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Top SCEIS Tickets: Finance 

Team Issue  Resolution 

Finance The user has an 
Interdepartmental Transfer 
(IDT) that was entered 
incorrectly, and it keeps 
regenerating itself even 
though the user has deleted 
the parked document. How 
can this be corrected? 

The billing agency must reverse the 
40XXX document number first. The 
39XXX document will automatically 
delete through the interface run that 
night. 
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Top SCEIS Tickets: Finance 

Team Issue  Resolution 

Finance A user tried to reverse 
document 5700440542 with 
the MR8M transaction, and 
received the following 
message: “Invoice Document 
5700440542 cannot be 
processed further.” How can 
this be fixed? 
 

The document cannot be reversed 
because the line item on the 
purchase order was locked.  
 
Purchasing will need to unlock the 
line item and then the user will be 
able to reverse the document. 
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Top SCEIS Service Desk 
Tickets 

Team Issue  Resolution 

Materials 
Management 
– Changing 
a PO 

I need to add a 
contract reference to a 
Purchase Order. 

If a Shopping Cart was created without a 
reference to a contract when a contract 
exists for the item, the following can be 
done to update the PO with the contract 
information: 
1. Copy(CTRL Y) OR Write down the 

Account Assignment Information. 
2. Enter the Contract Number and item 

Number in the outline agreement 
Column.   

3. Change the Account Assignment to 
Cost Center (K). 

4. Paste (CTRL V) OR Retype the Account 
Assignment Information. 
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Top SCEIS Service Desk 
Tickets 

Team Issue  Resolution 

Materials 
Management 
– Shopping 
Cart Check 
Status 

When I Check the 
Status of my 
Shopping Cart, it 
shows “Release 
Rejected” or “In 
Your Inbox” 

A Shopping Cart will workflow back to the 
Creator if an Approver Rejects or Changes the 
Value of the Shopping Cart and is shown as a 
status of “In Your Inbox”.  The Creator has 2 
options for reordering the Shopping Cart: 
 
1. Accept Changes-Should only be used if 

none of the items in the SC have been 
rejected and only the value of the cart has 
been changed.  This option will not cause 
workflow to be restarted. 

2. Change-Should be used when items of the 
cart have been rejected.  This option will 
cause workflow to restart.   

 
If a Creator chooses Accept Changes of a 

rejected cart, the cart will be deleted and the 
status will say “Release Rejected” 
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SCEIS Updates 

ZMRBR Update: 
– Implementation has been postponed to April 2. 

 
– Agencies will have the option to assign a workflow role 

that will allow agency approval after an invoice has been 
posted. 
 

– This optional process will be reviewed annually to 
determine whether it is having an adverse impact on 
agency, and statewide, accounting or financial reporting 
activities. 
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Upcoming Training Opportunities 

ZMRBR Training: 
– Training will be held during the weeks of March 12 & 19. 

 
– Agencies will be grouped into training sessions based on 

size to allow the instructors to target the unique needs of 
agencies that are sized similarly. 
 

– SCEIS will send training dates and details to Agency 
Training Coordinators, Finance and Procurement 
Directors via email. 
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Upcoming Training Opportunities 

Live Meeting & Conference Call on new RH039 
reports: 
– Tuesday, March 6 at 10:00 a.m.  
– Tuesday, March 6 at 2:00 p.m.  
– Thursday, March, 8 at 2:00 p.m.  

 
For registration link and details: 
– View the full story on the SCEIS Weekly Updates page, 

under February 21, 2012: 
• http://sceis.sc.gov/documents/Register_Now_for_Training_on_Ne

w_RH039_HR-PY_BW_Reports.pdf   
 

http://www.sceis.sc.gov/page.aspx?id=230�
http://sceis.sc.gov/documents/Register_Now_for_Training_on_New_RH039_HR-PY_BW_Reports.pdf�
http://sceis.sc.gov/documents/Register_Now_for_Training_on_New_RH039_HR-PY_BW_Reports.pdf�
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SCEIS CAB Elections  

Nominations 
HR/Payroll: 
– Mary Bannister 

• Assistant HR Director, Dept. of Health & Environmental Control 
– Robin Owens  

• Director of HRS-SCEIS Operations, Dept. of Mental Health 
 

Materials Management: 
– Stephen Pullie 

• Procurement Director, Dept. of Juvenile Justice 
 

(The SCEIS Team did not receive any nominations for Finance representatives.) 
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Top SCEIS Tickets: HR/Payroll 

Team Issue  Resolution 

HR/Payroll – 
ESS & MSS 

Employee or Manager 
receives a message that 
reads: “Personal earliest 
retroactive accounting not 
reached.”   
 
This message is triggered 
when an employee tries to 
enter a leave request or a 
manager tries to approve a 
leave request. 
 

This issue occurs when there is 
leave pending approval from 2011 or 
there is a leave request from 2011 
that is stuck in approved status and 
has never posted in the system. 
 
Corrections:   
1. Use transaction ZHRUAL to find 

leave from 2011.  
 

2. Submit help desk ticket for gate 
to be opened and leave either 
processed or deleted. 
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Top SCEIS Tickets: HR/Payroll 

Team Issue  Resolution 

HR/Payroll – 
ESS 

A user finds navigating the 
Record Working Time 
screen difficult as it is set up 
by default. Is it possible to 
adjust the view of the 
Record Working Time page 
so it is customized to the 
needs of a user? 

