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Meeting Purpose and Outcomes

Purpose: To provide information related to 
training deploymenttraining deployment

OutcomesOutcomes
1. Awareness of key training dates and activities

2. Understanding of training registration and 
enrollment processes

3. Understanding of how SCEIS training will be 
delivered
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Key Training Information

Training will be assigned to employees based on 
SCEIS l i d t d b th (ASCEIS role mapping conducted by the agency (Agency 
Support Team Lead).
SCEIS training will include both self-paced on-lineSCEIS training will include both self paced, on line 
training completed on a computer, and instructor-led 
training in a classroom.  Some employees may not 
need any instructor-led training.
– Shopping cart (Supplier Relationship Management) training will 

be on-linebe on-line
Training registration will begin on August 24 and will be 
conducted by the Agency Training Coordinator, AST 
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Lead or the SCEIS team.



Key Training Information, cont.

End-users will be sent a confirmation email when 
th SCEIS h ll d th ithe agency or SCEIS has enrolled them in a course.
Upon entering the SCEIS Learning Management 

t i th i i d t i isystem, users can view their required training; 
individual users will not be able to register for 
trainingtraining.
All training must be completed prior to receiving 
access to SCEIS at go-live on November 2.access to SCEIS at go live on November 2.
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Training Overview

SCEIS Role-
B d

SCEIS Navigation
– On-line training Based 

Training on 
Processes

On line training
– ½ day, or less

FI & MM P O i Processes 
and 
Transactions

I t t l d

FI & MM Process Overviews 
& FI 200 level courses

– On-line training
– Instructor-led or 

On-line
– For some roles, 

between ½ - 4 or

– ½ day, or less

SCEIS assumes end users have the

between ½ 4 or 
more days

Completed before

Completed before 
instructor-led training
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SCEIS assumes end-users have the 
necessary computer, Microsoft Office and 
internet navigation skills

Completed before 
Go-Live



Important Training Dates

Aug.19, Sept 9, Sept 15 – SC MMO (State g , p , p (
Materials Mgmt Office) Training
August 24 – SCEIS Training system opens for 
t i i i t titraining registration
August 24 – Start of On-line Training (SCEIS 
Navigation Finance Overview MaterialsNavigation, Finance Overview, Materials 
Management Overview, FI 200 courses)
September 8 – Start of Finance and p
Procurement Instructor-led Training

8



Important Training Dates, cont.

September 8 to October 16 – Grants p
Management Training (in order to enter grants 
into SAP in October)
S t b 24 t t f I tSeptember 24 – start of Inventory 
Management training (for agencies 
implementing this module)implementing this module)
October 19 – start of Project Systems training 
(for agencies implementing this module)
November – if needed, Priority 2 training
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Training Notification

Employee receives e-mail that lists instructions for 
accessing the SCEIS Training system, and tells g g y ,
employee which course(s) they have been assigned 
(course name, time, date, and location)
Employee logs into SCEIS Training SystemEmployee logs into SCEIS Training System 

(Blackboard) to view training course information
– On-line training classes will be available to view 

and complete within the systemand complete within the system
– Instructor-led materials will be available.These may 

include the participant guide (PowerPoint 
presentation), exercise guide, and quick reference 
cards. 

*Note: not all instructor-led courses will require all 
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q
three documents



Training Completion

Completion of all 
required SCEIS Security access at Go-live
courses

At the end of most courses, employees will be asked 
i f ti A 70% i d ia series of questions.  A 70% passing grade is 

expected. Employees may take the course as often as 
needed.
Some on-line courses may require employees to 

complete a survey in the SCEIS Training system to 
show completion of the course. p
Users who do not complete all course requirements 

and require SAP access at go-live can be granted 
access on an exception basis. Agency Head
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access on an exception basis.  Agency Head 
approval will be required in such cases.



