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

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

• Access the online SAP Finance courses

• Complete the online trainings

• Complete course activities



STEP 1 | Login to the LMS

Please Note: These trainings may not 
load properly in the Internet Explorer 
browser. Please use Microsoft Edge, Google 
Chrome, Safari, or Firefox to access the LMS 
for these trainings.

To login the LMS:

1. Navigate to the County Learning 
and Development website

2. Click on the tab titled Learning 
Management System

3. Click on How to Login to the LMS 
Instruction Guide
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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 
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Once you have logged into 
the LMS:

• Click on the drop-down 
menu and select Learning

• This will take you to the My 
Learning Homepage



STEP 3 | Search for SAP Finance Courses
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You can search for an online course by 
navigating to the Find Learning tile:

1. Place your cursor in the search field
2. Enter the name of the course in the 

box and click Go
3. Once you’ve found the course, click on 

the title 
4. Click on Assign to Me



STEP 4 | Start and Navigate Course

When you are ready to start the 
course, click on the Start Course 
button to launch the course.
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STEP 4 | Start and Navigate Course

The online course will open in a 
separate window.

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.” 

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

Carefully read the instructions on the slide 
before clicking to the next slide. 

Please note that the video will open in a separate 
window. 

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
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Questions? 

Email
LPOD@co.pg.md.us

Please contact the OHRM Learning, Performance, 
and Organizational Development (LPOD) team for 
questions or support accessing the SuccessFactors 
LMS.

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