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Mission and Purpose Seers

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




Our Tools Are Outdated SWEIS

1969 CG Payroll
@ System
Computer Mouse

1978 Q 40+ years
| 1st PC
1980 »

1983 Z}[ ,/ MS Windows

1991 Q\\? World Wide Web

1995 m DVD Format
1996 HRIS

1997 Palm Pilot 12+ years
iIPod

2001

2003 GOOS[Q"‘ 3 billion pages

"
2008 WIKIPEDIA 12;:?:;@2“


http://store.biglobe.ne.jp/muse/products/ipod/nanob2GB-MA099JA.jpg
http://www.aanval.com/images/microsoft_logo.jpg
http://www.arenamultiplayer.com.ve/dvd_logo.jpg

What Is HR/Payroll Implementation Ab3ut?

Replacing 2 Systems...
..with 1 HR/Payroll System

\\

\

& MySCEmployee

* Employee Self Service
* Manager Self Service

HRIS

| UserID - | |

| Passwora - | |

Reset Password Here
Password Reset Instructions

oo |




Risks We Are Facing SWEIS

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




SWE

MySCEmployee Login Page

Enter https://myscemployee.sc.gov in your web browser.

MySCEmployee
powered by S@EIS

Welcome South Carolina State Employees

f userto *
I Passwore ———1
Reset Password Here
Password Reset Instructions

[(egen]
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SC BUDGET AND CONTROL BOARD

ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE
STATE. ANY INFORMATION DISPLAYED OR CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO
REVISE THE CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR
INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE ANY CONTRACT OF EMPLOYMENT.

| SCEIS Service Desk | Privacy Policy Security Policy




MySCEmployee Home Page

SWEIS

rolina Enterprise Infor

Welcome essuserS, poMMNydbySsngsm p | Oye e

Welcome to MySCEmployee

MySCEmployee is the place where state employees can manage their human resources and payroll information on
file with the State. Employees can view their pay statements, make leave requests, and update direct deposit and
contact information from any computer with an intemet connection. We hope you find MySCEmployee a useful and
convenient tool.

MySCEmployee Updates

« MySCEmployee Password: Due to an SAP technical issue, the process for changing your password has
changed. Please follow these instructions to change your password. Note: You must be logged out of
MySCEmployee before changing your password.

« If you have not taken the Employee Self Service overview course, we encourage you to as soon as
possible. The overview course, along with other MySCEmployee courses can be accessed at
www.sceis.sc.gov/page.aspx?id=158.

 The MySCEmployee Reference Guide and other support materials are available at
www.sceis.sc.gov/page.aspx?id=166.

« If your agency requires you to enter time, SCEIS recommends that time is entered in MySCEmployee on a

Help | Personalize | Log Off

Alerts and Information | Universal Worklist

| [=]

| History,

Helpful Links

SC.Gov

Employee Insurance Program (EIP)
Retirement Systems

Office of Human Resources (OHR)
Employe-E-News

State Holidays

State Employee Weather Alert
SCEIS

L. %




Employee Self Service
(Main Overview)

South Carolina Enterprise Information System

Welcome essuser$, pmebySyciesm p l oye e

My Overview

Employee Self-Service
| My Employee Search | My Working Time

My Pay

My Personal Info

My Benefits

Employee Self-Service provides South Carolina employees with easy access to information and services.

My Employee Search

Quicx Links
Who's Who

My Pay

*Bank Information (Direct Deposit)
*Employment Verification

*W-4 Tax Withholding

*Voluntary Deductions

*Savings Bonds

Quicx Links
Pay Statements

My Benefits
*Employee Insurance Program Websites
"Retirement Forms

Quicx Links
MyBenefits - Employee Insurance Program

My Career
*Training and Development

Quicx Links
State Jobs

My Travel and Expenses

My Career

My Working Time

*Quota Overview

*Time Statements

"Holiday Schedule

*State Employee Leave Package

Quick Links

Record Working Time
Time Conversion

Leave Request

My Personal Info

*Address and Emergency Contacts
*Personal Data

My Travel and Expenses
*Expense Reports
*Trave! Requesls




My Employee Search SWES

Welcome essuser$, Mnydoyssngsm p l Oyee

m Employee Self-Service

My Overview | My Employee Search | My Working Time | MyPay | MyPersonalinfo | MyBenefits | My Travel and Expenses | My Career
My Employee Search | History,

My Employee Search

’
‘ $ 1 Employee Search
Who's Who
Search for employees by name and find basic contact information about other state employees.




