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IMG200 SCEIS Document Imaging HR/PY

Course Learning Objectives S@EIS

@ Upon completion of this course, you should be
able to:

— Describe the OnBase/SAP interface for HR imaging
- Scan and separate HR documents into OnBase

- Index missing personnel numbers

- Sweep electronic files

- View images attached to SAP personnel records

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

*Describe the OnBase/SAP interface for HR imaging
*Scan and separate HR documents into OnBase
*Index missing personnel numbers

*Sweep electronic files

*View images attached to SAP personnel records
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Course Map SWEIS

@ Lesson 1: OnBase/SAP Interface for HR Imaging
@ Lesson 2: Scanning HR Documents into OnBase
@ Lesson 3: Document Separation in OnBase

@ Lesson 4: Indexing Missing Personnel Numbers
and Scanning Multiple Documents

@ Lesson 5: Sweep Electronic Files

@ Lesson 6: View Images Attached to SAP
Personnel Records

Approximate Course Time — 3 hours

We will cover six lessons in this course:

In Lesson 1, we will view the OnBase/SAP interface for HR Imaging.
In Lesson 2, we will scan HR documents into OnBase.
We will separate documentation in OnBase in Lesson 3.

In Lesson 4, we will index missing personnel numbers, and scan
multiple documents at once.

In Lesson 5, we will sweep electronic files.

And finally, in Lesson 6, we will view images attached to SAP
Personnel Records.
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LESSON 1: ONBASE/SAP INTERFACE
FOR HR IMAGING

In the first lesson, we will view the OnBase/SAP Interface for HR
Imaging.
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Lesson 1 Learning Objectives S@EIS

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

- Describe the HR document types that will be scanned
into SCEIS

- Describe how OnBase imaging works together with SAP

Upon completion of this lesson, you should be able to:
*Describe the HR document types that will be scanned into SCEIS
*Describe how OnBase imaging works together with SAP
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OnBase/SAP Interface S@EIS

Scan Operators will scan HR
documents into the OnBase imaging

system and enter the personnel LEGEND
* number of the employee whose
documents they are scanning. SAP B sap
Scan will automatically attach the scanned
Operators images to the correct infotype in the

i employee's personnel record.

;Far;u | E-Flles
F ~F

&

SAP
Users

In order for OnBase to interface with SAP, Scan Operators will scan
HR documents into the OnBase imaging system, and they will enter
the personnel number of the employee whose documents they are
scanning. SAP will automatically attach the scanned images to the
correct infotype in the employee’s personnel record.
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HR Imaging Document Types S@EIS
DOCUMENT TYPES INFOTYPE
EPMS DOCUMENTS
EPMS Evaluation Documaent IT0024
EPMS Planming Document IT0024
GENERAL DOCUMENTS
The documents Dual Employment Agresmant 1T0554
|"5ted here will be Employment Applcation & Supporting Documents T0000
+ 19 Supporting Documents 110094
scanned into SCE'S License & Credentisls Documents IT0795
and attached to the Non-Resident Supporting Documents 170048
3 Position Description 111002
em ployee S Supportive Dotuments for Name Change 1T0002
personnel record. PAYROLL DOCUMINTS
Benefits Enroliment Foem (NOE) 110171
NOTE: The scanning Direct Deposit Farm Authorization 110009
process for travel Lo b o SR e
documents will vary Retirement Forms 10169
4 Savings Bond Purchase form 110103
Sl|gh"y $C W-4 Deduction Form 110210 5C subtype
Voluntary Deductions —~ Onetime 110015
Noluntary Deductions - Recurring 110014
TRAVEL DOCUMENTS
£ Clasmed Doc Not appicable 7
Trip Request Documentation Not applcable

The documents listed here will be scanned into SCEIS and attached to
the employee’s personnel record. Please note that the scanning process
for travel documents is slightly different than other document types. We
will discuss the travel document variations where applicable.
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Lesson 1 Summary SGEIS

@ You should now be able to:

- Describe the HR document types that will be scanned
into SCEIS

- Describe how OnBase imaging works together with SAP

This concludes Lesson 1.
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LESSON 2: SCANNING HR
DOCUMENTS INTO ONBASE

In Lesson 2, we will scan HR documents into OnBase.
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Lesson 2 Learning Objectives S@EIS

@ Upon completion of this lesson you will be
able to:

- Scan single HR documents into OnBase

Upon completion of this lesson, you should be able to scan a single
HR document into OnBase. When you become accustomed to
scanning you will be able to scan multiple documents together in one
batch. However, for the first several days that you are scanning, it is
recommended that you scan one document at a time.

We will see how to scan multiple documents at the same time in
Lesson 5.
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Preparing Your Scanner S@EIS

@ The SCEIS standard scanner is a Kodak i1220
model. It is installed at each agency by the
SCEIS team before go-live.

@ Be sure that the power is turned on and the
green light is blinking. The power switch is
located on the back of the scanner.

@ Contact the SCEIS Service Desk with

questions: SCEISHelp@sceis.sc.qov. The
SCEIS imaging team will contact you.

Lessons in this course are oriented around the SCEIS standard
scanner: the Kodak i1220. It is installed at each agency by the
SCEIS team before go-live.

To use the scanner, be sure that the power is turned on, and the

green light is blinking. The power switch is located on the back of the
scanner.

If you have any questions about other scanners, contact the SCEIS
Service Desk at SCEISHelp@sceis.sc.gov.
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Log On to CITRIX

Log into Citrix
using your User
Name and
Password.

{7 Olrac Accews Gatmwary - Windows Lrisrmet Exgshny m Eixi
G - O inem e gimwinten i@ [ooalfo- 8-
o O Oy Ao Catoway e ®
:.I
( |
South Caralina Enterprise Information System
Prase log on 1o comtimun
~
et rarre ’
4 Password |
=
Bom f T Disted e 00 i_u
7

To access OnBase, log into Citrix using your user name and

password.
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Log On to OnBase SGEIS

mSEE, Oix

Click the OnBase

@ |icon on your Citrix
Applications screen.

Then, click on the OnBase Full Client button to launch OnBase.
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OnBase Client Screen SEEIS

The OnBase Client e e )
screen will appear. |[[ZEizSsse 83 ¢ o=lTFI0 0 cn

The OnBase client screen will appear.

© State of South Carolina Page 14



IMG200 SCEIS Document Imaging HR/PY

Click
Processing, then

click Scan/index
from the drop-
down menu,

The Document =
Imaging screen s I,
will appear. Sosestiet| - 2

To open the Document Imaging Screen, click on Processing and
then Scan/Index from the drop-down menu. The Document Imaging
screen will appear.
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Selecting Scan Queue SGEIS

Click Scan Queues

Double-Click on the
appropriate
document category:

EPMS Documents

General
Documents . =

Payroll Documents |||l scasimr—=g
Travel Documents

This will activate the
Scan Format and
Document Type :
fields. e

To select a Scan Queue, click Scan Queues in the upper left side of
the screen. Double-click on the appropriate document category in
order to activate the Scan Format and Document Type fields.
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Click the Document Type
drop-down arrow fo select
the type of document
being scanned.

NOTE: If the Scan
Format area is blank,
click the drop-down arrow
and select your scanner.

IMPORTANT!!!!

Selecting the document
type determines the
infotype to which the
document will be attached

Once activated, click the Document Type drop-down arrow to select
the type of document being scanned. If the Scan Format field is
blank, you will need to select your scanner from the dropdown.

It is important to note that selecting the document type determines
which infotype the document will be attached to. So it is important
that you select the correct one.
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Entering Personnel Number

SEEIS

Enter the Personnel Number of
the employee whose documents
you are scanning.

NOTE: Do not enter 2 Personnel
Number for travel documents.
When the trip document is
scanned, the scanner will read the
bar code on the trip document and
will look up the Personnel
Number in SAP.

IMPORTANT!!!!

