SWEIS

South Carolina Enterprise Information System

LESSON 1: Logging into
MySCEmployee Website
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Lesson 1 Learning Objectives S@EIS

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

* Access and log into the MySCEmployee website
 Navigate to My Working Time

e Understand the various time-related functions In
My Working Time
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

MySCEmployee
powered by SGEIS

Enter User ID Welcome South Carolina State Employees
— .
| userm - 1
Enter Password lwwa/ ——
Ji===
w
Click Log On ’
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| SCEIS Service Desk | FAQ | System Messages | Privacy & Securlty Policy | Legal |

Copyright @ 2009 State Of South Carclina




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

Employe
L_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




Employee Self Service — Area Page

(Main Overview) SCEIS

From the Employee Self Service overview page, you can perform many of your own human

resources and payroll related administrative activities. To access My Working Time functions, click “My

Working Time” from either the submenu or from the main body of the page.

elcome esstrain M SCEm lo ee I —
Wel 11 5, }‘.}‘:‘m"’y‘.‘Ws"EB p y m]‘ ol

Employee Self-Service

My Overview My Employee Search My Working Time | My Pay | My Personalinfo | My Benefits | My Traveland Expenses | My Career

KMy Working Time
*Quota Overview
*Time Statements.
*Holiday Schedule
*State Employee Leave Packagy

Quick Links.
Time Conversion
Leave Request

T
' i ‘:" My Emplovee Search

] Quick Links
Viho's Who

; a9 My Personal Info
| *Address and Emergency Contacts
*Personal Data

/ My Pay
o *Bank Informaticn (Direct Deposit)
*Employment Verification

*WW-4 Tax Withholding

“Voluntary Deductions
*Savings Bonds

Quick Links

Pay Statements

My Travel and Expenses

*Expense Reports
*Travel Requests

- *Employee Insurance Program Websites
1 *Retirement Forms

X
% My Benefits
- g

Cuick Links
MyBenefis - Emplovee Insurance Program

(/\ Wy Career
S

*Training and Development

Quick Links
State Jobs




Employee Self Service My
Working Time SWEIS

From the My Working Time overview page, you will be able to record working time, view a
24-hour time conversion chart, review the state’s holiday schedule, submit leave requests,
display quota balances, review the state employee leave package and access time statements.

MySCEmployee

pnmud.by

Record Working Hito
Time

My Working Time | History, Back Forward

1y Working Time =

oL

Time
Conversion

Working Time

Record Working Time

“ou can record your working time here.

Inthe last 30 dayse there are 2 workdays on which you have recorded not
enough or too many hours.

*Your recorded times have been approved up to 09/20/2009.

Holiday
Schedule

Time Conversion
Use this to a=s=igt you when entering your hours into your time gsheet. The

i
Leave Request | table converts Taditional Tme to 24-Hour Time.

Holidav Schedule

Leave Requests
Leave Request
Reguest leave and other types of absences.

Quota
Overview

Quota Overview
Display vour guota balances.

State Emplovee Leave Package

Time Statements

Time Statement for a Chosen Period

State Employee
Leave Package

ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE

Display your working times, absence times, bonuses, and time accounts for WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRAGT BETWEEN
a period of your choice. THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTENT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR

1 ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
Time Statement TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.

Chosen Period




Lesson 1 Summary S@EIS

You should now be able to:
* Access and log into the MySCEmployee website
 Navigate to My Working Time

e Understand the various time-related functions In
My Working Time



SWEIS

South Carolina Enterprise Information System

LESSON 2: Record Working Time
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Lesson 2 Learning Objectives SGEIS

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

* Record and submit time for approval
e Enter time using wage types

 Distinguish between the Enter Daily Time page
and the Display Weekly Time page

* Review time that was previously submitted



Employee Self Service — Record

To record working time, from the My Working Time overview page, select the Record
Working Time link.
| Welcome essuser1, MySCEm ployee

powered by SIVEIS

Employee Serr-Ser\.'ice

Employ : My Working Time Y | My Personalinfo | My Benefi | MWy Travel and Expe | My Care

My Working Time

| History,

I My Working Time |:|

Back Fo
3

Working Time

Recard Working Time
—EeR-reeereeawt= 0rking time here.

