
 

HR Connect’s  
Manager Self-Service (MSS) 

Features and Highlights 
 

 
HR Connect's Manager Self-Service (MSS) automates and streamlines many traditional HR 
processes.  From their desktops, managers can view real-time HR data online; initiate, approve, 
and track personnel actions; access and print a variety of workforce related reports; and access 
an extensive library of pre-classified position descriptions.  Below is a brief summary of the 
major MSS features. 
 
People and Positions 
 
"People and Positions" is the 
centerpiece of MSS.  It provides 
managers instant access to 
information about their employees 
including position, employment, 
performance, and award related 
data.  Additionally - and perhaps 
more notably - MSS allows 
managers to initiate personnel 
actions online.  Managers simply 
click on the name of the employee 
they want to initiate an action on, 
select the type of action, and 
electronically forward the request 
through the approval chain.  People 
and Positions also introduces an 
automated means for managers to 
establish new positions and initiate 
recruitment requests. 

 
 
Profiles and Proxies 
 
While MSS is a valuable resource 
for managers, the designers 
recognized that quite often 
managers delegate a portion of their 
HR responsibilities to someone 
serving in an "acting" capacity or to their Secretary, Executive Assistant, or similar responsible 
staff member.  To accommodate this, MSS offers the ability for mangers to identify a "Proxy" to 
serve on their behalf.  Depending on the options selected by the manager, proxies have the 
ability to initiate and authorize personnel actions during a specified period of time.  Managers 
can also establish a default "profile" for routing actions for approval.   

 



Worklist 
 
When actions are routed from one 
manager to another, the authorizing 
manager is notified by email that an 
action is awaiting their review.  This 
manager uses their MSS "Worklist" to 
access the personnel action, review 
the request, and approve or deny it. 

 
 
 
Mass Actions 
 
At times, managers may wish to 
initiate mass actions that impact a 
group of employees.  MSS 
efficiently handles Mass Awards 
and Mass Realignments.  
   
 
 
Manager Tools 
 
MSS offers a wealth of workforce 
information and analytical tools.  
Using MSS, managers have quick 
access to bureau (and sub-
organization) data related to 
salary, headcount, retirement 
eligibility, diversity statistics, and 
numerous demographic charts and 
reports.  Managers also have access to the Treasury-tier portion of HR Connect's PD Library. 

 
Reports 
 
The "Reports" feature of MSS allows 
managers to run a variety of useful 
reports including, an alphabetical 
employee roster, emergency contacts 
listing, performance appraisal summary 
report, and two types of status reports for 
pending and processed personnel 
actions, and much, much more. 
 
 


