SWEIS

Version 9/13/2010

Instructions for Imaging Travel Reports / Expense Statements

Method 1: Scanning Directly Into OnBase

See Page 2

Method 1 is used for imaging Travel Reports
and Expense Statements into SCEIS using a
scanner that scans directly into OnBase.

When you have completed Method 1 your
travel images will be attached to your trip
document in SAP and will be visible to the
people that approve your expenses for
payment.

Method 2: Sweeping Images Into OnBase

See Page 5

Method 2 is used for imaging Travel Reports
and Expense Statements into SCEIS using a
network copier/scanner_or _a small desktop
scanner that does not scan directly into
SCEIS.

Image files are saved in a directory on your
workstation and loaded into SCEIS using the
“sweep” function in OnBase instead of the
scan function.

When you have completed Method 2 your
travel images will be attached to your trip
document in SAP and will be visible to the
people that approve your expenses for
payment.

Appendix 1: Reference Slides from Travel
Management Training Course TV120

See Page 10

These slides are provided for reference
about how to print your Travel Report /
Expense Statement in MySCEmployee and
how to send your expense report for
approval after imaging is completed.

If you send your trip for approval before
imaging is complete the images will not be
available for the people that approve your
trip. Images will attach to your trip when
imaging is performed regardless of where the
trip is in the workflow approval process.

Viewing of Travel Images

Images attached to Trips will not be available in the Trip attachment list for the traveler or the travel assistant to see.
Images will be available to everyone that has approval responsibility.

Travelers and travel assistants will know that images are successfully attached to a Trip when they receive an email
confirmation that scanning is complete. See instructions for Method 1 and Method 2 for more details.
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S((Els Instructions for Imaging Travel Reports / Expense Statements
Method 1: Scanning Directly into OnBase

PRINT AND SIGN YOUR EXPENSE REPORT / LOGIN TO THE SCEIS ONBASE CLIENT
TRAVEL EXPENSE STATEMENT

Go to the Citrix web interface at

Print your Travel Report / Expense https://sceisqatewav.sc.qov/vpn/index.htm_l
Statement from MySCEmployee and sign the Enter your username & password. Click the
certification on the last page. Collect your Log On button.

travel receipts and supporting
documentation. (Refer to Appendix 1)

SUEIS

Bouth Caralina Enterprise Information System

Plaaza log on to contnue

Usar name
Passwerd

You may be required to change your
password when you log in for the first time.

Click on the icon called “Onbase Full Client —
Production” to access document imaging.
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Click the OK button.
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You are now logged into Onbase.
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SWEIS

Instructions for Imaging Travel Reports / Expense Statements

Method 1: Scanning Directly into OnBase

SCAN TRAVEL DOCUMENTATION

Click Processing...Scan/Index

ﬁ OnBase Client f~%~nvens}

File Document UsBr Processing  Admin WorkAowl indow  Help

Click Scan Queues.

Double-click on the Scan Queue called
XXXX HR Travel’, where XXXX is your
agency number.

4l onBase client (observer) - [Document Imaging ] i

[ He Doment Lser prosssng adun wedaw Heb

|FPEER @WSHEE|{ =0T FID | L=

Scan Qusues:

- Scan QueLes:

FO30 HR EPMS
F030 HR General
FO30 HA Payroll

FO30 HR Travel

Mo Farmat Specified Unawailable:
NaFomat Specified  Uriavailable
Mo Format Specified Unavailable
Fodak 1210

-2 Awalting Index (0)
2 Index in Progress (0)
{2 Awaiting Commit (@)
2 Committed
(® Scheduled Processes

Siean Format | =1

SeanMade & Nolnder € Prelndes ¢ F

Document Type =
Document Date [06- 262010 [
"K
Inder || Agpend | Blearkens| | Soan
KEEHT D HED

From the Scan Format drop-down list pick
your agency and scanner model.

From the Document Type drop-down list pick
the appropriate document type.

Keyboard Entry of Trip Number: Enter the
HR Trip Number as described below only if
you are nhot using a Kodak or Fujitsu
scanner. If you are using a Kodak or Fujitsu
scanner then skip to the paragraph labeled
‘SCAN’ because the scanner will read the trip
number from the bar code.

