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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’s Manager Self Service system.

Introduction

Manager Self Service (MSS) will allow managers to view and approve annual leave requests and view
team calendars, review data relating to their employees including contract types/end dates, SRDS
information, work schedules/annual leave quotas, absences, training records, academic qualifications.

Access to MSS is granted to all staff assigned as Chiefs in the SAP HR Organisational Structure.

The aim of this guide

To detail and provide guidance on all functionality available within the University’s Manager Self Service
system.

Assumed knowledge
A basic understanding of Microsoft Windows operating system and Internet Explorer browser.

Terminology

Paid Leave Annual Leave

Org (Organisational) unit Unit defined in the SAP HR Organisational structure e.g.
Faculty, School, Department, Team etc.

Position Individual work descriptions - distinct & specific e.g. SAP
trainer or HR Manager - Faculty of Arts

Delimit Limits the validity period of an object or an Infotype. e.g. the
system may change an end date of an object or Infotype so
that it is no longer valid in the current period but it is not
deleted.

This can also happen when a new Infotype record is created.
The previous record’s end date is changed to one day before
the new record's start date.

Maundy Thursday This is the day before Good Friday. If someone wants to take
annual leave on this day, then they need to select the
appropriate Leave Type from the list of options e.g. Bank
Holiday Hours or Maundy Thursday - Half Day for part-
time/full-time staff respectively.

Collision / Time Overlap When booking annual leave, if an absence (e.g. sick leave,
maternity leave, jury service) has already been recorded for
that period then an error message will be displayed informing
the user that there is a collision. Quite often the system will
show which leave type and date range it is colliding with.

HESA HESA is the Higher Education Statistics Agency. HESA
collects data for its own analysis as well as government
education departments and funding bodies. The University is
required to provide detailed information about anyone who is
subject to class 1 National Insurance.

FTE Full Time Equivalent.

Chief SAP terminology for a manager of an org unit.
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’'s Manager Self Service system.

Logging in

Self Service uses the same University network (Active Directory) username and password that you
would use to log into your PC at work. There are no additional usernames and passwords required.
To access the system enter the following URL into the address bar in your browser:
https://selfservice.leeds.ac.uk

& University of Leeds Staff Self Service Portal - Microsoft Internet Explorer pmvid'g

File Edit View Favorites Tools Help

@ U - |EF’ https://selfservice.leeds.ac.uk

57 Favorites |E? University of Leeds Staff Self Service Portal |

Self Service

L

UNIVERSITY OF LEED

User *

Password *

Log On

After using Self Service we recommend that

you always log off and then close your w

browser Copyright ® SAP AG. All Rights Reserved.

Enter your username and password and click Log on.
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’s Manager Self Service system.

Important security advice

Logging Out:

It is important to log out using the Log off button near the top right corner of the window . You
will then be prompted ‘Are you sure you want to log off’. Click ‘Yes’ to confirm.

Once you have logged off, close down the browser window completely by clicking in the top right
corner. This is to ensure that all your personal details are protected.

Browser password storage:

Your browser may offer to remember your password for the Self Service website when you log in for the
first time, it is strongly recommended that you do NOT accept this.

= .
, e — p-ac|m M _l_lgﬂ | Y Click here to close
(=)W ps://selfservice.mais.leeds.ac.ul /irj/portal v ] SAP NetWeaver Portal ke It .
. the browser window
File Edit View Favorites Tools Help
x (B snagit B &f
5% \/ DOVICO Software Client L... [B Suggested Sites v & Free Hotmail 7 o v [ @ v Pagev Safetyv Toolsv @~ &
A
|
| Self Service n
UNIVERSITY OF LEED:!
|
User
ITHR Page 5 of 24

Version 2.3 (Nov 2019)



Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’s Manager Self Service system.

General Navigation

Icon Description
Overview Overvi
SrviEew Return to the Home screen.
Log of f Exit the system (For security purposes, close the
Log off browser once you have logged off).

Edit P Amend or change an existing record.
Delete Deletes the record
Save and Back B Save and Back Save changes and return to previous screen.
Cancel & Cancel Return fo previous screen without saving any changes.
Section Tabs Navigating around screens containing information in

Personal Data tabs. Click on the tab name to display the contents of

the screen.
Words underlined Personal Profile Click on the link and it will take you to the appropriate
in blue (links) screen.
Expand Data =S N
& Personal Data Click the to display (expand) the data below.
Collapse Data =
- -
Personal Data Click the to hide (collapse) the data.
Refresh Refresh Updates the system so any changes can be reflected
in the current view.

