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Agenda SWEIS

@ Welcome, Purpose and Outcomes
@ Employee Readiness

@ MySCEmployee Communications Plan
Highlights

@ MySCEmployee Presentation Preview

@ Scheduling Process for MySCEmployee
Presentations

@ Upcoming Activities
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Meeting Purpose and Outcomes SGEIS

@Purpose: To review upcoming activities and
timelines for MySCEmployee
Implementation.

@Outcomes
1. Understanding of upcoming role mapping and employee
readiness activities

2. Familiar with communications tools available for
managers and supervisors

3. Understanding of MySCEmployee communications plan

4. Awareness of MySCEmployee presentation and
scheduling process
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Impacts of Role Mapping & Workforce
Transition Activities SCEES

e

Workforce
Transition
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Role Mapping Status SCEIS

@ As of September 11, 25 of 30 agencies have provided
their 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
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-live



Role Mapping Validation SEEIS

1. 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 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 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,
and properly loaded into the training system for training

registration 9



Sample Individual Transition Plan (Top) SGEIS

SWEIS A

Workforce Transition Individual Transition Plan

Agency: HR Department of SCEIS Name Doe,John Position Description HR Employee

E-mail:  DjohnTEST@sceis.sc.gov Supervisor Name: HR Jane Doe

I/Basic Information about \/

your employee (position, /
name, job title, supervisor,

etc.)

(& /

10



Sample ITP (Middle)

South Carlina Enterprise Information System

Lists SCEIS security roles assigned to employee

. . ——
and description of roles.
Assigned Roles Role Description
¢ Organizational Management - Agency EEO The Agency EEO Officer (workflow) role has a function in the
Officer (Workflow) workflow process. In the Position Create action, the users with this

role will receive the position workflow to update the SHAC fields on
the position before the workflow 1s approved. This role is intended for
an individual at an agency who may perform a variety of position
maintenance activities associated with the administration of the
agency’s affirmative action plan compliance.

This role does not require the user to log directly onto SAP. Tt is part
of the Workflow Interactive Form.

Role Type:
- Workflow
¢ Personnel Administration - Agency This role gives the ability to maintain grievances on employee master
Employee Relations Maintainer (ECC) records. An individual in an agency responsible for administering

employee relations matters, specifically entering grievance information
on an employee.

11



Sample ITP (Bottom)

South Carlina Enterprise Information System

‘m Training Course Titles Approximate Course Duration (Hours)
¢ OM 100 OM Basic Overview Example 8
e PA 220 Personnel Administration Course Example 4
Total Training (Hours) 12

fLists the \/

courses that
employee is
required to

\complete Y,

12



Wave One Employee Readiness
ave PIoy SGEIS
Timeline S

June ’ July ’ August ISeptember |October

5|"J'¥ 2009 TrEUge

AST Leads Meeting Role Z K

6.24.09; EC&C provides Mappin . .
agencies with Role Descriptions VaIi%paticg)n ;ra”_“ng
.29. egins
02909 Sept. 161" — 9
Sept. 234

Role Mapping Intro

June 29" - July 17t

Step 1: HR PY Core Roles

Wave One Role Mapping

1. Review Toolkit

2. Map employees to roles
using provided toolkit and
worksheets

Manager
Supervisor Org. Level
Toolkit & Mapping
Agency
Recommen-
dations
Week of
September
21

July 20 — August 7t

Step 2: ESS / MSS Roles

Wave One Role Mapping

1. Review Toolkit

2. Map employees to roles
using provided toolkit and
worksheets

Agency Group/Staff meetings
& One-on-One sessions
September 21 — October 30
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Manager & Supervisor Toolkit Overview SGEIS

@ Audience - managers and supervisors of HR/PR
employees who will be frequent end-users of SCEIS

@ Purpose
— Provide a management perspective of SCEIS

— Prepare you to discuss job changes and training with
employees

@ \Why is the toolkit needed?

