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PROCESS OVERVIEW 
 

 

   
The purpose of this reference guide is to provide an overview of Manager Self Service 
(MSS). This document is set up according to the various tasks that may be performed 
when using Manager Self Service (MSS). 

1. Begin at the bgsu.edu home page 
2. Click MyBGSU 
3. Enter Username and Password 
4. Navigate:  Employees > Manager Information > Manager Dashboard 
5. Review Manager information 

 

Where do I go? MyBGSU > Employees > Manager Information > Manager Dashboard 

 

SECTION I 
NAVIGATION 

 

Begin the process at the 
bgsu.edu home page. 
 
Note: Please use Internet Explorer 

 

 

   
 

Step 1: Click MyBGSU 
 

 

   
Step 2: Enter USERNAME 
and PASSWORD 

 

Note:  These will be your BGSU 

network credentials. 

 

 

Step 2a: Click Login 
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Step 3: Click Employees 
 

 

   
Step 4: Under Manager 

Information 

 Click Manager 
Dashboard 
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SECTION II 

MANAGER DASHBOARD  
HOME PAGE 

 
Step 1: Manager Dashboard 

will appear. 

 Managers will view 
important information at a 
glance.   

 Company Directory will 

allow the Manager to 
quickly search for any 
employee across the BGSU 
organization and see a 
visual representation of the 
organizational structure. 

 Announcements will 

provide particular events 
that the Manager needs to 
be aware of.  These 
Announcements will be 
controlled by HR, Payroll 
and Student Employment 
Services.   

 Pending Approvals will 

show notifications of 
pending approvals and will 
be going live in phase 2. 

 Direct Line Reports will 

show faculty/staff/students 
who report directly and 
indirectly to you.  You are 
able to view information on 
your direct/indirect reports 
in one location where 
before it required multiple 
navigation paths. 
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 Quick Links will allow you 

to perform Job actions 
upon your employees as a 
manager.  

 Termination Employee 

 Retire Employee 

 Manage Delegation 

 Manager Leave 
Accruals 

 Student E-Hire 

 Student Supervisor ID 
Change 

 My Reports enables you to 

access the Report Manager 
directly from the 
dashboard.  No need for 
extra navigation to the 
process monitor. 

 

 

   
SECTION III 

COMPANY DIRECTORY 
 
Step 1: Search by Name, Job 

Title, Department or Email  

Step 2: Click on the to 

begin the search  
  

 
Step 3: Click on Name in the 

list 
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Step 4: The employee you 

searched for will appear.  Their 
Profile page will be first with all 
the pertinent Contact 
Information as well as their HR 
Details.    
 

 

   
Step 5: Click on the Org Chart 
tab and the Organizational 

Chart will appear. 
 
Step 6:  Click on link to Return 
to Manager Dashboard 

 

   
SECTION IV 

ANNOUNCEMENTS 
 

Important HR, Payroll & Student 
Employment information will be 
posted in the Announcements 

section.   

 Announcements will be 
controlled by HR, Payroll 
and Student Employment 
Services. 
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Step 1:  Click the 
Announcement link for 

additional information. 

 

   
Step 2:  The Announcement 
Detail page will appear.   
 
Step3:  Click OK for the 

Announcement Detail page to 
close and return to the Manager 
Dashboard.   

 

   
SECTION V 

PENDING APPROVALS 
(Phase 2) 

 
The system will display what 
needs the Manager’s attention 
now.   

 Displays transactions in a 
single line 

 Manager may approve or 
deny the transaction.   

 
 
Notifications to SES and OHR will 

be sent.  More to come in Phase II 

in July, 2015. 
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SECTION VI 

DIRECT LINE REPORTS 
 

Direct Line Reports will allow 

the manager to view a 
summarized comparative view 
of all direct reports. 

 Additional salary 
information will be at the 
Managers fingertips. 

 Complete organization 
view beyond the 
manager’s direct reports.   

 Displays a hierarchical grid 
that expands a name to 
see 2nd line reports.  

 

 

   
Step 1:  The tabs at the top of 

the page enables the manager 
to view all of his/her direct 
reports job information.   

 Summary - A view of all 

Direct reports for the 
manager.    
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Step 2:  Job Details – Job 

information for each direct 
report.   
 

 

   
Step 3:  Contact – All contact 

information listed for each 
employee. 
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Step 4:  Compensation – A 

view of Salary information for 
each direct report.  

 Compensation is reflected 
as an Annual Salary 
amount. 

 This is calculated on a 12 
month employment 
duration and not 
necessarily a true 
projection of student 
earnings. 

 

 
   
Step 5:  Click on the name of a 

direct report in order to view 
only his/her information.   

 Then click on each tab to 

review only that 
employees data.   

 

   
SECTION VII 

DIRECT LINE REPORTS 
HIERARCHICAL VIEW 

 
 
By clicking on the View My 
Organization, the manager 

will be able to view not only 
his direct reports but see 2nd 
line reports also.   
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Step 1:  Click on the next to 

a name to view 2nd line reports.   

 

   
Step 2:  The direct report will 

show for the employee you 
chose.  

 The manager will be able 
to drill down as far as the 
BGSU hierarchy goes.   

 
 

 
 

SECTION VIII 
QUICK LINKS 

 
Quick Links enables the 
manager to quickly access Job 
actions that that can be 
performed on their employees.   
 

 Supervisor ID Change 
(Student) 

 Terminate Employee  

 Retire Employee 

 Manage Delegation 

 Manager Leave 
Accruals 

 Student E-Hire 
 
Note:  More to come in Phase II in 

July, 2015  
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SECTION IX 

MY REPORTS 
 
My Reports allows you quick 
access to the output of your 
HCM reports that either you 
have run or from a distribution 
list that you are on.   

 Click on the name of 
the report to open 
 

 

Click    to 
attain the Process Monitor in 
one quick step.   
 

 


