Manager Self Service (MSS) - Transactions

PROCESS OVERVIEW

The purpose of this reference guide is to provide instructions for Manager Self Service
(MSS) Transactions; including Supervisor ID Change (All students and some staff),
Termination, Retirement and Delegation activities. 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

oapNE

Where do | go?

MyBGSU > Employees > Manager Information > Manager Dashboard/Quick Links >
Choose appropriate Transaction

SECTION |
NAVIGATION

Begin the process at the
bgsu.edu home page.

Note: Please use Internet Explorer

@),0) T -

Step 1: Click MyBGSU

BGSU.

ACADEMICS  ADMISSIONS  ABOUT  ATHLETICS  ALUMNI  RESEARCH  STUDENT LIFE  INTERNATIONAL oven [ERVEY eam searcis

\_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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Manager Self Service (MSS) - Transactions

Step 3: Click Employees

Welcome

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,

3403-0001 | Help | Fesdback

Step 4: Under Manager

Information
e Click Manager
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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Manager Self Service (MSS) - Transactions

SECTION I

SUPERVISOR ID CHANGE

Managers and Student
Supervisors will have the ability
to transfer a student employee
or possibly a faculty member
from one supervisor to another.

Step 1: Click on the

ﬁ Supenisor ID Change

Quick Links o
QUICK LINKS (’ voeT
Quick Links enables the ﬁ supervisor [D Change
manager to quickly access Job
actions that that can be ﬁ Terminate Employes
performed on their employees.
e Supervisor ID Change (all ﬁ Retire Employee
students and some staff)
e Terminate Employee % Manage Delegation
e Retire Employee
e Manage Delegation
e Student E-Hire E Manager Leave Accruals
E Student E-Hire
SECTION Il @ Quick Links S o~

Supervizor ID Change

Terminate Employee

Retire Employee

Manage Delegation

Student E-Hire

A&

Manager Leave Accruals

Step 2: Click
|Request Reporting Changel
hyperlink

\
BGSU.

Mar Self Service Quick Links.
ﬁ Supervisor ID Change

[[==] Reauest Reporting Change

Initate a reporting change for one or mare of your mployees.

View Reporting Change Status
Review the status of a reporting change request.

Manager Dashboard

Self-Service dashboard for managers.

Step 3: All of the Manager’s
Direct Reports will show As of
the Date you enter.

Step 3a: To refresh the
employees based on a different
date,

1. Click

2. Select a new date
3. Click |

Refresh Employees I

Reperting Change

Employee Selection Criteria

Selectthe employees to be assigned to the new supenvisor. You will be able ta process only those employees that report to you as of the date entered on this page

After youVe selected the emplayee(s) you'd like to process, select the Continue button to enter the details about the transaction and finish the process

As Of Date [03/25/2015 |[5] Refresh Employees

Thomas Turkey's employees

Select Name Empl ID Job Empl Status FulliPart Time
Bobbie Bluebird 0020162460 2 Active Part Time
Dani Duck 0020147250 1 Active Part Time
Donny Dowitcher 0020167732 0 Active Pant-Time
Greta Grackle 0020207993 0 Active Pat-Time
Harriet} 1 Active Part-Time
Jeri Goldeneye 0020062960 2 Active PartTime

HR Status

Active

Active

Active

Active

Active

Active

Jab Cade

552000

552000

852000

552000

552000

852000

Personalze |

Job Title

Marketing Assistant
Marketing Assistant
WMarketing Assistant
Marketing Assistant
Marketing Assistant

Warketing Assistant

Find Employee
First ' 126 0f 26 ' Last

Deptld  Department
et om0
0 Dawso
T e Devso
e b
e G o
jqapqp  Ofice ofUG

Student Develo
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Manager Self Service (MSS) - Transactions

