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Log in Page :
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|I| Username @ |E| |E|
Go to:
http://sceis.blackboard.com. Blackboard
Enter your agency-issued email
address, which serves as your H t
Blackboard Username. ave an account:
|1| Password Ela;ase enter your credentialzs and click the Login button
Enter the word password1! - =i
including the numeral “1” and an
. . . Username:
exclamation point (!), with no spaces |5t|_||:|ent01 |
in-between. Password: I---------- |1|
EI Forgot Your Password? Forget vour Password? E
Click here to have your password :
emailed to you.

E Change Text Size
Click here for a tip to help you re-size
the text in Blackboard if needed.

E‘ High Contrast Setting
Click here to adjust the contrast
among colors displayed in
Blackboard.

Login

Click this button to proceed.

TIP: You can use your Individual
Transition Plan (ITP) as a reference when
signing up for classes. Your Agency
Training Coordinator can provide this
document to you.
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My SCEIS Page

|I| Tools

Click the corresponding link to
view alerts.
@ My Announcements
Access this module to view
alerts from SCEIS, courses
and your Agency Training
Coordinator.

My Grades

Use this module to take
quizzes and view the progress
you've made in your Course.
Note: You can access this
module from multiple pages in
Blackboard.

E My Course
Click the link to your Course to
view and complete your online
courses, sign up for and view
course materials for any
instructor-led classes that may
be assigned to you. (The
Course Getting Started page is
described in detail on the next
page of this guide.)

IE Logout

Click this link to exit
Blackboard.

IE My SCEIS Tab
Click here to return to this
page from any other page in
Blackboard.
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TIPs:

1. Always read the Announcements module as well as your email notifications (delivered to your agency-

issued email inbox).

2. Closely review your Courses. Your course may be online or instructor-led courses.
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Gettlng Started lBlackboardLeam ‘ ‘ 8o B v @ v Pagev Sefetyr Tooksv @+ R
You will see a screen similar to B oo ene | 2] 0 [P Lo

the one at right when you click a S((EB
course link under My Courses b

box on your MySCEIS page.

HR/Payrall Enterprise Structure  Getting Started

[1] Getting Started
Follow all instructions on Getting Started |I|

this page to orient yourself R e

Structure
to Blackboard and to ensure Getting tarted
your computer is ready to E Getting started with your Course
run SCEIS online Trainin g —1  You can see this Web page because you have successfully logged inta Blackboard and you are now in the Getting Started section. Browse this page, and use the below
Courses. My Course checklist to get started with your Course.
¢ @ HRA00 SCEIS HR/Payrol . Know your Agency Training Coordinator (ATC) and how to contact him/her.
IE M y CO urse Ent;arpn'se Structure . . Keep your Navigating Blackboard for Students User Guide handy at all times,

CIle on course name to _ . Review your computer by clicking each tink beiow, Report an issue to your ATC,
access the course i . Review your internal agency process before signing up for instructor-led classes.
materials, complete online

courses and/or sign up for
instructor-led courses.

. Click My Grades to view your grades and training progress.

. Review Announcements on your My SCEIS page.

. Review SCEIS Service Desk information on your My SCEIS page.

. Read emails. These wil contain your time-sensitive training information.

*Addltlonal detall on course “This is your SCEIS Cours Plan. Learn at évery opportunity.
content on following pages.
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Online Course Content Area
You will see a screen similar to the one at
right when you click on an online course.

Course Name

View the course name at the top of
the Course Content Page. This will
match with the course name you see
in your Core Courses listing, and that
you click on to access the content

page.

Course Description

Read a detailed description of the
online course, including the
approximate duration of the course.

Launch Video or Simulation

In this section, you will find a link to
launch the online course, which will be
either video- or simulation-based. For
video courses, click the arrow icon in
the center of the video viewer to begin
playing. For simulation courses, click
the blue link to launch the simulation.

Participant Guide
Click this link to download a printable
version of the course information.

Course Quiz

Click the Quiz link to take the quiz
associated with this online course.
You must finish the quiz to receive
credit for completion of the course.

Course Evaluation Click the Course
Evaluation link to evaluate the course.
You must finish the evaluation to
receive credit for completion of the
course.

SWEIS

SWEIS

A myruces {y vome | [2] oo [P Logon

My SCEIS

HR/Payroll Enterprise Structure

# HR/Payroll Enterprise | »
Structure

Getting Started
Course Tools

My Course

g @HR1WSCEIS HR/Payral

Enterprise Structure

My Grades

SCEIS Blackboard Navigation Quick Reference Guide v2.1

-4# HR100 SCEIS HR/Payroll Enterprise Structure

o

|2

g @ HR100 SCEIS HR/Payroll Enterprise Structure

Course Description

[Duration: 1 hr. CEUs: 0.1] The Course provides core users with an overview of the meaning and elements of the enterprise structure to include the Company Code, Personnel Area, Personnel Subarea,
Employee Group, and Employee Subgroup.