Sorting Data — Data in tables can be sorted. Click on the column name to sort in ascending or
descending order. Clicking once will sort in ascending and then clicking a second time will reverse the
sort:

This symbol shows to the

right of the column name
Employee Profile / indicates that the column
has been sorted in

Personnel Mumber = | Employee Name Manager )
ascending order.

Mea7313 Mr Andrew Adams Mr Karl Karlzson
00SET320 Mz Martha Tidville Mr Karl Karlzson
Manager Position =<

This symbol shows that the
‘Position’ column has been
sorted in descending order.

Mr Karl Karlsson  Project Officer
Mr Karl Karlsson

Mr Karl Karlsson  Portal Administrator

Mr Karl Karle=on  Portal A2a Manager
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

Manager Self Service (MSS) home screen

On login the system will default to the Leave Approval overview screen, as shown below:

UNIVERSITY OF LEEDS

4Back Foward  History
Self Senvice Manager Self Senvice
Overview

Leave Approval

Active Queries

Reports

Team Time Management Lesve Approval (0)

o Time Management - Leave Approval
Organization

View: [ UoL MSS Leave App ¥ ] | | Approve || Reject |

B Type of Leave | Cwner

Position
I Start Date

Log off
Welcome:
Full Soreen || Options =
-
A=
Filter Settings |
End Date Used |

m

m

]

Last Refresh 18.08.2014 12:07:01 GMTUK Refreshig)

¥ Team Calendar

Team Calendar

Display: [ Directly Subordinate Emplayess | View: [Month  =|[August =] (2014 ~| Apply | Sortby:

Frint Team Calendar

:[Mames Ascending =|| Select Team Members

2014 August]
Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu  Fri
1]2(3fas]6 |78 [a[10]11]12]13]14]15]16]17 |18

hirs Susan Aleyandar

Sat |Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
19 20|21 22|23 24 |25 26|27 28 28 30 |N

If a manager is currently viewing their own Employee Self Service (ESS) interface, clicking on the

Manager Self Service tab at the top will open MSS.

lacr

Manager Self Service

Owvrervi
e The default Leave Approval

Screen will be displayed
when you first log info MSS.
Click on the desired option
in the left hand menu to
view the various screens.

Leave Approwval
Reports

Team

Employee

Crrganization

Position

IT/HR
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

Leave Approval

Ovrerview

Click here to
display the Leave
Approval screen

Leawve Approwal

Reports

Team

Employee
Organization

Position

Any outstanding leave requests awaiting approval will be displayed in this screen.

there are two requests waiting to be approved:

Here you can see

Leave Approval Time Management - Leave Approval
Reports
View: |UoL MSS Leave Approy | | [Approve || Reject || Detais |[ Print Version ][ Export 4
Team
& Type of Leave Owner
EnrEER Half dav Annual Leave Wr Archie Training1

Organization Full Day Annual Leave Mr Archie Trainingl

Position

Start Date
16.03.2015
09.02.2015

[End Date
16.03.2015
20022015

Last Refresh 13.02.2015 15:38:15 GMTUK Refresh

Used =
0.50 Days
10 Days
=
]

= Team Calendar

Display: | Directly Subordinate Employees

Print Team Calendar

2015 February

[v] View:[Month | |[February [w|[2015 [w| Apply | Sortby: [Names Ascending | w | Sele:ﬂ"ismuembers

SunMon Tue Wed Thu Fri Sat SunMon Tue Wed Thu Fri | Sat Sun Mon Tue Wed Thu Fri Sat SunMon Tue Wed Thu Fri Sat
1 2 3 4|68 6 7 89 10 11 12 13 /14 16 16 17 18 19 20 21 22 23 24 |26 26 27 28

Click here to select
only team members
who have absences
in the given period.

Time Management - Leave Approval

View: [UoL M5S Leave Approd | | | Approve || Reject || Detais |[ Print Version || Export 4

B} Type of Leave Owner Start Date End Date Used
J Half day Annual Leave WMr Archie Training1 16.03.2015 16.03.2015 0.50 Days
J Full Day Annual Leave WMr Archie Training1 09.02.2015 20.022015 10 Days
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’s Manager Self Service system.

Selecting and deselecting leave requests
Click to the left of the Leave Request to select the line. To select more than one leave request, hold

down the [Citrl]

key whilst clicking to the left of any subsequent requests.

