Villages New User Help Guide
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CVMIC User Portal:

To access the CVMIC User Portal —
1.) Select the “Member Portal” button on the CVMIC.com home page.

w ..—. G MEMBERPORTAL ;] NEOGOVLOGIN @ SUBMITACIAIM 2 BECOMEAMEMBER & CONTACT

ABOUT ¥ | MEMBERS ¥ | MEMBER BENEFITS & INSURANCE | TRAINING | NEWS

2.) On the Log In screen, you have several possible options. Choose, from the scenarios below, the
option that best suits you:

I have logged in here before and know my username(email)/password.
Enter your Email/Password and select the “Log in” button.

Register Login

If you have not yet
registered on the new
user portal, you will
need to register with
your legacy account
before logging in.

Password

Reset Password

Register Using Your Old Credentials

Get Help Creating an Account

I need to log in for the first time.
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If this is your first time accessing the CVMIC.com user portal, select the “Get Help Creating an
Account” link.

A

eset Password

ister Using Your Old Credentials

Get Help Creating an Account

Fill out the text fields and select the “Submit” button to begin creating your account. CVMIC’s IT
department will then reach out to you to complete your profile.

Account Registratién Help

To start the process of having ygfir CVMIC Portal user created, please fill out the form below
and click the 'Submit’ button. jffter that, one of our friendly team members will reach out to
you.

Full Name
Email Address

Phone Number

Comments

Cancel

I don’t know if | have an account.
If you are not sure if your municipal administrator has created an account for you, select the “Get
Help Creating an Account” Link.

Reflet Password

Reg@ter Using Your Old Credentials

Get Help Creating an Account

I don’t know if | have an account. (Continued)
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Fill out the text fields and select the “Submit” button. CVMIC's IT department will reach out to

you to let you know if you have an account already created or if not, they will assist with creating
an account.

Account Registratién Help

To start the process of having ygfir CVMIC Portal user created, please fill out the form below
and click the 'Submit’ button. jffter that, one of our friendly team members will reach out to
you.

Full Name
Email Address

Phone Number

Comments

Cancel

I've logged in before, but now everything has changed.
CVMIC's Member Portal has been upgraded to what you see now. If you have logged in before on

the “Legacy” site and need to log into the upgraded Member Portal, select the “Register Using
Your Old Credentials” link.

Reset Pasfword

Register Using Your Old Credentials

Get Help Creating an Account
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I’'ve logged in before, but now everything has changed. (Continued)
Enter the Username and Password that you previously used on the Legacy CYMIC Member Portal

and then select “Begin Registration.”

Register

If you had an account g CVMIC.com in the past, registering for the new portal is easy:
o Enter the crederffials that you have used in the past, and click '‘Begin Registration"
* In Step 2, you Jll be able to confirm (or change) personal information, and enter a new, more secure, password.

Legacy Credenffials:

Username

Password

Begin Registration

I need access to an application that | don’t have on my dashboard.
To get access to an application, contact your municipal HR Administrator and request the

application that you need access to.

| got an “Access Denied” error while trying to access Origami.
This commonly happens when you haven’t logged out of the Claims and Certificate application.

To fix this, access the Claims and Certificate app and select the “Log Out and Exit” button.

v = o X

Rd Crigami Risk - Welcome X +
e % 0@ :

C @ live.origamirisk.com/Origami/IncidentEntry/Welcome

Log Out and Exit

“Submit a New Incident” - if you need to report one or more of the following incidents: Citizen Involved, Employment Practices Liability, Worker's Compensation or Member Vehicle Accident

“Request a Certificate From CVMIC™ - if you are interested in obtaining a Certificate of Insurance requested by a contractor or other third-party for your coverages with GYMIC " Once you complete the required fields, your request will be processed and if needed
someone from CVMIC will contact you for clarification or more information
“Request Special Event Coverage” - if you are interested in *stand-alone” special event coverage for an event oceurring in your community. This may include but is not limited to a farmers market, athletic event, parade, runiwalk, etc. being sponsored by a

CVMIC member or a third party. This coverage will be a separately issued policy and premium specifically undervritten to an individual special event. Once all the information is provided, it will be automatically sent to Arthur J. Gallagher for review and follow-up
with the requester. A premium quote, policy. and certificate of insurance evidencing coverage will be issued to the requester prior to the event. We ask for at least 30-days advance notice to undenwrite and bind coverage. Important Note: Only Credit Card

Payments are accepted

Submit a new Incident Request a Certificate Request Special Event
Coverage

Once Logged out of the Claims and Certificate application, head back to the CYMIC User Portal
and log into Origami.

