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Manager Self Service Job Aids

This document contains Job Aids for various actions in Manager Self Service. You may click on
the sections below to jump to their location in the document.

MaNQAGET SEIf SEIVICE ...ttt 2
MaNAgEr SEIf SEIVICE BASICS ...t ss s sasees 2
Viewing Employee Data via the My T@aM Til@............cooooeeceeeeeeeee s 3
Viewing YOUr T@AM Cal@NAA ...ttt 7
Viewing Job and Compensation Data via the Manager Dashboard.................. . 10

To access Manager Self Service in HCM PeopleSoft, navigate to https://hcm.ps.sc.edu. Click
the drop down menu from the Employe Self Service title, then select
Manager Self Service.

NOTE: PeopleSoft HCM utilizes multiple layers of security to properly limit access to data. As
part of this security structure, limits are placed on content within the system. These
limits are directly tied to your role at USC. Throughout these job aids, you may see
menus and pages that you will not be able to access in the database. Your content will
be tailored to reflect your role at USC. If your role changes in the future, your access to
pages and people will be updated in accordance with the change.
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Employee Self Service Job Aids

Manager Self Service
Manager Self Service Basics

1) To access the Manager Self Service Homepage, begin at the Employee Self Service landing page.
Click the drop-down menu from the Employe Self Service title, then select Manager Self Service.

SOUTHCAROLNA | ® © @ Menu . [EESIBINE

| . ] 7 s A b - KRS

Employee Self Service v

My Homepage

Manager Self Service Announcements

Employee Self Service H

No Announcements available

My Self-Service

Time and Absence Employee Calendar Payroll

2) You will land on the Manager Self Service Homepage. There are suggested tiles that may be useful to
you in your role as a supervisor. There are 4 tiles related to your Team on the Manager Self Service
Homepage, under My Team'’s Information.

Manager Self Service v < 2015 > |
Suggested Actions

Approvals Monitor Employee Onboarding Tasks for Employee Offboarding

My Team's Information

My Team Team Calendar Time and Absence Workcenter Manager Dashboard Remote Worker

% - ; - ORACLE . 9
& 8 PEOPLESOFT

My Dashboards

Remote Worker Dashboard

NOTE: If applicable, the Remote Worker and Remote Worker Dashboard tiles will appear on your
Manager Self Service homepage. Not all areas opt in to their use.
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My Team: You will see a list of your direct reports on this tile. From here, you can view important
information regarding their job and personal information.

Team Calendar: This tile displays the scheduled hours for you and your team. You can view the
schedules in a weekly or bi-weekly view.

Time and Absence Workcenter: This tile allows you to submit and approve requests for your employees
related to their Time and Absences. Refer to the Payroll website for additional information/instructions.

Manager Dashboard: This tile gives you a high-level overview of your direct reports, allowing you to view
job and compensation information for your staff, and take actions related to their Time and Absences.

Viewing Employee Data via the My Team Tile

1) Begin at the Employee Self Service landing page. Click the drop-down menu from the Employe
Self Service title, then select Manager Self Service.

SOL ;]\}3 I(_I{K}I{\('ill_lx\ ® Q G) Menu - Search in Menu

[ N ] - . A e - B
Employee Self Service v

My Homepage

Manager Self Service Announcements

Employee Self Service H

No Announcements available

My Self-Service

Time and Absence Employee Calendar Payroll

2) Next, click the My Team tile.

S()lfl\lil\ I('I%:\I][{\(')‘IIJN..\ @ O @) Menu + Search in Menu
. W

[ e V7 A
Manager Self Service v

Not Started In Progress

My Team's Information

Team Calendar Time and Absence Workcenter
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Employee Self Service Job Aids

3) Within the My Team tile, you will see all employees who report directly to you (your Direct
Reports). They are listed in alphabetical order by first name, but you may change the sort order by
clicking on the header for any displayed column. Most of the information on this page is read only.
The drop-down menu and links on this page allow you to:

e Send an email directly to the employee via USC email.
e View Personal Information about the employee.

