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Agency Support Team Leads Meeting
WELCOME PURPOSE AND OUTCOMESWELCOME, PURPOSE AND OUTCOMES

Tammy Mainwaring, EC&C Team Lead
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Meeting Purpose and Outcomes

Purpose: To review upcoming activities and 
timelines for MySCEmployeetimelines for MySCEmployee 
implementation.

Outcomes
1 Understanding of upcoming role mapping and employee1. Understanding of upcoming role mapping and employee 

readiness activities
2. Familiar with communications tools available for 

d imanagers and supervisors
3. Understanding of MySCEmployee communications plan
4 Awareness of MySCEmployee presentation and
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4. Awareness of MySCEmployee presentation and 
scheduling process



Agency Support Team Leads Meeting
EMPLOYEE READINESSEMPLOYEE READINESS
Jennifer Rocks, EC&C Consultant
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R l M i U d tRole Mapping Update
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Impacts of Role Mapping & Workforce 
Transition Activities

SCEIS
System Go

Li eOrganizational

Role 
Mapping SCEIS

System
Training LiveOrganizational

Impact 
Assessment

Agency Specific

Security

Workforce    
Transition

Agency Specific
Recommendations
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Role Mapping Status

As of September 11, 25 of 30 agencies have provided 
their HR/PR role mapping worksheets, and 23 of 30their HR/PR role mapping worksheets, and 23 of 30 
agencies have provided their ESS & MSS worksheets 

Thank you to all agencies who have completed the role y g p
mapping process!

Please remember that role mapping data will help to 
finalize the training schedule for Wave 1, determine the 
courses your employees need to complete, and provide 
security access needed at go-livesecu ty access eeded at go e
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Role Mapping Validation

1 Agencies will receive a role mapping validation worksheet1. Agencies will receive a role mapping validation worksheet 
tomorrow, September 16.  This is an ‘employee populated’ 
worksheet that allows for the addition and removal of employees 
AND rolesAND roles
2. Agencies will also receive an Individual Transition Plan (ITP) 
report that lists each employee, the role(s) assigned, and the 
course(s) required for all roles
3. During the review of the agency ITP, please indicate whether 
an employee is to be added or removed, or a role is to be addedan employee is to be added or removed, or a role is to be added 
or removed on the validation worksheets
4. Agency will email the worksheet to their Agency Advocate by 
September 23 so that employees (or their roles) can be updated
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September 23, so that employees (or their roles) can be updated, 
and properly loaded into the training system for training 
registration 



Sample Individual Transition Plan (Top)

Basic information about 
your employee (position, 
name, job title, supervisor, 
etc.)
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Sample ITP (Middle)

Lists SCEIS security roles assigned to employee 
and description of roles. 
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Sample ITP (Bottom)

c

Lists the 
courses thatcourses that 
employee is 
required to 
completecomplete
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Wave One Employee Readiness 
TimelineTimeline

June July August September October

Role Mapping Intro
AST Leads Meeting

6.24.09; EC&C provides 
agencies with Role Descriptions

Role 
Mapping

June July August September October

Training 

June 29th - July 17th

Step 1: HR PY Core Roles
Wave One Role Mapping

agencies with Role Descriptions 
6.29.09 Validation

Sept. 16th –
Sept.  23rd

Manager

g
Begins

Wave  One Role Mapping
1. Review Toolkit
2. Map employees to roles 

using provided toolkit and
worksheets

Org. Level 
Mapping

Manager 
Supervisor 
Toolkit &
Agency 
Recommen-
dations

July 20th – August 7th

Step 2: ESS / MSS Roles
Wave  One Role Mapping
1. Review Toolkit
2 M l t l

Week of 
September
21
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2. Map employees to roles 
using provided toolkit and
worksheets

Agency Group/Staff meetings 
& One-on-One sessions
September 21 – October 30



Manager/Supervisor g p
Toolkit
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Manager & Supervisor Toolkit Overview 

Audience - managers and supervisors of HR/PR 
employees who will be frequent end users of SCEISemployees who will be frequent end-users of SCEIS
Purpose
– Provide a management perspective of SCEIS

– Prepare you to discuss job changes and training with 
lemployees

Why is the toolkit needed?
– Provide information on key upcoming events

– Eliminate surprises & rumors
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– Promote clear communication between supervisors & 
employees



Toolkit Contents 

Manager & Supervisor Presentation
Reference materials that can be distributed to 
employees:
– MySCEmployee brochure 

– Frequently Asked Questions (FAQs)

– Acronym sheet

– Training overviewg

– Manager talking points
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Steps to Help Prepare Employees

Review Manager & Supervisor Toolkit and distribute 
handouts to employeeshandouts to employees
– MySCEmployee brochure 

– FAQs and Acronym sheetsFAQs and Acronym sheets

Conduct staff or group meeting
– Provide a management perspective of SCEISProvide a management perspective of SCEIS

