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

G
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2.| From the ePortal Home Page, click
on the Employee Self Service
application.
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3. | Click the Go to Employee Self
Service button.

Go to Employee Self-Service

N
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Employee
Self Service

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 training classes
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4. ClICk the MCG HR Employee SYSADMIN Class enrollment for Grubbs, Megan has been approved.
Self-Service link SYSADMIN Class enrollment for Grubbs, Megan has been approved.
SYSADMIN Class enrollment for Grubbs, Megan has been approved.
« TIP Vacation Rules - Redirect or auto-respond to notifications.
|:| MCG HE. Employee Self-Service “ TIP Worklist Access - Specify which users can view and act upon your notifications.
Navigator
F
lease select a responsibility.
] MCG HR iRecruitment Employee
[ MCG HR. iRecruitment Rater
Logout Prefer
Privacy Statement
5. | Under the Submit Reports Menu, Navigator

click the Submit Reports link.

Submit Reports

1 MCG HR Employee Self-Service
[ MCG HR iRecruitment Employee
£ MCG HR iRecruitment Rater

My Information

Payslip
Tax Forms

Employee W-2

MCG HR Employee Self-Service
Personal Information

Employee Appraisal
Allocated Checkdist

Self-Service Benefits

Employment Verification

. Learner Home
E bBdemal Learning

Suhmlt Reports
Subm|t Reports

. View Reports

Total Compensation

Learner Access : Learning

—
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6. | Click the Magnifying Glass
icon next to the Program Name
search field.

Q,

1 Navigator v + Favorites ¥ Home Logout Preferences Help

Name Parameters
Schedile R

: Name

Schedule

Layout Notifications Delivery More

* Indicates required field

® New Request
() Copy Request

Cancel Step 1of 7| Next

Program Name |

|

Request Name |

The name can later be used to search for this request

Privacy Statement

Home Logout Preferences Help

Cancel | Submit |Step 1 of 7 | Next

7. | A new search window will open.

Click the GO button next to the
search field.

/= Search and Select List of Values - Internet Explorer
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Search and Select: Program Name

Search

To find your item, select a filter item in the pulldown list and enter a valu

d
Search By |Program Name|V | |
Results
Select Quick Select

No search conducted.

Go

Program Name

Cancel Select

Id, then select the "Go" button.

Application Name

Cancel Select i 7
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8. Click the Quick Select Icon next
to MCG OLM Learner Transcript
Report.

[0+

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

| Go |

Search By |Program Nameﬂ |

Results

S&I&(1 Quick Select
O £

Program Name
MCG OLM Learner Transcripts Report

Application Name
XXMCG Custom

about the scheduled request.

Click Submit

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.

Cancel | Back |

Cancel Select
9. | The search window will close to \ : o \ \ \
d”-ect you baCk to the Schedule Name Parameters Schedule Layout Notifications Delivery More
Schedule Request: Name
RequeSt page * Indicates required field Cancel || Submit |step 1 of 7 [ Next
(® New Request
Click the Submit button. O Copy Request
Program Name |MCG OLM Learner Transcripts Report Q
Request Name |
Su bm it The name can later be used to search for this request
tep 10of 7| Next
Home Logout Preferences Help
10. | Review the information provided o o 2
Previous Notifications Delivery Review

Schedule Request: Review

Cancel || Back | Step 7 of ?

Name

Concurrent Program Name MCG OLM Learner Transcripts
Report
Reqguest Name
Operating Unit
Language Settings
Language
American English

Cancel || Back | Step 7 of
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Step | Action
11. | A confirmation with the request ID
displays. :
Submit Reporis
Click the OK button.
m Navigator ¥ B Favorites + Home Logout Preferences
LOK |
(@ Information
Your request for MCG OLM Learner Transcripts Report has been scheduled. The Request
ID is 8313206
Home Logout Preferences
Privacy Statement
12. | Atable with your pending and Requests
completed requests displays. View |Last 24 hours V| [ Go | Search || Submit Request |
Requests Summary Table
NOTE: Until the Phase status Safzech
indicates “Complete”, you will not Request IDName _ Phase  Status |Scheduled Date Details | Output
be able to obtain the requested 8313206 MCG OLM Learner Transcripts Report Pending  MNormal  01-Jul-2014 11:36:38
transcript.
13. | When the request is complete, click | Requests
the Output icon. View [Last 24 hours V| [Go ]
Requests Summary Table
@';j Refresh
Request ID|I'lame |Phase Status |Scheduled Date
8313206 MCG OLM Learner Transcripts Report Completed Normal 01-Jul-2014 11:36:38
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13. | Your transcript displays within
your intemet bI’OWSGI’. P https://in0l.mcgov.org/ojn3/ijnd/0A (O ~ @ C | P indl.mcgov.org

{.5 :,‘3 TechMOD B3 Suggested Sites w Mew EPortal :,‘3 TAS Sharepoint :,‘3 TAS Test Environment :,‘3 MCG Internet ”

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.

|_-| View Reports

] MCG HR Employee Self-Service
[ MCG HR iRecruitment Employee
[ MCG HR iRecruitment Rater

MCG HR Employee Self-Service
= Ppersonal Information
|j My Information

B Employee Appraisal
= allocated Checklist

|j Self-Service Benefits

B Payslip
d Tax Forms

J Employes W-2
= Employment Verification
|j Total Compensation

Learner Access : Learning
= Leamner Home
E Eexternal Leamning

Submit Reports

= submit Reports
I d View Reports I

A list of reports displays.

Click the Output icon to access
the desired report.

Requests

View |Last24 hours V| | Go |
Requests Summary Table

Refresh

Request lD|Hame
8313206 MCG OLM Learner Transcripts Report

|Phase

Status |Scheduled Date
Completed [Mormal 01-Jul-2014 11:36:

Search | Submit Request |

-
g

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.

All

Reque
Teque Completed

Wiew
Requ{ Pending
Runnin

Ref g

Request ID|Hame
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