Office of Human Resources

Organizational Development and Training Division

User Guide: Enroll in a Class (for Employees)

Purpose

There are a number of paths one can use to enroll in Oracle Learning Management (OLM), Montgomery County’s learning management system. This guide provides
the most efficient path to enroll in classes. The enrollment information here can be used by any employee of Montgomery County Government.

Contractors, Volunteers and Interns who have a MCG Computer Network login should refer to the User Guide for MCG Contractors and Volunteers for enroliment
instructions.

Additional Information

Before logging into OLM, we recommend that you decide which classes you want to enroll in. These can be found on the OHR Training and Organizational
Development webpage (www.montgomerycountymd.gov/training). There are two catalogs on line:

o Office of Human Resources (OHR) - Training Catalog: Includes Professional Development, Management Development, Mandatory Classes and Microsoft Word
Classes.

e Health and Human Services (HHS) - Center for Continuous Learning (CCL) Training Catalog: Topics of interest to the Department of Health and Human
Services; social workers and therapists throughout the County.

Once you have located the class you want, go to OLM to enroll. Once you have completed your enroliment, an email confirmation will be sent to you the next day.
This will included the detailed information, including address of the class. Please keep it for reference. Seven days before the class is scheduled, you will receive a
reminder.

Questions

If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.
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Step | Action

Visual

1. Go to the AccessMCG ePortal:
https://eportal.montgomerycountymd.gov.

We recommend that you bookmark, or add this link to your
favorites for future use.

Enter your MCG Network user name and password.

Click Log in.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Welcome to Montgomery County, Maryland - Single Sign On

User Name:

Password:

access

application portal

2. The ePortal menu will open.

Click Employee Self-Service.

ePortal

for County Systems and Applications

All Apps DTS Featured FIN & Risk Mgmt HR Internal Internet
My Favorites Most Visited
Your favorites will be here. MCtime 1216251
Next time you visit to your apps page, please Employee Self SeNice — <
£ 915397

clickon iy Add to favorites to include the

Oracle eBusiness (EBS/ERP) 631487

Information Security Awareness (1ssioz
Training 7

app to your favorites' list.

Enterprise Business Intelligence g11s3)
and Reporting 7

3. Employee Self-Service Welcome page will open.

Click on the blue Go to Employee Self-Service button.

Welcome to Employee Self-Service!

Manage your personal information, view Payslips and W2s,

apply for jobs, and more

What you can do with Employee Self-Service?

+ Review and update your benefits options
+ Review and update your official County Personal Information
+ Review and update your performance evaluation

+ Review and print your Payslips

+ Review and download your W2 forms
+ Search and apply for County jobs
+ Sign-up for County trair

Go to Employee Self-Service

ning classes
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https://eportal.montgomerycountymd.gov/

4. Employee Self-Service will open.

Click on MCG HR Employee Self-Service.

Full List (195)

1-5 V| NextS &

From Subject Sent -

Hilison, Natalie YOL woliment incelled 21-Dec-2015
“hohda, Anjoo xpense 110129 08-Dec-2015
5YSADMIN 02-Dec-2015
lohnson, ! , Michaela E. h incelled anroliment 17-Nov-2015
Michaela

“hohda, Anjoo Expense 1113 (45.4€ 10-Nov-2015

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

Personalize

MCG Admin Inquiry

| MCG HR Employee Self-Service
MCG HR iRecruitment Employee

_1 MCG HR iRecruitment Rater

arning Administrator

MCG Learning Instr

R Employee Self-Service

L L A
|= Emergency Contacts
|5 My Information
3

ployee Appraisal

Favorites

| Catalog
TJ Training Web
| Michaela's Learner Home
) Supervisors: Components
i) Back to E-Portal
1 Bl tool
1) Extranet Portal

5. The Learner Home link will appear.

Click on Learner Home under the Learning menu that
appears on the right side.

Learner Access : Learnin
Learner Home
External Leaming

6. The OLM Learner Home page will open.

Change Course to Class.

Click the drop-down arrow next to the Search window.

Home | Catalog | Learning History
Current Learning | Requested Learning | Forums and Chats

Search | Course j |
Al

Learning Certification
Learning Path

%

Learnil cteqory Forum
List of al| Category Chat

I™ Exact Phrase Advanced 5

Revised 3/11/2016




7. Go to the Search box.

In the Search box, enter only one word from the class
title.

In this example, we are searching for Preventing
Workplace Harassment, so we typed the word, “prevent” in
the Search box.

Click Go.

Learner Home | Course Catalog | Learning History
Current Learning | Requested Learning | Forums and Chats

Iprevent

Search ICIass

T

Learning Paths
List of all your active Learning Paths

Create

[]Exact Phrase| -m Advanced Search

Learning Path Mandatory Courses S|
Learning Path Name Status Source Completed D
Human Resources Management for Employees Active Manager 1 of 2 0

8. A list of classes will open.
Locate the class you want.

Click on the Enroll button at the far right.