. Reporting Change
Step 4: Select the employee to porting hang
Employee Selection Criteria
be tranSferred to a neW Selectthe employees to be assigned to the new supenisor. You will be able to process only those employees that report o you as of the date entered on this page.
Supeersor- After you've selected the employee(s) you'd like to process, selectthe Confinue button to enter the details aboutthe transaction and finish the process
s oroae b3assts
Find Employee
. H H Thomas Turkey's employees Personalize | 2 First 4 1-26 of 26 ‘2 Last
Step 5: Click Continue Select Hame Emp! ID Job  Empl Status  FullPart Time HR Status Job Code  Job Title DeptlD  Department
F . . . Office of UG
Bobbie Bluebird 0020162460 2 Active Part-Time Active §52000  Marketing Assistant 114010 g 2ot
= Office of UG
Dani Duck 0020147250 1 Active Part-Time Active S52000  Marketing Assistant 114010 g oo
Donny Dowitcher 0020167732 0 Active Part-Time Active §52000  Marketing Assistant 114010 gmgm’éﬁem
= Office of UG
Greta Grackle 0020207993 0 Active Part-Time Active S52000  Marketing Assistant 114010 g oo
Office of UG
Harriet 1 Active Part-Time Active 852000  Marketing Assistant 114010 gt
= Office of UG
Jeri Goldeneye 0020062960 2 Active Part-Time Active S52000  Marketing Assistant 114010 g oo
SelectAll  DeselectAll
Return to Supenvisor ID Change
. Request Reporting Change
Step 6: The Request q poring g
Reporting Change page Instructions
appeal‘s. Selected Employees
Hame Job Title Empl ID Supervisor
Bobbie Bluebird Marketing Assistant 0020162460 Thomas Turkey
Step 7: Select the Reportlng Reporting Change Details
Ch ange Date I “Reporting Change Date 03/25/2015 |[5] I
New Information Current Information
Supervisor @ Thomas Turkey
(Name Format: First Last}
Comments ﬁ'@
* Required Fiskd
Return to Select Employees
Return to Supenvisor ID Change
Step 8: Enter the New Request Reporting Change
Supervisor name. P Instructions
Selected Employees
% Hame Job Title Empl ID Supervisor
Bobbie Bluebird Marketing Assistant 0020162460 Thomas Turkey
Use the to perform a
name search Reporting Change Details
*Reporting Change Date 03/25/2015
New Information Current Information
Supervisor [Kenny Kurtland O\ Thomas Turkey
(Name Format: First Last)
Comments
* Required Field
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Step 9: (Optional) Enter Request Reporting Change
Comments if so desired. » instructions
Selected Employees
Name Job Title Empl ID Supervisor
. Bobbie Bluebird Marketing Assistant 0020162460 Thomas Turkey
RPNT Submit
Step lo CIICk - Reporting Change Details
*Reporting Change Date |03/25/2015
New Information Current Information
Supervisor |Kenny Kurtland @, Thomas Turkey
(Mame Format: First Last)
Comments @@
_suomit_|
= Reguired Field
Step 11: The Submit Request Reporting Change
Confirmation page will appear. : - :
pag PP Submit Confirmation
e Request for Supervisor ID
hange w. full .
Chal ge as successiully “ The 3ubmit was successful.
submitted.
e Pending approvals will
show
Reporting Chg Approval Chain
Note: Approvers are only HR or = i i
SES. Reviewers are managers with ¥ :Pending (2 ViewHide Comments
a vested _interest in this Supervisor Change Workflow
transaction. -
Skipped
=1 Thomas Turkey
. . =+ SES ADProvers
Step 12: Click 0312515 - 10:07 AM
Pending
':T_‘) Multiple Approvers
SES Approvers
’  Comments
Step 13: Request Reporting Request Reporting Change
Change page appears.
Selected Employees
h_ . Hame Job Title Empl ID Supervisor
° T Isis a summary page Bobbie Bluebird Marketing Assistant 0020162460 Thomas Turkey
Supervisor ID Change
tl’ansaCtIOI"I Reporting Change Details
Reporting Change Date 03/25/2015
Step 14 CIle New Information Current Information
| Return to Supenvisor ID Changel Supendser KenniKuriend Thomas Turkey -
hyperlink
*+ Required Field
Return to Select Employees
IRetumtoSupemsar\DChange I
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Manager Self Service (MSS) - Transactions

Step 15: You are returned to
the Supervisor ID Change
menu.

Step 16: Click

FE“ Manager Dashboard
Self-Service dashboeard for managers.

Mgr Self Service Quick Links

ﬁ Supervisor ID Change

Request Reporting Change

Intiate a reporting change for one or more of your employees.

[ View Reporting Change Status
Review the sialus of a reporting change request

Manager Dashboard
Self-Service dashboard for manager:

Step 17: You are directed back
to the Manager Dashboard.

You have successfully
completed the Supervisor ID
Change transaction.

Manager Dashboard

fg'ﬂ Company Directory

Saarch by Name. Job Title, Depariment, or Email

2, wyFrotie

Advanced Search

No Cumrant Announcements.

c (o~ @ Pending Approvals
Mo approvals are panding at this fime.
aﬁs Direct Line Reports

s ov

[ Smmary || dob oetais
vame

Betyy Blackbirg
Carey Quail
FelixHeron

Jay Pariioge
Jeri Goldeneye
Liss Lask

Panny Falcen
Phillip Godwit

%8 iz iy Srarizaen
8 teadcount Analytics

na | viewan | &

4 0o

Parsonalize Content | Layout

@ ee
o [P mmine s e
[ supaner o crange

[ —

[T moinemposen

&) vansoecetgaton
Manager Losve Acarais

My Reports. c [o

112

Ho Reports To Display

Repert Mansger

SECTION IV
TERMINATE EMPLOYEE

Managers will have the
capability to terminate their
direct reports.

