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Course Learning Objectives SWEIS

Upon completion of this course, learners will be able to:

 Log on and navigate within the MySCEmployee Employee
Self Service website

 Perform an employee search to find other South Carolina
state employees

* View and print pay statements, request employment
verification, maintain bank account information and maintain
tax data

 Maintain addresses, emergency contacts and other personal
data

« Understand how to access benefits and career information via
websites outside of the website

* Understand how to submit a leave request and record sick
time in the system through My Working Time



Course Map SWEIS

* Logging into MySCEmployee Employee Self Service website
« My Employee Search Overview

My Pay Overview

My Personal Info Overview

My Benefits Overview

My Career Overview

o Submitting Leave Requests and Recording Sick Time
 Review and Summary

Approximate Course Time: 1 hour

Note: This course does not cover Employee Self Service Time Entry or Travel and
Expenses because those modules are not used by DOT at this time.



SWEIS

South Carolina Enterprise Information System

Logging into MySCEmployee
Employee Self Service
website
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Lesson Learning Objectives SWEIS

Upon completion of this lesson, learners will be able
to:

 Access and log into the MySCEmployee
Employee Self Service website

 Navigate to the overview page

« Access different areas within the Employee Self
Service website

Note: Always navigate within the MySCEmployee website (utilize the tabs, links, etc.).
Do not use the “Back” and “Forward” buttons on the Internet Explorer (I.E.) toolbar,
as they can give atypical results



MySCEmployee Login Page

SWEIS

1. Using your web browser (e.g. Internet Explorer) type https://myscemployee.sc.gov

2. Enter your User ID and Password in the areas indicated
3. Click the Log On button to be directed to the MySCEmployee splash page

Note: Always navigate within the MySCEmployee website (utilize the tabs, links, etc.). Do not

use the “Back” and “Forward” buttons on the Internet Explorer (I.E.) toolbar, as they can

give atypical results

powersd by SVEIS

MySCEmployee

Welcome South (_;ar_nl_i_na State Employees




MySCEmployee Splash Page

SWEIS

1. Inthe upper left-hand corner of the page it should read Welcome followed by your name.
2. To access the main Employee Self Service page, click the blue Employee Self Service

tab.

3. Besureto pay attention to the News of Interest section for relevant human resources,
payroll and system information and updates.
4. Inthe upper right-hand corner of the page is the Log Off button. Underneath the Log Off
button are the Back and Forward links which allow you to move back and forth between
the different areas of the website you have visited.

Log Off

Personal
Greeting

Employee
|_Self Service |
Welcome
Message

elcome esstrain M SCEm lo ee
S mza,«ms ploy

Welcome |

AIerls,znii'hformation 1 | | Worklst

Welcome to MySCEmployee

MySCEmployee is designed to empower employees by putting many day-to-day recesZ<e€ping
responsibilities directly in their hands. Through MySCEmployee state emplewZesTan, among other
activities, enter and submit time for manager approval, access pawetaefents, maintain bank detajlsfar
direct deposit, submit leave requests, view various quola:bsaates, update mailing addressessZad
search for other state employee's contact informatizee

News of
Interest

Helpful
Links

Navigate Back
and Forward

+ Reminder: MySCEmployee currently supports Internet Explorer versions 6 & 7. Version 8 is not
yet supported by the system.

e oot Off

| History, Back Forwsard

Employee Insurance Program (EIP)
Retirement Systems _
Office of Human Resources (OHR)

Employee E-News
State Holidays
SCEIS




MySCEmployee Employee Self Service —
Area Page (Main Overview) S@EB

From the Employee Self Service Overview Page, you can perform many of your own human
resources and payroll related administrative activities.

1.
2.

Notice that the Employee Self Service tab turned green because it is now active.

You can access any of the seven Employee Self Service links (My Employee Search, My Pay, My Benefits, My Career,
My Working Time, My Personal Info and My Travel and Expenses) either from the submenu or from the main body of the
page.

Notice some sections of the main body of the page have Quick Links. Quick Links allow users to access some of the
commonly used Employee Self Service features faster.
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Lesson Summary S@EIS

You should now be able to:

e Access and log into the MySCEmployee
Employee Self Service website

* Navigate to the overview page

* Access different links within the MySCEmployee
Employee Self Service website



SWEIS

South Carolina Enterprise Information System

My Employee Search



Lesson Learning Objectives SGEIS

Upon completion of this lesson, you should be able
to:

» Access My Employee Search
e Conduct an employee search
e Review the search results



MySCEmployee Employee Self
Service — My Employee Search SWEIS

From the Employee Self Service overview page, click on the My Employee Search link
either from the submenu or from the main overview area to access this function.
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MySCEmployee Employee Self Service
My Employee Search (cont.) _S@EB

From the My Employee Search overview page select Who’s Who to begin searching for a
state employee. Using the Who’s Who link, you can find an employee’s:

» Contact information including work e-mail address and phone number

* Personnel area (Agency)
* Organizational unit (Division
or Department)
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Note: No sensitive data, such as pay information, is available through My Employee Search
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MySCEmployee Employee Self Service —
My Employee Search (cont.)

SEEIS

Employees can search for other state employees by name or organizational unit. Wild
card (*), also known as an asterisk, searches can be used in any field. To use the Who'’s
Who link, enter a last name, first name, or organizational unit (also known as their
department or division) in the appropriate field. It is important to note that the less
information you provide (e.g. only providing a letter, such as J*) the longer the search
will take because the system will generate results for every state employee whose last
name starts with the letter J, for instance.

