[image: image9.jpg]GTATE INFORMATION
TECHNOLOGY

SC BUDGET AND CONTROL BOARD





[image: image10.jpg]prise Information System





[image: image1.png]South Carolina Enterprise Information System




Human Resources & Payroll Project
Agency Cutover Activities Checklist & Guide
November 12, 2009
[image: image2.jpg]GTATE INFORMATION
TECHNOLOGY

SC BUDGET AND CONTROL BOARD





Getting Ready for SCEIS HR/Payroll Cutover
As the SCEIS HR/Payroll Project Team prepares your agency to go live on December 2, 2009, we will once again need your assistance to ensure that the data that is going into the new system is accurate and up-to-date. Many of the activities in this guide should be familiar to you, as we have requested this information before as part of our data conversion efforts. 
Your Agency Support Team is aware of these requests and understands that you may require additional resources and assistance to complete them. In addition, you may contact your Agency Advocate on the SCEIS Project Team if you have questions or require additional assistance. We appreciate your time and efforts to improve the accuracy of your agency’s data in the new system and we are excited, as we hope you are, to transition your agency into the SCEIS HR/Payroll system in December.
Agency Activities Calendar for HR/Payroll Wave One Cutover Activities
	November 2009 

	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 

	2 
	3 
	4 
	5 
	6 

	9

	10 
	11 
	12 
	13 
DUE: All validated Organizational Charts to SCEIS Team; make any required changes in HRIS.

	16
Activities to complete before 6:00 p.m.:
· Assign all employees to Work Schedule Rule and Work Periods/Week in HRIS.
· Process outstanding pay actions w/effective date before 11/17.
· Resolve positions awaiting salary actions “08 status.”
· Complete EPMS reviews according to instructions.
· Delete dormant employees from legacy system.
	17 
	18
DUE: All Non-HRIS Agencies’ Data Cleanup Spreadsheets 
	19 
	20
DUE: All completed data collection spreadsheets or notifications for those spreadsheets that are not applicable to your agency. 

	23 
	24 
	25 
	26 
	27 

	30 
eLeave web interface and mainframe freeze begins.
	
	
	
	


Agency Activities Calendar for HR/Payroll Wave One Cutover Activities
	December 2009 

	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 

	
	1 
	2

HR/Payroll System Go-Live
Ready Room Activities Begin 
	3 
	4 

	7 
	8 
	9 
	10 
	11 

	14
	15 
	16

For December 16th Payroll (from CG Payroll): Pay all outstanding amounts due to employees whose last day of work was December 1st 
	17 
	18 

	21 
	22 
	23 
	24 
	25 

	28 
	29 
	30 
	31 
	January 1, 2010
First SCEIS-generated payroll run
Travel Management functionality live for agency use 


Agency Activity Checklist for HR/Payroll Wave One Cutover



Cutover Data Collection Activities

· Review and validate your agency’s Organizational Chart from the SCEIS Nakisa Org Chart tool. The project team will send this chart to you in the coming weeks. Any corrections that need to be made to your agency’s organizational chart should be made directly in HRIS and must be completed by Friday, November 13th.

· All employees must be assigned a Work Schedule Rule and a Work Week/Work Period for FLSA purposes in the system. This should be entered into HRIS following the instructions in the attached document. A report will be generated from HRIS to indicate which employees in your agency have not been assigned to a Work Schedule and Work Week. This information must be entered into HRIS before the November 16th freeze date. Please see the Time Management section of the guide entitled Work Schedules for specific instructions.

· If your agency does not use HRIS, you will be required to validate the position information you sent us via spreadsheet earlier in the year. You will need to add any new data that results from actions up to and including November 16th. We will return the spreadsheet you sent to us earlier in the year. Please make all changes and return to the SCEIS Team by close of business (COB) November 18th. 
· The following spreadsheets must also be completed with data valid through November 16th. Please note, some of these spreadsheets may not apply to your agency. If that is the case, please send us an e-mail to that effect, noting which items are not applicable. Further, there are several spreadsheets that are agency-specific, so please disregard these activities unless they apply directly to your agency. These items are due to the SCEIS team by Friday, November 20th. Please return these spreadsheets to the project team per the instructions provided in the accompanying cover letter. Instructions for completion are included within each spreadsheet. 

