Office of Human Resources

Organizational Development and Training Division

User Guide: Learning Instructor Access to Enroliment and Printed Roster

Purpose
The Learning Instructor Role provides immediate access to enrollment information on your upcoming classes, as well as the option to print your own rosters. It also maintains a
history of the classes you have taught.

This guide will:
— Explain The functions available to you as an Instructor
—  Show you how to monitor enroliment by the total number and by individuals.
—  Show you how to print a roster to use as an attendance sheet

Instructions include:
— Logging into MCG Learning Instructor

— Viewing Enrollment Information
— Printing Rosters

Additional Information

Learning Instructor access is available to MCG Employees only, and you must be approved for access. If you would like this role, please contact the OHR Training and
Organizational Development Team. You will need to complete a confidentiality form and attend a short class reviewing the process and responsibilities prior to being given access.

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




Logging into OLM Instructor Home

Step | Action
1. | Log into the e-portal
° Enter in your username and paSSWOfd. UNAUTHORIZED ACCESS IS PROHIBITED AND. ¥ LAW!
Sign in to AccessMCG
Click Login Button vous Emalt |
Password
The e-Business page will open. :E
Eorgot Password? My Accomst
Begister New User County Has Setup Wy Account
application portal
2. | Click Oracle eBusiness.

e Click Go to Oracle eBusiness,

e Your eBusiness Suite page will open.

Employee
Self Service

Al Apgs
Employee Self-Service

=> (G0 to Oracle eBusiness




Step

Action

Click on the MCG Learning Instructor link.

] MCG

™ INELUT UILHTIETIL INDLET R

arning Administratol

L Learning Instrucior

The Learning Instructor Links will appear to the right on
the screen, including:
e Instructor Home
e Reports and Other Requests
—  Submit Report
—  View Report

Navigator

Learning Instructor




Viewing Enrollment Information

Step | Action

1| Click on Instructor Home.

Your Instructor Home screen will open.

[t

On your Instructor Home you will see several tabs.

Learning Instructor
= Instructor Home

Reports and Other ReqURests
<8 Submit Report

2 View Report

e Click the Instructor Home Tab.

Instructor Home I

Instructor Home
Instructor Home

Forums and Chats | Supplemental Bookings | Booking

Instructor Home

Instructor Home Scheduled Classes _ "
The Instructor Home Tab lists all upcoming classes to S Course tame e i et e T e owie  Eulmentstiey
WhICh have you aSSIgned as an |nStI’UCt0I’. ':r.c;:::i;':‘::r;v.e‘nalHe-}r'. Confirmed 05-Mar-2015 05-Mar-2015 Eastern Time 05-Mar-2015
Self-Paced Classes
Class Hame Course Name Session Name Booking Status Date From Date To  Booking Time Zone Class Start Date Enroliments Play
3.| To see how many people are enrolled:
e Look for Enrollments at the far right of the screen. Scheduled Ctasses
Session  Booking
Class Name Course Name Name Status
En s | —
|57 Learners

In this example 57 people are enrolled.

05-Mar-2015 05-Mar-2015 Eastern Tme  (5-Mar-2015
Professionals Course




Step

Action

4.

To see who is enrolled:

e Click the #Learners link located under Enrollments.

e AClass Screen will open with a list of 10 enrollees
and their Enrollment Status.

e Click Next Ten, to view an additional 10 enrollees.

F'rE'-.-'iUusIl-lD V] next 10 ®

Booking Time
Date Ffrom DateTo  Ione
15-Mar-2015 05-Mar-2015 Eastern Time

Class Start
Date

05-Mar-2015

Training

e Enrollment Status
Important - this is a list of everyone who enrolled in
the class including those who have been waitlisted or
those who cancelled their enrollment.




Printing a Class Roster

1. Beginning on the Instructor Home Page:

e Click Submit Report..

Learning Instructor
=| Instructor Home

Reports and Oth
& Submit Report

=8 View Report

2. The Navigation Screen will open, followed by the Request
Window.

¢ Single Request is automatically checked.

e Click OK.

Functions | Documents

What type of request do you want to run?