In the HR Trip Number field type the trip
number shown under the bar code on your
Expense Report / Travel Expense Statement.
You do not need to type the leading zeros.

Scan Format I FO30_Kodak_i1220

Document Type IHH Expenzes Claimed Documentation

—
Document Date |06-28-2010 R

— kKeywaord

HF: Trip Number [307
HR Fersonnel Mumber

HR Emall Address |

Restrict To Agency |

[ndex | Append | Clear Keys |

<<— Q— —9 _>> H_—:|- ﬁ’— _Dl] ;v_

Press the Tab key after typing the HR Trip
Number.

The system will fill in the HR Personnel
Number.

If your agency maintains email addresses in
SAP the email address will also be filled in.

SCAN: Place the Expense Report / Travel
Expense Statement and receipts into the
scanner. They should be oriented top-down,
print-side down, “Diving in Backwards”, like a
fax machine.

Click the Scan button.

Scan Format IFDSD_KUdak_H 220 ;I
ScanMode ¢ Molndex ¢ Predndsx @ Fulllndes
Document Type IHH Expenses Claimed Documentation ;I
Document D ate lm HH

— K.emwards

HF: Trip Mumber |307

3
HF Perzonnel Humber |8994 iﬂ
ol
3

HR Email Address I.-‘-‘«LI CEINWONDERLAMD (2

Restrict To Agency | él

Index | Append | Clear Keys |

W EEE B § B E
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SWEIS

Instructions for Imaging Travel Reports / Expense Statements
Method 1: Scanning Directly into OnBase

Click OK on the Batch Name screen

Batch Name

Enter a name to start a new batch or "Cancel” to select an existing batch.

[2010-06-28 - MsevLES]

Cancel |

The paper will feed through the scanner and
the last page will appear on the screen with

the Scanning Complete screen.

Click the Done button.

Scanning Complete

Done | Scanning complete

Scan More Pages | Continue adding pages to current batch or document
Mew Document | Create a new document within batch
Change Farmat | todify the current format before cantinuing

Delete Last Page | Delete the last page and continue

Delete Last Document | Delete the last document and continue

The scanned batch is now in the Document

Separation queue.

Click ‘Awaiting Document Separation’.

..... W~ v aiting Cocument
----- £2 Awaiting Indesx ()
----- 2 Index in Prograss (0)
----- {21 Aweaiting Commit (07
----- 2 Committed

----- (B Scheduled Processes

Scan Format I

ScanMode © Molndex € Frelndes £ Fulllr

-

Document Type I ;I
Document D ate IIJE/2 8.-2010
"Keywords
Index | Append | Llear Ke_lgsl Scan |

QQ_Q— —B _%Ii_—j-. ﬁ _l} ;v_

|0 Batches Selected

Put the pointer over your scanned batch.
Your batch will be labeled with your userid.

Left-Click to highlight the batch...Right-Click

to show the menu... Left-Click ‘Skip

Document Separation’.

Note: Select ‘Skip’ because these
instructions are for scanning one trip at a
time.

Scanned faiches

L Sean Queues: Sean Qumue Bachit | Gach Ham Scan Date - Tiw
() Awaitng Document Separation (3) FOODHA Twol_ S64%3 _ FOXHAT
2 Awartng Index (0) - Sl
£ Indexe I Progress (0)
5 Awartng Commit (0}
2 Commithed
(5 Schedued Frocesses

Commit Selecked

Perform Document Separation

Scon Fomet | =]
canMode © 11 Ly i Skip Document Separation
fociatlies - =1 Extract Index Information
Document Do [05- 2070010 B
[
Click Yes

\?/ Are you sure vou wantk ko skip the document separation queue For the selected batchies)?

Yes Mo

Scanning is complete.
The images are attached to your trip in SAP.

You will receive a mail item confirming that
scanning is complete. The mail will arrive in
your external email if your agency maintains
email addresses in SAP. Otherwise the malil
will arrive in your MySCEmployee Universal
Work List (UWL).

You should now open the trip in
MySCEmployee to “SAVE AND SEND FOR
APPROVAL”.
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S((Els Instructions for Imaging Travel Reports / Expense Statements
Method 2: Sweeping into OnBase (images scanned outside of SCEIS)

ONE-TIME SETUP

Create a folder directly under your C: drive
called ‘1 SCEIS Sweep'.

