How to Complete SAP Finance Online Trainings in the LMS
Instruction Guide

SuccessFactors
Learning Management System

- R
ORM Officaiofttil Angela D. Alsobrooks [ = .~'___' g
Resources Management County Executive [ =




OBJECTIVES

This instruction guide will show you how to:
* Access the online SAP Finance courses
* Complete the online trainings

« Complete course activities
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STEP 1| Login to the LMS

Please Note: These trainings may not
load properly in the Internet Explorer _

. Learning Partners ) ’ )
browser. Please use Mlcrosoft Edge, Google support Prince George's County Learning Management System (LMS)

The County’s Learning Management System is a unique tool that streamlines the employee leamning experience to support the County's

C h ro m e, Safa ri, O r Fi refOX tO a Cces S th e L M S Training Resources priority of professionalizing the workforce. The LMS is used to facilitate the management, delivery, and measurement of employees learning
for these trainings. 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-

To Iogin the LMS: step instructions.

Learning Management System I Learning Management System

. o
1. NaVIgate to the Countv Learnlnq EMPLOYEE GUIDANCE
H The employee guidance section provides detailed instruction guides and videos on key user functions in the Learning
a n d Deve I o p m e nt we bs I te Management System. Please use the arrows to navigate the guidance section and view the available resources.

Afull list of all resources with instruction video and guide links are included below on the following topics:

2. Click on the tab titled Learning

Employee Guidance Topic PDF Guide Instruction Video o
Management System qm

How to Register for a Course Instruction Guide Instruction Video

How to Complete an Online Course Instruction Guide Instruction Video

3 * Cl IC k O n HOW to Loqln to the LMS How to Withdraw from a Course Instruction Guide Instruction Video
Instruction Guide How to Access a Course Certificate Instruction Guide Instruction Video

How to Turn on Accessibility Instruction Guide Instruction Video
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https://www.princegeorgescountymd.gov/3187/Center-for-Learning-and-Development
https://www.princegeorgescountymd.gov/DocumentCenter/View/30025/How-to-Login-to-the-LMS-Instruction-Guide-FINAL?bidId=

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
Lea rn I n g H o m e pa g e m Course name or ID I Select All ol I All Assignment Types .
~ OVERDUE :
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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 SAP Finance Courses

You can search for an online course by Find Learning

navigating to the Find Learning tile: e

1. Place your cursor in the search field

2. Enter the name of the course in the
bOX and CIiCk Go SAP Finance & Finance Overview (FI01) &

3. Once you've found the course, click on
the title

4. Click on Assign to Me
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STEP 4 | Start and Navigate Course

When you are ready to start the FY21 SAP Accounts Payabe Online Training ©
course, click on the Start Course \ —

button to launch the course. \,“&

Online PGC-18003
(rev.1 9/23/2020)

Lo
F o S
ORM Office of Human Angela D. Alsobrooks 3 ;’g%l__l g
Resources Management County Executive § G2 g



STEP 4 | Start and Navigate Course

The online course will open in a
separate window.

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

Click on the play button to begin
the course.

1. Use the arrows to advance to the next
screen, or revisit a previous screen
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STEP 5 | Complete Course Activities

At certain points during the online course, you will see
a slide titled “Instructor-Led Video Instructions.”

Instructor Led-Video | Instructions

This means that you are about to watch a video which
includes exercises to complete.

On the next slide you will watch an instructor led video of how
to View Vendor Line Items

Carefully read the instructions on the slide ‘ The video will open in a new window. Press play to begin
before clicking to the next slide. watching the video

. . . Please watch the entire video as there are questions that you
Please note that the video will open in a separate must answer

window.

Once you have completed the video click “X" to close out of the
additional window and complete the rest of the course

Note: If the video does not load properly in the
separate window (for example, does not allow you to
make the window full screen), please make sure you
are not accessing the course in Internet Explorer.
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STEP 6 | Complete Course

To ensure you have fully completed
the training, be sure to:

1. Click the “I Agree” button on
the Training Acknowledgement
slide of the course

2. Click the forward arrows to advance
to the end of the online course

Once you have completed the course
click the X to close out

om Office of Human
Resources Management

Training Acknowledgement

| certify that | have completed this training course about
Prince George’s County’s SAP Accounts Payable policies and

procedures.

Yes, | acknowledge that | have completed Prince George's County's
Accounts Payable Training
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: ?
Questions?

Please contact the OHRM Learning, Performance,

and Organizational Development (LPOD) team for Email
questions or support accessing the SuccessFactors LPOD@co.pg.md.us
LMS.

The LPOD team will respond within three (3)
working days.
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