‘ Q, Search in Menu

My Team :
‘ Summary | Leave Balances ‘
E K
Name / Title Directs / Total Department/ Location Email / Phone Today's Status
o) ARTS
Ceramic Assistant Center For The Arts
@ ARTS
Gallery Assistant Art Studio
S ARTS
Gallery Assistant Art Studio

4) To send an email to an employee via the My Team tile, locate your employee within the list of your
Direct Reports. Once you have located your desired employee, click the email hyperlink to the
right of their name under the Email/Phone column. The email application used on your computer
will open in a new window. From there, you can add others to the email or include attachments
before sending your employee an email.

©

Ceramic Assistant

My Team

I Summary | Leave Balances ‘

| |
Name / Title Directs / Total Department/Location Email / Phone Today's Status

ARTS gamecockfan@mailbox.sc.edu

Center For The Arts

6) After you have finished, you

can close your email window and return to the My Team tile.

7) The button to the right of each employee’'s name represents the Actions menu. This menu serves as
a jumping off point to access additional pages in PeopleSoft containing information about the

employee.
My Team -
I Summary | Leave Bal Actions X
Time Management > ]
r ! [v]
Name / Title Job and Personal Information> tment / Location Email / Phone Today's Status
)/ View in Talent Summary
Ceramic Assistant cemef For The Arts
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8) To view Time Management functions for an employee, click the Actions menu and select
Time Management. From here, you will be to request an absence on behalf of your employee, view

current requests, and also view their Absence Balances.

My Team
I Summary | Leave Bal% Actions X
| Time Management > ‘T_$‘
Name / Title Job and Persanal Information> ment / Location Email / Phone Today's Status
- )/ View in Talent Summary
Ceramic Assistant cemer For The Arts

Balf < Time Management x

Request Absence

View Requests in

'f;3< Absence Balances

nt

9) Once you click into any of the Time Management options, you will be taken to the corresponding
Absence tile. To return to the My Team tile, click on the arrow in the top left corner.

el

Manage Absences

S
| 0| Active
STU | Ceramic Assistant | 925410-ARTS

Create a new Request

“Start Date |04/28/2025 |

“Absence Name | Select Absence Name V| Apply Absence

NOTE: You may also view all Leave Balances for your direct reports using the Leave Balance view under
the My Team tile. Leave balances will be displayed to the right of each report’'s name.

My Team

| Summary || Leave Balances ||

Name / Title Balances

_——
No leave balances exist

Ceramic Assistant
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10) To view employee Job and Personal info, click the Actions menu and select Job and Personal
Information. Next, click View Employee Personal Info.

My Team :
I Summary ‘ Leave Bal{ Actions X
| Time Management > ‘F‘
Name / Title Job and Personal Information> tment / Location Email / Phone Today's Statu:
() View in Talent Summary
Ceramic Assistant cemer For The Arts

Balg

¢ Job and Personal Information x

View Employee Personal Info

11) The View Employee Personal Info page displays additional personal and work-related information
about your employee. Click on the links at the bottom of the page to see the employee’s birth
month/day and/or their emergency contacts.

Favorites Main Menu * My Team

UNIVERSITY OF

-ﬁ»_ SOUTH CAROLINA

Employee Information

—'j‘ Undergraduate Work Study
Actions~

Personal Information

Empl 1D
Position
Job Code  Undergraduate Work Study
Company University of South Carolina
Business Unit USC Beaufort

Additional Information

Emergency Contacts

View Employee Personal Info

All = | Search

First Start Date  01/21/2025
Department ARTS

SFWR Location Center For The Arts
usc Regular/Temporary Temporary
SCBFT Full/iPart Time Part-Time

925410
807

12) To return to the My Team tile or the View Employee Personal Info page, click the corresponding
page in the breadcrumbs in the Universal Navigation Header.

Favorites ~

View Employee Perzonal Info

May 2025 - Page 6 of 15



Employee Self Service Job Aids

13) To view an employee’s Talent Summary, click the Related Actions Menu next to the employee. Click
View in Talent Summary. This is an alternate page that displays information similar to what is
displayed on the View Employee Personal Info and My Team tile pages. To return to the Manager
Self Service home page, click the Return to Manager Dashboard link at the bottom left.