Who's Who

I Who's Whao

Search for an employee with the last
name Jones.

Please enter the search criteria

Advanced search

Last name:
First name:

[ Search...| [ New Search | [Ext]

EI-TEH.

| Testa

| Tests

| Tests
| Tests
| Tests
| Test?

| Test

. Use an asterisk (*) in the first name
= | field to search for all employees with
T | the last name Jones and whose first

name starts with a T.

A list of employees who meet the
search criteria are listed. Select the
person you are looking for to see
contact information.

Lastname. Middie neme . Personnel ares  Organizational it

Jones | | ADJUTANT GENERALS OFFICE |

Jones | ADJUTANT GENERA-SF

Jones | LEG DERT-THE SEMATE |

Jones | LEG DEPT-THE SENATE | ACCOUNTING SERVICES DIVIS
Jones | DEPARTMENT OF AGRICULTURE | '::E:Ms'L_-MEH SERVICES LAB
Jones | STATE AUDITOR OFFICE EHECL.ITI'».-'E OFFICE

Jones | STATE AUDITOR OFFICE EHECL.ITI'u'E OFFICE.

Jones | STATE AUDITOR OFFICE | EXECUTIVE OFFICE

14



MySCEmployee Employee Self Service—
My Employee Search (cont.) S@EB

 From our example, we are
displaying contact
iInformation for an employee
named Test6 Jones.

e The employee profile
displays basic organizational
iInformation and state
contact information.

Employee profie for Testt Jones

Communication

Area Code + Telephone:

Extension:
E-malil:

Departmant
Oroanizational unit:
Miscellaneous
Last name:

First nemae:
fiddia name:

Personnel anes:

| Back to Result List |

803-999-9999

JTEST6@SC.GOV

Jiones
Testd

STATE AUDITOR OFFICE

15



Lesson Summary S@EIS

The topics covered in this module were:
» Accessing the My Employee Search
e Conducting an employee search
e Reviewing the search results



SWEIS

South Carolina Enterprise Information System

My Pay



Lesson Learning Objectives S@EIS

Upon completion of this lesson, you should be able to:
* View and print pay statements
* Understand how to request employment verification
« Maintain bank account information
e Maintain tax data

 Enter a recurring or a one-time voluntary deduction

18



MySCEmployee Employee
Self Service — My Pay

SGEIS

#h Cantig Tl hihwriasr

Employee Self-Service

My Overview My Employ:

My Employee Search

Quick Links
Who's Who

My Pay
*Bank Information (Direct Deposit)
*Employment Verification

*W-4 Tax Withholding
*Woluntary Deductions

Pay Stalements

bty Benefits

*Employee Insurance Program Websites
*Retirement Forms

Quick Links

MvBenefits - Emplovee Insurance Program

My Career
*Training and Development

Quick Links
State Jobs

| My Travel and Expenses My Career

From the Employee Self Service overview page, click on the My Pay link either from the
submenu or from the main overview area to access this function.

mpneeal MySCEmployee
e [

Back Forward

| History,

My Waorking Time

*Quota Overview

*Holiday Schedule

*State Employee Leave Package
*Leave Overview

Quick Links

Record Working Time
Time Conversion

Leave Reguest
Leave Statement

My Personal Info
*Address and Emergency Contacts
*Personal Data

My Travel and Expenses
*Expense Reporis
*Travel Reguests



MySCEmployee Employee Self Service
— My Pay Overview Screen SWEIS

From the My Pay overview page, you will be able to view and print pay statements, create
an employment and salary information request, maintain bank account information for
direct deposit, maintain federal and state tax withholdings, enter a voluntary recurring
deduction or a one-time voluntary deduction.

Pay
Statement

Employment
Verification

Bank
Information

W-4 Tax
Withholding

Voluntary
Recurring
Deduction

One-Time
Voluntary
Deduction

Employee Self-Service

MySs(;}EIlEsmployee

powered by <% (4

My Overview | My Employee Search | MyWorking Time | MyPay | My Personalinfo | MyBenefits | My Travel and Expenses | My Camser

| History, Back Forward

BT

; Pay Information

~J
4
Pay Statements

View your pay statements (current or historical).

Employment Verification

Create an employment and salary verification request. The reguest will be sent to
HR, who will mail or fax your information to third parties (such as a bank or loan

agency).
Direct Deposit and Banking

@ Direct Deposit Authorization

Read this prior to maintaining direct deposit.
Bank Information

Maintain your banks for direct deposit.

NOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings

W-4 Tax Withholding
Maintain your tax withholdings for Federal and State.

NOTE: Changes made might not be in effect for up to two weeks.

Voluntary Recurring Deduction
This link aliows you to enter Voluntary Recurring Deduction

One Time Voluntary Deduction
This link allows you to enter One Time Voluntary Deduction

20



MySCEmployee Employee Self Service
— My Pay (Pay Statement)

To generate a pay statement, click on the Pay Statements link from the My Pay overview screen. The

pay statement is generated in pdf format and can be printed or saved.

Print Pay
Statement

Save Pay
Statement

I Paycheck Inquiry Service

Show Overview

|4 Previous Salary 5tatement| | Next Salary Statement b|

| Exit]

?@@'-@fi

Lk AR

SWE

Sunith Cartbn Eriergrus hihmmasun Sysie

ETATE OF SOUTH CARDOLING

PHfiee ©f State Trcasurer

CONVERSE A. CHELLIS III, CPA
ETATE TREASURER

Pay Pericd: 07/02/2005% throwgh 07/16/2003
Check Date: 07/21/2009

Name: Btacy remuneration Test Personnz=]l No: 50000205

Organization: EO80-SECHETAEY OF ETATE

Deductions

Taxes i Deductilons Current

Current: 5,710.00 - 391.09 -
¥TD: 59, 199.67 - 4,709,986 -
Earnings Hours

Regular Salary Exempt
SiuEEne T FEY Salaried

Ex Officio Allowance, Leg
AcCive ReLlree Wages
Terl Rectiree Wages
Grandfather Teril Wages
Salaried HDI.'.—EIE?I'_DI’.

