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OneUSG Connect: Manager Self-Service

Starting on March 25, 2018 all employees use the OneUSG Connect system to request use of paid leave and to
access, review and update personal information including direct deposit, paystubs and benefits. Non-exempt
employees also use the system to record and submit time worked.

There are many benefits of using OneUSG Connect:
e ltis easy to use and will automate current manual HR, benefits, and payroll processes.
e Mobile friendly, which will allow employees to submit and/or approve absences on the go.
o |t delivers faster and more efficient responses to handle issues or answer questions, which will be
available through the USG Shared Service Center’s centralized support.
¢ Single Sign-On using your KSU NetID and Password.

The Manager Self-Service allows you access to real-time tools including time approval, position reports, and
job information. The following will give you a brief overview of the Manager Self-Service home page and how
to perform certain actions:

Logging In to OneUSG Connect
When you first log in to OneUSG connect, you can use any browser, except for Microsoft Edge.

1. Navigate to http://oneusgconnect.usg.edu/.
2. From the USG Faculty & Staff Portal, on the bottom right-hand side, click OneUSG Connect.

(@ UNIVERSITY SYSTEM OF GEORGIA ¥ f in | smEsaz

USG Faculty & Staff Portal

A system-wide employee portal

USG FACULTY & STAFF PORTAL

OneUSG Connect

: z Enter time, request absences, and
OneUSG Connect is now livel =

access other HR and payroll
Extended Call Center hours for information.

urgent benefits eligibility questions.
OneUSG Connect
Click here for all OneUSG

Connect announcements.

Figure 1 - USG Faculty & Staff Portal
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http://oneusgconnect.usg.edu/

3. From the USG Single Sign-on Authentication screen, choose your USG SSO Authentication

(the KSU logo).

Note: You can tell it to Remember my choice.
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5. Click Login (See Figure 3).

Figure 2 - USG Single Sign-on Authentication

Log in using your KSU NetID and Password (See Figure 3).
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Figure 3 - Logging In to OneUSG Connect
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6. You will be taken to the Employee Self-Service Home Page.

Personal Details

¥ Employee Self Service
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Figure 4 - Employee Self-Service Home Page

7. Click the drop-down next to Employee Self-Service (See Figure 5).
8. Click Manager Self Service (See Figure 5).

.o ¥ Employee Self Service

Employee Self Service

Benefits

IManager Self Service

Time Approver

Figure 5 - Click Manager Self Service

9. Once inside Manager Self Service, you can view basic information about your direct employees, and
perform certain actions for those employees.
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Interface
The following will explain the different features you have access to in Manager Self Service:

ORACLE

Team Time Delegation

[+

L e

Figure 6 - Manager Self Service Home Page

1. Navigation Bar
a. Manager Self Service - You can choose different selections from the drop-down. All employees
will have access to Employee Self Service and Benefits from this drop-down (See Figure 6).
Note: If you supervise others, you will also see Manager Self Service in the list. Faculty Members will see
Faculty Data Self Service in the listing.

b. Home Icon - Click here to be taken back to your homepage (See Figure 6).
c. Search Icon — Use this to search within the OneUSG Connect system (See Figure 6).
Notifications Icon — Will let you know if you have any alerts or actions that you need to address
(See Figure 6).
e. Actions List Icon — Click here to access your Preferences, or to Sign Out of the system
(See Figure 6).
f. Navigation Icon — Allows you to access common pages, or recent pages (See Figure 6).
My Team - Provides a list of your direct reports (See Figure 6).
Approvals — click this tile to access sick and vacation time that needs to be approved (See Figure 6).
Review Transactions — Is where supervisors will see items pending their approval (See Figure 6).
Team Time — is how you access your teams’ time for approval (See Figure 6).

o nkwnwN

Company Directory - Allows you to search for others in your organization, get their contact
information, and Org Chart, if needed (See Figure 6).

Page 4 of 13



7. Delegation — is how you access the area where you can delegate some of your Self-Service transactions
so that others may act on your behalf to initiate and/or approve transactions for you and/or your
employees (See Figure 6).

8. Talent: Degrees & Certifications — where you can review your employees’ recorded degrees, licenses,
certifications, language skills, and honors and awards (See Figure 6).

9. Forms — Future space for KSU forms (See Figure 6).
10. Help - opens up a new tab that will take you directly to an area to request help (See Figure 6).

My Team

The My Team section provides a list of your direct reports. The list summary includes the employees’ job title,
department and location, and contact information. If one of your direct reports has direct reports of their
own, they will also be listed. The Compensation tab will show the employees’ current salary, and other
compensation details. The Leave Balances tab will provide a summary of each employees’ leave balances.