My Employee Search SWES

Employee Self-Service

My Employee Search

My Employee Search

I , Employee Search
‘ ' 1 Employee
% whoswnd  W¥ho's YWho

e Search for employees by name and find basic contact information about other
state employees.
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My Employee Search

South Carolina Ente e Information System

l Who's Who
Please enter the search criteria

Advanced search

Last name:

Jones

First name:

T.

[ search...|

| New Search | | Exit |

ADJUTANT GENERALS OFFICE

| Test Jones | ADJUTANT GENERALS OFFICE

Testd Jones | LEG DEPT-THE SENATE

| Tests | Jones | LEG DEPT-THE SENATE | ACCOUNTING SERVICES DIVIS.
Tests Jones w oemi?mérﬁ OF AGRlEuwaé ' EOPTSJMER seawceé'tia

| Test6 | Jones | STATE AUDITOR OFFICE | EXECUTIVE OFFICE

[Tests | Jones \ STATE AUDITOR OFFICE T | EXECUTIVE OFFICE

| Test? Jones | STATEAUDITOROFFICE | EXECUTIVE OFFICE |

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



My Employee Search

South Carolina Enterprise Information System

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

Employee profile for Testé Jones

Communication

Area Code + Telephone: 803-999-9999

Extension:
E-mall:

Department
Organizationa! unit:
Miscellaneous
Last name:

First name:

Middle name:
Personnel area:

| Back to Result List |

JTEST6@SC.GOV

EXECUTIVE OFFICE

Jones
Tests

STATE AUDITOR OFFICE

12



M y P ay South Carolina Enterprise Information System

Welcome essuser5, Mys C E m p | oyee
powered by SIVEIS

Employee Self-Service

My Overview | My Employee Search | My Working Time | My Pay | My Personal Info | My Benefits | My Travel and Expenses | My Career

My Pay

I My Pay
Pay Information
o 7" Pay Statements

View your pay statements (current or historical).
Employment Verification

Creste an employment and salary verification request. The request will be sent to HR, who will msil 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 Informstion

Maintain your banks for direct deposit.
NOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings

W-4 Tax Withholding

Maintain your tax withholdings for Federsl and State.

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

Veluntary Deductions (Recurring)

Maintain recurring deductions, such as charities, membership dues, oredit union, and insurance.
NOTE: Entries made here will be deducted from each paycheck.

Voluntary Deductions {One-Time)

Creste s one-time only deduction for a charity organization.
NOTE: Entries made here will be deducted cne-time only.

Savings Bonds
Enrcll and make election changes in the state Savings Bond program.

13



South Carolina Enterprise Information System

Welcome essuser5,

My Overview

My Pay
]

I My Pay

Employee Self-Servict

| My Employee Sear

7

Pay Information

Deductions and \

Pay Statements
View your pay stat

Employment Verif|
Creste an employ
fax your informatid

Direct Deposit an{
© Direct Deposit 4
Read this prior to
Bank Informstion

Maintain your ban|
NOTE: Changes n

W-4 Tax Withhold
Maintain your tax
NOTE: Changes n

Voluntary Deducti
Maintain recurring|
NOTE: Entries msa

Voluntary Deducti
Creste s one-time|
NOTE: Entries ma

Savings Bonds

Pay Information

Pay Statements
View your pay statements (current or historical).

Employment Verification

Create an employment and sslary verification request. The request will be sent to HR, who will mail or
fax your informaticon 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 Informsation

Masaintain your banks for direct deposit.
NOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings

W-4 Tax Withholding

Maintain your tax withheoldings for Federal and State.
NOTE: Changes made might not be in effect for up to two weeks.

Veluntary Deductions (Recurring)

Maintsin recurring deductions, such as charities, membership dues, credit union, and insurance.
NOTE: Entries made here will be deducted from each paycheck.
Voluntary Deductions {One-Time)

Create a one-time only deduction for a charity organizstion.
NOTE: Entries made here will be deducted one-time only.

Savings Bonds

Enroll and make <

Enroll and make election changes in the state Savings Bond program.

