
Basic Leave Approval for 
Manager Self Service

(MSS)



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



Once you have logged into the system,
click on the “My Staff (MSS)” tab.

Select the My Work Overview 
option from the Detailed 

Navigation menu.



• Following is the manager’s “Universal Worklist” screen.
• From the “Tasks” tab, managers can view leave requests 

to be approved.

Universal Worklist



When managers 
highlight a task. . . 

. . . general details 
display at the bottom 
of the page.

Universal Worklist



When managers 
select a task. . . 

. . . specific details 
and action buttons 
display at the bottom 
of the page.

If you are ready to approve the leave request
click the “Approve” button at the bottom of the
page. If you wish to reject the request, click “Reject.”

Display and Edit



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

If you are ready to Review and Send the leave request
to the final approval/rejection step, click the “Review”
button.

Review and Send



•You will then come to the final 
approval screen.

• If you spot errors at this   
point, click the “Previous 
Step” button and make the 
corrections.

If you are ready to approve the leave request, click the 
“Approve Request” button. If the request has been rejected,
this button will read “Reject Request.”

Final Steps



•You will then receive a 
confirmation screen showing 
the completed action.

• Make 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.

Completed!
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