· C05 Administrative Law Court Cleanup Final

· E21 Prosecution Coordination Commission Cleanup Final

· IT0014 Recurring Payments and IT0185 Conversion Spreadsheet Final

· IT0672 FMLA Balances Wave One Final

· IT0795 CPM/APM Data Conversion Final - UPDATE: This will now be provided by OHR; agencies will not need to complete this template.
· IT1008/IT1013 for Temp Grant and Time Limited Leave Eligibility and Hourly Paid Final

· IT1013 Special Schools Spreadsheet Final

· IT2010 Academic Yr Final

· IT2012 Time Transfer Spec Final

· IT2013 Quota Balances Final

· IT9005 Premium Rates Conversion Final

· Leave Pool Balances Final

· PA_OM Agency Data Spreadsheet Inmate Final

· PA_OM Agency Data Spreadsheet Patients Final

· PA_OM Agency Data Spreadsheet Students Final

· PA_OM Data for Board Members Only for Travel Expenses Final

· R20 IT1008/IT1013 DOI Examiners Final

· SU01 CVR Charge Objects Final

· X22 IT0002 Data Date of Birth Final

· Once the project team loads all of the converted data into the system, we will be in contact with you with instructions for how to validate your agency’s data.

· Access to HRIS will be shut down at 6:00 p.m. on November 16th. Any actions with an effective date on or before November 16th must be entered before the system is closed. 
· Do not key actions with an effective date of November 17th – December 1st until you are notified that the HRIS system has been reopened. Payroll will not run for those dates in SCEIS for those actions. They will be paid out of the legacy Payroll system. 
· On-line entry to the permanent personnel master file and transaction processing in HRIS will resume as soon as the extract has been taken.  

· The SCEIS project team will notify Wave One agencies as soon as data entry may resume in HRIS. 

· Please do not key actions with an effective date of December 2nd or later into HRIS. You will key those into SCEIS after go-live.
· All outstanding pay actions with an effective date prior to November 17th should be processed in HRIS no later than COB November 16th. If this information is not keyed prior to the freeze period, agencies will be required to update this information in both HRIS and SCEIS.
· Transactions that must be completed during the November 17th – December 1st freeze period may be entered into HRIS after it is reopened. 
· We will alert you when the HRIS system is reopened after a successful extract has been performed. 
· Even though HRIS will be reopened before the SCEIS system goes live, you will be required to enter information for that period in HRIS, legacy payroll, and SCEIS upon go-live. This will mean some dual entry in order to ensure consistency across systems for that period. 
· Please do not key actions with an effective date of December 2nd or later into HRIS. You will key those into SCEIS after go-live.
· Please remember that even though you may key this information into HRIS once it reopens, you will not have access to update in SCEIS until December 2nd.
· If you have positions that have undergone a State Title Change and are awaiting salary actions “08 status,” you will need to resolve this status no later than November 16th. If this information is not keyed prior to the freeze period, agencies will be required to update this information in both HRIS and SCEIS.

· By EPMS policy, employees receive a “Meets by Default” rating on their review date if no other rating has been given.  It has been standard practice to allow agencies up to 30 days after an employee’s review date to process a rating before a “Meets by Default” rating is applied to the employee’s record. If this information is not keyed prior to the freeze period, agencies will be required to update this information in both HRIS and SCEIS post-go-live. 

· All employees in all position types (including temporaries) must be entered into HRIS so they can be converted into SCEIS. If these employees are not entered in the system, they will not be paid in SCEIS.

· Make sure you have identified all individuals that will require access to Charge Objects on timesheets.