HR100 SCEIS HR/Payroll Enterprise Structure E

a0l

Jennifer Lauer, instructor
HR/Payroll Team

HR100 SCEIS yroll E

ise Structure

icipant Guide
i ide (1.967 MB) E

HR100 5CEIS HR/Payrall Enterprise Structure Participant Guide

Attached Files [ HRA00 SCEIS HR/Payrol Enterpris

HR100 SCEIS HR/Payroll Enterprise Structure Course Handout

Atrached Files [ HRA00 SCEIS HR/Payrol Enterprise Structure Course Handout (3.51 MB)

HR100 5CEIS HR/Payrall Enterprise Structure Course Handout. This s the handout that was referred to in the HR100 video.

5]

HR100 5CEIS HR/Payrall Enterprise Structure Course Evaluation

HR100-Quiz

HR100 SCEIS HR/Payrall Enterprise Structure Quiz

Course Evaluation

(6]
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Sign Up for an Instructor-led Course @EIS W e s -
You will see a screen similar to the one at = — g
top-right when you click on an instructor- Isf(Els LS e ——

led course name from your Core Courses e p———————— - :
listing. =0 = 5 T T = R R e i >

|I| Signh-up

Click the “Sign-up for...” link at the top
of the course content page for any
instructor-led course in your Core
Courses list to access a page listing
the available sections of this course.

at the Matthew 1 3 Garage to receive freeparking from SCEIS
f, 5C 29201 {tcleghong aumber:B03. 765.9935), (The iriving directions at the following ink

b waining roum stamg L. please write SCETS onthat same parking tickeL.

|1| Course Section Link (Format: Date,

Time, Location of section)

When you click the link associated
with a section of the course you are
signing up for, you will be taken to a
page with details about that course,
including driving directions to the
location and a listing of students who
are signed up for this section.

& wermom | By vome [F] nes | D30 wogn /
oy 5288

T i GAGDG |/ GTYILIRA - RBAS - NG« S e B« OFUSSAIE D

el st
e

07/22/2010 - 9:00AM - 5:00PM - HHS (Room B) - OM200-01(2 Days)

|E| Sign up now!
Click this button to sign up for this
section of this course. Once you have
signed up for a course section. The
green button will still appear, but it will
read “Withdraw.” If you need to
withdraw from any course for which
you have already signed up, just
navigate to the appropriate course
section page, and click the green
“Withdraw” button.

Piease nace char this is @ 2 Day course,
Department of Health and Human Services Parking Instructions:

Studentsattending SCET Training at the Department of Mealth and Human Servicesemst park at the Matthew J. Perry Parking Garage o revetve (reeparking from SCEG. The
Matthen 1. Perry Farking Garage is located 411100 Richland Sireet, Columbia, SC 29201 {ielephone number:800-765-%335). (The driving direction at the following link end at
Ehematthew J. Perry Parking Garage: hitp; ( fwww, souis, 3, gov/location, asplid=20.)

Bringyour ticket frem the parkieg garage to this SCEIS Trabalng class, Wewdl have somsons ko the training room stusp 1L, Pleass weile SETIS onthat same parking tckst,

wie make the following requests:

--Plaas do ot USE YOUr £Ar 10 g0 to lunch, & this will Incraase thacost for parking: Instead of 3 510 charge, SCEVS will end up paying 530fcr ona car fer tha whals day, Thars
are et af sesbasrants on MainStwet that are in walking distance sed therw b 4 restaurant i Bellank of America bullding. We will bave 3 Bst of lesl restaurants fora b lock
at In the batning room,

= Phaase arrive in the parkieg garage prior to 9:00 3.m, 5o that SCETS can get the early bird parking rate,

Sigr-op wewiatle from 5.0 am o Tumday the 2ind of Jere
£ planes tlna

Membery oo oL piie

Perores NS e IO L L B it

v' Within 24 hours, SCEIS will verify
your sign-up requests, and then
enroll you into the courses.

v" Once you are enrolled, each course
will appear in My Instructor-led Sign-
ups.
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Instructor-led Course Content
Area

You will see a screen similar to the one at
right when you click on an instructor-led
course assigned to you.

[1] Course Name

View the course name at the top of S(('EB

the Course Content Page. This will

A myruce i vome  [7] wen | TEP Lopsn

My SCEIS

match with the course name you see o v o

in your Core Courses listing, and that m—

you click on to access the content _ oot 13

e -,"
@ Slgn-up My Course

Click the “Sign-up for..." link at the top s

of the course content page for any Mt rfts o

Org Units, Jobs #0a Positions

instructor-led course in your Core
Courses list to sign up for a section of
the course. (See page 5 of this guide
for details.)

