Manager Self Service (MSS) - Transaction Status

PROCESS OVERVIEW

The purpose of this reference guide is to provide instructions on how to View the Status of
Transactions in Manager Self Service (MSS). This document is set up according to the
various tasks that may be performed when using Manager Self Service (MSS).

Begin at the bgsu.edu home page

Click MyBGSU

Enter Username and Password

Navigate: Employees > Manager Information > Manager Dashboard
Quick Links

Choose appropriate transaction

Click on View “Transaction” Status

NoukrwbdpE

Where do | go?

MyBGSU > Employees > Manager Information > Manager Dashboard/Quick Links >
Choose appropriate Transaction > View “Transaction” Status

SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer

@),6) I -

Step 1: Click MyBGSU

BGSU.

ACADEMICS  ADMISSIONS  ABOUT  ATHLETICS  ALUMNI  RESEARCH  STUDENT LIFE  INTERNATIONAL oven [ERREY eanm searcus

\_SCHEDULE NOW AVQ.ABL,' %
5 Ve,

'
9 —

MAPS & DIRECTIONS'

Step 2: Enter USERNAME
and PASSWORD

Note: These will be your BGSU
network credentials.

Step 2a: Click Login

BOWLING GREEN STATE UNIVERSITY

BGSU.

ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL MYBGSU EMAILSE SEARCHR

USERNAME PASSWORD

| Fratcon| LOGIN
Forgotten Passwora | New Accou
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Step 3: Click Employees

Welcome L

Purchasing

Libraries

Canvas Student Center

Bookstore

Accenture Report

TO DO CHECKLIST HOLDS

“You have no items in your to-do list. ‘You do not have any holds.

Bowling Graen State University | Bowiing Green, OH 43403-0001 | Help | Fesdback

Step 4: Under Manager

Information
e Click Manager TOOLS
Dashboard BGSU EMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING

Advisement

Student Degres Audit

Faculty Center ITSECURITY ACCESS FORMS

PAYROLL INFORMATION
Web Report Libra
View Paycheck o
W T nfarmation - FMS Web Report Library Access Form
Direct Deposit
Contact Digital Services
W-2/W-2c Consent

Wiew W-20W-2c Forms.

BENEFITS ENROLLMENT

Famity Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

Py Student Timeshest (view only]
Timesheet
Launch Pad
‘Web Clock

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
‘Approve My Biweekly Reporters

Approve My Student Hourly Reporters

MANAGER INFORMATION

Manager Dashboard

Manage Delegation

UPDATE PERSONAL
INFORMATION
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secriont I
QUICK LINKS

) . Supervizor I Change
Quick Links enables the

manager to quickly access Job
actions that that can be
performed on their employees.

Terminate Employee

Retire Employee

e Supervisor ID Change (all

students and some staff) Manage Delegation

0 &IV

e Terminate Employee
e Retire Employee Manager Leave Accruals
e Manage Delegation
e Manager Leave Accruals Student E-Hire
e  Student E-Hire
SECTION Ill (,) ick Li o
VIEW SUPERVISOR ID CHANGE — =
STATUS |ﬁ Supervisor ID Change

Managers will have the ability to
view the status of any
Supervisor ID change

Terminate Emplovee

Step 1: Click Retire Employee

ﬁ Supendsor ID Change

Manage Delegation

Manager Leave Accruals

Student E-Hire

I T 2NN

Step 2: Click
I View Reporting Change Status |
hypel’“nk ﬁ Supervisor ID Change

Mgr Self Service Quick Links

== Reauest Reporting Change [ View Reporting Change Status Manager Dashboard
Infate a reporting change for one or more of your employees. Review the sialus of a reporting change request Self-Service dashboard for managers.

Step 3: The Reporting
Change Status page appears.

Reporting Change Status
Select a Reporting Change Request

A SUperViSOf |D Change The list below contains reporting change requests requiring your approval. Select a transaction number to view details
requests list will show.