In the last 30 days there are 2 workdays on which you have recorded not
enough or too many hours.

our recorded times have been approved up to 0920/2009.

Time Conversion

Use thiz to assist you when entering your hours into your time =heet. The
table converts Taditional Tme to 24-Hour Time.

Holidav Schedule

Leave Requests

Leave Reguest
Request leave and other types of absences.

Quota Overview
Dizplay vour quota balances.

State Emplovee Leave Package

Time Statements

Time Statement for 2 Chosen Period
Display your working times, absence times, bonuses, and time accounts for

AMY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE
WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN

@ peri OF Your Choice: THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTENT OF THIS SITE, IN WHOLE OR [N PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.
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Employee Self Service — My Working
Time (Display Weekly View) SWEIS

After clicking the Record Working
Time link, you will be taken to the

Employee Self-Service

efcome esstrain M SCEm lo ee
Wel trains, mzm pioy

DISplay Weekly Tlme tab, Wthh mm |pIL::.-'EEfE-E=ar|::h My Working Time | MyPay | My Personalinfo | My Benefits | My Traveland Expenses | My Career
displays hours recorded that week [
using the Enter Daily Time tab. To o i
record attendance hours, click on R s G
the Enter Daily Time tab. Al | S
] July 2008 August 2009

na739101112ﬂ3455739
n13 14 {1518 |17 |18 [19 Eﬂ] 11|12(13|14 (15|18
8020 21|22 |23 (24|25 /28| B 17[18[19]20/21[22[23
B2 |28 (29(20(31] 1 [2| [B824[25[26 27|28 (2020
. IDEDEDER ERBEDEE
Display Weekly
. M Rejected ] Excess Time Recorded
Time Tab

oA || W2A00E mumm ﬁl_ ﬂn|

Enter Daily
Time Tab

Total Weekly
Hours Submitted

Hours Submitted
for a Given Day

| Deiete Row | | Save as Teowiale | | Aefresh |

sien | [Revaw B|  [Cancel]




My Working Time— Charge Objects SW@EIS

Sunith Cartbn Eriergrus hihmmasun Sysie

If you are entering time related to charge objects enter (or search for) the codes in the
relevant fields:

 Rec. CCtr * Rec. Order » Receiving Func. Area
« WBS Element  Receiver fund * Receiver Grant

If time is not related to charge objects, begin with the Att/abs. type column to enter
attendance or absence codes.

[ Rejected ||| Excess Time Recorded

pste [{|[7r112011 I

Ch
Ch
Lk
Ch
Ch

A1.Annual LeaNe(2000)
-

Attendance/absence

codes are entered in the

First few columns are Att./abs type column. B

related to charge — —
objects

Ch
Ch
Ch
Ch
Ch

Ch
h
Ch
Ch
Ch

Ch
Ch
Ch
Ch
Ch

th
th
h
Ch

h
Ch
Ch
Ch

h
Ch
Ch
Ch

h
Ch
Ch
Ch

-

| Delete Row | | Save asTemplate| | Refresh |

|1 Previous 5tep| | Review P| | Canoel|




Time (Dally Entry)

Employee Self Service — My Working

I Record Working Time

[ ——
b -

e i

Edit Review and Save “ompleted

‘ﬂ £ i —

Record Working Time

-E—

Edit Review and Save

Similar to other transactions within the
MySCEmployee website, at the top of the Enter
Daily Time page there is a progress chart that
walks employees through each step of the time
entry process. The first step, Edit, allows
employees to record their start and end times
(using the 24 hour clock or military time)
throughout the day by identifying the
appropriate attendance type from the pull
down list on the left-hand column:

@1000 Attendance Hours

1001 On Call

#1002 Call Back

1003 Training

w_Hide Calenc P Ehow Worksl

| Sty 200
-'ﬂlﬂlln
i LI 1|4

5|4

W

£ i
|2 | E |

_._Rhmu [ e

ety o D |

e

S [ T

Alterdance baurs i 1|

-Al.l.u'ldan:e haurs| 4 |

| Deleie Row | [ S=e as Templaie | [ Refresh |

[& Frovious Siep | [ Revew #]




