Office of Human Resources

Organizational Development and Training Division

User Guide: MCG Oracle Learning Management (OLM) for Contractors and Volunteers

Purpose
e This guide provides instructions for contractors, interns, and volunteers who have a Montgomery County Government (MCG) computer network login to use
the new MCG OLM for Contractors and Volunteers self-service responsibility in Oracle Learning Management (OLM). This provides quick and easy access to

enroll in online and instructor-led training via OLM. Your MCG computer network login is the user identification (ID) and password used to login to your MCG
computer (e.g., John Smith’s ID may be Smith99).

o For newly hired contractors, interns, and volunteers who have a MCG computer network login, no action is needed to obtain the MCG OLM for Contractors
and Volunteers self-service responsibility in OLM. It will be provided to these individuals within 48 hours of their start date.

o Contractors, interns, and volunteers who have a MCG computer network login and who have previously registered with and logged in to AccessMCG to
access training in OLM should now follow the process above. No action is needed to obtain the MCG OLM for Contractors and Volunteers responsibility in
Oracle.

Additional Information

See External Learner Self-Service Frequently Asked Questions for additional information.

Questions

If you have questions using this guide, please contact the OLM Administrator at OLM.Admin@MontgomeryCountyMD.gov or 240-777-5116.

January 22, 2016


mailto:OLM.Admin@MontgomeryCountyMD.gov

Access Oracle Learn

ing Management (OLM)

Step | Action Visual
1. Go to the AccessMCG ePortal:

https://eportal.montqomervcountvmd.qov Welcome to Montgomery County, Ma&land - Single Sign On

Enter your MCG Network user name and password. | L T

r/,}av( Password:
Click Log in. ol «
P Forqot Password? My Account
‘ access
application portal

2. The ePortal menu will open.

Click Learning Services for Contractors and
Volunteers.

All Apps

‘our favorites will be here

10T LOUNty DySiems ana AppLCAlons
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MCtime Taent
PIOA, pate Employee Self-Service el
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Information Security Awareness §y
Training

Enterprise Business Intelligence e
and Reporting

Al Apps.

Learning Services for Contractors and
Volunteers

Learning Servces
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https://eportal.montgomerycountymd.gov/

3. The Learning Services for Contractors and Volunteers
application page will open.

Click on the blue Click Here to Go to County Learning
Area button.

«arning Services for Contractors and Volunteers

Enroll Courses, Attend Classes, Track Progress

Get access to the County’s published learning courses
Enroll to classes

Maintain learning paths to achieve your personal/career goals!

Click Here to Go to County Learning Area

4, The e-Business Suite will open.

Click on MCG OLM for Contractors and Volunteers.

E-Business Suite

Oracle Applications Home Page

Worklist

From

There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

J MCG OLM for Contractors and Volunteers

Please select a responsibility.
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5. The Learner Home link will appear.

For MCG Contractors and Volunteers who have accessed
OLM through the AccessMCG Extranet Portal, the process
from this point forward is the same as you have used in
AccessMCG Extranet Portal.

Click on Learner Home under the Learning menu that
appears on the right side.

| MCG OLM for Contractors and Volunteers Learner Access : Learging
= Learner Home

|5 External Leaming

Submit Reports

\_j Submit Reports
= view Reports

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

Change Course to Class.

Current Learning | Requested Learning | Forums and Chats
Search |Course | ™ Exact Phrase

Al
Learning Certification
Learning Path

Go | Advanced

Class
Category Forum
List of al|Category Chat

7

7. 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.

-earner Home l Course Catalog l Learning History
current Learning = Requested Learning | Forums and Chats
wearch IClass

V| Iprevenl

Bty

Learning Paths

_ist of all your active Learning Paths

Create |

Learning Path
Status Source Completed |

Manamar 1 ~F D

Mandatory Courses 1
‘ Learning Path Name
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A list of classes will open.
Locate the class you want.

Click on the Enroll button at the far right.

Troimi |
Location Center StartDate Time  Time Zone Language Status

Not Enrolled

Click Review.

Another Enrollment Details window will open.
Click Submit.

' Narw Praenting Workplaoe Harassment €
Class Nama  Preventing Workplace Harassment Class 20160g 01
St Date O1-Jun- 2016 09:00
End Date  01-)um-2016 12:00
Time Zona  Eastern Time
Trasmng Center
Locaton
Langige  English
prce

Enroll
ourse Name Delivery Mode
o NG Workpiac L»j’_m:ucn Led Training 04-Feb-2016 09:00 Eastern English Normal
] (Classroom) Time
frstuciud Taltie e w20 OOm ot Egith G b Eombed W
Jassroom) Time «
jmmm Led Training 19-Feb-2016 09:00 Eastern Enghish Normal Not Enrolled
oure (Ctassroom) Time
rikplace Hara et Prevent Workplace Haras (BUS OPER RS {ginstructor Led Training 24-Feb-2016 09:00 Eastern English Normal Not Envolied
(Cassroom) Time
Zginstructor Led Training 03-Mar-2016 09:00  Easten  English  Normal Not Envolled
The Class Summary page will open.
Cancel Review
H ’ Class
Review the Enrollment details.
Do lnstructor Led Training (C

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 Castem Time
Delivery Mode Instructor Led Training (Classroom)
Language £nglish
Cost Center
Special Instructions
ollment Justification

Sabm
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10.

You will automatically be returned to your Learner Home
page.

You can see your enroliments under your Enrollments
section.

r' |#: hetps://int01 . mogov.orgientDl /531/0A_HTMLIOA. 15p70AFUNc=0TA_LEARNER_HOME_PARMSE0AHP=0T )| & ‘ X F‘] L

(P EdE _ View _ FuicrRes Tock g

1 Navigator v B Favorites v Home Logout Preferences Help
Learning History

| Requested Learning | Forums and Chats
Search | Course =l ™ Exact Phrase E Advanced Search

Welcome, Jack Hoffman!

f all your active Learning Paths

Create

Learning Learning Path Mandatory Courses Start Due  Completion Move to 60

Path Name  Status Source Completed Date Date Date Update History Unsubscribe Browse Catalog

No results e HHS - Center for Continuous
found.

. blic Uibraries Training
o OHR Training Institute

(J

‘ Enrollments

s that are part of a learning certification or learning path.

+ Shov,
Move
Class Ttem ‘Completion Time to Evaluate
Name Type Status in  Start Date End Date Date Zone Play History Unenroll or Sign
Prevent Enrolled 18-Apr-2013 08:30:00 18-Apr-2013 11:30:00 Eastern
Time

1.

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

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

Home | Catalog | Learning History

Current L i | d Learning | Forums and Chats
Search |C0urse j | I” Exact Phrase IE' Advanced Search

D Confirmation

Your request to enroll in the class Prevent Workplace Harassment Class 2013-04-18 has been submitted for manager approval. You can monitol
from the Requested Learning tab on the Learner Home page.

@& A

Learning Paths Announcements
List of all your active Learning Paths

» You have 2 new notifications.
Create

ion Move to 6d
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12. | When you click the new notification link (Step 11), this
page displays detailed enrollment information.

Do not use the browser’s Back button.

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

Home | Catalog | Learning History

rming | Requested Learning | Forums and Chats
Home: Curf@int Learning > Worklist »

This notification dees not require a response.

Class enrollment for Hoffman, Jack has been approved.

From SYSADMIN
To Hoffman, Jack

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

Enrollment 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

Request Information

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.qov or 240-777-5116.
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