Insurance ¥
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NeoGov LEARN Login:

New User Help Guide

In order to log into the Learn system, your municipality’s HR Admin first must make you a NeoGov Learn account.
Once your account is made, the HR Admin will issue an “Activation” email through NeoGov for how to access your
account and set your password. It’s important to note that this activation email is only good for 5 days. After 5
days, the email link will expire, and a new activation email will need to be sent in order to get you into your

account.

If you do not have an account or are not sure if you have an account in NeoGov Learn, please contact your

municipality’s HR Administrator.

Once you have an activated NeoGov Learn account, to log in to Learn:

1.) Select the NeoGov Link button on the top right corner of the CVMIC.com home page OR via NeoGov

Suites /Learn Login button in the middle of the home page.

Service rirst. Insurance Always.

Quality insurance products, outstanding
member service and valuable visk management
resources.

@ al&14 '
]
SUBMIT A CLAIM MEMBER PORTAL TRAINING
909
Ll
CERTIFICATE OF INSURANCE SPECIAL EVENT COVERAGE NEOGOV SUITES / LEARN
REQUEST REQUEST LOGIN
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2.) Enter your Username and password into the Learn Login screen and select “Log In.”
(Pro tip: Bookmark the NeoGov Login screen to bypass step 1 for future Learn logins.)

W Signin X +
< C 0O a in.neogov.com/Signin?siteCd
B2 oApps @ Cities & V] sM.. [ NEOGOV 3 Linke

Username
Password

Al fields are required

Forgot your username or password?

What if | can’t remember my NeoGov Username or Password?
If your account has been activated, and you forgot your username or password, you can then use the “Forgot your
Username or Password” link. Note that the “Forgot” feature will not work if your account has not been activated.

/

Forgot your username or password?

What if | don’t receive the activation email or have a fake email associated to my Learn account?

If you don’t receive the activation email, check your spam folder to make sure your inbox isn’t filtering out your
NeoGov notifications. If the email is in the spam filter, great! Use it to activate your account. If not, there is a
chance your email is either incorrect or your account was created with a fake email. Check with your municipality’s
HR Administrator and have them check your Learn account to see if your email was entered with a typo. If it was,
the HR Administrator can simply correct the typo and re-issue the Activation email.

If your account was created for a fake email (typically done for municipal employees who do not receive municipal
emails), you will not be able to receive the activation email. Contact your municipal HR Administrator to have your
account password “Temporarily Reset.” This process will activate your account. Note that the “Forgot Username
or Password” feature will not work for you unless a valid email is associated to your Learn account.
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Where is Learn once | log into NeoGov?
In May of 2025, NeoGov updated their navigation. If, when you log in, your municipality defaults to the “Unified
Self-Service Dashboard” or “Home” screen, you can access the Learn functions by selecting the “Training” link in
the top/middle portion of your screen.

—

HH m DASHBOARD

Tasks

Home Tasks People

O, search...

—

Performance Training W Reports

View All ()

You have zero tasks to do!

Check back later for any new tasks.

Cities and Villages Mutual Insurance Company of (WI) (CVMIC)

People

MY MANAGER

e LaTanya Lee

MY DIRECT REPORTS

rFF  Fred Flintstone

© H o ¢

Onboarding

(If your screen defaults to Learn directly, disregard this step.)

If you have Administrator security in Learn, you can also access Learn by selecting the 9 dot “App Switcher” and

selecting “Learnin

g.”

Home

m DASHBOARD
Home

Analytics & Reporting

DASHEBOARD

Tasks People

Tasks

Tralning &
Development

Learning 14

www.CVMIC.com
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LEARN - Enrolling in an Online Course:
1.) From the NeoGov Training screen, select the Course Catalog Tab.