· Old/dormant employee records should be deleted from the CG payroll system prior to your go-live date.

· All costing data on employees based on the current funding in the legacy payroll system will be converted. The “Multipurpose Code” field on all records in the legacy system will be used prior to go-live to facilitate the translation of STARS data into SCEIS data and ensure the correct level of SCEIS financial postings. Any issues with this field must be addressed prior to conversion. 

· Validate that all retirement deductions on the payroll match the enrollment data submitted to the Retirement System. In addition, make certain that anyone in the unelected status whose 30 day election period ends on December 1 has made an election. If ORP is the election, a vendor must be specified.

· If you have not already done so, you will need to validate, as indicated in the data cleansing toolkit, that the following fields are accurate on all types of positions:  FLSA, Insurance indicator, part-time/full time indicator, and leave indicator – these fields drive employee group and subgroup which drive rules for time management and payroll.

· For any employee whose last day of work is December 1, 2009, be prepared to pay all outstanding amounts due on the December 16 payroll check from the legacy system. Special attention will be necessary to the timeliness of time sheets and leave records at this time.

· All deductions related to EIP and FBMC will be loaded from files received from these two entities. The data will reflect the results of open enrollment. There will not be a conversion of the amounts from the CG payroll for these.  You will need to validate these items in the ready room once loaded.

· All Deferred Compensation deductions (457, 401K, 401 Roth) will be converted from the deduction amounts on the CG payroll dated December 16. Any changes that may be needed for these amounts for the January 1st and all subsequent payrolls must be first sent to the vendor because all input will be received directly from them.

· Agencies will need to keep records of leave requests effective November 17th or later so that they may be entered into the SCEIS system post-go-live.

· For agencies using the eLeave system, please be certain that all leave activity is keyed through COB November 30th. We will be taking the extract from the eLeave system at that time. Any activities that need to be processed for December 1st will need to be addressed in both systems.
· Employees will no longer be able to request leave via the eLeave System (web interface) as of COB November 30th.  The leave mainframe will be locked for use as of the COB November 30th in order for the SCEIS team to take an extract of leave balances for loading into the SCEIS System.  Agencies should process their November leave accruals in the HRIS leave system prior to the November 30th freeze. The leave mainframe will be reopened on December 2nd for agencies to key leave items for December 1st only.  Adjustments will be made in the ready room in the SCEIS system for December 1st activities that have not yet been entered. 

· No requests for leave effective 12/2 or after should be processed in the HRIS leave system.  Requests made by employees using the eLeave web interface for December 2nd or after will not be converted into SCEIS. Agencies will need to make arrangements to have future dated leave requests entered into SCEIS upon go-live.
· The ESS Travel functionality will be ‘live’ on January 1, 2010, and is to be used only for travel occurring on or after January 1, 2010.  Reimbursement for all travel occurring December 31, 2009 or prior is to be processed using the travel reimbursement process currently being utilized. Any written approvals of travel to occur on or after January 1st, 2010, (obtained prior to that date) should be imaged as supporting documentation to the Trip occurring January 1st or after and entered into ESS Travel.



Technical Readiness Activities

· Review the SCEIS Organization Technical Infrastructure Readiness Guide on the SCEIS website at http://sceis.sc.gov/files/Organization_Technical_Infrastructure_Readiness.pdf. 

· This document contains the necessary information for making sure SCEIS core system users have the necessary technical settings to ensure proper access to the system at go-live.



General Agency Readiness Activities

· Ensure data cleansing activities have been completed as prescribed in the instructions below.
· Validate assignment of roles in the system and alert SCEIS team of any changes as necessary.
· Complete HR/Payroll training courses as prescribed by your Individual Transition Plan (ITP).
· Familiarize employees with self-service functionality by ensuring they take the SCEIS Employee Self-Service and Manager Self-Service (if applicable) courses.
· Communicate to employees where to go to get help with MySCEmployee and questions related to viewing and updating personal information.
Instructions for Required Activities

Please note, these instructions correspond directly to the instructions you received for data cleansing in the spring. As always, please don’t hesitate to contact the SCEIS team if you have questions.



