Reviewing Official - Return an Appraisal for Correction

Step-by-Step Instructions

Step 1 Open an Internet Browser.

Office of }tvuman Resources

Step 2 Navigate to eportal.montgomerycountymd.gov.

Step 3 Sign In to accessMCG.
Step4 Click the Employee Self-Service option.
Step 5 Click the blue Go to Employee Self- Service button.
Step 6 Your Oracle eBusiness Homepage opens.
Step 7 Click the Full List button located in the Worklist section.
Step 8

Click the Drop-down Arrow of the View field located in the
upper left corner of the Worklist page.

OHR Rev: 01/08/2024

UNAUTHORIZED ACCESS 1S PROHIBITED AND PUNISHABLE BY LAW!

Welcome to Montgomery County, Maryland - Single Sign On

User Name: I

Password:

Employee
Self Service

Employee Self-Service
All Apps, Featured. Interner. MCG, Tep-5 Apps | 9 comments
Employee Self-Service

Read More

Go to Employee Self-Service

~ Workdist
[ Full List
& Previows |1-5 [ Next 5 &
Ervum Cashianet 1 et -
Worklist
View IOpen Notifications et
Select Notifications: | Open

Salect All | Seiect None

Page 10of 3



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

Quick Start: Return for Correction an Appraisal Submitted by a Direct Report

Step 9 Select To Do Notifications.
All Notifications
Oracle| Fy1 Notifications
Workli Notifications From Me
| Open Notifications
Step 10 Click the Go button.
Worklist
Once clicked, all notifications waiting for your response will View |To Do Notifications j So *
display. Select Notifications: | pen Close
Step 11 Click a Notification Subject that indicates the ‘Appraisal of ; ==
[Appraisee name] (proposed by [Main Appraiser name])... e e
Example: ‘Appraisal of Doe, John (proposed by Smith,
Sam) as of 2015-Jan-01’ -
Step 12 The Appraisal opens.
Step 13 Scroll down to the Related Applications section toward the
bottom of the page.
Step 14 Click the Return for Correction link to open the Return for Related Applications
Correction page. .
-; .:ur;..-n F Correction *
Step 15 Click the Select radio button to the left of the Main Appraiser's ——
Name. ——
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Quick Start: Return for Correction an Appraisal Submitted by a Direct Report

Step 16 OPTIONAL: Enter comments to the Main Appraiser T
(supervisor) indicating the reason you're returning the N
appraisal. et P o et

IMPORTANT: These comments are sent only to the - ‘

Main Appraiser.

Step 17 Click the Submit button. Once clicked, a confirmation T r———
message will display.

SwheLl & Punos

-----

Step 18 The appraisal has been returned to the Main Appraiser
(supervisor).

End of Procedure.
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