— Provide information on key upcoming events
— Eliminate surprises & rumors
— Promote clear communication between supervisors &

employees 15



Toolkit Contents SEEIS

@ Manager & Supervisor Presentation

@ Reference materials that can be distributed to
employees:

— MySCEmployee brochure

— Frequently Asked Questions (FAQS)
— Acronym sheet

— Training overview

— Manager talking points

16



Steps to Help Prepare Employees SWEIS

@ Review Manager & Supervisor Toolkit and distribute
handouts to employees

— MySCEmployee brochure
-~ FAQs and Acronym sheets

@ Conduct staff or group meeting
— Provide a management perspective of SCEIS

— Promote MySCEmployee

@ Conduct one-on-one or small group sessions with end-users
— Provide information on key upcoming events
— Eliminate surprises & rumors

— Promote clear communication between supervisors & employees
17



Group Meeting SCEIS

@ 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 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 discussion

— Keep it short — 10 -15 minutes
— Keep it simple and upbeat — no need to alarm people

— Use the Group Meeting Speaking Points handout in your
toolkit

18



Employee One-on-One Meetings

South Caroling Enterprise Informaton System

@

@

Schedule conversations with individual employees prior to
the start of their instructor-led training (instructor-led
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
required training

Allow employee to ask questions. Follow up with Agency
Advocates as needed for assistance

Provide resources for employee to learn more about
SCEIS, such as the SCEIS website (www.sceis.sc.gov)

19



Upcoming Employee Readiness &

Training Dates

SWEIS

South Caroling Enterprise Informaton System

September

@ Sept 16-23 — Role
mapping validation

@ Week of September
21 — distribution of
agency Workforce
Transition
recommendations and
Mgr/Sup Toolkit

@ September 21-
October 30 — conduct
group/staff briefings
and one-on-one
employee meetings

@ September 29 — AST
Leads meeting for
training readiness

October

@ October 5— Start of
Training enrollment
and On-line Training
(SCEIS Navigation,
HR Overview, OM,
PY, TM Overviews)

@ October 12— Start of
HR/Payroll Instructor-
led Training

@ October 19- Start of
MySCEmployee
Training (Employee
Self Service)

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

November

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

Decembe//\

Dec 2

go-liv

@ If needed, conduct
additional post go-live
training

20
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MySCEmployee IS
Communications Timeline - Fall SWEIS

@ August
— 8/20, MySCEmployee information distributed to agency heads

@ September

— 9/10, MySCEmployee introductory e-mail to Wave 1 HR and finance
directors

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

@ Early October

— Monthly edition of the MySCEmployee informational slides/flyer

— Distribute MySCEmployee training communication to all Wave 1
employees

— 10/5, MySCEmployee road show presentation for HR Advisory
@ Mid-October

— Distribute MySCEmployee, Manager Self Service training communication
to all Wave 1 managers/supervisors

— MySCEmployee E-News blog on MySCEmployee 29



HR/Payroll
Communications Timeline - Fall

@ August

— Information requests for Data and Payroll Comparison Testing

@ September

— Report out on Integration Testing results

@ Early October

— Information on some of the anticipated policy and procedure changes

@ Mid-October

— Information on planned HR/Payroll cutover activities
— Payroll Comparison Testing results

23



SWEIS

South Carolina Enterprise Information System

Agency Support Team Leads Meeting

MYSCEMPLOYEE PRESENTATION PREVIEW
Tyler Jones, EC&C Consultant

STATE INFORMATION
TECHNOLOGY

SC BUDGET AND CONTROL BOARD

© State of South Carolina. All rights reserved.



Mission and Purpose SEEIS

SCEIS (South Carolina Enterprise Information System) is
designed 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

25



Our Tools Are Outdated

South Carolina Enterprise nformaton System

1969

1978

1980

1983

1991

1995

1996

1997

2001

2003

2008

22

CG Payroll
System
Computer Mouse

39+ years
\9 15t PC

/

i
‘q
[ =

W s
- MS Windows

@ World Wide Web
m DVD Format

HRIS

Palm Pilot

iPod

12+ years

G()()g[e 3 billion pages

WIKIPEDIA

10 million
articles
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SWEIS

South Caroling Enterprise Informaton System

Risks We Are Facing

High degree of manual effort

Inconsistent data across systems

Cumbersome process to access information

Expense and lack of support for legacy systems

Potential system failure

27



What Is HR/Payroll Implementation SGEIS
About? AL

Replacing 2 Systems...

