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Obtaining Learner Transcripts through Oracle Employee Self Service (ESS) 
Step Action  

1.  Go to the County Portal: 
eportal.montgomerycountymd.gov 
 
Enter in your username and 
password 
 
Click the Login Button 
 

 

 
2.  From the ePortal Home Page, click 

on the Employee Self Service 
application. 
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Step Action  
3.  Click the Go to Employee Self 

Service button. 
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Step Action  
4.  Click the MCG HR Employee 

Self-Service link. 
 

 

 
 

5.  Under the Submit Reports Menu, 
click the Submit Reports link. 
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Step Action  
6.  Click the Magnifying Glass 

icon next to the Program Name 
search field. 
 

 
 
 
 
 
 
 

 

7.  A new search window will open. 
 
Click the GO button next to the 
search field. 
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Step Action  
 

8.  
 
Click the Quick Select Icon next 
to MCG OLM Learner Transcript 
Report.  
 

 
 
 
 
 
 
 

 

9.  The search window will close to 
direct you back to the Schedule 
Request page.  
 
Click the Submit button. 
 

 
 
  

10.  Review the information provided 
about the scheduled request. 
 
Click Submit  

 
 
 
*You may click the Back button to 
go back and modify the request. 
You may click the Cancel button to 
cancel the request entirely. 
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Step Action  
11.  A confirmation with the request ID 

displays.  
 
Click the OK button. 
 

 
 
 
 
 
 
 
  

12.  A table with your pending and 
completed requests displays.  
 
NOTE: Until the Phase status 
indicates “Complete”, you will not 
be able to obtain the requested 
transcript.  
 

 

13. When the request is complete, click 
the Output icon.  
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Step Action  
13.  Your transcript displays within 

your internet browser. 
 
NOTE: You may save a PDF copy 
using the icons that appear at the 
bottom of the display. 
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To View Reports through Oracle Employee Self Service (ESS) 

Step Action  
1.  Through ESS, you can access 

reports that you have requested 
without submitting a duplicate 
request. 
 
Under the Submit Reports menu, 
click the View Reports link. 
 

 

 
2.  A list of reports displays. 

 
Click the Output icon to access 
the desired report.  
 
 

 
 NOTE: Select from the drop 

down menu next to “View” to 
change the search criteria.  
 
Click the Go button. A new list 
will display based on the 
selected criteria. 

 
 


	Obtaining Learner Transcripts through Oracle Employee Self Service (ESS)

