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 v | 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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COMPANY'

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 CVMIC 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 Wl 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:

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.

# HOME [J MEMBER POR1 (L £ NEOGOVLOGIN .) .UBMITACLAIM S BECOMEAMEMBER & CONTACT

ABOUT v~ | MEMBERS v | MEMBER BENEFITS & INSURANCE | TRAINING | NEWS

Service First. Insurance Always.

Quality insurance produ “ts, outstanding
member service and valu. ble risk management LEARN Ms::i AHOUTDUR
resources. L

be[be

ig | B

MEMBER PORTAL NEOGOV SUITES / LEARN SUBMIT A CLAIM
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 Ssignin b4 +
< C 0O a in.neogov.com/Signin?siteCd
= Apps @ Cities & V] sM.. (] NEOGOV X 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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My Dashboard screen looks strange... Nothing like any of the instructionals. Where can | find Learn?

On May 31, 2022, NeoGov began the process of moving anyone with multiple NeoGov Suites to a

“Unified Self-Service” dashboard. If you cannot find Learn in the regular suite dropdown menu (available only to
HR Users and HR Admins), select the “Training” link on the left-hand menu.

pesHens &

(it the NEOGOV Mobile App

Dashboard My Onboarding
Tiffany Wier

Ingagement & Outreach Production Spacl,

My Profile Pecple
View All Tasks (0) P

Your Manager and Direct Reports will display here.

>

Dashboard

lasks

% People

Quick Actions

° & Write a Journal entry >

Reports You have zero tasks to dol % Browse Training Catalog >

¥ Performance

Training

@ Settings Check back later for any new tasks.

?  View my current evaluation >

This will open Learn up within the Unified Self-Service Dashboard (middle of dashboard screen).

LEARN - Enrolling in an Online Course:

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

Unified Self-Service view:

NEOGOV .= Dashboard Q Search for employees or positions

i Training

Qverview My Courses Course Catalog Training Activity Report
Tiffany Wier
[Engagement & Outreach Productlon Specl...
Engagement & Outreach
My Profile Course Transcript
My Tasks

¢ View Course Transcript
4 Dashboard

I ——,
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2.) Use the Search box or Course Category Filters to find the online course you wish to register for.
NEOGOV 38 Dashirard + Q Search

# Dashboard Training
S Tasks ° Overview My Courses Course'gatalog Tralning Activity Report Learning Plans Certlficatlons/Licenses
s People

@ Performance

purse Catalog

@ Tralning

[8] Onboard \(Q Search Categories v H Type v H Duration ~» I

nev | v

il Reports

RECORDED WEBI... -2 MORE RECORDED WEBINARS RECORDED WEBI.. - WORKER'S COM_.

“What is current? What has A New Look into Digital Media Accident Investigation - WC - Part
changed? What is coming?” (FML... with Video, Snapchat and Instagr... 1

(© oH 45M @© oH 48m © oH33M

@ CUSTOM ONLINE @ CUSTOM ONLINE @B CUSTOM ONLINE

3.) Online courses are marked with a “Pre-Built Online” tag.
Once you’ve found the course yousvish to take, select the “Enroll” button...

Type ~ Duration ~ Tagsz T

11s Academy:

Others

Course Catalog

(Q Search h

Categories

Soft Skills Academy:

Stress Management

SOFT SKILLS ACADEMY

SOFT SKILLS ACADEMY SOFT SKILLS ACADEMY

Soft Skills Acaderg§ - Stress Soft Skills Academy Coafhing Soft Skills Academy Customer
Management Others Service
(© oH 15M O oH15M

@ PRE-BUILT ONLINE @ PRE-BUILT ONLINE @ PRE-BUILT ONLINE
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4.) Select “Enroll in Course.”

Are you sure you wanifto enroll in this course?

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

@ Enrolled In course

The course will then appear on your My Courses tab where it can be launched.