Log in to Citrix (sceisgateway.sc.gov) and log
in to either SAP or OnBase, it does not
matter which one. (See page 6 for logon
instructions.)

Right-click on the Citrix Connection Center
icon in the system tray located in the lower
right corner of the screen. (Your icon might
have a red dot in the middle depending on
your Citrix version.)

1O 1033

Left-click on ‘Open Connection Center’

Cpen Connection Cerntar

Click ‘File Security’

& Citrix Connection Center

—ICA connection

Click ‘Full Access’ and ‘Never Ask Me Again’

=23 Active
=2 SCEISCRPI4

4

1 Server used, 1 Remate Applications

then ‘OK’
=1oIx]
Server ||
Disconnect l d"!xj
{%] OnBase Client (observer) - {Remate, 128-hit & Full Sereen
Server applications curanthy heve the zelecied level
Properties of actos 10 |ocal cient filos To chanc this, sHec o
diffarant level and click 0K

" s level
File Security " NoAccess

- © Raad Accass

Audio Security & Full Access
PDA Secur
4WI Do viou want to be asked again?
Scanner Security U AT BRkme
€ M sk i ageam lor this s
@ Meverask me ngain
~Applicat
s || e
I _I O Cancal
Help
0K

Click ‘OK’ to close the Citrix Connection
Center
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S((Els Instructions for Imaging Travel Reports / Expense Statements
Method 2: Sweeping into OnBase (images scanned outside of SCEIS)

PRINT AND SIGN YOUR EXPENSE REPORT / LOGIN TO THE SCEIS ONBASE CLIENT
TRAVEL EXPENSE STATEMENT Go to the Citrix web interface at

Print your Travel Report / Expense https://sceisqatewav.sc.qov/vpn/index.htm_l
Statement from MySCEmployee and sign the Enter your username & password. Click the
certification on the last page. Collect your Log On button.

travel receipts and supporting
documentation. (Refer to Appendix 1)

SCAN AND SAVE IMAGES m

Bouth Caralina Enterprise Information System

Scan your travel documentation on your

network/copier scanner or desktop device
(not connected to SCEIS) and save the file to e
the ‘C:\1 SCEIS Sweep’ folder that you 0 o

created in the One-Time Setup above.

Passwerd

You may name the image file anything that s
you want to. It must be a file type of .pdf or

tif. Use .tif if your device can do either .pdf You may be required to change your

or .tif. password when you log in for the first time.

Click on the icon called “Onbase Full Client —
Production” to access document imaging

SCEIS Reference Card.doc (6)

Click the OK button.

You are now logged into Onbase.
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SWEIS

Instructions for Imaging Travel Reports / Expense Statements

Method 2: Sweeping into OnBase (images scanned outside of SCEIS)

SWEEP TRAVEL DOCUMENTATION

Click Processing...Scan/Index

Click Scan Queues.

Double-click on the Scan Queue called
XXXX HR Travel’, where XXXX is your
agency number.

ol orBase client (observer) - [Document Imaging 1 L

[ He Doment Lser prosssng adun wedaw Heb

|FPEER @WSHEE|{ =0T FID | L=

Scan Qusues:

- Scan QueLes:

FO30 HR EPMS Mo Farmat Specified Unawailable:
F030 HR General NaFomat Specified  Uriavailable
FO30 HA Payroll Mo Format Specified Unavailable

FO30 HR Travel Fodak 1210

-2 Awalting Index (0)
2 Index in Progress (0)
{2 Awaiting Commit (@)
2 Committed
(® Scheduled Processes

Siean Format | =1

SeanMade & Nolnder € Prelndes ¢ F

Document Type =
Document Date [06- 262010 [
[ |
Inder || Agpend | Blearkens| | Soan
«CEEBRBEDEED

Move the mouse to the white space...