-y 8 \\j I]
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M y P ay South Carolina Enterprise Information System

I Paycheck Inquiry Service

Show Overview

[4 Previous Salary Statement | | Next Salary Statement | | Exit |

B4 € [T r ©® o

ETATE OF SOUTH CARDLING

PHfiee ©OF State Tecasurer

CONVERSE A. CHELLIS III, CPA
STATE TREASTRER

Fay Pericd: 07/02/200% throuwgh 07/1c/2009 Name: Stacy remuneraticn Test Personnel No: 30000ZOS
Check Date: 07/21/2005 Organization: E030-SECRETARY OF ETRTE
Earnings Deduct ions Het Pay | Deductions current
Current : 5,710.00 - 101.09 - 1,560.06 = 31,758.85 | Ben-S5CRS EE Pre-tax 1,308.45
YTD: 59,199.67 - 1,709.596 - Z2Z,456.49 = 31,993.22 | Ben-DualsSCRE EE Pretax 147.85
Ben-DualPORS EE Pretax 105.00
Earnings Hours Current YTD | Ben-ORFDUalEEATGEEPretax 155.53
Ben-ORPFDUalEETIAEEPTEtax 304.53
Regular Salary Exempt 1,550.00 13,650.00 | Flexible Benefits Agency 1.00 7.00
Summer Pay Salaried 1,550.00 13,650.00 | SCRS IFP Pre-tax 2.00 14.00
Ex Officio Allowance, Leg 450.00 3,150.00 | PORS IFP Pre-tax 2.00 14.00
Active Retiree Wages 450.00 31,150.00 | GARE IFP Pre-tax 1.00 &.00
Teri Retiree Wages 450.00 31,150.00 | JSRE IFP Pre-tax 1.00 &.00
Srandfather Terl Wages 450.00 31,150.00 | Ben-Ad] Loan EE Pre-tax 4.00 24.00
Zalaried Mon-Exempt 10.00 70.00 | MoneyPlus BashAdmFesePFretax 0.14 0.98
On Call/Standby 2,274.60 | Ben-Opt Life EE Pre-tax 10.54 73.7
Overtime Premium 50% 54 .51 | Ben-Dental Plus Pretax 10.30 72.10
Offirer Af the NaAv/Miaht 0 00 | MrmewPina A1 ASmPRAPTATAY 1. 5 24 RN




M y P ay South Carolina Enterprise Information System

Bank Information

I Bank Information

b 1 2 3 4 H
Overview Edit Review and Save _onfirmation

Main bank

Mame: Johnny Paul. Brady (x55)

Bank Name: SUN NATIONAL BANK

Edit

Other bank

Mame: Johnny Paul. Brady (x55)

Bank Name: WACHOWVIA BANK M.A.

| Edit | | Delete |

| Mew Other hank|

|4 Previous Step | | New Other bank b | | Exit |




My Pay

South Carolina Enterprise Information System

I Bank Information

Overview Edit Review and Save Confirmatior
Name: Jonathon P, Brady ]
Bank Key / Routing Number: 611600138 3 BANK OF AMERICA,
Bank Account: | 10099321 |

| Account Type: |Savings | ¥
Payment Method:  Direct Deposit: PA' ~ |
Standard Percentage: [ ol
Or
\
Dollar Amount:
Example Check
YOUR NAME 1001
5555 Straet Name
City, ST 12345 DATE
Pay to the |
0?:‘? of 8
Dollars (0
Mlﬂ Institution
000 Street Name
Pt S ihs
For
I:l“I.SCSS:I Tl 18010°
1
[— Routing '— Account L Check Number
Number Number
|4 Previous Step | | Review ¥/ [ Exit |

17



My Personal Info SED

s MySCEmployee -
powered by

My Overview | My Employee Search | My Working Time

| MyPay | | | | My Career
My Personal Info | History,

My Personal Info My Benefits

My Travel and Expenses

My Personal Info

Personal Information

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

NOTE: If you change your permanent address, you must also update your address with the
Employee Insurance Program (EIP). Go to 'My Benefits' to access link to the EIP website.

Personal Data

Display your personal data {such as your legal name, DOB, and marital status). If any of this
information is incorrect, please contact your Agency’s HR Department.

18



My Personal Info SED

OR— MySCEmployee _E
powered by SIVEIS

1| Employee Self-Service

My Overview | My Employee Search | My Working Time | MyPay | My Personalinfo | MyBenefits | My Travel and Expenses | My Career

MyPersonaline | Parsonal Information

Addresses and Emergency Contact Information

Persol  |lanage your addresses and emergency contact information.
mand MNOTE: If you change your permanent address, you must also update your address with
ems| th€ Employee Insurance Program (EIP). Go to "My Benefits’ to access link to the EIP

pesd  WeEDSIHtE. §
Displ ) \
et Personal Data /\

Display your personal data (such as your legal name, DOB, and marital status). If any of *\\
this information is incorrect, please contact your Agency's HR Department. \\

7/ 2
e L

/'

| History,

My Personal Info

AN




My Personal Info

South Carolina Enterprise Information System

4

I Addresses

Employees will have the ability

—{ 1 — m

Overview

Permanent Residence

Ci0 or Contact:
Street and House Number: 1 Main Street

City: Columbia

State: sC

ZIP Code: 29120

Emergency Contact 1

Ci0 or Contact: Jane Smith (Mother)
Street and House Number: 3 Woodcross Drive
City: Columbia

