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Viewing Direct Report Birthdays (MSS)

Supervisors can utilize Manager’s Self Service to view a variety of information about their direct reports.
One tool is the ability to view birthdays.

e Log into the myUK portal.
o Select the Manger Self-Service tab.
e Under Team select the Employee Information link.

Lt ol mﬂh— Ement Meen (e e fems S yeny
Overview | Gt T
2 3 Organization
J =g b Pt s y00 et i sverveew of e OAgenZatoe ieiied Deaaaied e etaten
J Bt a5 L9t Pagten Detas and Septd ¢ Procoran
Ovgartiatonsl Servicen
R You Co0 men Gl 0000t T pesdor M yeu MRINTINON e pvlioe holery
% Work Overview G e AN B TIOET e v
Q Thes s showy you 49 bow - e Atk 00 D o of Low e
’ 22 vt leave epanatn You o b (7 1 Congay 13 W eve your wnrdoe Performance Management
foma o Lol Ay l,{) " P el you 20 peitem o of B Lanke mpand 2t B aes of Padermgnce
Vet
Ofvat Work berms Perteemarce Nanogement
¥ty e o e o bee sheels and as gy
Team
a3 Ten wa gows you wn svenaenr of pt fee and i can vew Ser madabity sy
P EN0EaCr veraen 04 1Y (el
Eraplopms Inbsrmater
et it -

This will display your list of direct reports.

Select the button to the left of the direct report that you want to view. This will highlight the row.
Once the row is highlighted, then click the <Employee Profile> button.
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The employee’s profile will be displayed, including the birthday information.

Short Profile

Date of Birth:
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