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Prince George’'s County Government
NEOGOV Learn Instruction Guide
Manager: How to View Employee Training Activity
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Instruction Guide Topics

This instruction guide will show you:

1. Navigate to My Direct Deports

2. View Employees Training Activity

3. Run a Training Activity Reports




Internet Browsers Used to Access NEOGOV Learn

NEOGOV Learn can be accessed g
using two internet browsers:
* Google Chrome e
* Microsoft Edge A
These systems should be used to Microsoft Edge
ensure that all functionality in .

NEOGOV Learn is accessible.

Google Chrome
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STEP 1 | Navigate to the LMS Login Page

a. From your browser window
navigate to the OHRM County
Learning and Development
webpage online here

New LMS Access - NEOGOV Learn
Available starting June 1, 2021

Please click the image below to access the new Prince George's County Learning Management System.

b. Click NEOGOV Learn LMS image

Please Note: You must use either the
Google Chrome or Microsoft Edge with
Chromium internet browsers to access

Prince George's County Learning Management System (LMS)
the LMS - (Employee-Only Access)
‘. c Microsoft
chrome Edge

om Office of Human Angela D. Alsobrooks H
Resources Management County Executive



https://www.princegeorgescountymd.gov/3376/Learning-Management-System

STEP 1 (continued) | Login to the LMS

Employees are able to use Single Sign

On to login to NEOGOV Learn.

a. Once you reach the login page, MARYLAND
enter your county email address —
and password, and click “Sign In” =

Please Note: You should use the same

email and password used to login your e

computer

om Office of Human Angela D. Alsobrooks E
Resources Management County Executive




STEP 2 | Navigate to My Direct Reports

NEOGOV 28 Dashboard Q Search for employees or positions @

After logging into the LMS . 9  Dashboard

1. Make sure you are accessing your Manager Test nw My Onboarding (13

Human Resources Analyst 4G

Dashboard. Click the Dashboard

My Profile

tab to see an overview of your My Taske e A o 23 People View Team
adaCCou nt. | # Dashboard MY MANAGER

= Tasks @ OVERALL STATUS

2. In the People box on the & People

P Performance

Dashboard, managers can find B 14 4 5

Overdue Due This Week Due Later cr  Claude Test 3 Overdue Tasks

their direct reports listed under a Reports
MY DIRECT REPORTS. ]

M1 Manager's Manager Test

MY DIRECT REPORTS

TASKS

3. Click the employee’s name to view Ouik Actione
their account overview o orememe e B wite » Journal entry ,

MT Complete PGC Basic Life Insura... /A Due 04/27/20
For you « Checklist: Onboarding ..

om Office of Human Angela D. Alsobrooks
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STEP 3 | View Employee Training Activity

After selecting the employee:

gr  Employee Test H Actions s

Human Resources Analyst 2G
Office of Human Resources Mgmt

1. Click Training. From this tab, managers
are able to see an overview of the
training activity Recent enrollments,
Course transcripts, Certifications/

Licenses, and any external learning of reining Actty E Course Transeri: Clsssroom

Write Journal Entry

Job & Pay Talent Performance Onboarding

Enroll in a Course v

Online

their employee. # View Course Transcript ’
. . . . . 4

2. TO VIEW a” Tralnlng ACthlty Of the Not Startad Certifications/Licenses + Add Certification/License

employee, CIiCk View All to VieW a No Certifications/Licenses

complete view of the course activity of

the selected employee.

gasir?ém TiST O Due 5/13/21 I2 External Learning + Add External Leaming

3. The Actions Button, located in the '

upper right hand Corner-, permits the ONLINE + SYSTEMS TRAINING

. FY21SAP Accounts Payable Online Training Sent 5/4/21
manager to write a Journal Entry o-

documenting performance, or Enroll the
employee into an online or classroom
course.
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STEP 3 (continued) | View Employee Training Activity