Organizational Management
Data Cleansing
Organizational Unit
Activity 1 - Identification of Divisions/Departments/Regions and Codes 

In SAP, each true manager/supervisor should have an organizational unit.  Each agency should identify the divisions, departments, sections, regions, etc. that make up the agency structure.  For each of these organizational units, identify a code that uniquely identifies that particular organizational unit.  In some cases, agencies use a budget code or cost center to represent the division/department code.  If your agency does not already have some unique identifier for division/department codes, just create a code for each division/department.  
You will receive an agency-specific organizational chart produced from Nakisa, the SCEIS organizational charting tool. Please use this chart to check the information below for your agency and alert the SCEIS Team of any changes or inaccuracies.
ACTION:  Identify a seven-character code for each organizational unit.  Each true manager/supervisory position within your agency should have an organizational unit in SAP. 

NOTES:  

· A true manager/supervisory position should have other positions that report to it and the position typically would approve hours worked, leave, complete performance appraisals, etc.
· The department code should not be greater than seven characters.  This can be an abbreviation of the name of the org. unit or number that is unique to the org. unit.
· Ensure the correct Cost Center is assigned to each of your positions if you are assigning Cost Centers to your organizational units in the Department Field in HRIS.

· In addition, you need to ensure that each manager/supervisor has an organizational unit assigned to his/her position.  
· Finally, if you would like to change the department field to correspond to an object in SAP such as cost center, this would be the time to make these changes in HRIS if you have not already done so.
Activity 2 – Update the agency contact information and address information.  This information will be taken from the fields stored on the table side of HRIS (Menu Path = Table, Table Maintenance, TAMC).  NOTE:  In the “position no. field,” please enter the type of position as the first character (P = permanent, T= temporary, G= temp-grant, L=time-limited).  Then enter the full nine-digit position number.  The position no. field on the TAMC screen should have a total of ten characters. 
ACTION:  

i. Agency Director = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).  Example: P0001234567 or T0000012345


ii. Benefits Administrator = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).




iii. Personnel Director = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).




iv. Affirmative Action Officer = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).


v. Agency address = Enter main agency address


vi. Agy mailing address = Enter agency’s main mailing address




vii. Courier Address = Enter agency’s main courier address



viii. CG/Payroll contact = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).
ix. Chief Financial Officer = Enter the name of employee in this position and enter the type of position and the position number of that employee in the “Position No” field (total of ten characters).
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POSITIONS

Activity 1 - Department Field in HRIS, Supervisor Indicator, Supervisor Position Number, and DEPT DESCR.
Each position (permanent, temporary, temporary-grant, and time-limited) should have a department field assigned to the position in HRIS.  The department field represents the department/division/region that the position resides.  Department Field can be up to 7 characters in HRIS.  Below is a screen shot of where to add or change the department field in HRIS.

In Manager Self-Service (MSS), supervisors and managers will have responsibility for initiating and approving various actions such as approving working time, leave, etc., for their employees.  In addition, managers will have the ability in MSS to view information regarding employees whom they supervise.  In order to route these approvals properly, positions that have supervisory responsibility for other positions have to be identified in SAP.  For the workflow to function properly each true manager/supervisor should have an organizational unit.

ACTION:  

· In HRIS, enter the corresponding department field for each position within your agency.

· For all true managers/supervisors, place a “Y” in the supervisor indicator field.

· For each position, enter supervisor’s position #

· For each manager/supervisor position, enter the name of the organizational unit in the “DEPT DESCR” field.
NOTES:  

· Please check to make sure the correct department field is assigned to each of your positions.  
· In addition, you need to ensure that each manager/supervisor has an organizational unit assigned to his/her position.  
· Finally, if you would like to change the department field to correspond to an object in SAP such as cost center, this would be the time to make these changes in HRIS.
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Activity 2 – Verify accuracy of data in HRIS

ACTION:   Verify accuracy of the following fields in HRIS.  This information will be imported into SAP.

