
Enroll in a Class 
Step Action  

1. Go to the County Portal: portal.mcgov.org 
Enter in your username and password 
 
Click Login Button 
 
 

2. Click on the Oracle eBusiness link 



Step Action  
3.  Select the MCG HR Employee Self-Service role. 

Click the MCG HR Employee Self-Service link. 
 

4.  Click the Learner Home link. 
 



Step Action  
5.  Your Learner Home page displays. 

From here, find the class you want by using any of the 
following functions: 
• Browse Catalog links 
• Catalog tab 
• Search function 
 



Step Action  
6.  From your OLM Home page, click the Search list and use 

the drop down to select class. 
 



Step Action  
7.  Click in the Search field. 



Step Action  
 

8.  
Type in the name of the class, or part of the name into the 
Search field and hit GO. 
 

 



Step Action  
9.  Find the Class you want to enroll in and click on the Enroll 

button. 
 



Step Action  
10.  Review the Enrollment details and click the Review button. 



Step Action  
11.  Review the verification details of the class and click the 

Submit button. 



Step Action  
12.  On your home page, you can see your enrollments under 

your Enrollments section. 



Step Action  
13.  You will also see a new notification on your home Learner 

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



Step Action  
14.  This page displays with detailed enrollment 

information. 
 
To return to your Learner home page, click the home 
tab.   
 
DO NOT use the browser’s back button. 

 

 

 For more detailed information including step by step instructions, please take the online training (UPKs) available for OLM. 

o http://portal/tfmtmpl.asp?url=/content/departments_intranet/cex/transformMCG/HCM/olmupk.asp 


