
Enter Feedback on Your Own Performance

Step-by-Step Instructions

Step 1 Open an Internet Browser.

Navigate to eportal.montgomerycountymd.gov.

Sign In to accessMCG.

Step 2

Step 3
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Step 4 Click the Employee Self-Service option.

Step 5 Click the blue Go to Employee Self- Service button.

Step 6 YourOracleeBusinessHomepage opens.

Step 7 Click the Subject of the Worklist Notification that

Indicates ‘Your appraisal has been transferred to you.’

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
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Step 8 The Notification opens.

NOTE: The notification may contain a message
from your supervisor in the ‘Main Appraiser Comments’
section.

Step 9 Scroll down to the Related Applications section.

Step 10 Click the Update Action link.
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Step 11 The Appraisal opens. IMPORTANT: If you just logged into Oracle and went directly to the worklist notification, you will

receive a message at the top of the appraisal stating ‘The current responsibility context has been

switched…’ along with an option to change it.

Step 12 If displayed,

Select MCG HR Employee Self-Service for the ‘Switch

Responsibility’ field.
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Step-by-Step Instructions

Step 15 Enter the current Date and then your

Comments into the Date & Comments field.

NOTE: Max character limit 2000. The field will allow more 

but will only save 2000 characters, including spaces.

Step 16 Click the Apply and Update Next button until all 

Competencies have been updated.

NOTE: When the last Competency is reached, only an 

‘Apply’ button will display.

Step 17 Click the Apply button to return to the appraisal after 

all Competencies have been updated with your comments.

Step 18 Scroll down to the Objectives section.

Step 19 Click the Update Details pencil icon of the first Objective.
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Step 13 Click the Edit Appraisal button to open the editable page

of the appraisal.

Step 14 Click the Update Details pencil icon for the first

competency to open the Update Competency Evaluation page.
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Step 20 Enter  the  current  Date  and  then  your Comments into 

the Date & Comments field.

IMPORTANT: Max character limit 2000. The field will allow

more but will only save 2000 characters, including spaces.

Step 21 Click the Apply and Update Next button until all

Objectives have been updated.

NOTE: When the last Objective is reached, only an ‘Apply’ 

button will display.

Step 22 Click the Apply button to return to the appraisal after all

Objectives have been updated.

Step 23 Scroll down to the Career Development section.
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Step 24 OPTIONAL: Enter end of year Comments into the  Career  

Development  (Appraisee) textbox.

IMPORTANT: Max character limit 150. The field may allow

more but will only save 150 characters, including spaces.

Step 25

Step 26

OPTIONAL: Click the Continue button to review your

work.  Use  the  WPM  ‘Back’ button to make any changes.

NOTE:

▪ At any time, you may also click the Save button to

save your changes and continue working on the

appraisal.

Click the Apply button.
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Step-by-Step Instructions

Step 28 OPTIONAL: Enter Comments to your supervisor into the 

Notification Message for Main Appraiser field.

Step 29 Click the Submit button.

Step 30 A Confirmation message displays  that indicates your 

appraisal has been sent to your supervisor.

NOTE: You will not be able to edit the appraisal unless it is 

returned to you by your supervisor.

End of Procedure.
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Step 27 Click the Send to Main Appraiser button to open the Share
Appraisal Details with Main Appraiser page.

NOTE: The ‘Send to Main Appraiser’ button, wherever  

displayed, has only one (1) function – to send the appraisal

to your supervisor.
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