TAKING THE STATE'S P-CARD
TRAINING/CERTIFICATION

SOUTHEASTERN

LOUISIANA UNIVERSITY

IMPORTANT!
To log into the training site, you will need to have a unique 9-character H#.
Contact our p-card office (x5323 or pcard@selu.edu) if you have not
received your H#.

1. Go to the State's LaGov Learning website:

HTTPS://LAGOVERP.DOA.LOUISIANA.GOV/LEARNINGEXT

2. Click on the "Sign In" link.

SAP SuccessFactors ()

Ckick on "Sign In"
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3. The LaGov Learning login page looks like this:

_— ..
Sign In

H ID LEARMNING LOGIMN

If you're not a first
time user, enter

your H# here... then

your password

E-Mail or User Name /
E-Mail or User Name

Password

Password L
Cl Keep me signed in Forgot psssword?\
Ckick here if this is the
first time you've
logged in to the LaGov
Learning site.

If you have already set up a LaGov Learning account, enter your H# and password.

Otherwise click on the "Forgot password?" link and walk through the setup screens
to create your password.

4, Look for the "Find Learning" search box and type in LaCarte then click "Go".

Type in LaCarte in the "Find
Learning" search box and
click "Go".

Find Learning

| 4 What do you want to LEARN today? . (=50

Browse all courses >
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5.

OSP LaCarte P-Card Cert for Approvers
OSP LaCarte P-Card Cert for Cardholders
OSP LaCarte P-Card Cert for Prog Admins

.

OST LaCarte P-Card Cert for Cardhold...
(WBT 50485371)

Y7397, (0 out of 5 stars from 5 rat.

Start Course 4 More

Next, you will choose the appropriate training course from the following list
and click "Start Course" to begin the course:

Click "Start Course"
to begin the course.

At the end of the course and quiz (assuming you finished and passed with a score of 90%
or higher), you will need to print a certificate. Print the certificate by following the next steps
and submit it to Southeastern's p-card office (SLU 10800).
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Leaming History

Wiew All

Completion Date * ~

2/6/2023 01:02 PM

2/6/2023 11:09 AM

1/30/2023 04:40 PM

1/25/2023 02:17 PM

1/17/2023 12:27 PM

Show Completions: All

Rate 2 cours... %

MOST RECENTLY ADDED

Title | J

OST LaCarte P-Card Cert for
Approvers
b g~ S < g b~ 4

OST LaCarte P-Card Cert for
Cardholders

W WK

OST LaCarte P-Card Cert for
Cardholders

W R

Click the printer icon to
print the certificate.

6. To print the training completion certificate go back to the home screen and click on
"View All" under Learning History.

OST LaCarte P-Card Click "View All"
= Cert for Approvers :
OST LaCarte P-Card
L] Cert for Cardholders._. o
7. Click on the printer icon under action to print the training complettion certificate.

Status All

Completed

Completed

Completed

Completed

* All dates are for US/Central time zZone.

SOUTHEASTERN LOUISIANA UNIVERSITY 4

20230117