To select or deselect all of the requests, click the icon in the top left hand corner of the grid . You will
then have the following options:

B TypeoflLe

Select All
Deselect All

By selecting one or more requests the Approve and Reject buttons become active:

Here you can see the buttons are
activated as a pending leave request
has been selected.

Time Management - Leave Approval

Click here to View: |UoL MSS Leave Approy = | | [ Approve |[ Reject |[ Details || Print Version || Export «
the select the B Type of Leave Owner Start Date
Leage request L Wit day AnnualLeave Mr Archie Training1 16.03.2015
0 be
Full Day Annual Leave Mr Archie Training1 09.02.2015
processed.

To approve or reject a leave request select the request and click the relevant button. Any requests that
are either approved or rejected will no longer appear in the list.

Viewing the detailed leave screen
Details of a leave request - including any notes an employee may have provided - can be viewed in more

detail by clicking

on the link within the request entry, as shown below:

Time Management - Leave A

Click here on the leave type
heading to view any notes attached

B Type of Leave

iewe: |UoL MSS Leave Appr i
| " 1o the selected request =on

/ Owner Start Dr
Half day Annual Legs WMr Archie Training1 16.03.2

Full Day Annu

Leave WMr Archie Training1 09.02.2

This will open the leave request in a new window.

Note: You may be required to allow pop-ups within your browser for the Self Service website to view the

new window.

IT/HR
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

A screen similar to the image below will be displayed:

p
(=) Approve Leave Request - University of Leeds Self Service - Windows Internet Explorer =N X
Options +
The selected Approve Full Day Annual Leave - Mr Archie Training1 , war
leave can | & Approve || 5 Reject || 4 Previous || Next & Be.le]
also be
approved or = Leave Details "
rejected by
using these Type of Leave
buttons. Type of Leave: Full Day Annual Leave
Description: Full Day Annual Leave
General Data
Start Date: 05.02.2015
Any notes End Date: 20.02.2015
entered by Last Note: 13.02.2015 15:51:35 Mr Archi
.. . .02, 51 r Archie i+i
the individual e Additional notes such as
r‘equesﬁng Sorry for the short notice. Have the reason for reJec’rlon
. checked the team calendar. b + dh b
the leave will > may be entered here by
. the manager.
be displayed Hew Note. — 9
here.
- Calendar Team Calendar 7 Time Accounts 7 Leave Requests |
View: February = |[2015  [=|[ Apply |
L
4 February 2015 Warch 2015 April 2015 ]

If there are multiple leave requests awaiting a response they can be cycled through (and then
processed) by using the Previous and Next buttons (if applicable).

IT/HR
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

Exporting leave request data to Excel

. . Export to Mi ft Excel
To export the data click and then click | e

Active Queries
Time Management Leave Approval (2)

Time Management - Leave Approval

e

Click Export then Export
to Microsoft Excel

View: |UoL MSS Leave Approy | | | Approve || Reject || Details |[ Print Version

Export 4 |

Export to Microsoft Excel

B Type of Leave Qwner
Half day Annual Leave Mr Archie Training1
Full Day Annual Leave Mr Archie Training

16.03.2
09.02.2

A dialogue box similar to the one below will be displayed. Click to open the file:

File Download [

Do you want to open or save this file?

MName: export_20140603145544 x5
=f[H] I

Type: Mlicrosoft Excel 97-2003 Worksheet

From: wolr3.mais.leeds.ac.uk

COpen ][ Save ]i Cancel ]

harm your computer. F you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentialhy
save this file. What's the risk?

If a dialogue box similar to the following is displayed simply click

e I SR =

—

] to confirm it is safe to open:

The file you are trying to open, 'export_20140603145844[1].xls', is in a different format than specified by the file extension. Verify that the file is not

L'é corrupted and is from a trusted source before opening the file. Do you want to open the file now?

[ves ] o ] [rep ]

IT/HR
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

The file will then be displayed:
AFCECEE . . ot 20120603145844 1 xls [Protected viewl

Haome Insert Page Layout Farmulas Data Review View MNuance PDF
o Protected View  This file originated from an Internet location and might be unsafe, Click for more details. | Enable Editing |
AZ - f.'-| Annual Leave Hours
| A B C D E F G H
1 Type of Leave Owner |Start Date |End Date  |Used |
2 [Annual Leave Hours IMr David Davidhoff  14/07/2014 18/07/2014 18.75 Hours
3 Annual Leave Hours Mr Dawvid Dawvidhoff 19/05/2014 23/05/2014 18.75 Hours

Enable Editing |

If you want to edit the file click

It is recommmended that you do this if you want to save the file.