Note: This is a notification
process only. All approvals are
done outside of the system, but
need to go through the notification
process here in PeopleSoft.

Step 1: Click on the

Terminate Employee

Qluick Links

4]

Supervisor IO Change

Terminate Emplovee

0 0&I[VIVY

Retire Employves

Manage Delegation

Manager Leave Accrualz

Student E-Hire

Step 2: Click

I Terminate Em ployre-el
hyperlink

Mgr Self Service Quick Links.
ﬁ Terminate Employee

Terminate Employee
Intiate a request to terminate an employee.

=] View Terminate Employee Status
Review the status of a terminate employes request

=) Manager Dashboard
Self-Service dashboard for managers.
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Manager Self Service (MSS) - Transactions

Step 3: All of the Manager’s
Direct Reports will show As of
the Date you enter.

Step 3a: To refresh the

Terminate Employee

Employee Selection Ciiteria

As Of Date [03/24/2015 |5

Select the employes to bg o process only those employees that report to you as of the dats entered on this page

Refresh Employees

Freddie Falcon's employees

Find Employee

Personalize | 2

First 4/ 1-10 0of 10 */ Last

employees based on a different select  Hame EmpllD  Job  EmpiStatus FulPartTme  HRSttus  Position  JobCode JobTitle DeptlD  Deprtment
Data Warehouse Information
date, Betty Blackbird 0000413887 0 Active Full-Time Active ooono1s2  eootoo 000 Senice
Carey Quail 00005620420 Act FUILT] Act 00005458 800078  Specialist a1g0gp  Mormation
el e arey Quail ive ull-Time tive pecialist Technology Senice
. Senior Applications Information
4. Click Felix Heron 00057873850 Active Full-Time Active 00004001 800127 el CTEE 316000 rect o senice
Jay Partrid 00096861420 Ack FulkTi Act 00008280 800059 M atgopp  [Mormation
5. Choose a neW date el Jay Partridge ive ull-Time: live lanager Technology Senice
) Information
Select Lisa Lark 00095675850 Active PartTime Active 00005267 7000 NSLProfessional 315000 yLonERRN L
N e —
. Select Penny Falcon 00008083490 Active Full-Time Active 00004956 60005 Manager HMB000 T senice
Information
Phillip Godwit 0000879991 0 Active Full-Time Active 00000722 800005 Aministrator 36000 o senice
Rudolph 0004915045 0 Act FUlLTT Act 00005905 800005  Agdministrat atgopp  Imormation
cle udolph Macaw ive UlkTime ive ministrator ey
sidney Wingneck 0000154547 0 Active FullTime Active 00008271 800059  Wanager atgopp  IMormation
ying . a Technology Senice
Applications Information
Warren Kirtiand 0020194313 0 Active Full-Time Active ooon1ase  eootoa  RRNEE ate00 e Senice
Retum to Terminate Employee
Step 4 Click Terminate Employee
Employee Selection Citeria
I Select I Selectthe employee to be terminated. You will be able ta Pracess anlyhose emplayees that r&partto you as ofthe date entered an this page
next to the asorbate 53242078 |1
employee to be terminated. Find Emploses
Freddie Falcon's employees Personalize | 27 First 4 110 0f 10 > Last
Empl ID Job. Empl Status  FullPart Time HR Status Position Job Code Job Title Dept ID Department
Data Warehouse Information
00004138870 Active Full-Time Active ooooots2  eootoo 316000 T senice
Carey Quail 00005820420 Ach FullTi Act 00005458 800078  Specialist sqgopp  IMormation
ele arey Qual ive UlkTime ive pecialis ey
Senior Applications Information
Felix Heron 0005787385 0 Active Full-Time Acive 00004001 800127 Se e T 316000 ryonnoiony Senice
Jay Partridge 0009686142 0 Active Full-Time Active 00008280 200050  Manager 316009  IMformation
Technology Senice
Lisa Lark 0009567585 0 Active Part-Time Active 00008267 700003  NSLProfessional 316000  ormation
- Technology Senice
Penny Fal 0000809349 0 Act FUILT] Act 00004966 800059 i 31g0gp  Mormation
ele nny Faicon ve uliTime ive anager ectmotony Sendcz
Phillip Godwit 00008799910 Act FUITI Act 00000722 800005  Administrat atg000  [Mormation
ele ilip Godw ive UiTime ive ministrator echmotony Sendce
Rudolph I 0004915046 0 Ach FullTi Act 00005905 800005  Administrat atgopp  [ormation
ole udolph Macaw ive ullTime ive iministrator Tectmotony Senice
Sidney Wingneck 0000154547 0 Ach FullTi Act 00008271 800059 W a3tg00p  [Mormation
cle idney Wingnec! ive Ul Time ive anager ectmotony Sendce
) Applications Information
Warren Kirtland 0020134313 0 Acive Full-Time Aciive 00001448 600104 OO 36000 recnnology Senice
Return to Terminate Employes
Step 5: The Terminate Terminate Employee
g
Employee page appears. Betty Blackbird
¥ Instructions
Reason for Termination
EmplID 0000413887
JobTitle Data Warehouse Analyst
*Termination Date 03/24/2015 |[]
Reason for Termination -

