NEOGOYV Learn Instruction Guide
How to Track and Generate Training Activity Reports
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Instruction Guide Topics

This instruction guide will show you:

* Login to the LMS
* Navigate to the Learn Portal to Access HR User Navigation Bar
* View and Run a Training Activity Reports for your Agency

* View and Run Learning Plans Activity Report for your Agency
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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
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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
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STEP 2 | To Access NEOGOV Learn Portal

2 Dashboard v Q Search for employees or positions

To Access NEOGOV Learn: Onboard

1. From the main NEOGOV
page, use the mouse and ~ .ooe =,
hover over the Dashboard o

Dashboard My Onboarding

My Profile

People
Icon near the top of the S My Tasks Viw Al T 1 ’
# Dashboard MY MANAGER
screen
= Tasks @ OVERALL STATUS MT Manager Test
2. A dropdown menu will B
show Onboard and Learn. . . 3 2 7

Overdue Due This Week Due Later

Click Learn to access the al Reports R Quick Actions
Learn portal, 74 Write a Journal

TASKS

; Browse Training

£ TRAINING . ONLINE COURSE
§ \View my curren
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STEP 2 (continued)| To Access NEOGQOV Learn Portal

Q. Search

NEOGOV B Leam v

Dashboard My Courses Course Catalog Learners Jc¥MlTraining Activity Libraries - Learning Plans Course Management - Reports ~
. . Training Activity
From the Navigation  — ——
1 int 3a
ban ClICk Tralnlng PRINCE GEORGE'S COUNTY GOVERNMENT OVERDUE COURSE ENROLLMENT METRICS Filters Resetilers
Course Activity

Activity.

Due Date Range

M Not Started .
Not Completed All Time v

ORR

. B In Progress In Progress \
a.  An HR User will be able B Corpleso 2029 N 3

. Not Completed ending Enrofimer Total Overdue Department
to view and Generate M Pending Enroliment N\ C:r:{;fted n
Training Activity reports o + AddDepartments
for their Agency's Course © i positon

. . . Overdue Not Overdue In
ACtIVIty aﬂd Learﬂlng Started Progress n

Plans Activity

Office of Human
Resources Management

@ Default

FirstName =

fraining-activity -

" Not Started
15 (88%)

nnonn

2 1

A COWINAG Rac RWN2Y [Sielatirlaird]

+ Add Position(s)

Course

<+ Add Course(s)

Learner



STEP 3| View and Generate Training Activity Report

NEOGOV B Leam v

Dashboard My Courses Course Catalog Learners Training Activity Libraries - Learning Plans Course Management -
To view and generate an Agency  Training Activity .
. . ilters
Training Activity Report for Learning Plans
Course ACtiVity: Due Date Range
Course Activity All Time

1. Navigate to the Filters section
on the screen and select your
Department.

2. On the Department section,
clickthe + sign to see the
dropdown menu, listing all
Departments and select your
Agency's Department.

NOTE: In addition to the Department
filter, HR Users can use the Filter to
track activity based on a specific Due
Date Range, Course(s), and/or
Learner(s)

fraining-activity

M Not Started

M In Progress

M Completed
Not Completed

M Pending Enroliment

@ Default

First Name =

a

Not Completed

In Progress \ ¢ (0%)

2 (12%)

" Pending Enrolln

0 (0%)

™ Completed
0 (0%)

-

" Not started
15 (88%)

nonnn Adminictrative S Oiffira af Himan

Department
Office of Human —. (%)

+ Add Department(s)

) office X

LI LA S I HL R T L T

Office of FInance
Office of Homeland Securlty

Office of Information Tech

Office of Law

A COVINAIG Ras RwWN7% mRnmeoM 0231

Department

@kl Department(s)

Position

+ Add Position(s)

Course

<+ Add Course(s)

