
SCEIS LESSONS LEARNED IN FY2011
Leave

The Leave Statement in ESS is for the previous month.  The leave taken has to have been approved for it to appear on the Leave Statement.

Leave that has been submitted and approved can be deleted by the Time Administrator.

Leave that has been submitted but not approved can be deleted by the employee.

If the supervisory position is vacant, the leave request will go up the organizational structure to the next manager.  Employees can put in another manager’s name in the ‘approver’ field, but that manager must be in their chain of command.

CAT2 – used by Time Administrators to enter/correct approved leave or attendance. 

CAT3 and CATS_DA – used by Time Administrators to view previously entered time.

CATS_APPR_LITE – used by Time Administrators to approve time not approved by the manager.

ZHRUAL – used by Time Administrators to view unapproved leave requests.

ZHR_Mass_Appr – used by Time Administrators to approve leave not approved by the manager.

Missing Time Notifications

Time Administrators can run ZHRMTR to get missing time for employees.

When attempting to identify missing time, use CAT2, and click on the ‘target hours button’ (clock icon).  Check to see if hours entered match up with target hours.
Check all holidays during the pay period for missing time/leave.

Sometimes an employee will get a Missing Time message from Payroll, but the time has just been approved by the manager.  This is a timing issue and the Missing Time message may have been generated prior to the time being approved.
Charge Objects
When grant funds roll from one year to the next, make sure that the employees know the new charge object for the new grant period.  When employees charge time to a closed grant, it causes a lot of work in BFM to get this fixed.  Payroll will still go through, so the money spent on Payroll has to then be moved by a journal entry from the old grant to the new grant.  Employees using the correct charge objects prevent this from occurring.
Holiday Comp Time

Make sure all employees are cautioned about entering time on holidays.  

Make sure all managers are cautioned about approving time on holidays.

Non-exempt employees will be paid for the holiday comp time after 90 days.  Exempt employees will lose the holiday comp time after 90 days.

Non-exempt employees should make every effort to use the holiday comp time within 90 days of accrual.

Personnel Services can extend the 90 day deadline by another 90 days one time only.  Personnel Services needs notification of the extension 30 days prior to the deadline.

Time Administrators can monitor employee holiday comp time by running PT_QTA10 for quota type 12 (holiday comp).
LWOP

A LWOP action in PAIS is still required after 10 days.

Be sure all the LWOP time is entered in SCEIS by the employee, supervisor or Time Administrator.
If the LWOP reason is FMLA, then be sure both SCEIS and PAIS have FMLA as the reason.  They must match.

Be careful when keying annual leave under FMLA in SCEIS.  We have found that SCEIS will let the employee go over the 30 day annual leave maximum when the annual leave is keyed under FMLA.

Work Schedule Rules

Work Schedule Rules can only be changed using an effective date of the 2nd or the 17th.
If a work schedule substitution is needed, it is recommended that it be done daily, not on a weekly basis.
Manager Self Service (MSS)

When approving Time or Leave from within MSS, do not use the Universal Worklist link.  Click on My Team.  Then use the Approve Time Sheet Data or Approve Leave Requests links.
MSS Substitutions
Managers can identify a substitute to make temporary approvals in their absence.  Substitutions apply to time and leave requests.  See instructions at: http://dhecnet/sceis/ , under Manager Self Service (MSS).
Organizational Structure Changes

All supervisors must have their own organizational unit within SCEIS.  These organizational units have to be requested and approved by OHR and SCEIS, through Help Desk tickets.  Once the new supervisor has an organizational unit, we also have to designate the supervisor with a ‘chief’ hat within SCEIS.  Setting up new supervisors and moving supervisors from one organizational unit to another can take some time to process.
When submitting a PAIS action for an employee that will be a new supervisor, please make a note on the PAIS actions.  We cannot tell if this is a new supervisor.

If an employee was a supervisor, but is no longer going to supervise, please let OPS know.  We may have to delimit the organizational unit they were over and we have to remove their ‘chief’ hat.