On Call/standby
Overtime Premium 50%
Orticer nf The MEAv/Niant

1,560.06 = 3,758.85 | Ben-&5CRS EE Pre-tax
2Z2,4596.49 =

31,993.22 | Ben-DualSCRS EE Pretax
Ben-DualPORS EE Pretax

Current YTD | BEen-ORPDUA1EERIGEEPratax
Ben-ORPOUA1EETIAEEPratax
.oo 13,650.00 | Flexible Beneflts Agency I.f
-oo 13,650.00 | SCRS IPP Pre-tax 2.4
.00 3,150.00 | PORS IPP Pre-tax 2.
450.00 3,150.00 | GARS IPP Pre-tax 1.
450.00 3,150.00 | JSRS IPP Pre-tax .o
450.00 31,150.00 | Ben-RAd] Loan EE Pre-tax 4.
-oo 70.00 | MoneyPlus BasAdmFPeePretax 0.
2,274.60 | Ben-Opt Life EE Pre-tax 10.
54 .51 | Ben-Dental Plus Pretax 10,
70 nn | MnnewRIna ANl AMMFARETAT AT 1




MySCEmployee Employee Self Service
— My Pay (Employment Verification) S@EB

To generate an employment verification request, click on the Employment Verification
link from the My Pay overview screen, fill in the required fields, click the Next Step button
and save your request.

Employment Verification
b— 1 I 2 3
e =
Selection Review and Send Completed

Please select the type of form.

fw Werification of position and =tart date

i “Werification of position, start date, and current vears sarnings

" Verification of position, start date, and current and previous 2 years' earnings

Communication Type
fe Send by Fax ¢ Send by Kail

Please enter the recipient's address.

Mame: |

House Number / Street: |
City / State / ZIP Code: |
Fax:*® | |

, 22
|il Previous Ets:m |Cann::el|

|
Company: | |
|
|
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MySCEmployee Employee Self Service
My Pay (Bank Information)

ws
Sunith Cartbn Eriergrus hihmmasun Sysie

To access the Bank Information, click on the Bank Information link from the My Pay

overview screen. South Carolina State Employees can have up to two direct deposit
accounts, a Main Bank account and a Supplemental Account. To add /edit or change the
account information, click the Edit button for the appropriate account type (Main or Other).

Welcome esstrain5,
powered by (
Employee Self-Service

My Employee Search My

Bank Information

I Bank Information

Working

MySCEmployee

Time

| My Pay

My Perzonal Info My Benefitz My Travel and Expenses My Career

Main bank

Name:
Bank Name:

John D. Anderson

[4] Previous Step | [ New Other bank (k]

[ Exit |

23



MySCEmployee Employee Self Service-
My Pay (Edit Bank Information) SCEIS

» To enter, edit or change bank
account information, enter the
routing number, bank account
number and the account type in
the appropriate fields.

I Bank Information

—il—=

Overview Edit

Review and Save

Name:

| Johnny Paul. Brady (x55)

Bank Kev / Bouting Number: |011102094

[(F] wacCHOVIA BANK NA.

Bank Account:

AcesuT 1 ype:

(1509912345

[Checking |~ |

Payment Method: |{}|re_|:tﬂepﬂ3rtPA_T|
Example Cr=Ck

=

YOUR NAME

5555 Streat Mame

Routing
Number
Bank
Account
Account
e Once this W'
information is
entered, click the
Review button on
the bottom of the
page to verify your .
changes.

Gity, 5T 12345 DATE

Bay to the
Crder of

Gity, 57 1234E
For

T
- . BRI T
rA84185835 <~BA352 B
bk ;

]

I Routing I Account |
Number Mumber

Cheek Mumber

[ Extt |

24



MySCEmployee Employee Self Service—
My Pay (W-4 Tax Withholding) SWEIS

To access W-4 information, click the W-4 Tax Withholding link from the My Pay overview
screen. Your current state and federal tax withholdings will be displayed. If you want to edit
your tax withholdings, select the appropriate Edit button to adjust your withholding status.

I'Iﬁl'4

Filing Statuzs: 01

Mo, =emplions: 01
Edit |

. e
Filing Status: 02

Mo emplionz: 1
Edit |

|4 Previous Step | 25




MySCEmployee Employee Self Service
My Pay (W-4 Tax Withholding)

Sunith Cartbn Eriergrus hihmmasun Sysie

Input your tax information in the appropriate fields, put a check in the

Declaration box and click the Review button. Note: If the declaration box is not

checked, the transaction will not be processed.

IHH

- ..2 n Ii
Confirmation

Overview Edit Review and Save

Tax Authority: FED

Filing Status: | Single - |
Mo. of Exemptions:

Additional Withholding: | 10.00| USD

Tax Exempt Indicator: |N|:rt Exempt |v|

exempt status.

