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OLM User Guide:  Managers and Supervisors
The Manager Role provides immediate access to all the Learner Home records for your direct reports, allowing you the same access your employees have.  You can view current enrollments, learning history, enroll and unenroll in classes and, subscribe to and unsubscribe from Learning Paths.  
The purpose of this User Guide is to show you how to
· Access your direct reports’ Learner Home 
· Enroll a direct report in a class
· Withdraw a direct report from a class
· Subscribe to a Learning Path for a Direct Report
· Enroll a direct report in a class within a Learning Path
· Check progress toward completion of a Learning Path 
Access Direct Report’s Learning Home 

	Step
	Action
	

	1. 
	Log into the e-portal
Enter in your username and password.

Click Login Button

The e-Business page will open.
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	2. 
	Click Oracle eBusiness.

Click Go to Oracle eBusiness,

Your eBusiness Suite page will open.
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	3. 
	Click on MCG HR Manager Access
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	4. 
	Learner Management for Managers will open.

Click Learner Home
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	5. 
	A screen will open with a list of all your direct reports.

We have divided and enlarged the screen shot here so you can see the detail.

To view an employee’s Learner Home, click View. 
	  Full Screen View
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Split Screen View #1 of 2
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Split Screen View #2 of 2
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	6. 
	The employee’s Leaner Home opens and you can view:

· Learning Paths the employee has subscribed to.
· Most recent training and enrollment status of each class.

Click the Learning History Tab to see training going back to early 2013.
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Enroll a Direct Report in a Class

	Step
	Action
	

	1. 
	Search for the class from the Learner Home page.

Using the Search Box at the top-left.
· Click the down arrow and select Class.

· Enter one word from the title of the class into the field

· Click go

· A list of classes will appear
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	2. 
	Enroll in the Class.

· Click Enroll

An information screen will open.
· Click Review

Another screen will open.
· Click Submit

You will be returned to the Learner Home Page.  
· A Confirmation will appear on the Learner Home Page.

A confirming email will be sent to the employee and to you.
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Withdraw a Direct Report from a Class

	1. 
	From the Learner Home,

· Click Unenroll

A new screen will open.
· Click the New Status drop down arrow.

· Select Cancelled

· Click Finish

A confirming email will be sent to the employee and to you.
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Subscribing to a Learning Path for Direct Report

	Step
	Action
	

	1. 
	Log into the e-portal
Enter in your username and password.

Click Login Button

The e-Business page will open.
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	2. 
	Click Oracle eBusiness.

Click Go to Oracle eBusiness,

Your eBusiness Suite page will open.
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	3. 
	Click on MCG HR Manager Access
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	4. 
	Learner Management for Managers will open.

Click Learner Home
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	5. 
	A screen will open with a list of all your direct reports.

We have divided and enlarged the screen shot here so you can see the detail.

To view an employee’s Learner Home, click View. 
	  Full Screen View
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Split Screen View #1 of 2
[image: ]

Split Screen View #2 of 2
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	6. 
	The employee’s Leaner Home opens and you can view:
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	7. 
	Search for the Learning Path from the Learner Home page.

Using the Search Box at the top-left.
· Click the down arrow and select Learning Path.

· Enter one word from the title of the class into the field

· Click go

· A list of Learning Paths will appear
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	8. 
	Click on the Learning Path you want to select.
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	9. 
	The Learning Path Screen will open.
	

	10. 
	You can view the following:
· Name
· Description
· Objectives
· Sections:  The coures included in the Learning Path by Mandatory Section and Optional Section.
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	11. 
	Viewing the Sections:  Mandatory Classes

· Click the Mandatory Courses radio button.
· The list will appear under Course Name.
· To the right of the title will be the Completion Target – the number of days to complete the course from the date you subscribe to the Learning Path. 
· The next column shows the Notification Date – this indicates when an automated reminder will be sent to the Learner and the Manager, based on the date you subscribe to the Learning Path.
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Viewing the Sections:  Optional Classes

Click the Optional Courses radio button.
The list will appear under Course Name.
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	12. 
	To Subscribe your direct report, click Subscribe
	[image: ]

	13. 
	You will retruned to the Learning Path Page.
· A Confirmation will appear at the top.
· Click the Learner Home Page Tab.  
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The Learner Home Page has been updated.
· The new Learning Path has been added under Learning Path Name.
· Note that the start date  and end date for the Learning Path are listed.
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Enroll a Direct Report in a Class within a Learning Path
 
	1. 
	Open the employee’s Learner Home Page.

From the Learning Paths Section, click title of the Path you want access to.
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	2. 
	Under Sections
Select either Mandatory Courses or Optional Courses to view the list of courses for that section.
Click Find Offering.
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	3. 
	The Offerings Screen will open.
Click the Offering Name.
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	4. 
	The Classes Screen will open.
A list of upcoming classes will open up.
Click Enroll to enroll the Learner in the Class.
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	5. 
55.
	An information screen will open.
· Click Review

Another screen will open.
· Click Submit

You will be returned to the Learner Home Page.  
· A Confirmation will appear on the Learner Home Page.