The file can be saved in the normal way using the File menu or the @I Save icon.

Reports

There are a number of reports available within MSS. These can be run for individuals or for all
employees that sit within a manager’s organisational structure (this is the SAP HR organisational
structure, maintained by Human Resources).

Leave Approval

S— Reports
Team .

General Reports Training
Employee SRDS Reports Training History
Organization Perzonal Work Schedules

Absence Reporting
SIS Absences

Absence Entitlements

Click on the report name to open it. This will be diplayed in a new window.

Note: You may need to allow pop-ups within your browser for the Self Service system to view the new

window.
Running the reports

The functionality for each report is structured in a similar format. The report data can be filtered by

Employee Selection and Date Range, and additionally the Absence/Absence Entitlement reports allow

filtering by absence type. This is done by clicking on the Search icon within the relevant field and
selecting the desired type, confirming the selection by clicking ‘OK’ and then clicking the ‘Update List’

button to update the report output.
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’s Manager Self Service system.

SRDS Reports

The report can be filtered to

SRDS Statistics

Selections

All Reports -

SRDS Options: [0

O I

Employee Selection:

Review Period:

View: | [Standard View]

< | [Export]

Appr. date | Mame of appraiser

Pers.Mo. | Name

8987313  Mr Andrew Adams
987320 | M= Martha Tidville
987326 | MNr Alex Summers
887338 | Mr Karl Karlsson
§87344 | MrDavid Davidhoff
587350 | Mr Martin Marvin
987356  Mrs Amy Chasing
987382 | Ms Taffyta Muttonfudge
987371 M= Martha Tidville
887376 | Nr Scoft Summers

HEEEEEEEE

/ review in the period.
-] To filter the data click on the

2

Start Date

21.05.2014 | MrEdward Summers | 01.05.2013  31.12.9999

20.04.2014 MrEdward Summers | 05.04.2013  31.12.9999

include all staff, only those with a
review in the specified review
period or only those without a

SRDS Options drop-down list and
select the desired option, then
click 'Update List'.

Dates for the review period can
End0 be selected here.

Personal Work Schedules

Selections

Show From: [01.08.2014 |
Employes:  [All Team Members

Update List

Personal Workschedule for All Team Members

Pers.No. | Name Date Day
|_ 9280358  Mr Sean Training1l 01.03.2014 Friday 7.50
[ ] 985258 | Mr Sean Training! = 02.08.2014 Saturday 0.00
] 9859852 | Mr Sean Training1 | 03.08.2014 Sunday 0.00
| 585858 | Mr Sean Training1 = 04.08.2014 Monday T.50
B 980358 | Mr Sean Training1 | 05.08.2014 Tuesday 7.50
] 985858 | Mr Sean Trainingl | 06.08.2014  Wednesday 7.50
] 9859858 | Mr Sean Trainingl  07.08.2014 Thursday 7.50
| 585858 | Mr Sean Trainingi | 08.08.2014 Friday 7.50

vl‘\\

Daily Hours | Weekly Hours |[*

All feam members will be
displayed by default. To
select a specific employee
click into the drop-down
menu, select the desired
individual and then click

[Uposte Lst]

I.E."

37.50
37.50
37.50
37.50
37.50
37.50
37.50
37.50

The above example shows a full time academic/academic-related work schedule.

IT/HR
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’s Manager Self Service system.

Absences
Absences
Selections
Employee: |r.1r Karl Karlsson ($87338) v|
AttiAbsence type: @ To For both Absence I"CPOI"TS'-
Date: Bll[o1.102013 (@) To »
The manager’'s own absences will
be displayed by default. To select
View [Standerd View) ]| a specific employee click into the
Pers.Mo. | Name of employee or applicant | AJAType | Atft/abs. type text | First day of absence | Last day of absence dr‘op—down menu SelCCT ‘rhe
|_| S87338  MrKarl Karlsson 0300 Sickness Absence 10.02.2014 12.02.2014 '

appropriate individual and then
click .

The reports can be limited to a
specific date range and specific
absence/quota type(s) by clicking

Absence Entitlements

Absence Entitlements

Selections into the From/To fields and
selecting the desired option.

