OLM User’s Guide

Office of Human Resources Training and Organizational Development Team

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

Action

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

1. | Go to the e-portal: > Welcome to Montgomery County, Maryland - Single Sign On

User Name:

Password: |

Log-in using your MCG User Name and Password

Click the orange Log-in button.

[ Forgot Password? | [ My Account |

access
application portal [ Unlock My A ] [ Change My F ]

Recommendation:

Once you are on the log-in page, please bookmark this
site for faster access.




Action

Once you log-in, the e-Portal dashboard will appear.

Click on Employee Self-Service.

The Employee Self-Service page will open.

Click on the blue button — “Go to Employee Self-Service

HOME » FEATURED INTERNET INTERNAL ACTIVITY CALENDAR

ePortal

COUNTY LINKS »

LOoGOUT

for County Systems and Applications

search ePortal...

Public saf;

All Apps DTS Featured FIN & Risk Mgmt HR Internal Internet MCG
My Favorites Most Visited
Oracle eBusiness (EBS/ERP) .
Employee Self-Service w5073

I\ursday‘ 24th December

—
Oracle eBusiness (EBS/ERP)

| Enferprise Business Intelligence
! Information Security Awareness

HR Admirdstration Training
Enterprise Business Intelligence
and Reporting
1 MCHme
Employee Self-Service
All Apps, Featured, Internet, MCG, Top- 4 cor ent

597415

114393

86098

All Day: MCTime Due

Friday, 25th December
All Day: MCTime Due

l 7:00 pm: ERP Weekly Backup

Friday, 1st January

Top-5 Apps

I

Employee
Self Service

Manage your personal information, view Payslips and W2s,

apply for jobs, and mare

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 perfarmance evaluation

- Review and print your Payslips

+ Review and download your W2 forms
- Search and apply for County jobs

= Sign-up for County training classes

Go to Employee Self-Service I

Welcome to Employee Self-Service!




Action

The Oracle Applications Home Page will open.

Oracle Applications Home Page

B Favorites ¥

Worklist Favorites
Full List (195) Catalog
<) Previous |1-5 . MNext 5 (=) EEI Trainin
From |subject |sent - Michael
Hillson, Natalie  |Your enrollment is cancelled. 21-Dec-2015 Supervi
Chohda, Anjoo  |Expense 1101293 (25.99 USD) has been submitted for approval on your 08-Dec-2015 fE Backto
behalf = BI tool
SYSADMIN Your enrollment is confirmed. 02-Dec-2015 & Extrane
Johnson, Johnson, Michaela E. has cancelled an enrollment 17-Nov-2015
; & TechM
Michaela
Chohda, Anjoo Expense 1081113 (45.48 USD) has been submitted for approval on your 10-Nov-2015

behalf
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Navigator

Personalize

3 MCG Admin Inquiry

7] MCG HR Employee Self-Service
1 MCG HR iRecruitment Employee
£ MCG HR iRecruitment Rater

[ MCG Learning Administrator

£3 mce Learning Instructor

MCG HR Employee Self-Service
Personal Information
Emergency Contacts

My Information

Employee Appraisal

Click the MCG HR Employee Self-Service link located
below the Navigator Bar.

MNavigator

1 MCG Admin Ingui
MCG HE Employee Selr-Service

select a re

£ MCG HR iRecruitment Rater

T MCG Learning Administrator




Action

Click the Learner Home link.

Learner Access : Learning

=l Learner Home _I

External Learning

The OLM Learner Home page will open.

/= Learner Home - Windows Internet Explorer

=121 x|

[2]]

@g = [ hetps:/fint01 megow. arg/entn1 js31j0A_HTMLIOA 15pr0AFUNc=0TA_LEARNER_HomE_parmseoarp=o1 7| G4 |[+2|| x| [*] coogle

| File Edt Wiew Favortes Tools Help

Learning Management

i Navigator v B% Favorites ¥

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

Search |Course = ™ Exact Phrase Advanced Search

All

Welcome, Jack Hoffman!

Learning Certification
Learning

il Announcemen
Lear ts
List of al s ® You have 1 new nofifications.
Learning Learning Path Mandatory Start Due Completion Move to 60
Path Name  Status Source Courses Completed Date Date Date Update History  Unsubscribe Browse Catalog
No results o HHS - Center for Continuous
found. Le...
« MC Public Libraries Training
Q « OHR Training Institute
Enrollments

Enroliments include all current enroliments, including those in classes that are part of @ learning certification or learning path.
[# Show Key Notation

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”.