The “Practice Environment”

After SCEIS Training, encourage employees 
t th P ti i tto use the Practice environment
– A place to practice what you learned
– Can make mistakes here and learn from themCan make mistakes here and learn from them
– Available on your computer through Citrix

• Your Agency will install the icon on your computer
– Assists you with remembering what you learned

*Instructions for accessing the practice environment 
will be provided at the end of each instructor-led 

course.
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SCEIS Support and Assistance

Where to Go for Assistance
– Help menu within SAPp
– SCEIS Training System

• Training materials
• Other reference materialsOther reference materials

– SCEIS Website (www.sceis.sc.gov) 
• Training information
• uPerform simulationsuPerform simulations
• FAQs

– Agency Resources
• Production support AST Lead ATC• Production support, AST Lead, ATC
• Process and SAP questions

– SCEIS Service Center
• SCEISHelp@sceis sc gov
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• SCEISHelp@sceis.sc.gov
• 803-734-0343
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SCEIS Registration & Enrollment 
Overview
EC&C team will load Phase 3 SCEIS users into the 
SCEIS Training system.  g y
– SCEIS will “register” users who have been assigned a SCEIS 

role (role mapping)

Agencies may enroll students in the appropriate training 
beginning Monday, August 24th

Students are not able to self enroll– Students are not able to self-enroll
– Agencies will be able to enroll students in all SCEIS courses

Students need to be enrolled in the appropriate on-lineStudents need to be enrolled in the appropriate on line 
and instructor-led training
Confirmation emails will be sent to students for each on-

15

line or instructor-led course that they have been enrolled. 



SCEIS Enrollment Tools

SCEIS Training System – on-line system used to enroll 
students
Individual Transition Plans – document that lists each 
employee and the roles and courses assigned to them
SCEIS Training schedule – spreadsheet that lists the 
course name, date, time and facility available for all 
i t t l dinstructor-led courses 
SCEIS Course to Roles crosswalk – spreadsheet that 
lists each SCEIS course and the roles assigned to thatlists each SCEIS course and the roles assigned to that 
course
SCEIS Training System Quick Reference Card –
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SCEIS Training System Quick Reference Card 
document that provides instructions for enrolling students



SCEIS Training System

Utilizing Blackboard technology for managing and 
facilitating SCEIS end-user trainingfacilitating SCEIS end user training
– Enroll students (GoSignMeUp)
– View assigned training coursesView assigned training courses
– Complete on-line courses

Access instructor led materials– Access instructor-led materials
– Track and report completion of courses

SC SAccess to SCEIS Training system will be role-
based: Student, Trainer, and Training 
C di
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Coordinator



SCEIS Training System

A SCEIS T i iAccess SCEIS Training 
system via Blackboard 
portal; Special 
username andusername and 
passwords will be 
provided to Training 
Coordinators
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SCEIS Training System, cont.

Training Coordinators 
will click on 
GoSignMeUp Tab
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SCEIS Training System, cont.

Training Coordinators 
will log into 
GoSignMeUp
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SCEIS Training System, cont.

Click on “Enroll 
Returning Student” g
and begin to assign 
courses.  “Returning 
student means that 

l i l d d
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employee is loaded 
into system.



SCEIS Training System, cont.

Able to type in student’s 
name or click on 
specific letter to find a 
student
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SCEIS Training System, cont.

Or Training Coordinator 
can search for a course 
to enroll multiple 
students in the same
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students in the same 
course



SCEIS Training System, cont.

Ch k “M lti l ll”Check “Multiple enroll” 
box and hit Enroll button
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SCEIS Training System, cont.

Choose the students 
to enroll in course by Then click the Continue 
clicking the check 
boxes next to their 
name

button
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SCEIS Training System, cont.

Ensure that you have the correct students 
in the “shopping cart.” You can remove 
students by pressing the blue “remove”students by pressing the blue remove  
link on the left
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Check “Multiple enroll” 
box and hit Enroll button



SCEIS Training System, cont.

If needed, remove 
students from list

You must click on
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You must click on 
“Submit” to complete 
enrollment



Training Coordinator

Access GoSignMeUp tab within SCEIS Training 
System (Blackboard) to:System (Blackboard) to:
– Enroll students into classes (both on-line and 

instructor-led))
– Edit student’s records/information, such as adding 

email addresses
– Add/drop/cancel courses for employees
– View enrollment reportView enrollment report
– View Transcript report (courses that have been 

completed by employee)
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completed by employee)



Training for the SCEIS Training System

One hour workshops for training coordinators to 
enroll students into classesenroll students into classes
– Monday and Tuesday (August 24 and 25); SCEIS, 

