Instructions for Logging into LEO to complete Web Based Courses

e The address for Leo is https://leo.doa.louisiana.gov/irj/portal.
e You will need your H ID to register.
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e Your user specific ID is your H number you have been provided.
e You will click on First time user and use your H ID to register yourself into the system.
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https://leo.doa.louisiana.gov/irj/portal

You will have to enter the last four of your social and your date of birth, it will ask you to
pick from a series of questions and require your answers (This is in case you ever forget
your login information)

Once you have registered click on the “My Training” tab at the top.
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On the left hand navigation menu towards the bottom you will see a search box. In the

search box type

in the course you are looking for and click find. For example: PES

BASICS. You can also type in WBT into the search box which tells the system to
populate a list of all available Web-Based Trainings.
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e Inthe center of your page it will populate your web based training (for example: CPTP
PES BASICS WBT).
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e After you click on the hyperlink it will give you the option to book yourself into the course.

Web-Based Training : CPTP PES Basics WBT :

Course Catalog = Comprehensive Public Training Program = CPTP All Courses = CPTP HR & Civil Service Topics > CPTP PES Basics WBT

The results of the prerequisites check indicate that you can book this course. For more information on the prerequisites chec

Course Content

CPTP PES Basics WEBT

This course provides all state employees, including employees,
supervisors, and second level reviewers, with information
about the importance of a performance evaluation system

and the history of performance ewvaluations within the

state of Louisiana.

Learning Objectives:

* Understand the history of performance evaluations in the state of
Louisiana

* Understand how a performance evaluation system works

* Learn the benefits of an evaluation system for employees, supervisors
.and agencies

Intended Audience: All state employees

Learning Hours: 0.5 hour



e Once you click on book this course, it will give you the option to start the course now.

Web-Based Training : CPTP PES Basics WBT :

Course Catalog = Comprehensive Public Training Program == CPTP All Courses = CPTP HR & Civil Service Topics == CPTP PES Basics WBT

Participation was successfully booked.

Course Content

CPTP PES Basics WEBT

This course provides all state employees, including employees,
supervisors, and secoend level reviewers, with information
about the importance of a performance evaluation system

and the history of performance evaluations within the

state of Louisiana.

Learning Objectives:

* Understand the history of performance evaluations in the state of
Louisiana

* Understand how a performance evaluation system works

* Learn the benefits of an evaluation system for employvees, supervisors
.and agencies

Intended Audience: All state employees

Learning Hours: 0.5 hour

+«+ Once you have finished the WBT click on the course again and it will take you to the
screen that allows you to receive credit for the course.
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Web-Based Training : CPTP PES Basics WBT :

Course Cataleg > Comprehensive Public Training Program > CPTP All Courses == CPTP HR & Civil Service Topics > CPTP PES Basics WBT

Your participation in this course has been completed.
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