Employee Self Service — My Working SWEIS
Time (Daily Entry) e

In the example to the right, the employee
arrives at 08:00 (8 a.m.) and records this as ocams aexid ﬂ!?%mﬂoyee
his/her start time. The same employee works

Until 1200 (12 pm)’ takes IUnCh and My Overview | My Employss Search | My Working Tims | MyPay | bty Pamonalinfo | My Benefiis | Gy Trevel and Experses | My Carsar

Record Warking Time

records this as his/her end time. When the

p.m.) he/she records this as his/her start
time on the next start time line, then records
17:00 (5:00 p.m.) as his/her end time. The
total number of hours worked between each
start and end time displays under the Hours
field and will also be displayed on the
weekly view after being submitted for
manager approval. To continue the time
submission process, click the Review button
at the bottom of the paae

Hours Shows
Recorded Hours

Edit Roview and Save Complond

w_lide Calencar | Show Worklsl

| O
ate [1] (302553

‘iﬁah o - 1050 S B e

Erdunce haur | | ﬂi 4 ".'ll‘. 2 I:qj _Detnm

[T ——— | = 7| 13:00 700 | Detnts

Daily Start Time
Field

Daily End Time
Field

| Deleie Row | [ B=ve as Templaie | [ Reafresh |

Review Time
Submitted

¥
employee returns from lunch at 13:00 (1 | e Meviacti

[F B oo | [ Revew & Carcel




Employee Self Service
My Working Time (Daily Entry) SCES

I Record Working Time:

>—H 2

Edit Review and Save Completed

Cad
i

After clicking the Review button on the Edit
step, you will be taken to step two of the time
entry and submission process, which is Review
and Save your time. The Hours field displays
the number of hours entered. If the hours are
correct, select the Save button, and time will be
submitted to your manager for approval.

The Hours Field
Displays Hours To
Be Submitted for
Manager Approval

] ] icm

reord Warking Time

Record Working Time

Edit Review and Save

s wiorwang Time .',:':

e e e
.—f&._-. e e
09292008 | Altendance haurs
QBEac008 | Atterdance houes |

i

[ Pruvigus Step | ||| Save |
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Employee Self Service — My Working
Time (Daily Entry With Wage Type) SWEIS

Some employees will also be

_ MySCEmployee
required to select a Wage Type when s STERS
they record time. The Wage Type | by v | Uy Bty Somch | My Wocking | by Pay | iy Porcra o |y Bt | by Tt Expmmes | iy Come
and Attendance Type must be a .T::f:“_
valid combination or the system will
: — iz i
not allow you to save the time. Your ER oSty e

agency will let you know if you are —————
required to use a Wage Type and
what Wage Type to record when
entering time. Note: Only a small risla |
percentage of employees will record e E————

Wage Types. i | O
L KB e

Wage Type

| Deleie Row | [ B=ve as Templaie | [ Reafresh |

[ Frovious Siep | [ Revew #] [Carcei |




Employee Self Service — My Working

SWEIS

Time (Calendar Display)

Note: The calendar,which 7 July 2009 August 2009 September 2008 b

displays on the Display Weekly 5 U S S S S S v e e S
. . - EIEIEEERRE agfz1|1 (2| [l3i1|1]|2|3]4|5]e
Time page and the Enter Daily 28z 7 5 5 101112
Time page will indicate if time has | 281214151817 12 /13
been rejected, marked as red,
and also if excess time, marked JERGEN ECE z
as blue, has been recorded and B Reiccied [l Excess Time Reforded
approved by the manager.

| EEEEE

31
5|6|7(8|a| BM7|e|9|10]11]12]a
12|13[14]15/16| B 14[15/18]17|18[19]20

118 19|20 |21 [22]23 21 B8 23 |24 |25 |26 |27
2&27“29313 28|2a|30] 1 (2 |2 |2

24125128

31| 2

Rejected Excess Time
Time Recorded

Rejected

It means that the person who approves your time reviewed it and decided not to approve
it. You should follow up with your manager for clarification.

Excess Time Recorded

You recorded time that was more than the amount you are normally scheduled to work.
This warning will not prevent time from being processed in the system.