Entering the personnel number
determines the personnel record to
which the document will be attached.

Scw fomeet [rode
ScwiMade © Nabndor © Padodor & Fullloden

=l

Document Type [HR Borite Ecsolrent Fomm NDE)

Decumert Dake [117072009 5
|
I HE Pacurrd Nimter [5048 I j_l

T Frst Harsa |
Hlehme [ 3
R Tadgeey | &) 2

5

£

| | oo | g |

Enter the Personnel Number of the employee whose documents you
are scanning. This is an important step to ensure the document is
attached to the correct personnel record.

Please note that you should not enter a Personnel Number for travel
documents. When the trip document is scanned, the scanner will
read the bar code on the trip document and will look up the

Personnel Number in SAP.
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Scanning the Document SGEIS
Place the HR document into the L = =l
Wi et ; ScanMede © Mobadee © Prebader & Fulllnges
scanner dl'VIng 'n me[ﬁw&uﬂ—tr-)hmnh :]
backwards'(upside down, face S
down), and click the Scan button. :
il 1 T I |

The Batch Name screen will LU I |
appear with the date and your 4 L e | Al
user name. Optional: You can BRI Ao 4| il "
position the cursor after your user z
name and type a reminder about | Ioee 'E_
what is in the batch

— %)

Click the OK button.

The document pages will feed
through the scanner

S0t 2 roem 10 st e Babon o "Tancel” 3 osdect an eiing basch

[0 TT07 - FEETIRCAN "o o e & pevwende heve™ |

b |

Place the HR document into the scanner upside down and face
down, and click the Scan button.

The Batch Name screen will appear with the date and your user
name. If you want to type a reminder about what is in the batch, you
can position the cursor after your user name and type a reminder
here.

Click the OK button, and the document pages will feed through the
scanner.

© State of South Carolina Page 19



IMG200 SCEIS Document Imaging

HR/PY

Scanning Complete Screen SEIS
| ——
When all of the pages have nTTMEISE ) PN H0a pagi s e b st
been scanned, the Scanning I DS Sy EEMMLE S
Complete screen will appear. Ehmege o 2] ey B Cawl ot beio g fechy)
) Debosd Do | Duzand rarned pages
Click the Done button. == e

Damte Lact Page |D.u.h|-o-.dm'
D-hulbm.ll Debete Pae byz 3000w and conimm

0

When all of the pages have been scanned, the Scanning Complete
screen will appear. Click the Done button.
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Scanned Batch List SWEIS
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L5 Aty Dot Separ sbon (4)

All batches that have been scanned
will be listed, with a Status of
‘Awaiting Document Separation'.

.| | You may scan more documents or
j'ﬂ 9 proceed to Document Separation.
T Pl
IMPORTANT!!!!
Documents are not attached to SAP yet.
You must perform Document Separation,

e

"

All batches that have been scanned will be listed in the upper right
side of the screen, with a Status of ‘Awaiting Document Separation’,
meaning they are not attached to SAP yet. To attach them to SAP,
you will need to complete our next step: Document Separation.
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Lesson 2 Summary SGEIS

@ You should now be able to:

— Scan HR documents into OnBase

2

This concludes Lesson 2.
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SWEEIS
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LESSON 3: DOCUMENT SEPARATION
IN ONBASE

In Lesson 3, we will separate documents in OnBase.
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Lesson 3 Objectives S@EIS

@ Upon completion of this lesson you will be
able to:

- Perform document separation in OnBase
- Navigate document separation

NOTE: It is recommended that you always select
“Perform Document Separation” even if a batch only has
one document. This will help you avoid mistakes when
you do scan multiple documents in a batch.

18

Upon completion of this lesson you will be able to:
*Perform document separation in OnBase
*Navigate document separation

It is recommended that you always select “Perform Document
Separation” even if a batch only has one document. This will help
you avoid mistakes when you do scan multiple documents in a batch.
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Document Separation SEEIS

I — BASRY DO Seper s (£ l

Convetmd

L e v
2 Amatrg Corawd (0)

T S P

ye ol

oot
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Click Awaiting Document Separation and
click the batch that you want to work. 1t will
become highlighted.