Employee: jI'.'Ir Karl Karlsson (987 _

Quota type: ol To =

Date: [ [01.102013 @ To (30092014 @@ &

View: |[Standard View] - | Fitter Settings
Pers.No. | Name of employee or applicant | AQTyp = Quota text Ded. from | Ded.to Number | Deduction = Remaining |
987338  Mr Karl Karlsson 10 Annual Leave (Days) 01.10.2013 31122014 25.00000  0.00000 25.00000

This report will display the training
courses that the employee has
attended within the date range

Training History

entered.
Training History
To view courses for a different date
selections w cour fr‘g ffr'n.a
range, amend accordingly and click
Employee: |Mr Karl Karlsson (987338) = ipcoiehsly
Date: [1 o01.012013 To |31.12.2015 =
: The report will also display future
Update List bookings.
iew: |[Standard View) - | Filter Settings
AttdeelD Aftendee name Event Bus. event Name of the business event | Start date End date
|_| 00987338  MrKarl Karlsson 50098031 SAP FIN_SAL  SAP Sales 25042013 25042013
|:| 00987338 | Mr Karl Karlsson | 501008683 | SAP_HRF_SRDS | SAP HR Faculty SRDS 01.08.2014 | 01.08.2014
|:| 00927338  MrKarl Karleson = 50100858 SAP FIN_EQ SAP Equipment Inventory 11.06.2014 | 11.06.2014
IT/HR Page 14 of 24
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’'s Manager Self Service system.

Team View
v~ Toam ¥ Reminder of Dates
Related Team View - Birthdays/Anniversaries
Dsplay. Employees v D88 Orgacizatonal w Birthdays and Anniversaries of All Employees
(4 Previous Month |
Q AUG-2014 1 Send E.mad to Update Calendar
| Next Mooth b
Reporting Line:  Mr Karl Karfsson
Event Event Date Empicyee Name
Personnel NoN... Org. Unit Posstion FTE Date of Brth 17.08.2014 Us Taffyts Mutionfodge
De Parson Test = School Ct Comguter OTfcer 100.00 =
Nr Andrew Ad % Sehool C1 Portal Cla Manager 40,00
Nr Charles Su 4 School Ct Comguter Otficer £0.00
Nr Dacied Sum = School Ct Portal Administrato... 50.00
¥ Current Absences
Nr David David & School CY Deveicpment Officer 50.00
Selections
Nr Haas Ol |5 School CY Cinical Lecturer 100.00
Employee Selacticn. Al Repons v
Nr lamA Worker [ School C1 Administrator 100.00 - —_
[ Upciate List |
Mr Martn Macvin (i School C1 Project Officer 50.00
Export 4 |
Mrs Amy Ch 4 SchoolCY C 1t 100.00 1 y
rs Amy Chas choo omputer Offcer 00 Pers Mo Otg Ust Abs.Start |~
RS e e P |77 987216 urandrow AdamsISSMSSHI  SchosiCl 01082014
| | 987323  Ms Wartha Tdvie ScmootC1 09.08.2014
Ms Martha T & School C1 Project Officer 50.00 - | | 987347  Ur David Davienott ScheelCl 29052014
[ 987374  Ms Nartha Tovile School C1  10.08.2014
| | 987380  uir Chacies Summers Schooi C1  28.07.2014 [+

This is the Team View for a manager. The main screen shows all of the team with some brief details.
Any employee birthdays for the current month and any current recorded absences will be displayed in
the right hand column.

Note: The Team View can be opened in its own window by clicking on the ‘Detailed Team View’ link at
the top right of the Team frame.

To view further information relating to an employee click the menu icon to the right of their name:

Click here to display
the menu options

Mr David Davidhoff =«

The following menu options will be displayed:

Staff Profile

Time KManagement on Behalf of Staff 4
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’s Manager Self Service system.

Staff Profile

The Staff profile displays data relating to the selected individual. This will open in a new window. Click

the Close button

Contract Detalil

Displays employee contract information:

Close

in the top left corner to close the window.

= Personal Data

Communication

Contract Detail

Contract type:
Planned contract end date: 31.12.9555

Permanent

Organisation Detail

Displays the employee’s position and organisational unit (from the SAP HR structure):

= Personal Data

Communication

Contract Detail

Organisation detail

Position:

Portal Administrator
Organization Unit: School A2

Pension Scheme

Displays the employee’s pension scheme:

h Personal Data

Communication

Contract Detail

Organisation detail

Pension Scheme

Pension Scheme: NPS
Pension Scheme Mame: USSNS+ (STANDARD SCHEME)

Addresses

Shows the employee’s current Home and Emergency address and contact details:

= Personal Data

. . 1
Communication

Contract Detail

| Organisation detail

| Pension Scheme

Addresses

Permanent address

IT/HR

House Number and Street:
2nd Address Line:
District:

City:

Postal Code:

Country Key:

Care Of:

Telephone Number:
Description:

Number:

3 High Moor Avenue

LEEDS
L5317 8RR
GB

0113 765 6543
Telephone
07998 458 221
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’s Manager Self Service system.

