Provide Participant Reviewer Feedback on Appraisee Performance

Step-by-Step Instructions

Step 1 Open an Internet Browser.
Step 2 Navigate to eportal.montgomerycountymd.gov.
Step 3 Sign In to accessMCG.
" Welcome to Montgomery County, Maryland - Single Sign On
User Name: l
]
P en poral h::::;uunmnl w
Step 4 Click the Employee Self-Service option
Employee S S it e
Self Service Employee Self-Service
Step 5 Click the blue Go to Employee Self- Service button.
Step 6 Click the Subject of the Worklist Notification that indicates ‘The Worklist
appraisal of [employee name] needs your attention as reviewer.’
pp [ p y ] y Full List
<) Previous |1-5 . Next 5 2
From |Subject |sent ~
Supervisor, Sam  |The appraisal of Employee, Eddie needs your attention as reviewer. 07-Mar-2015
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Step 8 Review the Main Appraiser Comments section. S
Any comments are from the supervisor to you. «
Please provide your feedback on this Appraisee's performance.
Step 9 Scroll down to the Related Applications Related Applications
Section at the bottom of the notification. &
=| Update Action
Step 10 Click the Update Action link, located at the bottom left
corner.
. IMPORTANT: If you just logged into Oracle and went directly to the worklist notification, you will
Step 11 The Appraisal opens. receive a message at the top of the appraisal stating ‘The current responsibility context has been
switched...” along with an option o change it.
Step 12 If displayed,
Select MCG HR Employee Self-Service ‘
from the ‘Switch Responsibility’ field. e
Switch Responsibility |MCG HR Manager Access
Provide Overall Feedback Printable Page
Step 13 Click the Update button.
| update ﬁbl& Page |
Step 14 Scroll down to the Overall Feedback Overal Feedback
SeCtIOH as the bOttom Of the page Apprassee sees these comments If Mam Appraiser sefects to share perticpant ratings and comments on appraisal 'nmpln’m‘
Date & Comments
Step 15 Enter the Date and your Overall Feedback
into the ‘Date and Comments’ field.
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Step 16 Click the Complete button to open the Appraisal Feedback: [E——
Complete page. s e e
Step 17 Enter Comments to the Main Appraiser (supervisor) into Agpionel Feudbach: Conpie

Once yue cick Subest, you cansot maks furthur chungmes uriess e mal apprsieer raguests feodhack E

> of

the ‘Notification Comments’ field.

Step 18 Click the Submit button to send your feedback to the Apprsasl Favdback: Comglate
Main Appraiser (Supervisor). Orcm you chek Subbmit, pou cansol make hurthor changes unkess the man appraiser requasts feadhack. e
NOTE:
= You must click the ‘Submit’ button for the Main fanc | | e

Appraiser (supervisor) to receive your feedback.

= Once you click ‘Submit’, you cannot make further
changes unless the main appraiser requests
additional feedback.

End of Procedure.
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