Right-click on the batch to display the menu,
and click Perform Document Separation on
the menu.

The images for the scanned batch will appear.

Fig

To separate documents, you will need to click Awaiting Document
Separation, and click the batch that you want to work. It will become

highlighted.

Right-click on the batch to display the menu, and click Perform
Document Separation on the menu.

The images for the scanned batch will appear.
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Document Separation —
One Document

If this batch contains one
document, click the Save
Changes & Close button,

When the Confirm screen
appears, click the Yes
button.

If this batch contains one document, click the Save Changes & Close
button.

When the Confirm screen appears, click the Yes button.
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Navigating Document Separation

SEEIS

Scanning Documgnt
siey) Separation
A,;f—l Document 3 l

Document 2 H
PAGES are scanned. .. .
Pg3
BATCHES.. —

in OnBase Docurment 1 ‘

QUEUES

Pg1

BATCHES are
and become divided...

into DOCUMENTS

7

After you have become comfortable scanning one document at a time
you may prefer to scan several documents in a single batch and
separate them using the Document Separation feature of OnBase.
When you scan several documents at once, OnBase sees them as just a
batch of individual pages. You will need to tell OnBase how to group the
pages into separate documents using the Document Separation

function.
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Document Separation
— Several Documents S((EB

If the batch contains TR <o S5 5101 VSR o8
multiple documents, click Dt Gt s

between each document.

Click the Save Changes
& Close button

When the Confirm screen
appears click the Yes
button,

NOTE: This screen has
several optional functions.
Refer to Navigating
Document Separation later
in this lessaon for more
information.

If the batch contains multiple documents, click the Divider button
between each document, which is shown by the gray box in-between
images in the bottom half of the screen. The number of documents
will be shown in the top window.

Click the Save Changes & Close button.

When the Confirm screen appears click the Yes button.
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Zero (0) in Indexing SEEIS

o (ey d (OO RVER | Tew! Oyntarn < NOL fur Prodhaction Lse
v Doasset U Doceury Advnr  Wrvkew i
PHE « 9 MBS A VA= e n =

When document separation is done for
a batch, the documents are
automatically attached to the

el S appropriate infotype of the employee's
personnel record,
B Frna | |
i e IMPORTANT!!!!
Dosines v | 2}

ey = There should be a zero (0) next to
(o Awaiting Index and Index in Progress.
If not it means that you did not enter the
Personnel Number before scanning. You
are not finished with the batch and must
perform indexing before the documents

J J J J |will be attached to SAP. Refer to Lesson
Nl Rt l o - © 4 jor information regarding indexing,

When document separation is done for a batch, the documents are
automatically attached to the appropriate infotype of the employee’s
personnel record. You have finished with that batch.

Please note, however, if there is not a zero next to the Awaiting Index
and Index in Progress menus, it means that you did not enter the
Personnel Number before scanning. Therefore, you must perform
indexing before the documents will be attached to SAP. Please refer
to Lesson 4 for information regarding indexing.

© State of South Carolina Page 29



IMG200 SCEIS Document Imaging HR/PY

Navigating Document Separation SGEIS

Eave Chet (VDEEIARI] Tuwh Fywhorn - Aok fok
&, Dotowe Uw Soocesry gt ppdoe
PERE e WY R AR e

The top window
shows how many
documents the
batch has been
separated in to.

The bottom window
shows how many
pages are in the
batch.

The OnBase screen is divided into two sections. The top window
shows how many documents the batch has been separated in to.

The bottom window shows how many pages are in the batch.
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Navigating Document Separation

(Continued)

Double-click a
thumbnail image in
the bottom window to
zoom in on the image.

This is useful when
the thumbnails are too
small to see the
document detail.