A confirming email will be sent to the employee and to you.
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Check Progress toward Completion of a Learning Path 

	1. 
	Open the employee’s Learner Home Page.

From the Learning Paths Sectin, click title of the Path you want to view..
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	2
	Click on the Mandatory Courses radio button.
The course list appears, and indicates which courses the Leaner has taken.
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	3
	Repeat the Process for the Optional Courses..




If you have problems with any of these functions contact:
Anithia Rhodes, 240-777-5064, Anithia.rhodes@montgomerycountymd.gov
Natalie Hillson, 240-777-5065, Natalie.hillson@montgomerycountymd.gov


1

image3.png
>>  Go to Oracle eBusiness




image4.png
Learning Administrator

MCG HR Employee Self-Service
MCG HR Recruitment Employee
MCG HR Recruitment Rater
MCG HR Manager Access

MCG Learning Administrator
MCG Learning Instructor

MCG Learning Registrar





image5.png
:
J
i

Manager Actions
Emy Information

Performance Management

‘Compensation Workbench

Appraisals

Allocated Checklists

Documents of Record

I [ [ () 0 (0 @

Z

ports
‘Submit Reports
View Reports

Learner Management : Learning Management for Managers
Learner Home
External Learning




image6.png
Focus Name.
& Brady, Anita K.

Driscoll, Lorraine 3.
Hassanein, Mabrouka L
Heyman, Irving A.
Hillson, Natalie
Johnson, Michaela E.
Marks, Leslie Y.
Nachman, Gail R.
Ramet, Tewodros
Rhodes, Anithia M.
Robey, Shannon

20160
19306
104134
7
9300
149572
167062

9953

Manager
Manager
Manager
Contingent Worker
Specialist
Manager
Manager
‘Specialist
Specialist

016090.Program Manager L000834.FT.T.
016090.Program Manager L000834.FT.T.
016090.Program Manager L000834.FT.T.
017747.Contingent Worker.007646.FT.N.

012928, Human Resources Specialst IILO0D12LFT-P.

1016090.Program Manager L000834.FT.T.
016090.Program Manager L000834.FT.T.

013496, Human Resources Specialst IIL00D121.FT-P.

011308, Administrative Specialist L000152.FT.P.1

Department

OHR 33 Change Management and Organizational Development
OHR 33 Change Management and Organizational Development
OHR 33 Change Management and Organizational Development
‘OHR 33 Organizational Development
OHR 33 Organizational Development
OHR 33 Change Management and Organizational Development
OHR 33 Change Management and Organizational Development
‘OHR 33 Organizational Development
OHR 33 Organizational Development

Montgomery County MD

20160
19306
10413

14957
16706

9953





image7.png
Leamer Home [ Course Catalog | Learning Histor |
Cuentteaming | feguesesleamng | Fonmsandches

Search [Course M| Oexact Phrase | 6o | Advanced Search
Employee Name  Johnson, Michaela Employee Number 9300
E
Organization Email Address noreply@megov.org Business Group Montgomery County
D

List of all your active Learning Paths

Create

Learning Path Name |Learning Path Status [Source |Mandatory Courses Completed [Start Date |Due Date -~ |Completion Date Update Move to History Unsubscribe
Human Resources Management for Employees Learning Path |Active Manager 1 of 2 01-Jan-2013 26-Ju-2018 2 e %
\Aspiring Supervisor Learning Path ‘active Catalog 2 0f 6 01-Jan-2013 26-Feb-2020 2 © &

Enrollments include all current enrollments, including those in classes that are part of a learning certification o learning path.
Show Key Notation

|Class Name TypelStatus  Item in/Start Date |End Date |Completion Date  Time Zone Play Move to History Unenroll Evaluate or Sign
Drug Free Workplace - Non DOT Supenvisors Class 201503 | @y Enrolled 26-Mar-2015 13:30:00 26-Mar-2015 15:30:00 Eastern Time © Y

26

BloodBorne Pathogens Refresher 2015 CBT Class 9 Completed 16-Jan-2015 00:00:00 02-0ct-2014 09:13:24 Eastern Time

/ADA Local Government CBT Skills Assessment 9, |Completed 15-Apr-2014 00:

e
15Jan-2015 11:42:09 Eastern Time e
(iad

Problem Gambling in Maryland Class 2015-04-02 @y [Enrolled 02-Apr-2015 09:00:00 02-Apr-2015 12:00:00 Eastern Time




image8.png
Learner Home | Course Catalog | Learning History |G

Current Learning | Requested Learning | Forums and Chats

Search | V][ [Oexact Phrase | 6o | Advanced Search




image9.png
B Ot SS G telo0 | il sy
Current Learning | Requested Learning | Forums and Chats
Search [Class [V [prevent [exact Phrase | 6o | Advanced Search





image10.png
ourse Name.