< Manager Self Service My Team /ﬁ\ Q = @
Summary Compensation Leave Balances
= i=2] "
Name / Title Directs / Total Department / Location Email / Pheone Today's Status

I1SY-University Info Tech Serv

IT Systems Support Prof 11 Kennesaw State University

Figure 7 - My Team

Team Time

As a Manager, you are required to approve your Non-Exempt employees’ time each pay period. As soon as a
Non-Exempt employee approves their time by either submitting a Time Clock, Web Clock, Punch Timesheet, or
Elapsed Timesheet, the timesheet is then ready for your approval. Once you approve your employees’ time, it
is then available to be processed into payable time.

Note: There is no requirement to approve Exempt Employees timesheets, since they only record time not
worked such as sick time, or vacation, which are approved through Absence Approvals.

Note: Department Chairs will have to approve ACA timecards for Part-time faculty.
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To approve your Teams time:

1. Click on the Team Time tile.

Team Tife

Figure 8 - Click the Team Time Tile

2. Click Report Time.

< Manager Self Service

@ Payable Time Summary

= Payable Time Detail

@ Report Time

% Manage Exceptions

}'E.-‘- Assign Work Schedule

Figure 9 - Click Report Time
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3. On the Timesheet summary page, click the Get Employees button to retrieve all of your employees.

Report Time
Timesheat Summary
Employes Selection
Employee Selection Criteria
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Change View
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Last Marme Firsl Mame Employes 10 R'E:""‘: Job Titke

Last Nama 0

I Gl Emplaynes I

Chear Criberia
Q Save Criteria
Q,
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¥ Shaw Schedule Information

Fravious Waek Hext Wieak
Reposted  Hoiwrs to be Scheduled
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0. 000000 0000000 0 O0D000

Excapiion
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Figure 10 - Click Get Employees

4. Here, you will see a list of all of your employees.

Note: You will only need to approve timesheets for your Non-Exempt or hourly employees.

Employees For Meredith Gray, Totals From 11/26/2017 . 12002/2017

Time Summary Demogeaphics
Last Name First Name Empioyee 10 “e',’;‘"i; Job Tite ““f“;‘:" ":"a’;"r‘,"z *”ﬁ‘z‘;“": Exception
Avery Jackson 0240485 0 Intermeciate D Div/Dept AD 0.00 0.00 4000
Bailey Mranca 0158303 0 Dureclor SubDvUnit AD 0.00 0.00 4000
Edwards Stephanie 1000104 0 Communecations ParapeoPro 0.00 000 4000
Emgloy Employee 0330932 0 Communications Parapeo/Pro 0.00 000 4000
Hunt Owen 0159304 0 Othice/Clerical Lead 16.00 16.00 4000
Karov Alex 0033175 0 Assoc/Asst Dir Colt'Sch AC 0.00 000 4000
Kepnes Aprit 0255777 0 Sr.Financa/Budget Pro 0.00 0.00
Shepherd Derek 0158743 0 Oftice/Clencal Lead 16.00 4000
Skan Mar¥, 02 2 Offica/Clencal Assistant 16 00 16.00 4000
Stevens lzzie 0330346 0 Communecations Parapeo/Pro Sen 16 00 1600 4000
Tores Calba 0158751 0 Ofnce/Clerical Lead 16.00 16.00 4000
Waren Ben 1000043 0 Intesrmedciate OM'Clerical Lead 16.00 16.00 4000

Personalze | Find | 2 1-1501 15
REported 4 oroed o Denied Hours
Submitted
0.00 0.00
0.00 0.00
000 0.00
0.00 0.00
000 000
0.00 000
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
000 0.00

Figure 11 - Employee List
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5. To approve an employees’ time submitted, click their last name.

Shepherd Derek 01538743
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ke 330345
Tomes Callia 0158751
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0 Communicalions FaraproPro Sen 16,00 16.00 40,00
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.00

Q.00

0.00

L]

0o

L]
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Figure 12 - Click Last Name

6. From the Reported Time Status tab, click the check boxes next to the times you wish to approve, or

you can click Select All (See Figure 13).

7. Click Approve (See Figure 13).

Actions «
Select Another Timesheet

*Date 11192017

Time Reporting Code

= =

00REG - Reguilar

Subenit

Reported Time Status

Sumemary
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Select
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11212017  Needs Approval
112272017 Needs Approval
Needs Approval

Needs Approval
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—_
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The Payable Time page will populate after processing ks complete. Absences are processed once each pay period.
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W
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Figure 13 - Reported Time Status

Note: As a supervisor, you are not only approving the timecard, but you should also be verifying the accuracy

of the time being submitted by your employee.
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8. Click Yes to confirm.

