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Mini Guide: MSS Navigation

with Portal Favorites

Beginning April 9, 2012, MSS users will be able to set up “Portal Favorites”

to help them navigate through MySCEmployee more efficiently than ever be-

fore by creating one-click links, accessible from any page, to the screens they

use the most. Follow the steps in this Mini Guide to manage your own Portal Favorites in MSS.

Beginning on April 9, 2012, when users log into MySCEmployee (both ESS & MSS), they will
see a new section, Portal Favorites, on the left-hand side of the MySCEmployee Welcome
screen (boxed in red in the screen shot below).

MySCEmpl | | et
wgEnoioyes E =

T4]E]
Porial Favorniles (1

I Trere are o bera o Saplay

« Employee Insurance Program (EIP)
« Retiremant Systems

+ Office of Human Resources (OHR)
« Employe-E-News

« State Holidays

+ State Employes Weather Alert

=« SCEIS

Setting Up a Portal Favorite: MSS users can set up their Portal Favorites in either of two ways.

Option 1:

1. Navigate as usual to a page you would like to add to your Portal Favorites list. In the
screen shot below, we have chosen the Quota Overview page in MSS.

2. Click on the button located next to the Forward navigation link in the upper right-hand
corner of the screen (boxed in red in the screen shot below). Select Add to Portal
Favorites from the menu that appears (highlighed in orange and boxed in red below) to
add the page to your Portal Favorites list.
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Option 2:

1. Expand the Detailed Navigation menu until it shows the name of page you would like to
add to your Portal Favorites.

2. In the Detailed Navigation menu, right-click on the name of the page you would like to
add to your Portal Favorites. This will generate a 1-item menu that reads Add to Portal
Favorites (boxed in red in the screen shot below). Click on this item to add the page to
your Portal Favorites list.
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Deleting a Portal Favorite

1. In the Portal Favorites window, click the menu button designated with three lines and
a downward-pointing arrow (boxed in red in the screen shot below) to expand a list of
options.

2. Select Organize Entries from the menu that appears (highlighted in orange and boxed in
red in the screen shot below).
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3. You will be taken to a new screen, Organize Entries, shown below. Click the menu
button (designated with three lines and a downward-pointing arrow) next to the page
you would like to remove from your Portal Favorites list.

Organize Entries
Links allow quick access to documents, folders, portal content, or a varety of other objects. ou can organize these links by ordering them and grouping them within
folders.
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4. Select Delete from the menu that appears (highlighted in orange and boxed in red below)
to remove the page from your Portal Favorites list.

Organize Entries
Links allow quick access to documents, folders, portal content, or a varety of other objects. ou can organize these inks by erdening them and grouping them within
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Expanding/Collapsing Detailed Navigation & Portal Favorites

You can expand and collapse both the Detailed Navigation window and Portal Favorites by
clicking on the small blue arrows along the left-hand edge of the screen. The arrows are boxed
in red in the screen shots below, both in collapsed mode and expanded mode.
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