17



Employee Self Service — My Working
Time (Reviewing Past Time Submissions) S@EB

5 etz System

Note: You can view previous time submissions on both the Display Weekly Time page
and the Enter Daily Time page. On the Display Weekly Time page, click the yellow
arrow beside the words Week from to see previous weekly submissions back to your
go-live date. On the Enter Daily Time page, click the yellow arrow beside the word Date
to see previous daily time submissions back to your go-live date.

Display Weekly Enter Daily
Time Time

I =

mﬂﬂﬁrﬂﬁﬂﬁ} ﬁiﬂﬂﬂﬁﬂﬂﬂﬂﬁmﬁﬁmﬂﬁﬂﬂkﬁﬂﬁ

i

_;uu:uu:uu

m.s b Lo e
|uuu|=uw||5.-m plate | | Befrean |

200 | [Revaw B [ Cancai]

mplate | [ Refresh |

[4 Erevious Step | [ Review ¥] [ cancel |

18



Lesson 2 Summary S@EIS

You should now be able to:
 Record and submit time for approval

 Distinguish between the Enter Daily Time page
and the Display Weekly Time page

* Review time that was previously submitted



SWEIS

South Carolina Enterprise Information System

LESSON 3: Generating Leave Requests

IIIIIIIIIIII

SC BUDGET AND CONTROL BOARD



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

21



MySCEmployee Employee Self
Service — My Working Time SWES

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.

‘elcome esstrain M SCEm 'o ee ‘
Wel trains, mxw ploy

Employee Self-Service

My Overview My Emplo earc y ing Time |ty Pay | My Personalinfo | My Benefis My Travel and Expenses | My Caresr

| ‘History,; Back Forward

=

th "w' Ky Employee Search iy Working Time

i I *Quota Overview
Who's Who *Time Statements
—_— *Holiday Schedule

*Ctate Employee Leave Package
Quick Links
Time Conversion
Leave Request

,-' Ny Pay Ity Personal Info
#  *Bank Informaticn (Direct Deposit) *Address and Emergency Contacts
*Employment Verification *Personal Data
*W-4 Tax Withholding
“Yoluntary Deductions
*Savings Bonds

Quick Links
Pay Statements

My Travel and Expenses
*Expense Reports
*Travel Requests

Wy Benefits

*Employee Insurance Program Websites
*Retirement Forms.

Quick Links

hivBenefits - Employee Insurance Program

*Training and Development

m My C.a.reer
o,

CQuick Links
State Jobs

22



MySCEmployee Employee Self
Service — My Working Time SEES

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.

Weicome essusert, MySCEm p'oyee Helo. IMMT i Off
powercd by SIGEIS ‘ol | Perspnalize | Log OF
m Employee Self-Service
My Overview | My Employes Search | My Workinglime | MyPay | MyPersonalinfo | My Benefits | My Travel and Expenses | My Carear

My Working Time | History, Back Forwer [S]

Record Working Time

You can record your working time here.

You have recorded adequate working times for all workdays up to 0B/15/2009.
Your recorded times have been approved up to 08/15/2008.

Holiday Schedule

Leave Bagues

Leave Request
Reguest leave and other types of absences.

Quota OveTyhe
Display your quota balances.

State Employee | eave Package

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




MySCEmployee Employee Self Serwcg
— Leave Request

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

1] 2 Iin n
Display and Edit Review and Send Completed

@ Managers will approve the requests in
Manager Self Service

P Show Tsam Calendar W Hide Calendar P Show Time Secfunts P Show Overview of Leave
Similar to other transactions within the
MySCEmployee website, at the top of the | SRS SN ﬁ‘%“ﬁ”ﬁg"ﬂé
Leave Request page there is a progress Bilz7|2e25(30(1 |2 3| [25|26|27|28 (20|30 |31) [ll2s(a0]1]2[3(4[5]
| BEEEE BB |z2|3[«]5]|8]7 mﬁhaam'm 12'
chart that walks employees through each = DonoaEnl EREDEED
step of the leave request process. The first 18|20|21 |22 B8 1516117 1818 | 20121| [B820(21[22|2324 (2526
i i | {25 |2 ' N E
step, Display and Edit, allows employees to - SRR =i§.§: e e EEIE Lk
identify the: type of leave to be used; dates

[ Absent | Multiple Entries ~ Sent [JJ] Deletion Regquested

leave will be taken; time or duration of the
request; the approver; as well as a place to

Tor t or report leave, enter the required data and choose Review.

include a note for your approver. Type of Leave: \ [AAnnual Leave =]

Date: Nvezoos B To
Note: The time or duration fields should only Time: [1dooam | To [1zooam |
be completed if the employee is requesting Duration: ] 0ftours

a partial day of leave, otherwise the duration
will be calculated based on the employees’
work schedule.