Unified Self-Service View:

Home Tasks People Perfurmante| Training |0anard Repo

m DASHBOARD O, sea ® B a4 © = e Tiffany Wier

Vlew Calendar

Training
Overview My Coulles Course Catalog Traing Activity Report Leaming Plans Certifications/Licenses
Course Transcript
My Tasks
o Vlew Course Transcript >
- .
. El My Enrolled Classroom Courses View all
No upcoming clossroom courses
‘You have zero tasks to do!
Check back later for any new tasks.
Learn View:
i m LEARNING @ B fal (@] 2 e Tiffany Wier
Dashbeard My Coufges Course Catalog Lgirners Training Activity Libraries Learning Plans Course Management Administrative Reports ~

2.) Use the Search box or Course Category Filters to find the online course you wish to register for.

o, © B 0 © @©

Training

My Course urse Catalog Traiining Activity Report

Course Catajog

Q se e ype All Courses =
P . — t(.- =
‘ : Empat
g e T S e
EMPLOYMENT LAW/LIABILITY ONLINE SAFETY & RISK ONUNE LEADERSHIP TR.. +BUSINESS SKILL BUSINESS SKILLS ONLINE
1st Amendment Audit Accident Incident Investigation Accountability for Supervisors Acting With Empathy
® om oem ® owom @ on2om ® om 1om
@ CUSTOM ONLINE @ PRE-BUILT ONLINE @ PRE-BUILT ONLINE @ PRE-BUILT ONLINE

Enroll | Enron

Enrol Enroll ‘

E5 View Calendar

>
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3.) Online courses are marked with a “Pre-Built Online” or “Custom Online” tag.
Once you've found the course yo%lish to take, select the “Enroll” button...

Course Catalog

[ Categories ~ I [ Type v II Duration l Tag Y

Soft Skills Acadeny:

Coaching Others

cadeny:

SOFT SKILLS ACADEMY

SOFT SKILLS ACADEMY SOFT SKILLS ACADEMY

Soft Skills Acadepfly - Stress Soft Skills Academy Cogkhing Soft Skills Academy Customer
Management Others Service
(© oH 15M (© oH15Mm

@ PRE-BUILT ONLINE @ PRE-BUILT ONLINE

| @ PRE-BUILT ONLINE

4.) Select “Enroll in Course.”

A status bar will appear to confirm to you that you’ve enrolled in that eLearning.
L N

Enrolled In course
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The course will then appear on your “My Courses” tab where it can be Ia,unched.

B m DASHBOARD

Home Tasks People Performance Training Onboard Reporis

O, search.

Training
Overe Catalog Training Activity Report Learning Plans Certificatio icenses
Courses Learning Plans

E = Currentor Pending (1) ~

Soft Skills Academy:
Coaching Others

SOFT SKILLS ACADEMY

Soft Skills Academy: Coaching
Others

(© 0H15M

@D PRE-BUILT ONLINE

If you wish to see more information on the course PRIOR to enrolling:

1.) Select the course title to open the course description.

«ils Acadomy Clear Filter(s)

Soft Skills Academy - Stress Soft Skills Academy Soft Skills Academy
Management Coaching Others Customer Service
@ ene ~ ) NUIN @ eres N

Enroll Enroll Envol
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2.) Once you’ve reviewed the description and know this is the course you wish to take, select the “Enroll”
button.

8k to Al Coursos

O Sx1LLS ACADEMY Course Details
ft Skills Academy - Coaching Others —

h ane e activity betweer " ployees 1 tended to boost © FEQUIRED SCORE: &

Attachments

Roster

Al Enrolied  Pending & Print Roster %, Enroll Others

LEARN - Enrolling in an Instructor Led Class:

1.) From the Training Dashboard, select the Course Catalog Tab.

