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y(EB South Carolina Enterprise Information System

The SCEIS Team is pleased to provide the following SCEIS resources to assist your
agency with implementation of the Fair Labor Standards Act (FLSA) changes proposed
by the U.S. Department of Labor (DOL). Below are specific video-based resources for
entering time in Employee Self Service (ESS):

e ESS110U
o Lesson 2 - Record Working Time (without Charge Objects)
o Lesson 3 - Record Working Time (with Charge Objects) - only for
employees that must enter Charge Objects when recording time

To access the MySCEmployee online training on the SCEIS website:

Home » Training » MySCEmplcyes Training

MySCEmployee

Go to http://www.sceis.sc.gov/

Then Training>MySCEmployee
Training (or MySCEmployee
Training for SCDOT - for DOT
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ESS100 MySCEmployee Course

print the handout, click here (1.5mb PDF) .

MySCEmployee Training Courses

Click here to begin taking the ESS100 My SCEmployee — Employee Self Service Course.

ESS110U Time and Leave Entry Course

Click here to begin taking the ESS110U Time and Leave Entry in My SCEmployee Employee Self Service course.

We have also prepared a course guide/handout which you may print and view as you are taking the course or for future ref

Note: The course script and PowerPoint are available on the Links page of the online course. For details about this online
course navigation and suggestions for completing the course, click here.
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There are also several resources in uPerform for Employees and Managers:

e For employees: MySCEmployee>MySCEmployee: Employee Self-
Service>Recording Working Time in ESS

e For managers: MySCEmployee>MySCEmployee: Manager Self-
Service>Approve Working Time in MSS

To access access the MySCEmployee resources in uPerform:

e Go to http://www.sceis.sc.gov/
e Then Training and SCEIS uPerform
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e From the main uPerform menu, click on MySCEmployee
e Click on MySCEmployee: Employee Self-Service or MySCEmployee Manager
Self-Service to access related resources
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SCEIS Knowledge Sharing

Welcome to the SCEIS/ANCILE uPerform System - a resource to find, practice, disseminate, and collaborate around knj

Financial Accounting, Budgeting, Grants, and Project Systems
This content area contains work instructions and job aids for learning and performing transactions in Accounts Payaj
Ledger, Grants Management, Public Budget Formulation, and Project Systems. These resources are available in a v3
Auto-Playback and Interactive Simulations, Miniguides, Course Participant Guides, and Weblinks.

Human Resources Management and Payroll Administration

This content area contains work instructions and job aids for learning and performing transactions for Dual/Multiple
Administration, Time and Leave Administration and Travel. These resources are available in a variety of formats: BY
Playback and Interactive Simulations, Miniguides, Course Participant Guides, Online Courses, Communications, Use

Materials Management and Sales and Distribution

This content area contains work instructions and job aids for learning and performing SCEIS Materials Management
Master Data, Procurement, Inventory Management, and Sales and Distribution. These resources are available in a v
Auto-Playback and Interactive Sim : S il : i
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SCEIS Knowledge Sharing >> MySCEmployee CEIS functional §
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respond to RFxs

This content area contains work instructions and job aids
variety of formats: Business Process Procedures (BPPs),
Communications, User Group Presentations, and Weblinks|

\Sub-Areas

\MySCEmployee: Employee Self-Service
MySCEmployee: Manager Self-Service
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Sample Menu for
Employee Self-Service

Sub-Areas

SCEIS Knowledge Sharing =>> MySCEmployee >> MySCEmployee: Employ

MySCEmployee: Employee Self-Service

Accessing Pay Statements
Deductions (W4 and Voluntary)
Employment Verification
General Information

Managing Bank Accounts

My Employee Search

Requesting Leave in ESS

Personal Datg — Addresses and Emerggs =~ PROIECTS | GLOSSARY
-C:Eecording Working Time in ES_E:)

SCEIS Knowledge Sharing >> MySCEmployee >> MySCEmployee: Mana

MySCEmployee: Manager Self-Service

Sub-Areas

Approve Leave in MSS Sample Menu for

" Approve Working Time in MSS >- ] Manager Self-Service

Employee Compensation Information

General Information
MSS Reports
Organizational Profiles

Reminder of Dates

If you have any questions concerning this information, contact the SCEIS Help Desk at (803)
896-0001 (select option 1 for SCEIS help) or use the email form available at

http://www.sceis.sc.gov/requests/.
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