Registering for an Instructor-Led Course

Instruction Guide
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This instruction guide will show you how to:
« Search for an instructor-led course

e Register for an instructor-led course
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STEP 1 | Login to the LMS

Learning Management System I

Learning Management System

Learning Partners

1 N avi g ate to th e C L D < . Prince George's County Learning Management System (LMS)
. uppor

The County’s Learning Management System is a unique tool that streamlines the employee learning experience to support the County’s
Training Resources priority of professionalizing the workforce. The LMS is used to facilitate the management, delivery, and measurement of employees learning

We b S ite and development activities.

LMS Access

Please click here to access the Prince George's County Learning Management System.

2. Click on the tab titled
Learning Management Manager Guidance Instructor Guidance

If you need additional guidance on how to perform specific actions in the LMS use the links below to view the appropriate instruction guide

Syste m and video.

How to Login the LMS

« Instruction Guide
« Instruction Video
—

3. Click on How to Login
LMS Instruction Guide

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 | Search for Instructor-Led Course

Find Learning

After logging into the LMS,

navigate to the Find Learning |} L=

tlle to sea I’Ch fOI‘ a course.: Results for "Employee Ethics Training: Requirements for all employee
44
1. Place your cursor in the COURSES
search field
Refine B
2. Enter the name of the efine By
instructor-led course in the Category
box and click Go N
Source
3. Once you locate the course 5
you are IOOklng for, CIle o Employee Ethics Training: Requiremen...
See Offerin S at'l:iweumated (Instructor_Led PGC-0040)
9 (3)
e f'?) See Offerings
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STEP 4 | Register for Instructor-Led Course

Employee Ethics Training: Requirements for all employees, elected and appointed officials

Locate the date and time of the
course you want to attend under ®

the Offerings tab
9

I [® 6/26/2020 10:30:00 AM - 6/26/2020 12:00:00 PM America/New Yorkl

1. Click Register Now under
the date you want to attend

©@ Career Enrichment Center (1400 McCormick Drive, Largo, MD 20774) - RMS Classroom Suite 139 Room 01

. . All employees should be aware of the County's specific rules that govern behavior in Prince George's County G
2. A warni ng screen wi | | mandatory course is designed to educate the workforce and fulfill the County mandate to provide increased ac
... More

appear telling you that an e e

approval request will be | rm——
sent to your supervisor Warning

3. Click Yes

Warning Details:

« The scheduled offering (11012) requires approval for you to register. If you continue, you will be registered with a pending status
until the approvers approve your registration request.

Please Note: All instructor led training
requires supervisor approval
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Do you wish to proceed?




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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The Scheduled Offering selected requires approval for registration. If you continue, you will be placed in a pending status until your
request is approved.

Previous

. Confirm
Scheduled Offering

Employee Ethics Training: Requirements for all employees, elected and appointed officials ®
Instructor_Led PGC-0040

+«— Back

Registration

Registration Comments — Finished

Employee Ethics Training: Requirements for all employees, elected and appointed officials
Instructor_Led PGC-0040

Revision: 1 - 1/1/2020 12:01:00 AM America/New York

Start Date: 6/26/2020 10:30:00 AM America/New York

End Date: 6/26/2020 12:00:00 PM America/New York

Capacity: 0 of 25 enrolled, 0 waitlisted, 3 pending
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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.

@ =iy B
Angela D. Alsobrooks :’.E'."__,'
5 =S &

County Executive



mailto:CLD@co.pg.md.us