My Team :
I Summary | Leave Bal Actions X
| Time Management > ‘T‘
Name / Title Job and Personal Information> tment / Location Email / Phone Today's Status
(3 View in Talent Summary
Ceramic Assistant cemer For The Arts

Favorites ¥ Main Menu ~ Manager Self Service ™ Talent Summary

2 AT -5«

Talent Summary

« Actions Job Title Undergraduate Work Study HR Status Active
Job Code SFWR Org Relationship Employee
J Work Phone ‘fears in Current Job 0.3
Location Center For The Ars FulliPart Time Part-Time
¥ | Email

Employee 1D

IReturn To Manager Dashboard I

14) Congratulations! You successfully learned how to view information about your direct reports via the
My Team Tile on the Manager Self Service Fluid Home Page.

Viewing Your Team Calendar

1) Begin at the Employee Self Service landing page. Click the drop-down menu from the
Employe Self Service title, then select Manager Self Service.

SOUTHCAROLNA | © © @ wenu . [EEESENREYERE

[ . V. A RER KR

Employee Self Service v

My Homepage
Manager Self Service Announcements

Employee Self Service

No Announcements available

My Self-Service

Time and Absence Employee Calendar Payroll
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2) Click the Team Calendar tile.

Manager Self Service v

Suggested Actions

My Team's Information

< 20f3 >

&S
&8

Team Calendar

ooo

X

Time and Absence Workcenter

3) You will arrive at the Team Calendar page. This tile displays the scheduled hours for you and your
team. You can view the schedules in a weekly or bi-weekly view. The ‘i’ button in the top right will
display a legend of icons used on this page. The gear icon in the top right can be used to adjust the

display options for your calendar.

Work Anniversary

Team Calendar
~ <> Today Week Bi-Weekly
Team Starred Filters
Search Name or Job Titlle o 21 April 2 2 24 2 2% a7
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
“ Day Off 5] Day OF
n 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours
" D | 1 Sick Leave | {2 FMLA Tracking Take | ) Sick Leave | 5 FMLA Tracking Take | 3 Sick Leave 1 Day Off 1 Day Off
| = FraLA Tracking Take | & Sick Leave | & FMLA Trackin Take | & sick Leave | &= FraLa Tracking Take
“ & Annual Leave © Annual Leave © Annual Leave =1 Day Off [ Day Off
c 7.5 Hours 75 Hours 7.50 Hrs @750 Hrs @750 Hrs @
“ £ Sick Leave 1 Day Off [£] Day OF
a 7.5 Hours 500 Hrs 2 75 Hours 7.5 Hours 7.5 Hours
% [51 Day Off =] Day Off
a 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours
N  Annual Leave & Annual Leave [ Day Off 1 Day OF
a 7.5 Hours 7.50 Hrs @ 75 Hours 7.5 Hours 750 Hrs @
“ £ Sick Leave 1 Day Off [£] Day OF
o 7.5 Hours 7.5 Hours 7.5 Hours 2.00 Hrs @ 7.5Hours
% [51 Day Off =] Day Off
o 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours 7.5 Hours
= Display in Calendar
= Abszence Event piay
und
D Abszence Event
2 schedule Schedule
Holiday
4. Holiday )
Birthday
Hou
i Work Anniversary
ds  Birthday HeHn ’ 1
Houl Preferences
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Employees can be ‘starred’ so that managers can access the schedules for a specific subset of their direct
reports. To star an employee, simply click the star to the left of the name. The star will become blue when
selected. Click the Starred tab to view only those direct reports who have been starred.

Team Calendar

B . <2 Today
zam  Starred Filters
Search Name or Job Tittle o 28 April
Monday
. .
Undergraduate Work Study 0 Hours

« B
Undergraduate Work Study 0 Hours

You can filter your search by Name, Position Number, Payroll Status, Job Code, Department ID, and
Location Code.