Comments

* Required Field
Return to Select Employees
Return to Terminate Employee
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Step 6: Select the
Termination Date, this should
be the first day they are no
longer employed.

Terminate Employee

Betty Blackbird *
» Instructions
Reason for Termination
EmplID 0000413887
Job Title Data Warehouse Analyst
I *Termination Date |03/24/2015 | I
Reason for Termination -
Comments @

* Required Field
Return to Select Employees

Return to Terminate Employee

Step 7: Choose a Reason for
Termination from the drop
down list.

Reason for Termination v|

Death

Disciplinary Remaval

End Fareign Employment ALS
End of Fixed-Term Contract
Failure to Return from Leave
19 Mot Completed

Job Abandonment

Mever Warked
Mon-Renewal-Closure
Mon-Renewal-Funding
Mon-Fenewal-Reorganization
Maon-renewal of contract-Other
PartialiTotal Dis ability
Permanent ERE

Probationary Remoaoval
Resignation

Staff Reduction

State System Retirement
Student Graduated

Student Left BGSLU

15tudent ineligible to waork
|Voluntary Separation Program

Step 8: (Optional) Enter in
Comments about the
employee’s termination if
desired.

Comments Betty is moving to Japan.

5/27/15
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Submit

Step 9: Click

Terminate Employee
Betty Blackbird ¥

» Instructions
Reason for Termination
EmplID 0000413287
Job Title Data Warehouse Analyst
*Termination Date |03/24/2015 |[&i]

Reason for Termination Resignation -

Comments Betty is moving to Japan.

Step 10: A Submit
Confirmation along with The
Terminate Employee
Approval will appear.

The notification process is now in
progress.

e  The termination
notification will be sent to
the requestor, the budget
administrators for the
department as well as the
immediate supervisor and
up the reporting chain
stopping at the cabinet
level.

e Approvers will be HR for
staff and Student
Employment Services for
students

Submit Confirmation

“ “ou have successfully submitted the Terminate request for Bethy Blackbird as of 372472015,

Terminate Employee Approval

¥ :Pending (=) View/Hide Comments

Terminats Empioyes WWorkmiow

Skipped

o) Freddie Falcon

=R Aggrowers
32415 - 245 PM

Pending

@ Multiple Approvers
HR, ADruers

Reviewer
Robin Finch
&3 Reanzwer

Reviewer
B Sheridesn Stoll
Feviewer

Reviewer
B Freddie Falcon
Feviewer

Reviewer
e Scarlet Raven
Fevewer

Reviewer
e Sylvester Byrdman
Reviewer

Reviewer
Robert Blue
Ea Feviewer

Reviewer
e Geofrey Tracy
Feviewer

Reviewer
e Freddie Falcon
Feviewer

Reviewer
i Freddie Falcon
Feviewer

5/27/15
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Step 11: Click on the

| Return to Terminate Employee |

Submit Confirmation

hyperlink & You hame sucoesstully submised e Terminste request thr Besy Blacknird a5 of 240015,

Terminate Employee Approval
You have successfully

entered an employee’s * :Pending (=) WiewHidz Comments
termination transaction. Termiinats Emplopss Warkfiow

.1 Freddie Fakon

=

HS, Ammrouers
Q5245 - 245 PM

E_} '_MAJIUE ADDnoers

Reviever
B Fobin Finch

Reviever
Sheridean Sall
Eﬂ Ry e

Reviever
Freddia Fakeon
B memer

Reviewer
£ Szariet Raen

Reviever
Eél Syhesier Byrdman

Reviewer
Rioert Blue
Eﬂ Ry e

Reviever
& ety Tracy

Reviever
Freddie Fakcon
€3 menewer

Reviever
Fraddie Falcon
FRimhasyenr

7 Comments

-FREDDIE at 03/24/15 - 2:46 PM
Betty is moving to Japan.

