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B¥eR Top Ten Tickets SWEIS

Team Problem Resolution

Finance - Budget Errors - User states  For errors that start with "GM" look at

Funds they have budget but they the Grant Budget Report and for

Management are reviewing the wrong errors that start with "FM" look at the

report. Budget Report. Also, users should

contact their Internal Budget Office
1st when receiving budget errors.

HR - ESS Hours Used not displaying in  Click on show overview of leave and

Leave Overview, Leave
request is submitted for non-
guota absence type such as
hazardous leave, court leave,
death in immediate family,
etc.

then select leave request. Hours will
display in bottom portion of screen




B?CB Top Ten Tickets SGEIS

Team Problem Resolution

HR - MSS Managers requesting information Alert managers the following reports
on previously approved working are available: Display working time
time and/or leave. and approved leave requests,

Emergency contacts

HR - Time A Time Administrator needs to Time Administrators can use
validate Leave Rollover - Annual PT_BALOO to check leave balances
and Sick Leave Rollover for 2010 as of 12/31/2010 and/or Variant and
was performed 1/31/2011 and/or time type information for the
Employees could carry over 45  transaction was sent to agenciesin a
days of AL and 180 days of SL; memo in early February
exceptions must have been
flagged on 172012




B?CB Top Ten Tickets SGEIS

Team Problem Resolution

Imaging User gets “No Document Found” Images have a security code that
error message when they tryto  matches the agency that scanned
view an image attachment in them. If the “No Document Found”
SAP. error occurs it means that the user

trying to view the image does not
have the image viewing role for the
agency that scanned the document.
Data owner should request that you
be assigned the image viewing role
for your agency.

MM - Documents appear on the The buyer needs to access the
Bidding  website that shouldn’t after a bid solicitation, go to the item data tab, go
IS published. These are usually  into the documents screen of the item
documents that were attached to detail, hit change, mark the
the shopping cart. documents as internal, and re-publish
the solicitation. 5




R&CR Top Ten Tickets

SEIS

Team

Problem

Resolution

MM -
Purchasing

MM - SRM

Purchasing Units of Measure -
Requisition is at the lowest unit
of measure (ea) while the buyer
Is ordering at another unit of
measure (cv, bx rather than ea).
This will leave encumbered
funds in the requisition as well
as moving some of
encumbrance to the purchase
order causing the encumbrance
to be inflated.

Trying to run SRM and
MySCEmployee at the same
time

If purchasing unit of measure is
different than the issuing unit of
measure an alternate purchasing unit
of measure needs to be established.
This is requested by AMML to the
CMMDT.

In many cases even though the user
closes the session, the user has to
wait before they can log in or
completely log off and log back on.
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STATLE INFORMAT [0y
A TERTERTH

BeeR 42/ REPORT

SEIS

Analysis of Expenditures by Minor General Ledger (Program Level)

5/26M1 11:07 AM

BUDGET AND CONTROL BOARD Posting Period: 10 Fiscal Year: 2011 Page #: 1
EARMARKED RESTRICTED FEDERAL
GENERAL FUNDS FUNDS FUNDS TOTAL
FUND (BUDGET (BUDGET (BUDGET
ONLY) OHNLY) ONLY)
5010140000 EXECUTIVE DIRECTOR $151,707.36 $0.00 $151,707 .36
5010580000 CLASSIFIED POSITIONS $7.451 96615 $18,723,041.80 $13,041,557.72 $753,139.37 $39,969,705.04
5010600000 UNCLASS POSITIONS $960,826.54 $1,708,17543 $1,180,363.10 $18,969.03 $3,888,336.10
5010650000 GRANT EMPLOYEES $180,7958.73 $1,307,979.40 $150,445.32 51,639,223 45
5010710000 TEMPORARY POSITIONS $4T2731.34 $1,562,083.33 $221,35983 566,861 46 $2,323,035.96
5010720000 PER DIEM $350.00 $210.00 $350.00 $910.00
5010730000 OT & SHIFT DIFFERENT $10,476.14 367,793.61 $825.00 579,094 75
5010800000 INMATE EARNINGS $26,166.51 $26,166.51
5010870000 DUAL EMPLOYMENT $300.00 $700.00 $1,000.00
5010690000 TERMINAL LEAVE $54,241.08 $164 27068 $146,609.00 $1,765.39 $396,886.35
5010970000 OFFICIO ALLOW, LEG $10,000.00 $0.00 $10,000.00
5010990000 BONUS PAY $300.00 $700.00 $1,000.00
5020010000 OFFICE EQUIP SERVICE $956.00 $410.51 $360.50 $1.,727T.01
5020020000 COPYING EQUIP SVC $2,070.08 $666.52 $418.76 $3,155.36




