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How to Enroll in a Class for MCG Staff 

Introduction 
Any Montgomery County Employee with a network account can access our professional development training.  As part of our TransformMCG initiative, we have 

implemented the Oracle Learning Management System(OLM), which can be accessed through the e-portal. 

Looking for a Class 
Information on Classes being offered is located on the OHR Career Development WebPage. 

(1) Click here:  http://www.montgomerycountymd.gov/HR/  Click Career Development > Click Training 

(2) Locate the Class Catalog you want.   

 OHR Class Catalog:  Includes Professional Development, Management Development, Mandatory Classes and Microsoft Word 

Classes. 

 HHS – CCL:  Class of interest to the Department of Health and Human Services; social workers and therapists throughout the 

County. 

(3) Open or print the Catalog for your own use. 

(4) Once you have located the class you want go to Oracle Learning Management to enroll. 

http://www.montgomerycountymd.gov/HR/


Confirmation 
Once you have completed your enrollment, an email confirmation will be sent to you the enxt day.  This will included the detailed information, 
including address and location of the class.  Please keep it for reference.  Seven days before the class is scheduled, you will receive another 
remnder. 

Need Help? 
If you run into a problem accessing OLM or enrolling, please contact the OHR Training Line, 240-777-5116; or email OLM.Admin@montgomeycountymd.gov. 

Instructions 

 

p Action  

1.  Go to the e-portal: >  

 

Log-in using your MCG User Name and Password 

Click the orange Log-in button. 

 

 

 

Recommendation: 

Once you are on the log-in page, please bookmark this 
site for faster access. 
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2.  Once you log-in, the e-Portal dashboard will appear. 

 

Click on Employee Self-Service. 

 

 

 

 
 

3. 4
. 
The Employee Self-Service page will open. 

 

Click on the blue button – “Go to Employee Self-Service 
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4.  The Oracle Applications Home Page will open. 

 

5. 5
. 
Click the MCG HR Employee Self-Service link located 
below the Navigator Bar. 
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6. 4
. 
Click the Learner Home link. 

 

 
 

7. 6
. 
The OLM Learner Home page will open. 

 

 

 

 

8.   Click the arrow next to the Search window 

 From the drop down, select Class. 

 Go to the Search Box 

 Enter ONLY ONE WORD from the class title 

 Click “Go”. 
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9. 9
. 
A list of classes will open. 

 

 Locate the class you want. 

 Click on the Enroll button at the far right. 

 

 

 
 
 

10. 1
0
. 

The Class Summary Page will open. 

 

 Review the Enrollment details  

 Click the Apply button. 
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11. 1
2
. 

You will automatically be returned to your Learner Home 
Page. 

 

You can see your enrollments under your Enrollments 
section. 
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12. 1
3
. 

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. 
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13. 1
4
. 

This page displays with detailed enrollment information. 

 

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

 

DO NOT use the browser’s back button. 

 

 