Aessage

Wit Mo

AT Yo Sune you vwilenl 1o approvi the ime Selechsd? (13504 2500

Onca Approved the stalus cannol be reverted back

Select Yas bo confinm and compilate the states change, Mo to relum 1o the page without updating the status

Figure 14 - Click Yes

9. A confirmation will appear. Click OK.

[ irmeshieel

Approve Confirmation

f Soleched Iransachions wire Succes -1II||'_| Hialv gy o

Figure 15 - Click OK

10. If you are finished approving time you can navigate back to the home page, or if you wish, you can click
Next Employee to move on to the next persons time that you need to approve.

Actions =
Selact Another Timesheat

“Date 11192017 |[i] %

“Wiew By | Calendar Period v:

Todal Reported
Hours
Reported Howrs 40000

Empl Record 0
Eagliest Change Date 12032017

Previous Period  Mexl Penod
40,00 Mt Emplay oa

Print Timeshast Punch Timashesl

The Payable Time page will populaie after processing is complete. Absences are processed once each pay period.

Figure 16 - Click Next Employee
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Approvals
Managers are able to view and approve absence requests that their employees submit. The following will
show you how to approve absence requests submitted by an employee:

1. From the Manager Self Service page, click on the Approvals tile.

Approvals

()

Figure 17 - Click the Approvals Tile

2. You will then be taken to the Pending Approvals Page. Click the arrow to review the submitted leave

request.

< Manager Self Service Pending Approvals
View By | Type v -
.
& Al 2
All 2 rows
Il Absence Request 2 Absence Request Sick Leave, 8 Hours Routed
03/06/2018 03/01/2018
Absence Request Vacation, 16 Hours Routed
(03/08/2018 To 03/09/2018 03/01/2018

Figure 18 - Click on the Arrow

3. Click Approve to Approve the requested sick leave.

< Pending Approvals Absence Request /ﬁ\ O\ Y’ E @

Deny Pushback

Absence Details
Absence Name Sick Leave End Date 03/06/2018
Start Date 03/06/2018 Duration 8 Hours
Original Start Date 03/06/2018
Partial Days None
Current Balance 0.00 Hours @ Disclaimer
+ Requester Comments

There are no requester comments

Regquest History >

Figure 19 - Click Approve
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4. Once you have approved all of the requested leave, you will see the following screen.

< Manager Self Service

Pending Approvals a Q » = @
ViewBy | Type v You have no pending approvals at this time.
@& A 0
Figure 20 - Pending Approvals
Delegation

You can use the Delegation tile to access the ability to delegate some of your Self-Service transactions so that

others may act on your behalf to initiate and/or approve transactions for you and/or your employees. You also
will be able to view any responsibilities now delegated to you by others.

< Manager Self Service Delegation /ﬁ\ Q P = @

New Window \ Personalize Page
4 Manage Delegation

Manage Delegation

Some of your self-service transactions can be delegaied so that others may act on your behalf to initiate
andlor approve transactions for you andior your employees. In addition, others may have delegated
responsibility for their transactions to you.

;ﬁLeam More about Delegation

Select Create Delegation Request to choose transactions fo delegate and proxies te act on your behalf.

Create Delegation Request

Figure 21 - Delegation
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Help
When you clock on the Help Tile from the Employee Self Service Home page, you will be taken here, where you
can submit a ticket:

(@ UNIVERSITY SYSTEM OF GEORGIA cive ¥ f in @ STESAZ

n USG INSTITUTIONS v INFORMATION FOR: - POLICIES & REPORTS DIVISIONS - ABOUT -

SHARED SERVICES CENTER

Strategy and Fiscal Affairs

Submit a ServiceNow Ticket
Employee Services Self Service Traini ng

* Employee Self Service: How-To Videos and Job Aids
= Faculty Data Self Service: How-To Videos and Job Aids
= Manager Self Service: How-To Videos and Job Aids

Practitioner Services +

Employee Name

Business Email

Institution:

T

Figure 22 - Submitting a Ticket

Logging Out
Note: DO NOT just close the browser. Errors can occur that could possibly lock you out of future sessions. To
log out:

1. Click on the menuicon.

2. Click Sign Out.

My Preferences

Sign Out

Figure 23 - Logging Ou
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Tips & Best Practices
There are a few things that you need to keep in mind when using OneUSG Connect. The following are some
best practices:

e Do NOT click the Back button on your Browser (Chrome). Please use the navigation at the top.

< Manager Self Service My Team

¢ Always make sure to check your schedule in the system.

e Use Time Approver if you need to delegate a proxy.

e Always review and approve your non-exempt employees’ time sheets even if they do not take off any
sick days or vacation.

e Make sure that you click on the menu, and actually Sign out. DO NOT just close the browser.

e Can use any Internet Browser, except Microsoft Edge.

For additional support, please contact Human Resources Page 13 of 13

KSU Human Resources
*Phone: 470-578-6030
eEmail: hr@kennesaw.edu eWebsite: http://hr.kennesaw.edu/
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