
Creating ‘My List’ At-a-Glance 
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             Type the Last Name of the employee you wish to add or     

              Enter My UNIverse, click Access MEMFIS Applications 
               Login with Username and Password 

              leave name field blank (all available to you will display) 
             Click Go  
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             Select Manager Self Service, Supervisor Self Service, 
             Timecard Manager or Timecard Reviewer  

Put a check in the box next to the name(s) to be added  62

             
             Click on Manager Actions 

            
              Click Add To My List.  To add additional names, repeat steps  
              5 ,6, & 7 
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             To personalize your view, click the link My List.  Click Go               To Remove a person from My List, place a check in the box  

              next to the name and click the Remove button 
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