Accessing and Using Manager Self Service (MSS)
Have you ever wondered how to verify information on your employees, get a copy of your check stub, change your W4, check your leave balance, review your benefits, change your address, or add an email address to your work profile? You can do all of this in one location, PeopleSoft Manager Self Service (MSS). 

If you have never accessed ESS or MSS:
Go to the Team Georgia Connection State Employee Intranet Site: http://team.georgia.gov.
· Click on the ESS/TEAMWORKS Tab

· IMPORTANT:  Be sure to turn off pop-up blocker before clicking on the link.  

· At the State Employee Self Service Log In, enter your Employee ID in User ID field and SSN without dashes in password field.

· Create a new password, which must include at least one capitalized character, one special character and/or one numeric character.

· Select and answer three security questions.

· Log out, close browser and log back in using new password.
To view your employees’ information:

Click on the Manager Self Service Link on the Menu. Next, click to the Job and Personal Information tab. You should see information on all of your subordinates. If there are issues with this, such as not all of your subordinates are showing up, please contact your agency’s HR office. 
Verifying your primary email address:

Once you login, click on Self Service in the menu. Go to Personal Information / Email addresses. Here you can enter your email addresses. Please check the box “Primary Email Account” with your work email address. Click on Save.