System at 03724015 - 2:46 PM
Requester (FREDDIE) is approver on step number 2, path 1,
stage 10, which has self-approval disabled! (18081,1031)

Fetum o Select Employess

e e e |

Step 12: You will be directed

back to the Terminate
»
Employee menu. LE a

Mgr Self Service Quick Links

ﬁ Terminate Employee

Step 13: Click
< Terminate Employee = View Terminate Employee Status = Manager Dashboard
FE“ Manager Dashboard ‘ Iniiate a request to terminate an employee. =] Review the status of  teminate employee request =] et Service dashboard for managers.
Self-Service dashboard for =
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Step 14: You will be returned Manager Dashbosrd PO
to the Manager Dashboard sy POy 0 ] (@)t v o ov [P omims o lox

Sasrch by Neme, Job Tills, Depariment, or Emil No approvals are panding atthis t ﬁ SupenviserID Change
[ reminsiesmpioree
Advanced Seareh

&5 Drect L Reporis s low
F reeemmionee
Find | viewan | H @ 1q00801 @

&; [E—

parson
[TSsememary. || 355 Detais | Goriact || Compersatio
n

sob Tite
Data Warshouse B wansgerLome sconst
Adtiens Analyst
Sseaatst = susenere

Sanior Applications
Developer

o Hy Reports s o
Marketing Assistant No Reports To Display
NSL Frofessionsl

Penny Falcan Wanager

Phillip Godwit ~ Adtions Administrator
Rudolph Macan - Actions Administrator Report Manager
Sidney Wingneo = Adtions Wanager

%8 Wiy s
il peagemunt Anaiyis

SECTION V

RETIRE EMPLOYEE Quick Links i

Managers will have the Supervizor ID Change

capability to retire their direct

reports. Terminate Employee

Note: This is a notification
process only. All approvals are
done outside of the system, but
need to go through the notification
process here in PeopleSoft.

Retire Employee

Manage Delegation

Step 1: Click Manager Leave Accruals

[ j Retire Employee

Step 2: Click
Retire Employee

Student E-Hire

A 6eR[_Y

hyperlink

All ~ | search

Mgr Self Service Quick Links

ﬁ Retire Employee

E Retire Employee

Initiate a request to r¢

View Retire Status Manager Dashboard
View Status Refire Transactions Self-Service dashboard for managers.
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. ’ "
Step 3: All of the Manager S Retire Employee
Direct Reports will show As of ST ST G
Select the employee 1o be retired. You will be able to process only those employees that report o you as of the date entered on this page.
seorowe iz
Find Employee
Step 3a TO refl‘eSh the Freddie Falcon's employees Personalize | First £/ 1-10 o 10 */ Last
I b d d‘f‘f t Select Hame Empl ID Job Empl Status  Full’Part Time HR Status Position Job Code Job Title Dept ID Department
empioyees pbased on a difreren ) ) . Data Warenause Information
d tp y Betly Blackbird 0000413867 0 Active FullTime Acive 00000152 800100 i 316000 Yoo Clony seice
ale Information
) Carey Quail 0000582042 0 Active Full-Time Active 00005458 800078  Specialist 316000 o clooy Sendce
Senior Applications Information
1 Click . elix Heron 00057873860 Aciive FullTime Adtive 00004001 800127 el AR 316000 Lol Senice
. IC Information
jay Partridge 0009685142 0 Active Full-Time Active 00008280 800059  Manager 310000 oo ey senice
2. Choose a new date Select LisaLark 00095675850 Active PartTime Active 00008267 700003  NSLProfessional 316000  ormation
Technology Senice
. ) . Informatian
3 Click I| Refresh Employees I Penny Falcon 00008093430 Active Full-Time Active 00004365 800059 Manager 16000 FooTe cenice
Select Phillip Godwit 00008799910 Act FUILTI Act 00000722 800005  Administrat atg00p  nformation
ele ilip Goawr ive ulk-Time ive ministrator ectmotony Sence
Rudolph It 00049150460 Act FulTi Acth 00005305 800005  Administrat 3tpopp  Mormaton
ele udolph Macaw ive ulk-Time e ministrator e
Information
idney Wingneck 0000154547 0 Active Full-Time Active 00008271 800059  Manager 310000 ey Senice
Applications Information
Warren Kirtland 00201943130 Aciive FullTime Adiive 00001448 800104 PP FEET 316000 ooy Senice
Step 4 Clle Retire Employee
Employee Selection Ciiteria
SE | E{;’t Select the employee 1o be retired. You will be able to process only those employees that report o you as of the date entered on this page.
next to the s oroat 324207 3
employee to be retired. FingEmpioree
Freddie Falcon’s employees Personalize | First £’ 1-10 0f 10 ** Last
Select Hame Empl ID Job Empl Status  Full’Part Time HR Status Position Job Code Job Title Dept ID Department
. ) ; Data Warenause Informatian
Betly Blackbird 0000413867 0 Active FullTime Acive 00000152 800100 i 316000 Yoo Clony seice
Information
Carey Quail 0000582042 0 Active Full-Time Active 00005458 800078  Specialist 310000 ey Senice
Senior Applications Information
elix Heron 00057873860 Aciive FullTime Adtive 00004001 800127 el AR 316000 Lol Senice
Information
Jay Partridge 0009686142 0 Active Full-Time Active 00008280 200059 Manager 316000 Technology Senvice
Information
0009567585 0 Actve Par-Time Adtive 00008267 700003  NSLProfessional 316000y SN L
Penny Fal 00008003480 Act FUlTi Acth 00004265 800059 Mt 3tpopp  nformaten
ele nny Falcon ive ull-Time ive anager e
Philip Goawit 00008799910 Act FUILT] Ac 00000722 800005  Admiristrat 3tgopg  nformation
ele ilip Goawr ive ulk-Time ive ministrator ectmotony Sence
Rudolph It 00049150460 Act FulTi Acth 00005305 800005  Administrat 3tpopp  Mormaton
ele udolph Macaw ive ulk-Time e ministrator e
Information
idney Wingneck 0000154547 0 Active Full-Time Active 00008271 800059  Manager 310000 ey Senice
Applications Information
Warren Kirtland 00201943130 Aciive FullTime Adiive 00001448 800104 PP FEET 316000 ooy Senice
page appears. Retire Employee
H hl
Lisa Lark
V" Instructions
Retirement Details
Empl ID 0009567585
Job Title MSL Professional
Retirement Date |03/24/2015 |5
*Reason for Retirement -
Submit
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Step 6: Select the Retirement
Date, this should be first of the
month following the retirement.

