appear telling you that an 

approval request will be 

sent to your supervisor 

3. Click Yes

Please Note: All instructor led training 

requires supervisor approval 



STEP 5 | Register for Instructor-Led Course

1. In the window titled 

Registration click 

Confirm

2. You will receive a 

confirmation window with 

a Success status at the 

bottom of the screen
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Questions? 

Email

CLD@co.pg.md.us

Please contact the OHRM Center for Learning and 

Development team for questions or support 

accessing the SuccessFactors LMS.

The CLD team will respond within three (3) working 

days.
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