Manager Self Service (MSS) - Overview

The purpose of this reference guide is to provide an overview of Manager Self Service

PROCESS OVERVIEW (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 | go? MyBGSU > Employees > Manager Information > Manager Dashboard
SECTION |
NAVIGATION
Begin the process at the .
bgsu.edu home page. <§:| @| & hitp://www.bgsu.edu/ o-c ‘

Note: Please use Internet Explorer

Step 1: Click MyBGSU BGSU

ACADEMICS  ADMISSIONS  ABOUT ATHLETICS  ALUMNI  RESEARCH  STUDENTLIFE  INTERNATIONAL oven [ERRY eanm searcus

ﬁ;ﬁ

MER SESSIb SCHEDULE NOW AVi.ABLEs

g A < j ‘m.\v&

Py 0w L = o

CLASS SEARCHR PAY BILLS MAPS & DIRECTIONS
$

Step 2: Enter USERNAME BOWLING GREEN STATE UNIVERSITY
and PASSWORD

Note: These will be your BGSU BGSUw

n etWo rk c red enti al S ACADEMICS ADMISSIONS ABOUT ATHLETICS ALUMNI RESEARCH STUDENT LIFE INTERNATIONAL MYBGSU EMAILSE SEARCHP

USERNAME PASSWORD

Step 2a: Click Login
P 9 =
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Step 3: Click Employees

Canvas

TO DO CHECKLIST

“You have no items in your to-do list.

Bowling Graen State University | Bowiing Green, O

Welcome

Libraries

Student Center

Bookstore

Accenture Report

HOLDS

‘Youdo not

3403-0001 | Help | Fesdback

have any holds.

Step 4: Under Manager

Information

e Click Manager
Dashboard

BGSU EMAIL

BURSAR BILL VIEW/PAY

BG1 CARD SERVICES

ADVISING

Advisement
Student Degree Audit

Faculty Center

PAYROLL INFORMATION

View Paycheck
W-4 Tax Information
Direct Deposit
W-2/W-2¢ Consant

View W-2/W-2c Forms.

BENEFITS ENROLLMENT

Family Status Changes/Life Event
Benefits Summary

Benefits Enrollment

TIME AND LABOR EMPLOYEE

My Student Timeshest (view only)
Timeshest

Launch Pad

‘Web Clock

TIME AND LABOR SUPERVISOR

Approve My Monthly Reporters
‘Approve My Biweekly Reporters
Approve My Student Hourly Reporters

MANAGER INFORMATI

Manager Dashboard

Manage Delegation

UPDATE PERSONAL
INFORMATION

ITSECURITY ACCESS FORMS

Web Report Library

- FMS Web Report Library Access Form

Contact Digital Services

Employess

5/27/15
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SECTIONII M Dashboard
MANAGER DASHBOARD anager Lashoboar
HOME PAGE &l Company Directory | o (o
S'_:ep L Manager Dashboard Search by Name, Job Title, Department, or Email
will appear.
e Managers will view ®
important information at a 2 My Profile Avanced Search
glance. -
e Company Directory will = -
allow the Manager to [Amnouncements | c o

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

e Announcements will
provide particular events
that the Manager needs to
be aware of. These
Announcements will be
controlled by HR, Payroll @l Pending Approvals | < o~
and Student Employment
Services.

e Pending Approvals will
show natifications of

# HCM 9.2 is coming May 268, 2015
= NManager Self Service Training

No approvals are pending at this time.

- . .
. . v Direct Line Reports o (o
pending approvals and will 3“3' ports | T
be going live in phase 2. Perzonalize | Find| View All | 2V 4 110 of 11 F
i Direct Line Reports will Summary Job Details Contact Compensation

show faculty/staff/students

. Mame Job Title
az%ggﬁ;:;d;geu?tl);ﬁzdare Betty Blackbird * Actions Data Warehouse Anahyst
able to view information on Carey Quall v Actions  Specialist
your direct/indirect reports Felix Heron » Actions Senior Applications Developer
in one location where Jay Partridge » Actions Manager
before it required multiple Jeri Goldeneye = Actions Marketing A=ssistant
navigation paths. Lisa Lark » Actions NSL Professional

Penny Falcon * Actions Manager
Phillip Godwit = Actions Administrator
Rudolph Macaw * Actions Administrator
Sidney Wingneck = Actions Manager

Ta View My Organization
B4 Headcount Analytics
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e Quick Links will allow you |@ BLELTE | S lor

to perform Job actions

upon your employees as a

manager.

e  Termination Employee

e Retire Employee

e Manage Delegation

e Manager Leave
Accruals

e  Student E-Hire

e  Student Supervisor ID

Supervizor ID Change

Terminate Employee

Retire Employee

Manage Delegation

Manager Leave Accruals

i &IV

Change Student E-Hire
e My Reports enables you to
access the Report Manager My Reports S ov