– Promote MySCEmployee

Conduct one-on-one or small group sessions with end-usersConduct one on one or small group sessions with end users
– Provide information on key upcoming events

– Eliminate surprises & rumors
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p &

– Promote clear communication between supervisors & employees



Group Meeting

Hold a group meeting within the next three weeks to tell 
your employees that:
– The next “wave” of SCEIS is coming
– You will be meeting with them one-on-one to talk about 

changes in the work they do and upcoming trainingchanges in the work they do and upcoming training
– You will be allowed to attend the SCEIS training that is 

required

Conduct anywhere that you and your staff feel 
comfortable to have a discussioncomfortable to have a discussion
– Keep it short – 10 -15 minutes
– Keep it simple and upbeat – no need to alarm people
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p p p p p
– Use the Group Meeting Speaking Points handout in your 

toolkit



Employee One-on-One Meetings

Schedule conversations with individual employees prior to 
the start of their instructor-led training (instructor-led 
training begins on October 12)training begins on October 12)
Review notes and Toolkit prior to conversations
― If appropriate, print MySCEmployee brochure, 

acronym list, training overview and FAQ documents 
for employee

Utilize Individual Transition Plans (ITPs) that have been ( )
provided to your AST Lead to discuss the roles and 
training that have been assigned to the employee
Reassure employees that they need and should attend p y y
required training
Allow employee to ask questions. Follow up with Agency 
Advocates as needed for assistance
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Advocates as needed for assistance
Provide resources for employee to learn more about 
SCEIS, such as the SCEIS website (www.sceis.sc.gov) 



Upcoming Employee Readiness & 
Training Datesg

SeptemberSeptember NovemberNovemberOctoberOctober

S t 16 23 R l O t b 5 St t f C ti li dSept 16-23 – Role 
mapping validation
Week of September            
21 – distribution of 

October 5– Start of 
Training enrollment 
and On-line Training 
(SCEIS Navigation, 
HR Overview OM

Continue on-line and 
instructor-led training 
throughout the month

agency Workforce 
Transition 
recommendations and 
Mgr/Sup Toolkit

HR Overview, OM, 
PY, TM Overviews)
October 12– Start of 
HR/Payroll Instructor-
l d T i i

DecemberDecember

Dec 2

go-live

September 21-
October 30 – conduct 
group/staff briefings 
and one-on-one 

led Training
October 19- Start of 
MySCEmployee
Training (Employee 

employee meetings
September 29 – AST 
Leads meeting for 
training readiness

Self Service)
October 26- Start of 
MySCEmployee 
Training (Manager

If needed, conduct 
additional post go-live 
training
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training readiness Training (Manager 
Self Service)

training



Agency Support Team Leads Meeting
MYSCEMPLOYEE COMMUNICATIONS PLAN HIGHLIGHTS

Tyler Jones, EC&C Consultant
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MySCEmployee 
Communications Timeline - Fall

August
– 8/20, MySCEmployee information distributed to agency headsy p y g y

September
– 9/10, MySCEmployee introductory e-mail to Wave 1 HR and finance 

directorsdirectors
– 9/21, MySCEmployee introductory e-mail for all Wave 1 employees
– 9/23, OHR podcast on core and MySCEmployee training

Early OctoberEarly October
– Monthly edition of the MySCEmployee informational slides/flyer
– Distribute MySCEmployee training communication to all Wave 1 

employeesemployees
– 10/5, MySCEmployee road show presentation for HR Advisory

Mid-October
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– Distribute MySCEmployee, Manager Self Service training communication 
to all Wave 1 managers/supervisors

– MySCEmployee E-News blog on MySCEmployee



HR/Payroll 
Communications Timeline - Fall

August
– Information requests for Data and Payroll Comparison Testingq y p g

September
– Report out on Integration Testing resultsReport out on Integration Testing results

Early October
Information on some of the anticipated policy and procedure changes– Information on some of the anticipated policy and procedure changes 

Mid-October
I f ti l d HR/P ll t ti iti– Information on planned HR/Payroll cutover activities

– Payroll Comparison Testing results
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Agency Support Team Leads Meeting
MYSCEMPLOYEE PRESENTATION PREVIEWMYSCEMPLOYEE PRESENTATION PREVIEW

Tyler Jones, EC&C Consultant
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Mission and Purpose

SCEIS (South Carolina Enterprise Information System) is 
designed to transform the way the state conducts businessdesigned to transform the way the state conducts business 
by modernizing and standardizing key business 
processes. Once fully implemented, SCEIS will:

Increase operational efficiency
Improve access to information
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Our Tools Are Outdated

Computer Mouse

CG Payroll
System 

1969 CG Payroll
System 

1980
1st PC

p
1978

1983 MS Windows

39+ years 

1983 MS Windows

1991
World Wide Web

1995 DVD Format

1997 Palm Pilot

1996 HRIS

12+ years 

2003 3 billion pages

2001
iPod
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2008
10 million 
articles



Risks We Are Facing

Inconsistent data across systems

High degree of manual effort

Expense and lack of support for legacy systems

y

Cumbersome process to access information

Potential system failure
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What Is HR/Payroll Implementation 
About?About?
Replacing 2 Systems...