Training

Shows training courses the employee has attended, and also any future bookings:

- Training . Responsibilties Academic Qualifications SROS Details |
=
E. Mame Business event Startdate  End date Location
SAP Navigation Training SAP_NAW 18.01.2015 | 18.01.2015
SAP Finance Reporting SAP_FIN_REP | 25012015 28.01.2015
A Balancing Act 06.06.01 03.02.2015  03.02.2015
Course Design, Evaluation and Review 2 = 04.03.01 27.08.2015 | 27.08.2015

The Training data can be filtered within the table:

- Training =~ Responsibilties
= Click on the column heading
k| Hame D =5 to display the menu options
SAP Mavigal Sort in Ascending Order <,

SAP Finance =0m in Descending Order | ¢

A Balancing 0¢
| an)
EERSRS (User-Defined Fiter...) 4

To sort in Ascending Order / Descending Order click on the appropriate option.

The ‘(User Defined Filter...)’ option allows the user to filter the data by course title. The example below
shows a search for any training which contains the word ‘SAP’ in it. The use of the asterisk ‘*’ acts as a
wildcard representing any missing characters in the search.

Use = to Represent Character Strings

Filter By

Name: |FSAap: x| Click ‘Filter' to run

the search

You can see all the courses displayed below contain the word ‘SAP’ in them:

B. MName Business event Startdate  End date Location
SAP Navigation Training = SAP_NAV 16.01.2015  18.01.2013
SAP Finance Reporting =~ SAP_FIN_REP | 28.01.2015  28.01.2M15
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’'s Manager Self Service system.

To revert back to the original view and display all the data, click the column name and then select (All):

E. Name
| SAP Navigal

SAP Finance
A Balancing
Course Des

Sort in Ascending Order
Sort in Descending Crder

Click here to view
(Al < all of the data.

(User-Defined Filter...}

=l L )

Clinical Information

The Clinical Information tab will only display if it is relevant for the member of staff being viewed.

- Training |

Clinical Information Responsibilities

Personal Work Schedule

Academic Qualificati

Registration type:
Registration number;
Clinical Status:

Clinical access confirmed:

Clinical Status:

Care Council for Wales
12345
Clinical academic doctors and dentists

O

X

Based at:
Mational Training number:
Specialty:
Specialty:

ons

Information will only be displayed here if the University holds qualification data for the employee.

A Personal Data

Qualification Year:
Qualification:
Educat.Institution:
Academic quali. (HESA):
Academic discipline:
Academic discipline:

Academic discipline:

Qualification Year:
Qualification:

Educat Institution:
Academic quali. (HESA):
Academic discipline:
Academic discipline:

Academic discipline:

Addresses Bank Information

2010

BA

Buckinghamshire Chitterns University College
First Degree

Clinical medicine

Clinical physiology

Osteopathy

2014

Dr

College of St Mark and St John
Doctorate

Clinical medicine

Clinical physiology
Osteopathy

Equality Data

Academic Qualifications
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’s Manager Self Service system.

Responsibilities

Displays any responsibilities that the employee has within their current role. This includes roles such as
Leader Manager, Staff Reviewer, Fire Warden, First Aider and various others.

s Training | Responsibilities Academic Qualifications SROS Details |

Departmental Responsibility

Valid From: 05.06.2014

“alid To: 04.08.2017
Responsibility Type:  Fire Warden

“alid From: 10.06.2014
Valid To: 09.06.2017

Responsibility Type:  First Aider

SRDS Details
The SRDS Details shows the most recent Staff Review that the employee has received:
= Training ' Responsibilities | Academic Qualifications I sRDS Details
I
Appraiger: Mr Edward Summers
Appraizal date: 21.05.2014
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This guide details all functionality available within the University’s Manager Self Service system.

Time management on behalf of staff

The ‘Time Management on Behalf of staff’ option displays the following:

Create Leave Fegquest

View Time Account Balance

Leawve Overview

Create Leave Request
The manager can request leave on the employee’s behalf. See the ESS Training Guide for futher details
on how to do this.