reventing Workplace Harassment
urse
reventing Workplace Harassment

urse

Class Name

Delivery Mode

Preventing Workplace Harassment Class 2015-04-02 (DHCA STAFE Gginstructor Led Training

oNLY)
Preventing Workplace Harassment Class 2015-04-07

(Classroom)

@ginstructor Led Training
(Classroom)

Location Training Center

Rockville Core Training
Center

start
Start Date Time
02-Apr-2015 13:30

07-Apr-2015 09:00

Time Zone
Eastern
Time

Eastern
Time

Class
Language Status
English  Normal

English  Full

Enrollment
Status
Not Enrolled

Not Enrolled

[




image11.png
earch | Course [V [prevent Oexact Phrase | Go | Advanced Search

nroll: Preventing Workplace Harassment Class 2015-04-28

Cancel | [ Review

Employee Name  Johnson, Michaela E. Employee Number 9300
Organization Email Address  noreply@mcgov.org Business Group Montgomery County MD

] Show Key Notation

Delivery Mode ~ @5Instructor Led Training (Classroom)
Course Name  Preventing Workplace Harassment Course
Class Name  Preventing Workplace Harassment Class 2015-04-28

Start Date  28-Apr-2015 09:00
EndDate  28-Apr-2015 12:00

Time Zone  Eastern Time

Training Center ~ Rockville Core Training Center
Location

Language  English

Price.





image12.png
Ll e e Wl ]

Review

Employee Name  Johnson, Michaela E.
Organization Email Address  noreply@mcgov.org
Use this page to review your changes . Click Submit to approve the action or Back to continue working on this action.

Enroliment Details

Employee Number 9300
Business Group Montgomery County MD

Proposed
Course Name reventing Workplace Harassment Course
Class Name reventing Workplace Harassment Class 2015-04-28
Start Date 28-APR-2015 09:00
End Date 28-APR-2015 12:00
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classroom)
Training Center Rockvile Core Training Center
Language English
Cost Center
Spedil Instructions
Enrollment Justification





image13.png
Confirmation
‘Your request to enroll in the ciass Preventing Workplace Harassment Class 2015-04-28 has been submitted for manager approval. You can monitor your enroliment status from the Requested Learning tab on the Learner Home page.




image14.png
Unenroll: Drug Free Workplace - Non DOT Supervisors Class 2015-03-26

Use this page to cancel your enrollment in this class. = =

Enrollment Number
Current Enrollment Status
* New Status

Reason

Return to Home Back





image15.png
Learner e | Couree o | eamin it |

Current Learning | Requested Learning | Forums and Chats

Search [Learning Path [ Jhuman| X [JExact Phrase | Go | Advanced Search
Employee Name  Johnson, Michaela Employee Number 9300
E
Organization Email Address noreply@megov.org Business Group Montgomery County
D

&




image16.png
Leaming Paths
Click the links to see details. For different results please re-enter Search Criteria.

Employee Name  Johnson, Michaela Employee Number
E
Organization Email Address noreply@megov.org Business Group

Name
Human Resources Management for Employees Learning Path
Human Resources Management: Managers Learning Path




image17.png
Learner Home | Course Catalog | Learning History
Search [Learning Path [¥] [human Oexact Phrase | 6o | Advanced Search

Learning Path: Human Resources Management: Managers Learning Path
‘Select an individual section to view the courses that the section contains. Click a course name to view the course details.

Subscribe
Employee Name  Johnson, Michaela E. Employee Number 9300
Organization Email Address  noreply@mcgov.org Business Group  Montgomery County MD

Completion Target 1815 Day(s)  Notification before Target 365 Day(s)

=

Human Resource competencies and issues are critically important in today?s workplace. The courses in the Human Resources Program were developed in response to specifc training needs identified by County managers and supervisors. These courses are intended to
provide a broad overview of HR functions and are designed for employees who are new or experienced supervisors or manager.

biecth

= understand basic labor relations principles * understand the rules and procedures that make up the County?s Human Resources system.