..with 1 HR/Payroll System

HRIS

y y

& Web Portal Access
Employee Self 
Service

Manager Self 
ServiceSAP ServiceCG Payroll 

System
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The HR/Payroll Project is Really Big…

4,500 HR transactions/month

72,000

50,000+

50,000+

Payroll transactions/month

W-2s produced 

State employees50,000

8,000

170

State employees 

Live checks printed/pay period

Systems used by agencies to conduct 
HR ll fi i l d tHR, payroll, financial, and procurement 
activities before SCEIS Program began

29



How Does South Carolina Benefit?

Robust Reporting 
Capabilities

Improved Accuracy, 
Timeliness, and Security of 

HR and Payroll py
Transactions

Standardized Processes

Increased Efficiency & 
Effectiveness of Data

Improved Access to p
Information
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Employee Self Service

ESS functions include the ability to:
– Enter and submit time for manager approval– Enter and submit time for manager approval

– Access pay statements

– Maintain bank details for direct depositp

– Submit leave requests

– View various leave quotas/balances

– Display, change, copy or cancel existing travel plans

– Manage addresses and emergency contact information

Search for other state employee’s contact information– Search for other state employee’s contact information

31
My Time My Pay My Career My Personal 

Information
My Employee 

Search
My Travel My Benefits



SCEIS Overview

Consolidate more than 70 agencies into a 
i l t i id t b ilt SAPsingle, enterprise-wide system built on SAP

Solution encompassing finance, materials p g ,
management, payroll and human resources

Will replace aging central systems (e g humanWill replace aging central systems (e.g., human 
resources system from 1996, payroll system 
from 1969)from 1969)
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MySCEmployee Login Page
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MySCEmployee Splash Page
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ESS – Area Page (Main Overview)
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ESS – My Employee Search
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ESS – My Employee Search
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ESS – My Employee Search

E l h f th t t l bEmployees can search for other state employees by 
name or organizational unit. Wild card ( * ) searches 
can be used in any field.
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ESS – My Employee Search

Th l fil di l b i i ti lThe employee profile displays basic organizational 
information and state contact information.
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ESS – My Pay
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ESS – My Pay
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ESS – My Pay
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ESS – My Personal Info
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ESS – My Personal Info
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ESS – My Personal Info

Employees will have the ability 
to maintain the followingto maintain the following 
address types in ESS:

Permanent Residence
Temporary ResidenceTemporary Residence
Mailing Address
3 Emergency Contacts
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ESS – My Benefits
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ESS – My Benefits
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ESS – My Travel and Expenses
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ESS – My Travel and Expenses
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ESS – My Career 
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ESS – My Career 
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ESS – My Working Time
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ESS – My Working Time
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ESS – My Working Time
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ESS – My Working Time

Employees will use this to 
request all absences (Annualrequest all absences (Annual 
Leave, Comp Time, Sick 
Time, etc.)

Managers will approve the 
requests in MSS
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Manager Self Service

MSS allows managers and supervisors to:
View employee attendance– View employee attendance

– Approve timesheets
– Approve employee leave requests– Approve employee leave requests
– View relevant direct report information

– Work schedule– Work schedule
– Salary
– Vacation balancesVacation balances
– Working times
– Absences
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Absences



Key Portal Facts

Prior to go-live, all employees will receive a system login 
name and password.
The MySCEmployee portal is a secured website
accessible from any computer with an internet connection.
MySCEmployee offers a user-friendly interface that walks 
employees through each step of every transaction.
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Questions?
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Agency Support Team Leads Meeting
PRESENTATION SCHEDULING PROCESS

Tyler Jones, EC&C Consultant
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Schedule a Presentation

Sessions are scheduled on a first come/first served basis

We will work with you to select a mutually agreeable time

Contact Tyler Jones to request a presentationContact Tyler Jones to request a presentation.
• 803-832-8055 or myscemployee@sceis.sc.gov

If ti i il i il l i l d thIf requesting via e-mail or voice mail, please include the 
following information:

• Agency nameAgency name
• Contact person’s phone number and e-mail address
• Requested meeting time and location
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Requested meeting time and location
• Anticipated number of attendees



Schedule a Presentation

We ask that you do the following: 

Assure a minimum of 20 employees per session

Provide an appropriately-sized room to handle the 
t d ti i texpected participants

Provide a projector and a screen or display wall, plus a 
microphone if appropriate (SCEIS will supply themicrophone if appropriate. (SCEIS will supply the 
presentation computer.)
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For More Information

Visit the project website at www.sceis.sc.gov.

Contact your Agency Advocate

E-mail your questions to MySCEmployee@sceis.sc.govE mail your questions to MySCEmployee@sceis.sc.gov

Note:  Please complete and return the evaluation for 
today’s meeting
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today s meeting.