View Time Account Balance
This will display the selected person’s holiday allowance and their remaining balance.

Leave Overview

T — -— - D
S Leave Overview - University of Leeds Self Service - Windows Internet Explorer [ =HACT é
Opfions +
Leave Overview: On Behalf of Mr David Davidhoff 00987344
-9
 Leave Data Overvisw [ mew
Breakdown of
sowrom[ W apy
EoR | Cawal | Typeoiieae StnDae EndDae Net Procsssor StEws Ansence nours | Used Leave Reques'red
Al Leave Hours 14072014 18072014 ir Karl Karlsson Approved 1875 | 18.75 Hours
Anml Leae Hours 052014 13052014 Agoroed TS| amhn g by the selected
Aozl Lesie Hours 2062014 2052014 Approed 375 | 375kHours Individual
r.'] Anrual Leawe Hours 19.05:2014 23052014 MAr Karl Karisson Sert 1875 | 18.75 Hours
= Tims Accounts Overvisw
Time Acoount: [All Types | 0w o | T Agety summar.y Of

Time Acoount Deduction from Deduction o ErntRienent EntRiement Minus Planned .

Anvwal Leae (Hours 7.5) 01102013 31122014 23,82 Hours 3382 Hours 4 hO'lde
entitlement and
remaining
balance.

Current Absences
« Current Absences
Selections
Emplovee Selection:  [Al Reports -
Update List
View: |[Standard View] - | Fiter
Settings
Pers.No. | Name Org Unit Abs. Start
|| 987344 WrDavid Davidhoff SchoolA2 09.06.2014
. . . . b Current Absences . .

If the Current Absences window is collapsed (hidden) then click to expand it and view

the data.
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Manager Self-Service (MSS) Training Guide

This guide details all functionality available within the University’s Manager Self Service system.

Employee Information

Here a manager is able to view further information relating to their staff members. Data on individual
employees can be viewed by selecting the relevant row in the table and then clicking the ‘Employee
Profile’ button. The Employee Profile will launch in a new window.

Employee Information

Display: [Direct Reports [=]

Diata: [Organizational Information [+]

With an employee selected,
click here to view further
information relating to the

employee

Employee Profile

Click here to
select the
Employee

Manager Position

Mr Archie Training1
Mr Archie Training1
Mr Archie Training1

Perzonnel Number  Employee Name
00996303 WMrs Susan Training11

| 00995304 M= Beverley Training12
009962593 M= Lydia Training12
00995292

Wizs Elizabeth Training13 Mr Archie Training1

Self Service Training Person 11
Self Service Training Perzon 12
Self Service Training Person 14

Self Service Training Perzon 15

Job  Organizational Unit
Self Service Training
Self Service Training
Self Service Training

Self Service Training

Cost Center

Human Resources
Human Resources
Human Resources

Human Resources

Personnel Subarea
Acad Rel Suppt
Acad Rel Suppt
Clerical Suppt
Clerical Suppt

Employee Profile

Employee Profile: Ms Beverley Training12

Related Links 4

Short Profile

Ms Beverley Training12
00995304

Date of Birth: 14 July 1967

Communication Data

E-Mail: TRANIZ@AAS LEEDS AC. UK
Office Number: NiA A

Organizational Data

Employee Group: Employees

Organizational Unit: Self Service{ Training

Position: Self Service{ Training Person 12
Contract Data

Contract Type: Fulk-time

Abszent Days

» Reset Selection Criteria

Period 22.05.2015 -
22.07.2015

Period Daysz
[3] Mo Data Available

Description

Organizational Assignment

Organizational Assignments: History

Clicking on the email link will open a
new message in Outlook and
automatically insert the email
address in the ‘To' field.

June 2015
We Th
3|4
10 11
17 | 18 (19
24

Mo Tu Fr

o
-

@

2

25 | X

(]

]
o4
oF,

28

9

W
a

o M

Absent [ Today

Opticns «

I
©

The employee’s absences also can be reviewed here. Clicking on the

P Reset Selection Criteria

button

within the Absent Days section will allow filtering by absence type and time period. See next page for

an example of this.
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’'s Manager Self Service system.