Approver:

Note for Approver:

[«

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




— 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
within 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.

To change the Approver, click theﬁ| button
to the right of the Approver field.

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 entered 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|

26




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

27



MySCEmployee Employee Self SerwcgraE
— Leave Request 5

#h Cantbvn Triergrus hibmmasun Sysle

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.

Note: A newly entered leave request will
not display on the calendar or be deducted
from the Quota Balance until
MySCEmployee has completed processing
information each night.

Leave Request
I Leave Request
™ "
3 1] - 3 |
Display and Edit Review and Send Completed
P Show Team Calendar W Hide Calendar P Show Time Accounts  p Show Overview of Leave
October 2009 MNovember 2008 December 2008 F
“Hﬂﬂﬂﬂﬂ ﬂﬂﬂﬂﬂﬂﬂ HEHEE-
- EEIEIEENEIE N  EESEEIE - SIOENEIRIED
P 3 10 .123|456? m£|?391n|1112'
1112 13 14 15 ) Bttt 1 | 14| B 13[12[15 |18 |17 18 |13
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 7| To i 11/8/200% E
Time: [1zooaw | To [12o00Am |
Duration: El Hours
Approver: |CARROLL, MICHAEL ]
Note for Approver: L& |
[~]
[4 Previous Step | | Review ¥] | Cancel]




Demonstration SWEIS

The following demonstrations illustrates the how
to enter a leave request. Please click the button
below to launch the demonstration.




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

M ]

Display and Edit

Review and Send

P Show Team Calendar  # Hide Calendar P Show Time Accounts b Show Overview of Leave

P Showe Calendar

F Show Time Accounts

Leawve Since:

=

1041/2009

| Display |

Type of Leave

A Annual Leawve
A Annual Leave
A Annual Leave
A Annual Leave

A Annual Leave

From
11252009

1182009

1003020059
1002852005
10272009

‘BB 0 agd

To
110272005

11852009

1032008
10028020059
10T 2009

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

SWEIS

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

3 1 [3
=] e |
Display and Edit Review and Send Completed

P Show Team Calendar  # Hide Calendar P Show Time Accounts b Show Overview of Leave

p Show Calendar  pShow Time Accounts

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

J AAnnual Leave | 11/252009 | 11/27/2009 | Sent
J AAnnual Leave | 11/6/2009 | 11062009
1

Annual Leave
AMLeave 10/28/2009 10428/2009 Sent

|- [+ |~ [mowl1]of7 [~ = =]

Submit New Reguest

You have selected the following leave request:

AP009 | 10EFR009 S

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 Overview of Leave

Type of Leave From To Status

Rejected
10/30/2009 | 10/30/2009 | Approved

Used
9.50 Hours

3 Hours

750 Hours
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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

LESSON 4: Quota Overview
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Lesson 4 Learning Objectives S@EIS

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

« Navigate to the Quota Overview screen
* View quota leave balances



SEEIS

Sunith Cartbn Eriergrue hihwrason Sy

My Working Time — Quota Overview

Select the Quota Overview link from the My Working Time overview page to view quota

balances.

WySCEmpioyes

Welcome essusert,

Employee Self-Service

Iy Empl earch My Working Time My Pa

My Working Time

|3
| I My Working Time

My Per=zonal info | My Benefitz | My Travel and Expenses |

My Care

| History, Back Fo

[l

EC]

,ﬁ} “ Werking Time

Record Working Timz

“ou can record your working time here.

In the last 30 days there are 2 workdays on which you have recorded not
enough or too many hours.

“our recorded times have been approved up to 0S/20/2009.