Training
Overvi burse Catalog Tralning Activity Report Learning Plans Certifications/Licenses
Courses Learning Plans
—_
@ = AllCourses (@ sott i

Academy:
-

Sofit Skills Ac: demy:
Stress Manageme nt

Stress Ma

EMERGING LEADER CERTIFICATION PROGRAM SOFT SKILLS ACADEMY SOFT SKILLS ACADEMY

Leadership (Soft Skills) ELM2D2 Soft Skills Academy - Stress Soft Skills Academy - Stress
Management Managemefit

(® 3Ho0oMm

= L assroom (®© oH 15M (© oH 15M
@ PRE-BUILT ONLINE @ PRE-BUILT ONLIgE

FZ] Feb 07. 2023 (09:00AM - 12:00PM)

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

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

Type = Duration v \ = Tags ‘ v

Soft Skills Academy - Stress Soft Skills Academy Soft Skills Academy
Management Coaching Others Customer Service

Enroll Enroll Enroll

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

ft Skills Academy - Coaching Others

v e activity between mana

Course Details

that's intended to
helps employees explore the significance of their actions

Attachments

Roster

Al Enrolied  Pending
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LEARN - Enrolling in an Instructor Led Class:

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

NEOGOV .: Dashboard Q Search for empic,"2es or positions

t Training
Overview My Courses Course Catalog Training Activity Report
Tiffany Wier
Engagement & Outreach Productlon Specl...
Engagement & Outreach

My Profile Course Transcript

My Tasks
& View Course Transcript
& Dashboard

2.) Use the Search Box or the Course Category filters to find the Instructor Led Class you wish to enroll in.
NEOGOV .= Dashbe wrd ~ Q Search

>

Dashboard

Tasks (@)

People

Training

Overview My Courses Courge Catalog! Tralning Activity Report Learning Plans Certlficatlons/Licenses

o

Performance

Tralning

=

] Onboard .(q Leadership x)n Categories

=

I Type v H Duration I

£\

Reports

‘ qQ

Leadership x ‘

——— G Leadership Tralning Cnline

o

Perfecting Leadership Certfication

RECORDED WEBI.. -2 MORE Frogram [TION PROGRAM EMERGING LEADER CERTIFICATION PROGRAM
Followership as Leadership e View) ELM2D! Leadership (Soft Skills) ELM2D2
© 1+ oom (© 7+ oom (© 7+ oom

@ CuSTOM ONLINE [E] cLassroom [E] cLassroom

=
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3.) Instructor Led classes are marked with a “Classroom” tag.
Once you've found the course you wish tgftake, select the “View Classes” button...

Course Catalog

CQ Leadership (TecH y‘ Categories v ‘ ‘ Type%‘ Duration v ‘ ' Tags v ’ Y

Leadership (Tec
ELM2D1

(® 7H 0oM

[E] cLassroom

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 classroonyinstance with a green border. This will enable the “Enroll”
button.

Select a Class

Select a Class cancsl m

Leadership (Technical View) EL... CVMIC_3831-26 Leadership (Technical View) EL... CVMIC_3831-26
.. January 9, - -, January 9, -
fizd] 9:00 AM-12:00 PM i 9:00 AM-12:00 PM
2024 2024
© vinual Test Location [Z] Enrollment: 37/70 © Vinual Test Location [Z] Enrollment: 37/70
2. Instructor(s): 2, Instructor(s):
-

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

Select a Class Cance |
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5.) Select “Enroll.”

Select a Class Canc{ m

Leadership (Technical View) EL... CVMIC_3831-26

. January 9,

m ) 9:00 AM-12:00 PM
2024 -

) virual Test Location [Z]] Enroliment: 37/70

L. Instructor(s):

6.) Select “Enroll in Course.”

Are you sure you Want to enroll in this course?

Enroll in Course

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

@ Enrolled In course

The class will then appear on your “My Courses” tab.
Training 4

Overdiew My Courses «mcmrg Training Activity Repert  Leaming Plans

My Courses

Courses  Leaming Plans

EA s 05,2024 {09:004M - 120074

Drop
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