
Log in to OneUSG
Change menu (top center) to
Manager Self Service
Click on Manage Positions tile

Click View Request History (radio
button)

Click Approve Requests (radio
button)

To access MANAGE POSITIONS:

To VIEW REQUEST HISTORY:

To APPROVE REQUESTS:

Log in to
OneUSG
Change menu
(top center) to
Manager Self
Service
Click on Review
Transactions tile

REVIEW
TRANSACTIONS:

Additional Information related to the MSS Tips and Tricks article titled "How do I view a transaction
to check its status or to approve it?" from the March 2020 HR Newsletter.

Notification Bell

See Page 4 for
more info
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Actions that affect a POSITION are 
routed through MANAGE POSITIONS

Actions that affect an EMPLOYEE are 
routed through supervisor’s MY TEAM

Log in to
OneUSG
Click bell icon in
top right corner
(between
magnifying
glass and
menu)
Click View All
Click > ɯl rr
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Click here to view/approve/deny the transaction if you are the current approver

If you are not the current approver, the link will look like this:

All transactions submitted, denied, approved, or currently
pending approval by the user can be sea