Unified Self-Service View:

] m DASHBOARD ). Search. @ =} 0 @ @& eT\'ﬂanyW\er

Home  Tasks  People PErfDrmancel Training |Oanar\:I Reports

fe View Calendar

Training
Overview My Couffses Course Catalog Trainglg Activity Report Leaming Plans Cerifications/Licenses
Course Transcript
My Tasks
& Vlew Course Transcript >
[El My Enrolled Classroom Courses View all

You have zero tasks to dol

No upcoming classroom courses

Check back later for any new tasks.
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i m LEARNING

Dashboard

My Cofses  Course Catalog biners  Training Activity  Libraries

® B a4 @ @ eTiﬂ'anyWier

~ Learning Plans  Course Management Administrative Reports v

2.) Use the Search Box or the Course Category filters to find the Instructor Led Class you wish to enroll in.

Emerging Leader Certification

\ Q oo | x|
L Ras "

EMERGING LEADER CERTIFICATION PROGRAM

Coaching and Feedback ELM1D2

EMERGING LEADER CERTIFICATION PROGRAM
Employee Differences (Diversity)
ELM3D2

D 7H oom

@ M oom
& classroom

[ cLassrRooM

o View Classes View Classos

iz [ oasueoaro Q ses © B 6 @
Home Task People Performafliee Training Jnboard  Reports
Training
Course Cat%ag
(a Categories A Duration v ‘ Tags v \ v © All Courses =

Category: Emerging Leader Cerification Program

EMERGING LEADER CERTIFICATION PROGRAM

Employment Law & HR ELM1D1

EMERGING LEADER CERTIFICATION PROGRAM

Ethical Leader ELM3D3

@® 7Hoom D) 7 ooM

B cLassroom B cLassroom

[ Viow ctasses |

View Classos

Clear Fiiter(s)

? ‘13'5-.. .‘

@ e Tiftany Wier

View Calendar

3.) Instructor Led classes are marked with a “Classroom” tag.

Once you’ve found the course you wis}lo take,

select the “View Classes” button...

Course Catalog

[ Type v H Duration ~ |

wev | ¥

ELM3D2

7H 00M
[E cLassroom o

[E) cLassroOM

View Classes

View Classes

EMERGING LEADER CERTIFICATION PRQRAM

Employee Differencegf{Diversity)

Catego

N
—

EMERGING LEADER CERTIFICATION PROGRAM

Employment Law & HR ELM1D1

@ 7Ho00M

[E] cLassroom

View Classes

www.CVMIC.com
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4.) From the “Select a Class” fly-out screen, select the class you wish to attend based on the date, location, and

time available to highlight that classroom instance with a green border. This will enable the “Enroll”
button. /

Select a Class cancel Select a Chass cancel m
Select one of the available classes to enroll in: Select one of the avail classes to enroll in:
Employee Differences (Diversity) ELM3D2... CVMIC_3835-33 Employee Differences (Diversity) ELM3D2... CVMIC_3835-33
= July 22,2025 “:‘ 8:30 AM-3:00 PM 'i July 22,2025 ; 8:30 AM-3:00 PM
' CVMIC (TR-A) Eﬂ Enroliment: 12/40 f, CVMIC (TR-A) E] Enroliment 12/40
o3 Instructor(s): Andrew Taylor 2 Instructor(s): Andrew Taylor

*NOTE* - If you do not select a class instance, the “Enroll” button will not become active.

Select a Class

Cancel ’

5.) Select “Enroll. _—

Select a Class W

Select one of the available classes to enroll in:

Employee Differences (Diversity) ELM3D2_ CVMIC_3835-33
o July 22,2025 (%) 8:30 AM-3:.00 PM
® cvmic (TR-A) Enroliment: 12/40

2 Instructor(s): Andrew Taylor

6.) Select “Enroll in Course.”

Are you sure you Want to enroll in this course?

Enrell in Course
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of your screen.

k

@ Enrolled In course

If you have successfully enrolled in that classroom course instance, you will see a green “Success” bar at the top

The class will then appear on your “My Courses” tab.

Training Acuvity Roport

Training

My Coursos urco Cataiog

overview

My Courses

Courses  Learning Plans

: = AllCourses

»
EMERGING LEADER CERTIFICATION PROSRAM
Leadership (Technical View)
ELM2D1

® 3+ 0om
cLasSROOM

@ wiRtuaL
 Jan 09. 2024 (05:00AM - 12:00PM

Drop
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