Related Links 4 4]

Short Profile Absent Days

w Reset Selection Criteria
Ms Beverley Training12

00996304 Absence Type: [an [+]
Date of Birth: 14 July 1967 No. of Months Back:
No. of Months Forward:
Communication Data
E-Mail TRAINI2@OAS| EEDS.AC.UK
Office Number: NiA Period 22.12.2014 - 22.12.2015
Period | Days | D Bl 4 June 2015 »

Mo Tu We Th Fr

Organizational D 25.03.20M5-25.03.215 1.00  Full Day Annual Leave 231 2/3l4l5

sa
8
10.03.2015 - 11.03.2015 2.00 Ful Day A I L 24 8 |9 10 11 12 13 14
Employee Group: Employees — 251518 17 18 19|20 21
Organizational Unit: Self Service Training 02.02.2015 - 04.02.2015 3.00 Sickness Absence Eza 242528 | 27 | 22
Position: Self Service Training Person 12 27|29|30 |1 | 2|3 | 4|5
B | 267|239 [1w0]1]=
Contract Data
[ Absent [_] Today
Contract Type: Ful-time

Clicking on the employee name will bring up a short profile with contact information, from which the
manager can create a new email to the employee by clicking on the E-Mail link:

Ms Beverley Training12
00996304

Employee Data

Office Number:
Cell Phone Number: MiA
E-Mail: TRAIMT LEEDS. AC UK
Organizatienal Unit: Self Service Training

Position: Self Service Training Person 12 'V

< | >

MiA

Clicking on the employee's
name will display a ‘Short
Profile' dialogue box.
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Manager Self-Service (MSS) Training Guide
This guide details all functionality available within the University’'s Manager Self Service system.

Organizational Information
Information relating to the organisational units a manager has been assigned to, is displayed here.

Home

Leave Approval Organizational Information

Employee

Reports

Organization Display: Al Organizational Units -|

Position Data: [Organizational Information -|
‘ Fitter Settings

| Organizational Unit | Organizatienal Unit I3 | Manager Cost Center Cost Center ID |:|
I:' School A2 501004259 Mr Karl Karlzszon 1S5 1SS Master 00003381510
Display: | Al Organizational Units -|

Click here to change
the information
displayed in this report

Data: [Staffing Information |
Crganizational Infermation

| Staffing Information

The ‘Staffing Information’ view below displays more statistical infomation, including the number of vacant
positions* within the organisational unit(s) in the SAP HR organisational structure.

Home
Leave Approval Organizational Information
Employee

Reports

Organization Display: |AII Organizational Units V|

Data: [Staffing Information -]

Position

| Filter Settings

| Organizational Unit | Organizational Unit ID | Mumber of Positions | Number of Employees | Number of Vacancies |:|
|| schooiaz 50100429 12 1 1

*The number of vacancies is related simply to the number of empty positions within the organisational
unit(s) in the SAP HR organisational structure and NOT an indication of the actual staffing vacancies.
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This guide details all functionality available within the University’'s Manager Self Service system.

Position Information

Information relating to the positions within the organisational units a manager has been assigned to is

displayed here.

Home

Position Information

Leave Approval

Employee
Reports
Organization Dizplay: |Direct Positions -
Position
‘ Fitter Settings
' Postion Name Postion ID | Organizational Unit | Cost Center  Position Holder []
[ ] Portal A2a Manager 50100437 School A2 IS5 1SS Master  Mr Andrew Adams
W Development Officer S01004458 School A2 IS5 1SS Magter Mz Martha Tidville
| Project Officer S0100451  School A2 IS5 1SS Master  Ms Martha Tidville
| Computer Officer 50100458 School A2 IS5 1SS Master  Mr Scott Summers
| Administrator 530100451 School AZ 155 155 Master
| Portal Administrator 50100484  School A2 IS5 1SS Master  Mr Alex Summers
W Development Officer S0100504  School A2 IS5 1SS Magter  Mr David Davidhoff
| Project Officer S0100510  School A2 IS5 1SS Master  Mr Martin Marvin
| Computer Officer 50100518 School A2 IS5 1SS Master  Mrs Amy Chasing
| Adrministrator 50100522 School A2 IS5 1SS Master  Ms Taffyta Muttonfudge
i Clinical Lecturer 50100830 School A2 IS5 1SS Master  Mr Hans Ol
Position Information If a manager is assigned as the
chief of more than one org unit,
selecting 'Positions from
Organizational Structure’ from
the drop-down menu will allow
Display: |Pirect Positions hd them to select a specific org unit
Direct Positions to view.
Positions from QOrganizational Structure
| : Position Search
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