* Single Request
= o ubmit an indridual request

Request Set
This allows you o submit a pre-defined set of

| Cancel




A Submit Request Screen will open.

e  Click in the Name field, and Type MCG. =&
. l = ~3 ~y .
e  Strike the Enter key on your keyboard. ~ . ‘
\) Cogy
o This field automatically fills in the title of the report (O /iicniance Si s ‘
MCG Attendance Signature Report. e e ST
Run the Job {As S00n as Possible Parameters |
Language
[ ] C|ICk Submlt. T L i - \ Language Seltings
Al these Times |
o Run the Job 1As Schegule
Notify
Print to
Lipon Completion |
- I Layout |MC > W Cplions
- MNabfy _ -
Prirt 1o Inoprint N Delivery Opls
Help (C) ( Subgmit apcel
The Parameters Window will open. PR
un this Regquest
Copy

e Typeinthe first few letters of the Class Title.

e Click OK.

Mame
Operating Unit
Paramoters
Language American English

At these Times
Run the Job As S00n as Possible

Upon Completion,
i Save all Output Files

Layout MCG Attendance Sianafura
Notify
Print to  nognint

Halp (£}

Language Setti

Class Vicarious
Training Canter
Class Start Date
Class End Date \

Enrolimant Mumbar \

Displeny Peymmen

Cisplay Trainer S1g

[ oK Cancel

Clear

Help




Another window will open

o This includes the list of all classes for which you are an
instructor that match what you entered.

o Ifthere are several classes listed, they are in
chronological order. The most recent date will be the
last listed.

If you cannot see an entire date:

e Expand the window.

e Grab the side of the window with your cursor; it will
change to an error, and pull it to the right

If the entire date is still hidden expand the Class Table

o Place the cursor over the “grab bar” until it changes
from a pointer to an arrow (this will take some
practice).

e Pull it to the right until the entire date is readable.

e Click on the class you want.

e Click OK.

- - Ll

Run thes Request

Name Attendanca Signahure Shaat Repert (XML Y

Oparating Unit

Paramaters

Language Amencan Engish

At these Times

Layout
Nokifu

Al these Times
Run the Job

Upon Completion

Layout
Mok fur

FindVicarious Trauma in Mental Health %

Class
nous Trauma in Mental Health Cla
oL

Vicarious Trauma in Mental Health Professionals Clas

Find ( ox ||cancel




You will be returned to the Submit Request Screen.

e  Click Submit.

=

Fiun this Request

Nama IMCG Attend

Oparating Linit

Farameters

Languags Amencan Engish

A these Times.

Fun the Job As Soon s P

Upon Complotian

Leyout MCG

Natify

Printto  nioprint

The Decision Window will open.

e Click No.

Request submitted.
(Request D= 112228786)

Submit another requeg?

The Navigator window will open.
o Click View at the very top of the screen.
e Adrop down box will open.

e Click Requests.

Top Ten List




The Find Requests window will open.

e Click Find.

Wy Completed Requests
My Requests In Progress
& Al My Requests
© Bpecific Requests
Request ID
Name
Date Submitted
Date Completed
Status
Fhase

Requestor

Order By  Request ID

Clinclude Reguest Set Stages in Qug,

Select the Mumber of Days to Viel

Submit a New Reguest

J Clear

‘ Find

10.

The Requests Window will open.
o Click Refresh Data.

e Click View Output.

E O k-
Refresh Data ‘ Submit a New Request. .. J
Request 1D \ PgEN
| Name ‘ Phase Status Parameters
' 11222930 WCG Aﬂemdme Signature Completed Mormal 159633, ., Y. N, 81, 2015~
11222948 MCG Altendance wature Completed Mormal 159633, .., .. YR 8T, 2015
11222876 WCG Aftendance SignaM Completed Marmal 159633, ..., YN8, 2015
11222780 |MCG Altlendance signature| N Completed | Error |
11191525 WCG OLM Upcoming Class \Completed Mormal
11191809 WCG OLM Upcoming Class Cowleted MNormal
11191797 WCG OLM Upcoming Class Complet& Mormal
11191789 WCG OLM Upcoming Class Completed \Normal
~
~
* -
Hald Request Wiew Details. J Yiew OUtpUt J
Cancel Reglest Diagnostics J View Log J

10




11. The Internet Explorer window will open.

e Click Open.
— You may also click Save As to save it to your

computer or a shared file and print it from there.

Internet Explorer ‘ = |

What do you want to do with
MCG_Attendance Signature Sheet 120315.rtf?
Size: 639 KB

Type: Microsoft Word 97 - 2003
From: in01l.mcgov.org

< Open
The file won't be saved automatically.
< Save
2 Save as
12. The Attendance Sheet will open.
e The first sheet is blank with just the header. Apcos s
e The following sheets include the Class Roster. N S
) Learner Name Company | Employes ID Number e Signature
e Print the roster. R sEwsnsocia semace s
— Be sure to change the setting to “Print on one e iSSP S R
side”. ;

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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