.with 1 HR/Payroll System

& Web Portal Access

\’1 Employee Self
;3,‘93 Service

5

Manager Self
Service

28



The HR/Payroll Project is Really Big... SGE

South Caroling Enterprise Informaton System

4,500
72,000
50,000+
50,000+
8,000
170

HR transactions/month

Payroll transactions/month
W-2s produced

State employees

Live checks printed/pay period

Systems used by agencies to conduct
HR, payroll, financial, and procurement
activities before SCEIS Program began

29



How Does South Carolina Benefit? SGEIS

South Caroling Enterprise Informaton System

Improved Accuracy,

Timeliness, and Security of Robust Reporting
HR and Payroll Capabilities

Transactions

SWEIS

South Carolina Enterprise Information System |n creas ed Eff| C | en Cy &

Standardized Processes Effectiveness of Data

Improved Access to
Information

W

30



Employee Self Service

South Caroling Enterprise Informaton System

@ ESS functions include the ability to:

— Enter and submit time for manager approval

— Access pay statements

— Maintain bank details for direct deposit

— 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

My Career My Persona My Employée My rael My Benefits
Information Search

31



SCEIS Overview SEEIS

@ Consolidate more than 70 agencies into a
single, enterprise-wide system built on SAP

@ Solution encompassing finance, materials
management, payroll and human resources

@ Will replace aging central systems (e.g., human
resources system from 1996, payroll system
from 1969)

32



MySCEmployee Login Page

MySCEmployee
powered by S(CEB

Welcome South Carolina State Employees

CEIS Service Desk | FAQ | System Messages | Privacy & Securlty Policy | Legal |

33



MySCEmployee Splash Page

South Caroling Enterprise Informaton System

MySCEmployee

powersd by SVEIS

Welcome to MySCEmployee

MySCEmployee is designed to empower employees by putting many day-to-day record keeping responsibilities
directly in their hands. Through MySCEmployee state employees can, among other activities, enter and submit
time for manager approval, access pay statements, maintain bank details for direct deposit, submit leave requests,

view various quota balances, update mailing addresses, and search for other state employee's contact information.

News of Interest

« Note: Employees who are new to MySCEmployee are encouraged to take Employee Self Service (ESS)
and Manager Self Service (MSS) (if appropriate) training prior to using the system. Be on the lookout for
information from your respective agency's training team.

+ Be Sure to Verify Your Personal Information: You are encouraged to review and verify your personal
information, such as addresses, emergency contacts, social security number and date of birth soon after go-live.

* Reminder: MySCEmpoloyee currently supports Internet Explorer versions 6 & 7. Version 8 is not yet supported
by the system.

Help | Personslize | Log Off

Helpful Links

+ SC.Gov

* Employee Insurance Program (EIF)
* Retirement Systems

» Office of Human Resources (OHR)
* Employee E-News

* State Holidays

+ SCEIS

34



ESS — Area Page (Main Overview)

SWEIS

South Caroling Enterprise Informaton System

My Ovarview | My Employes Search | My Working Tima |
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ESS — My Employee Search

Welcome Tyler Jones EXEEGEEEm ployee

fiha's YWhe
Zaarch for empioyéess by name &5 find basic contac! niormalos aboul other alals
empiryats

Lal

36



ESS — My Employee Search SWEIS

South Caroling Enterprise Informaton System

Welcome Tyler Jones E!E%m ployee

M Employee Search

"'i:"] el VWho's Who
S search for employvees by name and find basic contact information about other ]
' I\y ' i

S . '; . ’ l'u

e

state employees.

[4]
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ESS — My Employee Search SWEIS

] Who's Who

Please enter the search criteria

End advanced search

Last name: |g* |

First name: | |

Organizational unit: | |

{ Search.. [ | New Search | | Exit|

Result List

First name Last name Middle name Personnel area Organizational unit

ANGELA GREGORY J OFFICE OF THE STATE TREASURER | ACCOUNTING SERVICES DMIS
BARBARA GAYDOS L STATE AUDITOR OFFICE MEDICAID DIVISION

BRENDA GADSON-HUMPHREY | C OFFICE OF THE STATE TREASURER | INVESTMENT SERVICES DIVIS

Employees can search for other state employees by
name or organizational unit. Wild card ( * ) searches
can be used in any field.