State: sC

ZIP Code: 29212

[ Edit | [ Delete |

Emergency Contact 2

Ci0 or Contact: John Holbrook (Brother)
Street and House Number: 1 Beacon Street
City: Boston

State: WA

ZIP Code: 02116

[ Edit | [ Delete |

|4 Previous Step | [ New Temporary Residence #| [ New Mailing #| [ New Emergency Contact 3 #|

to maintain the following
address types:
» Permanent Residence
» Temporary Residence
» Malling Address
» 3 Emergency Contacts

20



My Personal Info

South Carolina Enterprise Information System

’ Personal Data

fa]

Name

Title:

First Name: *
Middle Name:
Last Name: *
Known as:
Academic Title:

Suffix:

Data at Birth
Date of Birth: *

Gender:

Marital Status

Marital Status:

Other Personal Data

Language:

T

Overview Edit

[+]
Jenathon

=]
Brady

=
5

111977

(e Male (Female

Single E

English

|4 Previous Step |

{ Exit |

{7 Unknown

To access personal information, such as legal
name, date of birth and marital status, click the
Personal Data link from the My Personal Info
overview screen.

Note: Employees are encouraged to review
this information as soon as possible
after go-live to confirm that their
information is correct.

21
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M y B e n ef I t S South Carolina Enterprise Information System

powered by SVEIS

Employee Self-Service

Welcome essusers5, MySCEmp'oyee _ Help | Personalize | Log Of|

| My Personal Info My Benefits My Travel and Expenses

My Overview | My Employee Search | My Working Time My Pay |

| History, Back Forward

==

Benefits
Employee Insurance Program
Go to the Employee Insurance Program (EIP) websie.
MyBenefits - Employee Insurance Program

Manage your benefits through the self-service benefits page offered by the
Employee Insurance Program.

MoneyPlu$ - FBMC
Go o the FEMC website for your Dependent Care Account and Medical
Spending Account.

MoneyPlu$ - NBSC
Go 1o the National Bank of SC website to maitain your Health Savings Account.

Retirement

South Carolina Retirement Systems

Go to the SC Retirement Sysuam website.
s¢C |
Man

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




. ms
M y B e I l ef I t S South Carolina Enterprise Information System

Welcome essusers, Benefits

Employee Insurance Program
Go to the Employee Insurance Program (EIP) websile.

MyBenefits - Employee Insurance Program
Manage your benefits through the self-service benefits page offered by the Employee
Insurance Program.

MoneyPlu$ - FEBMC

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

MoneyPlu$ - NBSC

Go 1o the National Bank of SC website to maitain your Health Savings Account.

| History, Back Farwand

==

Retirement
South Carolina Retirement Systems
Go to the SC Retirement System website.

SC 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

Eorm rros—woneremmyr rreswo ooomreor
Form 1104 - Election of Non-Membership




My Travel and Expenses SWEIS

Welcome essuser$, panydwsycém p ' oyee

Employee Self-Service

My Overview | My Employee Search | My Working Time | MyPay | MyPersonalinfo | MyBenefits | My Travel and Expenses | My Carser
My Travel and Expenses | History, Back ~(

My Travel and Expenses

Travel Requests and Expense Reports
My Trips and Expenses
Display, change, copy, or cancel one of your existing travel requests or expense reports.

Create Travel Request
Create a Travel Request If a prior approval for Travel is required.

Create Expense Report
Create an expense report for a trip. You can can also create expense report for trips with
existing ravel requests.

Travel Regulations

Comptroller General Trave! Regulations

REGULATIONS FOR REIMBURSEMENT FOR TRAVEL AND SUBSISTANCE
EXPENSES

US General Services Administration

GSA-Domestic Per Diem Rales

Budget and Control Board Travel Requlations
South Carolina Legslature - Code of Regulations

Personal Information

Unlock Personnel Number

My Alerts
Show trips and expense reporls that have alerts.

24



My Travel and Expenses SWEIS

osempssspewy Travel Requests and Expense Reports

Mw Trips and Expenses

Dizplay, change, copy, or cancel one of vour existing travel plans, reguests or
expense repors.

My Overview | My Emg
My Travel and Expen

| History, Back ~(

Create Travel Reguest

My Travel and Expen

Create Expenze Heport

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

My Employees
Create expenze reports for others that vou are autherized to maintain.