Training Activity Report

Managers can view the Training Activity

of an employee by Courses, as well as n Leaming Plans

by the Learning Plans by clicking the
r‘eSpeCtable tabs OVERDUE COURSE ENROLLMENT METRICS

M Not Started

4. To view Course Activity, click

M Completed
Not Completed

the Courses tab. Managers will
be able to view the course

progress, overdue course

enrollment metrics, and a table

of all courses the selected

employeeis enrolled in.
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STEP 3 (continued) | View Employee Training Activity

5. To view Employee’s progress on Training Activity Report
Learning plans, click the

i I
Learning Plans tab. Managers ourses ™~ CLaarning Plans >
Wi“ be able to VieW the Lea rning T DueDateRange T Departmentw T Leaming Plan~
Plan Activity based on status,

overdue course metrics, and a e I
table of each learning plan,
progress, and status. "rono
1 0
@ Default mivi|a
I ) N N
Office of Human . S 1= AominisElve SpsClEISIG OTos of HUMEN Aszources Mgt Empioyee Perfomance Mansgs. 0% Mot Started
OI'R Resources Management n 0w | ems per pege
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STEP 4 | Run and Print Training Activity Reports

To Run and Print a Training

Activity Report for Employee — ;- Training
Courses: yCourses

Training Activity Report

Manager Test

Human Resources Analyst 4G

1. Click Training icon from the omeeerrumanresouceswom | Tralfing Activity Report
my side navigation bar. e

ﬁ Dashboard = DueDate Range v = Course v = Learnerwv

2. Click Training Activity Report. = asks @

I_'JEILI People OVERDUE COURSE ENROLLMENT METRICS

Course Activity

a. Make sure the Courses tab
is selected. Click Courses to @ Performance W N

M In Progress In Progress ™\

Se | ect. W Completed 2 (12%) \

Not Completed

Not Completed
)

" Pending Enrollment
0 (0%)

o Completed 3
0 (0%)

IJ|]|]|] Reports

W Pending Enrollment

3. Scroll down to the bottom of
section to view the table that
lists all course activity of the
manager’s direct reports.

Total Overdue

l

@

Assertive Comm.. SVL_081092_...

0130/2021 03/31/2021 Enrolled

A Guide for Heal. SVL_102741 01/30/2021 037312021 Enrolled

Office of Human Angela D. Alsobrooks |
Resources Management County Executive
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STEP 4 (continued) | Run and Print Training Activity

Reports

The bar above the table permits

managers to set parameters of ® Defou m v 6y
the information to Ca pture in the 10 record(s) are selected n Select All 19 records Clear Selection

s a

report. 5 v FirstName <~ | LastName ~ | EmployeeN..~ | Position ~ | Department ~ | CourseName + | CourseCode > | Enrollment...

To run a full report on all direct

Claude Test 00000 Administrative S..  Office of Human . A COVID-19 Res. BWO02 01/30/2021 03/3172021 In Progress In Progress
re po rts Cou rse a CtIVIty’ C h ec k th e Claude Test 00000 Administrative S... Office of Human ...  Assertive Comm...  SVL_081092_... 01/30/2021 03/31/2021 Enrolled Not Started
to p bOX to Se | eCt a | I ta ble Claude Test 00000 Administrative S... Office of Human ... A Guide for Heal..  SVL_102741 01/30/2021 03/312021 Enrolled Not Started
I n fo rm a t I O n * Employee Test Testl Human Resourc. Office of Human . Assertive Comm._ SVL_081092_ . 0441372021 06/12/2021 Enrolled Not Started

M . Employee Test Testl Human Resourc... Office of Human .. A Guide for Heal.. ~ SVL_102741 04/13/2021
Click Bulk Actions.