Ssecons

Select Learning Path Section Completion Type Courses in Section Mandatory Courses
®  Mandatory Courses ‘All Components Mandatory
O |optional Courses All Components Optional

Courses: Mandatory Courses

Course Name

Completion Target Notification before Target
EEO and Diversity Management Course 1815 Day(s) 365 Day(s)
Interviewing and Selecting Employees Course 1815 Day(s) 365 Day(s)
Preventing Workplace Harassment Course 1815 Day(s) 365 Day(s)




image18.png
p—— p—

i

e a—





image19.png
Select Learning Path Section Completion Type Courses in Section Mandatory Courses
O Mandatory Courses ‘All Components Mandatory
® Optional Courses All Components Optional

ourses: Optional Courses

Course Name.

ntro to Managing in a Union Setting Course

Manage Conflict in a Union Setting Course

verformance Management: Basics Course

Substance Abuse: DOT Supervisor Course

“amily Medical Leave Act (FMLA) Overview for Management Course

Americans with Disabilities Act (ADA): Serving Customers Course





image20.png
Learner Home | Course Catalog | Learning History
Search [Learning Path [¥] [human Oexact Phrase | 6o | Advanced Search

Confirmation

‘You have successfully subscribed to the learning path Human Resources Management: Managers Learning Path.

Learning Path: Human Resources Management: Managers Learning Path

To complete this learning path, you must complete the total number of mandatory courses within the path. To complete a course, find an offering in the courses table below, and enroll in one of its classes.

Employee Name  Johnson, Michaela E. Employee Number 9300
Organization Email Address - noreply@mcgov.org Business Group Montgomery County MD
Mandatory Courses Completed 1of  Progress On
3 Schedule .

=

Human Resource competencies and issues are critically important in todayys workplace. The courses in the Human Resources Program were developed in response to specific training needs identified by County managers and supervisors.
provide a broad overview of HR functions and are designed for employees who are new or experienced supervisors or manager.

= understand basic labor relations principles * understand the rules and procedures that make up the Countyjs Human Resources system.

CSections

Select Learning Path Section Completion Type Courses in Section Mandatory Courses Mandatory Courses Completed
®  Mandatory Courses ‘All Components Mandatory 3
O |optional Courses All Components Optional 3 0 0
Courses: Mandatory Courses
Course Completion Target Notification before Target (Days) status Find Offerings  Perfor
EEO and Diversity Management Course 20-Mar-2020 365 Not Enrolled Q
Interviewing and Selecting Employees Course 20-Mar-2020 365 Not Enrolled
Preventing Workplace Harassment Course 20-Mar-2020 365 Completed Q





image21.png
i

List of all your active Learning Paths

Create

Learning Path Name |Learning Path Status [Source [Mandatory Courses Completed [Start Date [Due Date ~ [Completion Date Update Move to History Unsubscribe
Human Resources Management for Employees Learning Path |Active Manager 1 of 2 01-Jan-2013 26-7u-2018 2 e %

Dwersity Studies for Employees Learning Path ‘active Catalog 1 0f2 01-Jan-2013 06-Mar-2020 2 © &
Human Resources Management: Managers Learning Path |Active Manager 1 of 3 01-Jan-2013 20-Mar-2020 2 © &
Contract Administration Learning Path ‘active Manager 0 of 1 15-0ct2013 2 © &




image22.png
Leamner Home: Current Leaming >  Leaming Path >
Course: Interviewing and Selecting Employees Course

Use this page to view the course details. To find a class in which to enroll, click an offering name.
Show Key Notation





image23.png
eamer Home: Current Leaming > Leaming Path > Course >
ffering: Interviewing and Selecting Employees - ILT Offering

Use this page to view and enroll in a class. To cancel your enrollment, diick the class name, then click Unenroll.
5 Show Key Notation

Filter by Name |
Class Name. |Location  Training Center |start Date Time Zone Duration [Class Status |Enroliment Status Enroll
nterviewing and Selecting Employees Class 2015-04-14 Up County Training Center 14-Apr-2015 EasternTime 7 Hour(s)  Normal Not Enrolled )
nterviewing and Selecting Employees Class 2015-06-17 Up County Training Center 17-Jun-2015 EasternTime 7 Hour(s)  Normal Not Enrolled )




image1.png
UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

Sign in to AccessMCG

our Email: |

Password:

Forqot Password?| My Accout|
Reuister New User| County Has Setup My Accout|

access

application portal





image2.png
mployee
If Service

All Apps

Employee Self-Service
Al Apps, Featured, Internet, MCG, Top-5 Apps | 24 comments
Employee SeftSevce
Read More
Oracle eBusiness (EBS/ERP)

Al Apps, Featured, Internal, MCG, Top-5 Apps | 10 comments
Oracle eBusiness (EBS/ERP)

Read More.

Apps by Keywords!

AccessMCG Account admin Awareness

benefits beneficiarya

budget Business Intelligence
Careers ciass course ciystal
EBS eBusiness
Employee ERP rip-: hlpxz
training HR hyperion iammeg jOD
search .-..learner
home menagemen: MCtime
«ropen enroliment

ereins OrACIE passwors
PayroII Payslip pension pisn