Retire Employee
Lisa Lark ™

d Instructicns

Retirement Details

Empl ID 0D0SEETERE

Job Title MSL Professionsl

Retirement Date [g4012015 |1

*Reason for R:e‘tirementl

Step 7: Select a Reason for
Retirement from the drop
down.

*Reason for Retirement

Mormal Retirement

State Disability

Woluntary Separation Program

Step 8: Click

Retire Employee
Lisa Lark *

¥ Instructions
Retirement Details
Empl ID 0MS5ET585

Joh Title NSL Professional

Retirement Date |04/01/2015 )

*Reason for Ret\r!mentl Normal Retirement

5/27/15
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Step 9: A Submit
Confirmation along with The Submit Confirmation
Retire Employee Approval will
appear.

& Yourae successhily submilled e Refire request for Lisa Lank as of 412015
The notification process is now in

progress. Retire Employee Approval
e The retirement notification * -Pending (=) ViewHida Commants
will be sent to the P p— :
requestor, the budget
administrators for the ‘“'ﬂﬂme Exln
department as well as the = HRADEIORTE o
immediate supervisor and Ponding :
up the reporting chain o ViuRIDIE ADOroETS
stopping at the cabinet HR Approsars
level. e
e Approvers will be HR g3 Do Fincn
Fomslayper
Revigwar

Freddie Falcon
E\'a Rimyibewer

Ranvismar
Snenigesn S0l
&a Raaypar

Renviznar
Freddle Faloon
=5 et

Fians iswar
‘Scarket Ravwen
E\'a Raseypar

Gy =ame Tracy

Ranvismar
Freadle Falcon
Eﬂ [

Fians iswar
Freddia Falcon
=5 et

" Comments
Fetum o B2lect Emplopess

Feeturm B0 Retine Employes
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Step 11: Click on the Submit Confirmation
Return to Retire Employee
hyperlink W Yourae sucosssiuly submiBe e Reetire request for Lisa Lark 35 of #1/2015.
Retire Employee Approval
You have successfully *  -Pending (2 Vizwige Commznts
entered an employee’s o —r———
retirement transaction. swippsd

-1 Freddis Falon
—  HE Agoroeers
OEE0MS - 11215 AM

Panding
KuRIDke Aoarowers
'E‘l' HR Apgrowers:

Renviawar
R Fihan
Ea [Fozuibayer

Renviswar
Freddie Falcon
63 Rmsyar

Ravizwar
Sneridean Soll
Eﬂ [Somy mynr

Step 12: You will be directed
back to the Retire Employee

menu. Al ~| Search
Mgr Self Service Quick Links.
. Retire Employee
Step 13: Click v
= Retire Employee = View Retire Status = Manager Dashboard
FE Manager Dashboard = Initiate a request to retire an employee. View Status Retire Transactions Seli-Service dashboard for managers.
Self-Service dashboard for managers.
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Manager Self Service (MSS) - Transactions

Step 14: You will be returned Manager Dashbosrd reratis ot 1aron | @
to the Manager Dashboard Rl e 5] (@ rrosoa e o on | [P o o ler
<ch oy Nam, Job Tite, Deparimen, o Emal - e sproval rs pencing st s e, [ supamier o crange
— : | o
& 3 DivectLine Reports 2 ov ﬁ A
Announcements s ev Find | View a1 B 1 @ vigoras

[ mamany. || e i

[

Ne Curant Annu

F—— [ ensoer Lesve acsan
Sery uni B sucentesie
- Senior Appicaons
Felieer Devel
My Reports s o~

No Reports To Display

Report Manager

SECTION VI __ R
MANAGE DELEGATION @ Quick Links S e~

Quick Links allows the option to
delegate self-service
transactions while you are out
of the office.