FETTET T v Ak e bresh s Uve - () bt Sl
LD Dorwr e Bowrg down fraw M0
PRES OVYSHAS s V2. O FND Ly

AT T W v o T 5 AR

+ T eue 3; W g 3

& Ay e oy ) )
(3 FOO0HE e Dics - 00 L1 |

S Aoy rode X

s e 1 Beogrea (1)

S Anerg Commt

To zoom in on the image, double-click a thumbnail image in the

bottom window.
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Navigating Document Separation
(Continued) SWEIS

For large batches, all
pages will not fit on
the screen, Itis
sometimes helpful to
change the size of
thumbnails. To do so,
click the icon on the
top right, above the
top window.

|y |9 ua| 28

Change the
The Thumbnail Sizes | L= thumbnail -
screen will appear. tSrl,Ze g;d click
e
button. =] Loy

32

For large batches, all pages will not fit on the screen. It is sometimes
helpful to change the size of thumbnails. To do so, click the icon on
the top right, above the top window. When the Thumbnail Sizes
screen appears, change the size appropriately, and click OK.
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Lesson 3 Summary SWEIS

@ You should now be able to:
- Perform document separation
- Navigate document separation

33

This concludes Lesson 3.
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LESSON 4:
INDEXING MISSING PERSONNEL
NUMBERS AND SCANNING
MULTIPLE DOCUMENTS

In Lesson 4, we will index missing personnel numbers and scan
multiple documents.
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Lesson 4 Objectives S@EIS

@ Upon completion of this lesson you will be
able to:

- Index personnel numbers that you forgot to enter
before scanning

- Scan and index multiple documents of different
types at once

15

Upon completion of this lesson you will be able to:
*Index personnel numbers that you forgot to enter before scanning
*Scan and index multiple documents of different types at once
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Indexing Missing Personnel SGEIS

Numbers

P Test Gyslmn  NGE Par Prothaction Use
O Dodmet U Boossng Ahwm B0vbe oW
TERZL Ov- W ARG s v~ TN L o

Seored § ey

N livas lpetey
FI0 M PapdTece -5 0TI 5T MFPCIDGTAN “4E vl dee™
E FIOMA Papd tus - 2001 OF  SESO00GCAN “ 100 b ™
I 1Y Pamct Dace " FITN T AN "0 el
© Sraiinoie If you forget to enter the
Personnel Number before
wel . | |scanning a document, the
R batch moves to the status
S - Index in Progress after

Document Separation. You
must index the Personnel
Number from Index in
Progress.

6

If you forget to enter the Personnel Number before scanning a

document, the batch moves to the status Index in Progress after
Document Separation. You must index the Personnel Number before

continuing.
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Indexing Missing Personnel
Numbers (Continued)

STEIS

3o Clerd =lolx|
L) e Doourert O Brocssrg M Window Db ML
TRES OV HAS Al ENG Lz

L Scan Queves
L Mg Dooument Sepacation (3}

= Fodex nFrogress (1)
. Comeresed
@ Schedded Froveses

e G | =1| | Click Index in Progress, and click
postiaeye: 2 z the batch that you want to work. It
wl : g
omem———m | |will become highlighted.
Put the mouse over the highlighted
batch and right-click to display the
| | | | menu.

L] Click Index Documents on the
menu.

bhg

To do so, click Index in Progress, and click the batch that you want to

work. It will become highlighted.

Right-Click on the highlighted batch so that the menu appears, and

click Index Documents on the menu.

The first page of the document will appear.
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Indexing Mi

Numbers (Continued)

ssing Personnel

Enter the Personnel
Number and click

automatically attached
to the appropriate
infotype of the SAP
personnel record, and
you are finished with
imaging for this
document.

NOTE: If a travel

document is missing
Trip Number and

should index the Trip
Number.

Index. The document is i qme

Personnel Number, you
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|, Coamwt e Hototy Ao Brdos
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Enter the Personnel Number and click Index. The document will be

automatically attached to the appropriate infotype of the SAP
personnel record, and you are finished with imaging for this

document.