Travel Regulations

Comptroller General Travel Regulations

LS General Services Administration

Budget and Control Board Travel Regulations

Personal Information

Unlock Perzonnel Humber

v Aleris
=how trips and expense reporis that have alerts.

25



M y ‘ a r e e r South Carolina Enterprise Information System

sy My SCEmployee

powered by <

Employee Self-Service

My Overview | My Employee Search | My Working Time | MyPay | MyPersonalinfo | MyBenefits | My Travel and Expenses | My Career
| History,

Career and Job
State Jobs
Search the job listing on the South Carolina E-Recruitment System.

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

26



M y C a r e e r South Carolina Enterprise Information System

Welcome essuser$, Mys m p|0yee

Career and Job

My Overview | Myt

=iate Jobs | History,
Search the job listing on the South Carolina E-Recruitment System.

Training and Development
Dizplay the course offering and reqgister for courses.

27



My Working Time

South Carolina Enterprise Information System

Welcome essuser$, Mﬁyﬂysycém p l oye e

Employee Self-Service

My Overview | My Employes Search | MyWorking Time | MyPay | MyPersonal info | MyBenefits | My Travel and Expenses | My Career

My Working Time

I My Working Time

W | Working Time
(= Record Working Time
Time Conversion

Use this to assist you when entering your hours into your time sheel. The table converts Traditional Time to 24-Hour
Time.

Holiday Schedule

Leave Requests

Leave Request
Request leave and other types of absences.

Quota Overview
Display your quota balances.

State Emoployee Leave Package

Time Statements
Time Statement for a Chosen Period
Display your working times, absence times, leave balances, and accurals.

ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE

WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN
THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.
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My Working Time

South Carolina Enterprise Information System

My Working Time

I My Working Time

Working Time
Record Working Time

Time Conversion

Use this to assist you when entering your hours into your time sheel. The table converts Traditional Time to 24-Hour |~

Time.
Holiday Schedule

Leave Requests
Leave Request

Request leave and other types of absences.

Quota Overview
Display your quota balances.

State Employee Leave Package

Time Statements
Time Statement for a Chosen Period

Display your working times, absence times, leave balances, and accurals.

Y AND 14 A . J

CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.
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My Working Time

' : SWEIS
(Display Weekly View)

Welcome essusert, MYSCEmpk)yee

powered by =33

My Pay My Perzonal Info My Benefits

H iz?zazaau311 2 i2425262?232930 izazsau1 HBEE
B:l:]s]el7]e]=] B@=z]1]z2]=]2]s]e| Wls[e[7[=]=]10]11
M Rejected [ Excess Time Recorded
Display Week |—||_||E|

Week from [ 4 |[8/21/2008 to [az7eo0s g [r] [Go]

Working Times Recorded from Monday, September 21, 2000 to Sunday, September 27,2009

| Atlsbstype  WageTyps  Total  HO,0921 TU,0922 WE 0923 THON/2¢ FROS2S SA 0925 SU,0827
Act 27 9 9 9

Attendance ho... ™

Aftendance ho... ™

12 4 4 4
15 5 B 5

-

-

-

[z]=]-] ~[=]=]

[ Delete Row | | 5ave as Template | | Refresh |

1
o o

[4 Previous Step | [ Review [i] [ cancel]
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My Working Time (Enter Daily) SEEIS

Record Working Time Attendance Types
@ 3 » 1000 Attendance Hours
Edit Revnew!idSave 'Z:*'E:.-:-}t:. >1001 On Ca”
»1002 Call Back

4 October 2009 November 2009 December 2009 » .
D D O 6 e »1003 Training
) == | BEEBIREERNR E 2|3

-567891011 B 2[s3[¢]s5]|s|7]3 -78910111213

B 2[5 1s[ 6|17 s [ o 10|11 )12 ws|e[rs| | s 6] 7|8 |19 |20

810|222 25| Wlle[rr[s8][10|20|21]|2| [@2|2[xn|n|s|x|x

T BEEBEBEEIEI NN BEREEEEEER EIEEIEEEE

B = B [ P 0 sle| BB els]s|7]a]s]w

[ Rejecreo [ Excess Time Recoroed

=)

pate [¢][1z71472005_TE[v] [So]

Attendance hou...
Attendance hou...

