Office of Human Resources

Organizational Development and Training Division

User Guide: Enroll in a Class (for Partners)

Purpose

The OHR Training and Development Division opens up Montgomery County employee professional development training for our community partners, contractors, volunteers,
interns and retirees. Because many of them do not have a MCG Computer Network login, we provide access through the AccessMCG Extranet Portal. To enroll you must have
already set up a profile in the AccessMCG Extranet Portal, and received approval to access the Learning Areas. If you have not set up a profile or requested access, click on this
link for assistance: User Guide: Requesting Access to the AccessMCG Extranet Portal and MCG Learning Areas

o  Contractors, volunteers or interns who have a MCG computer network login do not have to create a profile. They automatically have access to Oracle Learning Management
(OLM) through the AccessMCG ePortal. See the User Guide for MCG Contractors and Volunteers

Additional Information

Before logging into OLM, we recommend that you decide which classes you want to enroll in. These can be found on the OHR Training and Organizational Development webpage
(www.montgomerycountymd.gov/training). There are two catalogs on line:

e  Office of Human Resources (OHR) - Training Catalog: Includes Professional Development, Management Development, Mandatory Classes and Microsoft Word Classes.
o Health and Human Services (HHS) - Center for Continuous Learning (CCL) Training Catalog: Topics of interest to the Department of Health and Human Services; social
workers and therapists throughout the County.

Once you have located the class you want, go to OLM to enroll. Once you have completed your enroliment, an email confirmation will be sent to you the next day. This will included
the detailed information, including address of the class. Please keep it for reference. Seven days before the class is scheduled, you will receive a reminder.

Questions

If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.
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http://www.montgomerycountymd.gov/HR/Resources/Files/Training/AccessMCG_Portal%20_Non_Employees.pdf
http://www.montgomerycountymd.gov/HR/Resources/Files/Training/User_Guide_OLM_for_Contractors_and_Volunteers.pdf
http://www.montgomerycountymd.gov/training
http://www.montgomerycountymd.gov/HR/Resources/Files/Training/FY16_OHR_CATALOG.pdf
http://www.montgomerycountymd.gov/HR/Resources/Files/Training/CCL_CATALOG_Spring_2016.pdf
mailto:OLM.Admin@MontgomeryCountyMD.gov

Step | Action

Visual

1. Go to the AccessMCG Extranet Portal by clicking this link:
Extranet Portal

If you have not bookmarked or added this link to your favorites,
we recommend that you do that now for the future.

Sign in to AccessMCG Extranet

Your Email:

Password:

Click Log in.

o [fyou are not sure if you have a profile set up, try to login. Forgot Password? | [ _County Has Setup My Account
The system will notify you if it does not recognize your ( ——
email. ,

o If you have forgotten your password, click the Forgot application portal
Password button on the AccessMCG Extranet Iogiwe/
and follow the steps to reset your password.

2. The AccessMCG Extranet Portal will open.
Home Activity Calendar County Links » Logout

Click on Learning Services.

vMost Visited Apps
.earning Services
mployment

A\ccessMCG Self-Service

43849
18162

11420

All Apps DLCApps Featured HRApps MCG Apps

Welcome to County Extranet App Portal!

Find an App

< || search

Employment

Once you complete your account activation, you
will be able to apply for jobs and check the
status of your application online. You MUST
complete a one-time account setup before you
can apply for County jobs.
Leamer/iStore/iSupplier account cannot be
usedDue to Oracle ERP limitation,...

° Read More

disclaimer

\.\'l«ml‘ ( L

SCo™

Financial Disclosure

Financial Disclosure On-line Financial Disclosure
Statement Filing System for Montgomery
County, Maryland. This system allows you to
electronically complete, file, and maintain your
Financial Disclosure Statement which is required
of certain employees, members of Boards,
Committees,...

° Read More

MoS\ Visited Apps

Learning Services

Employment 18162
AccessMCG Self-Service 11420
Activity Calendar
< >
Friday, 11th March

7:00 pm: ERP Weekly Backup

Friday, 18th March
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https://ex01.montgomerycountymd.gov/das/UI/Login?realm=MCGOVExtranet&goto=https%3A%2F%2Fex11.montgomerycountymd.gov%2Fextranetportal

The Learning Services page will open.

Click the blue Click Here to Go to County Learning Area

button.

.earning services

1ted in All Apps, HR Apps, MCG Apps

Enroll Courses, Attend Classes, Track Progress

Get access to the County's published learning courses
Enroll to classes
Maintain learning paths to schieve your personal/career goals!

OTE: Later in time, application may be failing due to following reason(s):

A

+ Activity: ERP Weekly Backup

+ Starts At: 03/11/2016 7:00 pm (Future)

+ Ends At: 03/11/2016 9:30 pm

« App Availability: EXPECT INTERMITTENT
APPLICATION OUTAGES

+ Read More: Activity Detalls

e gy

[ ] I Search

Most Visited Apps

Learning Services s
Employment o1
AccessMCG Self-Service 14

Activity Calendar

earning Catalogs Approval
Access to County Learning requires registration to/spproval from the County.
Each learning gory will need separate

The first time registration may take ittle long time.

elect Learning Catagories to obtain approval *
] County Library Courses

/' Health and Human Services Courses <<- ALREADY APPROVED!

Apps by Keywords

beer cart
county job €.