E‘ Course Description
Read a detailed description of the
course, including the approximate
duration of the course.

E? DMI00 Dr yanizalioeul Marsgurret Infolypes for Orig Units, Jobs and Positiors

=l oM200 Organizational fotypes for Org Units, Jobs and Positions II‘

I

2R TR

Sign-up for OM200 @
Coursm Demcrigtion E

urs (EEU; 1.4)]. The purpose of this course is bo provide Agency HE users with detaled nformation needed bo understand the Drganization Massgement (DM structure and sl assoclated

eeded to dispiay and MeNLEIN selected W) obijects a2 well as 2s30Ciated INfatypes for example: Flanned Compentation, Account Assignment
n FTE, Cust Distribution, Workers' Compensation, Posétion Vacancy Status, OM Pasition Indicators, AdSUional Alribute, and Time Indicaturs., This course wil siso cover Lhe creation of
seiected Qrganizational Units s wed a5 Organizational Unit transfers within the same agency. In Adeition, taés course wil incoeparate a diszussion regardieg the impact of delegation for Job/ Persition
maintenance.

OM200 Organizational Management Infotypes for Org Units, Jobs and Positions Participant Guide E
M

. CEISOM it vigws fgr G ; s s

MO0 Drgantzationsl Mansgenént Infotypes for Drg Units, Jobs and Fosrtions Particioant Gusde.

QM200 Organizatinnal Management Infatypes for Org Linits, Jabs and Pasitions Quick Reference Cards

Q200 Organtzational Mangement Enfatypes far g Units, dohs and Powtions Quick Aeference Cards.

OME00-Ouiz
OM200 Crganizationst Mankgenent Infotypes for Drg Units, Jobs and Positions Ques

Course Evaluation
OM200 Crgantzational Managenent infatypes for Crg Units, Jobs and Positions Course Euniuation

E Participant Guide
Click this link to download a printable
version of the course information.

E Course Quiz
Click the Quiz link to take the quiz
associated with this instructor-led
course. You must finish the quiz to
receive credit for completion of the
course.

El Course Evaluation
Click the Course Evaluation link to
evaluate the course. You must finish
the evaluation to receive credit for
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completion of the course.

My Instructor-led Sign ups x
Use this tool to identify instructor-led EI My Instructor-led
courses for which you have signed-up and = Hv Instructor-led Sign-ups
to view details about those courses. ¥ Instructor-ie
Sign-ups {5elect Course for
A box similar to this one will appear in (Select Course for DirectionsiDetails)
the left-hand bar of your Blackboard R :
o Directions/Metails
pages 24 hours after signing up for an J #03/05/2010 - 9:00am to
instructor-led class. To use this tool 5:00pm - SCEIS Room
; ' 03A05/2010 - 9:00am
click the date of the course. oo T 2024 - AP 300-05
:00pm - SCEIS Room

2024 - AP300-05 Caurse Directions fD&tails

|1| A box similar to this one will appear in
the left-hand bar of your Blackboard

pages 24 hours after signing up for an R B [ e
instructor-led class. Click Course LS(@EIS ez
Direction/Details.

G| TR %098 3208 . S (o ) - OO0 D

IE' Review and print the course details.

o coure.

Directions to this cassroom-based course can be found at E

scei. s o/ locationaspalide 28

a. Link to directions, parking and
location

this s 0 2 Day course.

Department of Health and Human Services Parking
b. Class roster o

Studentsattending SCEIS Training at the Department of Health
and Human Servicesmust park at the Matthew J. Perry
Parking Garage to receive freeparking from SCEIS. The
Matthew . Perry Parking Garage is located at1100 Richland
Street, Columbia, 5C 29201 (telephone number 803763
9935). (The driving directions at the following link end at.
thematthew J. Perry Parking Garsge:

http: / www, scels, sc.gov Mocation. aspxMid=28.)

Bringyour ticket from the perking garage to this SCEIS
Training class. Wewill have someone in the training room
stamp it. Please write SCEIS onthat same parking ticket.

We make the follawing requests:

-Please do not use your car to g0 to lunch, as this will
Increase thecost for parking; mstead of a $10 charge, SCES
will end up paying $20for one car for the whole day. There
are lots of restaurants on MainStreet that are In walking
distance and there is a restaurant in theBank of America
butlding. We will have a list of Iocal restaurants faryou to
look at in the training room.

Please arrive in the parking garage prior to 9:00 a.m. 50
that SCES can get the early bird parking rate.
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