4| ¢ 4| €| ¢ ¢ ¢ ¢

Qo0aanaa

| Deletz Row | | Save as Template | [ Refresh |

[§ Pravicus Step| [Review 3] | Cancel|




Leave

Request

South Carolina Enterprise Information System

w Hide Calendar

Leave Request
Leave Request
R Hed =
Display and Edit Review and Send Completed

p_Show Time Accounts  p_Show Cverview of Leave

1 January 2010 February 2010 March 2010 »
g Bz i(2]s 5 6 |

5_"7' a' 'é_ n';_ 8 [9 |1o 11 12 ‘3|

13|14 |15/ 16 -415I16|17 18 19 2o|

20|21 22|23 1| 25|26 27|

27| 23|29 |30 1 | 2 3|

3|45 [6 3|8 |10]

[ Absent  Multiple Entries  Sent [l Dalescn Reguested

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

Type of Leave: [A.Annual Leave [~]

Date: T To [/672010 tg
T A ] o
Duration: [ 0]Hours

Approver: | GENDRON, KAREN =

Note for Approver: [Reminder: Out for child's field trip]

[ Previous Step | [Review B] [ Cancel |

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

» Managers will approve the

requests in Manager Self
Service

32



Ime Accounts

Leave Request

I Leave Request

4 1 3
Display and Edit Review and Send Completed
p_Show Calendar w Hide Time Accounts ) Show Overview of Leave

| 00008887

00008887

Fum:mwmm Tlmm oadmm omcaum Emnumm lendut

| 61000122 00008887
| 61000122 00008887

- Annual Leave
Sick Leave

1/15/2008
| 1/15/2009

' 12/31/9999
' 12/31/9999

90 00 Hours
112.50 Hours

112 50 Hours
112.50 Hours
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Overview of Leave

South Carolina Enterprise Information System

Leave Request
[ ]

Display and Edit Review and Send Completed

Leave Since: [1/172009 | Display |

m

A Annual Leave | 10/1/2009 Rejected
A Annual Leave @ 9/21/2009 @ 9/22/2009 | Sent 15 Hours

| Submit New Request |

You have selected the following leave request:

Type of Leave: (A Annual Leave ]

Date: 12/29/2009 {7

Duration: Hours

Used: Annual Leave:  7.50 Hours
Approver: |GENDRON, KAREN =]

|4 Previous Step| | Change | | Delete| | Cancel |

p_Show Calendar  p Show Time Accounts  w Hide Overview of Leave
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Manager Self Service SWEIS

MySCEmployee ol | Log O

powered by SIGEIS

Alerts and Information | Universal Worklist

| History, Back Forward ||
»
Welcome to MySCEmployee Helpful Links
MySCEmployee is the place where state employees can manage their human resources and payroll information on file with the ¢ SC.Gov
State. Employees can view their pay statements, make leave requests, and update direct deposit and contact information from any RO =T VR GETTET TR G T T ET R E )
computer with an internet connection. We hope you find MySCEmployee a useful and convenient tool. » Retirement Systems

« Office of Human Resources (OHR)
¢ Employee E-News

(M « State Holidays

« State Employee Weather Alert

« MySCEmployee System Availability: Payroll processing has completed and access has been restored to Employee Self » SCEIS
Service and Manager Self Service.

MySCEmployee Updates

« Important Payroll Information: With the end of the year rapidly approaching, final preparations are being made for the
January 1 payroll. Employees are encouraged to review the Employee Payday Checklist.

« MySCEmployee Password: Due to an SAP technical issue, the process for changing your password has changed.
Please follow these instructions to change your password. Note: You must be logged out of MySCEmployee before
changing your password.

« If you have not taken the Employee Self Service overview course, we encourage you to as soon as possible. The
overview course, along with other MySCEmployee courses can be accessed at www.sceis.sc.gov/page.aspx?id=158.

» The MySCEmployee Reference Guide and other support materials are available at
www.sceis.sc.gov/page.aspx?id=166.
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Manager Self Service
(Tasks and Alerts)

SWEIS

South Carolina Enterprise Information System

Welcome msstrain5,

Overview

Tasks and Alerts

QETE|
I Detailed Navigation

powered by SIVEIS

MySCEmployee

Manager Self-Service

4
E l Universal Worklist

| History, Back Forwar
B

v [ My Work Overview
= Tasks and Alerts

» 3 My Team

» OO My Organization

» OO My Reports

A=

| Show: [New and In Progress Tasks (6/6)|¥|[Select a Subview... [w|[Al

[=]

 subject

[ Approve expense report of John D. Anderson =

J John D. Anderson's Leave Reguest =

' John D. Anderson's Leave Request 5

] John D. Anderson’s Leave Request =,

0

Mary Ann Simons's Leave Request =5

Mary Ann Simons’s Leave Reguest =,
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esstrains,
esstrain5,
esstrain5,
esstrain5,
esstraind,

esstraind,
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Sent

Today
Today
Today
Today

Sep 16, 2009
Sep 16, 2009

Create Task | Show Filters Hide Preview =,

S prioty 0 Due S staws &
Normal 1 Sep 27,2009 New
Normal 1 New B
Normal ‘ 1 A . New
Normal ' 1 . ' New
Normal 1 New
Normal 1