Supervisor ID Change

Terminate Employee

Step 1: Click

%ﬁ Manage Delegation

Retire Emplovee

Manage Delegation

Manager Leave Accruals

Student E-Hire

A e[t

Step 2: The Manage

Delegation page appears. Manage Delegation
Freddie Falcon
Ste 3 ClICk Some of your self-semvice transactions can be delegated so that others may act on your behalf o initiate
p . and/or approve transactions for you and/or your employees. In addition, others may have delegated
. responsibility for their transactions to you.
Create Delegation Request

OLearn More about Delegation

Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.

Create Delegation Request

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies
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Manager Self Service (MSS) - Transactions

Step 4: You are directed to the
Create Delegation Request

page. Enter Dates

Create Delegation Request

Freddie Falcon

Director

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that

is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
blank.

Delegation Dates

From Date |03/24/2015 |[5]

To Date [#]
Mext | | Cancel |
Step 5: Enter the Delegation Create Delegation Request
Dates

Enter Dates
e  Enter the date you wish

the delegation to start. Freddie Falcon
(From Date)

Director

° Enter the date the Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that
. . . is the same as or later than your From Date. For open-ended delegation requests, leave the To Date
delegation period will end. blank
(To Date)

Delegation Dates

From Date |03/24/2015 |[&)
Mext

Step 5: Click To Date [03/31/2015 [

IMext Cancel
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Manager Self Service (MSS) - Transactions

Step 6: Choose the self-
service transaction you want
to delegate.
e Placea E in the box
next to the transaction the .
delegate is allowed to Create Delegation Request
perform. .
Select Transactions
. Mext
Step 7: Click Thomas Turkey
Dean
Select the transactions that you want to delegate to a proxy. You can select one or many transactions.
Delegate Transactions
Transaction
[ Initiate Reporting Change
[ Initiate Retire Employee
[ Initiate Terminate Employee
[] Manage Approve Reported Time
[] Manage Reported Time
Select All Deselect All
| Previous | Next || cancel
5/27/15
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Manager Self Service (MSS) - Transactions

Step 8: Choose the employee
that will be the Delegate.

Create Delegation Request

Select Proxy by Hierarchy

Freddie Falcon

M ext Diractor

Thils page displays Persons WRIN your hISrarchy Bt you can select 35 prodes. Sekect Me radio buson nat ko he

M= 10 SEleCt IS PENE0N 25 3 DOV, You CE Si50 SSlect e Seanch A Mame yDering 10 $8Srch Tr proves ousice
o mlerarcy

Step 9: Click

Chooss Delegate

teame i 10 et Jon s Daparimsnt tupsrvisor Nams
i Bely Blackoid 00001356 |Employes Dt Warehouse Analyst QN’:”"TWW' =reddie Bzkoon I
@ Cargy ouusmz  Empkyee Speoizi T TemARd  Fresgs Faion
it Pl Heron 0005757355 Empyee ‘Senlor Agplications Deveioper gﬂ::mem? Freadle Falon
i | Jay Panriage oXesa2 | Empijes Manager Toran TESTORT!  reame Fakon
& | Jena Senegal o003TIaNt  Empkyes Exnmne Asstoiant ;m'::””m“ﬂ Syhester Byrman
i UsalLark DD0SETSES  Employes NSL Professional IearTaton Techmalagy Freadie Faloon
omzesT1  Empiojes Manager Tornan TR sihester syremn =
i Olver Megers 00056845 Emplajes Assacisie Manager CoTen TSmRd 5yt Symen
o Peny P ouoaene  Empkyee Mrznzger TR TRSTRS)  Freatis Faioon
i Prillp Coown ooo0ETSEEN | Employes Aaminksarator Tornan TESTORT  Freame Fakon
& moenEhe ontzraTe  Emyes Director TomEATESRY spesereyraman
& Robh Finch 00003520 Emplojes Director TN TR 5yt Syraman
i Rusolpn Macw 00415045 Empyes AgminlzErator gﬂT:mew" Freddie Falon B
& Scanst Raen 01m2500  Empiges Acourtant Toran TESORT  synester syraman
i | Sianey wingneck 0000154547 Empiyen Marmger gmemm‘ Freadle Faloon i
Prevous | [ e | [ e
Step 10: The Delegation Detail
page will appear. The summary -
page lists: Create Delegation Request
e Proxy — the Delegate Delegation Detail
e  Start Date of Delega.tion Freddie Falcon
e End Date of Delegation
e Transaction listing of what Director
the Proxy will be able to
perform. Proxy Mary Spamow
From Date 03/25/2015
Step 11: Click Submit To Date 0%/31/2015

