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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 

http://oneusgconnect.usg.edu/
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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. 

 

 
Figure 2 - USG Single Sign-on Authentication 

4. Log in using your KSU NetID and Password (See Figure 3). 

5. Click Login (See Figure 3). 

 

 
Figure 3 - Logging In to OneUSG Connect  
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6. You will be taken to the Employee Self-Service Home Page. 

 

 
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).   

 

 
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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To approve your Teams time: 

 

1. Click on the Team Time tile.  

 

 
Figure 8 - Click the Team Time Tile 

2. Click Report Time. 

 

 
Figure 9 - 
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5. To approve an employees’ time submitted, click their last name. 

 

 
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). 

 

 
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. 

 

 
Figure 14 - Click Yes 

9. A confirmation will appear. Click OK

OK

Click Yes
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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. 

 

 
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. 

 

 
Figure 18 - Click on the Arrow 

3. Click Approve to Approve the requested sick leave. 

 

 
Figure 19 - Click Approve 
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