Office of }tuman Resources

Copy Past Objectives to a Current Appraisal
Step-by-Step Instructions

Step 1  Navigateto eportal.montgomerycountymd.gov.
Step 2 Navigate to your Oracle Homepage..
Step3  SignInto accessMCG. — — ——
Welcome to Montgomery County, Maryland - Single Sign On
Step4  Click the Employee Self-Service option. e, ! Employee Self-Service
Self Service E"-.Iplo;ze:esszlff::;:icclejrx:r:v'-e( MCG, Top-5 Apps 9 comments

Step 5 Click the blue Go to Employee Self-Service

button.

Your Oracle Homepage opens.
Step 6 Navigate to the Objectives section of the appraisal. It is located  Objectives

immediately below the Competencies section. Croate New Gbjectives || Gopy Past Objectives

Objective Name Skart Date Performance Rating Update Detals Deinte

Step7  Click the Copy Past Objectives button. et
Step8  Enter Search Criteria using one or more of the fields e W

provided. g

TIP: To review Objectives from multiple years, search by e ———— &

Employee ID (‘Assignment’) or the ‘Created By’ field. s e e P— At S
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https://www.bing.com/search?pglt=41&q=eportal+montgomery+county+md&cvid=92d80ea174c54d15b7cf486b814bb65d&aqs=edge.0.69i59j69i57j0l4j69i65j69i60l2j69i11004.3405j0j1&FORM=ANAB01&PC=U531&ADLT=STRICT

Copy Past Objectives to a Current Appraisal

Step 9

Step 10

Step 11

Step 12

Step 13

Click the Go button. The objectives that match the criteria will
display.

Click the Checkbox(s) left of each desired Objective.

NOTE: If desired, use the +Show link next to each past
Objective to review details.

Click the Apply button.

You've returned to the Update Standard Appraisal:
Overview page where the selected past Objectives have been
added to the Objectives section of the appraisal.

Read the paragraph at right [

Plan Name |FY13 MCG Executive Br

Created By

Go Clear

s Objective Name

Plan Nage [FY13 MCG Executive Br priorty | =
Created
Go Clear
Search
Note that the search s case insensitive
Objective Name | Start Date
Assgnment End Date [—

Priorty - l

Plan Name
i Team Development FY13 MCG Executive Branch Performance Pin
& > Operations FY13 MCG Executive Branch Performance Pian
vysiview
Copy Objectives

Use the felds below to search for this employee's previous objectives. At least one field used in the search criteria must not begin with a percent sign (%) or an underscore ()

Canc% Aoy |

The date range must be modified to fall at or within the correct 12-month plan cycle for the employee.
For example, the Start and End Dates for fiscal employees is July 1 - Jun 30. Therefore, the date
range for fiscal employee objectives must be either on or after July 1% but before or no later than Jun 30™.
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Copy Past Objectives to a Current Appraisal

Step 14 Click the Update pencil icon next to each copied objective to

correct the date range and update any other desired details.

Step 15 Correct the Start Date and/or End Date fields.
REMINDER: At this time, you may also update any other details
(such as the Objective name, Details, etc.) for the Objective.

Step 16 Click the Apply button to save changes you've made to the
Objectives and return to the appraisal.

TIP: To update more than one Objective, click the ‘Apply and
Update Next' button to advance to the next Objective. When
you've completed your updates, then click the Apply button.

Step 17 You've returned to the Update Standard Appraisal: Overview
page where the past Objectives you selected are included in the
current appraisal with the correct date range and any other

updated information.

End of Procedure

Objectives.

Create New Objectives Copy Past Objectives
Objective Name Start Date Performance Rating
b e
Operstons 01-Juk2014 -I i
Team Development 01-Juk2014 =l

*mr Details Delete

Update Objective

Cancrd | | Sawe a5 Drant

Apply and Update Next Apply

Update Objective

Jcates requred fiedd Canced | Save s Dealt ‘ Appy and Update et Auply ,
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