Instructions to Access Online CBT or enroll in an Instructor led Course 

though Employee Self Service on the ePortal 

The link on MCtime will take you to the ePortal, where you will log in. 

1. Select Oracle Employee Self Service (ESS)

2. Once in E-Business Suite, select MCG HR Employee Self Service, under the Navigator Bar
3. Click on MCG HR Employee Self Service

4. Scroll down to Learner Access: Learning

5. Click on Learner Home
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6. Select the Course Catalog tab

7. Search using Course in the first box and type MCtime in the second box – Click on Go
Follow the appropriate instruction path depending on if the course is:

· Computer Based Training (CBT) - Continue to page 2

· Instructor Led – Continue to page 3
For CBT courses: 
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There are two (2) Navigational courses for MCtime listed:

· MCtime for Employees CBT Course

· MCtime for Managers CBT Course  (we recommend Managers take both courses)
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6. Select the Course by clicking on “Choose or Enroll”

7. Review

8. Submit

Note: You will receive an email notice from Workflow Mailer advising you that you have been approved to take the class.  Once you are enrolled, the courses are listed under the Enrollments bar. [image: image4.png]Show Key Notation
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9. To begin the course, click on the play icon. [image: image5.png]Play



  
10. If a companion assessment is offered, you may need to also complete the assessment.  However, neither Navigational course for MCtime has a companion assessment.

For Instructor Led Courses:

The Manager Course (Instructor Led) is offered regularly at varying locations:

· Ensuring Accountability in Timekeeping for Managers and Supervisors
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6. Select from the offered ourse by clicking on “Choose or Enroll”

7. Select from offered Courses

8. Apply

9. Submit

10.  The system will display your enrollment the following day.  Wait overnight to confirm enrollment:
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11. Attend the course selected at the given time and date.  If the course is also available as a Computer Based Training (CBT), refer to instructions on Page 2 to Play.
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