New

Voss mme alanas E
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Manager Self Service

i - SWEIS
(Display Employee Information)

elcome msstrain M SCEm lo ee
i ek m!bysnms ploy

Manager Self-Service
Overview

General Information
NI |
Detailed Navigation [T I Enployes Search
SNy Wk Ovhevew, i Employee Selection: |Direct Reports [+]
= Tasks and Alerts
v [ My Team ‘ Display: [Organizational Information [+ |
o o | Customizes Layout || Fitter On |
T h,—.:;nmmﬁ:ﬁ"ﬁn | Name S Personnel Number & M S Posti = izat i $ CostCenter =
« General Infor . v F - < Manager < Position = Organizational Unit = Cost Center -
« Compensation Information ‘ Dickerson S. Michelle | 00008895 Michael M. Carroll | PROGRAM COORDINATOR I | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
v [J Employee Working Times 00003896 Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
= Approve Time Sheet Data Mary Ann Simons | 00008887 | Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
= Approve Leave Requests | Wiliam J. Salvatore | 00008898 | Michael M. Carroll | ADMINISTRATIVE SPECIALIST | AGRICULTURAL SERVICES DIVISION | COMMISSIONER'S OFFIC
i Team‘Cal'endar ‘ Thecdore Moore . 00001131 4 Michael M. Carroll | FIELD SPECIALIST | POULTRY & EGG DEPARTMENT COMMISSIONER'S OFFIC
¥ 3 My Organization . - |
= Organizational Profiles | DDD RowofS[:l[:]D
et Orgamza.hon'al rcess Data as of 8/22/2009, 1:57:12 PM Refresh
= Search Organizational Process A
w3 My Reports }
= Reporting
I General Data [T I Compan
' John D. Anderson 00008396 No data 4
‘ General Info. Communication Data T
- i X 2 20 I Related
Grievance Status: Covered Work E-Mail: SCEIS NOTIF@SCEIS.SC.GOV —]
Start Date: 1/1/2009 Work Office: 803-832-1000/X19348 Self-Se|
Organizational Assignment Organizaticnal Assignments Personnel Structure Record
Org. Unit: AGRICULTURAL SERVICES DIVISION Personnel Area: DEPARTMENT OF AGRICULTURE Mﬂinlﬂil
Position: ADMINISTRATIVE SPECIALIST Pers. Subarea: ADM-ADM/PG MGMT Addres
Cost Center: COMMISSIONER'S OFFIC EE Group: CLASSIFIED FTE Maintai
Payroll Area: SC Semi-monthly EE Subgroup: FT-EX W/NS & LV e
Person
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Manager Self Service
(Display Employee Information)

Related Activities [T
Self-Service for My Employees

Record Working Time
Maintain or dizplay time sheets for vour employees.

Addresses and Emergency Contact Information

Maintain or dizplay addres=es and emergency
contacts for your employees.

Personal Data
Dizplay personal data for vour employees.

Dizsplay GQuota Balances
Dizplay the quota balances for your employvees.

Enter Leave Reguest

Enter a leave request for your employees.

MOTE: ¥ou will still need to approve the leave request
as a separate process.

———




Manager Self Service

(Display Employee Compensation)

SWEIS

South Carolina Enterprise Information System

Ly )
elcome Employee Self-Service
Compensation Information

Detailed Navigation

*O M r:
= Tasl d Alerts
w3 My Tea
= Tea Ove o
[k s Inf "
« Genera formation

Salary Data

Pay Grade Structure
Fay Grade Type

Pay Grade Area

Pay Grade

Pay Grade Level 0

Enterprise Data (Pay Grade)
Mnimuen Salary

Reference Salary

Maximum Salary

35000

CLASSIFIED
BANDED
BAND 02

1850300
2355000
3109590

Employee Data

Salary

Compa-Rato 1o Reference Salary
Positicn within Salary Range

31205

1 16806 00

27C00.00

0.00

000

Enterprise

Employee

O Minimum
[ Reference
CIMaximum

Uirganiza

ional Assignment

zational U Cost Cente
& VEGETABLE DEPRRT] C SSIC OFFIC
i Salary Data
Pay Scale Structure

! . . o

» Data (Pay Grade




Manager Self Service

(Approve Time Sheet Data)

|| Detailed Navigaton

‘-nwmm
vu-mm

'QWM
MOWM -
'QWM

| Click the Approve Time Sheet Data Link

* A new window will appear

The manager can choose to:

» Approve the time

* Reject the time

* Resubmit the time (time stays in the manager’s time
approval queue for later approval)

I Approve Time by Manager

—&  EI
Collective Approval Review and Save Completed

View: |Simple View - Weekly

. ":. FEHPLapPLiiainie - | | Rt - WEssage moeh - walgel e Appioval G LT on
8895 Michelle S. Dickerson 09/21/2009 09/27/2009 37.500H 3750 H Approve AII o v
8897 Mary Ann Simons 09/21/2009 09/27/2009 37.500H 37.50H | Approve All ¥ o
3898 William J. Salvatore 058/21/2009 09/27/12009 m 37.50H | Approve All ¥ b4

| € Previous Step | | Review B]




Manager Self Service

South Carolina Enterprise Information System

(Approve Leave Requests)

.r,"?‘--n I 2 I l 3 I
20t I I l I
Display and Eont Review and Send Cormplaied
p.Show Team Calencar  w Hide Worklist

)l o] -l | |

Type of Leave: | AAanual Leave ]
Oate:

Mary Ann Simons has requested the following leave:

922/2008 John D. Andersan e | 111612008 | 11/2012008 | 37.50 Hours
wzz/2008 dohn . Anderson | AAroual Leave | Q2602008 | 9262003 | 2 Hours
912272006 John D. Anderzon | AAnmual Leave | 9252008 | 9252008 | 9 Mours

Previous Noles: |mlwbm~"hﬁd’y.ﬁkadﬂﬂ“

Annual Leave | &/23/2009 12/31/8999 37.50Mows | 18.50 Hours
Sick Leawe | B/22/2008 123115639 3750 Mows | 37.50 Mours

[¥ Provious Siep | [Avprove] [Reject]
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Manager Self Service
(Team Calendar) o

Team Calendar | History,
EETE 4
I Detailed Navigation E] I Team Calendar

v [ My Work Overview
= Tasks and Alerts
¥ [3J My Team 2009 October
= Team Overview Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
¥ [J Employee Information 01 02 03 04 05 06 07 083 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
= General Information John D. Anderson
= Compensation Information
¥ 3 Employee Working Times
= Approve Time Sheet Data Theodore Moore
= Approve Leave Reguests William J. Salvatore
= Team Calendar
¥ [ My Organization
= Organizational Profiles W Absent  Multiple Entries = Sent [JJ] Deletion Requested

= Start Organizational Process Data of 10/27/2009 6:06:18 PM Refresh
= Search Organizational Process

Display Data for: [Directly Subordinate Employees [¥| for: [October [=] in: [2009]~] [Start]

Michelle S. Dickerson

Mary Ann Simons

v [ My Reports
= Reporting
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Key MySCEmployee Facts SEEIS

@ Prior to go-live, all employees will receive a system login
name and password.

@ MySCEmployee 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.

STATE INFORMATION
[ECHNOLOGY

B¥C

SC BUDGET AND CONTROL BOARD
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WWW.SCelS.SC.goVv

SWEIS

South Carolina Enterprise Information System

C

South Carolina
Enterprise Information System

SC Budget and Control Board

| Site Map | Privacy | Disclaimer

A e B e e |}
ome | estings | contatue | news s updstee | rage | tnke | scmsiogine | serveve |

Home » MySCEmployee

About SCEIS

Cutover

Organization Technical
Infrastructure
Readiness Guide

Agency Support Teams

Training

Finance

HR & Payroll

Materials Management

Reporting

Technical

MySCEmployee

B*CB

SC Budget and Control Board

| FRAUD PREVENTION

MySCEmployee

MySCEmployee will provide State employees with an easy and convenient way to update
their personal information and manage work-related transactions. Using any computer with

an Internet connection, users will access MySCEmployee’s Employee Self Service
functionality to:

® Enter and Submit Time for Manager Approval

® Submit Leave Requests

® View Vacation and Sick Leave Balances

® Access Pay Statements

® Maintain Bank Details for Direct Deposit

® Manage Addresses and Emergency Contact Information

® Manage Travel Requests

Click the links below to access MySCEmployee information and materials:

® MySCEmployee Overview Presentations Schedule
® MySCEmployee Overview Presentation Video
® FAQs

® |Log into MySCEmployee
® Online Training

® Tools

MySCEmployee Courses

@ Employee Self Service Overview
@ Time Entry
@ Manager Self Service Overview

D

Travel Management Overview




Questions

South Carolina Enterprise Information System

&
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My Personal
Information

vt

My Employée
Search