Please note that if a travel document is missing Trip Number and
Personnel Number, you should index the Trip Number.
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Imaging Multiple Documents at Once S@EIS

LB Doouewe Lox Gocswg AW SN0
FRE . PSR A - o 3= P

Select the Scan Queue
as you would for a single
document

Click No Index instead
of selecting the
document type

[\"b--l LR R R N
Diccamet Line |
Scan the batch and NS

Tomery

perform document
separation. In the
document separation
step, be sure to separate
the different documents

2
Nl et o

In certain situations you will prefer to scan several documents at
once instead of a single document. For example, scanning several
payroll documents into a single personnel record. Different document
types may be scanned in the same batch as long as they belong to
the same Scan Queue.

To scan several documents, select the Scan Queue as you would for
a single document. Click No Index instead of selecting the document

type.

Scan the batch and perform document separation.
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Imaging Multiple Documents at
Once (Continued)

& omdne Chard (OUSINTER) Test Sevbomn - ot P v
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STEIS

- Click Awaiting Index.

S oo |

. —— Click the batch that you want to

et [T work. It will become highlighted.
Put the mouse over the highlighted
batch and right-click to display the
menu,

——d=d_=] Click Index Documents on the
menu, pz

Click Awaiting Index and click the batch that you want to work. Once
it becomes highlighted, right-click it to display the menu.

Click Index Documents on the menu, and the first document in the
batch will appear for indexing.
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Imaging Multiple Documents at
Once (Continued)

3
LD Gt i By i Sk i i)

The first document in the PREL Wt WS B
batch will appear for 5
indexing

e b b e

If the image is too large
or too small for your
screen you can change
the size of the image
with the CTRL+ and
CTRL- keys.

NOTE: You must use the

+/- keys on the ol
calculator section of your | |« ¢ bosn s @

keyboard.

TT0171 Benafits Enrodment
(NOE) 1

| Babd e o 10 ot 0 Tusnsengl wd | nel

a

Once the first document in the batch appears for indexing, You can
enlarge or decrease the image by clicking Control Plus or Control
Minus on your keyboard, respectively.
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Once (Continued)

Imaging Multiple Documents at

Click the Document

Type drop-down arrow
and select the document
type that is displayed.
The Keyword area will
become visible,

e e b b S

Enter the Personnel
Number.

If all of the documents in
the batch are for the
same person, click the
lock next to the

L |

IT0171 Benefits Enrofiment
(NOE) L

E¥

Ll I

Wi

|4

Personnel Number.

Click Index

T 1 4 1 e 1 @ | g o Il

al

Click the Document Type drop-down arrow and select the document
type that is displayed. The Keyword area will become visible.

Enter the Personnel Number.

If all of the documents in the batch are for the same person, click the
lock next to the Personnel Number.

Click Index.

The first document will be indexed and the next document in the

batch will appear.
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Imaging Multiple Documents at
Once (Continued)

SWEIS

the batch appears, the
Personnel Number will
already be indexed if you
locked it,

the document that is

in the batch have been
indexed.

been indexed, they are

with this batch.

When the next document in

Change the document type to

displayed and click Index.
Continue until all documents

When all documents have

attached to the appropriate
infotypes of the personnel
record. You are now finished
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When the next docum

ent in the batch appears, the Personnel

Number will already be indexed if you locked it.

Change the document type to the document that is displayed and
click Index. Continue until all documents in the batch have been

indexed.

When all documents have been indexed, they are attached to the
appropriate infotypes of the personnel record. You are now finished

with this batch.
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Lesson 4 Summary SGEIS

@ You should now be able to:

- Index personnel numbers that you forgot to enter
before scanning

- Scan and index multiple documents of different
types at once

This concludes Lesson 4.
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SWEEIS

South Carclina Enterpise Information System

LESSON 5: SWEEPING
ELECTRONIC FILES (INSTEAD OF
SCANNING)

In Lesson 5, we will sweep electronic files instead of scan them.