· Position Type (Perm, Temp, Temp Grant and Time Limited)

· Position Number

· Class Title

· FLSA Code

· Full-time/Part-time Indicator

· Central Office Indicator

· County Code for position

· Drive State Vehicle – does position require an employee to drive a state vehicle?
· Worker’s Comp Code (hazard code)

· Exempt from Grievance Act

· Shift differential

· Power to arrest

· Leave indicator

· Benefits indicator

Activity 3 – SHAC Information

ACTION:  Verify that the following information is accurate for each position in HRIS (PF8 menu):
· FedCat

· Census code 

· Work unit

· Cost center      

· Jobgrp  

· Department                 

Activity 4 – Managing Positions

ACTION:  

· Make sure all temporary, temporary grant, and time-limited positions are entered and maintained in HRIS.  

· Make sure all vacant temporary-grant and time-limited positions that will no longer be used are deleted from HRIS.

Note – Position Descriptions
Position descriptions will be maintained electronically in SAP. Existing position descriptions will not be converted into SCEIS.
Activity 5 – Maintaining FTE balances

ACTION:  Try to keep FTEs balanced by source of funds because of the impact on payroll and finance.

HRIS Data Conversion

Agencies should be aware that the following HRIS fields have been identified for conversion to SAP.
	HRIS FIELD               

	Dept. Description (Dept. Descr.)

	Department field

	Supervisor Indicator

	Supervisor Position Number

	Position Type

	Position Number

	Class Code

	Class Title

	FLSA Code

	Full-time/Part-time Indicator

	Central Office Indicator

	County Code for position

	Drive State Vehicle

	Worker’s Comp Code (hazard code)

	Exempt from Grievance Act

	Shift differential Indicator

	Power to arrest

	FedCat

	Census code 

	Work unit

	Cost center      

	Jobgrp

	Department  

	Agency contact information and addresses

	Benefits Indicator

	Leave Indicator

	% State FTE

	% Federal FTE

	% Other FTE

	Total FTE

	Hazard Codes


Agency Data Entry

Agencies should be aware that the following data information could not be converted and may require (since all of the fields are not mandatory) agency manual entry or possibly spreadsheet loads.
	AGENCY DATA ENTRY

	Blood Borne Pathogen – at agency discretion

	Position subject to drug testing – at agency discretion

	Essential positions – those positions that are expected to report to work during emergencies or hazardous weather – at agency discretion 

	Budgeted Dollar Amount for a position – at agency discretion


Personnel Administration
Data Cleansing

Activity 1 – HRIS Data Conversion

Agencies should be aware that the following HRIS fields have been identified for conversion to SCEIS.

	HRIS FIELD               
	HRIS FIELD               

	ADDITIONAL BENEFITS
	EXEM GRIEV (Employee’s Grievance Status)

	AGENCY HIRE DATE     
	HOME COUNTY

	CLASS DATE
	HOME_PHONE (If used by agency)

	CONTINUOUS STATE SERVICE DATE
	HOURLY PAY

	DATE OF BIRTH
	LAST EPMS RATING

	DEGREE TYPE (If used by agency)
	LEAVE DATE

	DEGREE_INSTITUTION  (If used by agency)
	LEVEL DATE (If used by agency)

	DEGREE YEAR (If used by agency)
	LONGEVITY PAY

	EDUCATION LEVEL  (If used by agency)  
	MARITAL STATUS

	EMAIL ADDRESS (If used by agency)
	NEXT_REVIEW DATE

	EMERGENCY CITY (If used by agency)
	PAYRATE

	EMERGENCY NAME (If used by agency)
	PHONE (Work Phone #) (If used by agency)