If a supervisor leaves their position, do not move another employee to that section ‘temporarily’.  We cannot make temporary assignments or moves within SCEIS.  If the position is going to be filled, it is best to leave it vacant.  Employee leave/time can be managed by a substitute or the next manager up the chain of command.
PAIS issues

OPS now has a longer time frame to get actions from PAIS to SCEIS.  For example, you may key a new hire for 9/2, but it doesn’t need to be entered to SCEIS until 9/21.  The new employee may have to wait for their user id/password and time entry capability until they are set up in SCEIS.

Please enter work schedule on PAIS actions, especially new hires, promotions, reclassifications and increase/decrease hours actions.  If it’s not on the action, we will enter the employee in SCEIS with a regular 37.5 schedule.

SCEIS Payroll Schedule

When SCEIS begins processing a payroll cycle, it starts with two ‘blue days’ and ends with two ‘red days’.  The whole system is locked from approximately 11:00 am to 1:00 pm on the blue days, and all day on the red days.

If a sm_locked message is received, it is because payroll is processing during one of these time frames.  You do not need to call the Help Desk or OPS.    
Payroll Changes/Deductions
If an employee wants to make a change to their W-4, or add a deduction, etc.  They can go topaycheckcity.com and run a simulation as to how it will affect their net take home pay.
An employee cannot make any changes to Great West (deferred compensation) through the MySC Employee portal, must go through Great West.  If they have any questions in regard to their Great West deduction they should contact Great West.  All payroll can do is view what is being withheld at the current time, we cannot make any changes through the payroll portal.
Please note if making direct deposit changes: 

"Other Bank" changes are pay period driven. If the change is made June 4th, (pay   period of 6/2-6/16) it will not be reflected until at least the July 1st check. 
"Main Bank" changes are paycheck date driven.  If the change is made June 4th, it could be reflected on the June 16th check.  Keep in mind there is a 10 day turn around period.

Other changes the employee can make in the MySC Employee portal:

W4 changes are pay date driven.  Do not make changes on a payday; wait until the following day to make any changes.  Otherwise the system will retro back and refigure your taxes.  It will then take possibly two paychecks before you see the true reflection of the change you made.

Volunteer Deductions are pay period driven.  Example:  
W4 change 8/17 would be reflected on the 9/1 paycheck.  A volunteer deduction changed 8/25 would not be reflect till the 10/1 check.
Off-Cycle Payroll
The off-cycle payroll (emergency payroll) is always processed two days after payday.  Two conditions must be met before an employee can be paid on an off-cycle: 1) Payout must be a least $100.00 AND 2) their time must be keyed & approved in SCEIS.  If the employee is on a direct deposit the emergency check will also go direct deposit.

Procurement

At fiscal year end, make sure staff is properly trained on Funds Reservations (FR) and Purchase Orders (PO) final actions.  We should also address the issue of staff who unencumbered funds on Funds Reservations or PO's but did not have the SCEIS carry forward role.  It created a large number of negative encumbrances.
We cannot leave commitments on the books in the previous year.  SCEIS takes too long to delete those items and they consume budget, which makes it difficult to balance the grants.

We need to reconsider our approach in giving one or two folks in each area the prior year responsibility.  We did this because it was too massive of a task to give to just a couple of folks for the whole agency, but since some folks in all areas had this right, what resulted was that several folks who did NOT have the prior year role, took actions as if they did.  They Final Invoiced prior year documents after July 1, which created negatives in the new year.  We may need to give it to all buyers next year and also do a better job of educating folks about how to use it.
This MAY become a lesson learned, but the jury is still out.  In response to a Help Desk ticket, a SCEIS consultant discovered is that Blanket PO's that we had in place that had a zero balance carried forward automatically, without needing the carry forward transaction.  This was unintended, and needs to be tested to be sure no other problems were created, but could be something that we employ for our benefit.  If it works, this would negate the need for us to "add a dollar" to all blanket PO's that we want to carry forward.  We would just have to be sure that either they are at exactly zero, but are still open and within validity dates, or have a positive balance and are on the carry forward list.  This is not fully tested, and needs to be before we use it as a strategy for managing documents.


Fixed Assets Inventory
Fixed Assets Inventory migration is not complete. Only Capital Assets were loaded into SCEIS. Data loaded is missing Location Field, a major field for inventory purpose.

Program Areas continue submitting DHEC spreadsheet for all NEW fixed assets received. Also, continue to submit DHEC 0134 for transfers outside your program area.
�This is a system bug, so I would not include it on the list.
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