38



ESS — My Employee Search

South Caroling Enterprise Informaton System

Communication

Area Code + Telephone:
Extension:

E-mail:

Department
Crganizational unit:
Miscellaneous

Last name:

Firzt name:

Middle name:
Personnel area

Employee profile for ANGELA J. GREGORY

203-832-1000
XB09%5
ANGELA GREGORNY @SCEIS. SC.60V

ACCOUNTING SERWICES DNIS

GREGORY

ANGELA

J

OFFICE OF THE STATE TREASURER

The employee profile displays basic organizational
information and state contact information.

39



ESS — My Pay SEEIS

South Caroling Enterprise Informaton System

Welcome Tyler Jones Ezfsgtém ployee

' Pay Informaition

- fov Sislcmenis
Wierw your pay sistemenis (curent or hisloncal

3 il i P

Craata an employmen and saleny warifhcadon reguest The request « 8 be sani &2
HA, who wil mad or fax your miematon o thed parbes (such as a8 bank o iaan
BQENCY )

Dirgct Depasil and Banking

0 Dere o Deponit Auonzaiion

fead fus pror o maintaning drect depoad

AR 0 lprmabes

Mairtsan your banks for drecl depesd
HOTE: Chenges made might nct be in efied! for up o fwo weeks

Deductions and Withholdings

WA Tl YEsbidinag
Waintsn your inx wihhodings for Federsd and Sinle
HOTE: Changes made might ncf be m effed for up bo two weeks

This bk aligw s you fo anber Vaunlary Recurming Dedecton

One Tieme Vielumiary Deduction
This ink aliows you o enter Ore Time: Yoluntery Deduchon

4]
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ESS — My Pay

SWEIS

South Caroling Enterprise Informaton System

Iﬂl -
Walcome Tyler Jones
Pay Information

Ay Lraimr
Wiew your
= _!.! v "=|
Craata an
HA, who o
BQENCY )

[ st e
[ Pt e

Raad T

Bapk nfor
U airtian v
HOTE: Ch

Deducti

-8 T
Uaintan yi
HOTE: Chy

kg gry

Pay Statements
YWiew your pay statements (current or historical.

Employvment Verification

Create an employment and =salary verification reguest. The request will be sent to

| Hislory, Dack f

HR, who will mail or fax your information to third parties (such as a bank or loan -

agency).

Direct Deposit and Banking

) Direct Deposit Authorization
Read this prior to maintaining direct deposit.

Bank Information
Maintain vour banks for direct deposit.

MWOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings
W-4 Tax Withholding
Maintain vour tax withholdings for Federal and State.

MOTE: Changes made might not be in effect for up to two weeks.

“oluntary Becurring Deduction

This ok ol
Jnie Tieme
s bnk a8

Thiz link allows yvou to enter Voluntary Recurring Deduction

Cne Time Voluntary Deduction
Thiz link allows you to enter One Time Voluntary Deduction

2

&

<=z

;&'

4]
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ESS — My Pay SEEIS

South Caroling Enterprise Informaton System

mfs%llismployee

Welcome essusert,

Employee Self Service

My Employee Search My Working Time My Pay My Personal Info My Benefits My Travel and Expenzes My Career

My Overview

Bank Information
¥

I Bank Information

— 1] 2 3| 1 m
L= L= L
Overview Edit Review and Save Confirmation
Main bank
Mame: Johnny Paul. Brady (x55)
Bank Mame: SUN NATIONAL BANK
Edit
Other bank
Mame: Johnny Paul. Brady (x55)
Bank Mame: WACHOWIA BANK MN.A.
| Edit | | Delete |
Mew Other bank
[4 Previous Step | | Mew Other bank [# | | Exit |
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ESS — My Personal Info SWEIS

South Caroling Enterprise Informaton System

ng%mpluyee

lianage your addresses and emengency contscl nformation
HOTE: If you changs your parmaneni sadness, you musl alse updsis your sddress
with the Employes insurance Program (EPL. Geo o Wy Benefis’ to sccess ind lo the
EF webske

Pemoes Dty
Desplay your personal dats {such as your iegal name, B5N, and DOB) ¥ soy of Ba
niormation & ncormes, piease contact e HA Depariment




ESS — My Personal Info SWEIS

South Caroling Enterprise Informaton System

; .-.'. j.ll -I-

Personal Information

Addresses and Emergency Contact Information
Manage your addresses and emergency contact information.