[4 Previous Step (| Review #| [ Exit |

Declaration
[] Declaration
Under penalties of perjury, | certify that | am entitled to the number of withholding a

26



MySCEmployee Employee Self Service
— My Pay (Voluntary Deductions)

Sunith Cartbn Eriergrus hihmmasun Sysie

To set up a voluntary recurring or voluntary one-time deduction, click the appropriate
Voluntary Recurring Deduction or Voluntary One-Time Deduction link from the My

Pay overview screen. When prompted click the New button.

| wypay

4

Pay Information
Pav Statements
View your pay statements (current or historical).
Employment Verification

Create an employment and salary verification reguest. The reguest will be sent to HR, who will mail or fax your
information to third parties (such as a bank or loan agency).

Direct Deposit and Banking

D Direct Deposit Authorization

Read this prior to maintaining direct deposit.
Bank Information

Maintain your banks for direct deposit.
NOTE: Changes made might not be in effect for up to two weeks.

Deductions and Withholdings

W-4 Tax Withholding
Maintain your tax withholdings for Federal and State.
NOTE: Changes made might not be in effect for up to two weeks.

Voluntary Deductions (Recurring)

Maintain recurring deductions, such as charities, membership dues, credit union, and insurance.
NOTE: Entries made here will be deducted from each paycheck.

Voluntary Deductions (One-Time}

Create a one-time only deduction for a charity organization.
NOTE: Entries made here wil be deducted one-time only.




MySCEmployee Employee Self Service
— My Pay (Voluntary Deductions) S@EB

1. Enter the Start Date for the
Deduction

2. Select the appropriate
Deduction Type and enter the
amount, then click the Save
button.

Voluntary Deductions {Recurring)
I Voluntary Deductions (Recurring)

Overview Edit
Recurring Voluntary Deductions

Voluntary Deductions (Recurring)

Voluntary Deductions (Recurring)

»— 1] 2| 4
Overview Edit
Start Date: (10022008 |[+|
Deduction Type: |Ameri|:an Heritage Life | 'r|
Deduction Amount: | 1}.IZ|-I]|
| 1 Previous Step | | Save | | Exit |

3. The new Voluntary Deduction
will display on the Recurring
Voluntary Deduction Table.

28



Lesson Summary S@EIS

You should now be able to:
* View and print pay statements

 Understand how to request employment
verification

e Maintain bank account information
e Maintain tax data

e Enter a recurring or a one-time voluntary
deduction

29
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Lesson Learning Objectives S@EIS

Upon completion of this lesson, you should be able
to:

 Maintain addresses
 Add emergency contact information

« Display personal data such as legal name, date
of birth and marital status

31



MySCEmployee Employee Self
Service — My Personal Info

SWE

From the Employee Self Service overview page, click on the My Personal Info link either
from the submenu or from the main overview area to access.

‘elcome esstrain M Scem '0 ee ‘
Well traing, medw ” p y

Employee Self-Service

My Overview My Employ = My Working Time | My P&& | My Personalinfo | HKbFBenefis

My Travel and Expenses | My Career

| ‘History,:: Back Forward

T
e "Hi My Employee Search Nty Working Time
' ' Quick Links *Quota Overview
. *Time Statements.
Who's Who
—_— *Holiday Schedule
*State Employee Leave Package
Cluick Links

Time Conversion
Leave Reguest

‘-' My Pay My Personal Info
#| *Bank Information (Direct Deposit) *Address and Emergency Contacts
*Employment Verification *Personal Data
*{-4 Tax Withholding
*Woluntary Deductions
*Cavings Bonds
Quick Links

Pay Statements.

Ity Travel and Expenses
*Expense Reporis
*Travel Requests

My Benefits
*Employee Insurance Program Websites
*Retirement Forms.

Cuick Links
MyBenefits - Emplovee Insurance Program

*Training and Development

m My Career
&

Quick Links.
State Jobs
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MySCEmployee Employee Self Service
My Personal Info _S@EB

From the My Personal Info page, you will be able to manage your addresses and
emergency contact information; as well as display your personal data, such as your legal
name, date of birth and marital status.

eicome essuser M SC E m lo e e
o o A=Al L

Employee Self-Service

My Benefis My Travel snd Expenszes My Careef

My Employvee Search | My Working Time My Pay | HyPersc-nall'nfu

My Personal Info

I My Personal Info

Personal Information

Addresses and Emergency Contact Information

Manage your addresses and emergency contact information.

MNOTE: If you change your permanent address, you must also update your address with
the Emplovee Ingurance Program (EIP). Go to "My Benefitz' to access link to the EIP
website,

Personal Data
Dizplay yvour personal data (=uch as your legal name, DOB, and marital status). If any of
thiz information iz incorrect, please contact yvour Agency’s HR Department.

" Trusted sites * 100% v




ySCEmployee Employee Self Service — My

Personal Info (Addresses and Emergency

Contacts)

To access address and emergency contact information, click the Address and Emergency Contact
Information link from the My Personal Info overview screen. You will have the ability to maintain
permanent residence, temporary residence, mailing address and up to three emergency contacts. To
edit an existing address or emergency contact or to add a new address or emergency contact, the

Sunith Cartbn Eriergrus hihmmasun Sysie

process is very similar. If you want to edit a contact, click the appropriate Edit button and edit an existing

record. If you add new information, select the appropriate New button and enter the requested

information.

I Addresses
3 1 1+ @
Overview
Permanent Residence
C/0 or Contact:
Street and House Number: 1 Main Street
City Columbia
State: sC
-E' = 29120
Emergency Contact 1
C/0 or Contact: Jane Smith (Mother)
Street and House Number. 3 Woodcross Drive
Cay Columbia
State: sC
g 29212
Emergency Contact 2
Ci0 or Contact: John Holbrook (Brother)

Street and House Number: | Beacon Strest
; Boston

[ Previous ;-.@uﬂ [ New Maiing #] [ New E@Lm

34



Demonstration SWEIS

The following demonstrations illustrates how to
View, Add and Edit Addresses. Please click
the button below to launch the demonstration.