B?CB Cash Status (2 Reports) SGEIS

@Cash Status By Fund
— Best for export to PDF

@Cash Status By Fund and Agency

Funded Program
— Best for export to Excel
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B¥eR Cash Status Reports S@EIS

Fund Cash Status Report

Change
E Beg Cash Bal @ APINP

Oither Ending Cash
Transfers Transactions Bal

10010000 GEMERAL FUMD 0.00 33,401,888 50 -13,000.00 -20,473,020.11 8,857 87 -216,585 87 12,937.00 12721277.28
10010021 GEMERAL FD - CIF 0.00 0.00 0.00 -144 60178 0.00 216,585 87 0.00 Tieg4.00
28370000 |GEMERAL REVEMUE 0.00 3,020,724.73 -4 560.00 0,00 0.00 5477 .92 000 3021642 65
30037000 |DUAL EMPLOYMEMNT 3,6860.81 0.00 0.00 0.o0 0.00 0.00 0.00 3360.81
30240000 HR-FPR DEFAULT 0.00 0.00 0.00 -588.12 0.00 0.00 000 -5B8.12
JO2ET000 | PR LIABILITIES - SAF 0.00 0.00 -113.83 0.00 0.00 0.00 0,00 -113.83
30350000 OPERATING REVEMUE 2,810.35 0.00 0.00 0.00 -34.13 0.00 0.00 2r76.22
30350001 |OF REV- INT SERV FD 7.488,055.10 32,354,158.03 -5.516,708.43 -32,878, 04027 1,846, 606.06 B15,775.04 -48.10 4109700.43
30350090 OF REV-HR PR 0.00 0.00 0.00 0,00 1,147 .42 0.00 000 114742
30370000 |SPECIAL DEPOSITS 14,360,158.61 4, 162,733.00 -1.585, 805 50 -8,231,704 04 1,000,000.00 -5,047 43503 0.00 IGHTTOG.14
30370036 |\WIRELESS TOWER 320,800.71 181.451.75 0.00 -128,710083 0.00 0.00 000 383541.83
30370038 |B0D MHZ RE-BANDING 0.00 1,848,761.84 0.00 -17,170.00 235.00 0.00 0,00 183254084
30438000 CAP PROJ-CAP IMP 0.00 0.00 0.00 -55.00 55.00 0.00 0,00 0.00
30670000 GEMERAL SERVICES 6.210,300.83 2,845,110.82 30,678.04 -20,752,288.15 143,632.85  16,187.0822.42 0.00 44543688.81
30810000 DEFR RES DSIT 1,546 807 .57 0.00 0.00 0.00 0.00 -1,300,000.00 000 248807 57
30920000 DOMATIOMS 108,16808.12 30,274.07 0.00 -60,189.40 17.50 1,618.35 0.00 BAE31.48
30980002 DOMATIOMS-CREMM MEMBERSHIF: 0.00 5.058.52 0.00 -2, 370.58 3r.o2 0.00 000 272405
31240000 |RENT-3T OWM FL PROP 164,553.31 23,627,320.84 -2.801,308.74 0.o0 0.00 -15,980,000.00 0.00 5010570.51
31460000 BARMNWELL OF SHORT 5.000,000.84 0.00 0.00 -264,231.00 0.00 -565,000.00 000 407076824
31420000 MAINT REF REN-MONCAF 2,288,050 .82 340,624 .80 72,831.36 -1,671.075.64 325.00 1,2680,115.74 0,00 230141118
31400002 MAINT REP OTHER ENTI 0.00 241,631.21 -30,050.00 -142,278.33 1,200.00 85,568.84 0.00 146168.52
31840000 EARMED FUMND 807,041.20 40040898 120.08 -583,503.44 582.00 B17.515.22 0.00 10618682.13
31850000 HEALTH SY5S &FLANMING 1.844.820.11 1,161,035.38 811,365.06 -2,126,874.83 23 52567 -306,315.20 000 140755667
31570000 MOTOR POOL - ENTR FD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
31670001 |MOTOR POOL - ISF 7784 42662 15,759,430 63 2,882 606 23 -10,695,168.17 15,347 .27 -4,335,628.25 120.05 11521223.38
32120000 | TRAIMING SESSION FEE 111,774.68 123,328.52 -5, 410.00 -212.438.81 0.00 0.00 -100.00 17151.38
32247000 AW COMP ADM FEE 271,664.91 382,624.00 0.00 0.00 0.00 0.00 0,00 G54288.81
32270000 DIRM TELECOMM PROCJ 151,837.01 15,882 58 0.00 0.00 0.00 0.00 0.00 167220.40
32340000 DEFR RES OGS 3,584,230 30 285,541 42 0.00 0.00 0.00 06,025 .58 000 3085707 3T
326850000 DEFR RES STATE PARK 25,090 55 0.00 0.00 0.o0 0.00 -85,900.55 0.00 0.00