Learner

Q. Search

Reports -

> Reset filters




STEP 3 (continue) | View and Generate Training

Activity Report oo

Export to PDF E
NEOGOV B team v
Export to CSV @
Dashboard My Courses Course Catalog Learners Training Activity Libraries - Learning Plans Course Marj Exvortto Excel fius
. . . PRIMCE GEDRGE'S COUNTY GOVERNMENT OVERDUE COURSE ENROLLMENT METRICS
To view and generate an Agency Training Course Activity
Activity Report for Course Activity: I —— ——— .
B in Frogress In Pragress ™,
. n ::-”:lI;e'.e: 2 lli‘ﬂ e )
3.  Thebar above the table permits the Fnding i Department
HR User to set parameters of the S " Completed Ofcecetimn @
information to capture in the report. oo |
™ Add Department(s)
4. Torunafull reporton all Agency e e ke Position
course activity, check the top box to 5 1 B
select all table information. e b ada poston
15 (88
. . Course
5. Click Bulk Actions. 3
P @ K4 < | B
i 1 i selected. Select Al records ear Selection T A Coursels)
6. A menu will appear on the side for the e — A9 recore ]| Clear seiec

manage to select to Exportreportasa
PDF, CSV, or Excel. Select document

format and the document will : oo e EEer——— e 0313121
doWn | Oad. Clauds Tz Q0000 Administrative 5. Office of HUm&... Assartive Com... SVL_0B1082_.. 01/ 3002021 03/3127

Learner

+ Add Learner(s)

Course Code ¥ | Enroliment.. =



STEP 4| View and Generate Report for Learning Plans

NEOGOV B Leam v

Dashboard

My Courses

To view and generate an Agency
Training Activity Report for Learning
Plans:

1. From the Training Activity menu
Navigate to the Filters section on
the screen and select your
Department.

2. On the Department section, click
the + sign to see the dropdown
menu, listing all Departments and
select your Agency's Department.

NOTE: In addition to the Department
filter, HR Users can use the Filter to track
activity based on a specific Due Date
Range, Course(s), and/or Learner(s)

Course Catalog

Learners

Training Activity

Course, Learning Plans

Learning Plan Activity Based on Status

In Progress
1(33%)

T Mot Started
2 (67%)

@ Default

Training Activity

Libraries -

Overdue Metrics

Owerdue Mot Started

1

|-
EILE Test Administretive..  Offce of Human .

. TEST - Business

Learning Plans

Course Management -~

Department
Office of Human —. (%)

+ Add Department(s)

) office

LI LA S I HL R T L T

Office of Finance
Office of Homeland Securlty
Office of Information Tech

Office of Law

Q. Search

Reports -

n Filters > Reset filters

Due Date Range

All Time v

Department

@d Department(s)

Position

4+ Add Position(s)

Course

+ Add Course(s)

Learner
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STEP 4 (continue) | View and Generate Report for

Learning Plans

Export to PDF E
N EOGOV . LEE s v Export to CSV G
Dashboard My Courses Course Catalog Learners Training Activity Libraries - Learning Plans Course Marj Exvortto Excel fius
The b.arabove the table I:air'i‘n-gml'i‘l-zfn .C'.cti'u'it',-.'ilisi.: on Status :n::rcluﬂe r-."lel'_rﬂi-ciu“
permits the HR User to set e Ee E—
parameters of the information Ame -
to capturein the report. nFrogress N
Office of Human _ (%)
TO run a fUH report. O.n a” " Mot Started + Add Departmentis)
Agency course activity, check 267 |
the top box to select all of the Posiion
learners and informationin the [ |
table. = i1l + Add Posttlonis)
Creerdus Not Started Owerdue In Progress
. . Course
Click Bulk Actions. 1 0
=
. . & Default mi ¥l < © Add Courseis)
A menu will appear on the side n >
for the ma nage to Select to 3 re selected. Clear Selection Learmer

Exportreportas a PDF, CSV, or (-]
Excel. Select document format F Ada Leamers)
and the document Wl” Claude Test Administretive... Office of Human . TEST 0% In Progress

download. Clauds Test Administretive..  Office of Human . Employee Perfor_ 0% Not Started
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Questions?

Please contact the OHRM Learning, Performance,

and Organizational Development (LPOD) division Email
for questions or support accessing NEOGOV LPOD@co.pg.md.us
Learn.

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