Reporting Change Requests
Transaction Number Reporting Change Date Workflow Status
° The WOrkﬂOW StatUS WI” 10 03/25/2015 In Approval Process
indicate if the Supervisor ID
Change has been approved 11 03/27/2015 In Approval Process

yet.

Return to Supervisor ID Change
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Step 4: Click Reporting Change Status
Return to Supemvisor ID Change Select a Reporting Change Request

The list below contains reporting change requests requiring your approval. Select a fransaction number to view details

Reporting Change Requests

Transaction Number Reporting Change Date Workflow Status
10 03/25/2015 In Approval Process
11 03/27/2015 In Approval Process

Step 5: The Supervisor Id \
Change page appears. BGSU. [ o oo [ >] E

Mar Self Service Quick Links.
ﬁ Supervisor ID Change

Step 6: ClICI( Request Reporting Change =] View Reporting Change Status = Manager Dashboard
I“a"ager E SI'II rd I E\nml{elrennmngchsnge for one or more of your employees. Re'v\ew the status of a reporting change reguest. Se\f—Servu:emsMDamﬂw managers.
. . Personalize Content | Layout () Hel

Step 7: You are directed back Z:Q“D“"""“ ® . '
to the Manager Dashboard SRS et e s e [ J——

]

i P A Sest 85 oveatierevons I S

Announcements c o~ ©ort

[ Sumemany || o et

& verese osgetin

Name
Mo Curent Announcamants
Bety Blasisirs =] versoer Leave Acuais
(Coey el 5 susnenn
Falix Haren
s ev
Jay Partiidge: ~ Agiions. Manager My Reports
Lot Golseneye ~ Aziens Maristing Asitant o Reports To Dizpisy
Lisa Lot
Penny Falcon
Phillip Godwit

Rudolph Macaw Report Manager
Sidney Wingnes - Aciens Mansger

8 iz iy Braniaten

Tl heagcount Ansiytics

SECTION IV
VIEW TERMINATE EMPLOYEE
STATUS

Quuick Links o (o

Supervigor ID Change

Managers will have the ability to
view the status of a Terminate
Employee request.

Terminate Emplovee

Retire Emploves
Step 1: Click

ﬁ Terminate Employee

Manage Delegation

Manager Leave Accruals

O [ & I[WT Y

Student E-Hire

Step 2: Click
View Terminate Employee Statusl

BGSU. R E
Mgr Self Service Quick Links

hyperllnk ﬁ Terminate Employee

Eﬁemma‘e Employee View Terminate Employee Status = Manager Dashboard
_______ Initiate a request to terminate an employee. Review the status of a terminate employes request. Self-Service dashboard for managers.
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Step 3: The Terminate Status
page appears.

e All employees that have
termination requests
created will be listed.

Step 4: Click on the
Employees’ Name to view the
status of the termination
request.

Terminate Status

Employee Terminate Requests

I Betty Blackbird IU3F’24J'2015 1

Betty Blackbird 0312412015 2

Return to Terminate Employee

The list below contains terminate requests. Select an employee to view details.

Hame Termination Date Effective Sequence Workflow Status

In Approval Process

In Approval Process

Step 5: The Terminate
Employee request appears.

1. Details regarding the
termination are listed

2. View/Hide Comments link
when clicked the
Comments that were
entered on the
Termination Request by
the Requestor will show.

3. Approval Status is shown.

4. HR or SES Approvers and
Reviewers of this
transaction are listed.

Note: Approvers are only HR or
SES. Reviewers are managers with
a vested interest in this
transaction.

Step 6: Click

Return to Select a Transaction

Terminate Employee

Emnpll I 000041 325T

Job THls  Decs Warshouse Analst
Terminafion Dade 02452015
Reason for Temminalion Sesignacion

FEquesior Frasuie Faioon

Terminate Employee Approval

* Pending

L

0 WhmwHIGe Commans:

Exippsd
o] Frecdle Falkcon
=+ =
Lt e
Pending
@ MURIDIE ADDIOVETS.
2 Agprmows

RN M)
E"’ Feoinin Finch

Ravhswar
4 Sheridesn Sioll
E" = =

Ravhswar
= Frasidl= Faloom
B

Ravhswar
E"’ Secarket Rapen
B

©  Comments
-FREDDME at 32415 - 2:48 PM
Bemy Is mouing o JpaEn.