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

Mo Reports To Display

Report Manager

SECTION Il _
COMPANY DIRECTORY ‘j—g—‘j Company Directory

Step 1: Search by Name, Job
Title, Department or Email

Falcon @
Ii@lt

Step 2: Click on the o]
begin the search i My Profile Advanced Search

Search by Mame, Job Title, Department, or Email

Step 3: Click on Name in the
list

[Org Chart Viewer
Search For People Retum 1o Home Page
)  AdvancedSearch

' wyProme

Find |ViewAl  First ¥ 18084 Last

son i oopariment Topbone et Coustry
Resises  FsconTeamsioe cospegoosisns  Untea s
e Fnch AT Team se Bnogoosie  UnteaSates
| Information TECRACIOGY 40020 00 gconibas TIPS
| 4190722000 Wakon@ogsusts  Unded Sutes
e FaiconTeam Store costicngoosusa  Untna sies
f—— FaconToam e sosnpun@agsuscs  UnteaSutes
e lormahon Tecm00D 41071722000 Racon@hosueoy  Untea Sies
PhoebePabcan FakconTeam s sookcngoosusas L

Robin Reese Falcon Team Store meese@bgsu oy

Frst
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Step 4: The employee you Org Chart Viewer

searched for will appear. Their e |
Profile page will be first with all

! Search by Name, Job Title, Department, or Email (3) (LECEIRIEE
the pertinent Contact - ) Wy Profle
Information as well as their HR e protie J%: Org crar

Contact Information

Freddie Falcon

Details.

~ Actions
Job Title Director
Location Information Technology Semvice

Address Information Technology Service
202 Hayes Hall
Bowling Green, OH 43403

Work Phone  419/272-7744
Email freddief@bgsu edu

HR Details

Department  |nformation Technology Service
Reports To  Sylvester Byrdman
Peers (6) Jenna Senegal, Mary Sparrow, Oliver Meyers, Robert Blue, Robin Finch, Scarlet Ravin
Direct Reports (9) Carey Quail, Felix Heron, Jay Partridge, Penny Falcon, Phillip Godwit, Rudolph Macaw, Sidney Wingneck, Steven Bunting, Warren Kirtland
Additional Jobs (0)

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

Chart will appear. Org Chart Viewer I .

Compasy Dectory

—
Wy Org Chant =

Step 6: Click on link to Return
to Manager Dashboard

' Felix Heron

SECTION IV
ANNOUNCEMENTS =
Announcements £

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

e Announcements will be
controlled by HR, Payroll
and Student Employment
Services.

* Manager Self Service Training
« HCMS9.2is Coming May 26, 2015
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Step 1: Click the

Announcement link for =
additional information. ﬁil Announcements

. l Manager Self Service Training !
. 215 Coming May 26,

LY

Step 2: The Announcement Announcement Detail x
Detail page will appear.
Step3: Click OK for the Posted on 2/17/2015
AI““OU”CJ’”“:”‘ Dtetf‘r:' pl\"’/‘lge to Manager Self Service (MSS) fraining will commence on April 6,
(I:Dos;.:;ln dre urn to the Manager G, 2015. Please check for further announcements in order to
ashboard. sign up for a class!
SECTIONV
PENDING APPROVALS
(Phase 2)

The system will display what
needs the Manager’s attention
now. @ Pending Approvals o e
e Displays transactions in a
single line Mo approvals are pending at this time.
e Manager may approve or
deny the transaction.

Notifications to SES and OHR will
be sent. More to come in Phase Il
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.

e Additional salary
information will be at the
Managers fingertips.

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

e Displays a hierarchical grid
that expands a name to
see 2™ line reports.

=2 DirectLine Reports
¢

S o-

Personalize | Find | View Al | EI|

Hame

Betty Blackbird
Carey Quail
Felx Heron

Jay Partridge
Jeri Goldeneye
Lisa Lark
Penny Falcon
Phillip Godwit
Rudolph Macaw
Sidney Wingneck

Tg View My Organization
I3 Headcount Analytics

| Summary ” Job Details || Contact || Compensation |

Job Title
= Actions Data Warehouse Analyst
» Actions Specialist
= Actions Senior Applications Developer
= Actions WManager
* Actions Marketing Assistant
= Actions N5L Professional
» Actions Manager
= Actions Administrator
* Actions Administrator

