August 30, 2016
Page 2

[bookmark: _GoBack][image: Minnesota Management & Budget logo]	Office Memorandum

Date:	October 10, 2016
To:	Agency Payroll, HR, and Accounting Staff 
From:	Mary Muellner, Director, Statewide Payroll Services 
Subject:	Keeping Self Service Approvers Up-to-Date

The purpose of this memo is to remind agency payroll staff to review all Self Service Time Entry and Business Expenses approver information, including backup approvers.
What reports are available?
The following On Demand reports list all approvers, including both primary and backup approvers.
· FIHU0615– Self Service Managers by Department ID by Business Process (department ID) 
Lists all employees in a department ID that have been given the authority on the Self Service Security page to approve Self Service transactions entered by staff.
· FIHU0616 – Self Service Managers by Department ID by Business Process (entire agency)
Lists all employees in an agency that have been given the authority on the Self Service Security page to approve Self Service transactions entered by staff.
How do I update Self Service approvers?
The Self Service Security page is used to add/update/delete security for agency approvers by department ID and business process. For each department ID, specify the supervisors, managers and payroll administrators who will have authority to approve Self Service transactions. Both primary and backup approvers are designated.
· To get to the Self Service Security page, follow this path in SEMA4: 
Payroll > Other > Self-Service Security
· For SEMA4 Help instructions, go to Add/Update Self Service Security Steps.
For questions, contact Statewide Payroll Services:
· Lynda Hanly at 651.201.8074 or lynda.hanly@state.mn.us. 
· Erin Gregory at 651.201.8077 or erin.gregory@state.mn.us
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