Basic Leave Approval for
Manager Self Service
(MSS)
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Manager Self Service (MSS):
Quick Guide

& Manager logs on to the MSS Portal.
& Manager accesses leave request.
& Manager approves or rejects request.

& Employee is notified of approval or
rejection via ESS




ACcess the logon screen at: https://mybeacon.its.state.nc.us/

Type in your NCID and password (the password will need to be
changed every 90 days)

Click the “log in” button
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[Ehaed North Carolina
Office of the State Controller

(roup 2 agency employees will not be able to access
the BEACON Portal (Employee Self Service and Manager Self Senvice)
until the second go-live on April 1, 2008, We encourage you to take
the ESS and M35 online courses at hittp sy beacon.nc.govitraining =l
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Once you have logged into the system,
click on the “My Staff (MSS)” tab.

Detailed Navigation E
[ My Work Overview
Select the My Work Overview 73 Uy Team

+ [0 Employee Information

option from the Detalled + General nformaton

. . + 3 Employee Working Times
Navigation menu. * Approve Time Sheet Data
= Team Calendar
= Leave Request: Approval
* [0 Manage Substitutions
= Substitutions




rsal Worklist

e manager’s “Universal Worklist” screen.

‘Tasks” tab, managers can view leave requests
pproved.
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LLY DESTNEY SHATRL Approwed Leave 11702007  10/02007 & Howra.
LLY DESTIREY SBATRA  Apprecosd Leave | 10302007 | 10302007 1 Hourn

ALY DESTHEY SINATRA has requested the following leave:
Type of Leave: | Asproved Leave |

we (e 0

Durgtica: ' 4 Hours
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If you are ready to approve
click the “Approve” but
page. If you wish to



this “Review and Send”
page, write any notes to the
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employee. This is especially
iImportant if you are rejecting
the leave request.

If you are ready to Review
to the final approval/rej

button.
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LILY DESTINEY SINATEA has requested the following leave:

Typeof Leawe | Approved Leave |

Date: [1nroor 5

Duration: [ &l Heurs

sl ‘Wmcation Leave: 4,00 Hours

Previces Notes: | Rsquess time off for dentist appt. B
TmeAccourt  Deductble fom Remanzer
Vacasen Leave | 1T i 1566 Hour | 1566 Hours
Bick Leave 112007 105 1800 Hours | 1800 Howrs

. 112007

B00-Hours | &00-Hours
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Display and Edit Review and Send Completed

come to the final
reen. LILY DESTINEY SINATRA has requested the following leave:

Type of Leave: Approved Leave
ou spot errors at this Date: on Thursday, November 1, 2007
oint, click the “Previous Duration: 4 Hours
Step” button and make the e e 00 Haurs
corrections. . | @P ml@ @
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If you are ready to approve the leave re
“Approve Request” button. If the re
this button will read “Reject Req



n screen showing
pleted action.

pleted!

ake sure you see the note
“You have approved the leave
request.”

 The employee will receive
notification via ESS that the
leave request has been
approved/rejected.
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Completed
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Display and Edit Review and Send

'TDI.I have approved the leave request.

You have approved the following leave request:

Requester: LILY DESTINEY SINATRA

Type of Leave: Approved Leave

Date: on Thursday, November 1, 2007
Duration:
Used:

4 Hours

Vacation Leave: 400 Hours
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