Filters Done |

First Name | |

Last Name | |
Position Number | Q|
Job Code | Q|
——y A
Location Code | Q|

Use the calendar icon in the top left corner to jump to a specific day/week.

@ Calendar X

April v|| 2025 v

5 M T w T F S |f

1 2 3 4 5

Filters

28
o ®A1 6 7 8 9 10 M 12

4) Congratulations! You have successfully viewed your Team Calendar using the Manager Self Service
homepage.

May 2025 - Page 9 of 15



Employee Self Service Job Aids

Viewing Job and Compensation Data via the Manager Dashboard

1) Begin at the Employee Self Service landing page. Click the drop-down menu from the Employe
Self Service title, then select Manager Self Service.

SOUTHCAROLNA | © © @ Menu . [EEEESIUINEE

[ SN AW RES, KRG VT

Employee Self Service - :

My Homepage

Manager Self Service Announcements

Employee Self Service H

No Announcements available

My Self-Service

Time and Absence Employee Calendar Payroll

2) Click the Manager Dashboard tile.

Manager Self Service v

My Team's Information

My Team Team Calendar Time and Absence Workcenter

8 ooo
aiyie S

Manager Dashboard

ORACLE
PEOPLESOFT
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3) The information on this page is read only and is split between two tabs. The drop-down menu and
links on these pages allow you to view job and compensation information about your direct reports.
The Summary tab contains the list of direct reports. The Actions menu located to the right of the

employee's name serves as a jJumping off point to access additional pages in PeopleSoft containing
information about the employee and their absences.

Favorites ¥ Main Menu ~ Manager Self Service ¥ >  Manager Dashboard

90 | SOUTH CAROLINA

Manager Dashboard

Direct Line Reports
Wiy ’

Personalize | Find | View All | (2] | L:i.‘ 1-30f3
Summary Job Details Compensation | [F=H

Name

« Actions
* Actions
« Actions

NOTE: For display purposes, only the first 10 direct reports are displayed. Use the Find, View All, ‘Zoom/,
‘Download to Excel’, or directional arrow options in the header to view additional employees.
Clicking Personalize will allow you to reorder the columns to your liking.

4) To view Time Management functions for an employee, click the Actions menu and select

Time Management. From here, you will be to request an absence on behalf of your employee, view
current requests, and view their Absence History.

Favorites ¥ Main Menu ¥ Manager Self Service ¥ > Manager Dashboard

£% | SOUTH CAROLINA

Manager Dashboard

2-2 Direct Line Reports
Uy 5

Personalize | Find | View All | (2| [5 1-30f3
Summary | Job Defails | Compensation
Name

* Actinns

U2 CUEIEEEE ' Request Absence
Job and Personal Information » View Absence Balances
View in Talent Summary View Absence History
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4) To view employee Job and Personal info, click the Actions menu and select Job and Personal

Information. Next, click View Employee Personal Info.

Favorites ¥ Main Menu ¥ Manager Self Service ¥ Manager Dashboard

UNIVERSITY OF

SOUTH CAROLINA

Manager Dashboard

ﬁ Eﬁ Direct Line Reports S o
Personalize | Find | View All | (2 | Lz_ﬁl 1-3of 3
Summary Job Details Compensation | |E=H
Name
» Actinns

Time Management
Job and Personal Information

Wiew in Talent Summary

All ~ | 5earch Bl Advanced Search

3

Y View Employee Personal Info

5) The View Employee Personal Info page displays additional personal and work-related information
about your employee. Click on the links at the bottom of the page to see the employee’s birth

rmonth/day and/or their emergency contacts. To return
Return to Manager Dashboard link in the bottom left.