Time Conversion
Use this to assist yvou when entering your hours into your time sheet. The
table converts Taditional Tme to 24-Hour Time.

Holiday Schedule

Leave Requests

Leave Request
Reguest leave and other types of absences.

Thota Overview
Display your quota balances.

State Emplovee Leave Package

Time Statements
Time Statement for & Chosen Period
Dizplay your working times, abzence times, bonuzes, and time accounts for
a period of your choice.

ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE

WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN
THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR
CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTEMNT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE
ANY CONTRACT OF EMPLOYMENT.
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My Working Time — Quota Overview SWEIS

Use the Quota Overview function to view your quota entitlements and to plan time off. In addition to

Quota Type, the columns that display are:

* Entitlement - The entitlement balance shows the amount of leave you have accrued up to the

date you are using to view the entitlement.

* Remainder - The remainder balance shows the current balance, which is your entitlement

balance minus any leave taken.

» Deduction Period - The period for which the quota is available to be used.

Deduction

taT
Quota Type Period

Entitlement

Remainder

Welcome esstrains, MySCEm ' lo
powered by SIUEIS

Employee 5e¥-5ervice

Time Accounts

yee

My Overview | My Employas Search My Working Tinpe | My Pay | My Persojalinfo |

My Benefits | My Traveland Expenzes | My Career

\\X*lta Type: |AII Types \ |v| On Key E{ﬂ e | 122009 _

1.50 Hourzs

'.ﬁ 3 H'r e e -L'UW"-'*.:.'-‘E"'?-_'?-', Dedsc {ﬁi I::E% 5 ﬁ '?"-"Ht..:i

Annu&JLﬂﬂve.'-*l.}:lééﬁﬂﬂ. .'-151’2;1@ [ é:xl.iﬂHnurs.'. HT.BE.HDurs
| Sick Leave 14152009 12/31/9599 _ &4.38 Hours 84.38 Hours
i Holiday Comp | 7/3/2008 10432008 | 1.50 Hours
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Lesson 4 Summary SWEIS

You should now be able to:
« Navigate to the Quota Overview screen
* View quota leave balances



SWEIS

South Carolina Enterprise Information System

LESSON 5: Time Statements
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Lesson 5 Learning Objectives SWEIS

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

« Navigate to the Time Statement screen
 View Time Statements for a Chosen Period



My Working Time — Time Statement SWEIS

To view a time statement, from the My Working Time overview page, select the Time
Statement for a Chosen Period link.

eicome essuser M SCEm lo ee
5 o pmzwm ploy

Employee Self-Service

My Per=zonal info | My Benefitz | My Travel and E

Iy Empl : My Working Time My

My Working Time

[l

|3
| I My Working Time

~ia

“ Werking Time

Record Working Timz

“ou can record your working time here.

In the last 30 days there are 2 workdays on which you have recorded not
enough or too many hours.

“our recorded times have been approved up to 0S/20/2009.

Time Conversion
Use this to assist yvou when entering your hours into your time sheet. The
table converts Taditional Tme to 24-Hour Time.

Holiday Schedule

Leave Requests

Leave Request
Reguest leave and other types of absences.

Quota Overview
Display your quota balances.

State Emplovee Leave Package

Time Statements

s SN ILIL 8 L ISR PR _ ANY CONTENT OR LANGUAGE DISPLAYED ON THE MYSCEMPLOYEE
Dizplav vour working times, abzence time$, bonuzes, and time accounts for WEBSITE DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN
a period of your choice. THE EMPLOYEE AND THE STATE. ANY INFORMATION DISPLAYED OR

CHANGED ON THIS SITE DOES NOT CREATE CONTRACTUAL RIGHTS
OR ENTITLEMENTS. THE STATE RESERVES THE RIGHT TO REVISE THE
CONTEMNT OF THIS SITE, IN WHOLE OR IN PART. NO PROMISES OR
ASSURANCES, WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY
TO OR INCONSISTENT WITH THE TERMS OF THIS DOCUMENT CREATE

ANY CONTRACT OF EMPLOYMENT. 40




My Working Time
Time Statement for a Chosen Period S@EB

The Time Statement for a Chosen Period function offers a view of time data by
periods defined by the State. Employees can select options from a table that displays
time statements from month to month.

i Time Statement, Periodic

Hide Time Statements
. | Digplay: [3 Months Kd
12/01/2009 12/31/2009
11/01/2009 11/30/2009
10/0/2009 10431/2009
- | [4 Previous Time Statement | [ Hext Time Statement b |

Note: The most recent Time Statement is defaulted and displayed. 41



My Working Time — Time Statement SWEIS

Time statements will include:

 Reported Hours - Time charged by
the employee to Hours Worked,
Overtime, Shift Differential, etc.