© State of South Carolina

Page 45



IMG200 SCEIS Document Imaging HR/PY

Lesson 5 Objectives S@EIS

@ Upon completion of this lesson you will be
able to:

- Sweep electronic files onto OnBase instead of
scanning paper documents

a6

Upon completion of this lesson you will be able to:

*Sweep electronic files onto OnBase instead of scanning paper
documents

This means that if some of your documents are already electronic
files you do not need to print them out and scan them. You can
“sweep” them directly into OnBase.
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@ To sweep files directly into OnBase:

- Create a folder on your computer'’s C: drive that you
will use for sweeping.

— Put one or more files into the folder. All files must be
the same document type for a sweep operation.

— File formats that can be swept in to SCEIS include
TIF, PDF, Excel, Word.

@ Send questions to the SCEIS Service Desk at
SCEISHelp@sceis.sc.gov to inquire about
other file formats.

ar

To sweep files directly into OnBase:
- Create a folder on your computer’s C: drive that you will use for sweeping.

- Put one or more files into the folder. All files must be the same document
type for a sweep operation.

- File formats that can be swept in to SCEIS include TIF, PDF, Excel, Word.
If you have any questions, you can contact the SCEIS Service Desk.
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Sweep Instead of Scan (Continued) S@EIS
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In OnBase, after selecting the
document type, perform the rn L)
following steps instead of clicking o e o

the Scan button:

Put the mouse in the whitespace
area on the screen and nght-click.

Right-click

S o [ 4 e =l

A menu will appear, Ran s © byt s & 1t —
A e
Click Sweep Directory. Sew st 200 1
The Import/Sweep screen will G
appeaf St Somn Gource
Rty

In OnBase, after selecting the document type, perform the following
steps instead of clicking the Scan button:

Put the mouse in the whitespace area on the screen and right-click.
A menu will appear.

Click Sweep Directory.

The Import/Sweep screen will appear.
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Sweep Instead of Scan (Continued) S@EIS

Click Sweep Directory on the
Import/Sweep screen. The Sweep
Path Dialog screen will appear.

Click the Document Type drop-
down menu and select the
document type

Uncheck Sweep Images Only.
Click the Browse button,

The Browse for Folder screen will
appear
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Click Sweep Directory on the Import/Sweep screen. The Sweep Path
Dialog screen will appear.

Click the Document Type drop-down menu and select the document

type.

Uncheck Sweep Images Only and then click the Browse button.

The Browse for Folder screen will appear.
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Sweep Instead of Scan (Continued) SGEIS
Highlight the folder that your files are [ T e
in on the Browse for Folder Screen B || e
Click the OK button to select the : Meopésiss
foider, P :E.,: e
The Sweep Path Dialog screen will gt P P
appear, and click the OK butfon to
sweep from your folder [ 1 Rweep Orecsorm ke BRI x|
Click the OK button to confirm you 3/ meyousre you st 1o swep e drectony”
want to sweep the directory =
The Bafch Name screen will appear.
Proceed from the Batch Name Im mﬂl
screen as described in Lesson 2. Rt

"] st |
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Highlight the folder that your files are in from your C: Drive on the
Browse for Folder Screen.

Click the OK button once you select the appropriate folder.
The Sweep Path Dialog screen will appear.

Click OK to sweep from your folder.

Click the OK to confirm you want to sweep the directory.
The Batch Name screen will appear.

Proceed from the Batch Name screen as described in Lesson 2.

After everything: A swept batch will always go to Index In
Progress.

You must index the personnel number. Refer to Lesson 4:
Indexing Missing Personnel Numbers
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Lesson 5 Summary S@EIS

@ You should now be able to:

- Sweep electronic files onto OnBase instead of
scanning paper documents

5

This concludes Lesson 5.
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SWEEIS

South Carclina Enterpise Information System

LESSON 6: VIEW IMAGES
ATTACHED TO SAP PERSONNEL
RECORDS

In Lesson 6, we will view images attached to SAP personnel records.
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Lesson 6 Objectives S@EIS

@ Upon completion of this lesson, you will be
able to:

- View images that are attached to SAP personnel
records

53

Upon completion of this lesson, you will be able to:
*View images that are attached to SAP personnel records
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View Images with Personnel Records S@EIS

You can view images that are attached
to a Personnel Record as follows. This
example uses infotype IT0014,
Recurring Payments/Deductions

Display a specific infotype.