Browning Road, Room 202Ag ,
– 9:30–10:30; 11:00–12:00; 1:30–2:30; 3:00– 4:00
Notification with RSVP request to be sent to trainingNotification with RSVP request to be sent to training 
coordinators today, August 20
If needed agency on-site assistance availableIf needed, agency on site assistance available 
beginning Wednesday, August 26
Contact your Agency Advocate if you would like
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Contact your Agency Advocate if you would like 
assistance at your agency
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Student

Access SCEIS Training System (Blackboard) to:
– View courses to complete– View courses to complete 
– Access on-line training courses

C l t d/ k l d h k– Complete course survey and/or knowledge check
– Access instructor-led course materials
– View class/training announcements, 
– Access links to other support materials
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Prerequisite on-line training

Available in SCEIS Training system beginning 
August 24August 24
Courses can be accessed from home
Students to complete courses prior to start ofStudents to complete courses prior to start of 
instructor-led training
Students need to complete knowledge check orStudents need to complete knowledge check or 
survey within SCEIS Training system to show 
completion of coursesp
ATCs monitor completion and support students in 
completing prerequisite training
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Prerequisite on-line training, cont

Prerequisite on-line training courses should be 
followed in sequence and completed before the startfollowed in sequence and completed before the start 
of instructor-led training:
1. COR120 SCEIS SAP Enterprise Core Component (ECC) ( )

Overview and Navigation
2. FI100 SCEIS Financial Overview or MM100 SCEIS 

Materials Management Overview (videos)Materials Management Overview (videos)
3. Finance 200 level courses, as needed

1 AP200 SCEIS Accounts Payable Invoice Processing - Basics1. AP200, SCEIS Accounts Payable Invoice Processing - Basics
2. AR200, SCEIS Accounts Receivable Basics
3. GL200, SCEIS General Ledger Accounting Basics
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Additional On-line Training

Supplier Relationship Management (SRM) training
– SRM 200 SCEIS Requisitioning and Purchasing Goods andSRM 200 SCEIS Requisitioning and Purchasing Goods and 

Services with the SRM Shopping Cart
– SRM 201 SCEIS SRM Shopping Cart Approval
– Planning to conduct conference calls after training to 

address SRM questions
– Available August 24 – October 30

MML100 SCEIS Material Master Liaison
IM101 SCEIS IM Finance 101
IM210 SCEIS Requisition Approval
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IM240 SCEIS Material Reporting



Instructor-led Training

Instructor-led training begins September 8
Prerequisites need to be completedPrerequisites need to be completed
Courses will need to be taken in sequence
C t i l h th P ti i t G id illCourse materials, such as the Participant Guide, will 
be printed and provided to students
Knowledge checks will be taken at the end of eachKnowledge checks will be taken at the end of each 
course
Attendance will be tracked and reported in the SCEISAttendance will be tracked and reported in the SCEIS 
Training system

St d t t l t t i i i t
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Students must complete training requirements 
before receiving security access to SCEIS



Course Sequence Example –
Accounting Clerkg
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Student Access to SCEIS Training 
Systemy
Access SCEIS Training System (Blackboard) to:
– View courses to complete– View courses to complete 
– Access on-line training courses

C l t d/ k l d h k– Complete course survey and/or knowledge check
– Access instructor-led course materials
– View class/training announcements, 
– Access links to other support materials
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SCEIS Training System, cont.

A SCEIS T i iAccess SCEIS Training 
system via Blackboard 
portal; Username is 
employee’s emailemployee s email 
address. Will need to 
click “Forget your 
password?” link to 
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receive password



SCEIS Training System

St d t ill li tStudents will see a list 
of courses that they 
have been enrolled in 
under “My Courses”under  My Courses
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SCEIS Training System, cont.

After clicking on a 
course, student is taken 
to course page and can 
access course materials
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Next Steps

Register for SCEIS Training system workshop 
(SurveyMonkey)(SurveyMonkey)
Begin coordination of class preferences within 
agency before Mondayg y y
– EC&C to email SCEIS Training schedule to agencies today
– Add columns for Preference 1, Preference 2, and 

Preference 3

Review updated Individual Transition Plan (ITP) 
reports
– EC&C to email reports to AST Leads today and tomorrow
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Contact your Agency Advocate if you would like 
assistance at your agency for enrolling employees