Transactions
Manage Approve Reported Time

Manage Reported Time

l Submit ||| Previous || Cancel
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Manager Self Service (MSS) - Transactions

Step 12: The Create

Delegation Request page Create Delegation Request
appears.
Freddie Falcon
] Director
_ oK
Step 13: Click ==

You have successfully submitted a delegation request. Refer to the My Proxies page to view the status
ofthe request.

o]

Step 14: You will be directed

: Manage Delegation
back to the Manage Delegation

page. Freddie Falcon
Some of your self-service transactions can be delegated so that others may act on your behalf to initiate
You have successfully and/or approve transactions for you and/or your employees. In addition, others may have delegated
created a Delegate. responsibility for their transactions to you.

@ Learn More about Delegation
Select Create Delegation Reguestto choose transactions to delegate and proxies to act on your behalf.
Create Delegation Reguest

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction.

Review My Proxies

SECTION ViI _ .
MANAGER LEAVE ACCRUALS Quick Links S o~
Managers have the capability to
review their direct reports Leave
Accrual balances.

e  The Quick Link directs
you to balances as of
the last confirmed
payroll.

Supervizor ID Change
Terminate Emplovee
Retire Employee

Manage Delegation

e You may also view up
to date leave balances
for your direct reports
through time and labor.

Manager Leave Accruals

Ml (| IV] v

Student E-Hire
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Manager Self Service (MSS) - Transactions

Step 1: Click (.} Quick Links e ov

Manager Leave Accruals

Supervizgor ID Change

Terminate Emplovee

Retire Employee

Manage Delegation

Manager Leave Accrualzs

AT

Student E-Hire

Step 2: Enter the Search Manager Leave

criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

(e.g. Partridge/Last Name)

| Find an Existing Value

¥ Search Criteria

=1

Step 3: Click Empl ID: begins with | |
Empl Record: = - | |

Mame: begins with |

" LastName:  begins with w parridge | |

Case Sensitive

Clear |BasicSearch [ Save Search Criteria

Step 4: Current Balances
appear

Current Balance II Monthly Leave Accrual || Leave Accrual

Review Sick, Vacation and
Personal balances Empl ID: 0009686142 Partridge Jay Benefit Red Nbr: 0

Benefit Program: Konthly

Plan Type Accrual Date Leave Hours Balance
Sick 01/01/2015 272160000
Yacation 013152015 193.260000
Personal 01/01/2015 20.000000

Back to Direct Reports
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Step 5: Click

Monthly Leave Accrual I

Tab
Step 6: Review Leave
Balances for the Month, Hours
Earned, Hours Taken and
Hours Adjusted

e Click to move
to the next Plan Type

| Current Balance || Monthly Leave Accrual I Leave Accrual

Monthly Leave Accrual

Empl ID: 0009686142 Partridge Jay

Benefit Program: Monthly

Description: Calendar Year Balance Schedule
Period Name

January

Leave Balance
272.160000

Carryover Hrs
262.160000

Hrs Earned
10.000000

¥TD Hrs Earned
10.000000

First '’ 1 of 1DLast

Benefit Red Nbr: 0

Find | View All

Balances for Year: 2015

Hrs Adjusted
0.000

Hrs Taken
0.000

YTD Hrs Taken
0.000

YTD Hrs Adjusted
0.000

Step 7: Click

I Leave Accrual l

tab

Step 8: Review Monthly
Accrual Date, Service Hours,
Hours Earned, Hours Taken
and Hours Adjusted

e Click to move
to the next Plan Type

Step 9: Click
| Back to Direct Repnrtsl

You will be returned to the
direct reports leave balances

page.

Current Balance || Monthly Leave Accrual || LeaveAccrual”

Leave Accrual

EmplID: 0009686142 Partridge, Jay

Benefit Program: Monthly

Description: Calendar Year Balance Schedule

Accrual Date
01/01/2015

Service Hours
7856.000

Period Name

January

Hours of Service
7856.000

Leave Balance
272160000

Carryover Hrs
262160000

First 4/ 1 of1DLast

Benefit Rcd Nbr: 0

Find | View All

Balances for Year: 2015

Plan Type: Sick
Hrs Earned Hrs Taken Hrs Adjusted
10.000000 0.000 0.000
YTD Hrs Earned  YTD Hrs Taken YTD Hrs Adjusted
10.000000 0.000 0.000
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