= Actions Manager

L1 apefin b

Step 1: The tabs at the top of

C . .
the page enables the manager &1@ Direct Line Reports = (e
to view all of his/her direct & [
X . . ; i i 4 4 b
reports jOb information. Personalize | Find | View All | | 1-10 of 11
e Summary - A view of all | Summary || Job Details ” Contact || Compensation |
Direct reports for the
manager.
-2 DirectLine Reports o
&"‘5 ire p o o~
Personalize | Find | View Al TG ([ (4 1qg0r 11
Summary | lob Details || Contact ” Compensation |
Name Job Title
Betty Blackbird * Actions Data Warehouse Analyst
Carey Quail » Actions Specialist
Felx Heron » Actions Senior Applications Developer
Jay Partridge » Actions Manager
Jeri Goldeneye » Actions Marketing Assistant
Lisa Lark = Actions NSL Professional
Penny Falcon * Actions Manager
Phillip Godweit » Actions Administrator
Rudolph Macaw * Actions Administrator
Sidney Wingneck = Actions Manager
Tg View My Organization
[ Headcount Analytics
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Step 2: Job Details — Job @:ﬁ] Direct Line Reports s av
information for each direct :
report. Personalize | Find | View Al G| (&) 190 0f 11 (*
Summary | Contact || Compensation |
Hame Empl ID Job Code ?':’j;sb Job Title
Betty Blackbird » Actions 0000413837 200100 8.7 Data Warehouse Analyst
Carey Quail = Actions 0000582042 200078 0.7 Specialist
Felix Heron = Actions 0005787336 200127 2.5 Senior Applications Developer
Jay Partridge = Actions 0009885142 200059 3.8 Manager
Jeri Goldeneye = Actions 0020062560 552000 1.1 Marketing Assistant
Liza Lark = Actions 0009567585 700003 1.3 N5L Professional
Penny Falcon = Actions 00002809343 200059 9.7 Manager
Phillip Godwit w» Actions 0000879591 B00005 5.9 Administrator
Rudelph Macaw » Actions 0004515048 200005 5.4 Administrator
Sidney Wingneck = Actions 0000154547 200059 0.2 Manager

Tg View My Organization

¥ Headcount Analytics
O
. 5 DirectLine Reports S (e
Step 3: Contact — All contact o
. . . . . & P . i
Informatlon |ISted for each Personalize | Find | View Al |E=| 1-10 of 11
I | Summary ” Job Details |l Contact I Compensation | B
emp Oyee' Hame Telephone Email Department Location
Inf § Information
Betty Blackbird v Actions 4195754922 ffalcon@bgsu.edu T Gervice | Technology
o Service
Infarmation Information
Carey Quail w Actions 419/372-3473 ffalcon@bgsu.edu . Technology
Technology Service Service
Information
Felox Heron » Actions 419/304-2158  ffalcon@bosu edu ‘T"f”;"“’l““” s Technology
echnology Service . o
- - - Information Infarmation
Jay Partridge w Actions 418/372-866%  partridge@bgsu.edu Technology Service Technology
o Service
Jeri Goldeneye - Actions 216/289-7613  jglenn@bgsu.edu 9ffice o7 UG Stuent g‘jﬁglfgc'e”“s
Information
Lisa Lark ~ Actions 419/372-4880  larkinl@bgsu.edu a0 ervice  TECTROIDY
echnolegy Service o T
" Information Information
Penny Falcon = Actions 419/372-2000 ffalcon@bgsu.edu Technology Service Technology
o Service
- " . Information Information
Phillip Godwit w Actions 419/288-3561 ffalcon@bgsu.edu Technoloay Service Technology
o Service
Information
Rudoiph Macaw » Actions 419/372-2000  ffalcon@bosu edu ‘T"f”;"“’l““” s Technology
echnology Service . o
Information Information
Sidney Wingneck = Actions 419/419-8216 ffalcon@bgsu.edu Technol Servi Technology
echnology Service o i
g View My Organization
Wjﬂ Headcount Analytics
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Step 4: Compensation — A
view of Salary information for
each direct report.

e Compensation is reflected

@:’,13 Direct Line Reports

Personalize | Find | View F\II|IE||

| Summary || Job Detailz || Contact | Compensation

c or

140 ef 11 b

direct report in order to view
only his/her information.
e Thenclick on each tab to
review only that
employees data.

