Office of }fuman Resources

Respond to Approver Request for More Information
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 IS PROHIBITED AND PUNISHABLE BY LAW!
Welcome to Montgomery County, Maryland - Single Sign On
User Name: I

Password:

Step4 Click the Employee Self-Service option.

Employee

Employee Self-Service
Self Service 2

All Apps. Featured. Interne

MCG, Top-5 Apps 9 comments

Employee Self-Service

Read More

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

Go to Employee Self-Service

Oracle Applications Home Page

Step 6 Your Oracle eBusiness Homepage opens.

Step7 Click the Subject of the Worklist Notification that indicates
‘More Information Requested: Appraisal of [employee name]
(proposed by [Main Appraiser name]) as of [date]’

- Workfist

Full List |
From ‘Subject Sent -
Night, Nicolas

Ihe appcasal of Muhl, Nookas needs Your sttention a5 s sppraser 14-Oct-2014

EXY A4 Perfonmance plans are nowvw avalable 15-0Oct-2013
 TIP Vacation Rules - Redirect or auto-respond to notifications,

» TIP Worklst Access - Specfy which users can view and act upon your notificatons.

Step 8 The Appraisal opens.
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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

Respond to Approver Request for More Information

Step 9

Step 10

Step 11

Step 12

Scroll to the Response section at the bottom of the page.

Review the Approver’s Question in the ‘Question’ field.

Enter a Response into the ‘Answer’ field.

Click the Submit button to send your response to the
Approver.

End of Procedure

more information

Question This text is the approvers request for more information.

Answer

|

Answer
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