BTCB ltems in Other Transactions SGEIS

@ Cash Entries to the 18 range GL accounts that do
not hit the 506 Commitment Items

@ Petty Cash Close out and Establishment

@ Change in Other Liability Balances

@ GL Range Beginning in 511 (Medicaid Payments)
@ Inventory cash changes

@ Differences between FM and Fl expenses

— Billings for reimbursements of expenditures. When
billed, FI expenses are reduced and the AR account is
debited. Since the change in AR and FM expenses
are used in combination there is a difference
amounting to the billing.

11
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SEIS

@Provide Employees a Monthly Leave
Statement beginning July 11, 2011
e Accurate
e Accessible
e Understandable
e Usable

13



SEIS

@ Created and tested draft Leave Statement
@ Piloted Statement with HR Director roles
@ Conducted survey

@ Analyzed feedback

@ Implemented changes

@ ldentified future enhancements

14
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@ Overall Positive Results — 28 out of 29 agencies
responded positively to meeting employee and

staff needs

30
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Meets Employee Needs Meets TA Needs

mYes
m No
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R8CR SURVEY RESULTS SGEIS

@ Limit information in Personal/Organizational Date
Field

@ Highlight Personnel Number and Name

@ Simplify disclaimer language

@ Provide listing of Leave Used with details and
comments

@ Convert Leave Hours to Days

@ Include additional leave types — I.e., Leave Pool,
Advanced Sick Leave, Leave Pool Donations,
Workers’ Comp

16



ReCR OVERVIEW OF CHANGES SGEIS

@ Removed from Personal/Organizational Data:
e Cost Center
« Employee Group
 Employee Subgroup
 Personnel Subarea
 Work Schedule Rule
 Time Management Status
@ Added to Personal/Organizational Data:
 Average Weekly Working Hours
e Bold Personnel Number
 Bold Name
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B¥ER Sample Leave Statement SGEIS

Leave Statement
10/01/2010 to 10/31/2010

Personal / Organizational Data

Personnel Number 10001355 Name Lakesha Cecelia Allison
Position CORRECTIOMAL OFFICER | Org. Unit MEC LIEUTEMANT_2
Personngl Area M120-SC DEPT JUVENILE JUSTICE Annual Leave Acerual Date 050211697