MOTE: If you change yvour permanent address, vou must alzo update your address Rao 5
with the Employee Insurance Program (EIP). Go to "My Benefits’ to access link to the ==
EIP website.
Perzonal Data
Display your personal data (such as yvour legal name, SSN, and DOB). If any of this
information is incorrect, please contact the HR Department.

[+]




ESS — My Personal Info

South Caroling Enterprise Informaton System

E

e Employees will have the ability
— {51 to maintain the following
e address types in ESS:
B > Permanent Residence

Street and House Number: 1 Main Street

ot e » Temporary Residence

ZIP Code: 29120

» Mailing Address
Emergency Contact » 3 Emergency Contacts

I

C/C or Contact: Jane Smith (Mother)
Street and House Number: 3 Woodcross Drive
City: Columbia
State: sC
ZIP Code: 29212
[ Edt | [ Delete |
Emergency Contact 2
Ci0 or Contact: John Holbrock (Brother)
Street and House Number: 1 Beacon Street
City: Boston
State: WA
ZIP Code: 02118
[ Edit | [ Delete |
|4 Previous Step | [ New Temporary Residence #| [ New Mailing #| [ New Emergency Contact 3 #|
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ESS — My Benefits SWEIS

South Caroling Enterprise Informaton System

Weicome Tyler Jons Ez?s%m ployee

Cmpigvee nserancs Proaram
Go 1o the Employes nsurance Program (EP) webags

WyBana iy - Empinyas ingurgscs Brogrym

Hanags your Bni s thrsugh the seif-gervics Benee page oThened by Te
Employes nsurance Program

MonevPu - FEMC

Ga o e FEMEC wakadls tor your Dapendest [are Accounl and Madcal Spending
Arcount

MonexPiull - HESC

G0 o e Nabbhal Bank of SC weabsie o malash your Health Savrigs Accounl

Retiramani
Sgth Caroing Relinemen] Sysiems
Go to the Shabe Aebrement Systems websis

1iG Deierred Compensation
Hanage &d virw your delerred cimpansalion sccounls

Retirement Forms

Enim 1100 - Aeiremend Pan Enrobment
Form 1103 - Benéfciary Designainn

Fomm 1403 - BenefcipryTrusies Desigaaiion

Form 1104 - Flecson of Non-Memesrahip

46



ESS —

My Benefits

SWEIS

South Caroling Enterprise Informaton System

Walcome Tyler Jons

Benefits

Emplovee Insurance Program
Go to the Employee Insurance Program (EIP) website.

MyBenefitz - Employvee Insurance Program
Manage yvour benefitz through the self-zervice benefitz page offered by the
Employee Insurance Program.

lMenevPius - FBMC

Wanag

Hgney
Ga e
&rcooy
Honey
Gd e

Rstire

e

Go o

B D
Hanad
F=tirg
Form

Form

foms |

Go to the FBMC website for yvour Dependent Care Account and Medical Spending
Account.

MoneyPlus - NBSC
Go to the National Bank of SC website to maitain your Health Savings Account.

Retirement

South Carclina Retirement Systems
Go to the State Retirement System’s website.

ING Deferred Compensation
Manage and view your deferred compensation accounts.

Retirement Forms

Form 1100 - Retirement Plan Enroliment

Form 1102 - Beneficiary Designation

Form 1103 - Beneficiary/Trustee Designation

Form 1104 - Election of Non-Membership

lr---
=

| Pomenaiz |

- R
i

N

bLemott

—
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ESS — My Travel and Expenses SEEIS