MySCEmployee Employee Self Service — My
Personal Info (Personal Data)

SWEIS

Sunith Cartln Erderrue hihen

To access personal information, such as legal
name, date of birth and marital status, click the
Personal Data link from the My Personal Info
overview screen.

Note: Employees are encouraged to review
this information as soon as possible
after go-live to confirm that their
information is correct.

Hame

Title:

First Name: *
Widdle Name:
Last Mame: *
Known as:
Academic Title:
Suffo

Data at Birth
Date of Birth: *

Gender:

Marital Status

Marital Statuz:

i.l D;Bt ho n_

o Sy sleviv

[P

|Brady

*.?' Male

(" Female ¢ Unknown

Other Perszonal Data

Language:

[Engish  [+]

[4 Previous Step |

| Ext |




Lesson Summary S@EIS

You should now be able to:
« Maintain addresses
 Add emergency contact information

* Display personal data such as legal name,
date of birth and marital status.
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Lesson Learning Objectives SEEIS

Upon completion of this lesson, you should be able
to:

e Understand how to access employee benefits

39



MySCEmployee Employee Self Service
— My Benefits S@EB

From the Employee Self Service overview page, click on the My Benefits link either from
the submenu or from the main overview area, to access this function.

L1 Wy Winring Time My P

B
Empirryss Seif-Service prevaies South Camina employers Wilh Basy accean in nfonmaton and servioes

I Ii i My Empinyne Search by Wmnon Time
Qusch Lisks *Quula Overvew
o'y Wha “ihday Schadule

=chabe Lmphopes Leave Packags

Leaye Statdment

By Dy i : My Persanal nig

*Eimni Infrirmasnn (Tirsr Depoan) ‘| randresa and Fmergeney Conmers

*Emgleymend Veiificalon "Personal Dala

Wad T WERHhoHNG

olettary Dedschionl Q

Quck Lnky
Sy Stmipraniz

Dy Bangfin bty Trmied ng EXpEses
“Enpleyes bswiance Prégram Websdes ,"ﬁ "Expesas Aepoils
"Hesrement § s e *Travel Hequests

Sk Links

Mylhens ity - Dopiyed nslrece Froarem
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MySCEmployee Employee Self Service
My Benefits (cont.)

offer benefits-related services.

Employee Insurance
Program

ﬁ?ﬂ?&mployee

MyBenefits
EIP

Gin I Pon fogptrpmw Teizraers Progrem (FF) wetais

MoneyPlu$
FBMC

Mnmyont . £

Msom el BB

MoneyPlu$
NBSC

South Carolina

Beiwemend Forms

150 - Bgtramest ign [ oo semgst

whalierg i - f rpicess PnryeE Born
Earage e ber i Dvows S netl-aervcl er T8 pagn 2 MMed by B Enptym esnmce iy

@3 b Pt 25 Petrkmae] Sywter welade
50 LT e LA TR
Earage 302 vew youf Sefemed conpeniston sooaniy

Retirement Systems

g 110

SC Deferred
Compensation

B b1 B

EerpiopreTrume Deparisn

e prmeate

Sunith Cartbn Eriergrus hihmmasun Sysie

From the My Benefits page, you will be able to access a variety of state agency websites,
like the Employee Insurance Program and the South Carolina Retirement System, that




MySCEmployee Employee Self
Service — My Benefits (cont.)

From the My Benefits page, you can visit various other state-benefits related websites by

clicking the appropriate link, to include:
* Employee Insurance Program (EIP)
* MyBenefits EIP
* MoneyPIu$ - FBMC
* MoneyPlu$ - NBSC
» South Carolina Retirement Systems
» SC Deferred Compensation

B login | privacy | disclsimer | site map

Br =R EMPLOYEE INSURANCE
_ D PROGRAM

Contact Us ; MNews & Updates | HIPAA | FAQD | Links Pleg-Ins
Choase Your Category = ﬁ d ‘-
yBenemts South*Carolina®
Insurance Managers : Irls‘l-’.r'arIce BE{_‘D L
Prevention Partners : 4
Reduce Your Payments
Dl You Krow?

! ] i b
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Lesson Summary SWEIS

You should now be able to:
e Understand how to access employee benefits
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Lesson Learning Objectives SEEIS

Upon completion of this lesson, you should be able
to:

e Understand how to access career information
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MySCEmployee Employee Self Service

— My Career

SGEIS

rua hadurmaSon Sys

From the Employee Self Service overview page, click on the My Career link either from the

submenu or from the main overview area, to access this function.

: plylmstsgﬁllismployee

My Employee Search

CQuick Links
Who's Who

My Pay

*Bank Information (Direct Deposit)
*Employment Verification

*W-4 Tax Withholding

*Woluntary Deductions

Quick Links

Pay Statements

Wy Benefits

*Employee Insurance Program VWebsites
*Retirement Forms

Quick Links

MyBenefits - Emplovee Insurance Program

\

My Career
*Training and Development

Quick Links
State Jobs

My Working Time:

*Quota Overview

*Holiday Schedule

*State Employee Leave Package
*Leave Overview

Quick Links

Record Working Time
Time Conversion

Leave Reguest
Leave Statement

My Personal info
*Address and Emergency Contacts
*Personal Data

My Travel and Expenses
*Expense Reports
*Travel Reguests

| History,

Back

Forw

Jard




MySCEmployee Employee Self
Service — My Career (cont.)

SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

From the My Career page, you will be able to access the state jobs website, as well as
OHR'’s training and development website.

State Jobs

Training and
Development

Welcome essuser],

“ Employea Self-Service

My Overview | My Employea Search | My Working Time | MyPay | MyPersonalinfo | My Benefits | My Travel and Expensas | My Camser

mbyss%&mployee

Career and Job

Search the job listing on the South Carolina E-Recruitment System.

Training and Development
Display the course offering and register for courses.




MySCEmployee Employee Self
Service — My Career (cont.) SCEIS

From the My Career overview page, you can visit the South Carolina E-Recruitment
website by clicking the State Jobs link.

South Carolina o dy O

H (T
E-Recruitment System vt
3 (paoefits of Werking for
1hs Sxave of 5 B
W Legin b igting ABoount
¥ Caher 3% Htate
G mmen] fob
B Onflrume Fage
L.
mm.:»mi‘m
- M o BC Wirky
e— g =i
k ¥ E-venfy Farucioant -
Apply for a speciiic vacancy or joln & pool Engneh &
to be considered for future vacanches. £
Likarg!

Bowin Carcing SN GovEImiment

pam=pares in £ verty - 2
lob Search & Apply Here
€ Right b Work - Escanc]
State Government
FRAUD PREVESTION
HOTLINE
waewjolisegoy e ey
W0} 41 1-RETY
llllllll ret
S 7 Baw 27

Cobuirdan, SC 3001
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MySCEmployee Employee Self
Service — My Career (cont.)

SEEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

From the My Career overview page, you can visit the Office of Human Resources’ training
and development website by clicking the Training and Development link.

=

B{w: C
L
i
4

S0 Budget and Comml Board

OFFICE OF
HUMAN RESOURCES

| | Search OHR

OHR Home Page

Hok Topics

Career Cpportunities
Employee Services
Emplover Services ‘{Wp

Statistical Info
How to Contact Us
OHR Webmail
Other Agencies

State Employees
Weather Alert

Workforce Planning

LSam Wilking, Director
1201 Main Strest

Suite 800

Columbia, SC 29201
Phone: (BO3) F37-0900

FRAUD PREVENTION
HOTLINE

{B03) BI2-8577F
ar
{800} 411-8893

1201 Mairt Street
Swite 715, Box 27
Columbia, SC 25201

Everyons Warking Togothar
o Mawe Government Better

Training and Development

= 2008-2009 Calendar of Courses (APM [ PPD)

= 2009-2010 Calendar of Coursas (APM / PFD)

= Alphabetical Listing of Courses (APM / PPDY

= Online Course Registration Form

= Online Paymenk for Training Courses

= New Session: Advanced Supervisory Practices

Certification Programs

+ Certified Public Manager [CPM)

Training & Development = Associate Public Manager (APM)

# Public Professional Development (PPDY
* Human Resources Professional Development (HRPD

Online Offerings

= Anti-Harassment Online Training

= EPMS Onfine Training

= E-mail Etiguette

= How to write a Position Description
= State Emplovee Crientation

= Supervisor Survival Challenge

= Online Learning Center
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Lesson Summary SWEIS

You should now be able to:
e Understand how to access career information
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Lesson Learning Objectives SWEIS

Upon completion of this lesson, you should be able
to:

« Submit a leave request and record sick time in the
system through My Working Time
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MySCEmployee Employee Self
Service — My Working Time ScES

From the Employee Self Service overview page, click on the My Working Time link either
from the submenu or from the main overview area, to access this function.

e Vv SCEmployee

My Benefits | My Travel and Expenses My Career

T

| iw; My Employee Search My Working Time

' ! Quick Links *Quota Overview
*Holiday Schedule

Who's Who
*State Employee Leave Package
*Leave Overview

Quick Links

Record Working Time
Time Conversion

Leave Reguest
Leave Statement

/} My Pay My Personal Info
*Bank Information (Direct Deposit) *Address and Emergency Contacts
*Employment Verification *Personal Data

*W-4 Tax Withholding

*Woluntary Deductions

Quick Links
Pay Statements

My Travel and Expenses
*Expense Reports
*Travel Reguests

- *Employee Insurance Program Websites
| *Retirement Forms

_
* My Benefits

Quick Links
MyBenefits - Emplovee Insurance Program

*Training and Development

m My Career
e,

Quick Links
State Jobs




MySCEmployee Employee Self
Service — My Working Time

Sunith Cartbn Eriergrus hihmmasun Sysie

From the My Working Time page, you will be able to access the Leave Request link to
request leave and record time used for sick leave.

Leave
Request

Weicome essusert,

MySCEmployee

powercd by SIGEIS

[ | ™y orking Time

; - rmh‘f:h. =
m Employee Self-Service
My Overview | My Employes Search | My Workinglime | MyPay | MyPersonalinfo | My Benefits | My Travel and Expenses | My Carear

My Working Time

fOnIy some DOT employees will

Working Time
Record Working

You can record your working time

You have recorded adequate

Your recorded times have been a

Holiday Schedule

Leave Requests
Leave Request

Quota Overview
Display your quota balances.

Time Statements

Time Statement for a Chosen Period
Display your working fimes, absence times, bonuses, and time accounts for a period

of your choice.
Time Statement

Reguest leave and other types of absences.

State Employee | eave Package

enter time and leave in ESS.
Employees who currently enter

time and leave in HMMS will
continue to do so.