 Absence Quotas - Leave balances,
Accrued (earned) amounts, YTD
Hours Used, etc.
Note: A difference may occur when
comparing the Time Statement
against the Quota Overview due to

the timing of when time is processed.

« Other Time Related Absences —
FMLA balances and the amount of
FMLA time used during the period.

Note: The Time Statements are displayed
in Adobe PDF format. If Adobe is not
installed on the computer you are using,
the form will not display.

Time Statement
1210172009 to 12/31/2009

Personal / Organizational Data

Personnel Number 00002306 Name John D. Anderson

Pasition ADMINISTRATIVE SPECIALIST Org. Unit AGRICULTURAL SERVICES DIV
Personnel Area P160-DEPARTMENT OF AGRICULTURE | Sub Area AHD0-ADM-ADMPG MGMT

Cost Center F1E0ADO0ID Waork Schedule DA7T5C006

Employee Group 1-CLASSIFIED FTE Emp. Sub Group 1AFTEXWINS &LV

Eﬁ‘ ﬂﬁfmm g Time Mgt Status 2- Time evaluation of planned tmes
Reported Hours

Time Account Hrs. Time Account Hrs. Time Account Hrs.
Hours Worked 16350 Leave wio Pay 0on Sick/Family Sick Leave 0oo f ooo
Call Back 0.00 Annual Leave 0on Holiday 18.00

On Call 0.00 Comp. Time ooo Other Pd. Leave 000
Overtime 0.00 Shift Diff. ooo Holiday Comp. 000
Dual Employment 0.00
Absence Quotas

Description Beginning Accrued Deducted | PaidTransfer | Adjustment | End Balance | YTD Hours
Balance t* H (] (+ Used

Annual Leave 10313 750 0.00 000 000000 11250 0.00
Sick Leave 10213 7.50 .00 [if1 4] 0.00000 11250 0.00
Huoliday Comp. 11.50 38 000 000 000000 7.50 0.00
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My Working Time — Time Statement SCEIS

When the Time Statement for Chosen Period link is selected from the My Working Time

overview page, you can select the Display More Time Statements link to view time
statements from other periods.

Welcome essuser1, Myscem p'oyee

powsred by SEIS

Employee

My Overview My oye - My Working Time My Pay My Personal Info My Benefits My Travel and Expenses My Career

Time Statement, Periodic
L
I Time Statement, Periodic

|Di5 lay More Time Statements |

[4 Previous Time Statement | | Next Time Statement ¥ |

BBA ® eeln eemE-d @ -

Time Statement
12/01/2009 to 12/31/2009

Personal / Organizational Data

Personnel Number 00008531 Hame Jonathon P. Brady

Position INFO RESOURCE COORDINATOR Org. Unit

Personnel Area E280-ELECTION COMMISSION Sub Area AHO0-ADM-ADMPG MGMT

Cost Center E2B0BO001D Work Schedul TEH-F210

Employee Group 2-UNCLASSIFIED FTE Emp. Sub Group JAFT-EXWANS & LV

Length Of Service 0.00 Time Mgt Status 3 - Time evaluation of planned times

Reported Hours

e | PP P I
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My Working Time — Time Statement SWEIS

From the Display More Time Statements link, employees are shown available Time
Statements for viewing.