	EMERGENCY PHONE (If used by agency)
	RACE                    

	EMERGENCY RELATIONSHIP (If used by agency)
	SEX

	EMERGENCY STATE (If used by agency)
	STATE HIRE DATE

	EMERGENCY STREET (If used by agency)
	SUPPLEMENTAL PAY

	EMERGENCY ZIP CODE (If used by agency)
	VETERAN STATUS (If used by agency)

	EMPLOYEE_NO (If used by agency)
	


Activity 2 – HRIS Miscellaneous Fields

Each agency should review usage of HRIS miscellaneous fields and any internal HR systems since not all data may have been accommodated in the system.  See below as a reference guide to HRIS miscellaneous items identified based on agency questionnaire responses.
	HRIS Miscellaneous Field Data Based on Agency Questionnaire Responses
	Available in SAP

	Agency Location Codes
	Yes

	Additional Pay
	Yes

	Badge Numbers
	Yes

	Band and Level Code
	Yes

	Budget Code
	Possibly

	Call Numbers
	Yes

	CATT System (Primary system/HRIS secondary system and key into both) double entry  
	No double entry of basic employee data such as Name, SSN, address, etc.

	Central Office Location
	Yes

	Drivers Vehicle Access
	Yes

	Dual Employment
	Yes

	EEO Data
	Yes

	EEOC Code Levels (ex:E2A)
	Yes

	Earned Income Credit
	Yes

	Federal Exemptions
	Yes

	Fire Academy Temporary Employees
	Yes

	Gas Card
	Yes

	Internal Career Path Levels
	Yes  

	Internal Position Number
	Yes

	Internal Position Titles
	Yes

	Internal Titles
	Yes

	Level
	Yes

	Location Codes
	No

	Military Leave
	Yes

	Money Plus
	No, EIP will be the system of record with this information.

	New Band/Level 
	Possibly

	Old Grade 
	No

	Old Title (capture merit system title) 
	Yes.  Internal Titles may be stored by the agency.

	Outside Employment
	No

	Pay/Transfer Leave
	Yes

	PD Dates
	Yes

	Program areas listed: “county director,” particular programs, i.e. CPS, Foster Care, FI
	Possibly part of cost center information.  

	Retirement (type)
	Yes

	State Exemptions
	Yes

	Temporary Pay Status
	Yes

	Training - (Vendor/Provider, Title of training, Staff Member receiving training, Date of Training, Times of Training, # of hours/days trained, and which budget the training came out of or if it was free of charge). 
	No.  The training module is not being implemented.

	United States Citizen
	Yes

	WC SIC (Workers’ Comp Standard Industrial Class)
	Yes (Current Workers’ Comp Codes as stored in HRIS.) 

	TERI Begin and End Dates
	Yes


Activity 3 – Temporary Employees

Temporary employees must be entered in the system before your agency goes live. If your temporary employees are not converted into SCEIS, they will not be paid. 

Agencies should also ensure that temporary hourly employees are being separated timely as required.
Activity 4 – Discontinued HRIS Data Fields

Each agency should review the “trainee” and “merit system” fields in HRIS to determine if data in these fields is used for any agency HR administration functions and consider the impact since this data will not be converted to the new system.

Activity 5 – Retirement Data in HRIS

Each agency should review retirement data stored in the available HRIS fields on positions and any HR administration implications of not having the information on the position.  Retirement information will be maintained in Payroll on the employee going forward. 

Time Management

Data Cleansing

Work Schedules
Activity 1 - Identification of Work Schedules /Planned Working Times
Each agency must identify and provide Planned Working Times for all of its employees.  This activity will enable the system to provide a drop-down listing of applicable work schedules for each agency. Also, this information will be used to establish an employee’s basic work schedule, FMLA eligibility, leave accruals, compensatory/overtime determination, etc.  This information is essential in proper payroll processing.  An HRIS report will be provided to your agency prior to Cutover to indicate which employees still have not been assigned to a Planned Working Time.
Activity 2 – Employee Workweek