Right-click to show the menu... Click ‘Sweep

Directory’

Barches in FOSO HA Travel

L. Sean Queuss: |Baich | Babich Moo
£ FOB0 HR. Traved

£ hwatrg Document Sepanabon (O]

L2 awatng Index (0)

3 Irudene i Progriess (D)
2 Awaitivg Commit {7)
£ Committed

(B Schedued Processes

Stan From Disk

Sean Lot | =l
SeanMode T Molndes © Predndss & Full Index

Document Tupe [HF Cupenses Clsimed Documenision v | F————

|0 Docurerts Seecied [

Documart Dote [06-30-2010 B Select Scan Source
Keywerds =
iz Dacuments
HA Trio Mt
. gl Show Batch Summary
HF Fersarerl Huarkm al Clear Selected
MR Emad ,7 ﬂ Refresh
Rstict To Agancy Al a8
Wl e ) L6

In the Import/Sweep screen Click ‘Sweep

Directory’

Import / Sweep

Choogze Sweep Directon
ta impart all imaage files in a
particular directon.

Sweep Directony

Impaort File |
Cancel |

Choosze Impart File ta
import one image file.

Type in C:\1 SCEIS Sweep or use the
browse button to select the directory from
your C: drive

Click OK

Sweep Path Dialog

Enter Directory o Sweep

Document Type
IHF| Expenses Claimed Documentation ;I

[ Delete Files &fter Sweep

[~ Sweep Images Only

Image Orientation
" Rotate 90 Laft I~ Flip

" Fatate 90 Right [~ Flip¥

" Raotate 180
Browsze I Cancel

Click OK

C:1 SCEIS Sweep [4323] _ x |

L3
\‘_12 Are wou sure wou want bo sweep the directory?

I OF I Cancel |
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SWEIS

Instructions for Imaging Travel Reports / Expense Statements

Method 2: Sweeping into OnBase (images scanned outside of SCEIS)

It is optional to type the trip number at the
end of the Batch Name. If you enter the trip
number do not remove your userid and date.

Click OK

Batch Mame

Lancel to zelect an existing batch.

FOR0HRTEST - 2010-06-30 T rip #401™

Cancel |

The scanned batch is now in the Awaiting
Document Separation queue.

Click ‘Awaiting Document Separation’.

! Document Innaging

----- [ Sran Oya e

----- {2 Index in Progress ()
----- 2 Awaiting Commit (0
----- 2 Committad

----- (1) Scheduled Processes

Scan Format I ;I

ScanMode © Molndes € Frelndes & Fullln
Docurment Type I ;l

Document D ate |06/3 0-2010 HHH

rKeywnrds |

Put the pointer over your scanned batch.
Your batch will be labeled with your userid.

Left-Click to highlight the batch...Right-Click
to show the menu... Left-Click ‘Skip
Document Separation’.

Note: Select ‘Skip’ because these
instructions are for scanning one trip at a
time.

[ Docunent imaging _lalx|
i e

L. Scan Queues:

L2 waiting Document Separation (2) [l [ FI20HA Tiavel 570629 MSAYLES - 20100620

£ warting Index: {00 I"E FO00 A Travel STI0% FOMHATEST - 2070-06-30 - Trip WA

33 Index: in Progress (0)
£ Awating Commit (0)
£ Committed Comimit Selecked
() Scheduad Processes.

perform Document Separation

Sean Eomnat | |
SoonMode © Noldes € Pielrden @ F Skip Document Separation
Document Type - |
Documert Dato [I5-30- 2000 [
Faywronds
Click Yes

The batch is now in the Awaiting Indexing
queue.

Click ‘Awaiting Indexing’

! Document Imaging

o [ Scan Queves:

eparation (1)

------ £2 Awaiting Index (1)

Pl NCESTTTTET QG Ess 1)

...... £2 Awaiting Commit (0}

------ £ Committed

------ (1) Scheduled Processes

Scan Format I ;I

ScanMode © Molndex € Predndes & Fullln

Document Type I ;I

Docurment Date IDE/EEI/EEIIEI HH

"Keywords |
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SWEIS

Instructions for Imaging Travel Reports / Expense Statements

Method 2: Sweeping into OnBase (images scanned outside of SCEIS)

Put the pointer over your scanned batch.
Your batch will be labeled with your userid.

Left-Click to highlight the batch...Right-Click
to show the menu... Left-Click ‘Index

Documents’.