Claude Test 00000 Administrative S... Office of Human .. Fitness and Well SVL_084231 04/23/2021
A m e n U WI | | a p pea r 0 n th e S I d e Claude Test 00000 Administrative S_.. Office of Human . FY21SAP Accou..  ST003 05/04/2021 Export to PDF
fO r th e Mana g e to se I ect to Employee Test Testl Humesn Resourc..  Office of Human .. FY21SAP Accou..  ST003 05/04/2021

Export to CSV
EX pO rt re pO rt as a PDF, CS‘/, or Manager Test Test2 Humen Resourc..  Office of Human ..  FY21SAP Accou..  ST003 05/04/2021

Export to Excel
Excel. Se | e Ct d ocume nt fo rm at Claude Test 00000 Administrative S Office of Human . NEOGOV Perfor . PM302 05/04/2021
and the document WI” n 2 > » 10~ | items per page

download. :
NOTE: Managers are able to Print document, once report

opens in the document application.

om Office of Human Angela D. Alsobrooks
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STEP 4 (continued) | Run and Print Training Activity

Reports

NEOGOV .= astiboard O\ . emp‘oyees - posmons ﬂ
¢ Training
Training Activity Report

To Run and Print a Training Activity MT
Report for Employee Learning Plans:

Qverview My Courses Course Catalog

Manager Test

Human Resources Analyst 4G

1. Click Training icon from the my T Training Activity Report
side navigation bar. v _ 2a

# Dashboard

2. Click Training Activity Report.

.= Tasks @ = DueDate Range v = Departmentw = Leaming Plan

= People

a. Make sure the Learning -
Plans tab is selected. Click @ Performance

L

Lea rn i ng Pla nS tO SeleCt. M InProgress [l Not Started [l Overdue - Not Started

IJ|]|]|] Reports

Learning Plan Activity Based on Status Overdue Metrics

3. Scroll down to the bottom of N
section to view the table that lists 1639 |
all direct reports enrolled in

1

Total Overdue

.
Learnin pIa ns — wivis
g *
--
+ Claude Test Administrative Special.. Office of Human Resources..  TEST - Business Communic. 0% Not Started
== Claude Test Administrative Special..  Office of Human Resources..  TEST 0% In Progress
+ Claude Test Administrative Special..  Office of Human Resources..  Employee Performance Ma... 0% Not Started

Office of Human
Resources Management

ORR

Angela D. Alsobrooks
County Executive



STEP 4 (continued) | Run and Print Training Activity

Reports

To Run and Printa Training Activity Report
for Employee Learning Plans:

4.

The bar above the table permits
managers to organize information by
names, Position, Department, progress
percentage, and status.

To run a full report on all direct
reports course activity, click the top
box to select all table information.
a. Toview all courses and status in the
learning plan, select the + sign (when
the menu drops down the sign will

turn to —

Click Bulk Actions.

A menu will appear on the side for the
manage to selectto Exportreportasa
PDF, CSV, or Excel. Select document
format and the document will
download.

ORR

Office of Human
Resources Management

Actions

Export to PDF

@ Default | # Bulk Actions 6

e selected.

3 recy
Export to C5V

Export to Excel

Office of Human Resources...  TEST - Business Communic..

Administrative Special...

Course Completion ... ~

Course Name >~  Course Code - Delivery Method ~  Duration -~  Status

A Guide for Healthy Communica. SVL_102741 Pre-built Online 01h 20m Not Startel
Assertive Communication Skills...  SVL_081082_NQ Pre-built Online 00h 17m Not Started Not Started
n 10 v | items per page
+ Claude Test Administrative Special..  Office of Human Resources..  TEST 0% In Progress
+ Claude Test Administrative Special..  Office of Human Resources..  Employee Performance Ma... 0% Not Started

@

items per page

NOTE: Managers are able to Print document, once report
opens in the document application.

Angela D. Alsobrooks
County Executive
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Questions?

Please contact the OHRM Learning,
Performance, and Organizational Development
(LPOD) division for questions or support accessing
NEOGOQV Learn.

Email

The LPOD division will respond within three (3) LPOD@co.pg.md.us
working days.
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