Favorites ™ Main Menu ¥ View Employee Personal Info

UNIVERSITY OF

SOUTH CAROLINA

Employee Information

)

Undergraduate Work Study
Actions =

Personal Information

Empl ID
Position
Job Code  Undergraduate Work Study SFWR
Company  University of South Carolina usc
Business Unit  USC Beaufort SCBFT

Additional Information

Emergency Contacts

I Return to Manager Dashbnardl

to the Manager Dashboard, click the

All ~ | Search @l Advanced Search

| New Window |

01/21/2025
ARTS
Center For The Arts

First Start Date
925410
807

Department
Location
RegulariTemporary Temporary

Full/Part Time Part-Time
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6) To view an employee’s Talent Summary, click the Actions menu next to the employee. Click View in
Talent Summary. This is alternate page that displays information similar to what is displayed on the
View Employee Personal Info and My Team tile pages. To return to the Manager Self Service home
page, click the Return to Manager Dashboard link at the bottom left.

Favorites ¥ Main Menu ~ > Manager Self Service ™ > Manager Dashboard

UNIVERSITY OF All - Search > Advanced &

-@E SOUTH CAROLINA

Manager Dashboard

2= Direct Line Reports s
YUy . =

Personalize | Find | View All | (2] | Q 1-3of3
Summary Job Details Compensation | [[F=2H

Name
« Actinns

Time Management »
Job and Personal Information »

View in Talent Summary

Favorites ™ Main Menu ~ Manager Self Service ~ Talent Summary

B s I Y <.
2% | SOUTH CAROLINA

Talent Summary

« Actions Job Title Undergraduate Work Study HR Status Active
Job Code SFWR 0Org Relationship Employee
_j Work Phone Years in Current Job 0.3
Location Center For The Arts Full/Part Time Part-Time
4 Email
Employee ID

Return To Manager Dashboard

NOTE: You can also access the Talent Summary for your employees by clicking on their name directly
from the Manager Dashboard.

(Continued on next page)
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7) To view details about your direct reports’ positions, click the Job Details tab.

The Job Details tab

contains basic information about your direct reports, including the Job Code, the Years in Job, and

the Job Title.

Favorites * Main Menu ~ Manager Self Service ™ Manager Dashboard

All

UNIVERSITY OF

SOUTH CAROLINA

* | Search

&

Manager Dashboard

3=

Direct Line Reports

£ =3

-

¥
Personalize | Find | View All | L2 L:J 1-3of2
Summary Job Details Compensation =]
Name Empl ID Job Code Isfj““ N ob Title
SFWR 0.3 Undergraduate Work Study
SFWR 0.6 Undergraduate Work Study
SFWR 0.6 Undergraduate Work Study

8) To view compensation information for your direct reports, click the Compensation tab. The

Compensation tab displays basic information about the compensation of your direct reports,
including their annualized salary (and currency type), as well as the market range of the

corresponding job code (minimum, midpoint, and maximum).

Favoriles ¥ Main Menu ~ Manager Self Service * Manager Dashboard

All

UNIVERSITY OF

SOUTH CAROLINA

* | Search

2

Manager Dashboard

3=

Direct Line Reports

E=1

Bt

v
Personalize | Find | Wiew All | L2/ ] LIJ 1-3of 32
Summary Job Details Compensation E.
Mame Annual Salary Currency Minimum Midpoint Maximum
7,600.000 USD 15,080.000 32,540,000 50,000.000
4.160.000 USD 15,080.000 32,540,000 50,000.000
5.200.000 USD 15080000 32540000 S50 000000
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9) You can combine all tabs into a single page by using the chart icon on the far right. To return to the

tabbed view, click the same icon again.

Favorites ¥ Main Menu ~

Manager Self Service ~

Manager Dashboard

UNIVERSITY OF

ﬁ— SOUTH CAROLINA

Manager Dashboard

-2 Direct Line Reporis o o
iy
Personalize | Find | View All | 22 | [:: 1-30f 3
Summary Job Details Compensation
Mame Annual Salary Currency  Minimum Midpoint Maximum
7,800.000 USD 15,080.000 32,540.000 50,000.000
4,160.000 USD 15,080.000 32,540.000 50,000.000
5,200.000 USD 15,080.000 32,540.000 50,000.000

All = | Search 8 Advanced Search

10) Congratulations! You have successfully used the Manager Dashboard to view Job and

Compensation Data.
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