South Caroling Enterprise Informaton System

Wealcome Tyler Jonas E
; ﬂzi@m mployee

Empioyss Salf Barvice resger |

T Wy Pa iy Parsonasl nd Wy Bans e My Traved and Expenaes

My Travel and Expenses

E Travel Requests and Expanse Reports
Wy T nid Expan

|
| Desplyy. change, copy, or cancel one of your exshing travvel plans, regeests or
EXpENSE reporis
E.: l: I T : o I- F ::.!==I
| Create Expense Reporn
Create an expense repori for & irip wighout a trevel plan. For tips with existing travel
| plans yoo £a0 add the correaponding expanss repor! v By Trips and Expeegss

UI E:'H!“I‘!l
Creabe expense reports for others that yew ane ssihonzed to mantain
Travel Bagulabions
I Lo irpber Ciengrnl Trayvel AN NS
uS Genprel Serocas Sdmesiraton
-] il DTS ra Trvsel Begulaisn

Personal Information

Wy Aleris
Emow s and expeanss reports that haee seris
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ESS — My Travel and Expenses SEEIS

South Caroling Enterprise Informaton System

Walcome Tylar Jom

Travel Requests and Expense Reports

v Tripz and Expenses

Dizplay, change, copy, or cancel one of vour existing travel plans, reguests or
gexpense reports.

Create Travel Request

Create Expenze Heport

Create an expense report for a trip without a travel plan. For trips with existing travel
plans you can add the corresponding expense report via My Trips and Expenses.

My Emplovees
Create expensze reports for others that vou are authorized to maintain.

Travel Requlations

Comptroller General Travel Regulations

LS General Services Adminiztration

| ro Budget and Control Board Travel Regulations

5 8

£ Personal Information

Persq  |nlpck Persennel Mumber

wyd My Alerts
== Show trips and expense reports that have alerts.

49



ESS — My Career

Welcome Tyler Jonas ﬂ!fﬁ?ém pluyee

| Empioyea Salf Service

SWEIS

South Caroling Enterprise Informaton System

Carear and Job

Slatg Jong

Search the ot isting on the South Carcina E-Recrutmend Sysiem
\mEmng and Heyelegment

Dmpday the course olising and regster for coursss

50



ESS — My Career

IR iy SCEmployee

Career and Job

state Jobs
Search the job listing on the South Carolina E-Recruitment System.

SWEIS

South Caroling Enterprise Informaton System

Training and Development
Display the course offering and register for courses.

51



ESS — My Working Time SWEIS

South Caroling Enterprise Informaton System

Welcome Tyler Jonas E!HSEEEEE'“ plnyee H"H”-ﬂ

Wou e record your working Bme hers
Wiow Rarve recorthed adegunie wiorking times. for sl woridays ug 8o 07122008
Wour recorded tmes have been aggroved up b 0T 22008

Hplidiay Sohadois

Leave Requasts
LEfved Reques]
REequesi \eae and oiher fypes of ahsences
Qunts Dvervew
Reques! maye s other fypes of absences
Sisis Enpigves Leave Packags

Time Statements

Time Ssdement for o Chosen Penpd
Dsplay your working tmes, absence lrmes, bonusas, §od lme Sotouns fod g period
of your choce

Tme Sisiemen!

Dmplay your working limss, sbaence limes, bonuses, and fme soounts




ESS — My Working Time SWEIS

South Caroling Enterprise Informaton System

Il "y SCEmployee ]

Working Time

Record Working Time ]

¥'ou can record your working time here. Htory, Bacs Ll
I Ny Warking Thins “ou have recorded adequate working times for all workdays up to 07M12/2005. '_:|

our recorded times have been approved up to 071272000, |

Hecord

—
Workin  oliday Schedule

U O

=" Leave Requests

o Leave Reguest
I Leave Hequest leave and other types of absences.

reqed  Quota Overview

m—q:—“ Hequest leave and other types of absences.
| Sasis | State Emplovee Leave Package

Time 5 .

| el Time Statements

Dispilary

of :nur Time Statement for a Chosen Period

D::m Display vour working times, absence times, bonuses, and time accounts for a period
l of your choice.

Time Statement [=]

Display vour working times, absence times, bonuses, and time accounts.