7
i
4
Y
D i
\- ¥
/.

Display your working times, absence times, bonuses, and time accounts.

| History, Back Forwsm @




— Leave Request

MySCEmployee Employee Self Servic

@ Employees will use this to request
leave, such as annual leave and comp
time, and to record sick time taken

@ Managers will approve the requests in
Manager Self Service

Similar to other transactions within the
MySCEmployee website, at the top of the
Leave Request page there is a progress
chart that walks employees through each
step of leave request process. The first
step, Display and Edit, allows employees
to identify the type of leave to be used;
dates leave will be taken; time or duration
of the request; the approver; as well as a
place to include a note for your approver.

Note: The time or duration fields should only be
completed if the employees is requesting a partial
day of leave, otherwise the duration will be
calculated based on the employees work
schedule.

i AgeiT0HT May 7011 fure 81 v
iﬂﬂﬂﬂﬂﬁ B MaTiWaTh i Be 15 b T W T Y B
112 W n NEEIE
AFIENIRRAIE I RREAENERENLOEANN DRI RE BOCO6
IR GIEERC I  EERC IETRET R L ARt
Briaiwz=nz=in Blajeriewnn @Ewsenzinigs
Br=nrnnn EEnnBnzTE @EETane
b LB Bl -
I Avaei | Womwle Erbimn  Sa-t bnare Regunil [Jl] Losve Cedation Reguibed ] Weskiog Hiwrn [l Saliday

SNCRANF AR The Eniendns untl approved and poated Warkng hoors appronved indey Wil Sapiay on The calendar the nest day

"o reguest or repo leave, eniN the reguiresd dala end choose Reveew,

Type af Leave: A Annual Leave |-

D w0 ezt W9
1200 AN 00 AM
& oar
azgrnder [NEKERTE, LT u |
Y
| Rewew #' /| Cancel
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— Changing Approvers

MySCEmployee Employee Self Servug(;E

The Approver field will default to the
employee’s direct supervisor, but this may
be changed to another manager/supervisor
with the employee’s organization unit. The
approvers should only be changed if the
employee’s direct manager is unavailable
to review and approve (or reject) the

request.
Ful

To change the Approver, click the
to the right of the Approver field.

button

Next, enter the Last Name, Personnel
Number or User Name of the desired
approver in the appropriate fields and then
click the Go button. Then click the button
to the left of the desired approver’s name.

Once the new approver is selected, you
will be returned to the Leave Request
screen, the next step is to click the Review
button.

st Cantn Emberprs hrmasun Syste
Leave Request

4 February 2010 March 2010 April 2010 ]

s1l1]2]3 4|58 zz|1 22458 28|29 |20(21[1 |2 |3
[#l 729 w0/11]1z]12] @Al 78 [a[1w0]11|12[13] [i8 <+ |58 |7 =[5 10
Bl 2|15/18[17|18 18|20| [§3]14[15[1e[17[18|12|20| [i8]11[12[13[14]15]18][17
82122 |23 24 |25 |36 |27| [4@21(22|2324|25|26 27| [iF]18 |12 (2021222324
fglze| 1 [z ]z2]=2]=|z| [A@lzszela0(a1]1|z]2]| [i8]2s|28]27|28 28(30]
| HEBEBIEEER BEEHEEBEEDRE HEDEEEE
0 Absent | Multiple Entries | Sent [Jl] Deleticn Requested

To request or report leave, enter the required data and choose Review.

Type of Leave: |A.Annual Leave

[=]

Date:

2M82010 To

2182010

Time: [1zo0am ] T0o [120

o0AM |

0| Hours

Duration:

| Approver:

[FRANKLIN, JOHN

w{::>

DT T ———

(=]

4 Previous Step| [Review [#] [ cancel

| Personnel Number: | | User Name: )
Personnel Number User
FRANKLIN, JOHN 10028030 MSSM6
ALLEN, JUSTIN 10029028 MS5M17
LESTER, KATHY 10029026 MS5M13

[=]=]-] ~]=]=]
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MySCEmployee Employee Self Servic
— Leave Request g@EIS

Step 2, Review and Send, displays the information input during the first step. If you are satisfied with
the information, click the Send button and the request will be sent to your manager for approval.

Note: In the example below the employee requested Nov. 6 off and the system automatically pulled 9
hours from the employee’s annual leave quota based on the employee’s work schedule. This employee
normally works 9 hours on Fridays. If this employee’s work schedule indicated that he/she only worked 8
hours on Fridays, then 8 hours would be automatically deducted.

Leave Request

ILW

[ B—
5 k|
Dizplay and Edit Review and Send Completed

& Earliest recalcal

You want to request the following leave:

Type of Leave: AAnnual Leave

Dats: on Friday, Movember 6, 2008
Duration: 5 Hours

Used: Annual Leave: .00 Hours
Approver: CARROLL, MICHAEL

To =end the leave request to the next procezsor, choose Send. You can check the processing status of the request in the overview of leave.

|4 Previous Step(! !5&nd| | CanDeI|
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MySCEmployee Employee Self Servic
— Leave Request g(iEIS

Step 3, Completed, indicates that the leave L Eave Recpiesat
request has successfully been sent to the
manager for approval. I Leave Request

3

Completed

(il The leave request has

Vilhat do you want to do next?
Beguest Ancther Absence

Go to My Working Time Homepage

Go to Emplovee Self-Services Homepage

You have requested the following leave:
Type of Leave. AAnnual Leave

Date: on Friday, Movember 6, 2005
Duration: S Hours

Used: Annual Leave: 5.00 Hours
Approver. CARROLL, MICHAEL

58



MySCEmployee Employee Self SerwcgraE
— Leave Request 5

#h Cantbvn Triergrus hibmmasun Sysle

Note: The calendar, which appears on the
main leave request page, displays leave

requests that have been approved in blue,

and those that have been submitted for
approval in pink.