&:]3 Direct Line Reports

Personalize | Find | View AII|E||

Name
Betty Blackbird
Carey Quail

elix Heran
Jeri Goldeneye
Lisa Lark
Penny Falcon
Phillip Godwit
Rudelph Macaw
Sidney Wingneck

Tg View My Organization
I3 Headcount Analytics

Summary | Job Details || Contact ” Compensation |

* Actions
« Actions
« Actions
« Actions
* Actions
* Actions
* Actions
« Actions
* Actions
» Actions

as an Annual Salary Hame Annual Salary Minimum  Midpoint Maximum
amount Betty Blackbird * Actions 35.00 4535400 54651.00 68 597.00
. This is calculated on a 12 Carey Quail » Actions 00.00 4146500 4975800 62197.00
month employment Feliz Heron = Actions 33.00 ©0,435.00 7373500 93831.00
duration and not Jay Partridge » Actions 00.00 74,308.00 8139700 117,032.00
necessarily a true Jeri Goldeneye » Actions 26.00 104.00 103,012.00 2055920.00
roiection )(;f student Liza Lark » Actions 07.52 125,000.00 250,000.00
proj . Penny Falcon * Actions 72.00 7430600 91397.00 117.032.00
earnings
gs. Phillip Godweit * Actions 55.00 5473500 6552500 284188.00
Rudelph Macaw * Actions 17.00 5475500 6552500 84182.00
Sidney Wingneck » Actions _00.00 7430600 91397.00 117,032.00
Tg View My Organization
[§§ Headcount Analytics
Step 5: Click on the name of a o ow

Y 1apef11'h

Job Title

Diata Warehouze Analyst
Specialist

Senior Applications Developer
Manager

Marketing Assistant

NSL Professional
Manager

Administrator
Administrator

Manager

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 2m
line reports also.

a:] Direct Line Reports

Perscnalize | Find | View All | @|

Summary | Job Details || Contact || Compensation |

Hame

Betty Blackbird
Carey Quail
Felx Heron

Jay Partridge
Jeri Goldeneye
Lisa Lark
Penny Falcon
Phillip Godwit
Rudolph Macaw
Sidney Wingneck

Tg View My Organization -

[§3; Headcount Analytics

* Actions
» Actions
* Actions
» Actions
» Actions
+ Actions
* Actions
» Actions
* Actions
» Actions

= oO-

1 100F11k

Job Title

Cata Warehouse Anahyst
Specialist

Senior Applications Developer
Manager

Marketing Assistant

NSL Professional
IManager

Administrator
Administrator

Manager
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My Crganization X

Step 1: Click on the H next to
a name to view 2"¢ line reports. Personalize | Find [ 1-11 o7 11

| Summary || Job Details || Contact || Compensation |
Hame Job Title
Betty Blackbird * Actions Data Warehouse Analyst
I Carey Quail - Actions Specialist
Felix Heron - Actions Senior Applications Developer
ay Partridge * Actions Manager
Jeri Goldeneye - Actions Marketing Assistant
Lisa Lark * Actions MEL Professional
Penny Falcon « Actions Manager
Phillip Godwit - Actions Administrator
Rudolph Macaw - Actions Administrator
Sidney Wingneck ~ Actions Manager
‘Warren Kirtland « Actions Applications Developer

Step 2: The direct report will My Organization :
show for the employee you Personalize | Find @ 1-140f 14
chose. Summary || Job Details || Contact || Compensation | =»
e The manager will be able Name Job Title
to drill down as far as the Betty Blackbird - Actions Data Warehouse Analyst
BGSU hierarchy goes. Carey Quail - Actions Specialist
Felix Heron * Actions Senior Applications Developer
ayr Partridge ~ Actions Manager
Christina Canary  Actions Applications Developer
Penny Peacock  Actions Enterprise Syst Report Writer
Samuel Swallow  Actions Applications Developer
Jeri Goldeneye - Actions Marketing Assistant
Lisa Lark ~ Actions M3L Professional
Penny Falcon ~ Actions Manager
Phillip Godwit ~ Actions Administrator
Rudolph Macaw  Actions Administrator
Sidney Wingneck ~ Actions Manager
Warren Kirtland ~ Actions Applications Developer

SECTION VIl
QUICK LINKS @ Quick Links S o~

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

Supervizor ID Change
Terminate Emplovee

e  Supervisor ID Change
(Student)

Terminate Employee
Retire Employee
Manage Delegation
Manager Leave
Accruals

e  Student E-Hire

Retire Employee

Manage Delegation

Manager Leave Accruals

Student E-Hire

0 MfeIT|V]

Note: More to come in Phase Il in
July, 2015
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SECTION IX
MY REPORTS

My Reports

" " Report Folder

My Reports allows you quic

access to the output of your HCSC_NOTIFY  General

HCM reports that either you e
have run or from a distribution HCSC MOTIFY  General

list that you are on.

e  Click on the name of
the report to open HC3C_MNOTIFY  General

2015-02-23-10.10.0
HCSC_MOTIFY  General

2015-02-23-13.07 4

Report Manager Y
Click P g to 15-02-23-10.10.0
attain the Process Monitor in PAY034 General
one quick step. 20152151217 1

I Report Manager I
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