ESS — My Working Time

SWEIS

South Caroling Enterprise Informaton System

I Record Working Time

—Ha—E
Wi
Edit Review and Save Completed

w Hide Calendar P Show Worklist

[3]—m

4 May 2009 June 2009 Juby 2008 ]
------- ------ TuWe Th Fr Sa Su
27|28 |23 (201 |2 |3 25 |26 |27 |28 |28 |30 |21 2al=0/1 (2|3 4|5
8+ s/e|7|a]af0] BE@1|z|2]e]s]e|[7] EBle|7][a]a|0]11]12
[@ 11]1z[12[14|15]18[17| [ 5 [ 2 [10]11]12][13[14] [EB12[14[15]18]17[18]18
[Z 18 192021 |22(22[24| [EE15)18[17[18[12]20(21| [E@)20(21[22[22[24[25 |28
[22 252627 |28 |28 (20 (21| [28]22(22|24|25|28 (27|28 2728283021 1 | 2
HEIBEHEER BEEIRBRBEE ala]s]e]7 E

I Rejected

Weekly View

D=

Week from [ 4|[8/17/2008

E o [s3z00s  E[»] [Go]

Working Times Recorded from Monday, August 17, 2009 to Sunday, August 25, 2009.
| Atibstype  WegeType intmeasunt  Total  MO,0817 TU.0BME WIE0BMO THOBZ0 FR, 0821 SA 0822 SU, 0623
Act

-

-

-

1
| | T
gy

[ Delete Row | [ Save as Template | | Refresh |

|1 Prewvious Step| | Review l| |Canoe||

o4



ESS — My Working

SWEIS

South Caroling Enterprise Informaton System

I Leave Request

[3]

(2] I

Review and Send Completed

—{1]
Display and Edit
P Show Team Calendar

w Hide Calendar  p Show Time Accounts

P Show Overview of Leave

L | August 2009 September 2009 October 2009 ]
------- ------- -------
26|27 |28 |22 |20]{31 [ 1 w211 |2]3|4]5 27|28 |2z2(20]1 |2 |3
B8z 24|58 |7 BFle 7 |s|s1w11)1z2)] Hl<|58|7 |85 w0
B3 5 [10[11]12]13]14[15| [BEl12|14|15]1617|18|18] [HEE11[12[13]14[15]18]17
Ef) s |17 [18]19 |20 |21|22| [88]z0|21|22|23(24|25|26) [E|18[19|20|21|22 (23 24
[88 23 |24|25|26 |27 |28 (20| |[E@)z7|28|28(20| 1 |2 | 2| |[#H|25|28 |27 |28 (23|30 |31
| EIEIHEHEBEEEE BEHEEBREEERE BEEDEEE

[ Absent  Multiple Entries ~— Sent [l Deletion Requested

To request or report leave, enter the required data and choose Review.

Type of Leawve: |A.Annual Leave | - |

Date: 9/21/2009 To |oz12009
Time: 12:00 AM To 12:00 AM

Duration: :l Hours

Approver: |GENDRON (X55), KAREN [T

Mote for Approver: {Request time off for dentist appointment.

[«]»

1 Previous Et&p| |Fte1.riew r| |C.an|:el|

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

» Managers will approve the
requests in MSS
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Manager Self Service SEEIS

@ MSS allows managers and supervisors to:

View employee attendance
MySCEmployee

Approve timesheets

Approve employee leave requests
View relevant direct report information
— Work schedule
— Salary

— Vacation balances
— Working times

— Absences
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Key Portal Facts

South Carolina Enterprise nformaton System

@

@

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? SWEIS
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SWEIS

South Carolina Enterprise Information System

Agency Support Team Leads Meeting

PRESENTATION SCHEDULING PROCESS
Tyler Jones, EC&C Consultant

STATE INFORMATION
TECHNOLOGY

SC BUDGET AND CONTROL BOARD

© State of South Carolina. All rights reserved.



Schedule a Presentation SEEIS

@ 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 presentation.
« 803-832-8055 or myscemployee@sceis.sc.gov

@ If requesting via e-mail or voice mail, please include the
following information:

 Agency name
« Contact person’s phone number and e-mail address
 Requested meeting time and location

* Anticipated number of attendees
60



Schedule a Presentation SEEIS

We ask that you do the following:
@ Assure a minimum of 20 employees per session

@ Provide an appropriately-sized room to handle the
expected participants

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

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

@ Contact your Agency Advocate

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

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