Office of Jfuman Resources

Print Your Own Ap_praisal

Step-by-Step Instructions

Step 1
Step 2

Step 3

Step4

Step 5

Step 6

Step 7

Open an Internet Browser.

Navigate to eportal.montgomerycountymd.gov.

Sign In to accessMCG.

Click the Employee Self-Service option.

Click the blue Go to Employee Self-Service button.

Your Oracle eBusiness Homepage opens.

Locate the most recent Worklist Notification that has one
of the subject lines at right.

UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!

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

Password:

QACCess Unlock My Account Change My Password

application portal

Employee Self-Service

All Apps. Featured, Interner, MCG, Top-5 Apps | 9 comments

Employee
Self Service

Employee Self-Service

Read More

Go to Employee Self-Service

‘Your appraisal has been transferred to you’
The appraisal was sent to you by your supervisor.

‘Your appraisal has been completed. Please review and provide feedback’

The appraisal was routed to you automatically because it has received final approval and is
pending your final overall feedback (optional) and for you to finalize it.

OHR Rev: 01/08/2024

Page 1o0of3


https://ex01.montgomerycountymd.gov/cas/login?service=https%3a%2f%2fex01.montgomerycountymd.gov%2feportal%2f%3fmcgoptions%3deportal_defaults

Quick Start: Print Your Own Appraisal

Step 8 Click the Subject of the Worklist Notification.

Step 9 The Worklist Notification opens.

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

Step 10 Click the Update Action link, located at the bottom left

corner of the notification in the ‘Related Applications’
Section

_ IMPORTANT
& = The ‘OK’ button does not open the appraisal.
= The ‘OK’ button only closes the notification.
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Quick Start: Print Your Own Appraisal

Step 11 Your appraisal opens.

Step 12 Click the Printable Page button to open a printer-friendly
version of your appraisal.

Step 13 You may now use the usual File/Print menu option
(see right) of your Internet Explorer Browser to
print your appraisal as you would print from any other
application.

End of Procedure.

Details: Apprasses

Send Edt Appraisal Printabike Page

if dap you have read and decussed thes performance plan with YOur supesvsor
Ochr erforn P P
Ochr YOUT Supery
tm Wame  Coyote, Wile € Lgioyes Number 0000
N0 Lmal Adoress A 2 Degartmen®t. FOR 21 Dessert Road Management
Manager  Runner, Randy R Job  MLS Manager

A) Click the File menu, then the Print... option.

WS eeme e mweniees s -

Et’ﬁl B) Select a Printer, and then click the Print button.
HliH
Ctrl+ =
General IOplluns |
Ctrl+0
osoft Office Word - Select Printer
Printer 1 E?Min’ﬂsﬂft Office Document Imag
Cirl+5 Printer 2 “Micosoft XPS Document Writer
T =iFax o Snagit
Kl 1 0|
Ctrl+P Status Offline I Prnttofile  Prefersnces
) ) Location 51 Monroe 3rd fir ERP
H S e Comment 51 Manroe 3d fir ERP Find Printer
Send 3
Import and export... [ Page Range
= Al Number of copies: [T =]
Properties ' Selection € Current Page
Work offline ~
Pages 1 ™| Callate
=ik Enter either a single page number or a single _1jtl 52l 53]
page range. For example, 5-12
Cancel | ool |
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