Friday, 11th March

7:00 pm: ERP Weekly Backup

Friday, 18th March

7:00 pm: ERP Weekly Backup

Friday, 25th March

7:00 pm: ERP Weekly Backup

Friday, 15t April

7:00 pm: ERP Weekly Backup

sccount @Ch bank

The E-Business Suite will open.

Click the MCG External Learner Self-Service link.

E-Business Suite

racle Home Page
Navigator workiist
Full List
rom Subject Sent
ere are no notifications in this view.
‘TIP Vacation Rules - Redirect gr auto-ri fications.
“TIP Worklist Access - Specify h act upon your notifications.
|E MCG External Learner Self-Service \
Personalize
J MCG External Leamer Seif-Service Please select a responsibility.
5. The Learner Home link will appear.
Navigator
Click on the Learner Home link.
| MCG External Learner Self-Service Learning

[F Learner Home
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The OLM Learner Home page will open.
Click the drop-down arrow next to the Search window.

Change Course to Class.

Home | Catalog | Learning History
Current Learning | Requested Learning |

Forums and Chats

Search | Course j |

Al
Learning Certification
Learning Path

%

Leamni cstegory Forum
List of al| Category Chat

I” Exact Phrase Advanced §

Go to the Search box.
In the Search box, enter only one word from the class title.

In this example, we are searching for Preventing Workplace

Harassment, so we typed the word, “prevent” in the Search box.

Click Go.

Learner Home | Course Catalog | Learning History
Current Learning | Requested Learning |

Forums and Chats

Search |Class

|prevent

T

Learning Paths
List of all your active Learning Paths

Create

Learning Path Name
Human Resources Management for Employees

Learning Path
Status

Active

‘Source
Manager 1 of 2

Mandatory Courses
Completed

A list of classes will open.
Locate the class you want.

Click on the Enroll button at the far right.

Enroll

4

Learning Management

Learner Home | Course Catalog | Learning History

search [Class [prevent [Exact Phrase Advanced Search
Leamer Home: Current Leaming >
Classes

™ Navigator ¥

B2 Favorites v

Home Logout Preferences Hel

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

Show Key Notation

2 Previous [1-10 ] Next 10 ®'

Training start Class Enroliment

Course Name Class Name ry Mode Location Center StartDate Time  Time Zone LanguageStatus  |Status. Enroll
Preventing Workplace H¥yggment Preventing Workplace Class 2016-02-04 Instructor Led Training 04-Feb-2016 09:00  Eastem  Englsh  Normal  Not Enrolled -
Course (Classroom) Time =
Preventing Workplace Harassment [Preven ) @ginstructor Led Training 00-Feb-2016 13:00  Eastem  [Engish  Ful Not Enrolled .
Course 2016-02-00 (Classroom) Time =
Preventing Workplace Harassment Preventing Workpiace it Class 2016-02-19 @glnstructor Led Training 19-Feb-201609:00  Eastern  English  Normal Not Enrolled =
Course (Classroom) Time =
Preventing Workplace Harassment Prev @glnstructor Led Training 24-Feb-2016 00:00  Eastem  English  Normal  Not Enrolled =

e )
Course ONL® (Classroom) Time
Preventing Workplace Harassment [Preventin t Class 2016-03-03 @glnstructor Led Training 03-Mar-201609:00  Eastem  English  Normal  Not Enrolled -
Course Time =
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9. The Class Summary page will open.

Review the Enrollment details.
Click Review.

Click Submit.

Another Enrollment Details window will open.

TaInstructor Led Training (
Name  Preventing Workplace Harassment Cout
Cass Name  Preventing Workplace Harassment Class 201
Start Date  01-Jun-2016 09:00
End Date  01-Jun-2016 12:00
Time Zons  Eastern Time
Training Center
Location
Language  English
Price

Submit to approve the action or Back to continue working on this action.

Proposed
Course Name Preventing Workplace Harassment Course
Class Name Preventing Workplace Harassment Class 2016-06-01
Start Date 01-JUN-2016 09:00
[End Date 01-JUN-2016 12:00
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classroom)
Language English
Cost Center
Spedial Instructions
ollment Justification

Back | | Submit
[ Back | L

10. | You will also see a new notification on your Learner Home

page.

enrollment details.

This is a hyperlink, so you can click on it to review your

Home | Catalog | Learning History
Current Learning | Requested Learning | Forums and Chats

D Confirmation

from the Requested Learning tab on the Learner Home page.

%

Learning Paths
List of all your active Learning Paths

Search |Course =l I™ Exact Phrase Advanced Search

Your request to enrall in the class Prevent Workplace Harassment Class 2013-04-18 has been submitted for manager approval. You can monito ent status

Welcome, Ja ffman!

A

« You have 2 new notifications.

60
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11. | When you click the new notification link this page displays
detailed enroliment information.

Do not use the browser’s Back button.

To return to your Learner Home page, click the Home tab.

Home | Catalog | Learning History

This notification does not require a response.

Class enrollment for Hoffman, Jack has been approved.

Request Information

From SYSADMIN
To Hoffman, Jack

Sent 02-Apr-2013 17:50:51
D 6774362

Enroliment Details

Proposed
Course Name Prevent Workplace Harassment Course
Class Name Prevent Workplace Harassment Class 2013-04-18
Start Date 18-APR-2013 08:30
End Date 18-APR-2013 11:30
Time Zone Eastern Time
Delivery Mode Instructor Led Training (Classroom})
Training Center Rockville Core Training Center
Language English
Cost Center
Special Instructions
Enrollment Justification

Action History LI

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.gov or 240-777-5116.
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