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Manager Guide to Manager Security 
 
Objectives 
Manager Security is a list of the employees you as a supervisor have access to 
review and approve time for.  The purpose of this guide it to teach 
supervisors how to update and maintain their security list.  
 
Before You Begin 
You must have the following: 
 Supervisory Status and/or are the Report To for the employee(s) 

Position 
 PeopleSoft Manager Self Service Log-in User ID and Password 

 
When to Use 
 When you need to approve time for an employee who is not currently 

on your security list.  
 When you need to remove an employee who was previously added to 

your security list whom you no longer approve time for. 
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Step 1: Enter the following URL link into the address bar on Internet Explorer. 

https://hrms.usmc-mccs.org 
 

 
 
Step 2: Log into Manager Self Service by entering your User ID and Password. 
Step 3: Select the Accept & Sign In button. 

 

 
 
 
 
 
 
 

Step 1 

Step 3 

Step 2 

https://hrms.usmc-mccs.org/
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Step 4: Select the Classic Home tile on your Manager Self Service homepage. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Step 4 
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Step 5: To view your security list, navigate to Main Menu > Manager Self Service > Time Management > 
Security > Manager Security 

 
 

 
 
 
 
 
Step 6: The Time Reporter Group field will default with a Group ID specific to you.  Do not change this 

number.  Select Search. 
 

 
 
 
 
 
 
 
 
 
 

Step 5 

Step 6 
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Step 7: A list of one or more employees will display.  The employees displayed are those who have your 

position assigned as their Reports To position.  The list of employees are your direct reports and they 
will have a Group Indicator Type of Dynamic.  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 7 
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Step 8: To add a new row to approve time for an employee who is not currently on your list, select the plus 

sign to add a new row.  All manual additions to your list will have a Group Indicator Type of Manager. 
 
Step 9: Enter the employee’s ID or use the look up to search for their ID.  
 

 
 
 
NOTE:  Sometimes employees have more than one record in PeopleSoft. You must ensure you are selecting 

the “Active” record, otherwise the employee will not display when you go to view or approve their 
time.  

 

 
 
 
 
 

Step 8 Step 9 
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TIP:  To save time when adding multiple employees, you have the option to add multiple rows at one time by 

entering the number of required rows in the # Rows field and select Add Rows.  The new rows will 
display as seen below.  

 

 
 
 

TIP: You can also add employees by entering the Group ID.  If you don’t know the Group ID, select the look 
up and search by name for the Manager you are approving time for.  
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Step 10:  Once you are done adding employees, select Save.  
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 10 
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Maintaining Your Security  
 
There are multiple reasons why an employee may need to be added to your security list.  You may be approving 
time for another manager who is unable to approve time because they are out of the office.  However once they 
return to work you will no longer need to approve their employees’ time and you should remove the manually 
added employees from your security list.  Cleaning up your list will help with the following: 
 

• Having employees on your list who you no longer approve time for 
• Inadvertently approving time for the added employees when no longer required 
• Having to sort through a list of employees, other than your own, every time you review and approve 

time 
 
Step 11:  To maintain your security list you will need to manually remove all manually added employees when 

no longer needing to approve their time.  Select the minus sign to delete employees with Group Type 
Indicator of Manager from your security list.  

 
NOTE:  Employees with Group Type Indicator of Dynamic will automatically fall off your security list when 

either they terminate, transfer to another department, transfer to another command, or retire.  
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