Each agency will need to provide the FLSA Workweek for each of its employees.  This activity will enable the system to calculate compensatory time/overtime properly, if applicable. This information is essential in proper payroll processing.  An HRIS report will be provided to your agency prior to Cutover to indicate which employees still have not been assigned to a specific FLSA Workweek.
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Activity 3 – Academic Schedules

Each agency with employees whose Planned Working Times are based upon an Academic Calendar (i.e., teachers in the Special Schools) will need to provide the appropriate Academic Calendar(s) each year to the SCEIS team. This activity will ensure that academic employees’ pay and leave accruals, etc., will be handled appropriately by the system.  In addition, information as to holiday observance, number of scheduled workdays, and days in the calendar that are non-workdays will need to be included. 
Leave Records

Activity 1 – Leave Accruals and Usage 

Each agency will need to provide the leave records for each employee (including balances and usage) for the calendar year. Also, each agency will need to provide information on any employees who are exceptions under the State HR Regulations as they relate to maximum quota carryover. 
If your agency utilizes State’s e-Leave system for leave administration, your employees’ leave balances and leave usage can be converted directly by the SCEIS team for that system.  If you are not on eLeave, we need you to provide that information on the appropriate time conversion spreadsheets.

You will also need to gather information on employees who are on an extended leave of absence, whether paid or unpaid, for the purpose of identifying leave usage for those leave types with specific limits in an effort to comply with State regulations. Agencies will be responsible for ensuring the data is accurate and up to date at time of conversion. 
Activity 2 – FMLA (Family Medical Leave Act)

Each agency will need to provide FMLA information for the calendar year in which you go live.  This activity will ensure that the records regarding an employee who is either on FMLA or who has had an FMLA qualifying event for the calendar year of go-live are maintained accurately.  This activity will enable usage of the FMLA Workbench in SCEIS after go-live.  Two data items will be required: FMLA Eligibility, and FMLA Balances. These items will be gathered in two different spreadsheets. Please see the appropriate spreadsheet for detailed instructions.

Specifically, each agency will be asked to provide the following information on one of the two templates:


1. Total number of hours worked in the preceding 12 months (from date of go-live) for each employee

2. SSN

3. FMLA Qualifying Event Reason

4. Begin Date of Event

5. End Date of Event

6. Available balance remaining in weeks

7. Is the FMLA Leave continuous or intermittent

8. YTD hours on FMLA leave
Activity 3 – Leave Transfer Pool

Each agency will need to provide information for the calendar year in which you go live regarding leave, sick leave and annual leave pool balances as follows:

1. Sick/Annual leave pool hours balance as of date to be provided

2. Sick/Annual leave pool dollar value as of date to be provided

Time Entry

Activity 1 – Charge Objects

If your agency has employees who are required to record time against specific funding objects, make sure you have identified those employees as needing access to Charge Objects on the electronic timesheet in the MySCEmployee portal’s Employee Self-Service functionality.

Payroll
Data Cleansing

Activity 1 - Ensure that all employees are loaded in both HRIS and payroll. In addition, make certain the Social Security numbers and primary addresses are the same in both systems. The SCEIS Team has been sending you updated Mismatch Reports to ensure this data is accurate. 
Activity 2 - Delete all old/dormant employee records prior to conversion. This could include temporary employees who have never been terminated on payroll, dual employment records that are no longer used, records for employee recognition that were used one time but are still active, previous clients, etc.

Activity 3 - All of the costing data on employees based on the current funding in the legacy payroll system will be converted. The “Multipurpose” field on all records in the legacy system will be used prior to go-live to facilitate the translation of STARS data into SCEIS data and ensure the correct financial postings. Any issues with this field must be addressed prior to conversion. 

Activity 4 - Validate that all retirement deductions on the payroll match the enrollment data submitted to the Retirement System. In addition, make certain that anyone in the unelected status whose 30-day election period ends on December 1 has made an election. If ORP is the election, a vendor must be specified.
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