Office of JAwvian Resources

Enter Feedback on Your Own Performance

Step-by-Step Instructions

Step 1 Open an Internet Browser.
Step 2 Navigate to eportal.montgomerycountymd.gov.
Step 3

Sign In to accessMCG.

UNAUTHORIZED ACCESS 1S PROHIBITED AND PUNISHABLE BY LAW!

Welcome to Montgomery County, Maryland - Single Sign On
User Name: |

Password:

Step 4 Click the Employee Self-Service option.
Employee e
Self Service Employée Self-Service .
Read More
Step 5 Click the blue Go to Employee Self- Service button.
Go to Employee Self-Service
Step 6 Your Oracle eBusiness Homepage opens.
Step7 Click the Subject of the Worklist Notification that Oracle Applications Home Page
Indicates ‘Your appraisal has been transferred to you. ——
Full List
From |Subject |sent ~
Wonderiand, Alice Your appoaisal has been transferred 1o you 20-0ct-2014
« TIP Vacation Bulkes - Redirect or auto-respond to notfications.
« TIP Worlkdst Access - Specfy which users can view and act upon your notfications.
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Enter Feedback on Your Own Performance

Step 8 The Notification opens.
NOTE: The notificaion 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.
Step 11 The Appraisal opens.
Step 12 If displayed,

Select MCG HR Employee Self-Service for the ‘Switch
Responsibility’ field.

YOuT APPralsal nas been transferred 1o you
o Wonderkind, Aoy
To  Night, Ncols
senl  20-0ct- 2014 1630024
D roarous
Suriiary
Employee bame  Night, Nicolas Empayes Numbes 0000
Crgankation Fmal Addrms  coceph Bmcgov.otg Departinert PO Office of Porest Preservation
Manage! Wonderaml, Alce Ll Manager
Supervisor comments, if an
This s the fieal draft, Phease review and provide feedback - today, ¥
posstibe,
Agpramal Detabs
Youror Wonderband, Alce M Appraser Nae Wondestand, Alce
Apprasd P pose Apprasd Dale  20-0x1-2014
Period Start Dete 01-Juk-2014 hoext Apprassd Ouate
Porod End Dite 30 Jun. 2015
Tomphte  GSS Performance Pln
Hedated Appleations
At
o
Related Applications
] Update Action

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.

o DIOyee ; 0 ce
Switch Responsibility |MCG HR Manager Access

Provide Overall Feedback Printable Page 1
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Enter Feedback on Your Own Performance

Step 13

Step 14

Step 15

Step 16

Step 17

Step 18

Step 19

Click the Edit Appraisal button to open the editable page
of the appraisal.

Click the Update Details pencil icon for the first

competency to open the Update Competency Evaluation page.

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.

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.

Click the Apply button to return to the appraisal after
all Competencies have been updated with your comments.

Scroll down to the Objectives section.

Click the Update Details pencil icon of the first Objective.

ke

Back Send te Main Appraiser Edit Appraisal Printable Page

Laanretoniton

Ackd Cramagael sticns
Canpetency Upsdate Detaly Dedete
MANDATOMRY) S0 Work Ernwomment (G55) ’

ATeoRt g Dvarsty (G55) | :

Fatr Agprames Un This Competeney

Jese & Comenrn

| Pertarmance Ratkg
atng Lo Dehavioral v ator
or Aok Viest  Smmoponetde, Rarely dermonetrstes tehasars cormament wit & sy work
rrananest Performoence of $us oo, oy Irepamety reads i1 Tevingaee @
) 3 : e R

pectatere reprtercy

Cancel ‘ Save 1 Apply and Update Next | Apply

Cancel J Save Apply and Update Next J Apply

Olipes tves

Create Buw Oljectves  Ospry Past Objectivms
Olgoctive Same St Date ol Date Upstate Detads Dokt
0-M 2016 M- Aar 2018 >
1042014 -2 M1
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Step 20

Step 21

Step 22

Step 23

Step 24

Step 25

Step 26

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.

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.

Click the Apply button to return to the appraisal after all
Objectives have been updated.

Scroll down to the Career Development section.

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.

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.

Nt Apprabme O s Oljective

Owie & Cormenerty

Purformance Rating Scale

g Saake  Beharebneal vt ce
Mol Maal  The retng CoBegory dates Ihet U errpdoves s ool et e S28C fodururranty of
e iytera e pub
e Tem ratrg © ¥y ndraies that TIAT A ties TRt e T 3

1 Nawigator ¥

Cancel

B2 Favorites w

Home Logout Preferences Help

Save as Draft Apply and Update Next Apply }

1 Navigator ¥

®2 Favorites v

Home Logout Freferen~~s Help

Save as Draft ]

Cancel

Apply |

Career Development (Appraises)

&

Canoe] Save | Apsly
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Step 27

Step 28

Step 29

Step 30

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.

OPTIONAL: Enter Comments to your supervisor into the
Notification Message for Main Appraiser field.

Click the Submit button.

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.

Cancel

Save

Continue |

Send to Main Appraiser

Share Appraisal Detalls weth May

rrrrrrrrrr

Main Appraser
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