Avg. Weeskly Working Hrs 4000

Monthly and YTD Absence Hours

Absence Type Monthly YTD. | Absence Type Monthly ¥TD. | Absence Type Maonthly YTOu
Hrs. Hrs. Hrs. Hrs. Hrs. Hrs.
Annual Leave 0.00 161,38 Personal Sick Leave .00 146.00 Family Sick Leave 0.00 0.00
Adoption Leave 0.0 0.00 Comp. Time 0.00 0.00 Holiday Comp Time 0.00 8.00
Administrative Leave 0.00 0.00 Amer. Red Cross .00 0.00 Blood Drive 0.00 0.00
Bone Marrow Donor 0.00 0.00 Court Leave 0.00 0.00 Death Immd Family 0.00 0.00
Hazard Weather 0.00 0.00 Military Leave* 0.00 0.00 Organ Donor Leawve 0.00 0.00
Voting Leave 0.00 0.00 Leave wio Pay 0.00 108.00 Voluntary Furlough 0.00 0.00
Mandatory Furlough 0.00 0.00
Absence Quotas
Paid, Forfeited, Monthly
Monthiy Monthiy Monthiy Donated, Adjustments Ending
Beqginning Accrual Deduction & Transferad +-) Balance ¥TD Hours
Description Balance (*) ) =) Used
Annual Leave 27.10 13.33 0.00 0.0 0.00 40.44 161.38
Sick Leave™ 20.63 10.00 0.00 0.00 0.00 3063 146.00
Holiday Comp. 0.00 0.00 0.00 0.00 0.00 0.00 8.00




gécg FUTURE ENHANCEMENTS SGEIS

@ Leave Hours converted to Days
@ Custom Leave Use Report/Statement

@ FMLA usage to date appearing each month if used
In calendar year

@ Leave pools and advanced sick leave

19



R&CR LEAVE STATEMENT INECC  SGEIS

@ All employees with the Time Display Role will have
access to the leave statement in ECC

 Time Administrators
 Time Approvers

e |Leave Administrators

« FMLA Event Maintainers
« HR Directors

20



gscR LEAVE STATEMENT INECC  seEls

@ Training available through Mini Guide:
Z/HR _LEAVE STMT (Leave Statement in ECC)

* Tips for assisting employees in understanding disclaimers

e |Information about the leave statement and FMLA, Annual
and Sick Leave Pool, Workers’ Comp Option 3, Advanced
Sick Leave

* Includes how to create a variant

@ SCEIS is also developing a QRC on how to print
by organizational unit for agencies that may need
that abllity

21



LEAVE STATEMENT IN

BYEB Ess/Mss Y

@ ESS/MSS users will access leave statements In
MySCEmployee

@ Training available through:

e User Guide: Viewing a Leave Statement in Manager Self
Service(MSS)

 User Guide: Viewing a Leave Statement in Employee
Self Service(ESS)

* Note additional training will be available after the
Implementation of the Leave Statement. Information
regarding this training will be announced at a later date.

22



ReCR COMMUNICATIONS PLAN SGEIS

@ Overview Announcements

 Emall message to AST Leads, HR Directors,
Finance Directors

e OHR Podcast

 OHR blog

e Article in SCEIS Live Notes

e Article in DSIT Customer Newsletter

23



ReCR COMMUNICATIONS PLAN SGEIS

@ Agency tools for ESS users

One page graphic of Leave Statement “map” and legend

One page quick reference card on accessing Leave
Statements

Article for agencies to use in newsletters
Short version article for agency intranet
Announcement flyer

All of the above will be posted on the MySCEmployee
tools page at sceis.sc.gov

Note: These items will also be emailed to AST Leads, HR Directors and Finance Directors



ReCR COMMUNICATIONS PLAN SGEIS

@ Agency tools for MSS users

e |nstructional Mini Guide

e uPerform documentation

 All of the above will be posted on the HR/Payroll Tools
and Publications page at sceis.sc.gov

Note: These items will be also emailed to AST Leads, HR Directors and Finance Directors

25
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