More detailed information regarding the
leave request process is included in the
Employee Self Service — Time Entry
Course.

Leave Request

I Leave Request

— Z Bl

Display and Edit _ Review and Send  Complsted

_____________

W Hide Calendar p Show Monthity Calendar | Show Time Accounts  Pp.Show Overview of Leave

October 2009 Movemnber 2005 December 2008 b
“"ﬂﬂﬂﬂﬂ A8 G i e 26 e Hﬂﬂmul
- EEIEIEENEIE N  EESEEIE - SIOENEIRIED

P 3 10 .123|456? mﬁ?391n|1112'

11 [ ) Sl (14| B 13124 [15[1e 171213

19|20 |21 |22 |33] 15(96 17 18|18 /20 |27 [BF 20|21 |22]23 |24 (25|28

/8% 25 |26 |27 |28 |28 20 |24 23|24 |25 (20 |2z 0¢] [ll27 (28|29 30(31]1 |2
' BEEBEOEBEEE EERREEDER BOEEEE

[ Absent | Multiple Entries © Sent [JJ] Deleticn Regquested

To request or report leave, enter the required data and choose Review.

Typeof Leave:  |A Annual Leave [+]

Date: 11/6/2009 B To J1iE@o0s Bl
Time: [1zooaw | To [12o00Am |

Duration: El Hours

Approver: |CARROLL, MICHAEL ]

Note for Approver:

[«][»

[4 Previous Step | | Review ¥] | Cancel]




MySCEmployee Employee Self Servi
— Leave Request Status

After submitting a leave request, the status
may be viewed by clicking the Show
Overview of Leave link.

Next, a table listing all recent leave
requests is displayed. The table will
display the type of leave, the dates, the
number of hours used and the status of the
request. The status are:

» Sent (approval is still pending)

* Rejected

* Approved

After reviewing the approval status, click
the Hide Overview of Leave link to return
to the Calendar View.

Leave Request

I Leave Request

b M1 ]

g =]
Display and Edit

Review and Send

| W Hide Calendar p Show Monthly Calendar P Show Time Accounts P Show Overview of Leave

P Showe Calendar

F Show Time Accounts

Leawve Since:

101520059

| Display |

Type of Leave
| AAnnual Leave

A Annual Leave

A Annual Leave

A Annual Leave

A Annual Leave

From
11252009

1182009

1003020059
1002852005
10272009

‘BB 0 agd

w Hide Overview of Leave

5.50 Hours

S Hours
3 Hours

5.50 Hours
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MySCEmployee Employee Self
Service — Deleting a Leave Request

If after submitting a leave request for
approval or after a request has been
approved, an employee should delete the
request if he/she decides the leave request
Is no longer needed.

To delete a leave request after it has been
submitted for review or been approved,
click the Show Overview of Leave link.

Next, a table listing of all recent leave
requests will display. Click the button to the
left of the leave request you want to delete.

The Leave Request details will display
below the table, click the Delete button.
Next click the Review button. To confirm
the request should be removed, click the
Delete button again. Once the request has
been deleted, a confirmation message will
display

Leave Request

I Leave Request

b 1 | 3 i)
Display and Edit ) __If'._e'.riew and Send Completed

— i e A - i

p Show Calendar  pShow Time Accounts "W Hide Overview of Leave

Leave Since: [10M/2008 | | Display |

Type of Leave From To Status Used
J A.Annual Leave | 11/25/2009 | 112772009 | Sent 9.50 Hours
J A Annual Leave | 11/6/2009 | 11/6/2009 | Rejected

s ==nual Leave | 1043052009 | 10430/2009 | Approved

| AAnnualleave 10/28/2009 10/28/2009 Sent 3 Hours
| RTesesa— 0272008 \0272009 Sac ~=TTrours
=]~ PRow(+jof7| ~ [ =] =]

You have selected the following leave request:

Type of Leave: |A.An nual Leave |

Date:

Time: [gooam | 1o [1100Am |
Duration: El Hours

Used: Annual Leave: 3.00 Hours
Approver: |CARROLL, MICHAEL (&}

[4 Previous Step| [cChangel [Delete|) [cancel]

w Hide Calendar P Show Monthly Calendar P Show Time Accounts P Show Overview of Leave

61




Lesson Summary S@EIS

 This lesson covered submitting a leave request
and recording sick time within the My Working
Time section of MySCEmployee.



SWEIS

South Carolina Enterprise Information System

COURSE SUMMARY

SC BUDGET AND CONTROL BOARD



Course Summary S@EIS

You should now be able to:

 Log on and navigate within the MySCEmployee Employee Self
Service website

 Performa My Employee Search to find other South Carolina
state employees

 Use My Pay to view and print pay statements, request
employment verification, maintain bank account information and
maintain tax data

 Use My Personal Info to maintain addresses, emergency
contacts and other personal data

 Understand that My Benefits and My Career provide links to
iInformation outside of the MySCEmployee Employee Self
Service website.

 Understand how to submit a leave request and record sick time
In the system through My Working Time
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Evaluation S@EB

Please complete the course evaluation
by clicking the “Launch Course
Evaluation” link below.

Your input will help to shape future

enhancements to the
SCEIS End User Training Program
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