Welcome essusert, My S C Em p |0ye e

powered by SVEIS
ervice
My Overview My oy earc) My Working Time My Pay My Perzonal Info My Benefitz My Travel and Expenzes My Career
Time Statement, Periodic
L]
Time Statement, Periodic
Hide Time Statements
Display: [3 Months [=]
Choose a Time stort £nd PindTine Productive
Statement from | 120112008 1213112009
=yl 1140172009 11/3042009
a Specific L
i X J 10/01/2009 10/31/2009
Period of Time
|( Previous Time Statement| | Next Time Statement D|

SR Qi e eemx-H @i~ -

Time Statement
12/0172009 to 12/31/2009
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Lesson 5 Summary SWEIS

You should now be able to:
« Navigate to the Time Statement screen
e View Time Statements for a Chosen Period



SWEIS
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LESSON 6:
Record Working Time
Using Charge Objects
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Lesson 6 Learning Objectives SEEIS

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

 Record working time using Charge Objects.



Daily Entry Using Charge Objects SWEIS

Sunith Cartbn Eriergrus hihmmasun Sysie

Time can be entered, when applicable, using Charge Objects. In addition to recording an attendance
type with start times and end times, employees also need to identify a receiver cost center, receiver

fund, receiving functional area and receiver grant. The WBS element and the receiving order fields
are optional.

Your agency will provide information about which charge objects to use if you are required to enter
charge objects.

If you have recorded charge objects in the past, the charge objects that have been used previously
display in the Worklist. Select Show Worklist to view a list of previously used charge objects.

Record Working Time

-E— o —=

Edit Review and Save Completed

w Hide Calendar [ Show Worklist

L] August 2009
W Tu We Th Fr Ss Su
- I EIEIBIEE

EBa(as]s]7]e]s
B8 1011 [12[13[14]15]18
B8 1712 19[20[21[22]23
[88 24 (25|28 [27 |28 ]38 |20

- ElE

i Rejected [ Excess Time Recorded

=

Conet. Swttne  Endtoe

| 00:00 '|._cm:uu |

| History, Back




Daily Entry Using Charge Objects SWEIS

Notice that when you select Show Worklist, the calendar no longer displays. To see the calendar, select
“Show Calendar” and the Worklist will be hidden.

To select and use a previously used charge object, click the box in the row to the left of the “Charge
Object” you wish to use. Then click the Copy Rows button on the bottom of the page.

Caution! Do not use the search
option if you do not know the

codes. Toggle between
/ Calendar and

Worklist

Record Working Tim.-e/

1
i / =
Edit Revieyl and Save Compieted

b.Show Calendar H Hlist

E28019361707

EZB0X0021
50630000 EZB0X0021 E28010010103

Previously Used L
Charge Objects ||
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Daily Entry Using Charge Objects

SEEIS

Sunith Cartn Erdergrus b

hdurraun Systen

After clicking the Copy Rows button, the selected charge object(s) appear in the daily time-entry area.

In this example, the employee recorded time for two different applicable charge objects with start and

end times of:
0830 to 1200
1300to 1700

After the charge objects and other required fields are entered, click the Review button to verify that the
entry is correct. Submit to your manager for approval.

Charge Objects
Copied from Worklist

Start Time

End Time

oats [4]10r192005 [ ] [Go]

Aft fabs. type WapeType Content Starttme  Endtme |
| I—( | e | | e L[ %599) | D000 T [ 2209
E280D00001 [T T (7| s0630000 | EZB0X0021 | E28019361707 | Attendance hours (1000) | | 350 o0&30 12:00
E280CA0010 [T ] (7| 50630000 | E280X0021 | E28010010103 | Attendance hours (1000) ¥ [ 4]1300 17:00
=] ] a] | | | » i i i

4| Frevious Siep

[Review #|

| Cancel |
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Daily Entry Using Charge Objects SWEIS

Important Notice!

Employees and managers need to ensure the correct charge objects are being used when

recording time.
Using incorrect charge objects will create posting issues between payroll and finance.

0 Reminder: When using charge objects you must:

* record an attendance type with start times and end times.
include a receiver cost center, receiver fund, receiving functional area and receiver

grant.

51



Lesson 6 Summary SWEIS

You should now be able to:
 Record working time using Charge Objects.



SWEIS

South Carolina Enterprise Information System
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Course Summary S@EIS

You should now be able to:

« Log on and navigate to My Working Time
within the MySCEmployee website

e Record and submit time
« Generate leave requests
 Display guota balances
e View time statements



Evaluation S@EB

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

Your input will help to shape future

enhancements to the SCEIS End User
Training Program
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