Learning Management

M Navigator v°

B Favorites v Home Logout Preferences Help

Learner Home | Course Catalog | Learning History

[prevent
Leamer Home: Current Leaming >
Classes

|search [Class

Clexact phrase [ Go | Advanced Search

Click the links to see details. For different results please re-enter Search Criteria.
Show Key Notation

) Previous |1-10 . Next 10 @

Training Start Enrollment
Enm“ Course Name (Class Name ry Mode LLocation Center StartDate Time  Time Zone Language Status Status Enroll

nent |Preventing Workplace it Class 2016-02-04 structor Led Training 04-Feb-2016 09:00  Easten  [Englsh  Normal  Not Enrolled -

Course Ciassroom) Time =

= Preventing Workplace Harassment |Preven ) @ginstructor Led Training 09-Feb-2016 13:00  Eastem  [English  Ful Not Enrolled -

ﬂ Course 2016-02-09 (Classroom) Time =]
Preventing Workplace Harassment |Preventing Workplace Class 2016-02-19 @gInstructor Led Training 19-Feb-201609:00  Eastern  English  Normal ot Enrolled A

Course (Classroom) Time =

Preventing Workplace Harassment |Preventing Workplace (BUS OPERATORS ~ @glnstructor Led Training 24-Feb-2016 09:00  Eastemn  [English  Normal  Not Enrolled A

Course (ONLY 2016-02-24 o Time e

Preventing Workplace Harassment |Preventing Workplace it Class 2016-03-03 Qg]nstmctur Led Training 03-Mar-2016 09:00 Eastern English Normal Not Enrolled -

Course Time =]

9. The Class Summary page will open.
Cancel | | Review

Review the Enrollment details.
Click Review.

t 01-Jun-2016 09:00
te  O1-Jun-2016 12:00
o Eastemn Time

English
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Submit

Submit to approve the action or Back to continue working on this action

Another Enrollment Details window will open.
Click Submit. Proposed

Course Name Preventing Workplace Harassment Course
Class Name Preventing Workplace Harassment Class 2016-06-01
Start Date 01-JUN-2016 09:00
End Date 01-JUN-2016 12:00
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classroom)
Language English
Cost Center
Spedial Instructions
ollment Justification

10. | You will automatically be returned to your Learner Home e U L el

ttps:/fintL.megov.org/ent0L {s3L/0A_HTML[OA, jsp?CAFunc=0T4A_LEARNER_HOME_PaRmsaonAp=0T =|| &) \‘_9\ \i\ |2 -
page.

| File  Edit View Favorites Toals Help

You can see your enrollments under your Enrollments gy 'oomnotanagement

seCtion . ™ Navigator v B Favorites v Home Logout Preferences Help
Learning History

CulHome rning | Requested Learning | Forums and Chats

Search |Course =l I Exact Phrase | G0 | Advanced Search

Welcome, Jack Hoffman!

) A

L ing Paths Announcements

List of all your active Learning Paths * You have 2 new notifications.
Learning Learning Path Mandatory Courses Start Due Completion Move to 64

Path Name  Status Source Completed Date Date Date Update History Unsubscribe Browse Catalog

No results + HHS - Center for Continuous
found.

Le...
MC Public Libraries Training
OHR Training Institute

L

Enroliments

Enroliments in, enrollments, including those in classes that are part of a learning certification or learning path.
[H Show Ke

Move
Class [tem)| Completion Time to Evaluate
NHame Type/Status in  |Start Date End Date Date Zone Play History Unenroll or Sign
Prevent Enrolled 18-Apr-2013 08:30:00 18-Apr-2013 11:30:00 Eastern
Workplace Time
Harassment &g 5 ) L
Class 2013-
04-18
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11. | You will also see a new notification on your Learner
Home page.

This is a hyperlink, so you can click on it to review your
enrollment details.

Home | Catalog | Learning History

Current Learning | Requested Learning | Forums and Chats

Search | Course =l I™ Exact Phrase Advanced Search

D Confirmation

Your request to enroll in the class Prevent Workplace Harassment Class 2013-04-18 has been submitted for manager approval. You can monitor
from the Requested Learning tab on the Learner Home page.

@& A

Learning Paths Announcements
List of all your active Learning Paths « You have 2 new notifications.
Create

]
ion Move to 60

12. | When you click the new notification link (Step 11), this
page displays detailed enrollment information.

Do not use the browser’s Back button.

To return to your Learner Home page, click the Home tab.

Catalog | Learning History

urrent arning | Requested Learning | Forums and Chats
‘ Home: Currdt Learning > Worklist =

- @Phation

This notification dees not require a response.

Class enrollment for Hoffman, Jack has been approved.

Request Information

From SYSADMIN
To Hoffman, Jack

Sent 02-Apr-2013 17:50:51
D 6774362

Enrollment Details

Proposed
Course Name Prevent Workplace Harassment Course
Class Name Prevent Workplace Harassment Class 2013-04-18
Start Date 18-APR-2013 08:30
End Date 18-APR-2013 11:30
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classroom})
Training Center Rockville Core Training Center
Language English
Cost Center
Special Instructions
Enrollment Justification

Action History LI

Need Additional Assistance?

If need additional assistance using this guide or accessing MCG OLM for Contractors and Volunteers, please contact the OLM Administrator at

OLM.Admin@MontgomeryCountyMD.qov or 240-777-5116.
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