Click the Extras icon. L T

e
tiura DT —
el s

A menu will appear.

Click Display Specific Facsimiles.

If there is just one image attached to
the infotype the image will appear in a
separate window.

If there Is more than one image
attached to the infotype, the Hif List
screen will appear.

You can view images that are attached to a Personnel Record as
follows.

Display a specific infotype.
Click the Extras menu and select Display Specific Facsimiles.

If there is just one image attached to the infotype the image will
appear in a separate window.

If there is more than one image attached to the infotype, the Hit List
screen will appear.
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(Continued)

View Images with Personnel Records

SEEIS

attached to the infotype

attached to the infotype.
To display images:

A list of image line items will
appear.

The image will appearin a
separate window,

The Hit List screen will appear if
there is more than one image

The Hit List displays a folder for
each date that documents were

Click the Expand icon for the
folder date you are interested in

Double-click one of the line items.

58

If there is more than one image attached to the infotype, the Hit List

screen displays a folder for each date that documents were attached

to the infotype.

To display the images:

Click the Expand icon for the folder date you are interested in.

A list of image line items will appear, and you will need to double-

click one of the line items.

The image will appear in a separate window.
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(Continued)

View Images with Personnel Records

computer

2 Print image

5 Zoom in and out
6 Rotate the image

In the image viewing window you
can perform the following actions:

1 Save image file to your

3 Add a note to the image

7 See thumbnails of each page

8 Close the viewing window

4 Page forward and backward Recurring

In the image viewing window, you can save the image file to your
computer, print, add a note, page forward and backward, zoom in
and out, rotate the image, view thumbnails, and close the viewing

window.
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View Images with Personnel Records

(Continued) SWEIS

=

An alternative way to display images R cnsecion B B
is to select Extras > Display All @

Facsimiles. ™% Display HR M

Retrgs Bowsies  Selngs Ui bet

A Hit List will appear of all infotypes
that have images attached

Expand the infotype folder that you
are interested in and select an image
to display.

NOTE: You will only be able to see
images for infotypes which you have -
security rights to view. ' g t

As an alternative way to display images, you can click on Extras >
Display All Facsimiles. This will show you all the infotypes that have
images attached. You can select the image you wish to display.

Please note that you will only be able to see those images for which
you have security rights to view.
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Lesson 6 Summary SEEIS

@ You should now be able to:

- View images that are attached to SAP personnel
records

This concludes Lesson 6.
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Course Summary SGEIS

@ You should now be able to:

— Describe the OnBase/SAP interface for HR imaging
- Scan and separate HR documents into OnBase

- Index missing personnel numbers

- Sweep electronic files

- View images attached to SAP personnel records

This is also the conclusion of the IMG200 course.
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@ Additional Practice

- You can practice in the SAP Training Practice
System during and after training.

@ Additional Support and Reference Materials

- You can access additional support and print step-by-
step procedures on the SCEIS uPerform website.

Go to the SCEIS website at http://www.sceis.sc.qov
and point to Training, then click SCEIS uPerform.

&0

If you need additional practice, you can utilize the Training Practice
System. You can also access and print step-by-step procedures
located on the SCEIS uPerform website. The web address for the
SCEIS website is: http://www.sceis.sc.gov.
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Evaluation SGEIS

Please complete the online course evaluation
in Blackboard.

Your input will help to shape future
enhancements to the

SCEIS End User Training Program

Go to the SCEIS website http://www.sceis.sc.gov
point to Training and then click Blackboard

&

Thank you for completing the IMG200 course. To receive credit for
the course, you must complete the online course evaluation located
in Blackboard. In order to access the Evaluation, go to the SCEIS
website, point to Training, and then click on Blackboard.
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