Yes, employees who use Time Entry 
in ESS can customize the Record 
Working Time page to make it more 
user friendly, based on their unique 
needs.  
 
Just follow the steps shown here: 
http://sceis.sc.gov/documents/How_to
_Personalize_Your_Record_Working
_Time_Screen_In_ESS.pdf.  

http://sceis.sc.gov/documents/How_to_Personalize_Your_Record_Working_Time_Screen_In_ESS.pdf�
http://sceis.sc.gov/documents/How_to_Personalize_Your_Record_Working_Time_Screen_In_ESS.pdf�
http://sceis.sc.gov/documents/How_to_Personalize_Your_Record_Working_Time_Screen_In_ESS.pdf�
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Sample Request: South Carolina 
Legislative Caucus 
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SCLBC Request 

 
In February the SCLBC sent a letter to selected agency 

heads requesting census data on their employees. 
 
There are 7 questions on the request.   
 
The SCEIS Reporting Team has available reports that will 

assist with 5 of the questions.   
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SCLBC Request 
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SCLBC Request 

1. Number of employees (FTE’s), State and Federal. 
2. Number of employees by gender and ethnicity employed by your 

agency. 
3. Number of employees who salary is above $50k by race and gender. 
4. Number of employees whose salary is less than $50k by race and 

gender. 
5. Does your agency have a Succession Plan? Please describe the key 

elements briefly. 
6. Did your agency have a RIF in FY2010, FY2011? If so, how many 

employees were affected by race and gender for each year. 
7. Number of managers and supervisors by department by race and 

gender depicting longevity and current salary. 
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Reports Available 

The reporting team has developed a workbook for agencies 
to extract census information on their employees.  The 
workbooks are located in both BEX and Business Objects. 
 
This week in the SCEIS Weekly Update email, a link was 

provided for detail instructions on how to refresh the report in 
BEX and Business Objects.   
– http://www.sceis.sc.gov/page.aspx?id=230  
 
The next several slides will show how to refresh the report 

and the finished report.  

http://www.sceis.sc.gov/page.aspx?id=230�
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Report for Question 1-  
BEX Report 

Question 1: Number of employees (FTE’s), State and Federal. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 1-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for Question 2-  
BEX Report 

Question 2 - Number of employees by gender and ethnicity employed 
by your agency. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 2-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for Question 3-  
BEX Report 

Question 3 - Number of employees who salary is above $50k by race 
and gender. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 3-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for Question 4-  
BEX Report 

Question 4 -  Number of employees whose salary is less than $50k by 
race and gender. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 4-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for Question 7a-  
BEX Report 

Question 7a - Number of managers and supervisors by department by 
race and gender depicting longevity and current salary. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 7a-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for Question 7b-  
BEX Report 

Question 7b - Number of managers and supervisors by department by 
race and gender depicting longevity and current salary. 
 
Below is the screen shot of how you will refresh the report.   
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Report for Question 7b-  
BEX Report 

Below is a screen shot of the results of the BEX report.* 

* The data provided has been scrambled. 
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Report for all Questions-  
Business Objects Report 

Business Objects will have one refresh screen and each tab will update 
and have the final report on the appropriate tab. 
 
Below is the screen shot of how you will refresh the report.   
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Report for all Questions-  
Business Objects Report 

Below is a screen shot of the results of the Business Objects report.* 

* The data provided has been scrambled. 
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Next SCEIS User Group Meeting 

 
 

Friday, March 23 
MTC Northeast Auditorium 


	User Group Meeting�Friday, February 24, 2012
	Internal Orders�John Taylor
	The Recovery Audit Process�Ron Conner, Norma Hall, CG’s Office
	Top SCEIS Tickets: FI & MM�SCEIS Team
	Top SCEIS Tickets: Finance
	Top SCEIS Tickets: Finance
	Top SCEIS Service Desk Tickets
	Top SCEIS Service Desk Tickets
	Break
	SCEIS Updates�Cassandra Alston
	SCEIS Updates
	Upcoming Training Opportunities�Lorraine Caprio
	Upcoming Training Opportunities
	Upcoming Training Opportunities
	SCEIS Change Advisory Board Elections�John Taylor
	SCEIS CAB Elections 
	Seeking Presenters: SCEIS Best Practices �John Taylor
	Break
	Top SCEIS Tickets: HR & Payroll�SCEIS Team
	Top SCEIS Tickets: HR/Payroll
	Top SCEIS Tickets: HR/Payroll
	SCEIS Census Reports for Legislative Requests �Paige Stephens & Lane Small
	Sample Request: South Carolina Legislative Caucus
	SCLBC Request
	SCLBC Request
	SCLBC Request
	Reports Available
	Report for Question 1- �BEX Report
	Report for Question 1- �BEX Report
	Report for Question 2- �BEX Report
	Report for Question 2- �BEX Report
	Report for Question 3- �BEX Report
	Report for Question 3- �BEX Report
	Report for Question 4- �BEX Report
	Report for Question 4- �BEX Report
	Report for Question 7a- �BEX Report
	Report for Question 7a- �BEX Report
	Report for Question 7b- �BEX Report
	Report for Question 7b- �BEX Report
	Report for all Questions- �Business Objects Report
	Report for all Questions- �Business Objects Report
	Next SCEIS User Group Meeting