Cataleg

Current Learning | Req Forums and Chats

Search |Course I Exact Phrase

All
Learning Certification
|Learning Path

Lear _—

& | U
List of al|Category Chat 5
— 1




Action

/= Classes - Windows Internet Explorer == x|

T = [ rewpe firos megew crajerotz3110n L on 1w

9. | Alist of classes will open.

| Fle Edt  view Faverites Tools Help
Learning Management

e Locate the class you want. e S reee s o fesest B

Learning History

° Clle on the Enl’0|| button at the .I:ar. I'Ight search [Class =] [prevent I~ Exact Phrase Advanced Search

Home: Current Learning >

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

Shows Key Notation

Training Start Time lclass  [Enroliment
Delfivery Mode Location Center Start Date Time Zone  lLanguage|Status |Status
@ginstructor Led Rockville Core  18-Apr-2013 08:30 Eastern English  Mormal MNot Enrolled
Harassment Class 2013~ Training (Classroom) Training Center Time
rkplace @gInstructor Led Rockville Core  D1-May-2013/13:00 Eastern English  Normal  Not Enrolled
t Class 2013- Training (Classroom) Training Center Time
Prevent rkplace @ginstructor Led Rockville Core | 04-Jun-2013 08:30 Eastern English  Mormal Mot Enrolled
Harassm t Closs 2013- | Trgining (Classroom) Training Center Time E=]

Issues Module 4 2016-01-12

10.| The Class Summary Page will open.

e Review the Enrollment details N
o Click the Apply button. —

e: Legal Clinical Issues Module 4 2016-01-

9:30
0:30




Action

1.

You will automatically be returned to your Learner Home

Page.

You can see your enroliments under your Enroliments
section.

/= Learner Home - Windows Internet Explorer

FTE]

6@- [#: hitps: fint01 . megow.orglentin [s31 (G _HTMLiGA, isp?OAFUnc=CTA_LEARKNER_HOME_parmztonnP—=oT =] S |[42|[ x| [28 socgle

[2]

| File Edit Miew Favorites Tools  Help

Learning Management
M Navigator> B2 Favorites ¥

Catalog | Learning History
Cutlfigme|Learning | Requested Learning | Forums and Chats

Search | course =l I™ Exact Phrase Advanced Search

Learning Paths .

Move to 6d

Update History

Mandatory Courses Start Due
Source Completed Date

Completion
Date Date

Enroliments include all current enroliments, including those in classes that are part of @ learning certification or learning path.

Show Key Notation
Move
Item| Completion Time to Evaluate
Type/Status in  |Start Date End Date Date Zone Play History Unenroll or Sign
Enrolled 18-Apr-2013 08:30:00 18-Apr-2013 11:30:00 Eastern
v lace Time
Harassment| @5 i B
Class 2013-
04-18

Home Logout Preferen

Announcements

Unsubscribe Browse Catalog

Welcome, Jack Hoffman!

You have 2 new notifications.

HHS - Center for Continuous
Le...

MC Public Libraries Training
OHR Training Institute

<




Action

/= Learner Home - Windows Internet Explorer

6@ % [# https/jint01 megov.org/onto1js31/08_HTMLOA.fp7p EENEENR B

| File Edit Miew Favorites Tools  Help

FTE]

28

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

Learning Management

. . . . . M Navigator v B2 Favorites v ome Logout Preferen
This is a hyperlink, so you can click on it to review your e o e

Catalog | Learning History

enrOlIment details Current Learning | Requested Learning | Forums and Chats
search [Course = I~ Exact Phrase Advanced Search

Welcome, Ja

& Confirmation

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

%

Learning Paths
List of all your active Learning Paths ® You have 2 new notifications.

Learning Learning Path Mandatory Courses Start Due Completion Move to 6d

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

o results o HHS - Center for Continuous
found.

 MC Public Libraries Training
Q  OHR Training Institute

Enroliments
Enroliments include all current enroliments, including those in classes that are part of @ learning certification or learning path.

Show Key Notation

Move
Class Item| Completion Time to Evaluate
Hame 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

Worknlace Time a2
< |
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13.

This page displays with detailed enroliment information.

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

DO NOT use the browser’s back button.

/= Notification Details - windows Internet Explorer

: https:/[intD1 megov.org/entil 5310 _HTML{OA. sp? OAFuRc=FND_WFNTF_DETAIL St Id=6774a620 || G4 || €[] x| |-ﬂ] Google

FTE]

[2]-]

| File Edit avorites  Tools  Help

-earning Management

™ Navigator ¥

Learning History
a | Requested Learning
urrent Leaming >  Worklist >

| Forums and Chats

@ Information

This notification does not require a response.

Class enrollment for Hoffman, Jack has been approved.

Home Logout Preferences Help

From SYSADMIN

To Hoffman, Jack
Sent 02-Apr-2013 17:50:51
ID 6774362

Enroliment Details

Proposed
‘Course Name Frevent Workplace Harassment Course
Class Name Frevent 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

Request Information