. Sean Queues:

2 Awating Document Separation (1) X HE Furacd
L Awatng Indsx (1)

(3 Incest In Progress (0) Commit Selected |
£ Awatryg Commit (0)

2 Committed Index Documents
@ Scheched Processes Skip Document Separation
Soan Fonat | =l Extract Indesx Information
Scanbode 1 - AT Rename Batch
Document e [ =] Redate Batch
Drexumend Daln [15- 102010 (50 Refresh Batch Status
Kaywvonchy Perfarm Custonm Process

Create List Report
Create Keyword List
Show Batch Summary:
Change Scan Queue

View Documents

Clear Selected

Select Batch Range

Purge Selected 3
Refresh

From the Document Type drop-down list pick
the appropriate document type.

In the HR Trip Number field type the trip
number shown under the bar code on your
Expense Report / Travel Expense Statement.
You do not need to type the leading zeros.

=|ojxi

Dlocumerds for baich #5708 PISRATEST - 2000650 - Trp #2054

L. 5can Queues:
2 Awaiting Document Separation (1)
I3 Awalting Index (1)

I3 FO30 HR Travel - FOSORTEST - 2010-06-30 -
O HR. Exparges Clamed Documentation - 06/3

& Inde in Frogress ()
2 Awating Commit (0]
= Committed

= | E=N'= B AE | 1 jige
gel= -l il -

T

Indes | _tearen | J
Wl g b [ 'ﬂ—h‘_ o= g

1 Basiches Selactnd

|Page-1 ol 1 of document 1 of 1 framaneng] and 1 [iotal]

Press the Tab key after typing the HR Trip
Number.

The system will fill in the HR Personnel
Number.

If your agency maintains email addresses in
SAP the email address will also be filled in.

Click the ‘Index’ button.

Scan Format I LI
Sean Mode © Holndes € Bredndes 8 Full Indes
Document Type IHH Expenzes Claimed Documentation ;I
Document Date [06.-30./2010 [
 Kewwards
HR Trip Number [307 @J
HFR Perzonnel Humber |8994 iﬂ
HF Email &ddiess |ALICEINWDNDEHL&ND@ jﬂ
Restrict Tao Agency I él iﬂ
Indesx | Append | Clear Keys | Scan |

&= 4= =p =B B ﬁ‘ - o

Sweeping is complete.
The images are attached to your trip in SAP.

You will receive a mail item confirming that
scanning is complete. The mail will arrive in
your external email if the system filled in the
HR Email Address when you entered the Trip
Number. Otherwise the mail will arrive in
your MySCEmployee Universal Work List
(UWL).

You should now open the trip in
MySCEmployee to “SAVE AND SEND FOR
APPROVAL”.
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S((Els Instructions for Imaging Travel Reports / Expense Statements
Appendix 1: Reference Slides from Travel Management Course TV120

Create Expense Report Create Expense Report

(Save) SWEIS (Review and Send) SWEIS

Ifthe expense report is not change Expensa Repart Once all tems have baen [
resdyfofgubmissioﬂ because | . - fm" . scanned, if appropriate, then | Ehase= Expenss Repart (212)
supporting decumentation is e shouldyouuse the Saveand | © L0 UL e
required to be imaged, you [ i Send for Approval button. "

should print the report by o [ | e Youwill recelve a
clicking the Display Expense by email once your

Form button prior fo saving v = documentation isimaged.
the document. Attach any T rer
required documents (e.g.
receipts) to the printed report
and send to the person
designated by yaur agency to
performimaging activities,
‘Whenimaging is completed,
you should receive an email
natification. Only then should
you use the Save and Send
for Approval butten,

My Travel and Expenses
(Display Expense Report) SWEIS (Create Expense Report) SWEIS

Create Expense Report

Asindicated below, the Save and Send for Approval button is the last step in submitting
After clicking the Display an Expense Report
Expense Formlink. a PDF
version of the Travel Report is
generated ina new windaow.
Afterviewing, printing or saving
the file, you can simply click the
X in the upper right-hand corner C
1o close the window. i Employes ALCE WONDESLAND (00038415 ) Schama Dsmests Oficial  Start Date SWIT2008  End Date 012003
Printthis reportand use itas a ) [ P Sies | [ Save i S o AGrera [E=]

cover page when sending your = = S
documentation for imaging.
Ensure that the irip number Is Expense RepornTravel Expense Statement |Simulation)
printed under the bar code. - -

Change Exp Report ( 212 )

— 2 g
Compleied

-

b T 7 17 0 e 1208

[Esslay Expenta Form

- - 4 i i Sies | [ Save ans Seod o igsvevat] | [

|
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