
Time Entry & Leave Review 

Consider setting up a recurring weekly 
Outlook calendar reminder to ensure 
timely review of workflow items. 

 Approve Time and Leave Requests
 Approving Multiple Entries
 Time Entry Notes Feature

Employee Dat a          & Support 

Add a personal touch. 
 Add Birthdays to Your Calendar 
 Viewing Direct Report Leave Balances 

Ensure Continous Coverage 

Ensuring coverage for work items is 
important. Establishing a delegation 
relationship with another supervisor can 
help. This is an important early step. 

 Download the myUK app
 Set up Delegation
 Work on Delgated Tasks

Training & Performance 

 Managing the PE Process
 Training Options
 SuperVision Training
 CAFE Employee

Enhancement Programs

Manager Self Service 
Quick Guide 

Tools: 
• Time Entry & Leave
• Employee Data
• Training & Performance

Download the  
myUK App for 
continuous access 
on the go. 

 Manager Self Service has the 
tools that supervisors need. 

CAFE Supervisor Resources
Find additional resources on the

page

https://cafebusinesscenter.ca.uky.edu/files/qrg_-_mss_-_viewing_birthdays.pdf
https://cafebusinesscenter.ca.uky.edu/files/qrg_mss_approving_multiple_leave_requests.pdf
https://cafebusinesscenter.ca.uky.edu/files/mss_time_entry_notes_feature.pdf
http://www.uky.edu/hr/hr-home/myuk-online-guide/myuk-mss-guide/add-team-birthdays-to-your-calendar
https://cafebusinesscenter.ca.uky.edu/files/qrg_mss_viewing_leave_history.pdf
http://www.uky.edu/hr/hr-home/myuk-online-guide/myuk-mss-guide/online-delegation
https://cafebusinesscenter.ca.uky.edu/files/mss_working_on_delegated_tasks.pdf
http://www.uky.edu/pe/sites/www.uky.edu.pe/files/files/2014%20UK%20Online%20PE%20System%20-%20Managing%20the%20PE%20Process%20for%20UK%20Campus%20Staff%20Supervisors%20-%20SSO%20TS%20November%202014.pdf
https://www.uky.edu/hr/sites/www.uky.edu.hr/files/3_myUK%20Learning_View%20Course%20Catalog.pdf
https://www.uky.edu/hr/training/supervision/supervision-program-overview
https://cafebusinesscenter.ca.uky.edu/content/employee-resources
https://cafebusinesscenter.ca.uky.edu/content/supervisor-resources