Systom at G241 - 245 PM

Requester (FREDDIE) Is SDprower on step Mumibar 2, path 1. stage 10, which

h3s settapproval disadled! (18081,1031)
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Step 7: You are directed back
to the Terminate Status page.

Terminate Status

The list below contains terminate requests. Select an employee to view details.

Employee Terminate Requests

Name Termination Date Effective Sequence Workflow Status
03/24/2015 1 In Approval Process
Betty Blackbird 032472015 2 In Approval Process

Step 8: Return to the Manager
Dashboard.

Navigation: Main Menu >
Manager Self Service >
Manager Dashboard

_ Manager Self Senice 'I

8 Time Management 4
03 Job and Personal Information 4
[ Compensation and Stock 4
Terminate Status 3  Learning and Development Ll
3 Team Learning *
The list below contains terminate i b
8 Performance Management
: i i r
Employee Terminate Requests Career Planning
o 03 succession Planning 4
Hame Terminat -
| Manager Dashboard I
Betty Blackbird 03244207 Talent Summary i
Betty Blackbird 031241207 Review Transactions

SECTION V
VIEW RETIRE EMPLOYEE
STATUS

Managers will have the ability to
view the status of a Retire
Employee request.

Step 1: Click

ﬁ Retire Employee

Q} Quick Links =

Supervizor ID Change

Terminate Employee

Retire Employee

lManage Delegation

Manager Leave Accruals

Student E-Hire

m m e Q[T]

Step 2: Click
|View Retire Status |
hyperlink
ﬁ‘ Retire Employee
= [ - = oo SR
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Step 3: The Retire Status page
appears.

All employees that have retire
requests created will be listed.

Step 4: Click on the
Employees’ Name to view the
status of the retirement request.

View Retire Status

The list below contains retire requests. Select an employee to view details.

Employee Retire Request

Hame Retirement Date Effective Sequence Workflow Status
Carey Quail I 03i25/2015 1 In Approval Process
Lisa Lark 0372412015 1 In Approval Process

Step 5: The Retiree Employee
request appears.

1. Details regarding the
retirement are listed

2. View/Hide Comments link
when clicked the
Comments that were
entered on the Retirement
Request by the Requestor
will show.

3. Approval Status is shown.

4. HR Approvers and
Reviewers of this
transaction are listed.

Note: Approvers are only HR or
SES. Reviewers are managers with
a vested interest in this
transaction.

Step 6: Click

Return to Select a Transaction

Retire Employee

Empl I GOO0SET0S
Job Tils Specialis:
Fefirementd Dafe 03252015
[Rsason for Rediremend Mormal Ratinemenn
Effecdhve Laquencs 1

Workflow Batus o Asprovs] Frocess

Feguesdor Fregdis Faloon

Retire Employee Approval
* :Pending

e Aol Werksow

Eiipped
o] Frammie Faizon
=

HR.
- 30 P

20 WimwHide Commens

E_:' Multinle Anproyers
R AgpraewE
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Step 7: You are directed back
to the View Retire Status

page.

View Retire Status

The list below contains retire requests. Select an employee to view details.

Employee Retire Request

Name Retirement Date Effective Sequence Workflow Status
0312512015 1 In Approval Process
Lisa Lark 03i24/2015 1 In Approval Process

Step 8: Return to the Manager
Dashboard.

Navigation: Main Menu >
Manager Self Service >
Manager Dashboard

0 Time Management r
83 Job and Personal Information r
4 Compensation and Stock 4
. . 3 Learning and Development 4
View Retire Status . . ,
Team Learning
The list below contains retire reque B Ped " : ,
erformance Managemen
3  career Planning r
Employee Retire Request &S
Succession Planning 4
Hame i Manager Dashboard
Carey Quail 0325420 Talent Summary
Lisa Lark 031241207 Review Transactions
Lisa Lark 03/24/2015 2 In Approval Process
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